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QUWF Chapter Policy and Procedures Manual 
 

Section 5 - Organizing Committees To Meet Goals 
 

"It's All About Wildlife"™ 
 

5. Organizing Committees To Meet Goals. 
 
Probably the most important thing to learn here, delegate tasks and jobs to others, you 
have to have help or the whole project or even the chapter will struggle, you cannot do it 
alone. Be up front, if people do not help, and help in a timely manner, things will not get 
done and goals will not be met. There are basic committee positions that must be 
established for any chapter to be successful. Try to discover who has interest and 
possible experience in the various responsibilities of chapter functions so they do what 
they enjoy rather than volunteer because no one else would.  Everyone in a chapter or 
group has individual strengths and talents, use those to your advantage and build on 
them. 
 
There are three elements of the organization, committees and individual responsibilities 
that may be handled easily by one person; chapter historian, marketing or habitat 
coordinator. To try and help your chapter development we have a list of suggested 
committees. These are not set in stone but should give you a good idea of how to 
structure your chapters working teams. You can add to, delete, combine or customize 
them for your chapter and its situation. 
 
Basic Minimum Committees of a Chapter: 
 
1. Banquet and Events Committee 
2. Membership Committee 
3. Habitat Projects Committee 
4. Outreach Committee 
 
Some chapters also have a Manpower Officer or committee that is in charge of 
scheduling those members and volunteers to help with the chapter events throughout 
the year. This is a very good idea and the person or committee must stay in contact with 
all members to help provide the manning needs. Having just a few individuals doing all 
the work will burn out a chapter faster than anything else. You have to get all members 
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to understand they have to help at some point so planning for a year's events should 
allow all members to mark their calendars for some sort of work for the chapter. Trust 
us, there will be a lot of talkers who, when it is time to grab a shovel or man a booth 
have a myriad of family issues that just "popped up" or appointments that they forgot. 
These are the ones to remember when cost share is divided up among those who 
helped earn it. Young adults attract other young adults so try and always have a 
contingent of your youth at all events, booths and fundraisers and they are fun to work 
with. As an idea, consider a few incentives for the workers of booths etc. like logo'd 
coffee mugs, committee hats, lapel pins or other small gifts when they complete task 
and present them at the next regular meeting for good exposure and special thanks. 
 
1. The Banquet Committee: 
 
The function of this committee is probably the most important as it will provide the 
planning and roadmap for fundraising of the chapter. The selected chair of this 
committee should have very good organizational skills, be computer literate and have 
some experience in fundraiser efforts including budgeting. He or she should set the time 
lines for Banquet and Event execution, which from experience teaches us we should 
begin Banquet planning 6 to 8 months before the actual date. This position should 
also oversee the total Banquet budget, including the subcommittee breakouts and the 
final Banquet / Fundraising Report and payments submitted to National within 10 days 
of the event (see Section 7-Finances). Smaller secondary events still should be planned 
months in advance to allow proper planning and cross checks on costs and manpower. 
 
Sub committees can be formed and should be formed to support the banquet or event 
structure. For example, there should be; 
 
a. facilities and food team 
b. silent auction item acquisition and set up team 
c. live auction item acquisition and set, auctioneer acquisition team 
d. raffle items and set up, this includes raffle girls, raffle tickets and management  
e. ticket sales, sponsorship and underwriting team 
f. POS, signage and advertising team 
g. manpower coordinator 
 
This is where the details become very important, write them down as you report to the 
chapter on your progress. 
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Here is also where Excel spreadsheets on the home computers can really help the cost 
estimates and planning. 
 
Facilities and food at the banquet are always a huge challenge and can be a major 
expense if not watched closely. Going to hotels will cost you dearly because they 
usually want you to use their food/beverages at higher costs, try to find facilities that 
may be free or require a small donation, like Churches, town community centers,  VFW 
Halls, Masonic Lodges or Shrine Temples. The food should range from $8.00 to a high 
of $15.00 per person, if you cannot hit that range, revisit your options and contact your 
RD for more assistance. This team should also ensure insurance coverage and all 
required permits are obtained. Liability coverage of the event is covered under your 
QUWF chapter insurance and by notifying our insurance carrier, you can obtain an 
insurance certificate if required by the facility at no charge. 
 
The silent auction team can gather items from local stores, restaurants (meals are 
very popular), hardware stores etc. and make up baskets for the ladies who will attend. 
A ladies crowd pleaser is larger baskets with donated skin care products, certificates for 
facials, manicures, pedicures, spa visits etc. just for the ladies. Combine several smaller 
items for the guys, hats, cups, ammo, knifes as a package and it will draw attention and 
bidders. The team should be responsible for setting up the displays on the tables and 
creating/managing the actual auction sheets themselves. Try to get as much as 
possible in donations and go to locations where you do business. These business 
owners know you and they are generally more open to better donations when you ask 
for your chapter. Visiting the local motel or local bank,  and asking for their logo pens 
may save you buying extra pens and pencils. All purchasers need to have a written 
donation form when they donate items or pick up their items and pay for them. 
Donations forms are available on line, in the "Tool Shed", and we try and keep a supply 
of donation books for a nominal cost, at National. 
 
The live auction team has the responsibility to find or acquire the larger items to be 
auctioned live with the auctioneer. Again, member donated lands for hunting such as 
$500.00 for 2 men to hunt a members land, are great profit generators, or guided turkey 
or deer hunts from a committee member who enjoys guiding. Guns, a few prints from 
recognized artists, hunting items, puppies, specially created products such as wine or 
limited edition liquor items are also very good. Ensure you have good descriptions for 
the items in the banquet brochure, and use action words to help excite the buyers. The 
brochure can be put together using Microsoft word for the event. Be careful here to not 
go overboard, about 15-20 items is a good target for an average Banquet and have a 
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goal for how much you want to make and have items you know or at least feel will draw 
the most interest and best bidding. Someone needs to track all sales for all items for the 
banquet report, again if you have created a spreadsheet with the items listed and their 
costs, if any, you merely have to fill in the amounts. All purchasers need to have a 
written donation form when they pick up their items and pay for them. Donations forms 
are available on line, in the "Tool Shed", and we try and keep a supply of donation 
books for a nominal cost, at National. Also this team has several "runners", people who 
can watch for bids and get to the purchaser right away with the donation form he or she 
will use to pay on the way out.  
 
The ticket sales, sponsorship and underwriting team should be a committee whose 
job it is to obtain local sponsors and prepare and manage banquet ticket sales and table 
sales. Underwriting the Banquet can greatly increase your profit margins, ease the 
financial burden of the event and make things run a lot smoother. Pre-banquet raffles or 
table sales, for example, can help provide significant dollars to cover the facilities and 
food. Further, this effort also serves to increase the chapters split percentage if over 10 
local sponsors are obtained at $250.00 or $300.00 per sponsor (see section 7- 
Finances). Plan on having a poster for sponsors to post in their store windows or on the 
counters, have recognition at the banquet as well. Donation forms should always be 
provided for any sponsor or underwriting donation. Donations forms are available on 
line, in the "Tool Shed", and we try and keep a supply of donation books for a nominal 
cost, at national. Banquet ticket templates are available online for your use, and we 
have several vendors that work with our chapters, just call us at National. 
 
Raffle Items are a key to successful Banquets and Events. Again, items that are 
donated are the best revenue generators. We supply a raffle template online, in the 
"Tool Shed" for your use, that are perfect for a gun raffle prior to the actual Banquet to 
raise dollars. You can replace the picture (when using a gun for example) and the 
description. Further we have 5 part raffle tickets for purchase at a minimal cost at 
National that can be used individually or bundled for $50-$100 packages depending on 
size of your event, creating an even greater value to the attendee. Again we have 
several vendors that can supply all your printing needs if you desire, including a really 
neat, customized,  Banquet Program cover. This team/committee should also be in 
charge of acquiring raffle girls to sell tickets during the Banquet or Event. Normally, they 
are provided 10% of what they can sell as a commission or many times a flat rate of 
$50-$75, and that can be deducted on the Banquet Report Form, in the expense 
column. If they make over $600.00, they must be provided a 10-99. We highly 
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recommend the chapter have D&O insurance to cover board members, committee 
members and volunteer members in addition to the liability insurance. 
 
SPECIAL NOTE: When opening a bank account, consider getting a chapter charge 
card for VDP purchases during the Banquet process, tightly controlled and reported so it 
does not become a serious problem quickly. Someone will need to put their name on it 
and that individual should handle the card, submitting expenses to the treasurer for 
payment of the card. We suggest no more than a $2,000 credit line.  
 
Example Banquet Gun Raffles: 
 
5 Gun "Quick Draw" a set number of raffle tickets are sold for a 5 gun assortment, or 
until a certain time. The tickets are normally $10.00 a piece or $20.00 depending on the 
value of the guns in the collection. The first winner gets to pick from the 5 guns his 
choice of one gun. Then the next and so on until all the guns are awarded. 
 
ALL NEW GUNS HAVE TO GO THROUGH AN FFL DEALER, NO EXCEPTIONS!! 
 
Remember, each individual must be legally able to purchase a firearm and complete a 
4473 with an FFL dealer in order to take any new guns from the Banquet. 
 
"Pistol Pete 52" Raffle: Pistols are becoming a very popular item, especially in the 
personal defense calibers of .32, .380, 9mm and .40. Our VDP program offers many 
makes and models for you to choose from. Several vendors have free freight as well. 
For this raffle a deck of cards is sold at normally $10.00 or  $20 a card, and sometimes 
chapters have found an instructor that will throw in a Concealed Carry course or 
shooting instruction, or range use with it. As the cards are sold, it is torn in two and one 
half goes into the drawing bucket. When all cards are sold, the winning card is drawn. If 
not enough cards are sold to cover the cost, you must make it known that should this 
happen a 50/50 drawing will be held. Of the amount of tickets sold, the winner can buy 
the remaining # of cards left in the deck and take the gun with him. If the drawn winner 
decides not to do so, then you give half the cash to the selected winner if he doesn’t buy 
the remaining cards and half the cash with your chapter.  You retain the gun for another 
event or upcoming function to use later.  If not sold however, the cost of the gun cannot 
be deducted from the final Banquet Working Net Report 
 
Note: if the pistol is not sold, it cannot be expensed against the Banquet or Event 
and must be used in another event. 
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The Banquet chair must ensure that the amount of product purchased by the chapter's 
sub committees do not overly expose the chapter to financial failure by buying too many 
guns for example, or buying the wrong price point for the economic culture of your 
attendees. Set a budget and stick to it. Use of the QUWF Vendor Direct Programs 
(VDP) provide a significant amount of vendors that are providing discounts to chapters 
on a wide range of products, these are posted on the QUWF web site, in the "Tool 
Shed" for your use and we are adding more all the time. Donations are super, but you 
have to go out and ask businesses or individuals and this is where the chapter "Impact 
Survey" and talking paper show the extensive value of your chapter. 
 
The POS, signage and advertising team gets the word out, promotes sponsors with 
signage at the event (table top lists of sponsors for example), issues the Public Service 
Announcements (PSA's) to local papers, radio stations and TV stations starting three or 
four weeks prior to the event, and then every week to the event. In advertising, at least 
3 impressions are needed to draw people's attention to any announcement. Meet with 
your local newspaper and negotiate a lower rate or a no charge ad for the week before 
and week of the Banquet or Event. We do have sources for printing POS materials, 
posters and banners that will work with chapters.  This team would also post the 
announcement on local bank Internet bulletin boards, local gathering places or 
restaurants and forward the information to National to post in your chapter information 
listings. Some chapters work with the local chambers of commerce and use the 
chamber's signs to promote the event, any exposure will benefit the event. You can also 
do what is called a saturation mailing of all residents in the local area. For small rural 
towns, you would go to the local post office and get the list of everyone within 25 miles, 
for example, of your location. They can help you do a post card mailing to everyone. For 
larger towns or cities, you can select by zip code and send out the same post card 
mailer. The mailer has to be good looking, it represents your chapter and all of you, take 
the time to plan its wording and look and budget for the cost of the saturation mailing.  

The manpower coordinator committee has to be the key politicians to get enough 
volunteers and manpower to accomplish the Banquet or Event, including clean up. This 
is a very important task, one that can save tempers flaring because there is not enough 
help. Have more than one person on this committee. Have the commitments down on 
formal lists with times and duties so everyone knows their task. Have backup help just 
in case, and know there will be several that just do not show up. Set up and tear down 
will take the most concentrated manpower, 6 to 8 people for smaller Banquets is a 
minimum. There should be a minimum of 2 people preferably 3 at the registration desk 
one collecting the money, the other working the tickets. There needs to be one person 
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all the time at the membership table. One person should be the MC, keeping the entire 
Event on time and schedule, his or her talent on the microphone should be very 
pleasant, add excitement and fun to the Event and keep the interest up at all times. You 
will need to determine your staff needs on the size and involvement of the Banquet, 
bottom line, plan it and have a backup. Remember the small incentive gifts for them, 
logo coffee cups, travel mugs and the like go a long way in just saying thanks. 

2. The Membership Committee: 

Remembering the goal of each chapter is to have at least 100 to 150 members, we also 
know some smaller towns will work from much smaller numbers but to keep the 
financial burden of administrative cost of just maintaining a chapter at National off other 
chapters, 100 members is a goal. This committee is charged with membership drives, 
renewals and monitoring the membership records with National. National can provide 
membership reports in excel format to this committee which then can be used for 
mailings and outreach programs.  

The chapter has two options with regard to membership drives; first, if you run 
membership drives throughout the year and maintain your membership renewal 90 days 
before the Banquet or Event date, and increase your membership by 15%, you do not 
have to add the price of a membership to the Banquet ticket. This helps smaller 
chapters in small towns that could not sell a ticket if it had both the meal cost and the 
membership in it. Second option: chapters simply add the cost of a membership of 
$35.00 to the Banquet or Event ticket. 

Each new member helps carry the cost of chapter insurance, chapter support from staff, 
VDP Admin, communications, mailings to the Internet outreach. 

The chapter should have a manned membership table at all events with "talking 
points" of QUWF and the chapter's accomplishments. 

As a rule, at least one adult from each family attending the banquet or event 
should become a member. 
 
We suggest the chapter also have the "Impact Survey" copied to the back of the 
membership form and completed at the same time. We will compile the total results and 
report it back to you, it will be impressive. 

When reporting membership drive results to National, please use the EXCEL report 
form loaded in the "Tool Shed", in that way we can import all your new members into 
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the system without hand keying them. Try to always get email addresses as well so we 
can load them into the "Whistle Call"™ newsletter auto function. 
 
The membership committee should report to the attending board members at each 
regular chapter meeting with the membership status, outlook and progress. 
 
NOTE: If the chapter sells or provides the lead to securing a Guardian, Benefactor or 
Presidential member, upon payment, the chapter will receive a 15% commission on the 
Guardian level $750.00, and the Benefactor Level $1,500 with the Presidential level 
receiving a 20% commission or $5,000. 
 
Thank you for working our membership program. 
 
 
 
3. The Habitat Projects Committee: 
 
The purpose of why were formed is to perform wildlife habitat work on our members 
lands, regional lands and public lands. "Turning-the-Dirt™" is what we are all about, 
why we go through all this to preserve our upland wildlife and its habitat. This committee 
helps the board set a positive direction for the chapter, formulating the goals, setting 
targets and budgets that then integrate into fundraising goals. We suggest a minimum 
of 2 or 3 people. 
 
Section 4 of this chapter notebook goes into some detail about setting chapter habitat 
goals, working on budgets towards those goals and how to manage a chapters 
finances. This committee will need to work with all members to decide what work can be 
done, what equipment might be available and what cost share can be employed. 
 
During the off months, this committee can arrange seminars for the chapter meetings 
that can educate or train members on controlled burns, various habitat work techniques 
like edge feathering, oak savanna creation, brush piles, chemical application and 
selection of chemicals, planting techniques and rates, etc. Guest speakers can include 
NRCS agents, State Natural Resources agents, USDA Agents and the Regional 
Director to go over cost share availability in your area, or nationally through the USFS 
and USFWS programs. Make the meetings fun and enjoyable as well as educational. 
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This committee is responsible for the completion and submission of the Habitat Project 
Report to National on each and every habitat project completed by the chapter and its 
members, with pictures not to exceed 3 or 4 meg in JPEG format each. The report is 
located on the QUWF web site in the "Tool Shed" for your use. 
 
QUWF will coordinate corporate sponsor input as available. 
 
4. The Outreach Committee: 
 
Outreach can mean youth events, community projects and cooperative projects, 
whatever the chapter would like to do to reach out to community members, especially 
with the youth and young adults. This committee coordinates well with the membership 
committee always with a shared goal of increasing local membership for the chapter. 
They should also contact local conservation leaders and politicians to speak at chapter 
events with regard to conservation programs. 
 
Again the trend here is to assign as many jobs to your members keeping them hands on 
and involving them in the success of the chapter. There is no magic formula, it takes 
patience and good leadership to keep everyone moving forward and in the right 
direction. Advanced planning and manpower are the solid keys. 
 
Thank you for your continued dedication to wildlife restoration. As you put together your 
chapter committees, remember, "it's all about wildlife"© 
 

If you have any questions, give your RD a call or ask us at National, this organization 
was formed to serve our chapters "Turning-The-Dirt" for wildlife habitat and population 
recovery. 

 

Section 5- Approved by the QUWF board of Directors August 2010. 

 


