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Dear Students:

The Pan American Association of Kansas City, Inc. is pleased to provide this Manual for
students and campus advisors. We hope the Manual will be an aid to you in organizing and
starting a Pan American Club (PANAM Clutm your Campus. Starting and participating in a
Pan American Club has many benefits, and will contribute to the personal growth and
development of the members.

We hope forming and participating in the Club expands your knowledge of the “Americas, “
which are an important part of the world. We believe that expanding your knowledge of the
countries of the Americas will be of substantive value to you now and in the future.

We also hope, through the PANA®Iub, that you will learn about the Organization of

American States (OAS). It is an important organization that contributes to promoting of
democracy, peace, justice, and economic development throughout the hemisphere. The OAS has
a long history, and is the oldest regional organization of its kind in the.wor

If your Campus is an institutional member of the Pan American Association of Kansas City, you
will automatically be a member of the Association and be able to participate in PANAM
programs, projects, and activities. If your campus is not a mevhiiee PANAMKC we offer
special student membership dugs/w.panamkc.org

Sincerely,

Pan American Association of Kansas City
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What is a College/University Pan American Club?

A Pan American Club is a College or Univeysstudent organization ideally comprised of

students who are from countries in the “Americas.” Countries of the Americas include Canada,
the U. S., Mexico, Central America, South America, and the Caribbean Basin. Students who are
from countries not in thAmericas, but that have interest in knowing more about the Americas,
are also eligible to join. Based on the size of the College or University, and the number of
students enrolled from countries in the Americas, membership in the Club should be agycultural
diverse as possible to provide the best learning experience for the members. Representation from
the host country and at least three other countries in the Americas should a minimum
membership objective. However, if a college or university has a predooe of students from

the host country, it should not prevent those who are interested in the Americas from forming a
club.

What is the purpose of the Club and generally what does it do?

The purpose and mission of the Club is(&) expand the knowlapk and understandingf our
members, and othergbout the history, cultur@plitical structureand economies of the

countries of the Americas, particularly member countries of the, §ASo learn about the

OAS, (c) help breakdown barriers and devedggreater understanding and tolerance of differing
cultures and beliefs of peoples in the Americas which will contribute to building peace and
prosperity, and (d) enhance personal grodéivelop personal connections, build relationships,
and form lastingriendships amorg those sharing these interests, that will contribute to
maintaining and building peace among the nations of the Americas. We will accomplish this
through servicdearning, “volunteer,’educational, social, cultural, acdizendiplomacy

activities, including conducting and participating in a Model OAS General Assembly Forum

The purpose and mission is achiewieugh(a) various educational, social, cultural, and
networking activities and programs; (hjservice volunteer activitiead programs; (chearring
about the OAS anditizendiplomacy througlhe Club’s conducting a Model OASGeneral
AssemblyForumon campus, participating in a regional forum, and/or sending delegates to the
OAS MOAS Forum in Washington, D. C(¢l) developng personal connections, buithdy
relationships, and forimg lasting friendships among those sharing these intetrestsvill

contribute to building and maintaining a last peace among the nations of the Americas, and (e)
having fun. The Club is a negolitical organization.

A Pan American Club is not a made up of members fsnecountry but rather a mix of
students, from countries of the Americas, interested in expanding their knowledge of all
countries of the Americas. Students develop knowledge adéighip skills through
educational, social, networking, outreach, community volunteering, and other programs and



activities that provide members with the opportunity to participate to the extent of their
choosing. An emphasis is placed on thereey about the voting member countries of the
Organization of American States.

By having a mix of students from different countries of the Americas, the learning experience
and direct interaction helps student members develop a better understandifegesftdi

cultures and different points of view which will broaden their knowledge and lead to more
tolerance and understanding of cultural and other differences. The interaction also enables
students, in later years, to help develop witererican cooperatn, and communicate the
importance of democracy, peace, and prosperity in their countries. Through its programs and
social activities, members can network; develop friendships and relationships with students
from other countries that might be of persdmeefit in their chosen careers after graduation
and/or to develop lifelong friendships with people in other countries. Networking is also
possible with local businesses in the community where the College or University is located.

Through patrticipating ithe Club’s programs, activities, programs, andervice volunteering
students can develop practical leadership, organizational, budgeting, management and team
building skills; and learpersonal responsibility and accountability for the goals and olgsct

they establish, knowledge and skills will benefit the students in latefMifeough the Club’s
activities students learn about citizen diplomacy and volunteerism; and the personal satisfaction
and benefits a person receives from giving of themsetvéelp others, an organization, club,
community or their country without being paid; and how volunteerism, without expecting pay in
return, can benefit the students’ local communities and their coutadgipating in Club

programs and activitiessa help the student build their resume or portfolio.

Student members learn about the Organization of American States (OAS) which plays an
important role in supporting democracy, promoting peace, justice, and prosperity in the
countries of the Americas. TI@AS is the world’s oldest regional organization in the Western
Hemisphere, dating back to the First International Conference of American States, which was
held in Washington, D. C. from October 1889 to April 1890. At that conference, the
establishment ahe International Union of American Republics was approved and the stage
was set for the weaving together of a web of provisions and institutions that came to be known
as the intetAmerican system, the oldest of the international institutional system®ABe

came into being in 1948 with the signing, in Bogota, Columbia, the Charter of the OAS. The
Charter entered into force in December 1951.

Specific benefits of membership to students:
The Club provides student members vitie opportunity

* to gain agreater awareness and knowledge about an important region of the world, the
Americas.

» to learn about the history, geography, culture, customs, economy, and political structure
of the countries in the Americas.



to learn about the Organization of Anman States (OAS) and how it benefits countries
of the Americas and their citizens;

to make a difference by breaking down barriers and developing a greater understanding
and tolerance of the diverse peoples and beliefs of the countries of the Americas.

to develop practical leadership, organization, financial, and management skills

to develop critical thinking and public speaking skills

to network and develop connections with students of other countries, faculty members,
and community organizations;uitd long term interAmerican relationships, and long
term friendships which will contribute to building and maintaining peace and prosperity
in the countries of the Americas.

to engage in and networking with businesses and others in the communityenear t
college/university;

to learn how to collaborate with partners and others to build consensus
to learn the benefits of teamwork
to learn about being a Citizen Diplomat;

to learn about the personal benefits of volunteerism and how volunteerism helps
communities and countries;

to interact and network with members ; and participate in programs/activities of the Pan
American Association of Kansas City;

to learn how “you can make a difference”

to socialize and have fun through club activities

What doesa Pan American Club do?

The student membership decides ongtegrams, projectsctivities andevents of the Club with
the advice of the Campus Advisor. Below is a hligtfof potential programs, events, and
activities.

Periodic programs whereby tdent(s), Campus related, or an outside speaker, gives a
presentation about a particular country; dissemination of information about inter
American issues, information about the Organization of American States (OAS) and how



it benefits the counies of the Americas, Volunteerism, Citizen Diplomacy, or other
topics.

¢ Conducting a Model OAS General Assembly Forum on campus.

» Participation in a regional Model OAS with other area colleges/university PANAM
Clubs.

* Sending delegates to the Model OAS FoiariVashington D. C.

» Sponsoring Club social gatherings or cultural activity.

* In-service volunteering for an international, humanitarian, or other activity.

* In-service volunteering for a campus related project.

» Providing speakers for a high school or eletagnschool class or program.

e Sponsoring a project or program with other campus Clubs.

» Socializing or participating in a project with a PANAM Club from another area Campus.

« Participation in a Pan American Association of Kansas City program or event.

Pan American Association of Kansas City
A College/University Club, within a certain radius of Kansas City, that meets established criteria,

can apply to the Pan American Association of Kansas City, for a modest grant to assist with Club
programs/activities.
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The Americas

WHY SHOULD YOU CARE?7?77??

Why should you, as a student, care about developing awareness and gaining additional
knowledge about the history, people, culture, customs, economies, and governance of
countries of the Americas?

« The Americas, as a region, important to the world at large (see below).

« The countries of the Americas, and their citizens, are the important to each other (see
below).

« As a citizen of a country of the Americas, the region is important to you.

« Countries of the Americas share mutual@erns about representative government, the
environment, human rights, and prosperity in the region.

+ Gaining additional knowledge and awareness contributes to enriching your life and
enhances your future opportunities.

+ Knowledge is power!

What constitutes the “Americas?”

. Canada, US, Mexico, Central America, South America, and the Caribbean Basin.

Why is it important to developing an understanding and tolerance of the different views,
perspectives, and beliefs of peoples of the countries of the Americas?

+ Itis important to your future to develop awareness knowledge of the different countries,
perspectives, and beliefs, of the Americas in order to develop understanding and
tolerances of different cultures which contributes to building peace and prospainigy i
Americas.

« The more knowledge and understanding you gain, the greater the opportunity you have to
advance and enrich your life; that of others in your family, friends, associates and your
country.

« People make a difference. You can make a differenbelwing build and maintain peace
and prosperity, between countries of the Americas, through gaining knowledge,
understandingand tolerance.



IMPORTANCE OF THE “AMERICAS” TO THE WORLD AT LARGE

« As of 2011, the combined population of the Amerisasstimated to be over 941 million
people which equals approximately 7% of the estimated population of the world. The
population of the Americas is growing and will reach 1 billion within a decade.

« Trade between the Americas and other nations of the \wor@lints to trillions of dollars
each year, which contributes to jobs, prosperity, and economic development in all
countries of the Americas.

« Natural resources of countries of the Americas are important to the world economy.

+  57% of the world’s rainforestre in the Americas. At vast percentage of the developed
world’s diet originated in the tropical rainforests. Its bountiful gifts to the world include
fruits like avocados, coconuts, figs, oranges, lemons, grapefruit, bananas, guavas,
pineapples, mangoeand tomatoes; vegetables including corn, potatoes, rice, winter
squash and yams; spices like black pepper, cayenne, chocolate, cinnamon, cloves, ginger,
sugarcane, turmeric, coffee and vanilla and nuts including Brazil nuts and cashews.

« The Amazon Rainfast has been described as the “Lungs of our Planet” because it
provides the essential environmental world service of continuously recycling carbon
dioxide in oxygen. More than 20 percentloé tworld oxygen is produced the Amazon
Rainforest.

« The AmazorRainforest covers over a billion acres, encompassing areas in Brazil,
Venezuela, Colombia and the Eastern Amdegion of Ecuador and Peru. If Amazonia
were a country, it would be the ninth largest in the world.

« More than half of the world’s estimated dfllion species of plants, animals and insects
live in the tropical rainforests. O#fdth of the world’s fresh water is in the Amazon
Basin.

« The Panama Canal is critical to world commerce.

« The Americas have cultural and historical significance to thédwor

« People from other parts of the world have immigrated to countries of the Americas.

THE SIGNIFICANCE AND IMPORTANCE OF COUNTRIES OF THE AMERICAS TO
EACH OTHER
Geographical significance:
« The countries of the Americas share the same hemisphere (Wdstarsphere). In
other words “We all live in the same neighborhood. We are intertwined. What happens to
one affect the others in some way or form.”

Historical and cultural significance:

+ Most countries share a common history of exploration, discovery, eshgnd
settlement by European nations



* Most countries experienced slavery, extinction or marginalization of indigenoug peopl

» Most countries have a common background of gaimdgpendence through revolution.

* Most countries share a post revolutemphasis on freedom, libergnd individual
initiative, agricultural then industrial development.

« Many hemisphere countries patterned their governmental systems and constitution after that
of the U.S. constitution

* Most all countries of the Americas belesin representative democracy.

» Populations of many hemisphere countries grew through immigrationniateiage, and
some assimilation of natives.

» There is some commonality of religions, legal, and educational systems.

* There is widespread adoption of r@gal foods, movies, music, and TV shows among the
countries

* There are many cultural, youth, and other exchanges between countries of the Americas

» Large numbers of students from the countries of the Americas study in other countries of the
Americas

Peace ad Security

« Most nations signed the Treaty of Rio in 1946, which calls for reciprocal support in case
of outside attack

« Most nations cooperate in fighting drugs, multinational crime, and trafficking in humans

« There is cooperation among most law enforceragencies

Economic Development and Trade Facts

« Many countries of the Americas have substantial investments in other countries of the
Americas, which helps economic development, job creation, prosperity, and peace
between countries.

« Trade, in goods and seces, between countrie$ the Americas amounts to
approximately 3 trillion dollars annually. Trade creates jobs, economic prosperity, and
contributes to building peace between countries.

« Most all countries of the Americas engage in trade or tourismadliggr countries of the
Americas.

« Many countries have citizens who live or work in other countries of the Americas.

+ Refer to a specific Economic/Trade Facts example below:

Example: Importance of the countries of the Americas to US and the US to those coues,
from an Economic/Trade perspective:

Bi-lateral trade in goods and services between the U.S. and countries of the Americas in 2008
was over $1.5 trillion and approximately $1.2 trillion in 2009. US direct foreign investment in



countriesof the Americas in 2009 equaled $791 billion and direct investimeaht US by
countries of the Americas equaled $271 billidratéstfiguresavailableas of March of 2012).
Many citizens of countries of the Americas laed/orin the US and many remit funtdack to
families in their home country. Many citizens of the US live in oteemtriesof the Americas.

This is just an example diie US relationships. Many countries of the Americas have their own
trade and economic relationships with otbeuntriesof the Americas (other than with the US).
Each county of the Americas in important to all otb@untriesof the Americas for all the
reasons above, not just from an Economic/Trade perspective.

Organization of American States:

34 countries of the Amerisaare members of the Organization of American States (OAS). The
OAS is the oldest regional organization of its kind. It's origins date back to thés1890
MAP OF THE AMERICAS:

A color map in different sizes can be downloaded from the Pan American #&gsocf Kansas
City’s website:www.panamkc.orgClick on the Resource Tab.

Why should you care about the Organization of American States?

The countries of the Americas are all in the same hemisphere in essgnaestheighbors,

“they live in the same neighborhood” so to speak. In many countries there are “neighborhood
associations” where residents agree to abide by certain principles and rules for the benefit of all.
What affects one resident of the neighborhowhy times affects all neighbors. Most countries

of the Americas have similar concerns. They are concerned about the environment, human rights,
representative democracy, sustainable development, commerce/trade, prosperity, and hemisphere
security, terrosm, trafficking in human and illegal substances, migration, and peace between
nations.

THE ORGANIZATION OF AMERICAN STATES (OAS)
A Shared Vision for the Americas

The Organization of American States (OAS) brings together the countries of the Western
Hemisphere to strengthen cooperation and advance common interest. It is the region’s premier
forum for multilateral dialogue and concerted action.

At the core of the OAS mission is an unequivocal commitment to democracy, as expressed in the
Inter-American Denocratic Charter: “The peoples of the Americas have a right to democracy

and their governments have alligationto promote and defend it.” Building on this foundation

the OAS works to promote goggbvernance, strengthen human rights, foster peace amckge

exparl trade, and address the compbeablemscaused by poverty, drugs and corruption.

Through decisions made by pislitical bodies and programs carried out by its General



Secretariat, the OAS promotes greater witarerican cooperationna understanding. The OAS
member states have intensified their cooperation since the end of the Cold War, taking on new
and importanthallengesin 1994 the region’s 34 democratically elected presidents and primed
ministers met in Miami for the First Sunitrof the Americas, where they establisioad

political, economic and social development goals. They have continued to meet periodically
since then to examine common interests and priorities. Through ongoing Summits of the
Americas process, the region&abters have entrusted the OAS with a growing numbers of
responsibilities to help advance the countries’ shared vision.

Here are some of the ways in which the OAS is making a difference:

Defending democracy - The InterAmerican Democratic Charter defing® essential elements
of democracy and establishes guidelines for responding effectively when it is at risk. This
landmark document, which the member states adopted on September -a200happened,
the same day terrorists attacked the United Stapesvides a compass to guide the region’s

collective action when democracy faces serious challenges.

The OAS plays a key role in strengthening democratic institutions and practices in the countries
of the Americas. Through its Unit for the Promotion of @enacy(UPD), the OAS has

observed elections in a majority of its member states, helping to ensure transparency and
integrity in the voting process. Guided by the principles of the Democratic Charter, the OAS also
supports efforts to decentralize governtsemodernize political parties, strengthen national
legislatures, and consolidate democratic values and culture. It also works to promote a greater
role for civil society in decisioimaking.

Protecting human rights — Despite the prevalence of freely gbmt governments in the

Americas, the region continues to see such problems as police abuse, violations of due process of
law, and lack of independence in the administration of justice. The OAS human rights system
provides recourse to people in the Ameriad® have suffered violations of their rights by the

state and who have been unable to find justice in their own country. The pillars of the system are
the InterAmerican Commission on Human Rights, based in Washington, D.C., and the Inter
American Court bHuman Rights, in San José, Costa Rica. These institutions apply the regional
law on human rights.

The Commission examines petitions filed by individuals who claim the violation of a protected
right and may recommend measures to be carried out by thestamedy the violation. If the
country involved has accepted the Intenerican Court’s jurisdiction, the Commission may
submit the case to the Court for a binding decision.

The Commission also conducts-site visits to member countries, at theiritation, to analyze

and report on the status of human rights. It promotes human rights throughout the hemisphere,
focusing attention on specific issues such as freedom of expression, the rights of indigenous
peoples and women'’s rights.



Strengthening Security — The OAS is working on a number of fronts to make the region safer.
The InterAmerican Committee against Terrorism (known as CICTE) seeks to prevent the
financing of terorism, strengthen border controls and increase cooperation among law
enforcement authorities in different countries. The peaceful resolution of territorial disputes is
another concern, and the OAS has created a Fund for Peace to provide suppontaa.this a

The OAS also coordinates comprehensive international efforts to remove buried landmines that
pose a threat to civilians in previous zones of conflict, including parts of Central America and
along the border between Ecuador and Peru. In 2002, Castd& ame the first of the affected
countries to be declared free of landmines. The OAS also supports mine awareness and victim
rehabilitation programs, and has helped several member states destroy stockpiled mines.

In 2003, the member states reviewedhbmisphere’s overall security structure in light of new
threats and priorities, and reaffirmed their commitment to help preserve peace through close
cooperation. “Peace is a value and a principle in itself, based on democracy, justice, respect for
human rghts, solidarity, security, and respectifdernational law’ they said in théeclaration

on Security in the Americas

Fostering Free Trade — Since the Summit process began, a central goal has been the creation of
a hemispheravide trading zone, the e Trade Area of the Americas (FTAA). Working in
partnership with thénter-American Development Bar(kDB) and theUnited Nations

Commission on Latin America and the Caribb@a€6LAC), the OASTrade Unithas provided
extensive technical support to the FA Aegotiations. It has placed particular emphasis on
ensuring that the concerns of smaller economies are taken into account in the negotiating
process.

In 2004, at th&pecial Summit of the Americas Monterrey, Mexico, the hemisphere’s
presidents and pne ministers reaffirmed “the important role that trade plays in promoting
sustained growth and economic development.”

Combating illegal drugs — Through the OA3nter-American Drug Abuse Control Commission
(CICAD), the nations of the hemisphere are sttieeiging antidrug laws, enhancing prevention
programs, and taking other steps to stem the trafficking of illegal narcotics, related chemicals and
firearms. TheMultilateral Evaluation MechanisgMEM), which monitors progress against

drugs in each countrynd the region as a whole, has significantly increased cooperation on this
issue. By sharing knowledge on accomplishments, obstacles and strategies, the countries develop
a clearer picture of needs and weaknesses and identify areas that warrant closeticoord

better legislation, more research or additional resources.

Fighting Corruption —In 1996 the OAS member countries adoptedrbter-American
Convention against Corruptipthe first anticorruption treaty in the world. Now a monitoring
process evaluates how countries that have ratified the treaty are complying with its key
provisions. As with the MEM, the goal is to strengthen cooperation among the countries to
address shared problems.




The OAS also plays a leading role in other areas of-Aneerican cooperation. Government
ministers in such areas @ducationjustice, labor, defense, culture and sustainable development

meet regularly under its auspic&$ie OASInterrAmerican Commission of WomgIM) has

brought together government ministers responsible for policies to promote gender equity and
equality. Such meetings help the countries coordinate strategies on specific issues and ensure tha
policies esablished through the Summit of the Americas process reach the national level.

The OAS General Secretariat supports these efforts in different sectors through programs carried
out in the member countries. For example, the OAS implements sustainableo@relo

programs in biodiversity conservation, planning for global climate change, natural disaster
mitigation and river basin management. Tier-American Telecommunication Commission
(CITEL), for its part, coordinates regional efforts to develop theajlmiiormation society.

An Inter-American Partnership

With four official languages — English, Spanish, Portuguese and Frenttte OAS reflects the

rich diversity of peoples and cultures across the Americas. The OAS has 35 member states, the
independennations of North, Central and South America and the Caribbean. (The government
of one member state, Cuba, has been barred from participation since 1962.) Countries from all
around the world are permanent observers, closely following the issues thaicaktarihe

Americas and often providing key financial support for OAS programs.

The member states set major policies and goals through the General Assembly, which gathers the
hemisphere’s foreign ministers once a year in regular session. The Per@aumecit, made up

of ambassadors appointed by the member states, meets regularly at OAS headquarters in
Washington to guide ongoing policies and actions. The chairmanship of the Permanent Council
rotates every three months, in alphabetical order of coanEsch member state has an equal

voice, and decisions are forged through consensus.

Another political body, the Intedmerican Council for Integral Developmgi@IDI), focuses on
promoting economic development and combating poverty. The American Agncy for
Cooperation and Development (IACD) was established in 2000 to promote new and more
effective forms of cooperation to fight poverty and promote social and economic development.

The OAS General Secretariat carries out the programs and policistketpolitical bodies. It

is led by the Secretary General and the Assistant Secretary General, who are elected by the
member states to fivgear terms. Specialized units in the General Secretariat focus on such areas
as democracy, tradmurism socialdevelopment and education. At OAS headquarters, the
Columbus Memoarial LibrarandArt Museum of the Americaare valuable resources for

research and cultural enrichment.




Also under the OAS umbrella are several specialized agencies that have considerable autonomy,
including the WashingtebasedPan American Health OrganizatigRAHO); thelnter-

American Children’s InstitutdIN), based in Montevideo, Uruguay; the@er-American Institute

for Cooperation on Agricultur@ICA), in San José, Costa Rica; and Ben American Institute

of Geography and HistorfPAIGH) and thdnter-American Indian Institutélil), both

headquartered in Mexico City.

A Rich History

In 1948, 21 natins of the hemisphere signed MAS Charteraffirming their commitment to
common goals and their respect for each nation’s sovereignty. They also adoptecttivan
Declaration of the Rights and Duties of Mame first international statement of itsid.

But the idea of inteAmerican cooperation dates back much further. In the 1820s, Simén Bolivar
envisioned a region “united in heart.” In 1890, nations of the region formed the Commercial
Bureau of American Republics, which evolved into the Pan AraerUnion and later into the

OAS. Since 1948, the Organization of American States has expanded to include the nations of
the Englishspeaking Caribbean and Canada, giving the OAS a broader perspective that
encompasses the entire hemisphere.

The transitiorfrom the Pan American Union to the OAS was smooth. The Director General of
the former, Alberto Lleras Camargo, became the first Secretary General of the OAS.

VOTING MEMBER COUNTRIES ORGANIZATION OF AMERICAN STATES

Country Capital City
Antigua & Barbuda St. John’s/Codrington
Argentina Buenos Aries
(The) Bahamas Bridgeton
Belize Belmopan
Bolivia La Paz

Brazil Brasilia
Canada Ottawa

Chile Santiago
Colombia Bogota

Costa Rica San Jose
Dominica Roseau
Dominican Republic Santo Domingo
Ecuador Quito

El Salvador San Salvador
Grenada Saint George’s
Guatemala Guatemala City
Guyana Georgetown
Haiti Portau-Prince
Honduras Tegucigalpa
Jamaica Kingston



Mexico

Nicaragua

Panama

Paraguay

Peu

Saint Kitts & Nevis

Saint Lucia

Saint Vincent & the Grenadines
Suriname

Trinidad & Tobago
United States of America
Uruguay

Venezuela

*Cuba is a non voting
member of the OAS

Mexico City
Managua
Panama City
Asuncion
Lima
Basseterre
Castries
Kingston
Paramaribo
Portof-Spain
Washington, D.C.
Montevideo
Caraas

Havana

For more information about the OAS: www.0as.org
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COLLEGE/UNIVERSITY PAN AMERICAN (PAN AM) CLUB
ORGANIZATION, OPERATING, AND LEADERSHIP MANUAL

INTRODUCTION AND PURPOSE

Dear Students: This Manual is designed to:

To help you organize and start a Pan American Club on Campus; hedstablish goals and
objectives to achieve to the purpose and mission of the Club; one of which is to aid members in
their personal growth and development. The Manual contains a substantial amount of
educational material. Do not be overwhelmed. The matarabe used as presented or modified
as necessary.

Overall purposes:

1. TheManual contais astep-by-step approachto helpyoustart a College/University
Pan AmericafPANAM) Club on your CampudHowever PANAM Club organizers
must review their Campus R$, Regulations, and Requirements for Student
Organizations to make sure that the Constitution/Bylaws and other pertinent sections of
the Manual are in compliance with your Campus RulesPatidies The Campus
Advisor can help the Club organizers modifigatever is necessary in the Manual to
ensure compliance. Organizers should also cottefampus Advisor to determine if
the Campus grants any credit hours for membership and participation in the Club as well
as to determine if the Campus offers anwficial support for Student organizations.

2. The Manual is moperations guidedesigned to assist memberganize, plan, and
operate a successfiGlub once it receives Campus approval. Thereisedul tips,
principles,helpful suggestions, and tools thaillvassistheleadership and members to
implementthe Club’spurpose and mission.

3. The Manual is a learning tool to help members in their personal growth and development
through participation in Club programs, activities, and projects. Understanding and
learning the materials contained in the Manual and putting the principles, guidelines,
techniques, and tools into practice is one of the many ways being a member of your Club
aids personal growth and development in practical ways.

Specific purposes:

Implementing the purpose and mission of the Club, putting the principles, guidelines, techniques,
suggestions, and tools contained in the Manual into to practice will:

* Help members gain mosvarenesandknowledgeabout the Americas



* To help memberémake a difference” by breaking down barriers and gagmneater
understanding and tolerance of cultural and other differences among peoples of different
countries in the Americas.

* Help membersthrough club and oftampus volunteer servicgevelop andfoenhance
practicalorganizational, management, leadership, critical thinkeemwork.and
problem solving skills.

* Help members learn and use the questions “what “why,” “ when,” “where,” and “how
and “who” in developing goals and objectives and learplagning skills.

* Help membesdevelg networking skillsconnectionsand build long term relationships.

* Help members build their resume

* Help membersearnaboutParliamentary Procedueand its use

» Help members either develop or enhathCéizen Diplormacy’ skills. Every person who
interacts with a person from another country is in essence a “citizen diplomat”
representing their country.

» Help members gain more knowledge about the Organization of American States, an
important organization to atlitizensandcountries of the Americas

* Help members organize a Model OAS foramd lean about citizen diplomacy

* Help members understand the value and patsatisfaction fronvVolunteering

Useful and practical management tools are included in the Appendix Matheal.

There is an old saying in the U. SYdu only get out of something what you put in it This
piece of philosophy has proven to be true over ti@aly by serving in a Club leadership role,
as a Committee Chairperson, on a Club committepist activelyparticipating in Club
activities, while using the suggested principteshniquesand toolgresented in the manuyal
will members be able to take advantage of the opportunities to enhance their knpgdéalge
understanding and toleran@dfor seltdevelopment that Club membership offers.
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COMPONENT PARTS OF A SUCCESSFUL CLUB

There are seven basic component parts necessary to have a successful club. Your club should be
organized around these seven elements:

» Constitution/Bylaws: Constitution and Bylaw&rm the foundation for your club, its
purpose, mission, and governance. Goals and objectives evolve from the provisions
contained in the Constitution and Bylaws.

» Leadership: Success begins with effective and enthusiastic leadership (Board and
Officers). The leadership of the club is responsible for ensuring that the Club establishes
goals and objectives necessary to accomplish the purpose and mission of the club. The
Officers and Board lead the way in implementing the programs, projects, and activities
that are derived from the goals and objectives. Through these programs, projects, and
activities personal goals, expectations, and aspirations of the leadership and members are
also realized. In addition, committees Chairpersons also play a vital leadetship
leading Club committees, that conduct programs, events, and activities.

* Membership: Members are the human resources of the organization. They are the
lifeblood of the organization. Without members the club doesn't exist. Effective
programming heds to recruit, activate, and retain members.

* Programs/projects/activities: Meaningful programs and activities are critical to: (a)
carry out the purpose and mission of the Club, (b) accomplish the goals and objectives
established by the Boar, and (c)dieg to recruit members, generate enthusiasm, and
help retain member interest.

« Communications: Communications are a vital part of any club, society, institution,
government, organization, or business. Without good communications with members
and others, v and off campus, your Club will not be successful.

* Financial resources:A source of funding is necessary to support operations, programs,
projects, and activities.

* Record keeping and retention: Records of Board, committee, and Club meetings are
important for several reasons including: the minutes of meetings are a record of the
business, votes, and other matters transacted during the meeting. They are a history of
proceedings and are a necessary and valuable reference source. Votes taken on a
particularmatter in a Board, committee, or membership meeting may need to be referred
to at one time or another and without a permanent record what was agreed to is lost.
Complete records serve as the history of the organization for both present and future
membersand others who have an interest. Keeping and retaining financial records are
also of importance to the Club and for making any required reports to the Campus.

Various sections of the Manual discuss each of these elements along with guidelines,
suggestims and helpful tools.



CONSTITUTION AND BYLAWS

DEFINITION AND PURPOSE

Definition of an “organization:”

By definition, an organization is a "body of persons organized for some specific purpose as a
club, union, association, society, businessnstitution.”

Definition and purpose of a Constitution and Bylaws:

The Constitution of an organization contains the fundamental principles that govern its
operation. The Constitution covers the fundamental principles but does not prescribe specific
procedures for operating an organization.

By-Laws establish the specific rules of guidance by which the group is to functidravizy/set
forth in detail the procedures an organization must follow to conduct business in an orderly
manner. They provide furgn definition to the Articles of the Constitution and can be changed
more easily as the needs of your organization change.

The Constitution and Bylaws serve to clarify the organization’s purpose, delineate the basic
structure and provide the cornerstoaebuilding an effective group. The Constitution and
Bylaws form the foundation for an organization and allow members and potential members to
have a better understanding of what the organization is all about and how it functions.

NOTE: Each individual College and University has Student Organization Rules,
Regulations, and Policies. A Pan American Club Model Constitution and Bylaws is
included in the Resource and Reference Section as Attachment A. The Student
Organization Manuals of multiple Campuseswere consulted in drafting the Model
Constitution and Bylaws. However, your Club’s Constitution and Bylaws must be in
compliance with your particular College or University’s rules and policies governing
Student Organizations. Review the Model Constitutionand Bylaws with your Campus
Advisor and then modify the document as necessary prior to making application to your
Campus for approval or your Pan American Club.

CLUB LEADERSHIP



Why is Leadership important?

Effective and committed leadship is one of the key component parts of any type of club,
society, association, academic institution, business, and governmental body. Without good
leadership, any organization will ultimately fail or in the best case, be mediocre. Good leaders
have astrong belief in the purpose and mission of their organization and they communicate that
belief through their actions.

Useful tip: When considering a member toti@minatedor a leadership position in your Club,
provide the member with a copy of the Riosi Description for the position(s) for which the
person is being nominated. For example: If a member is being nominated for the Board of
Directors and an Officer position, provide them with copies of both Position Descriptions.
Sample Board of Directorand Officer Position Descriptionsare included for each Officer
position in the Resource and Reference Section as AttachmentXBour Campus Advisor can
assist you in modifying them, if necessary. If more than one membemisiatedor a given
position, nake sure each member has a copy of the appropriate Position Description(s), also that
they are familiar with the Constitution and Bylaws and Campus policies regarding student
organizationsUseful tips for the President, Vice President(s), Secretary, and@asurer are
included on the following pages of this Section.

Why are Position Descriptions important? Experience has shown that someone who has been
elected, to a position, and did not understand the responsibilities and duties and agreeing to
performthem, prior to being nominated and elected, failed to perform effectively in carrying out
the duties of the position. There are exceptions, but generally this has been true in any type of
organization. Itis best if a person completely understands aedsaigr carry out the duties and
responsibilities prior to a nomination and election to a leadership position.

Useful Tips. The above advice also applies to Committee Chairpersons, who are appointed by
the President. Model Job Descriptions for Committeaipersons and Committee members are
included in the Resource and Reference Section as Attachme®y | (1

When thinking about Leadership, it will be beneficial to review useful tips on Success/Failure,
Food For Thought, Characteristics and Traits of kestiip; Leadership and Problem Solving in
the Reference and Resource Section Attachmert4g. (1

Learning about position/job descriptions and; what constitutes success or failure is useful

information. It contributes to enhancing personal growth and dewednt that will be useful in
future years.

NOTES:



1. Itis recommended that Club havalicy, to theextent possiblethat members from any
onecountrydo not dominate Board of Directors the Club. It defeats the purpose and
mission. You wanas much diversity as possible, depending on the diversity of your
membership and the availability of students from different countries on campus.

2. Leaders who are effective and carry out their responsibilities and duties are also
“teachers.” Members of ammrganization always observe their leaders act and perform.
As leaders you set the example and others learn from you.

USEFUL TIPS FOR THE PRESIDENT



. Itis a singular honor to be elected by your peer group to serve &eRteThey have
placed their faith and trust in you. Don’t let them down. The President is the principal
leader members have elected to lead them. They will be looking to the President for
leadership and direction.

. Be familiar with the Student Organizati Requirements of your Campus. This is

important so that you can operate your Club in compliance with the rules, regulations,
and policies the Campus has established for student organizations and for participation in
a student organization.

. Be familiar with the contents of College/University Club Pan American Club Manual and
particularly the Club Constitution and Bylaws. There is a wealth of useful information in

the Manual about how to operate the Club. The Manual also contains useful information
for pesonal growth and development.

. You are the chief spokesperson for the Club. Take advantage of opportunities to speak
about the purpose and mission of your Club, on and off campus. Speaking in public also
helps build your public speaking skills.

. You shouldnot try to do everything alone; the President needs the help of all the
members. Delegate work to others, but encourage and help them with suggestions and
ways to accomplish their tasks. Whatever assignments and tasks you delegate to others,
always followup to see if what you assigned is being accomplished.

. One Vice President should sufficient to serve the needs of a club with a membership base
of 20 members or less. When the Club grows beyond 20 members, a review can be
conducted and a determination raas to electing a second Vice President. There is a
provision in the Constitution and Bylaws for electing more than one Vice President. If a
second Vice President is elected, one can be called First Vice President and the other
Second Vice President, ihd order of their election (who received the most votes). Some
organizations make provisions whereby the Vice President is designated as Rresident
Elect. Your Campus Advisor can advise you.

. Assign the Vice President(s) the responsibility of overseeinGtmemittee
Chairpersons. Communicate frequently with the Vice President or Vice Presidents, if
there is more than one. The Vice President(s) might also serve as a Committee
Chairperson or Chair of a special project.

. Have regular Board meetings, as requiing the Bylaws. Confront challenges and

problems in a creative and roonfrontational manner, iron out differences. It is better

to resolve issues at the Board level than at a Club membership meeting which can be time
consuming and boring for members.

. Have regular membership meetings, as required by the Bylaws. These meetings help to
keep member enthusiasm up and are learning experiences.



10. Establish Club Goals and Objectives, as a Board, and review them periodically to make
sure they are being agoplished or in need of modification. The Club should have a
challenging and stimulating
program of goals & objectives which translate into programs and activities.

a. Don't leave it up to your Campus Advisor to plan the goals/objectives and the
programs ane@ctivities to achieve them. It is the responsibility of the Board and the
membership, Your Campus Advisor can offer advice, but it is not his/her
responsibility.

b. Involve the members in helping select the goals and objectives. They may have
creative ideasn how to accomplish things, but it is the responsibility of the Board to
make the final decision.

c. Keep the goals and objectives realistic and within a reasonable time to be
accomplished

11.Consult your Campus Advisor frequently. Your Advisor is ther@ssist you, but respect
the Advisor’s time.

a. When meeting or calling the Advisor have a written list of items that you want to
discuss.

b. If you are meeting with the Advisor, rather than a telephone conversation, try to email
her/him a list of what you wisto discuss in advance of the meeting. That will give
the Advisor time to review the list in advance of your meeting. This will save you
both some time.

c. Always thank the Advisor for any assistance

12.Be organized and prepared for Board meetings. DevelogdtaAdienda. Send it to Board
members in advance to see what items they may have for the Agenda. Start all meetings
on time and keep the meeting moving. Follow meeting procedure. It is a good idea for all
officers to have notebooks and they should be kepd giate. They are also useful to
pass along to the next person holding an office. Check to see that the Minutes accurately
reflect the business conducted at Board meetings. The Secretary should type all minutes
and then circulate the minutes to the Baand the Campus Advisor no less than a few
days after the meeting.

13. Be organized and prepare for membership meetings. Refer to Section 9 for help
guidelines and tips about “meetings.”

14.Keep meetings, to the extent possible, within a one to one and om®tatime frame.
Respect other people’s time. The exception might be one planning meeting a year to
brainstorm the goals and objectives. But, not more than 2 hours should be planned.

15. Always have a copy of the Constitution and Bylaws with you atr@and Membership
meetings.



16.Fundraising is a necessity to keep the Club going. It helps cover Club operating expenses
and furnishes the means to accomplish the goals and objectives established by the Club.

Money dues or from any financial aid the Campught provide to Student Organization
may not be enough to cover expenses and the planned programs of the Club. Plan some
fund raising activities during the year. Appoint someone in charge of fundraising who is
energetic and can get the job done. Theeddeas for fundraising in the Financial

Section.

17.When planning fundraisers make sure they are well planned and with ample time in
advance of any event to be able to adequately publicize the event or activity.

18.Involve as many people as possible on @ammittees that interest them. Pick the right
member to be a Committee Chairperson. Delegate authority to carry out programs,
projects and activities to committees. Delegating makes your job easier. However, it
does not relieve a supervising office loé tresponsibility for oversight and follow up. The
committee may not do the assigned task exactly as you would, but they are also learning,
as you are. Members as well as officers need the experience for their personal growth,
confidence, and pride in thes@lves, their committee, and the Club.

19. Give praise and recognition for work done by others.

20. Communicate frequently with the Board, members, and your Campus Advisor. Members,
in particular, like to be kept informed. Frequently communications with mentietise
President, is important. Members need to hear from their leader on a regular basis. This
can be accomplished by electronic means, a newsletter, and-gergmrson contact or
a combination of ways. The President determines the best way foe h&/sh
communicate.

21.Publicize Club activities in Campus publications and community media.

22.Recruit new members on an ongoing basis. Membership is the life blood of the Club.
You want the Club to survive and maintain continuity. Set targets for membership
recruiting.

23.Help other members gain the experience needed to serve in an Officer capacity when you
term is up.

24.Prepare an Officers Transition Manual to help your successor maintain continuity of the
Club in future years. Refer to the Resource and Refer8action, Attachment J, for
information about an Officers Transition Manual.



25.Where there is a vacancy in an Officer or Board position, have the Nominating
Committee screen and recommend someone to fill the vacancy. A nomination just to fill
a vacacy without prior screening of someone’s interest and abjltiefeatshe purpose.
You want someone who will be effective in the position and help maintain the continuity
of your Club.

Have fun and enjoy the experience of being President.



USEFUL TIPS FOR THE VICE PRESIDENT(S)

. Itis an honor to be elected by your peers to the office of Vice President. Perform your
duties effectively on their behalf.

. Be familiar with the Student Organization Requirementgof Campus. This is

important so that you can operate your Club in compliance with the rules, regulations,
and policies the Campus has established for student organizations and for participation in
a student organization.

. Be familiar with the contents @ollege/University Club Pan American Club Manual and
particularly the Club Constitution and Bylaws. There is a wealth of useful information in
the Manual in reference to starting and operating your Club. The Manual also contains
useful information for pesonal growth and development.

. Stay in close communication with the President on Club activities. You may need to act
in the absence of the President, so stay informed about what is going on in the Club.

. Stay in communication with the Committee ChairparegbCommittees that the President
assigns to you for oversight.

. Make sure the Chairperson of any committee you oversee, either takes notes of the
committee meeting or assigns someone to take notes (minutes). These should be saved
for the permanent Clulecords and for committee reports to the Board and the
Membership.

If you also serve as Chairperson of a committee, then stay in touch with the President on
the Committee’s activities.

. Plan Agendas for your committee meetings and send them out in advaaremittee
members.

. Make sure someone takes notes (minutes) of your Committee meeting.

Have fun and enjoy the experience of serving as a Vice President.



USEFUL TIPS FOR THE SECRETARY

. Itis an honor to be elected by your peers toofifiee of Secretary. It is a very important
position in the Club.

. Be familiar with the contents of College/University Club Pan American Club Manual and
particularly the Club Constitution and Bylaws. The Manual also contains useful
information for persoal growth and development. The Bylaws state that the Secretary is
responsible to take and keep the minutes of Board of Director and membership meetings.
In the absence of the Secretary, the President should appoint someone to fill in and take
the minutesCommittee Chairpersons are responsible for appointing someone to take
minutes of committee meetings.

. Club records are many times all that is available to show the history of the Club. Meeting
Minutes and notes left behind and filed in the Records fddta only permanent record

of your Club’s activities for a current year and for successor officers of the Club to refer
to. Make sure that complete and accurate meeting minutes are kept.

. The Secretary’s files and records are the property of the Clushaidtd be filed as part
of the permanent Club records.

. The Secretary also acts as the Club Historian. Future generations of members will
appreciate having a history of their Club.

. Consult with the Campus Advisor on the best way to store the permacemisref the
Club, not only for the current year, but past records of past years.

. Have athreering note book for meeting agendas, minutes and other records. Keep a copy
of the Constitution and Bylaws in the Notebook for ready reference. It is a g@otbide

keep the current year's meeting minutes and the past year meeting minutes in the
notebook for ready reference.

. Set up a system to store and retrieve the names and addresses of people in the Club’s
mailing list. Remember this list is the propertytloé Club and when your term is over as
Secretary the information should be passed along to your successor.

. Some frequently asked questions:

What should the Secretary do before a Board meeting or membership meeting?

1. Coordinate with the Presideor whoever is presiding over the meeting in
the absence of the President, about the Agenda to be discussed.

2. Have copies of the following for the meeting:



a. A list of committees and any committee reports that need to be presented
at the meeting.

. The Secretary’s Notebook with extra paper for taking notes

. A calendar of Club and Campus activities

. Writing instrumensg (pen, pencils, marker per(s)

. Name tags for member participaftiametagsre generally only needed
for membership meetings.

f. Copies of bHots for an election if one is to be held.

g. Any special materials or handouts.

O QO T

What does the Secretary do at a meeting of the Board or the membership?

a.

Take a roll and report attendance. Make sure a required quorum is present in
accordance with therpvisions of the Bylaws for the particular meeting that is being
held. Record who attended in the minutes.
Read the minutes of the previous meeting clearly when called upon
Keep minutes of all proceedings.
Count the votes if an election, if appointed bg President to this task.
(1) If the vote is by voice, stand up and count hands for the those voting yes and
those voting no. If it is a vote by ballot, count the ballots and record the
number of votes for each candidate.

What should a Secretary do after a meting?

a.

b.

C.

If the minutes are taken in longhand, rewrite the minutes as soon as possible so the
information is still fresh in your mind. It is a good idea to rewrite them within two
days after a meeting.

Write legibly or type the minutes and circulate thienthe attendees. It is best to

type them if you have access to a computer.

Write up any reports that need to be retained as a permanent record.

Why is an Agenda important and how do you take Meeting Minutes?

A. Refer to the Reference and Resource Secfitachment G, for Guidelines on

Agendas and Minutes.

Have fun and enjoy the experience of serving as Secretary.



USEFUL TIPS FOR THE TREASURER

. Itis an honor to be elected by your peers to the office of Treasurer. This is an important
responsibility and an experience that will benefit you in future years. Perform your duties
effectively on their behalf.

. Be familiar with the Student Organization Requirements of your Campus. This is
important so that you can operate your Club in compdiamith the rules, regulations,

and policies the Campus has established for student organizations and for participation in
a student organization.

. Be familiar with the contents of College/University Club Pan American Club Manual and
particularly the Club @nstitution and Bylaws.

. The Treasurer works closely with the Board of Directors.

. Stay in close communication with the President, the Board, and Campus Advisor about
Club finances.

. Coordinate frequently with the Secretary to ensure complete and acoerateership
records and who is current on dues. It is important to keep an accurate record of dues
payments as only members in good standing, those who meet Campus requirements to
participate in a student organization and who have paid their Club duggydie to

vote at meetings and elections.

. Once the Board decides on the annual goals and objectives, work with them to plan a
budget for the upcoming year.

. Make sure you keep good and accurate records of Club income and expenses and good
files.

For more information refer to the Section in the Manual on Club Finances.

MODEL PAN AMERICAN CLUB O RGANIZATION CHART



The above illustration is a general example of ho
to organize your Club. You might choose a variai
such as the “Model OAS” Committee might be a
committee under the direct supervision of Presid
or a Vice President.



SECTION 5

Starting a Pan American Club
on your Campus

« Starting a Pan American Club on your Campus

* Role of the Campus Advisor



STEP-BY-STEP GUIDELINES FOR STARTING A
PAN AMERICAN CLUB ON CAMPUS and ROLE
OF THE CAMPUS

Note: The term “Campus” where used msegour college or University.

This stepby-step guide will be of assistance in organizing and starting a Paricam€lub on

your Campus and operating the Club once Campus approval is reddiigestepby-step

process,s in itself, an additional learning experiencefor the “organizing group.” There are
similarities in organizing and starting a club to startitigeotypes of similar organizations or a
business. The “organizing group” will experience phases and the steps of: initial organizing and
application for Campus approval/registration; official start up; and finally the ongoing operations
phase where the guose and mission of the Club is put into operation. Take advantage of this
learning experience. Whatever career path you choose after graduation the experience will be of
use to you.

Real world comparison: For this example a business signt as a UScorporate” entity, is
illustrated. (In the U.S. this example entity is known as an “Inc.,” (corporation). In Canada it
might be designated as an “AULC;” in Mexico as an “S. A.”, in South America as an “Ltd".
Businesses may vary by the type of entityt, the above will serve as an example of corporate
entities in the Americas. In Europe and elsewhere in the world there are different types of
designations incorporated business entities. Below are just a few of the comparisons.

» A corporation begins withreidea/a purpose (The PANAM Club begins with a purpose
and mission)

» A corporation has one or more people to start it. (The Club has an “organizing group.”

» A corporation has to have Bylaws and approval documents/licenses. (The Club has to
have Constitutin/Bylaws and secure Campus approval.

» A corporation has to have a board of directors and officers (The Club has to have a board
of directors and officers).

* A corporation needs funding. (The Club needs funding)

* A corporation has to have human resources (eyegls) to operate. (The Club needs
human resources (members) to operate)

» A corporation develops strategic goals and objectives. (The Club needs goals and
objectives)

» A corporation engages in communications, marketing, and publicity. (The Club engages
in communications, marketing/promotion, and publicity).

PHASE | - Guidelinesfor organizing and starting a Pan American Club on your Campus,
prior to receiving Campus approval.



First Step:

A group of at least ten (10) students who have an interése purpose and mission of a

Pan American Club is formed. To maximize the benefits of membership, it is recommended that
the “organizing group” be comprised of students from the U. S. and from at least three or four
other countries of the “Americagl.S. Canada, Mexico, Central and South America and the
Caribbean). However, to begin with, depending on how many students are enrolled on Campus
from countries of the Americas, it may be necessary to only have “organizing” students from the
U. S and fronone or two other countries of the Americas. Provide each member of the
“organizing group” a copy of the Model Constitution and Bylg§Agachment A) Each member

of the “organizing group” should complete a Membership Application. A model Membership
Application is included irAttachment D irthe Reference and Resourcet®m. Keep them on

file for future use when the Club receives Campus approval.

Second Step:

The “organizing group,” firstselectsan interim “President” to help lead the group in thaahi

stages of forming the Club. The group then selects a Campus Advisor, either a Campus faculty
member or staff member, if an Advisor has not yet been identified. Review this Manual with
your Campus Advisor The “selected” interim President will worlselp with the Campus

Advisor during the approval process. The role of the Campus Advisor is discussed in this section
of the manual.

Third Step:

Obtain a copy of your Campus Student Organization Manual or Handbook and review it, along
with this Manual, vith your Campus Advisor. On most campuses, the Student Organization
Handbook can be downloaded from the campus website. A Model Coostiunidl Bylaws is

included in thisgvianualin theReference and Resource Section. Revise the Model Constitution
and Byhws and any other documents in the Manual, as necessary, to comply with your Campus
requirements for Student Organizations. The Student Organization Manuals of several
educational institutions were reviewed prior to drafting the Model Constitution and8yla

Very few changes, if any should be needed to comply with your Campus policies.

Fourth Step:

Consult with your Campus Advisor to determine: (a) if any credit hours are awarded for
participation in a Student Organization, (b) if your Campus offaeiialsupport for approved
student organizations, (c) if your Campus allows student organizations to charge membership
dues, and (d) if your Campus offers Student Organization Financial Accounts (SOFA’s). If your
Campus offers SOFA's, then it will not Ibecessary for your Club to have ancdimpus bank
account, which will save the Club money by not having to pay any bank fees. If your Campus
does not offer a SOFA, consult with your Campus Advisor about opening a checking account at
a local bank.



Fifth Step

The “organizing group,” in consultation with the Campus Advigtagts“interim “officers of

the Club (President, Vice President, Secretary, and Treasurer) who will also act as an “interim”
Board of Directors. The “organizing group” votestbe Officers/Board and Constitution and
Bylaws. This electionan be held by a voice vote or bgcret ballot. At this point the “interim”
Board/officers are only serving in a temporary capacity, until the club is authorized by your
campus and an officialection of Directors and officers can be held by the membership.

Sixth Step:

The “organizing group” submits aption or application, along with the required documentation,
to the appropriate Campus Office to start a Pan American Club.

Useful Tip: If the Application for a student organization fulfills all of the requirements for
Campus student organizations it will most likely be approved by Campus officials. While
waiting to hear about official approval, the “organizing group” might wish to nmekbeagin to
consider who might serve as thiéicially “elected board of directors and officers when the
Application has been approved. The group might also begin discussions and formulate some
ideas for Club goals and objectives, programming for therggpyear; and discuss member

dues, if your Campus allows dues to be charged. Refer to the appropriate sections of this Manual
for ideas and suggestions for developing goals/objectives, programs, projects, and activities.
Once the Club is officially recogred, these preliminary discussions will give you a head start.
Consult with your Campus Advisor on these matters. If it is decided to have a discussion on
goals/objectives, involve all members of the “organizing group” in the discussion. It is important
that members participate and “buy into” their club’s goals and objectives.

PHASE Il - Upon notification by Campus officials that the Club has been
recognized and registered

First Step:

Upon being notified of Campus approval, the “interim” Presidetifies all members of the
“organizing group” that the Club has been approved. The “interim” President schedules the first
“official” meeting of all members of the original organizing group and others who may have
since joined or expressed interest. Sagign: Schedule the meeting within a reasonably short
time after receiving Campus approval. This meeting is the beginning of the actual “operations”
of your Club.



Second Step:

The“interim” President appoints a Nominating Committee Chairperadr2aother members,

from members of the “organizing” group. The Committee then deliberates on who will be
nominated to serve on an officially elected Board of Directors and as Officers. Suggestion:
Nominate five members of the Board (including the offices uneven number of Directors is

best to prevent tie votes. Members vote on the Directors and Officers at the meeting. Itis a good
idea, to the extent possible, not to have a member who will be on the board or serve as an officer
to serve on the Nomating Committee, which prevents conflicts of interest. Refer to section E

(1-5) in the Resource and Reference Section for guidelines on elections including sample ballots.

Third Step:

If there is agreement on who will serve, then a voice vote can bedakiee “official”

organizational meeting. If there is more than one person(s) interested in any position, then make
provisions for ballots to be printed for Directors and Officers. At the meeting, the Chairperson

of the Nominating Committee makes thetimos for nominations. First elect the Board of

Directors, then the Officers.

Reminder:

Review the Leadership Section and the Reference and Resource Section, attachments B about
Leadership. Each person who is to be nominated for the Board and assQ$i®ild be given a

copy of the appropriate Position Description(s) to make sure they understand the responsibilities
and agree to carry them out. Make sure all those who have been nominated and agree to serve are
familiar with the documents specifiedtime Position Descriptions for the Board and Officers.

Review the Section on Elections for procedures on conducting elections and sample ballots.

Section 6 will help you plan, prepare, and conduct the first “official” meeting of the Club,
election of the first “official” Board of Directors and Officers and other matters.



ROLE OF THE CAMPUS ADVISOR

To be approved as a Student Organization, on Campus, the Club must have a Campus Advisor,
either a faculty member or a staff member ofrymallege or university.

CampusAdvisors are very special peoplEheyvolunteertheir time and expertiseutside of the
classroom, in to provide guidance and support for the student organization they are assisting; and
to helpfacilitate the growth andevelopment o$tudent members of the group they are advising.

The Campus Advisor is an invaluable mentor, advisor, and resource for your Club. The Advisor
can assist in mediating any conflicts that develop between members of the Leadership or others.

The Advisor helps you interpret Campus Policies regarding Student Organizations and other
appropriate Campus policies.

The Advisor acts as liaison with Campus departments and other faculty as necessary.

The Club can have a primary Campus Advisor and-Advisor or Assistant Advisor, but one
should be the primary Advisor with the other assisting as necessary and filling in in the absence
of the primary Advisor.

Selecting the Advisor:

The Advisor(s) should be someone interested in the purpose anoimasthe Club and in
helping students in their personal growth and development outside the classroom

Useful tipsfor the Club Leadershipin working with your Campus Advisor:

* Keep in mind, the Advisor is donatimgr/histime to assist your Clubutsice of the
classroom.They are deserving of respect and appreciation from Club menAmetsthe
members of your Club are deserving of the respect of the Advisor. Mutual respect and
trust is an important ingredient of the relationship.

» The Advisor is thergéo help guide, offer advice, and mentor. Expect a realistic
relationship. Don’t expect to develop a personal relationship with the Advisor. That
doesn’t mean the Advisor or Club members shouldn’t act in a friendly manner with each
other. It means that ey familiarity and a close personal relationship is not to be
expected. It may turn out that some relationships may last over a long period of years, but
it is not to be an expectation.

» At the beginning of the relationship discuss your expectations natiAdvisor so that
there are no misunderstandings, which can cause hard feelings to develop.



The Club Officers should meet with the Advisor frequently, keeping in mind everyone’s
time commitments.

There should be open communication between thesaddand Club members.

Expect the Advisor to offer constructive criticism, from time to time. Do not take it
personally. The Advisor is trying to help. There will be times when opinions might differ.
Develop and open and honest communications, so dénadtféelings will not develop and
impair the relationship.

Respect the Advisor’s opinion and the Advisor should respect the opinion of the Club
leadership. People of goodwill can disagree without being disagreeable. In other words,
don’t fall into the tap of hard feelings developing because you and the Advisor might not
agree on some issue.

When you have something to discuss with the Advisor, if it is more than one issue, item,
or problem, prepare a written list. Send the list to the Advisor in adwdmeeting with
her/him. The Advisor may need to do some research prior to meeting or talking to you on
the phone.

The Advisor is not there to do the work of the Board or Committees. Don’'t expect the
Advisor to develop Club Goals and Objectives, schegrudgrams, and keep financial
records or other operational matters of the Club.

If you make a commitment to the Advisor, then keep your commitment. And, if the
Advisor makes a commitment, the Advisor should be expected to keep it. Mutually
keeping of comitments helps develop trust and respect.

If disputes develop between members of the Club Leadership, ask the Advisor for
assistance in mediating the dispute. Do not let disputes simmer and develop into hostility.



SECTION 6

» Operations: The first “official” meeting after
Campus approval

« Step by Step guide for the first official meeting



STEP-BY-STEP APPROACH TO PLANNING AND PREPARING FOR
THE FIRST OFFICIAL MEETING, ELECTION OF THE BOARD OF
DIRECTORS AND OFFIC ERS.

First Step:

The first “Official” meeting of the Club:
A. The purpose of this meeting is to:

Officially vote on the Club’s Constitution and Bylaws

Elect a Board of Directors

Elect officers

Review the purpose and mission of the Club

Inform membershat the Board will meet to officially establish goals and objectives
for the coming year and a copy will be provided to all members when complete.
Discuss and vote on any other items of business such as “ member dues.”

Have time to socialize after the lsss meeting

agrwnE

N o

B. Planning for the meeting:

1. The “interim” President and Officers plan an Agenda (a sample agenda follows).

2. Determine a convenient venue (place) for the meeting to be held. It should also be
handicap accessible.

3. Send an official notice to athembers of the organizing group and other interested
parties. This can be done by electronic means.

4. Attach a copy of the Agenda, the Constitution and Bylaws, and any other information
of interest to the Notice.

5. Ask members for a reply to make sure you hiéneenecessary numbers for a quorum

at the meeting.

Ask the “organizing group” members to bring prospective members to the meeting.

Select an Installing Officer to administer the Oath of Office for Directors and

Officers. Refer to the Elections Sectiontlos Manual for information about the

Oath of Office, Installing Officer, and Model Oath of Office. Utilizing an Oath of

Office and official “ installation” of Directors and Officers, is an option for the Club

to consider. Or, it can be decided not todham Oath and Installation ceremony.

N o

C. Meeting setup:

a. Set up a registration table, ask one or two members to sit at the table to handle
registration

b. Have a sign in sheet available so those present can print their names and contact
information. Sigrin information will beusefulfor determining a quorum.



c.
d.

e.

Have blank name tags available and some marker pens

If ballots are necessary for the election, have printed copies avaiRaiéz.to the
ballot guidelines in Attachment E.

Determine if any othematerials are needed

D. Conducting the meeting:

a.

b.

C.

d.

The interim President presides over the meeting, until such time as the officially
elected President is voted into office, then he/she turns the meeting over to the
officially elected President.

The “interim” secretary verifies that there is a valid quorum for purposes of

conducting business and voting. Refer to the Bylaws for quorum requirements.

The interim Secretary, or someone appointed by thenmteresident, is appointed to
record the proceedings. Keep a copy of the meeting Minutes for the Club’s permanent
records.

After the meeting, when the Minutes are typed, send a copy to all who wezatpres

and those of the original group who might not have been able to attend.



NoOhsWNE

8.
9.
10.
11.

Notes:

1.

SAMPLE: FIRST OFFICIAL MEETING AGENDA

Call the meeting to order Interim President (3 minutes)
Roll call and introduction of any guests Interim President (5 minutes)
Vote on the Constitution/Bylaws Interim President {8 Minutes)
Election of the Board of Directors Nom Committee
Election of Officers Nom Committee
Oath of Office Directors and Officers Installing Officer

Remarks by newly elected President

a. Acceptance remarks and thank the organizing
group and the Campus Advisor

b. Review purpose and mission of the Club

c. Goals and Objectives President -{D minutes)
Announcement of Committee Chair appointments Presidedtm{Butes)
List any other item of business, reports etc

Adjourn

Social time

The Campus Advisor should be properly introduedhe meeting, and appreciation |
expressed for her/his assistance. Request a short biography from the Campus Advisor to
be used in the introduction. Do some research on how to properly introduce someone at a
meeting or event.

If there are guests, makare they are properly introduced.
Oath of Office and Installing Officer guidelines are contained in the Section on Elections.

If there are not multiple candidates for Directors and Officers, and if no one is nominated
from the floor, then a voice vote mising of hands can be taken. If there is a contest or if
someone is nominated from the floor, then ballots need to be handed out. Refer to the
Section on Elections for guidelines.

Once the officers are elected, then the newlg¢ted”President tals over and presides

over the meeting. The “elected” President might be the same person who served as
interim President. If it is someone different, then the newly elected President thanks the
person who served as “interim” President and any others whedsierinterim positions,

but who are not serving irefected positions; thanks the “organizing group,” and

Campus Advisor. Always remember to express appreciation to people for their service or
for assistance.



6.

If the “organizing group” has alrdg agreed on a set of goals and objectives for the
coming year, the newly elected President can present them to the assembled members.

If final goals and objectives have not been decided on, then the President informs the
group that the Board of Directovgll be meeting in the next few days to develop goals
and objectives for the Club. All members are invited to participate.



SECTION 7

Developing and Evaluating Goals
and Objectives

« Developing Goalsand Objective

» Plan-Action-Evaluate Cycle

DEVELOPING GOALS AND OBJECTIVES



Establishing achievable goals and objectives will define how the Club will accomplish its
purpose and mission, which includes helping members in their personal grow#nd
development through club activities.

Definition: Goals and Objectives

Goals are the"what” you wish to achieveduring a defined time perioth carry out the

purpose and mission of your Clukoals and objectives ensure that everyone is on the same

page and going in the same direction. They are the Club’s roadmap. Goals are started in broad
statements. For a given goal there might be one or multiple objectives stated to achieve the goal.
Do not confuse goals with objectives.

Objectives are the “hav” goals will be achieved. Objectives are specific statements that support
a goal.

Useful Tip: Always begin stating an objective with an “actiomdrd (a verb)By starting with
an action word the objective can be evaluated and measured; and, thatrédwetel result is
addressed through the action of accomplishing the objective.

Practical Tip: Whether participating in the Club, or regarding personal or academic life, in
business, or another caregearly defined goals and objectiveshachievea successful result.

Useful Quotations

“The greater the loyalty of a group toward the group, the greater is the motivation among the
members to achieve the goals of the group, and the greater the probability that the group will
achieve its goals. Reis Likert, Educator and organizational psychologist

“Something well planned, is half accomplished Anonymous
“If something is worth doing, it is worth doing well’/Anonymous

“Without goals, and plans to reach them, you, oomanization, are like a ship that has set sail
with no destination.” Fitzhugh DodsorClinical psychologist

“The reasormost people never reach their goals is that they don’t define them, or ever seriously
consider them as believable or achievablengis can tell you where they are going, what they
plan to do along the way, and who will be sharing the adventure with them.” Dennis Waitley,
well-known author and productivity consultant.



Developing Goals and Objectives

Clearly defined, anral, goals and objectives establish a clear road map for your Club. They help
to achieve the Club’s purpose and mission as well as helping achieve personal expectations from
being a member.

Members should meet and plagayly goals and objectives. Members want to be involved and
feel they are part of the decistomaking. If they participate and take ownership in the goals and
objectives, they feel responsible for seeing that the goals and objectives are achieved.

At the end of each year, members should meet and measure the programs and activities against
the goals and objectives that were established. The Club’s Campus Advisor can provide advice
in helping members establish goals and objectives. Goals and objectivEsishachievable

within a realistic time period.

First Step in developing Goals and Objectives:..

The first step in developing goals for the Club is to review the Purpose and Mission statement.
All goals and objectives should be tested against the priggasmission. Do they help advance
the purpose and mission? Estabbsbad goalsthat will advance each section of the purpose
and mission statement, then select specific meetings, programs, projects, and activities that
become part of sonmspecific obectivesto achieve each goabDon't forget to include some fun

and socializingactivities which are an integral part of helping to maintain enthusiasm and
interest in the Club, solidify team building, develop connections, build relationships, and
establsh future networks for member€lub membership should be a fun as well as a
meaningful learning opportunity.

Useful Tip: As each proposed goal and objective is discussed, it is a good planning practice to
frame them in the context ¥¥hat is the goal/ofective,Why is it important\WWhen we want to
implement and or achieve Where (will we hold a meeting, event, or program, if appropriate),
How will it be achieved (what resources do we need),Vahd will do the work (an individual,

a Club committee, goossibly in partnership or collaboration with some other individual or

entity outside the Club). See an example below.

These same questions are helpful in establishing goals and objectives in personal life, academic
studies, or in a future business, govnent, academic, or other career fields. Using this
technique will help members develop practical skills in planning and establishing
goals/objectives.

Once a set of goals is agreed upon, determine what specific objectives are required to reach each

goal and when the objective should be accomplished. Remember: objectives are the “how” the
goal will be achieved.

A review of the Purpose and Mission of a Pan American Club:



The purpose and mission of the Club is to:

(a) expand the knowledge and wndtanding of our members, and others, about the history,
culture, political structure, and economies of the countries of the Americas, particularly
member countries of the OAS,

(b) to learn about the OAS,

(c) help break down barriers and develop a greater uaahelisg and tolerance of differing
cultures and beliefs of peoples in the Americas which will contribute to building peace
and prosperity, and

(d) enhance personal growth, develop personal connections, build relationships, and form
lasting friendships, among those sharing these interests, that will contribute to
maintaining and building peace among the nations of the Americas.

The purpose and mission is achiewieugh(a) various educational, social, cultural, and
networking ativities and programs; (bip-service volunteer activitiesnd programs; (dgarring
about the OAS anditizendiplomacy througtthe Club’s conducting and participation in a
Model OASGeneral Assemblforum; (d) developingpersonal connections, buitd
relationships, and forimg lasting friendships among those sharing these intetesisgh
networking and (e) having fun.

Below is an example of some basic broad goals. Suggestions for specific programs, projects, and
activities are included in the Seatid, Programs and Activities.

* Recruit new members for the Club

» Implement a programs to educate and or expand the awareness, knowledge and
understanding of members, and others, aboutititery, geography, culture, political
structure, and econonsi®f the countries of the Americas, particularly the member
countries of the Orgamation of American States (OAS).

* Conduct a Model OAS General Assembly Forum, on Campus, or in a regional forum
with Pan American Clubs from other area colleges/universities.

« Celebrate Pan American Day each Aprif'14

» Hold an event on Campus during Pan American Week (week following April 14), invite
Campus officials, members of other student organizations and others to attend.

« Participate in Pan American Day/Week events spoed by the Pan American
Association of Kansas City.

* Helpmemberslevelop practical leadershigrganizational, management, financeahd,
and networking (connectiongam workingskills through Club projects, programs, and
activities and use of the éject Planning Guide. (Attachment I)

* Help members learn about “citizen diplomacy”

» Help members learn about the benefits of “volunteetamgl citizen diplomacy skills
through Club programs and activities.

« Implement a plan for the Transition of Officersatasure the continuity of the Club (See
Attachment J for information on an Officer Transition Manual).



Useful Tip: Itis a good idea to have a miyear evaluation of the agreed on goals and
objectives and make adjustments, if needed.

End of the Yea Report and planning for the next year:

At the end of each year a report should be prepared and presented to the membership which lists
the previously established goals and objectives and what was accomplished toward achieving
them. Recognition shoulcelgiven to members who contributed significantly in helping to

achieve the goals and objectives.

Goal example asking the questions What, Why, When, Where, How, and Who

Recruit ___ (Insert number) members (“What:) by (insert(@&tbgen” ) . This can
either be an ongoing activity or a specific time of the year set aside for a major membership drive

supplemented by recruiting throughout the yedi{y” is this importantMembers are the

lifeblood of the ClubA certain number is needed to ntain the basic cadre of 10 members, to

grow the Club, and to have enough members to carry out the various programs, projects, and
events. Members lose interest, they graduate, and other reasons for not maintaining membership.
Members have to be replacedlarew members recruited. The “Why” is not included in the goal
statement it is only asked at the time the goal is established).

Objectives example (“How” and “Who”)

» Create a membership committ@ither chaired by an Officer/Board member) or one of
the nonOfficer/Board members of the club.

» Create a Membership Application form (see Appendix for a model form)

» Recruit members from students enrolled on Campus who have interest learning about the
countries of the Americas and in their personal growthdewvelopment(*“Where”)

» Create a membership flyer to post on Campus bulletin board

* Give a prize of (either money or something else) to the member who
recruits the most members by (insert a date)

* Ask eat board member to recruit __ 1 ¢ 2) new members

» Ask each current member to recruit at least 1 additional member

* Invite prospective members to a club meeting, program, activity

» Sponsor a club social event where members can bring prospective members. At this
event, the President givestzost talk about the benefits of membership.

* Prepare a new member packet to give to new members. Use materials from the manual
that apply: Ex: (What is a Pan American Club etc, Why should you care about the
Americas and the OAS, copy of the Constitutiod &ylaws). This can be sent
electronically once they formally join)

* (Add other objectives that board members may suggest). If-eBoamd member
committee is formed, share the goal and objectives with the Committee Chairperson, who
will then share it withother members of the committee. The committee might add other
objectives)




Review point: Determine the goals, therfor each goal establish actiorbjectives. One of
the benefits of the club is to help members learn how to establish clearly definedads and
objectives through club programs, projects, and activities.



PLAN-ACTION -EVALUATE CYCLE

IMPLEMENTING GOALS AND OBJECTIVES

One you have set forth your goals and objectives for the year, with timetabdesdonplishing
them, this becomes yoACTION PLAN for the year.

The next step is to take action to implement your plan. Assign responsibilities; appoint
committee chairpersons, and committee members. Committees take action to do their assigned
tasks.

EVALUATION

It is recommended that the Board of Directors conduct a periodic evaluation of the plan be
conducted to see if things are proceeding according to the Plan. It is a good idea with respect to
the Club, to evaluate the Plan in the middle of the.\y€aertain goals and objectives are not
proceeding to your satisfaction, it is time to evaluate the plan and make adjustments. The reason
might be that the goatsbjectives otimetables for completion were not realistic, the

Chairperson or the commett are not implementing properly or other reasons. Make whatever
adjustments are needed. Involve Committee Chairpersons in the Evaluation.

The next step to take action to implement the revised Plan, with needed adjustments.
Then the cycle begins aga#t the end of the year, form a new plan and so forth.

Useful Tip:

This technique is useful in Club activities, in personal life, or in real world personal, career or job
situations where planning and action is required.



SECTION 8

Membership

Membership qualifications
Composition of Club membership
Recruiting & Retaining members
Membership Application

Member awards/ recognition &
non-member recognition
Networking

MEMBERSHIP



Importance of Membership

Members arehe lifeblood of the ClubiMembership recruiting and retention is one of the
mostimportant goals of a clun Members are the “human resources” of the Club and a valuable
asset. Without members the Club cannot exist, carry out its programs and activites,vare

in the future. Membership recruiting and retention should be one of the main goals of your Club.

Qualifications for membership

Article V of the Constitution and Bylaws sets for the following qualifications for membership:

The Club shall hava minimumof ten (10) member84embership shall be open to all duly

enrolled Campus students who meet Campus requirements for membership. Membership,
programs, and activities shall be open to all currently enrolled students regardless of race, color,
creed sex, sexual orientation, age, national origin, ancestry, marital status, disability, Veteran
status or political beliefandwho subscribe to the purpose and function of the Club.

If there are enough interested students, a good starting point woudhienibers, but 10 is
generally a requirement of Campuses for starting a student organization.

Useful information: The following principles are what businesses, organizations, and

institutions, eitheconsciously or sub consciously, follow when thinkingathuman resources

and or members of clubs and societies. The principles are categorized as: Recruiting, Selection,
Management (Leading) and Motivation. Those same principles can be applied to your Club.

Recruiting and Selection:

Composition of memlership

It is recommended that your Club be comprised of students who are from different countries in
the “Americas” to the extent possible and based on student enrollment from those countries. Itis
not the purpose of the Club to be a “single counthyb dut rather a membership comprised

from students from at least three countries of the Americas to the extent possible. A diversified
membership, with democratic participation by all members, is the best way to maximize the
benefits of membership. Somanspuses will have a larger number of students from the

Americas than others. If your Campus has a small number of countries represented, then try to
increase membership among those countries. Students from countries not in the Americas but,
who have an iteresting in learning more about the Americas or the languages of the Americas
are eligible to join but, they should not dominate membership in the Club. Be as culturally
diverse as possible. Consult with your Campus Advisor.



Useful Tip: While they should not be excluded from membership, students in their first
semester are becoming acclimated to college/university life and would not have the time to
become involved and activd.o the extent possible students in their sophomore and junior year
would make the best candidates for holding office in first year, so that continuity of officers can
be maintained in the second year of operation.

What is the reason for a diverse membership from various countries of the Americas?

Keep in mindthat one oflte main purposes and mission of the Club is to increase awareness,
knowledge, and understanding of students, from countries of the Americas and others-on or off
campus, about the history, geography, culture, languages, customs, economy, and political
strudure of the countries of the Americas, particularly the voting countries of the Organization

of American States, all of whom signed the Treaty governing the principles for which the OAS
standsRefer to Section 2 famore information about the OAS. The besy to accomplish the
purpose and mission and derive the greatest benefits is to have members from diverse countries
of the Americas. The more countries represented, the greater the opportunity to develop an
awareness and understanding of different aeesiand cultures, develop connections for the

future, establish long term friendships, and gain an understanding and tolerance of other’'s
people’s cultures and beliefs. A key point is for host country students (citizens of the country in
which the Campuss located) to share their country’s culture, belief’s, values etc and for those
members from other countries to do the same. Then, through Club activities and programs work
together to accomplish the Club’s goals and to develop personal skills whitte wgeful in life

after graduation.

Ideas for recruiting new members

» Develop a membership brochure or flyer and a membership application.

» ldentify the students on campus who you think will have the most interest in learning
more about the countries otiAmericas; interested in developing leadership and
organizational skills; and in networking.

» Post a flyer on the campus bulletin board in the Student Union.

» Pass flyers out at some type of a campus event.

* Sponsor a membership social whereby the Club Isasial event and invite prospective
members. This type of event can double as a Club social as well as a recruiting event.

* Sponsor a membership drive on campus. Consider giving a prize or award to the member
who recruits the most new members.

* When a memlrgoins either give them a hard copy of a packet with materials about the
Club or send them an electronic version.

* Once your Club is in operation and a new member joins team them up with a more
experienced member who can help them get involved in Clubtigst

Useful Tip: There is a lot of information in the Manual about the benefits of membership that
can be used in creating a membership recruiting, flyer or brochure, and to use on a website if the
Club develops one. This information will save thellime and effort. A model membership

flyer is included in the Resource and RefereBeetion as Attachment D.



Once a member has sent in an Applicatian

Useful Tip: When a new member joins make sure they receive a Welcome Letter from the
Presidat, a copy of the Club Constitution and Bylaws, the Club’s goals and objectives, a roster
of current members, a schedule of Club meetings, events, and other information they might need
and want.

If you have a Club Website, new members can be directibe@ toebsite for the information. If

your Club does not have a website, then the new member can receive the information by email or
by hard copy. A sample Welcome Letter from the President is included in sberRe and

Reference Section.

Welcoming a newnember, providing them with information they will need, will help get them
active in the Club.A sample Welcome Letter from the President is included at the end of
this Section.

WHAT DO MEMBERS EXPECT FROM THE CLUB

» A sense of belonging a feeling thaho one objects to their presence, that they are
sincerely welcome and needed for themselves and not only for their ability to work, pay
dues, or other skills they may possess.

» Appreciation of sel+ members want to be appreciated as human beings apsnas
members.

* A challenge- members want responsibilities that challenge them, that are within the
range of their abilities, and that contribute to reaching Club and personal goals.

« Growth and Personal developmentnembers want their participation tordribute
something to their personal growth and development.

* A voice members want to participate in planning Club goals and objectives.

» Realistic goals- members want to feel the Club goals and objectives make sense and are
achievable within a reasonaliime limit.

» Value of theircontribution— a feeling that what they are doing is worthwhile and
contributes. A feeling their value contributes some beyond the Club itself.

» Clear expectationsnembers want to know what is expected of them if they serve in a
leadership, committee chair, or as a committee member.

* Progress- members want to know that progress is being made toward the goals and
objectives that have group agreement.

* Informed— members want to be kept informed about Club activities, to be comaenhic
with on a regular basis.

* Respect members want to be treated with respect and fairness.

* Recognition- members want to be recognized for good work when it is due them.



Membership Application

The Leadership of the Club should develop a mestiyerapplication that each new member
would be required to complete. The Application will provide the necessary information to create
and build a membership database and membership roster. The membership database if useful
for sending dues notices and foaking a report at the Annual meeting to the membership.
Keeping a roster of members also is useful in measuring how much the Club grows or declines.

A sample Membership Application is included in the Resource and Reference Section as

AttachmentD. A sanple regular member, Membership Certificate is included in the Resource
and Reference Section is included in the Resource and Reference Sectiaclaméit D

Ideas for retaining members

« Communicate frequently with members about Club meetings, progeatgities and
events.

« Get members to participate on a Club committee, project, event, or program.

* Develop a Club newsletter to send to members via email.

» Solicit ideas frommemberspeople like to be asked for their ideas and advice.

* Review what membemsantfrom the Club and implement methods to meet those needs.

« Send members a thank you letter from the President when they renew their membership.

Charter Members

Some organizations designate members who start the organization and join within dicertain
period as “Charter Members.” Being a Charter Member is prestigious and can be added to your
resume. If the Club chooses to use this idea, it is suggested that the “organizing group” plus any
member who joins the Club in the first month after, thebCaceives Campus approval be
designated as a Charter Member. They can be recognized at the first official meeting of the
Club, after Campus approval or at the next meeting following the first official meeting,

depending on how the Board schedules mestiAgsample Charter Member Certificate is

included in the Resource Section.

Charter membership can also be used as a good recruiting tool as only those members who were
part of the “organizing group” and those who join within the prescribed time peitldzew

designated as Charter Members. When recruiting additional members, they can be made aware
of this opportunity.

A sample Charter Member Certificate is included in the Resource and Reference Section as
AttachmentD.



Building a Network

Theopportunity to build a network is an important benefit to all members. Networking is
developing and cultivating contacts with a diverse number of people. Networking can be
accomplished within the Club and with others on your campus and within the comnieisg
contacts can be of great personal value both in the present and in the future. Many of these
contacts might become lifelong friends and some will be of benefit in future careers. The greater
the number of members the more opportunities for eachbereim develop closes personal
contacts.More information about networking and netweaving is contained in Attachment E in
the Resource and Reference Section.



AWARDS AND RECOGNITION

People like to be recognized whigrey make a significant contribution to an organization. The
Club may wish to have an Awards and Recognition program to recognize members as well as
nonmembers who might have made a significant contribution to the Club during an academic
year or over theourse of more than one year.

To have any meaning Awards should not be given lightly. The nominee for an Award should be
someone who is truly deserving of the recognition. If during the course of the year, no one has
distinguished themselves in a mantedeserve an Award, then none has to be given.

The following program is an example only. It is up to the Club to decide whether or not to have a
program, the type and name o an Award and the form of the Award. The form of an Award
might be either be @ertificate, suitable for framing, a Plaque, or some other form.

Guidelines for Nominating SSmeone for an Award

The Publicity/Awards Committee, in addition to making nominations for leadership positions, is
also charged with the responsibility for acoegthominations for Awards and making a
recommendation to the Board Directors. The Board votes to make the Award(s). When
constituted prior to the Annual Meeting, the committee also solicits nominations for Club
Awards. Any member can nominate someareah Award. A Sample nomination form is

included inAttachment E irthe Resource and Reference Sectibime Presidenthen presents the
Awardsat the Annual Meetingrhe President reads a statement citing the reasons the person
receiving the Award is beg recognized. The President might assign somtmotake photos of

the Awards being presented. If the Club has a newsletter, the photo and a short paragraph about
the person(s) receiving the Award can be included. If the Club does not have a newsdetter, t
person(s) receiving recognition can be emailed a photo. Receiving a Club Award also adds to a
resume.

Potential Member Awards:

» Sparkplug Award. Why the name “Sparkplug.” One of the definitions of a sparkplug is to
“energize or inspire.” When a persmrecognized as a “Sparkplug” it means they have
significantly contributed to the energy of the organization and he/she is an inspiration and
example to others. There are two ways of qualifying for this type of Award: one is for
the Nominating Committeand the Board to develop some general criteria and set a limit
for the number of Awards to be given annually. Perhaps three. The other way is to
develop a point system and everyone in the Club can receive a Sparkplug Award if they
earn a required numbef points. For example: points can be given for attendance at
membership meetings, service as an Officer or on the Board, participating the Model
OAS forum, participation in a community volunteer project, recruiting new members,
speaking at a community eMeor at a primary or secondary school, or other suitable



activities. This type of format is a bit more complicated as members would have to be
issued a card, with the various activities and number of points given for that particular
activity, printed on the card. Members would have to carry the card and each time they
participated in a certain activity, a member of the board would have to sign off on the
points earned. The Award would be a certificate suitable for framing or a plaque.

« DistinguishedService Award. This Award could be given to a member who made
significant contributions to the Club over a period of more than two years. The Board
would have to develop the criteria for this Award. This Award would be a plague. No
more than two such Awds would be given in a time period of two or more years.

» Certificate of Appreciation. A Certificate of Appreciation can be presented to any Officer
or Board member who has actively served on the Board of Directors or as an Officer at
the end of their ten.

Potential Non-M ember Recognition

The Club may wish to recognize someone who is not a member and who has made a contribution
to the Club in some fashion. It could be a faculty or staff member or a member of the local
community who has assisted the I€ln some fashion that is deserving of recognition. The form

of the Award could be a Certificate, a plaque, or some type of memorabilia.

Notes:
All Awards should have the name of the Club, the reason a person is being recognized, the
person’s namehe date presented, and if a Certificate, the signatures of the President and the

Secretary.

If the Award is in the form of Certificate, have it printed on good quality paper. If the Award is
framed, prior to presentation; frame it in a suitable frame.



SECTION 9

Programs, projects, activities,
and meetings

Ideas for meetings, programs, projects, and activities
Guidelines for Board, Membership, and Committee
Meetings

Importance of meeting Agendas and Minutes

Model OAS Gereral Assembly Forum for students
Parliamentary Procedure



IDEAS FOR MEETINGS, PROGRAMS, PROJECTS,
AND ACTIVITIES

The following are only suggestions for meeting topics, programs and activities. Solicit ideas
from the membership and your Campu$vsor may have suggestions.

Useful tip: Do not overload your Club with too many meetings, projects, activities, or events.

MEETINGS

Ideas for Club membership meeting topics and programs:

Ask a member to make a presentation about their countrygatgrgphy, history, culture,
flag, political structure, and its economy.
Invite an outside speaker:
o To talk about the Organization of American States, what it stands for, and
how it benefits its member countries and citizens of those countries.
o From a locakonsulate or honorary consul from a country of the Americas to
talk about the country he/she represents.
o To talk about Volunteerism and Citizen Diplomacy; the personal, community,
and country benefits.
Invite a faculty member, Campus Administrator or Eoype to speak on a topic of
interest about the Americas.
Invite a speaker from a company in your area that is involved in international business in
the Americas.
Invite a speaker from a governmental agency or international association interested in the
Americas.
Have a dinner where each member makes or brings a food or dessert from their country
and use the meeting as a social event for members to get to know each other better.
Invite your professors to a meeting where you make or bring food from yoniriesuso
they learn more about the members’ countries.
Invite a College/University Pan American Club member from another campus to be a
speaker.
The Constitution and Bylaws require the Club to have an annual meeting where elections
take place. Plan sométly special for the Club’s annual meeting.

PROJECTS AND ACTIVITIES




Useful Tip: When you attend or volunteer for a campus ofrcafhpus activity, project, or event
where there will be students, or others, who are citizens of a country or eswtkrer than your

own country of origin. When interacting with them you are in essence representing your country
and are a citizen diplomat. Impressions formed of you and the ways you conduct yourself reflect
on your country, either positive or negativéways be respectful, pleasant, and courteous.
Represent your country well.

Ideas for International Projects and Activities:

* Conduct a Model Organization of American States (MOAS) General Assembly Forum on
Campus and/or participate in a regional MOASwather area colleges/universities.

* Send delegates to the Model OAS forum in Washington D. C.

* Celebrate Pan American Day (April 14) on Campus or during Pan American Week (the
week following Pan American Day).

» Participate in Pan American Day/Week celebratisponsored by the Pan American
Association of Kansas City.

» Take a group tour of the Grand Boulevard of the Americas to view the flags of the voting
member countries of the OAS, and then get together afterward to socialize.

» Partner with another internatial Club on Campus on a project or activity.

* Plan ajoint social event or cultural with another international club on campus.

* Plan a cultural theme social event.

» Participate in or organize a Festival of the Americas on your campus.

* Plan an event where fde and music, art, dance, and culture of the “Americas” are
featured. Invite others to attend.

» Visit area Art Galleries to view art from countries of the Americas.

Ideas for servicelearning “ volunteerism’ and *citizen diplomacy

* Volunteer in the communjtfor an international, charitable, or other activity.

» Volunteer for a campus related international project.

» Act as speakers at a high school or elementary school class or program about the
Americas and and/or a particular country.

» Volunteer to help with an American Association of Kansas City project, program, or
event.

Ideas for Club social events

* Plan a party for Club members.

» Plan a party or social event and invite other students on campus, this can double as a
membership recruiting event.

* Plan a cetume party where members come dressed in their native clothing.



Organize a social or cultural activity (like a visit to a Museum or to the Zoo) for members
or also with members of other College/University Pan American Clubs in your area.
Plan a mght where all members go to a cinema (movie), a Campus social event, or
community event, then go out for refreshments after the cinema or event.

MEETING - GUIDELINES



* Meetings
» Developing an Agenda
* Minutes of Meetings

General

During the course of a year the Club will have various types of meetings and programs. Types of
meetings include:

» Board of Director meetings and possibly

« Committee meetings

* Membership meetings

» Special programs and events where members and othei$ atten

Your Club should have regular membership meetings. It is recommended that there be at least
six meetings, programs or events during the course of a year.

Importance of Meetings:

Failure to hold regular membership meetings, programs, or events cam ¢éelads of member
enthusiasm and interest; and eventually lead to loss of members. At the conclusion of the Spring
Semester plans should be in place for the first meeting of the fall semester to insure the
continuity of the Club. Board of Director and iBmittee meetings may be held as necessary and
in compliance with the Club’s Constitution/Bylaws.

Meetings are important becausehat is where an organization'sculture and climate
perpetuates itself Meetings are one of the ways that the Club’s leaddssits members, “You

are a member.” If you have bad, boring, and time wasting meetings, then the people begin to
believe that this is a bad and boring organizattonl they Ise interestLikewise, great meetings
tell the members;This is a GREAT organization of which to be a menhber

Club meetingsalsoprovide members with the opportunity to network, build and help
solidify connections and relationships with other members ahnon- members who might
be in attendance.

GUIDELINES FOR MEETINGS

One of the biggest complaints about most organizations isngedliat they waste too much
time and are boringThis is bad news for the leadersbipan organizationWhy are there so
mary bad meetings? Poor planning by the meeting's orgameesident or Committee
Chairpersonand a lack of involvement by the participamgell-planned and properly
conducted meetings are a very important part of your Club’s activities.

Learning how to conduct a good meeting is a valuable and practical skill.




A good leader, whether you are a Club Officer or a Committee Chairperson should learn how to
plan, organize, and conduct good meetings, so that members stay interested and excited about the
Club. Conducting a good meeting also sets an example and is a good learning experience for
those attending the meetirigearning how to plan and conduct a good meeting a skill that is
alsovery usefulin a future career.

Preparation and conduct of a megtis both an art and a science. The “SCIENCE” is the

advance preparation for the meeting, including developing the Agenda, the location, sign in
materials, visual aids, taking of the minutes and other items needed for a meeting. The ART is in
the condudhg of the meeting. A good leader develops a sense of the group in attendance,
understands when move to things along and when to let discussion on a particular subject take a
more than the allocated time, and adjusts other agenda items accordinglytsbimeppesiding

over the meeting has to make sure everyone is heard that wants to be heard, within certain
bounds, while keeping control of the meeting. The person presiding over the meeting is much
like the conductor of a symphony orchestra. He/she kbepscore moving while maintaining
harmony and order among the musicians. Each plays their part to reach a harmonious conclusion.
At times there might be a controversial subject on the agenda where people feel very strongly on
either side of an issue. Tperson presiding over the meeting has to allow each side to present
their points of view in an objective manner, then try to reach a harmonious conclusion.

Elements:
There are generally eight key elements involved in implementing a meeting or program.

1. Preparing for the meeting, determinitige purpose and objectives of the meeting, event,
or program

Creating an Agenda or Program, depending on the type of gathering

Scheduling the meeting

Making room or facility arrangements

Sending out the Agenda and amyppglementary materials in advance to those attending
Making sure any needed visual aids, sigsheets, marker pens, election ballots, or other
materials and items are available at the meeting, program, or event.

7. Arranging for someone to take notes of theeting

Conducting the meeting

Action or follow up

OUT R W
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Steps in Planning a Meeting:




First Step:

What type of meeting is being planned? What is the purpose of the meeting and what is to be
accomplished? How much time will be allocated for the mge@tirhe best meetings do not last
over 60 minutes, if well planned and everyone is brief and to the point.

Meetings may cover a single topic or multiple topics. For example a membership meeting might
include: a report by the President and Officers, paght be informational, part might be a

report on finances, a report reports by Officers or Committee Chairpersons, or a speaker may be
included. A Board meeting might have some of these topics or it could be a strategic planning
meeting to set Club goadsd objectives. A committee meeting normally focuses on the work of
the committee but will have the elements of a report by the @haon discussion of a

program, event, or activitipr which the Committee has responsibility.

Second Step

A formal agema should be developed around the key purpose of the me&tiegneeting

agenda is a roadmap for the meeting. It lets participants know where they're headed so they don't
get off track. Most importantly, the meeting agenda gives a sense of purposesatidrdio the
meeting.

What is the planned meeting date? Be clear about the date and location of the meeting. Set the
date well enough in advance to ensure that participants are able to schedule the meeting and plan
accordingly.The person presiding ovdre meeting or event shoudvise presenters well in

advance in ordeior her/himto preparéis/herpresentatiomr report Oncea dateis established

stick to it. Ifchangesre madéo the datewithout a very good reasotie purpose of the

meetingwill lose creditability.

What is the planned start and end time for the meeting? Set a start time and end time, and stick to
it! Keep a watch close by, and monitor the flow of the meeting

What arethe agenda items for this meeting? Determine agenda itethgvadvance. Get input

from Chairpersons anplarticipants of the meetings. Agendas are often first started by looking at
the notes from the previous meetings. Plan a list of items to be covered, and look to eliminate
items that can be addressed outsidemeeting or have little relevance to the entire group. Also,

if your meeting will have some discussion or "brainstorming,” plan this in your agenda.
Brainstorming sessions can be time consuming, and you don't want to skip critical items because
a discusion session ran too long.

Third Step:

How much time will be allocated to each agenda item? This is another critical point. If a meeting
is scheduled to last one hour, it should conclude in one hour. Agenda items should be assigned a
time limit, and thesémits should be enforced. At times, it may be necessary to extend pre
determined time limits. However, this should be the exception rather than the rule. Again, you

will be surprised how much can be compressed into a few minutes when a time limit isdmpos

Fourth Step:



Who will be assigned as theport giverfor each agenda item? Assign the agenda itertigeto
appropriatenembers for presentation. This will help individuals take ownership, and become
more involved. It also help to build good rappas members will take ownership if they view it

as "their" meeting. Spread out the work, empower Officers, committee chairs, and others to
present, give reports, or make announcements regarding a project, event, or upcoming program.

Fifth Step:

What i the objective for each agenda item (to discuss, to decidesloar® informatio)?
Identify specific expectations for agenda items. thereannouncements or decisiaiosbe
made? Create goals ftive agenda, and look to reach the goals as the discussion items are
completed.

Distributetheagenda in advance! Send th# agenda and ask the participants to review it

before the meeting. This will allow them to prepare some thisughthe agenda items.
Participants can also note thoughts for discussions items, and they will be clear about who is
presenting what. Printed agenda also allow participants to hold themselves accountable to the
time of the meeting, which will ensure pictivity.

A good meeting agenda will serve as a guide to participants, making the meeting more efficient
and productive An effective meeting agenda, which states what activities will take place during
the meeting, serves various important functions:

« It forces the meeting leader or group to think out what needs to be accomplished

« Provided ahead of time (as it should be), the agenda lets people know what to expect and
allows them to prepare as necessary

« It provides a blueprint or path for the meetingdthoiw

« It reminds people of what there is left to cover if time gets to be an issue

When possible, use actionable words sucipgsove, discuss, adopt, and annouteéet

participants know what is expected of them. At the end of each item is a sugyestalibtted
(adding up to an hour or hour and a half long meeting), but in reality time allotted will depend on
your group’s particular circumstances.

+  Welcome/Introduction8¥arm-Up Activity — Doing one of these is particularly helpful
for groups that don’t get together often. It is also a good way of getting the meeting
started while not making latsomers miss anything substantive. (10 min)

« Approve/adopt previousieeting minutes Obviously, only necessary if minutes are
kept. (5 min)

« Discuss the topics at hand. This will usually be broken up into several parts, and will take
up the bulk of te meeting. This is where you would include ite