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CHAPTER EXTENSION GUIDE

ENGLISH EDITION

"We believe:

That faith in God gives meaning and purpose to human life;

That the brotherhood of man transcends the sovereignty of nations;

That economic justice can best be won by free men through free enterprise;

That government should be of laws rather than of men;

That earth's great treasure lies in human personality;

And that service to humanity is the best work of life."
"Nós acreditamos:

Que a fé em Deus dá sentido e finalidade à vida;

Que a fraternidade entre os homens transcende a soberania das nações;

Que a justiça econômica pode ser melhor obtida por homens livres através da livre iniciativa;

Que os governos devem ser de leis mais que de homens;

Que o grande tesouro da terra reside na personalidade humana;

E que servir a humanidade é a melhor obra de uma vida.”
“Nous croyons :

Que la foi en Dieu donne à la vie son véritable sens;

que la fraternité humaine transcende la souveraineté des nations;

que la liberté des individus et de l’entreprise assure mieux la justice économique;

que le gouvernement doit s’appuyer sur la loi et non sur l’arbitraire;
que la personne humaine est la plus précieuse des richesses;

et que servir l’humanité constitue l’œuvre la plus noble d’une vie.”

CHAPTER EXTENSION GUIDE

2002 Edition

INTRODUCTION

Planned cooperative effort… that is how young people in Junior Chamber help fill community needs. Action is the key word.

Today, Junior Chamber provides close to 500,000 young people in more than 10,000 communities around the world with a practical training ground for the future. From this training will come leaders–young people active in the business, civic and cultural affairs of their communities, their nations and the world!

Yet, there are many hundreds of thousands of young people who still have to learn of Junior Chamber; people who would become and actively support the opportunity to develop their abilities and to be of service to the community in which they live.  It is to these young people, these communities, that we have the responsibility and challenge to carry the inspiring message so appropriately recorded by founder Henry Giessenbier Jr. in these words:

“From within the walls of the soul of this organization
wherein the foundation of character and good citizenship are laid,
I hope a message will come in the sometime of tomorrow
that will stir the people toward the establishment of a
permanent and everlasting world peace.”

Chapter Extension Manual is just one of the several publications prepared by the JCI World Headquarters. It is our hope that you will find these guides valuable in your chapter’s efforts to extend Junior Chamber’s philosophy and principles to more and more young people.

We welcome your comments, criticisms, and suggestions so that we may continually improve our services to you. Let us know your chapter’s other needs and our professional staff will be happy to assist you. Please be specific in your requests so that we can provide you with pertinent suggestions, publications, and advice. We are here to help you in whatever way we can.

Secretary General

Junior Chamber International (JCI), Inc.
Copyright © 2002 by Junior Chamber International. All rights reserved.
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CHAPTER EXTENSION GUIDE

1. PURPOSE OF JUNIOR CHAMBER

The purpose of Junior Chamber, inspired by the Declaration of Principles, is to “Contribute to the advancement of the global community by providing the opportunity for young people to develop the leadership skills, social responsibility, entrepreneurship and fellowship necessary to create positive change.”

Junior Chamber International is a worldwide organization that offers personal development opportunities for young people between 18 and 40 years of age in five Areas of Opportunity:

THE INDIVIDUAL AREA OF OPPORTUNITY
To provide the opportunity for the individual member to realize his or her personal potential through training programs.

THE COMMUNITY AREA OF OPPORTUNITY
To develop the sensitivity of the individual member to societal problems, and knowledge of community dynamics in solving these problems, through actual experience.
THE INTERNATIONAL AREA OF OPPORTUNITY
To provide the opportunity for the individual member to contribute to the development of goodwill, understanding and cooperation among all peoples.
THE BUSINESS AREA OF OPPORTUNITY
To provide the opportunity for the individual member to contribute to the development and enhancement of the economic infrastructure, prosperity and well-being in all nations.
The active participation in the management and leadership of the chapter also provides the opportunity to develop the managerial skill of the individual member by offering managerial training and actual experience as a leader at all levels of the organization.

2. WHY EXTEND?

Extension is one of the most worthwhile and rewarding projects a chapter can undertake, because:

1. Extension strengthens internal unity, builds better members, generates new interest and enthusiasm, and promotes a greater knowledge of Junior Chamber among members.

2. Extension helps build a stronger national organization, which will, in turn, be able to provide more and better services to the chapters.

3. Extension is one of the exercises in leadership development a chapter can undertake.

4. Successful extension gives members a special and tangible pride of accomplishment.

5. Extension fulfills a responsibility to other young people–a partial return for the benefits received from membership, and a repayment for the efforts other young people made to bring Junior Chamber to one’s own community.

6. Extension is the best way to enlarge the scope of Junior Chamber work–developing better communities, better citizens and a more widespread understanding among peoples of all backgrounds and countries.

3. WHERE TO EXTEND?

Usually any city, suburb, town or village having at least 25 enthusiastic young persons between the ages of 18 and 40 can become the home of a new chapter.

Ask yourself: “How many similar localities are there in my area where there are no Junior Chambers?” or “How many localities are there in my own city or town which could have their own Junior Chamber?”
In a large city (with a population of 100,000 or more) having only one chapter is insufficient. Extension into such cities is incomplete unless the area supports adequate chapters. Ask yourself: “Has the Junior Chamber movement penetrated my city?” or “How many more chapters can my city and its suburbs benefit from?”
So, when the question “Where can we extend?” crops up, it is not the neighboring cities alone that will come into focus but also the very city or town in which your own chapter has been the only one.

Once these simple questions are answered, the next step is to analyze the potential and set priorities.

4. ANALYZE THE POTENTIAL

The first step to successful extension is to assess the potential of the new area. To accomplish this effectively, form a special committee to seek answers to the following questions:

7. What is the population of the area, age composition, social structure and range of job categories?

8. What service clubs are in the area? What are their current memberships, and what is the degree of their activity and effectiveness?

9. Is the area saturated with clubs?

10. Is it a residential area only?

11. What commercial enterprises exist in the area?

12. What industries operate in the area?

13. Where is the nearest chapter?

14. Is the population of the area growing?

15. Are there any former Junior Chamber members or JCI Senators in the area?

16. What news media are available?

After the information has been collected and analyzed, you will be in a better position to select the town or suburb in which extension should be conducted. Then, advise your national organization’s extension officer of your plans. Also, make your intentions known to surrounding chapters, as they may be able to help or have contacts to assist you. If no Junior Chamber exists in the country, please consult the JCI World Headquarters or JCI officers from neighboring countries on your extension efforts. They can provide you with important advice and relevant information on Junior Chamber.

5. SELECT YOUR TEAM

Place the extension committee under the leadership of a knowledgeable and experienced member. The carefully selected team should comprise “old hands” and some new members. The newer member will prove helpful as one who has a greater understanding of the problems, which beset a new member. Also, extension can teach more about Junior Chamber in several meetings than could be learned in a year from other activities. The members of your committee should be individuals who are willing to devote time and effort to the project.

Under the direction of the chairman, each member of the committee should be given specific responsibilities to ensure that the new chapter will be properly instructed and organized from the start.

Here is an example of an extension committee structure used successfully by some chapters. It is important to note, however, that your extension team should be organized along lines to meet local conditions.

Extension Committee Chairman. Chairs extension committee meetings, coordinates overall committee activities and presents progress reports on extension activities to the chapter’s president or board of directors. Helps make contacts and supervises all phases of the extension program.

Assignments of Extension Committee Members. These may consist of one committee member or a group of members, depending on the size of your extension team and the extent of the duties, which you assign.

17. Promotion and Publicity. Provides press releases, photographs, etc., for television, newspapers, and radio.

18. Ways and Means. Advises the new chapter on methods of setting up income-oriented projects and principles of budgeting. This subcommittee also keeps records of all receipts and expenditures of the extension committee and ensures that every expense is properly approved and presented to the chapter treasurer.

19. Charter Night Program. Makes all arrangements for the charter presentation.

20. Speakers Forum. Arranges for speakers to address prospective members. The forum or panel of speakers should consist of three or four members well versed in Junior Chamber to outline history, purposes, and aims of the local, national, and international organizations. Using JCI Senators and past members who have distinguished themselves in the community has its obvious advantages to the membership of the new chapter.

21. Follow-up Program. A few members attend regular meetings of the new chapter, acting in an advisory capacity, offering guidance, and practical help where necessary. The follow-up should continue for 6 to 12 months after the formation of the new chapter. A special watch should be kept to see that officers elected at the end of 12 months–that is, the second team of officers for the new chapter, receive thorough training.

Chairperson of the Extension Committee









Promotion and Publicity
Ways and Means
Charter Night Program
Speakers Forum
Follow-up Program

6. KNOW THE RULES

Prior to any extension effort it is important to be thoroughly versed in your national organization’s bylaws and policies relating to extension and affiliation of new chapters.

At the international level, certain specific extension policies and protocol are also in effect; for example, should you plan to extend into a country where a national organization already exists, prior approval must be obtained from them before undertaking the extension. All inquiries pertaining to extension procedure at the international level should be directed to the JCI World Headquarters.

7. PLAN OF ACTION

Once the extension committee has been formed and the members are familiar with national (and, if involved, international) extension procedures, the next step is to develop a Plan of Action.

The following are the action steps to establish a chapter:

22. Promote the Junior Chamber concept to friends and other persons who have the desire for personal and community improvement through voluntary service.

23. Contact should be sought with those individuals you feel can be helpful in generating interest in establishing a chapter. These may include civic leaders such as the mayor; council members; civic and service organizations such as Rotary, Lions, Chamber of Commerce; leading business people; newspaper editors; etc.

24. Make appointments to see community officials and convince them of the value of Junior Chamber. Tell them how Junior Chambers help their communities by undertaking constructive projects. Go to various businesses in the community to explain your ideas, thus arousing their interest and support.

25. Demonstrate to these leading citizens that Junior Chamber is an ACTION organization working to build better leaders and better communities.

26. Request the cooperation of those contacted obtaining the names of young people of Junior Chamber age who would be interested in organizing a chapter.

27. Compile a list of prospective members in the new community, acquiring as many names as possible.

28. Contact all members for names of friends, business associates, and relatives who work or live in the targeted area of the community.

29. Set a meeting date, as soon as you have at least 25 persons interested, inviting them and others who are attracted. (See attached agenda for this meeting.)

30. If all members agree, the chapter can be officially founded, and the first board of directors can be elected.

31. The board of directors should make courtesy contacts with the local government and the press and assign responsibilities to committees, such as:

a. Draft the first constitution (ask for the Chapter Constitution Guide from the JCI World Headquarters).

b. Conduct a survey to establish the needs of the community and members for immediate and future projects (ask for the Projects for Progress manual from the JCI World Headquarters).

c. Recruit and induct more members for the chapter.

32. Inform national headquarters about the progress.

33. Call for the second chapter meeting (see agenda).

8. BUDGET

No plan is complete without a prepared budget including anticipated expenses and sources of income. Expenses to be anticipated are:

34. Stationery and postage for correspondence and newsletters.

35. Public relations–press conferences, news releases, photographs, etc.

36. Promotional material–Junior Chamber information, brochures, etc.

37. Rental of meeting place.

38. Travel expenses incurred by visiting the new chapter.

39. Food and refreshments on the charter night.

There will, very likely, be other costs associated with your extension efforts; therefore, it is important that careful thought be given to these in advance so that funds will be available to meet them.

Initial expenses incurred in establishing a new chapter are normally borne by the extending organization.

9. FIRST ORGANIZATIONAL MEETING

Have the “key members” do as much of the initial work as they are able and willing to do. This gives them greater interest and enthusiasm and creates the feeling that the new chapter is being generated from within the community, rather than by an outside source.

In preparation for the first organizational meeting:

40. Select a time and date.

41. Arrange the meeting room.

42. Contact all prospective members by letter or phone.

43. Contact publicity media and ask for their help in publicizing the meeting. Buy advertising space in the local newspaper if funds permit.

44. Contact civic leaders and businessmen, and enlist their support in promoting the meeting.

45. Notify interested national and international Junior Chamber officers.

46. Prepare an agenda.

SAMPLE AGENDA FOR THE ORGANIZATIONAL MEETING

The agenda for this meeting could be:

47. Welcome and opening remarks. State briefly why the meeting has been called.

48. Self-introduction of all persons present. Extension team members should sit mingled with the potential members, each of whom should be asked to complete the Membership Form (see Appendix 4 for a sample of the form). When this is done, have each person make a brief self-introduction. Collect the forms for further information.

49. Orientation. Cover the organization’s aims, purpose, and activities. Show how membership will interest those present. Use short but good speeches from three or four different people, selecting a variety to cover the subjects in the most effective way. You can use the New Members Orientation Seminar available from the JCI World Headquarters.

50. Brainstorming. Explain principles of brainstorming and use it to list projects that the new chapter could undertake in the community. You can use the New Members Project Seminar which explains brainstorming rules and helps you to run it. It is followed by a brief explanation of JCI’s project planning process and concluded with the selection of the new members’ project committee. This seminar is available from the JCI World Headquarters.

51. Questions and answers. Have the key members briefed to ask questions to “break the ice.”

52. Motion to form a new chapter. One of the key members should move: “That the (city or area) Junior Chamber be formed, and that affiliation be sought to the (name of the National Organization) and Junior Chamber International on full membership basis.”

53. Appointments of secretary and meeting chairman. When the motion to establish the chapter has been passed, the group should select and appoint an acting meeting chairman and secretary. Invite nominations from the floor, and vote by show of hands.

54. Appointment of Committees:

d. Constitution and Policy Committee: Have this committee appointed to report to the next meeting of the new chapter. Have JCI’s Chapter Constitution Guide available for distribution.

e. Nominations Committee: This committee should work closely with the Constitution and Policy Committee in planning requirements for nominations and election procedures for officer vacancies.

f. Ways and Means Committee: Select this committee stressing that a chapter needs money to operate and grow.

g. Membership Committee: Set up this committee to implement a program to secure more members.

55. Announcements. Announce general details of the Second Organizational Meeting. Set a specific date, about two weeks later.

56. Other matters. Discuss any other business and then adjourn.

After the close of the meeting, everyone should have the opportunity to become better acquainted in an informal social atmosphere. Adjourn for refreshments and distribute programming materials; show scrapbooks, pictures and other items of interest. Talk about Junior Chamber on a personal basis. Show the prospective members that Junior Chamber members are alert, friendly and sincere young people–the kind with whom they would like to associate!

During the time between the first and second organizational meetings, the extension committee must stay in close contact with the new group, advising and assisting them in all matters. Be certain that your extension team members are assigned to the committees of the organizing chapter to provide them with basic information and advice.

10. SECOND ORGANIZATIONAL MEETING

This is the first meeting of the new chapter as a united group. The acting chairman of the chapter, with your extension chairman serving in an advisory capacity, should conduct the meeting.

SAMPLE AGENDA FOR THE SECOND ORGANIZATIONAL MEETING

57. Welcome and opening remarks.

58. Introduction of members and observers.

59. Reading of minutes. Acting secretary reads the minutes from the First Organizational Meeting.

60. Review. Brief review of all aspects of Junior Chamber given by your Extension Committee Chairman or special guest speaker. There will most likely be new people that did not attend the first meeting. Be sure to have membership application forms available for them.

61. Questions and answers.

62. Ways and Means Committee Report.

63. Membership Committee Report.

64. Constitution and Policy Committee Report.

65. Approval of the Constitution.

66. Report of Nominations Committee.

67. Election of Officers: Board of Directors and Executive Committee.

68. Appointment of Charter Night Committee.

69. Decision and announcement of date, time and place for:

h. First Board of Directors Meeting.

i. First General Membership Meeting.

70. Adjournment.
At this time of your extension efforts, the new group is well on its way toward successful establishment. Each of the newly elected officers, as members of the Board of Directors, must be well aware of responsibilities and obligations as regards the new chapter.

11.
FIRST BOARD OF DIRECTORS MEETING

The success of the first Board of Directors Meeting is of the utmost importance. Devote this meeting to training the new board members. Your extension team should give the group guidance in proper program planning and organizational structure. This might be the new officers’ first exposure to parliamentary procedures, so review with them carefully the rules for conducting proper meetings. Use JCI’s Parliamentary Procedures Guide to explain the basic rules of meeting procedures in Junior Chamber.

The Extension Committee should conduct the Chapter Management Seminar for the new Board of Directors and make sure all have a copy of the Chapter Action Guides which explain the responsibilities of each member of the chapter’s Board. Both manuals are available from the JCI World Headquarters.

The agenda for this meeting should include:

71. Completed arrangements and agenda for the next General Membership Meeting.

72. Progress report from Charter Night Committee.

73. Discussion of immediate projects to be adopted and establishment of committees required to carry out the projects.

74. Discussion of the budget to cover the first year’s activities. Ensure that dues are sufficient to provide for national and international affiliation fees.

75. An outline of schedules for regular meetings.

76. The ordering of membership and officer’s pins or other supply items such as new members’ kits from your national headquarters.

77. Completion of application for affiliation to the national organization.

78. Any other pertinent business and adjournment.

12. FIRST GENERAL MEMBERSHIP MEETING

The new chapter is now ready to start off on its own and its members should conduct the meeting by themselves. It might be rather awkward at first, but learning from mistakes is part of the Junior Chamber method.

The agenda for the first General Membership Meeting should include:

79. Opening.

j. Call to order

k. Invocation and JCI Creed

l. Chairman’s opening remarks

m. Introductions

80. Adoption of the Chapter’s Constitution.

81. Brief progress reports on committees appointed to date.

82. Assignment of members to other committees as established by the Board of Directors.

83. Collection of dues.

84. Announcement and decisions to approve future meeting schedules.

85. Confirmation of plans for Charter Night Banquet.

86. Open discussion on possible projects.

87. Brief address by a member of the national organization or guest speaker.

88. Adjournment.

13. CHARTER NIGHT BANQUET

The Charter Night Banquet is a significant and impressive event for the new chapter. It publicly demonstrates the dedication of the chapter to becoming a vehicle for young people to gain leadership training. This function also affords an excellent public relations opportunity to tell the community that these young people have launched a new organization dedicated to civic improvement.

In establishing the date of the Charter Night Banquet, members should ensure that ample time (three or four weeks) is available to invite dignitaries. Never list a chief speaker like a national president, unless you have confirmation of the president’s ability to attend.

Once the Charter Night Banquet date is established, notify your national president of the proposed date. Find out if the schedule is clear, and invite the president as the main speaker. Charter Night details should be handled by the new chapter’s established committee; however, the extension team should be close at hand to provide advice and assistance for the following arrangements:

89. Invitations to newspapers, radio, television, community officials, businessmen and local dignitaries as well as other organizations, e.g., Rotary, Lions, etc.

90. Invitations to all neighboring chapters as well as national officers.

91. Invitations to the members of the new and the extending chapters. A large turnout from both chapters is important.

92. Planning the presentation with a program outline.

SAMPLE CHARTER NIGHT PROGRAM

(Timing suggested for guidance only)

93. Invocation and JCI Creed
2 minutes

94. Banquet
50 minutes

95. Opening remarks and introduction of guests (by Master of Ceremonies)
5 minutes

96. Introduction of new chapter members (by national president or his representative
10 minutes

97. Swearing-in of new chapter officers (by national president or his representative)
5 minutes

98. Main address and charter presentation (by national president or his representative)
15 minutes

99. New chapter President’s response
5 minutes

100. Sponsoring chapter President’s remarks
2 minutes

101. Presentations (An opportunity for visiting chapter members to say a few words and make presentations of banners, etc., on behalf of their chapters)
5 minutes

102. Closing (Master of Ceremonies)
1 minute

14. BASIC PROGRAM FOR THE NEW CHAPTER

There are hundreds of projects, which may be undertaken by a new chapter, and, therefore, it is often a problem to choose the most suitable. New chapters are counseled to start with projects under all JCI Areas of Opportunity.

To be a chapter officer is not only a responsibility but also a great opportunity to get new experiences and knowledge in managing an organization and leading other people. To fully take advantage of the opportunity, all officers need adequate and periodical training. Training sessions are recommended, and experienced trainers from the national organization should be invited.

The new chapter should establish contact with its national organization and Junior Chamber International as soon as possible. Program material and personal advice by officers will provide a wealth of information and guidance. But most important, the new chapter should ask its members for their ideas so that projects will cater to the interests of members, the needs of the community, and be locally relevant.

Individual. At least once a month the chapter should organize individual development training. A member with some experience in training can conduct the training or, if possible, trainers from the sponsoring chapter can conduct the training.

The kind of sessions depends much on the level and experience of the members as well as their areas of professional interest. A brainstorming session or advice from the national headquarters can be very useful in selecting the training sessions.

The JCI World Headquarters has a variety of training sessions that can be used, such as Vanguard Leaders, Local Leaders Training and the series of One-Hour Junior Chamber Training Seminars. For more information on these seminars, contact the JCI World Headquarters.

Community. There are many ways to determine the best projects the chapter can conduct in the community. Brainstorming sessions with the members, a community survey, interviews with community leaders, etc., can give the information needed to decide what kind of projects the chapter can conduct. Keep in mind that the community is the source of membership. When planning community projects, try to involve as many young people as possible from the community. They can become future members of the chapter if your project is successful and relevant.

International. It is important that all members have a clear understanding of their association in a worldwide organization. There are many projects that can be conducted in the international area. Twinning with another chapter in another country is a good beginning. Consult with your national organization or with JCI on information regarding international projects.

Business. The chapter cannot stay away from the business and economic world in the community.  Members can have the opportunity to conduct projects that will enhance the level of life and economics of the community and get involved in the business community.

15. FOLLOW-UP RESPONSIBILITY OF THE SPONSORING CHAPTER

This is what might be classified as the most vital aspect of extending a new chapter. Many times new chapters are formed with a burst of enthusiasm, then grind to a standstill. The primary reason for this is the lack of follow-through by the extending chapter. Follow-up will ensure that the leaders of the new chapter are building the enthusiasm of members, maintaining effective internal communications with them and actively involving everyone in activities or projects of worth and satisfaction.

The extension committee and your entire chapter, for that matter, can play an important roll in helping the new chapter build a solid foundation upon which to operate in the future. They should attend as many meetings as possible and support the new chapter’s projects by actual participation. Keep the new chapter informed of national meetings, conferences and conventions, and encourage their members to attend. With proper and timely guidance, the sponsoring chapter will prove to the new chapter that it is a part of a worldwide movement.

The links between the two chapters should be firm and should continue at least for 6 to 12 months after the affiliation. The job of extending does not end with the granting of a formal charter. It extends through the first formative year and more if necessary.

16. HELP FROM JUNIOR CHAMBER INTERNATIONAL

If in need of advice, materials, or brochures from Junior Chamber International, please write, fax or call:

Junior Chamber International

400 University Drive – P. O. Box 140577

Coral Gables, FL 33114-0577, U.S.A.

Tel: (1) (305) 446 7608 - Fax: (1) (305) 442 0041

E-mail: JCI@JCIMail.com - Web site: www.juniorchamber.org
APPENDICES
APPENDIX 1
SAMPLE LETTER TO BUSINESS PEOPLE

Dear sir:

As you are a progressive businessman and leader in your community, we believe that you will be interested in the formation of a Junior Chamber organization in this city.

Membership in Junior Chamber will offer the young people in your company to employ practical experience which will increase their abilities to accept responsibilities, to organize and to execute planned projects, to budget their time more efficiently and to broaden their knowledge and outlook. At the same time they are receiving this valuable training in leadership, they will participate in projects that will directly improve this community.

Junior Chamber is a worldwide association of young professionals, which welcomes to its ranks those of all races, all colors and all creeds. Established in more than 100 countries and territories the world over, Junior Chamber International (JCI) has over 300,000 members between 18 and 40 years of age subscribing to its ideals.

We young people in  MACROBUTTON None [City] are forming a Junior Chamber, and we have a favor to ask you: that you encourage the young people of your company to attend our first organizational meeting, set for  MACROBUTTON None [Time]  MACROBUTTON None [Date] at  MACROBUTTON None [Place] in order that they may learn for themselves what Junior Chamber offers.

We would greatly appreciate the opportunity to call upon you to discuss this matter in more detail. We thank you sincerely for the time you have taken to read this letter and look forward to personal contact with you during the next week.

Sincerely yours,

 MACROBUTTON None [Officer Name]
 MACROBUTTON None [Officer Position]
 MACROBUTTON None [Officer Phone]
 MACROBUTTON None [Officer E-Mail]
APPENDIX 2
SAMPLE LETTER TO PROSPECTIVE MEMBERS

Dear (name):

We believe that you are a young person interested in developing your abilities to the maximum. We also believe that you are genuinely interested in improving your community and your career and in occupying a prominent place in your community. Membership in Junior Chamber provides the opportunities to attain these objectives.

Junior Chamber is a worldwide association of young professionals, which welcomes to its ranks persons of all races, all colors and all creeds. Established in more than 100 countries and territories the world over, Junior Chamber International (JCI), has over 300,000 members between 18 and 40 years of age subscribing to its ideals.

A representative group of your fellow citizens has already indicated a definite interest in this organization and is proposing to establish a Junior Chamber in  MACROBUTTON None [City]. We would like to have you meet with us to discuss further the chartering of this club.

A discussion meeting has been called for  MACROBUTTON None [Time]  MACROBUTTON None [Date] at  MACROBUTTON None [Place]. Officers and members of  MACROBUTTON None [Extending Chapter] will be on hand to explain the purposes and operations of the organization and to answer questions as to why your community should have a Junior Chamber.

We look forward to meeting you there.

Sincerely yours,

 MACROBUTTON None [Officer Name]
 MACROBUTTON None [Officer Position]
 MACROBUTTON None [Officer Phone]
 MACROBUTTON None [Officer E-Mail]
APPENDIX 3
SAMPLE PRESS RELEASE

FOR IMMEDIATE RELEASE

For additional information contact:

 MACROBUTTON None [Chapter Name]
 MACROBUTTON None [Chapter Address]
 MACROBUTTON None [Chapter Phone]
 MACROBUTTON None [Chapter Web/E-Mail]
 MACROBUTTON None [CITY'S] YOUNG PEOPLE TO HEAR OF JUNIOR CHAMBER
A special open meeting for all young people between the ages of 18 and 40 has been called by  MACROBUTTON None [Extending Chapter] for  MACROBUTTON None [Time]  MACROBUTTON None [Date] at  MACROBUTTON None [Place].

The purpose of the meeting is to acquaint the young people of this city with the activities of Junior Chamber and to explain how membership in this organization will benefit them and their community.

The meeting will be brief and informative, with members from  MACROBUTTON None [Extending Chapter] present to answer all questions we may wish to ask about this leadership development and community service organization. We invite all young people with an interest in their future and in their community to be present.

Junior Chamber is the largest young people’s organization in the world, with more than 300,000 members in almost 10,000 communities located in more than 100 countries and territories.

Anyone desiring additional information may contact  MACROBUTTON None [Officer Name],  MACROBUTTON None [Officer Position] at  MACROBUTTON None [Officer Phone/E-Mail].

APPENDIX 4
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Membership Form



Name:

     
Date of birth:

     

Home address:

     
City:

     

Business address:

     
City:

     

Employer:

     
Occupation:

     

Home telephone:

(     )      
Home fax:

(     )      

Business telephone:

(     )      
Business fax:

(     )      

Mobile phone:

(     )      
E-mail address:

     

PERSONAL INTERESTS INFORMATION

I am interested in the following activities:

A.
INDIVIDUAL AREA OF OPPORTUNITY
 FORMCHECKBOX 

Personal Development Commission





 FORMCHECKBOX 

Trainers Commission

 FORMCHECKBOX 

Officers Training Commission

 FORMCHECKBOX 

Membership Growth and Extensions Commission

 FORMCHECKBOX 

Meetings Commission

B.
COMMUNITY AREA OF OPPORTUNITY
 FORMCHECKBOX 

JCI Major Emphasis Theme Commission

 FORMCHECKBOX 

Community Development/Involvement Commission

 FORMCHECKBOX 

Economic Affairs Commission

 FORMCHECKBOX 

Children and Youth Commission

 FORMCHECKBOX 

Governmental and Civic Affairs Commission

C.
INTERNATIONAL AREA OF OPPORTUNITY
 FORMCHECKBOX 

International Affairs and Relations Commission

 FORMCHECKBOX 

Chapter Twinning Commission

 FORMCHECKBOX 

JCI Meetings Commission

 FORMCHECKBOX 

Awards Commission

D.
BUSINESS AREA OF OPPORTUNITY
 FORMCHECKBOX 

Finance Commission

 FORMCHECKBOX 

Records Commission

 FORMCHECKBOX 

Strategic Planning Commission

 FORMCHECKBOX 

Marketing and Public Relations Commission

 FORMCHECKBOX 

Business Affairs Commission

 FORMCHECKBOX 

Chamber of Commerce Partnership Commission

APPENDIX 5
MEMBERSHIP TABLE

The minimum desirable membership of a new chapter is 30. This gives it sufficient manpower and generates reasonable dues revenues to function as a viable group.

For your guidance, we list below the estimated potential membership in communities of varying populations. This list does not necessarily mean that the chapter in a city of over half a million population should have 825 members; it means that this city should have several chapters totaling such a membership.

POPULATION
MEMBERSHIP

Under 2,000
30

2,000 - 3,500
50

3,500 - 6,000
80

6,000 - 10,000
110

10,000 - 15,000
140

15,000 - 25,000
175

25,000 - 40,000
210

40,000 - 65,000
250

65,000 - 100,000
310

100,000 - 150,000
390

150,000 - 200,000
490

200,000 - 250,000
590

250,000 - 500,000
700

Over 500,000
825

APPENDIX 6
ORGANIZATIONAL STRUCTURE

There is no ideal organizational structure that fits the needs of every Junior Chamber chapter, but there is one that is right for yours. Here are a few guidelines that will assist you in designing your chapter’s structure:

103. No one person should be required to supervise more than ten people.

104. The workload should be balanced among the Board members.

105. The system must be flexible so that additional people and programs can be added during the year. It t also be flexible enough to handle a reduction in the number of people and programs.

106. It must provide for easy and rapid two-way communications. Remember that as the number of middle management levels increases, the difficulties of communication multiply.

107. It must allow for delegation of responsibility and authority.

108. All supervisors must know what is expected of them, the importance of their roles in achieving overall objectives, and the standards by which their performances will be judged.

Following are three sample organizational structures that may be helpful to you as you examine your present structure. Remember that they are only samples; use all or just those portions that you feel are applicable to your chapter.

FOR CHAPTERS WITH LESS THAN 30 MEMBERS

PRESIDENT*









Secretary
VICE PRESIDENT*
Individual, Business and Public Relations
IMMEDIATE PAST PRESIDENT AND LEGAL COUNSEL
VICE PRESIDENT* 
Community and International
Treasurer




Commission Directors

Commission Directors




Project Chairs

Project Chairs




General Membership

* Elected by General Membership

For samples of structures for chapters with more than 30 members, refer to the Chapter Constitution Guide available from the JCI World Headquarters.
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JCI Mission:


“To contribute to the advancement of the global community by providing the opportunity for young people to develop the leadership skills, social responsibility, entrepreneurship and fellowship necessary to create positive change.”


La Misión de la JCI:


“Contribuir al adelanto de la comunidad mundial proporcionando a las personas jóvenes la oportunidad de desarrollar la capacidad de liderazgo, la responsabilidad social, el espíritu empresarial y el compañerismo necesarios para crear cambios positivos”.


“La Mission de la Jeune Chambre :


"Contribuer au progrès de la communauté mondiale en offrant aux jeunes gens la possibilité de développer les techniques de direction, la responsabilité sociale, l’esprit d’entreprise et la solidarité nécessaire pour effectuer des changements positifs."























