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 A COMMON SENSE APPROACH TO PROTOCOL

DEFINITIONS OF PROTOCOL:

Webster: "Rules of etiquette and order in diplomatic or military 

                Ceremonies"

Ohio Jaycees 1996-97 Protocol digest: "Rules of etiquette and

                order at Jaycee meetings and events"     

Scott Fitzgerald:  "How to act in public and treat people, members


       and nonmembers, the way you would like to be 

                treated"   

Chapter Protocol:

1. Have meeting area set up prior to starting time

     a. Have an American flag

     b. Jaycee creed

     c. Head table

     d. Podium

**Optional extra touches

     a. Ohio State flag

     b. Ohio Jaycee flag

     c. Chapter banner

2. Ask or assign a member to act as a greeter to ensure new 

    members/guests feel comfortable and to make sure they are

    not forgotten in the hustle of a meeting or event

    a. Have greeter introduce (Name/position) him/herself to the

        new members and guests.

    b. Have greeter introduce all new members/guests to:

        1. President

        2. Board members

        3. General membership

3.  When a chapter is visiting your chapter try to extend "Jaycee                                                 

      courtesy".  What is Jaycee courtesy?  It is allowing the visiting 

      chapter free admission to a project/event or front of line 

      privileges.  We all know this is not always possible, please

      inform the visiting chapter ahead of time so they can be 

      prepared to pay or wait which ever the case may be.

4.   If you are planning a visit to another chapter, call ahead of time

      and inform the President or State Director.  Include the 

      following information:

      a. Chapter name

      b. How many will be attending

      c. Coming to help/work or just to visit

      d. What time do you expect to arrive?

5.   Chapters who receive a request for a visitation from another 

      chapter need to inform them of the following:

      a. Project Chairperson and phone number

      b. Cost (if any)

      c. What type of help is needed?

      d. Dress code (if any)

      e. Directions to event

      f. Is there a limit on number of people who can visit?

      g. What is the best time for a visit?

6.  Chapter Service Area


     Each chapter has its own service area and has projects and

ideas planned for this area.  If your chapter is running an event that will                                                 cross over into another service area, your chapter should contact the other     chapter and ask permission to run the project in their area.  It will probably not be a problem but there are times that it may interfere with a project they are running or planning and you will be told no.  If you press on with the project despite their refusal, this can cause bad feelings and resentment between chapters and this does not make for a productive relationship.  If the other chapter agrees to allow your project, remember this when they come to you, and return the favor.

State Officer Visitation Protocol:

1. Invitations for State Officers should be in writing and as far in 

    advance as possible

    a. All Presidential invitations should be sent to the Executive 

        Assistant

    b. All other State Officer invitations should be sent directly

        to the officer 

2. Tips:

    a. Send invitations early

    b. Send written invitation, even if verbal one was extended, it

        is a reminder

    c. Include in invitation: date/time, directions, attire, cost, and phone

        number and what you want the officer to do

    d. State Officers do not normally travel alone, so include on

        invitation how many guests may be brought?

    e. Indicate if children are allowed

    f. Ask if they need a place to stay

    g. Ask if they will need special equipment for presentation

        (board/paper to write on, overhead, easel, etc.)

    h. Ask Officer for background information for introduction

3. Upon State Officer Arrival

    a. Have greeter meet him/her at the door

    b. Allow them to attend to personal needs (bathroom, phone,

        etc.)

    c. Greeter should also be the Officer's escort

    d. Do not ask the State Officer to buy sweepstakes or 50/50 

        chances.  They are on a tight budget and may feel bad about

        turning you down.

    e. Invited guests should not pay for meals/refreshments

4.  More Tips:

a. Remember State Officers may have to travel several hours to get to your event. You need to inform them of the best routes to take or

 ones to avoid. Take in consideration their trip home; try to have them

 at the beginning of the program, in case they need to leave early       

b. State Officers are on a limited budget.  If your chapter can 


    afford it; offer a nice meal or gas certificate to help alleviate

           the travel costs.  If your chapter can not afford a small gift then a nice 

           thank you card would be appropriate

Phone and E-mail Protocol:

1. Do not call after 10:00 P.M. (2200 hrs military time) unless                  

    arranged earlier or it is an emergency.  Pre-dues and Dues 

    Close-out is announced early so be prepared to be called

2.  When calling regardless of time, get to the point, get information you need, ask questions and let the person get back to what they were doing.  Do not draw out the conversation, this makes for less successful calls

3.  When leaving a phone message leave name and number, brief message, and then name and number again.  Speak slowly and clear.  Also be sure to leave full name and number, sometimes when checking messages from the car or work we may not have an address books handy and we may know 20 Carol's

4.  When sending e-mail messages try to use Jaycees in the subject area.

     If e-mailing and you need an immediate response (24 hours or less) contact person by

     telephone       

5.  Remember not everyone knows, at a glance, everyone else's e-mail address

6.  Please virus check all downloads

7.  Try not to load down other Jaycees with Junk e-mail i.e. chain letters, jokes, etc.

8.  Try to spell check before you send mail

9.  Using all capital letters is also know as shouting in the computer world

10.  Remember to be careful what you e-mail and to who.  It can be forwarded, printed, copied, cut and pasted to something else

11.  If your communication is not returned within three attempts, please contact the persons immediate superior i.e. PM contact VP, VP contact President

The above are just guidelines.  Nothing hard to remember 

JUST USE COMMON SENSE!

