TU225 Process Book

This document is an electronic notebook with process flow diagrams that show general workflows for selected projects.  Some of these projects are time dependent, like preparations for the annual elections, and some are required for a given event, like project completions.  The intent of this Book is to facilitate the requirements for key processes that help define what TU225 does to improve our watershed, conditions for our members and partners, and to promote the operating principles of Trout Unlimited National.
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Streamside Meeting Checklist




a) Sample Streamside Cookout Food List

	Streamside cookout food list

	Quantity
	Description
	Unit Cost
	Total
	Suggested Source

	
	
	
	
	

	3
	5 lb package premade hamburgers
	 $16.59 
	 $49.77 
	BJ's

	2
	5 lb package Saugies
	 $17.00 
	 $34.00 
	BJ's

	3
	16 count package hamburger rolls
	 $2.00 
	 $6.00 
	BJ's

	3
	16 count hot dog rolls
	 $2.00 
	 $6.00 
	BJ's

	5
	12 packs soda
	 $5.00 
	 $25.00 
	BJ's

	1
	mustard
	 $1.00 
	 $1.00 
	Stop&Shop

	1
	relish
	 $1.00 
	 $1.00 
	Stop&Shop

	1
	ketchup
	 $1.00 
	 $1.00 
	Stop&Shop

	4
	potato chips
	 $5.00 
	 $20.00 
	Stop&Shop

	2
	macaroni salad
	 $5.00 
	 $10.00 
	Stop&Shop

	2
	potato salad
	 $5.00 
	 $10.00 
	Stop&Shop

	1
	napkins
	 $5.00 
	 $5.00 
	Stop&Shop

	1
	paper plates
	 $5.00 
	 $5.00 
	Stop&Shop

	1
	forks, knives, spoons
	 $5.00 
	 $5.00 
	Stop&Shop

	1
	trash bags
	 $5.00 
	 $5.00 
	Stop&Shop

	
	
	
	
	

	
	
	 total 
	 $183.77 
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Sample Certificate for Conservationist of the Year Award

The Narragansett Chapter of Trout Unlimited

presents the 2015
Lawson Cary, Jr. Award

to

Richard W. Benson
for

His outstanding work in conserving, protecting,

restoring, and sustaining the coldwater fisheries

and their watersheds in Rhode Island.

Presented on April 2, 2016
______________________________________________________




________________________________________________________
  Ronald J. Marafioti, President






  Albert Ball, Conservation Officer
Sample Citation for Conservationist of the Year Award

CITATION TO ACCOMPANY THE AWARD OF THE

LAWSON CARY AWARD

TO

ALBERT BALL

Albert Ball has distinguished himself as an outstanding role model for members of the Narragansett Chapter of Trout Unlimited through his work in conserving, protecting, restoring, and sustaining the coldwater fisheries and their watersheds in Rhode Island over the past 30 years. 

During this time, Mr. Ball served as a member of the Board of Directors, Vice President, and President of the Chapter.  For the past 10 years, he has served as the Conservation Officer and primary interface with the Department of Environmental Management in Rhode Island.  He is also the President of the Wood River Fly Fishing Club.  

As a member of the Chapter, he initiated and lead projects including roadside and streamside cleanups, stream and bank restoration projects, and tree trimming and path clearing activities.  Mr. Ball has provided the guidance needed to organize stockings of the Wood River in the Arcadia Management area that has resulted in an active fishery.  Additionally, Mr. Ball voluntarily has been in the vanguard for water sampling activities in conjunction with the University of Rhode Island. His work has resulted in abatement of several sources of pollution in the Wood-Pawcatuck watershed. He also worked closely with the late Lawson Cary on a number of projects now coming to fruition.

Mr. Ball is an avid fly fisher and tyer, and is known for his warm welcome to all newcomers who chase trout on the river. It is not uncommon to see him testing his skills on the river, sometimes, with mixed success.

The singularly distinctive accomplishments of Mr. Ball reflect great credit upon himself and the Narragansett Chapter of Trout Unlimited. 
Record of past Conservationist of the Year Awardees

	Year
	Name
	Organization

	2010
	James “Jay” M. Boyer
	TU225

	2011
	Christine A. Dudley
	Rhode Island Department of Environmental Management, Fish & Wildlife Division

	2012
	Albert “Al” J. Ball
	TU225

	2013
	Joseph Grenon
	TU225

	2014
	Denise J. Poyer
	Wood Pawcatuck Watershed Association

	2015
	Richard W. Benson
	TU225

	2016
	Ronald ”Ron” Marafioti
	TU225


Project Development Process














Sample Project Budget
(suggest using EXCEL for tables needing calculations)



	Sample Project Budget Sheet

	Item
	Unit Cost
	Total Cost

	Purchased Items:
	
	

	Materials
	
	

	Tools
	
	

	Contract Labor
	
	

	Total Purchased Items
	
	

	
	
	

	Volunteer Items:
	
	

	Labor Hours
	
	XX Hrs.


Replacement of a Board Member

TBD
Expulsion of a Chapter Member

TBD
Donation Solicitations








Deciding Chapter Expenses








Steps to Amend Your TU Chapter Bylaws

























Using iNaturalist to Identify Insects, etc.







Special Forms

List of Volunteers and Assignments for 20XX TU225 Banquet
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	#
	Name
	Phone
	Email
	Assignment

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	

	16
	
	
	
	

	17
	
	
	
	

	18
	
	
	
	

	19
	
	
	
	

	20
	
	
	
	

	21
	
	
	
	

	22
	
	
	
	

	23
	
	
	
	

	24
	
	
	
	

	25
	
	
	
	


20XX TU225 Banquet Donation Form







Name of TU225 Contact:








Contact Info for Donor:
 Donor’s Name: 









Phone: 

Email address: 

Complete Mailing Address:











Examples:

	Category
	Detailed Description

	Art
	Small, colored, numbered print of a Brook Trout

	Book
	Longer Fly Casting by Lefty Kreh

	Flies
	2 dozen, Early Season Timberline Emergers

	Gear
	Performance Fishing Shirt, size Medium

	Home
	Hand-painted set of garden apron, trowel, and flower pot

	Jewelry
	Woman’s hand-carved feather earrings

	Miscellaneous
	Travel cigar case with 3 cigars

	Fly Reels
	St. Croix Imperial ¾-wt. reel

	Fly rods
	Orvis Frequent Flyer, 9-ft, 5-wt, 7-pc with rod sock and case

	Other Rod & Reels
	Cabelas

	Trips
	Charter trip for Cinder Worm Hatch in RI for up to 2 anglers

	Tying Materials
	Table-top lamp with magnifier


Item Descriptions Form (one item per line):
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	Detailed Description

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


20XX TU225 Banquet Donation Distribution Form
Pg. __ of __
	Item#
	Ticket#
	Donor Last Name
	Donor First Name
	Donation
	$ Value
	Verbal
	Silent
	Bucket
	Prize
	Spec.
	Letter

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


20XX TU225 Banquet Prize Distribution Form (Pg. X of Y)

	Item #
	Ticket #
	Donation
	$ Val.
	Verbal
	Silent
	Bucket
	Spec.
	Winner 
Fill in: Name, Street, City, Zip, Phone#, eMail
	Notes
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20XX TU225 Banquet Ticket Sales

	Tkt#
	Last Name
	First Name
	Cash
	Check
	Charge Card
	Tkt Held (H) or Delivered (D)
	Verbal
	Silent
	Total
	Notes

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


October: Committee presents the slate for elections to all members at the October general membership meeting.





Late Summer: Board solicit and assign two representatives from Board for the Nominating Committee.





August-September-October: Board members of Nominating Committee solicit and gain three additional members for this Committee from the general membership.  Entire Committee solicit existing Board members and the general membership for open positions on the Board, including Officer positions.  Formalize the resulting slate for upcoming elections and prepare to present this slate to all members at the October general membership meeting.





November: Board solicits additional nominations for the slate for elections from the members at the November general membership meeting.  As a result of this meeting, the slate shall be amended to include nominations received during the November meeting.





December: Hold elections for Board positions at the December general membership meeting.  Elected Board members take office at the conclusion of this meeting.





Post amended slate on Web for absentee ballots..  Announce ballot to membership





Members who vote this way must submit completed ballot by announced date & to appointed contact.





Late Summer: Continue perennial solicitations for donations for weekly meetings and the annual Banquet.  Board solicits and assigns chairman for annual Banquet.





August-September-October: Committee Chairman signs up volunteer members of the Banquet Committee.  Publicize Committee members ASAP.  Establish meeting schedule.  Activities at this point include:


Develop budget for Banquet.


Assess location options; secure best alternative.


Develop list of vendor contacts ( not all have to be fly fishing related ); start contacting potential sources for donations, and soliciting other prizes and contributions..


Examine TU National vendor support list for potential prizes.


Communications ( membership / public / RI officials )


Develop a pamphlet outlining TU 225’s value to the contributors and community


Post event thank you for contacts.


Secure location for the Banquet.  Focus solicitation efforts on obtaining meaningful donations for the Banquet.  Start marketing Banquet to membership and partner organizations.  Work with Communications Committee to assess various forms of and select forums to increase marketing for Banquet.





October-November-December: Committee continues ongoing efforts to secure donations from commercial and other sources, and market upcoming Banquet.  Collect donations and mark items as appropriate.  Start setting up procedures and schedules for day of the event.  Start marketing donations, contributions, and prizes that will be available at the Banquet.  Send out invitations to the Banquet to TU225 partner organizations (incl. RIDEM, WPWA, WRFFC, and UFTRI).








Some key issues to be considered during this phase are:


Time to arrive at site


Arrange prizes


Registration table


Speakers / presentations / auctioneer 


Table center pieces


Flowers for the ladies


Table tents with all contributors listed ( asking members to support these businesses


TU 225 Banner


Large sign ( s ) listing all contributors and asking members to support these businesses


Copies of the most recent Long Cast


Who will be the photographer











Continued





Continued





January: Refine arrangements (number of attendees, menu, accoutrements, schedule, etc.) with Banquet location.  Initiate final marketing and donation collection efforts.  Collect items needed to decorate Banquet location.





February-March: Finalize arrangements with Banquet location.  Deliver Banquet donations to site.  Decorate as necessary.  Host annual Banquet for TU225…have fun and take pictures!!  After event, broadcast event activities.





January: New Board review past year’s financial results and performance compared to past year’s budget.  Review current and news needs for the Chapter’s funds for the coming year.





February: Based upon results of January financial review, Treasurer presents draft budget to Board for discussion and review.  Board vote on approval of budget.  If not approved, amend draft until it is acceptable to all Board members, and revote on approval.





March: Board presents budget to membership for information.  Ask for input on how best to execute budget requirements.  Add helpful advice to budget text to help guide execution.





March-December: Execute new current year budget.  Provide performance-to-budget reports to Board and members periodically.





April: Schedule and advertise initial streamside meeting: 


Obtain permit from DEM for the use of the shelter at the Check Station. 


Determine the 4 dates for the streamside meeting


Apply for the permit at DEM headquarters on Arcadia Road.


Publish meeting dates:


Postcard with dates and time


Long Cast


TU225 Website.








May, June, July, August: The following steps are required to conduct successful summer streamside meetings:


Obtain a burning permit for the grill from the Exeter Fire Chief at least one day prior to the meeting.  The contact information to obtain this permit is Chief Robert Franklin, phone (401) 397-3125.  The permit may be verbal or picked up at his house, located across from the fire station at the intersection of Route 3 and Route 165.


Ensure propane tank is full, and grill works properly. Clean barbeque utensils. 


Ensure membership is properly notified of meeting time/date.


Develop and broadcast agenda for the business part of the meeting.  Allow for feedback from Board members.


Ensure meeting participants will be available at the meeting.  If not, arrange for an alternate spokesperson.  Note:  having a speaker, presenter, or manufacturer’s rep at the meetings is not mandatory.


Pick up ice, food, beverages, etc.  See suggested shopping list below.


Deliver coolers, grill, propane tank, ice, food, and beverages to Check Station meeting site.


Distribute trash bags for collection of trash.


Ensure tables are arranged to facilitate an effective, efficient meeting.


Cook and serve food and beverages.  


Promote networking among members.


Conduct business meeting.


Conduct raffles as appropriate.  Ensure all monies collected are delivered to Treasurer.


Network among members after meeting.


At the conclusion of the meeting:


a. collect leftover food and beverages, trash bags, grill, propane tank, etc., and arrange to have these items delivered to the TU225 storage site.


b. ensure meeting site is policed for trash.








August-October: Committee investigates the local conservation accomplishments that support the Chapter Mission over previous years among Chapter members and conservation partners to identify the ‘best’ candidate for this Award.





November: Committee collects and reviews notes, and presents ‘best candidate’s’ name and accomplishments to the Chapter Board.





November–December: If Board needs extra time to consider ‘best’ and other candidates, Committee reviews accomplishments of alternative candidates and updates ‘best candidate’ to the Board.





January-February: Committee draft citation and certificate for selected ‘best candidate (see pgs 2 and 3 of this process).  Adjust wording for Award to include name of ‘best candidate’ on the Award. Record of past Awardees is on Pg. 4.





March: Committee present draft citation and certificate to Board for review.  Make adjustments as necessary, and have printed on bond paper by professional printer.  Take Award text to Shane Awards, Inc. (85 Airport Road, Warwick, RO 02889, phone (401) 739-9595) and order finished Award for delivery before Annual Banquet.





Annual Banquet: Committee ensure finished citation, certificate, and Award are delivered to the Banquet for presentation to the approved Conservationist of the Year.





Board solicits and/or members propose to the Board potential actions that may improve the watershed or member activities.





Board discusses and reviews suggested projects…disapproves some based on limited benefit, etc., and approves others for further development.  Board forwards approved projects to the Projects Committee for further development. 





Projects Committee reviews approved project, develops the project time line, preliminary list of required materials, draft budget including contracts (if necessary), and sourcing info, and submits applicable documents to Board (sample budget attached).  Based on preliminary review, if potential costs may affect existing budget, cost estimates may be required by the Board to clarify impact and mitigate overall costs.  If this is the case, the Projects Committee may be asked to obtain additional cost information.





After obtaining added cost information, the Projects Committee provides this information to the Board for review.  If the cost of an individual project is less than $500, the Board can approve it.  If the estimated cost exceeds $500, approval from the general membership at an ensuing general membership meeting is required.





Upon approval of a project, the Projects Committee shall arrange for facilitating payment with the TU225 Treasurer, for purchasing and delivering of the materials etc., and for soliciting volunteers to complete the Project.  Projects Committee to provide periodic status reports of project completion to the Board and general membership as requested.  The TU225 Communications Committee shall be contacted to ensure that improvements completed by TU225 members receive appropriate coverage in the media and among our partners.





continued





continued





Continue perennial solicitations for donations for weekly meetings and the annual Banquet.  Board solicits and assigns chairman for annual Banquet.





Committee Chairman signs up volunteer members of the Banquet Committee.  Secure location for the Banquet.  Focuses solicitation efforts on obtaining meaningful donations for the Banquet.  Starts marketing Banquet to membership and partner organizations.  Contacts Communications Committee for increased marketing for Banquet.





Committee continues ongoing efforts to secure donations and market upcoming Banquet.  Collect donations and mark items as appropriate.





Refine arrangements (number of attendees, menu, accoutrements, schedule, etc.) with Banquet location.  Initiate final marketing and donation collection efforts.  Collect items needed to decorate Banquet location.





Finalize arrangements with Banquet location.  Deliver Banquet donations to site.  Decorate as necessary.  Host annual Banquet for TU225…have fun!!





Member suggests reason for expending Chapter funds.  Board reviews suggestion to determine reasonableness and format of suggestion (e.g., donation, project, etc.).





If suggestion results in a project, suggestion is forwarded to the Projects Committee and resolution using the Project Development Process.  If suggestion results in a donation or similar transference of Chapter funds, the Board reviews suggestion, and if determined to be a reasonable expense, either 1) transfers the finds (if expense is under $500), or 2) for suggestions exceeding a cost of $500, presents suggestion and recommendation to general membership for discussion and vote for approval.





If approved in previous step, the Treasurer either transfers funds to the sources identified by the Projects Committee for the materials or services, as approved in the Project Development Process, or to the recipient identified for the donation or similar.





If a letter or certificate is appropriate, the Board shall forward such document to the source(s) or donation recipient or similar.





Locate and review current existing bylaws to determine the procedures to amend the bylaws. Reference should also be made to state corporation law. If after diligent search, you are unable to locate any existing bylaws, you should create new bylaws, starting with the pattern bylaws prepared by National TU and adapting the pattern bylaws to your particular needs.





Compare existing bylaws with the model bylaws and determine what changes need to be made in the existing bylaws to conform to the new National TU bylaws. There may be additional changes you may want to make to your bylaws at this time, which update the bylaw language and/or make the bylaws more understandable.





The Board or Board-appointed Committee should draft an amended set of bylaws, which conform to the National TU bylaws, and which may contain any additional provisions the Board or committee deems advisable. You may find it simpler to start with the TU pattern bylaws and make changes to preserve the existing provisions that you want to retain, such as the numbers of directors or the identification of committees.





It is the current plan for councils to review proposed chapter bylaw changes. Once drafts of proposed bylaws have been created, the Chapter Board should send the drafts to the council chair for review and approval as to form.





Council provide written notice to the Chapter members embers entitled to vote. Generally this is done in conjunction with the annual meeting notice. The notice must be sent in conformance with the time for notice to amend (often this is at least 30 days in advance of the meeting) and should contain a copy of all portions of the bylaws being amended showing both the original text and the proposed amended text.





continued





continued





At the meeting where the bylaws are to be amended, a determination must be made whether a quorum is present. The number of members representing a quorum should be specified in the existing bylaws. A written record by the chapter secretary must be made to document the fact a quorum was present.





A motion to approve the amendments to the bylaws should be made and seconded. The secretary should record a written record of the text of the motion, and who made the motion and who made the second.





Discussion should be held on the motion to amend. Once discussion is completed, a vote should be taken. The motion to amend will pass if there are sufficient affirmative votes for the amendment as specified in the existing bylaws. The secretary should make a written record of the number of votes for the amendment and the number of votes against amendment.





If the motion to amend passes, the bylaws should be signed and dated by the president/chair and secretary and placed in the permanent record of the Chapter, including the Chapter’s website. A copy of the bylaws must be posted in the Leaders Only Section of the National TU website, under “electronic documents.”





If the Chapter cannot locate the existing bylaws, you will need to comply with state law on the amendment of bylaws. As a general matter, if the Chapter cannot locate its exiting bylaws, the Board should give notice (normally 30 to 60 days depending on state law) of the proposed amendments and ask for a two-thirds vote of the members present at the meeting where the bylaws are being voted on, to repeal and replace the existing bylaws with the new bylaws.





If the Chapter has questions regarding the number of members which would constitute a quorum or if you are having a problem achieving a quorum at a meeting that has been noticed for amendment of bylaws or if you have any other bylaw related question please contact the NLC Bylaws Committee through: committee member and the secretary of the NLC or the Vice President for Volunteer Operations.
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For initial sign-up, go to the sign-in page for iNaturalist (ww.inaturalist.org/users/sign_in ) and establish your new account.





Once you have an account on your computer/tablet, download the mobile application to your smart phone.  Then open the app and turn on the connection to your phone’s camera.





Occasionally check to see if you have signal coverage for your phone.  Find an insect of interest, and when he/she decides to pose calmly for you, open your iNaturalist app, open the “Observe” function, focus on the insect to get as big a picture as possible, and take the picture. (See *Note below.)





If your app is working properly and you have adequate signal, the app will send the picture, time/date, location description (like the address, if applicable) including the GPS coordinates to iNaturalist.  If you tried to identify the insect, iNaturalist will confirm your description and add the appropriate Latin names.  If you asked iNaturalist to identify the insect in the picture, they will do their best to satisfy your request.  If they can’t identify the insect in your picture for whatever reason, they will publish the picture in the folder on their Website assigned to your State, and ask for input from their registered users.  When your insect’s identity is confirmed, iNaturalist will send the observer an email with the picture of the insect initially submitted with all the information applicable to the specific insect, including Family and Genus, day/time, location/GPS of the picture that the observor submitted.  This information will then be filed in the archives at iNaturalist.





* Note:  You can also take the picture with your cell camera and import that picture using the iNaturalist app.





Category List


Category	


  Name		Example(s)


Art		Photos, Paintings, 


		Sculpture, etc.)


Books


Flies


Gear	Vests, Nets, Lines, 


		Leaders and tippet, 


		Fishing tools, Waders, 


		Boots, Fly boxes, etc.)


Home	Blankets, Pillows, 


		Coffee Pots, Lamps, 


		Clothes, etc.


Jewelry


Miscellaneous	Cosmetics, 


		Cigars, Gift Certificates, 


		miscellaneous tools, 


		etc.)


Fly reels


Fly rods and rod outfits


Other rods and reels


Trips


Tying materials	fly tying-


		materials and related 


		tools and equipment.









































Attach Business Card
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