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Purpose

The SAMPLE Estate Planning Council, Inc., located in the capital city of STATE, was incorporated October 1, 19xx after forming in the mid 1960's. The council was formed to provide a better understanding of estate planning and of the services that estate planners can render to the general public. 

Members of the council strive to promote cooperation among the various disciplines involved in estate planning and foster a better understanding of the proper relationship that each discipline bears to the other, their clients, and the general public.
Goal Setting and Planning

As practitioners of business in estate planning, no one should do a better job of setting goals and planning success than members of a local estate planning council.  Each local council should set its own goals, which can be guided through, but not mandated nor dictated by, goals and objectives established by the National Association of Estate Planners and Councils (NAEPC).  Topics for which goals are set may ultimately reach the following objectives:

1. To strengthen the name, purpose and ideals of the estate planning council.

2. To advance the goals of cooperation among the various disciplines involved in estate planning.

3. To maintain contact with the council members.

4. To assist the members, their clients and the general public in their understanding of estate planning.

Suggested areas for goal setting include:

· Membership recruiting

· Membership participation and involvement

· Financial profit/growth

· Professional education

· Publicity and Public Relations
· Community Service

· Support of the NAEPC

· Encouragement of the professional designations offered by the NAEPC

There are three types of planning which need to be considered.

1) Strategic planning helps form perspective.  Strategic thinking focuses on the values of the council by creating a vision and a mission.

2) Long-range planning helps position the council for the future.  Long-range planning considers where the council wants to be over the long-term.

3) Tactical planning determines performance levels.  Tactical planning is usually the focus of most planning efforts and is where the goals and action plans for the chapter are developed.  Tactical planning should always tie back to the strategic and long-range planning goals.

According to the book Plan Your Work, Work Your Plan by Dr. James Sherman, planning consists of seven basic steps:

· Assessment – deciding where you are is not where you want to be

· Commitment – deciding to make the change

· Investigation – studying your past accomplishments and current situation, listing strengths and weaknesses, and identifying any risks that may need to be taken

· Decision – extrapolating into what the future could hold to determine alternate courses of action

· Preparation – gathering resources, fine-tuning the plan and reviewing for unforeseen circumstances

· Implementation – taking action and making adjustments as necessary

· Achievement – reaching the goal, assessing progress and getting ready for the next one.

Some of the key ingredients for success include creativity, practicality and persistence.  Looking at why things are the way they are can help you determine if they need to change or not.  Looking for new ideas or new ways to apply old ideas can also be helpful. By looking for strengths and weaknesses in other people’s ideas, you can find ways to improve your own.  Don’t forget to plan for contingencies and establish performance measures and milestones as part of your goal.

Goals can be defined as long-term statement of future accomplishments.  Objectives are the statements of activities that need to be accomplished to meet the goal.  In other words, they are setting a course of action and answering the what, how, when, where and why questions.  Each goal and objective, which the council establishes, should be the SMART criteria.  In other words, the goals should be Specific, Measurable, Attainable, Realistic and Time-targeted.

Document things that happen so you can refer to them later and avoid rework.  Make sure that the goals are communicated clearly so that everyone can be part of their successful implementation. 

Many sources of information are available for more details on planning.  For an in-depth discussion on strategic thinking, long-range planning and tactical planning, refer to the series Morrisey on Planning, by George Morrisey.  The book Plan Your Work, Work Your Plan takes more of a workbook-style approach and could be used by individuals of the entire executive committee to assist when developing plans.

Measuring Operational Performance
A primary objective of operating any business enterprise involves performance measurement.  In order to grow and prosper, all businesses must establish performance measurement criteria, or metrics, in order to achieve and sustain such growth and prosperity.  Estate planning councils, as autonomous groups operating within a member network of national councils, are certainly no exception.

Bearing the reality in mind, the items identified below are designed to assist local councils with monitoring and measuring their performance.  These standards should not be interpreted as being analogous to a rigid set of rules governing council operations.  Rather than a scorecard, they serve as a framework of tangible performance targets for which all councils should strive to meet.  It is primarily through such metrics than an objective assessment of council effectiveness can be made.  These measurements are also consistent with the purpose of the council as stated in the Preamble to our Bylaws and exemplify the spirit of leadership embodied in NAEPC membership.

As part of planning for the coming year, council officers can pick any or all of the following items that apply to their council goals. Councils that track performance over multiple years gain the most.  As a council sees their improvement from year to year, morale increases as the council celebrates their successes.

Membership

· Percentage of annual council membership growth (e.g., council dues-paid members grow 10% each year)

· Diversity within council membership composition (in terms of member disciplines)

· Diversity within council Executive Committee membership composition

· Percentage of participating members

· Development of recruiting strategic plan to attract and retain members
Programming

· Number of member events

· Number of business meetings with documented minutes and quorum of members present

· Number of community service projects annually with relatively substantial impact

· Number of professional development events annually with relatively substantial impact

· Through event evaluations completed by attendees, track the rating of events (e.g., on a scale from 1 to 10, attendees provide feedback on council events throughout the year and they average a rate of at least an 8)

· Member benefits analysis

Region and National Involvement

· Attendance by a certain number of members at each nationally-sponsored conference, with officer representation at Council Leadership Day

· Involvement with NAEPC committees and board of directors

Financial Management

· Number of fundraising efforts to support operations (e.g., website sponsorships, seminars)

· Donations to NAEPC Foundation

· Percentage increase in council revenues

· Percentage increase (to curtail) or decrease council operating expenses

Additionally, at times national officers, volunteers, or staff may be working with your council.  Consultations may occur in conjunction with a council visit.  Consultation Reports are meant to be helpful tools to determine council progress and performance.
OFFICERS AND COMMITTEES

Required Officers
Council officers must be dues paying members of the council.  The required elective officers are:

President, President-Elect, Vice President, and Secretary/Treasurer.  The duties of these officers shall be those provided for in the bylaws of the SAMPLE Estate Planning Council.  The bylaws of the council shall also regulate the election of all officers.  It is recommended that officers be elected near the end of the fiscal year for the following fiscal year.  The President shall report the names and addresses of newly elected officers to the NAEPC following their election and before the end of the fiscal year of the council.

President

The President shall be the executive head of the council and shall preside over all its meetings.  The President shall cause to be called regular and special meetings of the members and directors in accordance with the bylaws.  The President, subject to the approval of the board of directors, shall appoint and remove, employ and discharge, and determine the compensation of all agents and employees of the council other than officers appointed by the board of directors. The President shall see that the officers of the council discharge their duties impartially, accurately, faithfully, and promptly.  He/she shall have such other duties and powers as may be prescribed by the bylaws of the council.

President-Elect

The President-Elect shall generally assist the President and shall perform those duties that may be assigned to him by the board of directors.  In the event of the death, resignation, absence or inability to act of the President, the President-Elect shall assume and discharge pro tempore the powers and duties of the President.  It is expected that the President-Elect will succeed as the President for the next fiscal year following, given that he is duly elected by the members of the council at the annual meeting.
Vice President

The Vice President shall generally assist the President and shall perform those duties that may be assigned to him by the board of directors.  In the event of the death, resignation, absence or inability to act of the President-Elect, the Vice President shall assume and discharge pro tempore the powers and duties of the President-Elect.  It is expected that the Vice President will succeed as the President-Elect for the next fiscal year following, given that he is duly elected by the members of the council at the annual meeting.  The board of directors may appoint one or more additional Vice Presidents as it may desire from time to time, and these Vice Presidents shall have the duties assigned to them by the council board of directors.

Secretary/Treasurer

The Secretary/Treasurer shall be ex officio secretary of the board of directors.  He/she shall keep the minutes of all meetings of the board of directors and members.  He/she shall have charge of the corporate books and records, including, but not limited to, membership rolls.  He/she shall keep in custody the seal of the corporation, and shall affix it to any instrument requiring the corporate seal.  He/she shall give and serve all notice for special meetings of directors called.  The Secretary/Treasurer shall have the care and custody of and be responsible for all the funds, securities, evidences of indebtedness and other valuable documents of the Council.  The Secretary/Treasurer shall keep full and accurate books of account of all its business and transactions and render a statement of financial condition at any meeting of the board of directors and any other times required.  The Secretary/Treasurer shall sign all checks issued by the council.
Executive Committee/Board of Directors

The above elected officers shall constitute the council’s Executive Committee and shall establish council policy and serve as the advisory committee.  The President shall serve as Chairman.  The council may also wish to elect other officers or directors and form a Board of Directors to assist with the management of the council.
Optional Officers and Committees
The council may elect additional officers or the President may appoint committees, as the council deems beneficial.  These positions and their responsibilities should be included in the council bylaws.  Committees may be established as standing committees for a long-term basis or as special task forces to complete specific, short-term projects.

Suggested areas of consideration are the following:

Membership
Shall be responsible for all membership records of the council, including completing a roster of dues paying members and information forms on all such members.  It shall also be responsible for maintaining lists of prospective members and for soliciting and encouraging such prospects to become members.  It shall also be responsible for preparing and distributing a directory of members to include, but not limited to, names, addresses and office telephone numbers for developing programs to motivate members to attend meetings and other events.

Program

Is responsible for scheduling and conducting such programs as shall be consistent with the bylaws of this council and the wishes of its members.

Transition
Planning is a necessary function for any business organization and a council is a small business.  Therefore, the executive committee of the council must plan for the coming year of operation.  It is also important that there be proper transition from year to year from retiring to incoming officers.  This transition will require written documentation of responsibilities so that newly elected officers have a better understanding of their jobs.  It is important that outgoing officers work with incoming officers during the transition period.

As soon as new officers are elected, the President of the council should schedule an executive planning meeting to keep the chapter moving in the proper direction.

Transition meeting – What to Cover

· Responsibilities of each officer

· Responsibilities of the Executive Committee

· Review of council supplies

· Establish goals for the upcoming term (include a tentative council calendar)

· Establish goals for each office and officer

· Review committee structure

· Discuss problem areas from the past year and how to overcome them

Mid-Year Review

Many councils have found a mid-year review to be effective in planning and improving operations.  The above items should be review and the annual meeting and elections should also be discussed.

MEMBERSHIP
A council is organized for the purpose of fostering a program of activities that will be professionally interesting and will stimulate the multi-disciplinary approach to estate planning.

Eligibility

Persons eligible for membership in the council shall consist of individuals who are actively engaged in the practice of estate planning or matters directly related to estate planning, and whose principal occupation is one or more of the following: (1) trust officers of banks or trust companies; (2) Chartered Life Underwriters or Chartered Financial Consultants who are members of the Society of Financial Service Professionals or National Association of Life Underwriters and Chartered Financial Consultants; (3) Attorneys who are members of the Alabama State Bar Association; (4) Certified Public Accountants who are members of the Alabama Society of Certified Public Accountants; or (5) Certified Financial Planners who have received such designation from the Certified Financial Planners Board of Standards.
Welcoming New Members

Once an applicant for membership is approved for membership by the board of directors, they should be sent a New Member Packet.  This packet should contain the invoice for current year dues, a list of the current officers, committees and the committee chairpersons, current members of the council, a calendar of events, and member benefit subscription information (e.g., Leimberg service and website username and temporary password).  New members should be verbally contacted and encouraged to participate on one of the council’s committees.  The new member shall me introduced at the first meeting after the new membership approval, and shall work the name badge table in order to meet the members attending the meeting.
Member Retention
A strong, active and growing membership is the very lifeblood of any council.  A council grows and continues to flourish in direct proportion to the efforts expended to perpetuate and add new members.  This cannot be left to chance.  A committee should be continually studying membership potential, soliciting new members, and determining the reasons for disaffiliation of members and urging them to rejoin.
An important factor that seems to bear on the health of the council of the chapter is that of balance…a balance between age and youth.  Both age and youth bring their own qualities to a council.  It is desirable that conscious effort be made toward attracting young members into the council and at the same time retaining the older members.

PROGRAMMING
Planning Events and Meetings

Effective programming is the key to success for estate planning councils.  Each council must hold at least one business meeting during the for the purpose of electing officers.  The officers should meet at least four times during each fiscal year.  Additional meetings and events should be scheduled to meet the needs of the membership.

Selecting the Date

The time for holding council events is an important consideration, determining to a large measure the success of a council.  In selecting the meeting date, consideration should be given to the best possible day, place and hour, frequency and duration.
The most favorable day of the week can be best determined by inquiring among the members or by examining past experience.  There is usually one day or night during the month that is satisfactory to most of the members.  It must be recognized that it is impossible to find a date that is suitable to everyone; therefore, a council may wish to hold different types of events on different dates.

Frequency of Events
Most councils meet monthly or quarterly.  Scheduling monthly events will generate opportunities to reach more council members and above all else will keep the activities of the council foremost in their minds.

Types of Events

The types of events held should be planned to fulfill the interest of the membership.  It is imperative that there be an established and varied program for the course of the year, one which will help build and perpetuate the council.  A variety of programs not only retains the interest of the “regular” members, but also provides an attraction for the “occasional” member.  An event devoted entirely to social activity and including spouses/significant others can be most successful. 

An event during National Estate Planning Week (third week of October) can heighten the general public awareness of the local council.

Combined events with other councils may also allow the council to benefit by sharing resources to afford a larger or more attractive program.

Membership Survey

Most councils survey their members annually to try to determine the direction for future programs.  The best survey, however, can be a constantly receptive pair of ears.  Listen to your membership for their ideas and desires.

Promoting Your Events

Promoting your events is essential to their success:

· Distribute a council calendar with all events

· Send reminder notices before events

· Include articles on upcoming events in the council newsletter or e-newsletter

· Sent notices to local media outlets (newspapers, business publications, radio and television)

· Encourage member participation at every opportunity possible

Professional Program
The professional program should meet the needs of members by developing activities to continue their personal and professional development and to educate them on current estate planning issues.  The activities can consist of a wide variety of events including speakers, tours, videos, etc.

To begin an effective professional program, a chairperson or leader must be appointed or elected, with the consideration of organizing a Program Committee.  The focus of the program should meet the needs of the council members while also keeping the goals of the council in mind.

As with many of the other council programs, a calendar of program activities is a key element.  Events must be scheduled with plenty of lead-time to allow adequate promotion so that members can plan ahead to attend.  Many presenters also require the advance lead-time.  A three-six month calendar of events is suggested.  Remember in planning your events to coordinate your ideas with the other committees to develop a calendar for the entire council.

The chairperson must lay the foundation for the programs and be responsible for:

· Selecting the topics and events

· Developing and implementing an action plan

· Promoting the activity

· Carrying out the event

· Following up after the event

Selecting the Topic and Events

Choose topics that appeal to the members of your council.  This can be accomplished by:

· Doing a member survey to obtain the interests of the chapter

· Selecting topics of interest to your local area or the specific time of year

· Utilizing local resources such as the Chamber of Commerce, State Legislature, and other professional organizations.

· Research programs presented by other estate planning councils through the NAEPC calendar

Once a topic has been selected, choose the type of event (speaker, video, etc) that will best communicate the topic to the council.

Developing And Implementing An Action Plan

Like any estate planning council, your professional program requires and action plan.  This plan should include the following:

Select potential speakers – This may be accomplished by using:

· Lists of previous speakers

· Council networking

· Speaker bureaus or other professional organizations

· NAEPC resources
Scheduling the speaker

· Preview the speaker (obtain references)

· Provide presenter with key information about the target audience

· Provide presenter with suggested topics and discussion

· Set date, time and location of event

· Ensure that facilities and equipment will meet the presenter’s needs

· Prior to event, make sure that all details are finalized.

Promoting Your Program

· Keep a calendar of all professional activities current

· Send flyers or announce upcoming events in the council’s newsletter

· Send personal invitations to members and other guests

· Market to the community

Carrying Out the Event

On the day of the event:

· Ensure that final arrangements have been made with the presenter and the facility

· Check all sound or visual equipment

· Make final preparations to introduce the speaker

· Meet the presenter at the designated time of event

· Thank the presenter with a certificate or other token of appreciation

Following Up

Once the event has occurred, the following should take place:

· Survey the members and other attendees for input on effectiveness of event

· Send thank-you to presenter

Community Service

Community service is the collective effort of a group to bring about a positive change in some aspect of our society.  As business professionals we are called upon to do more than produce goods and services.  It is also our duty as good corporate citizens to help better our community – to make it a healthier, safer, and more productive society for families, our fellow business professionals, and ourselves.

By utilizing our special knowledge and resources, we can take our community problems and make a difference by improving the quality of life around us.  Today the public expects corporate America to be responsive to community needs.  As business professionals and leaders, we can extend our professional ideals to those who most need our assistance.

To begin an effective community service program, a chairperson or leader should be appointed.  This person should have the ability to motivate and lead, deal with the general public, and possess good organizational and planning skills.

The chairperson must lay the foundation for the council’s community service program and be responsible for the following:

· Selecting the project

· Recruiting participants

· Developing an action plan

· Promoting your program

· Getting “caught in the act” of doing good

It may be helpful to have several committee members to assist in developing your community service program.  This will be extremely helpful in delegating tasks and generating creative ideas and feedback.  Try to get your committee from a cross-section of your council’s membership to aid in providing interaction and support.

Be sure to appoint someone to serve as the liaison between the chapter, beneficiary organization and, if applicable, the general public.  By having a person serve as your chapter’s “external” contact, the charity or public will have the name of someone to get in touch with for information on your event(s).  This position will be very important to the success of your program.  Make sure this persona has good communication skills.

Selecting The Project
The higher percentage of actively involved members, the more visible your community service efforts will be.  It is important that you choose a program that the membership feels is valuable.  If possible, conduct a survey to get members’ ideas on what they feel is important.  If chapter members see value in your program, they are more likely to become active participants.

There are several ways to research the most pressing social needs in your community.  You can:

· Contact local community leaders and government officials

· Search newspapers for ideas on projects (some newspapers have volunteer “wish lists”)

· Tap into an “umbrella agency” (such as United Way) or a local volunteer organization

Your community service project should:

· Address a tangible need

· Require active participation of all or most of the council members

· Lend itself to year-to-year continuity

· Stay within the budget and time constraints of your council

· Be simple to execute

· Provide visibility in the community for your council

Some councils have found success in making a tradition of a particular community service event.  Doing the same project year after year builds up council pride in and “ownership” of the event, as well as providing an ongoing service source for a needy cause or organization.

Recruiting Participants
Ask members individually to help with a community service project.  If you send around a sign-up sheet, you will not get as many volunteers as you would when you ask them personally.  It is also your committee’s responsibility to recruit participants.  As you ask for volunteers, remember to:

· Briefly explain why you are doing the project and what it will accomplish

· Be specific about what the volunteer/participant is expected to do

· Be honest about time requirements

· Get commitments now!
Developing And Implementing An Action Plan
Like any council activity, your community service program requires and action plan.  This plan should include the following:

· Tasks – Break the event(s) down into manageable pieces and assign these tasks to the individuals who would be right for the job.  Make sure participants have a clear explanation of what their responsibilities are.  Be sure to appoint an “external” contact person.

· Calendar your event – Complete a timetable for each assignment so your volunteers know exactly when they need to complete their tasks.  Follow up to insure these duties are completed on schedule.

· Communication – communicate your program’s progress with your committee members and council officers.

· Always provide ample time for planning/execution – Provide notice as far in advance as possible to volunteers/council members.  Follow up with a reminder call or notice.

Promoting Your Program

Constantly update your council on your programming/events.  Ways to promote your program to the chapter include:

· Having articles in the council newsletter

· Sending a letter to council members telling them about the project (a must if you do not have a newsletter)

· Announcing your event(s) at council meetings and at every chance you get

· Devoting an entire meeting to your program/event(s).  This makes a great “warm-up” for the event, and it will get your participants excited about doing community service

· Participating in the event with enthusiasm

Getting “Caught In The Act”

Public recognition is a fringe benefit of your council’s community service program.  Although publicity is not your original intent for creating a community service program, it is a fringe benefit.  This is a time to “toot your own horn” so to speak, and call attention to your council’s efforts.  Send a press release to the local media following your event.

Project/Event Ideas
On a national level, the NAEPC Foundation serves as the public educational outlet.  A DVD produced in conjunction with the Jacksonville, FL PBS television station will soon be available.  A similar educational forum can be established locally to serve the needs of the community.  In addition to a Local Estate Planning Education Day, here are some other ideas:

Remember, community service is always a win-win situation!

FINANCES

General Information

Local council finances are usually much less involved than those at the National level, but they are no less important.  Several areas should be of concern for those involved in the management of a local council.

Fiscal Year

The fiscal year of the local council is dictated by the Articles of Organization.  The SAMPLE Estate Planning Council fiscal year begins on July 1 and ends on June 30.
Checking Account

Each local council will maintain a checking account in the name of the local council.  The Treasurer will sign all checks when possible, but all officers are authorized signatures.  All funds received by the council should be promptly and regularly deposited into this account.

Council Dues

Each council will determine and collect its own dues from the membership.  Dues payable to the NAEPC and any other national organization of membership are paid from the funds collected by the local council.

Financial Policies
Local councils may determine policies in many different areas according to the needs and wishes of its membership.  Policies currently established by the SAMPLE Estate Planning Council are:

· Current dues for the fiscal year are $130 and are not pro-rated for part year membership.

· Guest meals are established by the board of directors for each fiscal year.  Current guest meal fees are $25.  One guest meal fee will be waived for a “Prospective Member”.  A “Prospective Member” is a guest that meets the eligibility to become a member.  

· Late Cancellation/No Show fees are established by the board of directors for each fiscal year to offset the cost to the council for unused reservations charged by the meal caterer.  Current Late Cancellation/No Show fees are $25.  

Budgeting

General Guidelines

As in business, budgeting is meant to be a guideline to assure the financial success of the council.  Regular review of both current and past years can help the management of the council make important decisions regarding activities and dues.  Keep in mind, however, that changes in programming, mailing schedules, postage, and membership numbers can affect how past years’ performance can be compared.

One option is for the Treasurer to compile a monthly budget in addition to an annual one.  Estimates can be used for months where events have not yet been planned.  Other councils prefer a quarterly budget and planning cycle.  Sharing this information with the chapter can help with making programming decisions.  Try to be as realistic as possible when setting the budget figures.

Dues Structure

When setting the dues structure for the council, keep in mind the number of events, newsletters, and members the council will have for a given year.  If the council would like to pay for events so that members may attend free or for a discounted rate, this must be considered as well.  Additionally, keep in mind what would be considered a “reasonable” amount for a council of the same size.

Event Pricing

Another area to consider while developing a budget is pricing for different events depending on the type of functions.  Keep in mind as you are determining event costs that the price of an event can affect the number and type of members that attend.  Reservation policies should be developed that help the council avoid problems with people who do not attend after making a reservation, or make a reservation past a deadline.  For example, refunds should be offered only if the no-show does not incur a cost to the council.
Financial Statements

The council may prepare financial statements, and they can be as simple of involved as you would like.  Establishing a regular schedule of preparing and reporting financial information to the chapter can help officers plan future events.  This can also help members see where their dues are going.

COMMUNICATIONS

Council Newsletter

Newsletters can be an integral part of how your council communicates with its members, national officers, and other councils.  Several factors need to be considered when deciding how often, what to include, or if you should publish a newsletter.  These include the purpose, the number of members in the council, the cost, the availability of volunteers to create and mail, timing of events and the needs of your members.
Many councils find a monthly or quarterly publication comfortably suits their needs.

What To Include

There are no set rules of what to include in a newsletter, so you can be creative.  Below is a list of suggestions based on what other councils include in their newsletters:


· Letter from President and/or other officers

· Summary of last meeting

· Calendar of events including those from local council and national events

· Officer phone list

· Articles on current special projects such as fundraiser or community service event

· Membership highlights or spotlight on members

· Treasury report

· Request to bring new members to events

· Self-development articles

· Input from NAEPC

· Business-card sized advertisements to help pay for postage

Who Should be Responsible?
A Communications Chair, another officer, or a committee can do a newsletter.  If a standard format is selected, it would be easy for another person to take over or fill in if necessary.  Different committee members could be assigned various parts of the newsletter with the chairman in charge of coordinating the publication.  A committee could also be helpful with addressing and mailing the newsletter after it is created.

Other Forms Of Communication
Electronic Mail and Web

Using e-mail, members are able to communicate with each other quickly and inexpensively.  Many councils have developed a website through their affiliation with NAEPC.  Others have hired external webmasters to host their customized website.  In both cases, a website makes information available to members at all times, and can be used to recruit new members.  Establishing a group list serve e-mail account that is accessible to all members also helps to keep all members informed on upcoming and current events.

Voice Mail Boxes

Many councils have found that the use of a standard voice mailbox has been helpful.  The message can include information about the next activity, contact names and numbers, and allow callers to leave their name and number to be contacted.  This phone number can be printed on business cards that are handed out by chapter members, and will not change with a transition in officers.  This will help maintain continuity over the years.  Check with your local phone company for pricing and options.

Publicity

Take photographs of your events and write a short article to go with them.  Take it to you local newspaper.  If you hand it directly to a reported, your chances of having your article appear in print are greater.  Be sure to include the following in your article:

· Who – contact names and telephone numbers

· What – describe your event-what will occur? How will this impact the community? Can the general public become involved? This part is your “sales pitch” to the reporter. Toot your horn!
· Where will the event take place?

· When – date and time of the event

Many times there isn’t space or time to cover your event in the newspaper.  Don’t despair!  There is a great alternative.  In fact you should always do this following your community service event!  Write a letter to the Editor.  For a community service project, for example, thank your volunteers, the beneficiary organization and those who supported your event!  This letter will have a greater chance to be published than an article and you’ve created goodwill for everyone involved!

SAMPLE DOCUMENTS AND FORMS
SAMPLE ESTATE PLANNING COUNCIL
ATTENDANCE RECORD

{Enter Meeting Date}
PLEASE PRINT OR WRITE LEGIBLY.
NAME
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SAMPLE ESTATE PLANNING COUNCIL
MEMBER SURVEY

Name: __________________________________ (optional unless you answer “no” to 4, below)
1. Please rank the following alternative meeting structures in order of preference:

a. Breakfast (7:30am), 30-45 minute speaker


_____

b. Lunch (11:30am), 30-45 minute speaker


_____

c. Dinner (5:30pm), cocktails, 20-30 minute speaker

_____

d. A combination of the above set throughout the year

_____

2.
Please circle the number of meetings that you would prefer each year:     4     6     8     10

3.
Please rank the following program topics in order of preference:

a.
General interest information (not particularly estate planning)

_____

b.
Current developments and trends in estate planning

_____

c.
Legal aspects of estate planning



_____

d.
Accounting aspects of estate planning


_____

e.
Planning techniques and strategies



_____

e.
Compliance matters





_____

Are there any other particular topics or speakers you would like to hear at the meetings?

If yes, please explain briefly: ________________________________________________

________________________________________________________________________

________________________________________________________________________

4. From time to time, professional groups and other organizations request a copy of SEPC’s membership list, which contains the business contact information of SEPC members.  Provided the SEPC Board of Directors determines that the intended use of the list will be appropriate, do you authorize the SEPC to release your business contact information to such third parties?  ____ Yes; ____ No.

5. Please indicate your professional background:

_____ Attorney; _____ CPA; _____ CLU/ChFC; _____ CFP; _____ Trust officer.

Are you retired?  ____ Yes; ____ No.

6. Please use the remaining space and/or the back of this survey to provide us with any other comments or suggestions you might have for improving the activities, benefits and/or programs of the SEPC.

	SAMPLE ESTATE PLANNING COUNCIL
	
	

	PROPOSED BUDGET
	
	
	

	2007-2008
	
	
	

	
	
	
	 INCREASE 

	
	 NO CHANGE 
	
	 DUES $125 

	
	
	
	

	MEMBERSHIP
	88
	
	88

	
	
	
	

	
	
	
	

	
	
	
	

	REVENUES:
	
	
	

	DUES
	       8,800.00 
	
	     11,000.00 

	WEBSITE SPONSORSHIPS
	          850.00 
	
	          850.00 

	NO SHOW/LATE CANCELLATION FEES
	                 -   
	
	                 -   

	GUEST MEALS
	                 -   
	
	                 -   

	
	
	
	

	
	       9,650.00 
	
	     11,850.00 

	
	
	
	

	EXPENSES:
	
	
	

	BANK CHARGES
	                 -   
	
	                 -   

	CONFERENCE REGISTRATION
	          500.00 
	
	          500.00 

	CONFERENCE-ADMIN LODGING
	          250.00 
	
	          250.00 

	COUNCIL ADMINISTRATOR
	       3,600.00 
	
	       3,600.00 

	DOOR PRIZE/SPEAKER GIFTS
	          100.00 
	
	          100.00 

	DUES-AEP NOMINATION
	                 -   
	
	                 -   

	DUES-NATIONAL
	          100.00 
	
	          100.00 

	MEALS-3 DINNER 3 LUNCH
	       7,000.00 
	
	       7,000.00 

	MEMBERSHIP SERVICES - LEIMBERG
	       1,760.00 
	
	       1,760.00 

	POSTAGE
	                 -   
	
	                 -   

	SPEAKER - HONOR, TRAVEL, GIFTS
	       1,000.00 
	
	       1,000.00 

	WEBSITE
	          800.00 
	
	          800.00 

	
	
	
	

	
	     15,110.00 
	
	     15,110.00 

	
	
	
	

	
	      (5,460.00)
	
	      (3,260.00)


PUBLICITY

Calendar events should be sent to each media outlet (links listed below).  Do not include the Board meetings.
http://councils.naepc.org/_cgi-bin/calendar.web?CouncilID=271
Montgomery Advertiser go-calendar: http://montgom.planetdiscover.com/sp?aff=1003&skin=
Or submit an event on the right side of the home page, www.montgomeryadvertiser.com
Montgomery Advertiser – rharman@gannett.com – Rick Harmon (don’t have number)
Montgomery Independent: www.al.com/independant/indes.ssf?services.html
Montgomery Independent bill@montgomeryindependent.com - Bill Rice – 265-7323
Montgomery Living: www.montgomeryliving.com/contact
Montgomery Living – editor@montgomeryliving.com - Jennifer Kornegay – 265-0066
THIS BLURB SHOULD FOLLOW EACH EVENT:
Members of the SAMPLE Estate Planning Council strive to promote cooperation among the various membership disciplines (attorney, CPA, CLU, ChFC, trust officers and CFP) involved in estate planning. 
Membership to the SEPC is open to professionals in the above disciplines that practice primarily in estate planning. More information about SEPC, including a membership listing and calendar of events can be found at www.sampleepc.org. 
Sample Press Release
SAMPLE Estate Planning Council
3815 Interstate Court

Montgomery, AL  36109
For Immediate Release

Contact: 
Council Administrator
August 1, 2007





(999) 999-9999








Counciladmin@sampleepc.org
2007-2008 SAMPLE Estate Planning Council Officers

City, ST – The SAMPLE Estate Planning Council recognizes new officers.

President – 

President Elect –
Vice President – 
Secretary / Treasurer - 
2007-2008 Board of Directors


, Trust Officer


, Trust Officer


, CPA


, CPA


, Attorney


, Attorney


, CLU


, CFP

The SAMPLE Estate Planning Council was formed in the 1960's to provide a better understanding of estate planning and the services estate planners can render to the general public.  Members of the council strive to promote cooperation among the various disciplines (attorney, CPA, CLU, ChFC, trust officers and CFP) involved in estate planning, and foster a better understanding of the proper relationship that each discipline bears to the other, their clients, and the general public.

Membership to the SEPC is open to professionals in the above disciplines that practice primarily in estate planning.  More information about SEPC, including a membership listing and calendar of events can be found at www.sampleepc.org.    #  #  #

NEW MEMBER CHECKLIST
_________

Email Board for approval of application

_________

New member letter 

_________

Add member data to QuickBook’s 

_________

Send dues invoice with welcome letter

_________

Add to Member Directory on website
_________

Email to member regarding Leimberg’s service

_________

Membership chair contact to work name badge table at next meeting

Sample Meeting Agenda
Tuesday, September 11, 2007

Agenda

1. Welcome – 
2. Introduction of Guests –     

a. Mike Butler – Principal – Bern Butler (Cheryl Robertson)

b. Lara Knight – Manager – Bern Butler (Cheryl Robertson)

c. David Howell – Portfolio Manager – Synovus (Robbie Broach)

d. Drew McNeese – Trust Officer – Regions Trust (John Bell)

e. Bob Stoddard – Senior Financial Advisor – Ronald Blue & Co (Alan Wallace)

f. Brad Wright – Managing Partner – NY Life (Jim Naïve)

g. Richard Younger – Manager – Aldridge Borden (Rhonda Sibley)

3. Rhonda L. Sibley  - Accredited Estate Planner (AEP) designation – R. Broach

4. Board Resolution Approving Amendment to the Articles of Incorporation of The SAMPLE Estate Planning Council, Inc. – R. Broach

5. NAEPC Annual Conference – R. Broach

6. Financial Report – H. Cobb

7. Introduction of Speaker – Robbie
NEXT MEETING DATE – MONDAY, NOVEMBER 12, 2007 / 11:00 AM

Sample Membership Renewal Letter
September 22, 2008
Dear SAMPLE Estate Planning Council members:
It is time for renewal of your SAMPLE Estate Planning Council dues.  Our board of directors is refreshed, renewed and excited about another great year of programs and services which benefits you as members.  We have already scheduled Mr. Tim Britton from the IRS Valuation Division to speak at our September meeting, and Mr. Stephen McDaniel, an estate planning attorney from Memphis and past-President of the NAEPC, to speak at an extended program in November.

Along with this letter you will find an invoice for the 2007-2008 annual membership dues.  The board of directors met on June 18, 2007 to review the proposed budget and plan the programming for the upcoming year.  After much discussion regarding increased meal costs, additional meetings and additional membership benefits offered through our affiliation with the National Association of Estate Planners and Councils (NAEPC) such as website exposure, conference opportunities and the Leimberg Information Services (LISI), the board voted to increase the dues to $125 this year.   Remember, this amount includes the cost of your meals and drinks at our six scheduled meetings this year.

Another big step for our council is the hiring of a council administrator.  For years, it has been difficult to find members interested in committing the time and resources to dedicate to the administration of our council.  Our board, after reports from the NAEPC national conference by Robbie Broach and Van Sievers, believes that our council will be better served with a council administrator to handle the routine bookkeeping, clerical, communication and scheduling work.  It will allow for continuity as officer roles change each year, and it will allow for our officers and directors to focus on membership cultivation, sponsorship solicitation, and acquisition of good, quality programming for our meetings.  We have engaged Brenda Hellums, private client specialist with Wilson Price’s Family Office division, to serve as our council administrator.  Many of you know and have worked with Brenda in various roles.  We are confident that Brenda’s organization skills will keep us all on our toes as we set higher goals for the progress of the SAMPLE Estate Planning Council.

Please check the website, www.sampleepc.org for meeting dates and put them on your calendar.  Meeting notices and reservation reminders will be sent via email prior to the meeting.  Please be sure that we have your current mailing and email addresses and that your spam filters will allow email from the council’s email address, counciladmin@sampleepc.org.

The SAMPLE Estate Planning Council directors are committed to providing the membership with informative programs, professional resources and opportunities for the members to meet and share ideas with the other members of the estate planning community.  Please be aware of other professionals who meet the criteria for membership in our organization and encourage them to join.  They can find out more about us and a membership application at our website.  Also, we ask that you help us solicit sponsorships by other organizations.  Ask your contacts that depend upon estate planning services for their livelihood to sponsor our website or programs.  We will be sure that they receive appropriate recognition for their commitment.
We look forward to a great year and greatly appreciate your involvement and input.


Sincerely yours,


Vice-President
Sample Website Sponsorship Solicitation
September 22, 2008
On behalf of the board of directors of the SAMPLE Estate Planning Council, I would like to introduce your institution to an opportunity to support the SAMPLE Estate Planning Council through its Website Sponsorship Program.  Our council, through its affiliation with the National Association of Estate Planners and Council, hosts a website containing information important to those estate planning professionals in the Montgomery area. Our website, www.sampleepc.org, contains member contact information, calendars for upcoming events, and links to useful resources and documents.  

To defray some of the costs of the website and resource access, our council offers annual non-member website sponsorships for $250, running our fiscal year July 1 through June 30.  

As a result of your sponsorship, you institutional logo and website link will be prominently located on the "Home" and “Patrons” page of the council website.  To see for yourself, I encourage you to access our website at www.sampleepc.org.  I urge you to visit our website to keep up with events on the calendar, local estate planning professionals that are members of our organization, and other developments as they are posted.  

As a benefit offered to each sponsoring institution, that non-member sponsor is allowed to send a representative to one meeting per year without charge for their meal.  This representative need not be a council member, nor are they required to participate in the estate planning community.  This would be an excellent opportunity to “show off” our council benefits and activities to non-member executives of the sponsoring institution.

Check the online calendar at our website www.sampleepc.org for meeting dates, times, location and speaker information.

The SAMPLE Estate Planning Council directors are committed to provide the membership with informative programs, professional resources and opportunities for the members to meet and share ideas with the other members in the estate planning community.

We ask that you consider becoming a SEPC website sponsor.  We have enclosed a Sponsorship Order Form that you can use to subscribe by completing the name, address and contact information and circling the appropriate type of sponsorship.  If you desire more information or wish to “sign up” without completing the form, please contact me 999-999-9999, counciladmin@sampleepc.org or at the above address.  We appreciate your consideration and look forward to your institutional affiliation with our council.

Sincerely,

Secretary/Treasurer

Sample Member Recruiting Letter
September 22, 2008
Potential Member

123 Main Street

Montgomery, AL

Dear Potential:

The SAMPLE Estate Planning Council is beginning a new membership year and I would like to extend to you a personal invitation to join our local council.  As a professional practicing in estate planning, you understand the value in equipping yourself with all of the tools to excel in your specialty area.  Through membership in the SAMPLE Estate Planning Council, you represent to your clients and peers that you are dedicated to honing those estate planning skills and are committed to working with other professionals who also are held in high regard above the general practitioner.
The SAMPLE Estate Planning Council, Inc. was incorporated October 1, 1986 after forming in the mid 1960's. The council was formed to provide a better understanding of estate planning and of the services that estate planners can render to the general public. 

Members of the council strive to promote cooperation among the various disciplines involved in estate planning and foster a better understanding of the proper relationship that each discipline bears to the other, their clients, and the general public.

The membership of the SAMPLE Estate Planning Council is limited to attorneys who are members of the Alabama State Bar, trust officers of trust companies and banks that maintain trust departments, Certified Public Accountants who are members of the Alabama Society of Certified Public Accountants, Chartered Life Underwriters or Chartered Financial Consultants who are members of the Society of Financial Service Professionals or National Association of Life Underwriters and Chartered Financial Consultants, or Certified Financial Planners who have received such designation from the Certified Financial Planners Board of Standards.
The council currently meets six times a year to hear guest speakers and enjoy a meal together.  Membership benefits through our affiliation with the National Association of 
Estate Planners and Councils include a website for information distribution and 
communication among the members and the general public seeking estate planning help, access to Steven Leimberg's Leimberg Information Service (LISI), discounts on estate planning resources that include Trust and Estates magazine, CCH estate planning publications and Viewplan software, Civicon conference calling, Kettley software products, and reduced annual conference registration fees .  Please take a moment to explore our website to discover the benefit of being listed as a member of the SAMPLE Estate Planning Council.  From there, you can also link to the national association website for more information on the benefits of membership to a local estate planning council.

The current membership year dues are $125 and that amount includes the cost of meals at all of our meetings and cocktails at our evening meetings.   You will note on our website that all of our meetings are scheduled for the Capital City Club.  I hope that we will have the program speakers and topics finalized and published on our website by mid-August.  

I know that estate planning makes up a large part of your professional practice and I hope that you will consider being associated with other estate planning professionals in our community.  I also hope that you might encourage other qualifying members of your firm that practice in estate planning to also join.  Please feel free to contact me directly, or you can contact us through the website for more information.

Sincerely,

Secretary/Treasurer

Sample Speaker Thank You Letter
September 22, 2008
Judge All R. Fair
County Probate Court

100 Court Street

City, ST  99999
Dear Judge Fair:

On behalf of the SAMPLE Estate Planning Council, I would like to thank you for speaking to our council.  Your presentation was quite informative and we appreciate the time that you spent with us.  I hope that you will return again to one of our meetings and plan on staying for the meal.

As a side note for you, we have provided a link to the County Probate Court from our website.  Check out our website at www.sampleepc.org.  If you think of other useful links we can add, please let me know.

Again, many thanks for spending time from your day to make your presentation to us.

Sincerely yours,

Secretary-Treasurer

Sample New Member Welcome Letter
September 22, 2008
Ms. New Member
ABC & Company
123 Main Street
City, ST  12345
Dear Mr. Member:

Thank you for submitting your application for membership to the SAMPLE Estate Planning Council.  On behalf of the members and Board of Directors, I am pleased to advise you that your membership has been approved and we welcome you as a member of our organization.  Your membership year begins immediately and runs through June 30, 2008. 

Our next meeting is Tuesday, October 9, 2007, 5:30 am at the Capital City Club.  Notices will be emailed before each meeting announcing the speaker and subject, but you can check the calendar anytime at the council’s website, www.sampleepc.org.  You may attend the program portion (speaker) of the meeting without a reservation; however, reservations are required for meals. 

As a member of the SAMPLE Estate Planning Council your business contact information is listed on our website.  Be sure to check that information and contact me if you have any changes or corrections.  If you prefer that this information not be available for public viewing, please contact me.

Your initial username and password for our website is as follows:

Username:
New Member
Password:
New Member
Once logged in, you will be asked to change your password.  If you ever forget your password, please notify me.

Also, as a member of the SEPC, you are able to access Steven Leimberg’s LISI service through our council membership.  I will forward that login information in a later email communication.

Should you have any questions regarding our organization that have not already been answered, please feel free to contact me.  We look forward to you joining us at our future meetings.

Sincerely yours,

Council Administrator

Sample New Member Leimberg Service Letter/Email
Dear EPC Member,

Your local Estate Planning Council has now made it possible for you to access the Leimberg Services website.  The first time you access this site, you will want to follow the instructions listed below.

Directions:

-
Open the following address:   

http://leimbergservices.com/naepc_access.cfm

You will want to "book-mark" or indicate this address as a "favorite" or use the link from the from your local chapter’s homepage.

-
Do NOT enter anything into the “user name” or “password” area on the left of the Leimberg home page on your first visit.

-
At the TOP CENTER of the Leimberg home page, you will see instructions for: 

"ESTATE PLANNING COUNCIL MEMBERS CLICK HERE TO OBTAIN USERNAME 

AND PASSWORD"

-
After clicking there, a form will open for you to complete and submit.

-
Once you complete the form, you will receive an email with your user name and password.

The NEXT time you access the Leimberg site (using the address above) use the spaces on the LEFT side of the Leimberg home page to enter your user name, and the password they have provided you via email.

We hope that you find this link to be a valuable asset!

National Association of Estate Planners & Councils

FAQ’s for EPC members who already subscribe to the Leimberg website:

Our (NAEPC) Leimberg service does NOT include the LISI newsletters via email that are received by regular Leimberg subscribers.  Subscribers under our arrangement CAN review and search the newsletter archives on the website.

If a council member desires to discontinue his present service and use the NAEPC sponsored service, he or she should simply email Bob LeClair at Leimberg services and ask that this be done.  Bob's email is:  leclairr@msn.com   Regular Leimberg subscriptions are billed monthly.  There will be NO refund from Leimberg Services.

If a council member decides to discontinue his present subscription in favor of the NAEPC offer and then, in the future, decides to resubscribe on an INDIVIDUAL basis, he will be subscribing at the rate in place AT THAT TIME.  He will not be able to resubscribe at the rate he had when he discontinued in favor of the NAEPC plan.

Other Information:

NAEPC may periodically send emails to members of local councils to promote NAEPC conferences and member services.  Leimberg Services may send emails to members of local councils promoting products and services of LISI, Leimberg & LeClair, Inc. and Leimberg Associates, Inc.  Email contact by NAEPC or LISI will not be abused.

Sample No Show/Late Cancellation Invoice Transmittal Letter
September 22, 2008
Dear Estate Planning Council Member:

Enclosed you will find an invoice for No Show/Late Cancellation fees assessed in accordance with the policy established by the Board of Directors.  Our organization is billed for the greater of meals reserved or actual meals served.  This fee does not replace the cost of the meal for the organization, but is to act as a deterrent for habitual “no shows”.

Please make every effort in the future to attend the meeting if a reservation is made or cancel your reservation prior to the deadline requested in the meeting notice.

Thank you.
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