
Chapter President Planning Guide

Message from the LOA President

Chapter Presidents,
We often discuss how the local chapter is the lifeblood of our professional organization.  The effectiveness of chapter events has a great deal to do with both the interest and professional development of its members.  Moreover, chapter activities offer a break from the daily grind, information to enhance understanding and expertise, and a valuable forum for solving the challenges of the day.  

The purpose of this guide is to provide some proven suggestions on planning and executing chapter events which are both interesting and professionally enriching.  The first part of this guide provides broad planning points for the year’s activities.  The second part is a simple word document template for modification to reduce the admin burden in executing your plan.  If you have additional ideas or proven methods you want to pass to other presidents please take the time to pass it to our Chapter Support Officer, Maj Camille LaDrew chaptersupport@loanational.org or DSN 651-4377.  Thank your for your service as a Chapter President.

TOM D. MILLER, Colonel, USAF

LOA President

Getting Organized
Sit down with the Chapter Advisor and proactively outline priorities for the next year shortly after annual elections.  Chart out activities for the year that don’t conflict with your organization’s major events (AEF Deployments, higher headquarters and local inspections, and holiday periods where higher than normal numbers of folks will be on leave).  You may not execute your plan exactly as designed but by making it a one year outlook you have a better chance of providing your members with some meaningful development.

Your next step should be to review your Chapter’s charter/bylaws to see if they need to be updated based on your priorities and/or operating environment.  LOA has not kept an archive of Chapter bylaws in the past, but is working to correct that.  You should forward a copy of your latest bylaws to chaptersupport@loanational.org as soon as your review is complete.

Membership

Chapter Membership

Chapter activities and effectiveness are greatly enhanced by both the quantity and diversity of chapter members.  As such, your recruiting efforts should reach beyond active duty logistics officers to civilian, retiree, Total Force, and Sister Service logisticians.  The following paragraphs offer proven methods to reach out to each group.
Active Duty Logistics Officer Membership Drive

One proven method for reaching out to all of the logistics officers on your base is to request a run of officers with primary/secondary 21A/M/R, 63A and 64P AFSCs from your servicing Mission/Force Support Squadron.  Those lists can be used to reach out to all eligible officers in your recruiting efforts.
Civilian Loggie Membership Drive

There are many benefits to having civilian loggies join your chapter.  Not only are they a vital part of Air Force logistics operations, but they bring a unique perspective to the organization, and generally serve as a great source of continuity.  You can contact the Civilian Personnel Flight in your Mission/Force Support Squadron and request a run of all civilians in Log-coded positions on your base.
ANG/AFRC Membership Drive

If your unit is co-located or proximate to an ANG or AFRC unit, you can initiate contact through your chapter advisor.  The advisor will generally be an O-6 who can contact their Total Force counterpart to gain leadership support for the effort and identify a POC for coordinating activities.
Joint Membership Drive
The easiest way to get a foot in door with Sister Services is to find a number for their logistics organization and start calling, or find an O-6 equivalent for your chapter advisor to contact.  Simply requesting a tour of their log ops or offering a tour of yours is a great way to gain their interest.

Retiree Membership Drive

Many bases have a large retiree population, and retired loggies have a wealth of experience and often a long contact list to bring to the fight.  In addition, they can hold chapter offices and serve as a great source of continuity.  One of the best ways to reach out to retired loggies is to put a “Retire Loggies Wanted” article/blurb in your base paper…and time it so it’s published on a pay day when they frequent the BX/Commissary (and grab a base paper along the way).

LOA National Membership Drive

LOA National membership is a prerequisite for chapter membership and is highly encouraged, since there are benefits of LOA National membership to both individual chapter members and the chapter at large.  LOA National membership provides loggies with a whole host of professional and networking tools (most are available via access to the LOA National website:  www.loanational.org), a copy of ER Magazine delivered quarterly, and the ability to register for and attend the LOA National Conference.  A primary chapter benefit of individuals being LOA National members comes in the form of the Membership Rewards Program where a check is given to each chapter at the National Conference based on the chapter’s number of LOA National members.  That’s free money for chapter events!

Professional Development

Professional development is at the heart of LOA activities, and there are more opportunities than your unit will have time for.  The best course of action is to sit down with your wing calendar and schedule chapter activities around it.  In busy months, a LOA social with a few admin remarks may be your best chance at a gathering.  In lighter months, you can plan more robust activities.  
Most often, there are just four or five chapter members that plan and execute all of the events.  You should consider having the Chapter Cadre to set the calendar and determine the events, then get CGOs from the membership at large to plan and execute them.  Not only do they gain valuable experience in planning activities, but they get credit for community service for quarterly/annual awards packages…and many hands make the workload lighter.  A notional annual activities calendar is provided at Attachment 1.
Here are a few professional development ideas employed by other chapters:
Base Logistics Capabilities

The easiest tours to set up and execute are for operations within our home wings.  You can plan a flightline, backshop, or MUNS tour for LROs and plan a tour of LRS for maintainers.  These types of tours not only enhance daily operations through a better understanding of operations within the wing, but they go a long way to bridge the gap between maintenance and log readiness when the formal career broadening effort was de-emphasized.

Modes of Transportation

As loggies, we should be familiar with all five modes of transportation:  airlift, sealift, trucking, rail, and pipeline.  Fortunately, at least four of the five types exist within a day’s drive of most bases.  Airlift (FedEx, DHL, etc.), trucking, and rail operations are usually quick kills.  Sealift/port ops and pipeline ops may take more effort to plan and more travel time to tour, but they are well worth the effort.

Joint Tours

Many Air Force bases are fortunate enough to be located near Army, Navy, Marine, or Coast Guard bases.  There are few tours more enlightening than seeing how our Sister Services tackle challenges similar to our own.  Likewise, having an understanding of Army deployment processes and Naval Sealift processes can enhance our support in the Joint environment.
Industry Tours

Outside of the modes of transportation, there are countless opportunities to learn more about the DoD’s industrial base…everything from defense contractors and manufacturing plants to think tanks and members of Congress (who control our purse strings).
DV Lunches

DVs often travel to (and through) our bases and the can provide valuable insight into issues and efforts at the highest levels of Air Force operations.  One recommendation is to get plugged in with your base’s Public Affairs shop.  Most wing commanders get a weekly update on DVs traveling to/through their installations.  With enough lead time you can work time in their itinerary for a LOA Lunch or Social at the Club…and most welcome the opportunity to both share their insight and hear about your concerns.
Community Service

It’s hard to find time to do it all, but as Airmen it is our responsibility to reach out to the base and local communities.  Base community involvement can be as easy as setting up the your wing’s Annual Maintenance/Logistics Awards Banquet or providing a small check to the packages given to Base annual/quarterly awards winners.

There are countless opportunities to contribute to the local community.  A quarterly activity can go a long way for enhancing your base’s image in the local community and bring deserving loggies a little recognition.  The easiest way to incorporate community service into your chapter activities is to adopt an agency and set up recurring opportunities for your chapter members to participate.  Some examples are Habitat for Humanity, reading/assisting at a local elementary school, or adopting a center that caters to retirees.
Communication

Communication is arguably at the heart of our greatest challenges.  The following paragraphs offer some methods to maximize your communication efforts.
Email

Email is often the best way to reach out to your chapter members in light of the demanding pace we keep.  The 21A, 21R, and 346-coded civilian rosters provided by your Mission/Force Support Squadron can be used to develop email groups.

Base Paper

Short blurbs/articles in your base paper can be used to recruit, educate, and inform the base populous on recent/upcoming activities and trumpet your LOA Chapter accolades.

LOA Website

The LOA National Website offers space for each chapter to set up a website where you can list chapter leaders, provide info on upcoming activities, post photos of previous events, and post the minutes from previous chapter meetings.  To start up your chapter website go to:  http://www.loanational.org/chapter/websites.php.
ER Articles and Crosstalks

There’s no better way to share your expertise, experiences, and activities with the Air Force’s logistics community than through the ER magazine.  Feature articles enhance the expertise of all logistics professionals and Chapter Crosstalks not only parade your Chapter’s successes, but provide other chapters with ideas for future events.  ER feature article submission guidelines can be found at:  http://www.loanational.org/exceptional-release/submission-guide.php.  In addition, the LOA Chapter Support Officer will send a quarterly email reminding chapters of Crosstalk submission deadlines and format.
Awards
Recognition is a valuable tool for rewarding performance and generating interest in LOA.  When LOA members participate in activities, Chapter leaders should email action/impact bullets to their squadron commanders.  In addition, there are both individual and chapter awards presented each year at the LOA National Conference.  Submission guidelines are on the LOA website at:  http://www.loanational.org/_files/g-LOA%20G-5%20Awards%20Feb%2009%20Final.pdf.

Leadership

Most Chapter Presidents will agree that leadership involvement is pivotal to a Chapter’s success.  The fact is we care about what our leadership cares about.  The role of the Advisor, normally the MXG/CC or MSG/CC, cannot be overemphasized.  Likewise, every effort should be made to secure Sq/CC support for LOA events and activities…they set the pace and vector for their units and subordinate officers.  Finally, never underestimate the value of peer leadership and personal involvement.  Personally visit your peers to develop support…it’s pretty easy to delete an email, but it’s much harder to look someone in they eye and tell them “no.”
Admin

The following is a short list of admin activities that will help keep your chapter running smoothly:
- After each summer PCS cycle, request new 21A, 21R, and 346-coded civilian rosters from your Mission/Force Support Squadron
  -- Update your email groups

  -- Encourage all chapter members to update their chapter affiliation by logging onto the LOA Website and clicking on the “Update My Info” link

- After annual elections send an email to the LOA Chapter Support Officer with the names and email addresses of the new chapter officers

  -- Scrub chapter bylaws to see if they need to be updated and email a copy to the LOA Chapter Support Officer for archiving

Chapter Membership Dues Report Management

The following instructions should get you to the chapter membership dues report.

- Login at www.loanational.org
- Click on Member Services at the top of the page

- Click on Reporting on the left side of the page

- Click on Dues Report on the left side of the page

- Select your chapter

- Click on generate report
This report will identify the members that their dues expire in the next 30 days as well as those that have expired.  If you do not have access to the report, then contact the webmaster webmaster@loanational.org to gain access.

Other Planning Considerations
- Sit down with your chapter advisor quarterly for advice and insight
- Have the AFPC 21A/M and 21R Assignment Teams come to your base once every two years to keep your members up to date on new developments in the career field including the assignment system, Developmental Education and the Squadron Commander Board process.

- Invite a Senior Leader in the logistics community to come to your chapter to provide a senior perspective on major logistics issues.  You might be able to coincide this with your Maintenance/Logistics Professional of the Year Banquet.

- Plan on one of your monthly events to be the National LOA Conference, attendance at this event spurs new interest in the organization and will rededicate members to other events.

- Have the Wing Commander or equivalent; speak to the group once a year.

- Rotate the Chapter Meeting responsibility among the maintenance and logistics squadrons to keep the workload down and the interest high among all logistics officers.

- Always have the Advisor Comments at the end of the meeting by the senior logistics officer emphasizing key issues in your wing and the benefits of membership. 

- Consider social only type events such as bowling, golf tournaments or cookouts once in a while to build camaraderie not possible in a normal meeting setting.

- Chapter Websites are important; keep them current and professional.  Often when an officer is PCSing to a base the website will be the first indication to him or her of the status of your chapter.

- Try to balance LRO and Maintenance/Munitions Officer issues so everyone stays engaged and feels included.

Continue Your Inputs…

Lessons learned are rarely rocket science but they can be helpful.  If you have ideas you wish someone had passed to you when you were elected Chapter President, please forward them to me at chaptersupport@loanational.org and I will share with the group. 

C. CAMILLE LaDREW, Maj, ANG
LOA Chapter Support Officer

Attachment 1:  Notional LOA Annual Activities Calendar
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