
"Making a Difference For Wildlife, One Acre At a Time" Page 1 
 

QUWF Chapter Policy and Procedures Manual 
 

Section 3 - Organizing A Chapter 
 

"It's All About Wildlife"™ 
 

3. Organizing A Chapter. 
 
The Beginning: OK, you have the basic set up in place, you have elected 4 board 
members, a chairman, vice chairman, secretary and treasurer. Take a deep breath and 
lets approach a logical checklist for you to go by in making sure your chapter is the best 
it can be.  
 
Special Note:  
 
Working Through the Chairs: Many chapters have found that as the chapter's mission 
and dedication to wildlife habitat restoration grows, so does the requirement to have 
experienced, qualified people in the board positions of the chapter. A way to train 
volunteers and keep a steady flow of talent is to have a system in place called "working 
through the chairs" where-by individuals work their way in a logical progression from 
Secretary, to Treasurer, to Vice chairman and finally Chairman. The treasurer's position 
needs to have some accounting experience and in truth, the Chairman, needs to have 
all the skill sets of all the "chairs" to be a good leader. We support this approach as it 
builds consistency and strength in chapter leadership as an option to consider. 
 
Your banking account should be open now with just enough to call it open, with two or 
more people on the account so you can always get checks signed. If not you will find 
that with the new Homeland Security regulations you needed photo ID (with your current 
address) and your EIN letter to open the bank account. 
 
More than any other, this section addresses the enthusiasm of the chapter, the 
excitement that must be maintained to have more than just a few individuals willing to 
commit the time and effort to the goals you will establish in the next section. In general, 
you formed the chapter to work on wildlife habitat, restore wildlife populations and or 
extend outreach to the community and its youth.  

To accomplish this, there are some basic ideas to set the stage for good attendance, 
support and an active membership. People are creatures of habit so make it as simple 
as you can and keep their interest and get ready for some really diverse personalities. 

Always focus on the interests of your membership and the organization, keep all 
members  wanting to be involved and that is not an easy chore at all. These are your 
neighbors and friends, to develop their interests you must know and understand their 



"Making a Difference For Wildlife, One Acre At a Time" Page 2 
 

interests, remember we all serve the public trust. It must be fun, entertaining and light 
hearted. There may be serious discussions at times and there are always those who 
want it their way, diplomacy and patience are the best partners here and document all 
suggestions in the minutes. Always ask, does any suggestion serve the chapter goals 
that you will establish in section 4? 

Good Communications.  

Email: A core structure of the active chapter is both communications and face to face 
meetings. In today’s electronic world is highly recommended that the chairman and 
secretary have immediate access to email and the internet . At QUWF we use Microsoft 
Office 2007, which includes Outlook, Word, EXCEL and PowerPoint and its updates as 
well as Adobe 9 Standard for most electronic work. We highly suggest that the chapter 
use the same software and that a chapter newsletter be developed for all members to 
keep them well informed on chapter activities and sent via email to members and the 
responsible RD. Create a confidentiality statement for all your emails and make it part of 
your signature block. 

Facebook: Many chapters are setting up and maintaining Facebook pages as well as 
websites for their chapters. This is a great tool and can spread your word quickly and 
efficiently. This takes time and commitment to keep up and it may be someone that has 
the time other than the secretary, especially a member of your youth. Many new 
members and possibly new committee members can find info on your chapter thru 
electronic media avenues such as Facebook. If you need assistance setting up a page 
see your RD. 

CAUTION: In any electronic format, do not write or show anything you do not 
want to see on the front page of your local newspaper!! 

An Internet Site: As time progresses you may want to consider your own web site and 
if you do, we will link it to the QUWF master site for you. To register a web site name 
you may use www.GoDaddy.com to obtain the URL you want, it is not expensive, about 
$10.00 or less per year. Then you will need to have it hosted and built. There may be 
local Internet developers in your community who will donate their services to help you 
out or GoDaddy does offer standard packages to get a web site up quickly. A web site is 
best when visuals can tell your story, the front page is the most important as it says who 
you are and most likely will determine if people will stay on the site or move on. Ask the 
developer to design it with the software that allows chapter members to update certain 
section like news and events but keeps you out of areas that could crash the site. 

Phone list / Recall: The good old telephone is always a good system, especially if you 
live in an area of severe weather where you can use it for a Severe Weather Warning 

http://www.godaddy.com/�
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Recall or helping your members in any emergency. Especially use it for members who 
do not have email, and there are always a few holdouts, to notify them of meetings. 
These lists are confidential, make sure you label them that way and not provide them to 
anyone not in the chapter.  

Keep Mailing Labels: Use EXCEL to develop the chapter membership lists (we have a 
template for you in the Tool Shed) and then you can use the same list to create your 
own mailing labels using Avery 5160 labels anytime you want. There is a mailing wizard 
in Word that walks you through the process of selecting and using an EXCEL list to 
create labels. Also, when you send in your membership renewal lists from your 
banquets, if you provide it to us in the EXCEL format noted above, we can update all 
your members at one time. 

General Membership Meetings: 

Probably the backbone of your chapter, this takes good thought and planning to ensure 
maximum attendance and is consistent. Don’t have people wondering when or where 
the meetings are held, any excuse works for them to ”not come” because they did not 
know. Chapters with regularly monthly scheduled meetings find it most efficient to 
communicate with other members on upcoming habitat projects, events, etc and also 
are chapters who are the most active many times. Therefore we recommend monthly 
meetings for the majority of the year. 

Find The Time That is Best. 

Make it a first priority to have members vote on what night of the week is best for 
consistent attendance. Fridays or weekends are normally not good, Wednesday’s are 
normally church nights in many rural communities, so make sure you ask.  

Next up, pick the week of the month you want to meet, many clubs and organizations 
meet on the first or last week of the month so check out current schedules to ensure 
there is not a conflict. Our chapter uses the 4th Tuesday of every month, and we still 
have to remind everyone after using the same time and place for years. When you do 
pick it, be flexible, best laid plans may have to be updated, and flexibility is the key for 
QUWF. And, you will forget or miss meetings, know it will happen so have a backup 
plan to remind yourself. 

The Location: 

Many facilities within your local town provide free community rooms like banks, 
churches and schools especially for non-profit purposes. Find one that is easily found, 
easy to get to, clean restrooms (it does matter), good lighting and furniture (tables, 
chairs, audio/visual set up, screens) for your anticipated attendance. A wet bar for 
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coffee and soda serves a great asset for many, although someone has to come early to 
get it started. Great parking is another consideration, many of your members will drive 
pickups and an easy to access and egress parking lot is a benefit that should not be 
overlooked. 

If you need to sign up for the room, check and see if you can sign up for months at a 
time so you do not have to keep updating the provider but most important, so someone 
else does not jump in and take your preferred dates time slot. 

Have a backup plan if the primary facility is not available for any reason. 

Always leave the room cleaner than you found it, if you moved chairs and tables, please 
be courteous and put them back the way you found them, lights off and doors locked 
when you leave. Be a good guest. 

Notification of Meetings: 

Ok, you have the dates, time and location, and now you must ensure all members know 
about it, regardless of how many times you told them. Do this in several ways; 

1. Send out notification emails using Microsoft Outlook using the meeting function in 
the Calendar section. In doing this, when they click “accept”, it will automatically load it 
into their computers calendar and provide reminders as the time gets close. This means 
the secretary must build a “distribution list” in Outlook, in the Contacts section, and use 
this in the “To” section of the meeting establishment. The agenda can also be placed in 
the body of the notice. You may want to show members how to do this at one of the 
meetings, some may not know to click on “accept” for example. You will also receive a 
confirmation when they do accept so you will have a better idea how many are coming. 
This presumes the majority use Microsoft Office and Outlook, otherwise send out email 
notices one week before the meeting as a back up anyway. 

2. Use the Phone Recall list to call those that do not have email, make sure this 
duty is assigned to a specific person, normally the secretary at least a week before all 
meetings. 

3. Provide a PSA (public service announcement) to the local newspapers, radio 
stations and TV stations at least a week before deadline time of the issue that will best 
advertise your meeting. PSAs are run free and you should send it to the local editor or 
writer who you have all ready talked to. List the highlights of what you are all about, 
restoring local wildlife and meeting your neighbors. Your RD can help here. An example 
PSA is posted in the Tool Shed. 
4. Send the PSA to local banks, TV and radio stations who will post it on their 
community bulletin boards. Post it on your chapter calendar on the QUWF.net web site 
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which keeps your chapter listing and events or on your Facebook page.  Have members 
check for updates often! 

5. Contact your local conservation offices and invite them as well. See if they have 
any free handouts for landowners on wildlife habitat work, quail booklets, putting in deer 
food plots, calendars', etc. Check in and invite your local, State Wildlife Agency, USDA, 
FSA and NRCS staff, get them on your mailing list. For future reference, many of them 
have habitat DVDs that make great presentations/training sessions for future meetings. 
Get the list of local members of the FFA, our future, and send them an invitation, invite 
local farmers and ranchers, there is probably a local club /organization for them as well. 

 

Definitely Use name tags, go around and meet everyone and be sure all names are on 
an attendance list circulated at the meeting, at the break, make sure they all have 
signed with full contact information, which includes email addresses. 
 
Have membership applications ready and don't be afraid to have all your board 
members ask for membership from those that attend. As a volunteer and a non-profit, 
asking is one of your strengths as well as a key to success and that of your committee 
people. 
 
The First Agenda: 
 

This first meeting is really a "meet and greet" with a goal of signing up as many 
members as you can, don't overdue the information or chapter future structure. 
 
Introduce yourself and the officers, explain why you feel a viable chapter is needed in 
the local area and that the first priority is helping members, friends and neighbors 
improve their lands for wild quail and upland game and even song birds. Let them know 
that you want to obtain as much information on all the tools available to them as 
members and land owners or supporters such as state and federal cost share dollars to 
get work done on their lands. By raising dollars as a chapter, you then can match 
cost share without having to spend individual dollars on land projects. 
 
Go through a brief list of practices the chapter would like to be involved with that have a 
great impact on wildlife; restoration of native warm season grasses, control of fescue, 
spraying for hardwoods and invasive species, mid-story timber management, installing 
brush piles and covey headquarters, controlled burns and installing fire lines, installation 
and the proper use of food plots, supplying seed to chapter members through 
headquarters programs, etc. 
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Next and this is very important, go around the room and ask what each attendee 
wants from the chapter, and what do they do now to help wildlife? What are their 
personal goals? Do they want to see more quail, rabbits, turkey, deer, songbirds on 
their lands and would they help their neighbors on projects as well? Would they like to 
get involved in youth events, training or community outreach. Write it down, have an 
easel pad with tear off, gummed, sheets that can be put on the walls (available from 
most office supply stores or Staples.com on line). No idea should be overlooked. 
 
Also, have them fill out the Impact Survey, have the secretary be responsible for this, 
and at the end try and reveal the consolidated numbers to the group, it should shock 
them into seeing how important they are as a group to the local area. The simple 4 
question survey is downloadable from the Tool Shed. 
Explain the benefits of being a member of the Chapter and of the organization; 
 
1. Working together for wildlife in your community and on your lands, a membership 
card and sticker for recognition 
2. Helping each other with habitat restoration and finding sources of funding, planning 
expertise and equipment 
3. Providing liability insurance to do the work locally knowing you are covered for; 
 Chapter events, banquets and projects 
 Controlled burns and other habitat practices 
 Individual firearms insurance 
 Land Owner insurance (leasing and guides) 
4. A national newsletter, habitat newspaper and future new magazine and professional 
support from QUWF staff representation and a voice in your community, state and in 
Washington DC on many wildlife and conservation related issues. 
5. Master www.quwf.net website, a hub for information 
6. Options for cooperative cost share programs at the state and federal level 
7. The national seed program 
8. Future member discounts from vendors, sponsors and partners 
 
The Final Objective: 
 
Like a good coach, get a consensus that they want to move forward with a local 
organization, neighbors working with neighbors to restore wildlife habitat and 
populations in the local area. Let them know there is a commitment to the land and all 
will need to help to make it successful. This will mean forming committees and setting 
goals at the next meeting and working for wildlife together. Like a famous football coach 
once said "Motivation is getting rid of those who are not". 
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Introduce the yearly banquet concept and how it provides the primary funding for the 
chapter and its goals. Do not go into too much detail at this meeting, but emphasize it is 
the critical revenue generator for the chapter. 
 
Make sure the secretary takes good notes, and have them typed up and back to all 
board members within a few days so you can plan the chapters course having time to 
organize the next meeting and not be rushed, and then have copies ready for all 
members at the next meeting. Have your first members list ready as a handout at the 
next meeting. 
 
If it is at all possible, find a little quiet time to get your thoughts together for the next 
meeting. Discuss your progress with your fellow board members and begin to formulate 
your vision for the chapter, develop a Mission Statement that spring boards from the 
national QUWF message to present at the next meeting. Having a written outline of 
ideas and goals will spark the conversations and provide direction to any meeting, if you 
simply start asking, you probably won't get much accomplished. You are the moderator, 
keep everyone on message and to the point being discussed. There will always be one 
or two that want to tell stories or reminisce, which is highly encouraged but after the 
meetings business at hand is handled. Everyone’s time is very valuable so make sure to 
accomplish your written agenda's tasks/goals at each and every meeting.  Don’t just 
meet to talk, have a reason for the meeting, the written agenda. Set and accomplish 
your chapter goals at those meetings and functions.  
 
Once again, thank you for your leadership and dedication to making your chapter 
and the Quail and Upland Wildlife Federation, Inc. the best it can be. You are 
making a huge difference for wildlife conservation and your community and this 
is just the beginning. 
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