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Presidents’ Messages

This first edition of heSection Leaders’ Handbook represents the Green Moungin Club®
first formal effort to share anong GVC sction leaders wha we have learned ove theyears
aboutmaintaining the sections Theimportance of the sectionsto the hedlth of he GMC is
unquestioned. How best to maintain section vitality is something dse dtogeher. Thereis much
we can learn from each other withoutdiminishing theindividudity of each sction. Sctionsare
influenced by he persondities and interests of ther members as well as the unique
characteristics of thelocal communities in which sction members live. In ite of differencesin
size and location, we are unified in sugaining theLong Trail and the GMC. | sncerely hopetha
this booklet will mark the beginning of acontinud process to share the best of wha each of us
has learned from the experience of making the GMC aleader anong rereationd trail
organizationsin the Northeast.

Rolf Ande'son, GMC President 2000

The Green Mountin Club is uniquewhen compared to other hiking dubsbecause our
mission and dub attivities are anchored in protcting and neintaining the Long Trail System.
Since their inception in 1910, sctionshave been gengraphically organized dugers of
individuds, united by ther shared dfection for hie outdoorsand especialy the Long Trail. Over
time, this relationship has expanded to indudethe Appdachian Trail and the Champion Landsin
the Northeast Kingdom GMC Sectionsprovide the local conneetion b these places, encouraging
networking of ike-minded outloor peple and providing aforum for local outdoor ativities and
activism.

If the Green Mountain Club is to continueto fulfill its mandae as Gounde, ponr,
defende and proector of the Long Trail SystemOand its delegated responsbilities for the
Appdachian Trail and Chanpion Lands then GMC sctionsmust bestrong, vial, collaboraive
organizations This first edition of heSection Leaders’ Handbook demongrates GMC®
commitment to grong ctions Within its pages, you will find awealth of information gered to
heping you, our valinteers, manage and meintain your ction. Butthis edition is just the
beginning. Help usmake this handbook work for you. $nd usyour idess, tips success stories,
and suggestionstha you would like to share with others, and we will indudethem in our next
edition.

In dosing, 10dike to thank the volunteers and gaff, and especialy Heinz Trebitz, who putin
hundrals of hoursto make this handbook areality. The Green Moungin Club wouldn®exist
withoutits volunteer members, S0 aspecial thank you gos outto dl of you in leadership roles,
who 9 generoudy give your ime and tlent to make this club the best it can be

Marty Lawthers, GMC President 2001



Introduction

The purpog of this handbook & to provide easy-to-use guidance for section leaders and
those interested in taking on alditiond leadership within aGreen Mouniin Club ction. Itisan
attempt to (oass the torchOof knowledgeand experience of the many good foks who have led
GMC =ctionsfor nine decades.

Theeffort to areate such adoaiment originated in the GMC Sections Conmittee which met
on everal occasionsduring 1997 ad 1998. This committee presented afind reportto the GMC
boad of directorsin Januay 1999. Qe of the suggestionsof the committee was that sections
collectively prepare ahandbook b guidetheindividud sectionsand ther officers. This guide
would serve as acompanion o thedready existing 4 Trip Leader s Handbook and GMC Trail
and Shelter Maintenance Manual.

Overview: Green Mountain Club and Its Sections
The Green Mountin Club wes foundel in 1910 vith the purpo of buiding theLong Trail.
From the very beginning, ectionswere the heart and ul responsble for blazing and
maintaining the trail. Today onethird of the dub&members are affiliated with asection while
two-thirds are members at-large; however, the bulk of annud trail maintenance and GMIC-
sponred ouingscontinues to bedoneby sction volunteers. There are currently fourteen
sectionsof the Green Mountin Club. They vary in sze, history, and gructure, butthey share
some basic characteristics:
* Each isresponsble for maintaining aporton of he Long Trail and/or Appdachian Trail;
* All section members are members of the Green Mountin Club;
* Each =ction dects onemember to represent it on the GMC boad of directors The nurber
of seats on heboad of directors equds the nurber of sectionsplus an equivalent nurber
elected by he GMC membership as general directors

GMC =ctionsdo notexist by themselves. Ther activities are carried outby volunteers with
different backgroundsand interests and their own ways to supporta section and the GMC. The
sectionsare an integrd pat of the Green Mountin Club and share its mission:

The mission of the Green Mountain Club is to make the Vermont Mountains
play a larger part in the life of the people by protecting and maintaining the
Long Trail System and fostering, through education, the stewardship of
Vermont’s hiking trails and mountains.

-Vi-



Chapter 1: How a GMC Section Works

Sectionsare formed and exist because their members see acommon purpos and went to
share ther efforts as well as enjoy congenial activities. Basic fundionssectionshave in common
indude
« Each sction is responsble for aspecific porion of heLong Trail System and/or

Appdachian Trail in Vermont, and shedules trailwork to maintain thetrail and shdterson

that porion.

* Sectionsoffer sodal and outloor ativities throughoutthe year. Activities planning is an
important facet of section leadership.

* Each sction onduds its own annud meeting i review its opeationsfor the past year, dect
officers, and provide amajor sodial gathering.

* Each ction prepares anewsletter or outngsschedule, typically on aquaterly basis, and

sendsit to its members; newsletters are the chief vehicle for communicating information o

all members of asection.

Withoutvolunteers and asupportng membership asection annotexist. Yet, even while
having mmmon gods and interests, volunteers are individuds and fundion in different ways.
Thusarises the need for undestanding the ways a section fundions and therules tha goven its
opeation. These are laid down in the section bylaws which typically indude butare notlimited
to, thefollowing aticles (see sample section bylaws in Appendix A and Appendix B):

Name and purpos of the section;

Membership (types, voting rights, dues);

Section officers (responsbilities, terms of service);
Conmmittees (compostion, responsbilities);
Meetings(type, frequency, voting).

Bylaws provide only the formal framework for asection. Asection®actud opeationsare
described in detail in the following dchapters of this guide

Asyou work through he variouschapters, we hopeyou will find gructures and lutions
that fit the needs and stuaionsof your gction & well as the specific task on hand. Use your
judgrent and keep in mind the following: As section representatives, we are clearly aware that
each =ction of he GMC has its own history, traditions and proedures. We have tried to
incorporde as many of them as possible in thetext, accepting that there is often morethan one
way to do hings Nothing heein should becongrued to changeprectices that have historically
worked well for your sction.

People are important. Trip leaders, committee chairs, and volunteers are the heart and oul of
the section. They come and go ad carry with them their own gtyle. Do notpanic if an office or
task is notaways run @& suggested in this handbook. Conisler the integrity and results of the
job. Do not however, changethe bylaws to refl ect an offi cer® style or accommodate a specific
situation. Good bykws provide a stable busness framework for your gction. They should be
written broally enough b accommodae arangeof styles of work. Short-term changes should be
avoided.



Chapter 2: How to Be a Good Section Leader
CFew people will agree to take ajob if it has no foreseeable end pont.ON Anonymous

It is nice to have a section officer for every job, butqudity isimportant and resources,
especialy in amall sections are limited. Asyou review the following menu of sction officers,
condder which jobsyou relly need to run your sction withoutoverextending your nembers
and volunteers. Develop aclear undestanding of each offi cer® responsbilities and tasks
according o boh section bylaws and sction tradition.

All dected and gpointed offi ces within asection involve some work, butnoneshould be
overwhdming. In resruiting propective future leaders or offi cers for your ction, avoid
extreme statements. For example, donéxell
people, @h, Ihefeé nolhin_g b it' it hadly tal_<es A Word about Committees
any_work a dl'OAlso avoid 2ying, @l do i TheAmerican Heritage Dictionary defines a
agan, butonly because | can®find aybody ése lcommiittee as Ga group ofpeople officially
to teke my place.OBemoaning thelack of interest \ddegated to paform afundion, & investigating
in apostion is aself-fulfilling prophey N it@  |conddering, reporting, oracting on amatter.O
much beter to market your postion a imporiant For alarge section with more than 300

and interesting. imembers, acommittee is agood vay to handle
ispecific tasks requiring bioad input
The President: Role and Responsibilities (Committees are agreat way to involve new

The president of asection is the point person, __fz)':‘k’i‘?;;z‘dsggigh:“ acquanted with the
tl}g‘?g;nfigﬁ:/:" L:J;feoou:;:at;?g gz}nd;g:he Small sectionswith no rore than 10 b 20
P : P! T, BSgne, egaor. jactive members may find it difficult to have a
The president should inspire others and direct lcommittee for every job & hand. Decidewhich
them in their duties withoutbeng ovebearing.  fagc requires broad inputand cmmittee
Involve other officers. Invest in them. If they are jinvolvement.
your likely successors, teach and prepare them to Think twice before establishing a

be president. Remember that identifying, committee: Does the chargejudtify tying up
nurturing, and prepaing nev potential leadersis  |volunteer time in additiond committee
patt of your job. imeetings? Often, dready ective volunteers end

As president, you ae expected to expressthe [UP in sil_l another committee taking ime away
mission and goas of the organization. You should from their other tasks.
be knowledgeable aboutthe whole club and
undestand your sction@role within the Green Moungin Club. As section president, you will
receive copies of GMC boad of directorsCpackets for quaterly GMC boad meetings Note that
theonly other person in your €ction who automatically receives the boad packet is your
representative to the GMC boad of directors This GMC director is an offi cer of the section with
an important role to play. The president and the section director should gay in touch on dub-
wideissues.

As president, you $ould communicate regularly with other officers. Many presidents find
that it is beneficial to have an executive committee, condsting of e offi cers, committee chairs,
and posibly other core section volunteers, who meet periodically to plan and nonitor section
activities and develop agendafor upoming neetings

Well in advance of your gction®annud meeting, you siould gopoint an independent
nominaing mmmittee (or pason)  wlect adate of officers for the coming year. Some section
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bylaws require tha the chair of the nominaing mmmittee beeected as pat of the date of
officers for the coming busness year.

Sample Job Description for GMC Section President

Organize and mndud executive committee and
planning meetings

Condu¢ section aanud meeting. This involves
either organizing the meeting or working dosely
with an annud meeting cmmmittee to write an
agenda advertise to members, make xeroxes, ec.
Chdr the busness meeting porton of he annud
meeting.

Attend oher section meetingsas needed.

Attend the GMC dub-wide annud meeting and
reportin writing and ordly on ction ativities.
Appoint anoninaing cmmittee (if not elected;
see section bylws), and provide the committee
with job descriptions

Write president® letter for ouingsschedule andfor
newsletter (opiond).

Write miscellaneouscorrespondence as necessary.
Communicate with section oficers to meke sure
the section is running snoothly.

Act as liaison with GMC headquaters in
Waterbury Center, Vermont

Attend dub-wide leadership meetings

The Vice President: Role and Responsibilities
Thevice presidency can beagood taining ground for futire presidents, butit should notbe
assumed or rejuired tha avice president will immediately or automatically step up b the
presidency. The vice president may be given ecia responsbilities by the president, based on
the special needs of the section. Together, the vice president and president form ateam that sets
thetonefor the section and asures that newcomers are greeted and welcomed. Their example
will befollowed by oher section members.

A Word on Job Descriptions
Some section bylaws give brief
descriptionsof the duties and responsbilities
of asection officer or committee charperson
(see Appendix A and B). Other bylaws only
describe howthey are elected, howmany
terms they may serve, and wha fundions
hey have. There are no sandad job
descriptionsfor each GMC section office.
However there is ageneral undestanding of

ha tasks each section officer is expected to
perform.

The sample job descriptionsin this
chapter reflect this common undestanding.
|At the same time, they are notal-indusive.
IAn officer® or charperson®duties may vary|
congderably from section t sction.
lUndestand the sample job descriptionsas
checklists. As aways, consgder what® best
for your section and howto do i in your
section®@traditiond framework, with the

olunteers available.

Sample Job Description for GMC Section Vice President

Perform al dutes listed for the president should the president beunavailable.

Notify new officers and charpersonsof their duties following the section annud meeting.
Perform specific tasks that may occur in the course of routne section busness. For example,
the vice president may take over certain supportng fundionsin planning axd runnng
meetings and @n hdp the president and oher section oficersin paforming ther duiies.
Such activities may indude (1) wllecting trip reports and king them to each planning
meeting; (2) charing the annud meeting cmmittee, or (3) anudly talying trip reports to
determine the mogt active trip paticipant, mogt active trail worker, and nogt active trip

leader.



The Secretary: Role and Responsibilities
The secretary takes minutes of dl meetings induding meetingsof the section®executive
committee, and is responsble for retaining and pasing on heofficia copies of the minutes. The
secretary may aso bein charge of keeping and neintaining dl past section recordsand achives.
Some sectionshave a corresponding scretary who is responsble for writing letters, as well
as arecording cretary who is responsble for taking meeting nminutes. This can bethe same
person. In ay case, the section hould beclear aboutwho is expected to write what.

Sample Job Description for GMC Section Secretary

« Attend ction aanud meeting, ke minutes, and present minutes from the previousyear.

* Attend ction executive committee meetingsand teke minutes.

* Prepaerevised printed materials which have been gpprovel by the executive committee.

* Attend ction tip planning neetings Thetaking of minutes at most meetingsis optiond,
but encouraged.

The Treasurer: Role and Responsibilities

The Basics of Taking Mi of a Meeti

Minutes are aformal way to record the proceedingsof a meeting. Not every meeting requires minutes!
0 betaken, butminutes are required at any meeting where a vote takes place. For example, the written
ischedule of events generated in aplanning meeting is adoament by itself and no further recording is
needed. At the start of ameeting there should bea clear undestanding whether minutes need to betaken
or not Typical meetingsthat require minutes betaken are executive committee meetingsor section anud|
imeetings Minutes do nothave to belong orfancy. To becomplete, minutes should contain the following:
Date and location of meeting.
Time meeting garted.
Who dtended (may also becovered by an atached sgn-up sheet).
Actionstaken, eg. gprova of previousmeeting®minutes, acceptance of treasurer@ report, motions
acted upon. Br motionsacted upon, hdudetext of motions names of who made the motion ad who!
second it, and the vote result.
»  Record important recommendaions points of agreement, and Go-dogO(e.g. who sid they would

write aletter of thanks).
»  Time meeting aljoumed.
» Dateand location of next meeting f it is known.

A treasure is the custodian of asection@funds Treasurers track income and expenses, pay
bills, develop abudge, and in some sectionsmanage investments. It is usudly the treasurer who
reports on income, expenditures, and cash bdance at a section®@annud meeting.

Some ions may find it to bine the fi ions of treasurer and

membership chair. Much of the same administrative work is needed, for example maintaining

a membership database.

Sample Job Description for GMC Section Treasurer

* Keep accurate recordsof pad memberships (work dosely with membership char) and extra
gifts or dondions

* Make depostsinto checking and svingsaccouns.
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Keep accurate check records

Manage section investments (if any).

Pay section income and sales taxes (if any) and file any reguired tax reports.

Pay al bills pronptly.

Send 75% of ay dues collected by e section o the GMC office in Waterbury Center,
Vermont, on aregular basis.

+ Develop and ovesee a section budge

« Attend ®ction executive committee and ction tip planning meetings

* Attend ®ction annud meeting and reporton ction finances.

The Membership Chair: Role and Responsibilities
The membership char is responsble for maintaining asection®membership records
Membership chars work with heedquaters to proess nev members and wordinate annud
renewal nofices. Many sectionsmaintain acomputer database of their members. Note that
headquaters maintains a membership daabase for your sction and handles nev membership
processing for boh &-large members and those who dect to join asection. Cbse coopeaation
with themain dub membership progran is very important and hépful to the membership char.
This postion sares membership information and works closely with the section treasurer.
The membership chair workswith other section leaders on ganing and welcoming nev
members to your €ction. Congder the following:
* How were current members encouraged to join?
* How are new people encouraged to join?
* How does the section dtract younge members?
« Wha is the section® percentage of actively paticipaing members? (A good trget would be
20 0 25%.)
* How can you gé¢ passive members to paticipate in section activities?

There are several ways to improvemembership paticipation, induding educationd
programs, socid events, and outngsdesigned for ecific interests (e.g. families with young
children). Note that the main dub ha an education wordinator. Your sction may have an
education chair or oher people interested in education prograns; the section director can hdp
with further networking.

It isimportant for the membership char to beagood déegator. There are small, discrete jobs
which can hare apostive impact on he future health of the section if doneconsstently and with
apesond touch. For example, somebody @uld take thejob of ending acopy of he section®
newsletter and amembership formto new folks who atend asection event. In any case, nev
people who express interest in your ction should receive membership noices.

Some ions may find it ad 18 to bine the fi ions of treasurer and

membership chair. Much of the same administrative work is needed, for example maintaining

a membership database.

Sample Job Description for GMC Section Membership Chair

« Maintain up-b-date membership recordsin coopeation with GMC® membership
coordinator, and meke member list available to section officers on request. Members may
also receive anew list one each year.

* Keep in touch with the section treasurer regarding pad memberships
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Encourage new progects to join the section.

As gppropréte, encourage former members to rgoin the section.

Find nev sources to broalen membership base.

Attend sction executive committee meetingsand sction outngsmeetings
Report to the membership a the section aanud meeting.

Other Section Leader Positions

Sample Job Description for GMC Section Director

Attend GMC boad of directorsOmeetingsto represent your sction.

Report to the executive committee regarding busness transacted a the GMC boad of
directorsOmeetings

Attend sction executive committee meetingsand sction outngsmeetings

Report to the membership & the section axnud meeting.

Present the section report at the club-wide annud meeting on béaf of the section president
(optiond).

Sample Job Description for GMC Section Alternate Director

In case of the unavailability of thedirector, dl of theduties listed for director shdl become
theduties of the aternate director.

Sample Job Description for GMC Section Trails and Shelters Chair

Work dosely with the GMC Trail Management Conmittee and field prograns staff. Any
trail and hdter work resulting in dgnificant permanent changes (for example trail
relocationg needs careful planning with and often gpprova by these entities before it may be
started.

Plan and ondud trailwork ouings(induding gring and fdl walk-throughsand alditiond
outingsas needed) and forward work reportsto GMC office in atimely manne.
Coordnate trail and heter work planswith the GMC Trail Management Conmittee and
field prograns staff.

Attend sction executive committee meetingsand sction outngsmeetings

Report to the membership a the section annud meeting.

Learn and omply with trail standadsddined by he GMC Long Trail System Management
Plan and GMC Maintenance Manual. Work with GMC field gaff to organize workshopsor
arrangevolunteer paticipation in workshopsoffered by heclub or US. Forest Service.

SampIe Job Description for GMC Section Outings Chair

Organize and ovesee section outngsactivities. The outingschar may work through a
outingscommittee or us periodical planning meetingsto establish the desired ouings
program.

Arrangefor ouingsplanning meetings[X] times ayear. Generate an ouingsschedule
induding dae, trip description, length and dificulty, leader, etc.

Arrangetimely pubication of he ouingsschedule (See Chapter 4: Conmunications.
Recruit, educate, and train ouing leaders. Provide ouing leaders with reference literature
such asthe GMC Trip Leader s Handbook.



Provide outngsleaders with paticipation lists, trip report forms and oher outingsrelated
material that may beavailable from the GMC.

Keep informed eboutand pass on ecific outingsrules (e.g. hking restrictionsduring mud
season).

Attend section executive committee meetings section outngsmeetings and sction annud
meetings

Keep datistics from paticipation lists for annud meeting.

Reportto the section & annud meeting.

Note: Many of the abovementioned tasks will need dose coopeation with, or may betaken

care of by, the section®@pubicity or nevsletter char.

Sample Job Description for GMC Section Recreation Chair

Make arrangements for the section@annud meeting, induding reservationsfor meeting
place, coordinating food anong members, equipment needed for eaker, roomset-up. A
small committee may assist charperson with these tasks.

Make arrangements for any other specia events notcovered by Pecific charpersonsor
leaders by assisting with any equipment, food, éc.

Note: Not dl GMC ctionshave arecreation char. Obvioudy, the meetingslisted ebove

may bearranged by oher section offi cers or volunteers.

Samplc Job Description for GMC Section Publicity/Newsletter Chair

Oversee section@pubicity communications

Establish contacts with local newspapers, radio, and TV station, and GMC headquaters for
publication of sction news.

Generate and publsh the section@newsletter.

Work dosgly with section@outngschair to pubish ouingsschedule.

Solicit andfor write articles for nevspaper on ction activities.

Obtain trip write-upsand phobsfrom trip leaders.

Have newsletter printed and meiled out This may indude

1.obtaining labd's from GMC headquaters;

2.generating and meintaining alist of other newsletter recipients induding nevspapers,
GMC headquaters, and @mplimentary copies;

3.purchasing neessary podage samps or cordinaing buk mailing;

4.sending navsletter to Long Trail News a approprite time.

Establish section dectronic communication which may indude

1.maintaining amember e-mail list;

2.maintaining sction profie on he GMC main dub website (www.greenmountindub.og);
3.working with asection volunteer familiar with dectronic communication and the Internet
to ingall and meintain asection webste.

Attend sction executive committee meetingsand sction outngsmeetings

Reportto sction & annud meeting.






Chapter 3: Profile of a Healthy Section: Leadership Recruitment and
Transition

How Section Leaders Describe a Healthy Section

Thewell-being of asection dependsmostly on e make-up of its membership and how
people work together. A combination of many traits contributes to asection@viability. Below,
GMC sction leaders identified alist of characteristics that can befound n ahealthy sction?*

A heslthy ction...

* isvisibleto thelocal general pubic; * encourages depth of leadership;

* maintainsahigh reention rae; * practices aleadership succession plan;

* hasagrowing membership; * provides job descriptionsfor officers;

¢ has adiverse membership in ageand ¢ maintainsclose tieswith themain dub
soda background; and mekes use of available club

¢ hasan active membership which prograns;
paticipaesin meetings events, €c; * maintains communication with other

¢ has many volunteers; sections

* provides avariety of activities induding * maintainsasense of GMC history;
activities suitable for families; * practices traditionsand continuity;

« bdancestrail and odal activities; e isfamiliar with other sections

* pullsits weightin maintaining the Long * recognizes tha there is no pefect
Trail System; section: everyoneis different with

« isfinandaly well managed; different accommodations

You an tailor thelist to beas long and diverse as you went your ection membership to be
Does alarge number of members make agood
section?Finandally it may behealthy, however

trail and shelter maintenance and oher activities Is Your Sections Leadership
need paticipaing volunteers. Ask how many Doing All the Work?
active volunteers your ction ha: Aim for 20 b
25% in amedium size section (200 nembers). Ps ®
Smaller or just established sectionsmay need 50%
or more active volunteers.

Likewise, ahealthy sction profie cannotbe ®
achieved by asingle leader or ahandful of )
activists. Graphically, the diagram with the dots
describes that situation. The dots represent
members and there are many. The four volunteers
in thecircle do dl thework. Not only do they
suffer from overload butthey can dso forman
elite circle that may bedifficult for other section
members to access. Nurturing an ective section

means encouraging paticipaion by dl willing
members.

1 This list was compiled by sction leaders as pat of aworkshop on gadership recruitment and
development a the GMC Section FresidentsCMeeting in Rutland, Vermont, on April 10, 1999.



Now tha we have identified the need to have a volunteer base, howdo you drav members
into your ®ction and ge them to become volunteers or ction leaders? The funnéd diagram
illugtrates the necessary stepsto take to grow
section membership and volunteer paticipation. Drawing New Members into Sections
1.Make the pubic aware of the section, its gods,
activities, and volunteer needs, and meke members
aware of volunteer postionsand neds
2.Generate interest in projects and assignments.
3.Make aleadership role or progct desirable.

4 Theresult will mean notonly more members but
also volunteers motivated to take action.

Awareness

Interest

How to Attract and Develop Section Volunteers
Potential volunteers are outthere just waiting o

beasked to hdp. (For example, dter the 1998 te

storm, hundrels of people, members and non-
members, caled the GMC to offer ther assistance
in restoring the Long Trail.) A few smple steps can
help promote a section@needs and recruit volunteers eager to lend aheping hand.

« Tell your ®ction members and the pubic that you ned hdp.

* Describeyour nedsand volunteer opportnities: fieldwork (trails etc.), education and
leadership (naure studies, outdoor ills, kidsCectivities), communications (home publshing,
Internet communication induding website management).

¢ Seek outteenagers and mllege students who need to fulfill community service hoursas
gradudion requirements.

* Survey members to find outwhat they would like to volunteer for.

* Useavolunteer gpplication with areturn aldress to asection officer or meonewilling o
contact progective volunteers.

* Have the GMC office put section volunteer gpplicationsin welcome packets that are mailed
to your nev section members.

¢ Updae bylaws to indudeterm limits, thusopening postionsfor new volunteers to fill.

Some volunteers are naurds N gi ve them whichever task and theyQll run with it. But many
need guidance and encouragement. Others may turn down aproject for fear they mightfail. Here
are some suggestionsof howto encourage section members to become active volunteers:

« Clearly describethetask and what is expected. Don®diminish it. For example, if attending

four committee meetingsa year is expected then don€suggest that only atending wo will

be okay.

Make projects less ovewhedming by breking them into snaller or incremental tasks.

Identify levels of involvement and the number of hoursnecessary to handle specific projects.

Identify start and cmpletion ddes for projects.

Hog section workshopsand education prograns to teach new volunteers trail and officer

skills.

* Implement abuddy ystem for section oficers, boad members, and oter volunteer postions
to providetraining for nev leaders.



Don®forget your volunteers once they have been found, tained, and given ajob. \blunteers
need support hdp, and smetimes supavision. There neadsto befollow-up on heir assignments
as well as encouragement and acknowledgment. A volunteer satisfied and proud of t8 or he
achievement will hep agan a the next opportnity.

Grooming Section Leaders for Succession

Do you ®metimes think that you work too meny hoursfor your €ction?Do you ge a
feeling of impending burn-ou? Do you tink there is nobody &ailable or ready to take your job?
Nobody & irreplaceable N t hose who think they are tend o drive away thefolks who might be
able and willing b assume alarger role over time. Part of successfully serving an office is to
pass the baton © another competent individud.

As section leader you ned to think eboutwhat happenswhen you sep down. Look aound
early for somebody interested and willing © take on nev responsbilities. Get the pa'son
involved and share a specific task. Get your poentia successor ready for béng conddered by
the noninaing committee.



Chapter 4: Communications

Information éoutyour sction and the Green Mountin Club, for ction members and the
public, may use different forms: anewsletter, the Internet, local newspapers, radio and television,
and local bulletin boads Scopeand dyle of that information vaies greatly according © section
needs and the persondity of the section navsletter editor/pubiicity chair. This communication
job provides many opportinities for pasond expression and fulfillment. It promises lots of fun

for ahigh-girited volunteer.

Below are suggestionsfor usng the variouscommunication ols. As you oo your
preferred communication media, keep in mind tha noteverybody @n bereached by email or
theInternet. A section newvsletter on paoer is till the surest way to reach your aidience.

Section Newsletter

Your sction@newsletter is your voke to your
members. Create a uniqueformat that can beeasily and
immediately recognized by ction members. Use the
newsletter to its full potentia by listing your ouitngs
schedule, section navs, and Long Trail hgppenings

Suggmted Format

Looking for a Sample Newsletter?

Call the GMC office or contact other|
section newsletter editors to have them pu
our name on her mailing lists.

Conputers are marveloustools for home pubishing. Learn eéboutavailable software or
recruit hdp froman interested volunteer to edit and arangenewsletter text.
* Minimize work by dways usng te same template and recurring logo or heder on thefront

page
¢ Useaformat tha makes xeroxing cpies easy to do.

* Make the newdletter aself-mailer by induding an areawith areturn aldress and gace for a
mailing label on theback pand. Talk to your bcal pog office to find wha worksbest in their

machines.

Suggested Contents

Includethesectlon@ounngsschaiule past trip write-ups and phobgraphs
e Print thesectlon@_annua report, indudesection officers and howthey can becontacted.
* Publish president@ and director@ reports, naure stories, book reviews, news aboutmembers,

and information éoutthe GMC and Long Trail.

* Insert aform for nev membersto use to join your €ction and for aurrent members to renew
ther membership (renewals and membership fees can dso bepad directly to the GMC

headquaters and me sectionsprefer this method).

* In addition to adetailed ouingsschedule, an insert card could beinduded listing ony ouiing

titlesand trip daes tha members can us as ahandy rderence to pos on heir refrigerators
Use the newsletter as atool to recruit volunteers for tasks and officer postions List
volunteer jobssuch as newsletter hdper, webste designe, school presenter, or hike leaders.
Try to coordinate the outngsschedule with the Long Trail News schedule so that section
hikes are listed in the club-wide quaterly, which has acirculation of 6,500 prited (13,000
readers assuming 2 p@ple pe issue). The Long Trail News submission dedlines are Januay
1, April 1, uly 1, and Cctobe 1.

Internet



For many people the Internet has become the communication ol of choice. How can you
putyour ction onine? Find amember who is computer savvy who an advise you, provie
starting hép, and trouble shootyour onine opeations

E-mail is being used by noreand more GMC members every day. E-mail is aterrific tool

for fast communication anong ction leaders and volunteers. Establish amember e-mail

directory and u® e-mail addresses whenever possible. E-mail letters do notuse pgper

(conervation!) and ae cheaper and faster to end.

« Create asection website N an efective way to recruit new and younge members!
Suggested website content may indudean atractive design dement, an introdudory paye
(what the section does), sub payes induding the section nevsletter and outngsschedule
(mogt likely they are aready in acomputer file), maintenance and trail information,
membership information and licitation, dus, and ction history. Recruit a section
volunteer (or alocal school® computer class) to design awebsite and hos it. Find a
volunteer who iswilling o accept and respond b email inquiries.

« Createlinks to themain dub@website (www.greenmountindub.og) and oher section web
pages.

Media
Use local mediato avertise your sction. Coordnate al media contacts by the section. Itis

good poicy and aroids dupication & well as confuson b have onedesignaed sction member

for al media contacts. Become friendly with editors and writers of your bcal newvspapers, radio,
and TV stations Send them complimentary copies of your nevsletter.

Newspapers are dways looking for information o print. Establish ardationship with a
writer to whomyou @n nd @lenda announements and press releases.

* Have your outngsschedule printed. Consder, however, how much information your gction
wants to provide Administrative meetingsor Gnembers-only potucksOare often oritted
from general pubic listings Make sureyour outngsleaders have aclear undestanding of
what information will be pubished. Some volunteers do notwant to have their telephone
number released through he media.

* Write mini articles aboutspecial outingsor trail projectsin need of paticipants; local
newspapers often are willing  publsh these types of stories if the article is well-written and
ready for publcation.

* Advetise for gecia events such a your axnud meeting or f hoging aJames P. Taylor
Winter Series event. Provide aboxed alvertisement and ask your local peper if they will
printit for free.

* Providegenerad GMC informationd articles to local free circulars to hdp make your ction
and the Green Moungin Club nane more visible.

« Consder recruiting volunteers for special trail projects usng the classified want ads People
looking for enployment opportinities may bewilling © volunteer on thetrail for aday.

Local radio stationsmay or may notdo free pubic service announements. Advertise your
annud meeting, hke and trail work ouings and Pecia events. Offer to have a section member
beaguest on atalk show abouttheLong Trail.

Local cable stationsaso do free publc service announements on heir community
calendas. Have upmming outngsaired on addly basis.

For the more motivated: Contct local television stationsand locally produed shows such &
A\ cross the FenceOand ofer to bea guest or provideinformation for aLong Tail story.



Traveling Display
The GMC has an easy-to-use traveling display that is available to sctions Thedisplay

usudly comes with abox gocked with current club literature to hand outat special events.
Section history and aurrent activity information @n dso bedisplayed a special events such

as your ainud meeting or aTaylor Series presentation. Find alongime member to areate and

keep scrapbooksand phob dbums. Old-timers have lots of gories to tell, and keeping track of

section history (se Chapter 10: Section History and Archives) assures their active paticipation.
If possible set up adisplay at your ainud meeting, & section-ponsred dide shows, and &
new membersQmesting.

* Adisplay putup for aset period of ime is often welcome at local malls, ouing gores, and
storefront windows. Make sure there is adequae supavision o proect the display and
replenish handous.

* Takeadisplay to local organizationd meetingssuch as PTA or Roery meetings

* Attend pecial Earth Day (end of April) or Nationd Trails Day (first weekend in une events
in your aea.



Chapter 5: All about Meetings

The Potluck as a GMC Institution

Food i fun. It bringspeople back. GMC has atradition of gret pofucks and it is agood tea
for asection®annud meeting. In fact youQlfind tha many working meetingsof your gction
are hdd in private hones. Usudly the hogs and the paticipants share in providing sme snacks
and beverages. In these hectic times, knowing tha you @n arive a ameeting with adish in
hand and thereby gan access to afull smorgasbord is awondeful incentive.

Name tags are dways hdpful. Even if everybody knowvs everybody, there are hopdully a
few new people, and name tags make it so much easier for them. Plus some of usforget each
othersthames!

Formal Business Meetings

Depending on purposand naure, first decide whether the meeting is formal or grictly for
working on ad reaching aspecific result (such as aquaterly schedule of ouings. An agenda
may beuseful butnotaways necessary. Ask whether you need minutes. Minutes are required &
any meeting where avote takes place. Once you ge started, ick to theagenda

Sample Steps to Running a Formal Business Meeting (Robert’s Rules)

Approvethe minutes of the previousmeeting.

Receive the treasurer@ report.

Adoptthe budge.

Hear committee reports.

When an agendaitem is introduced, beclear on whether it is an action item.

If action on heitem is required, entertain amotion.

When amotion is made, it must be seconde.

Make sure the secretary has the motion correctly recorded.

Cdl for discussion.

During discussion, anendments are in orde.

When an anendment is moved and secondaed, it becomes theitem on hefloor untl it is

voted on.

« Cdl for avote: Q\ll in favor?2Q G\l opposd 2 GAbgention?O

« Announe the outtome (e.g. The ayes have it, and you hae passed the motion.

« Practice democracy: Solicit opinions(e.g. @Vould anybody Ike to offer a different
opinion®)

* Try to recognize people who have not spoken beore recognizing the same person agan and
agan!

« Keep it moving N it is okay to bring & item to dosurewhen dl the opinionshave been
heard one or twice.

The Section Annual Meeting

Are there section members youOveever met? They may turn up @ an annud meeting. For
some of them it@ the only opportinity to paticipate. The annud meeting ®rves abusness
purpo® as well as beéng asodial gahering for dl members. Create the amosphee and dlow
time to have members get acquanted and chat. Don®ovewhem them with section busness.
Some members, dter having pad ther dues, may bejust as hgppy b enjoy the company ove a
potluck dinne.



1t® nice to have an official spesker butsharing sides and goriesin an informal manne may
beabeter way to make section members feel pat of the family.

Ten Planning Steps for a Perfect Annual Meeting

Some sectionshave acommittee to plan and oganize the annud meeting. Acharperson may
bethevice president or any other section leader or volunteer. Other sectionsmay trus the
planning © aveteran member who is familiar with section traditionsand past annud meetings
In any event, the organizers should keep agood béence between the sodal and busness pat.
Members want to enjoy the meeting!

If possible, each year hold the meeting in the same general location and during the same
month. Selecting agood onvenient site is important. Many sectionshave access to achurdh or
local hdl.

1. Reserve the designated location (eg. local church, community hal). This needsto bedone
early so that the date and deails can beprinted in the section®@newsletter.

2. St an agendawhich highlights the section@activities during the past year. Indudecommittee
reports.

3. Decide whether you need aformal speaker
or prefer members to share dides and President’s Agenda for Annual M,
adventures of the past year. When talking ~ [Before business meeting...

with poential speakers, dways ask if they  [L-Welcome attendees. _
charge afee. Decideif your sction is willing [2-Acknowedgemembers who have died or ben
to pay aspeaker or offer to rambursethem ~ |porn durng the past year.

for traveling expenses. Always invite them to [3:Name and welcome new members.

join the section for dhner. Ask potential (fter business meeting... _
speskers if they need items such & a screen, {4.Honor ougoing officers and oustanding

slide projector, or extenson cord or f they ~ [Volunteers. o )

will bring their own. Ask for written details 5-Award door or réfle prices (if applicable).

aboutther progran o that a prope 6.Introduce guest spesker.
introdudion cn begiven a themeeting.  |7-Thank guest spesker.
8.Close meeting.

4. It may benice to purcase gifts for the
mog active trip paticipant, trail worker, and
trip leader. The section treasurer will reimburse the buye. Table decoraionsor door przes are
optiond. Keep recordsor find outwhich dub member may have unugd miscellaneousitems
from previousmeetings

5. Snd awritten invitation or @l the saff at GMC headquaters to invite them to the annud
meeting. FAind outif any of the saff would like to gpeak (briefly) at the meeting. Ask if anyone
has information for te president to convey to the section.

6. Afew days before the annud meeting, the charperson or oher committee member should
contact thelocation and the speaker with areminder, to make surethingsare al set and will be
on shedule.




7. The contact person for hedinne (list in sction nevsletter) will begeting alls aboutwhat
foodsto bring. They may try to direct people into bringing adish in oneof four general groups
main dish, salad, bread, dessert. Some people can dso beassigned to bring drinks, butthe
contact person may ask the treasurer to buy ea and ingtant coffee as these tend  bepricey.
Make sure someonewill bring milk or haf-and-haf for coffee and buter or margarine for bread.

Churd kitchens often have salt, peppe and sugar

available; make surethey can beused or hare
someonebring ome, just in case.

8. Make surethat at least 3 or 4 peple will come
early to hdp st up ebles, ec. Usudly finding
hepersto dean up dter themeal isn®a problem.

9. On thenight of the dinne, make sure that
everyoneinvolved is bringing ther assigned
items. Provide name tagsand asign-up seet for
attendees.

10.At theend of heevening, neke surethetables,
and chars are back in their origind location and
that al agreements with the contact person & the

Agenda Items for an Annual Meeting’s
Official Business

11.0pen meeting and goproveminutes of last
ear@ meeting.

2.Hear reports from officers and cmmmittee

chairs.

3.Hear and gprovefinandal report

4 Review other old busness.

5.Hear report from the noninaing

committee.

6.Cdl for noninaionsfrom thefloor.

7 Review new busness.

8.Elect new date of officers.

9.Adjourn busness meeting.

site have been met. Don®forget thingslike
locking dl thedoors etc. Also meke surethesite
and Peaker have been pad; send thank-you noes to boh.

Section-Sponsored Special Events

Special events may indudeeducationd meetings(induding thos offered by the main dub),
workshops informal member dide shows, the GMC James P. Taylor Winter Series and oter
programs. Planning largely dependson he purpog and tting of he event. The checklist bdow
indudes many dements aready described for the annud meeting. Modify your gpproah &
needed.
Find ste, deerminetime, and recruit spesker.
Find avolunteer to act as contact person for heevent.
Advertise in sction nevsletter, Long Trail News, local newspaper, radio, c.
Plan for réfreshments (cups plates, ngkins, &c.).
Arrangeto ge key for the site or have the facility opened and dosed.
Plan activities for children.
For dide shows, arangefor aprojector, extra bulb, and reen.
Get name tags This makes it much essier for nev people who ae coming t aprogran for
thefirst time.
Have asign-up deet.
Remember: Leave No Trace. At theend of the evening, putaway chairs and tables, pick up
trash, turn outlights, and lock up.

Hosting a James P. Taylor Winter Series Event



Since 1992, he James P. Taylor Winter Series has provided adventure, educationd, and
nature dide shows to members and the pubic. The series has matured to the point of induding
events tha are abit more professiond than the average home dide show butare affordeble to
hog. The series has been aterrific way for the club o remain visible in the public eye during the
winter months In recent years many sectionshave hdped to pon®r sries dide shows in their
area and have been ale to us the events as away to recruit new members and fundrase.
Because these shows are pat of aformal series, they are planned well in advance by the dub®
education mordinator.

Hodting aTaylor Series event provides the section with an excellent opportnity to showcase
its presence and activities to the area community. It bringssection members together in an
additiond annud event. Planning for and hosing the event is ateam effort where members can
work together as well as share in the satisfaction of ashow well done

If your section isinterested in hosing ashow in assodiation with the series, contact the
education wordinaor during late summer or early fall. He or shewill determine what services
the GMC office provides and wha responsbilities are expected of asection when ponring a
series event. Not al of the section responsbilities may apply depending on he show you hos
and thelocation; dways request adetailed list of your sction@duies.



Chapter 6: Finances

Managing asection@assets and keeping its finances healthy can bea daunting task. Section
members willingly pay their dues; sometimes they forget and need to bereminded. Unless they
are involved (as section leaders or volunteers) in purdases or sles assodiated with section
activities, they are likely to spend little thoughton asection@finances and assume tha dl is
well. Your sction treasurer is expected to keep thingsunde control. He or shereceives prase
usudly only once pe year a the annud meeting. Their work is low profile but nevertheless
requires meticulousatention o deails.

Nonprofit Status and How to Use the Vermont Sales Tax Exemption

The GMC is aregistered 501(9(3) tax-exempt nonproft organization (@rpordion). Sctions
do nothave their own gand-donetax exemptions and must work unde the umbrdla of the
corpordion © take advantage of gpplicable tax exemptions

Vermont Sales Tax
Your ction is not subject to Vermont sales tax for purdases. As treasurer, you $ould meke

your ction volunteers aware tha they should not

pay saes tax when they purchase ataxable item

for GMC. In orde to take advantage of this the Tax Exemption Information

purchaser must be able to produe GMCG tax- GMC ﬁ_ctiogsopaae unde the ur_rbreila of the
exempt nunber, 13047, or preent the merchant [corporation® 501€)(3) tax exemption.

with acopy of he GMC (Resale and Exempt
Organization Cetificate of Exemption.QA copy
of the certifi cate can befound in Appendix C. |GMCG Federdl 1.D. nunber is 030162865.

IGMCG@ Vermont tax exempt number is 13047.

Although his certifi cate may bereproduced
withoutapprovd, this practice should becarefully
monitored to prevent abuses.

Sectionsmay limit their purchases to certain merchants where a merchant-specific blank
exemption formis kept on record. At thetime of purdase the form can befilled outwith the
organization®name, nunber, etc, and sgned by he authorized purdaser. Answers to any
questionsor alvice on hadling dub fundscan beobtained fromthe GMC busness manager.

Section Sales Activities

If your section lls merchandise that has been purdased from a manufacturer or wholesaler,
the sales are subject to Vermont sales tax. Examples indudenote cards, maps books etc. (noe
that clothing is exempt from Vermont sales tax). On these sales, you ould oollect 5% sales tax
and remit it directly to the Vermont Department of Taxes, if required, or &nd it to the GMC
busness manager dong with an itemization of he sales, 0 tha GMC can meet its tax
obligation.

Charitable Contributions

If somebody wants to meke adondion or @ntribution t the section and intendsto daim it
as achaitable dedudion fromtheir income taxes, the dondion must be sent directly to or
through he main dub. Cheks can bemade outto aspecific section or $mply to (Breen
Mountin ClubOwith anote; in dther case, fundsearmarked for aspecific section ae disbursed
by the GMC busness manager to the section treasurer.



New Member and Renewal Dues Payments
When anev member joinsthemain dub, hey are invited to join any section or b remain &-
large. Thereis no extra fee for section dfiliation. Unde the GMC bylaws, the percentage of
section members dues remitted to the sectionsis set by themain dub boad of directors
Currently 25% of hese dues are dlocated to the section and 75% for hedquaters. In most
arrangements where section member dues are received by GMC headquaters:
new section membershipsand renewals are recorded as (Bection DuesOincome;
o 25% of hese dues are sent to the section treasurer monthly;
* 100% of aay sction mntributionsreceived abovesection duss, or gifts specifically
earmarked for the section, ae sent to the treasurer monthly.

Some sectionscontinueto collect dues directly from section members (for example a their
annud meeting). In sich cases, the section treasurer sends75% of he dues received to GMC
headquaters monthly.

Tips from a Veteran Section Treasurer

Sylvia Ewertsis alongganding member of the Burlington Section who ha served on he
GMC boad of directorsand boh dub-wide and sction budgéand finance committees. In 1999,
when Sylvia stepped down as Burlington Section Treasurer after many yeers of service, she
jotted down deailed noes for he successor. Here are excerpts tha may be hdpful to other GMC
section treasurersin the future.

Finance Committee or Treasurer’s Office Responsibilities

Maintain section@assets in fiscally sound manne.

Develop abudge. Thisis usudly needed before the section annud meeting. Normally, the
budge covers oneyear (or less).

a
a

Treasurer Duties

Depost income in bank or curities account

Pay bills as they become due

Handle membership dues receipts as arranged with main dub.
Handle charitable contributons

Review conformance to current budge.

Prepare budge for approva.

v v Dy O Dy

Committee Member Responsibilities/Tasks

4 Review budge.

& Advise on investments of special funds

& Audit section finances for gpprova of treasurer@ report a annud meeting (optond).

Administrative Details

¢ Receipts. Most will bechecks. If cash, veify amountwith receipt.

* Payments. Expenses induded in budgé may bepad upon preentation of vdid receipts. Put
check number on receipts. All expenses are to bepad by treasurer. Expenses between $25
and $99 (hese approvd ceilingsmay differ from section o sction) notin budgé mus be



approvel by president. Expenses notin budge and morethan $99 nust be approved by he
executive committee. Purchases of tools and services may be excluded from sales tax.
Documentation. As treasurer, you $ould maintain dowmentation (i.e. receipts) of dl
purchases. Write check number on hereceipt. It makes it easier to keep track. Be prepared
for an audit a any ime. Checks for expenses incurred by treasurer should becounersigned
by the president.

Postage for section newsletter. Unde certain drcumstances pogage savingsmay be
realized through aspecial pemit. Therules are complicated and need careful study.
Procedures involve an annud fee and ramittance of posage to the Postmaster (local address)
on aregular basis (degpending on nevsletter schedule).

Securities. Does your ®ction own securities? If ratio of docks/bondsreaches 7525, review
and onallt with the GMC busness manager.

Income and sales tax reporting. Mog likely, the section®annud income is less than
$25,000 ad federal and date reports are not needed. Sate sales taxes must be pad for dl
sales unless specifically exempted (eg. dothing). If you ae required to file areport because
of sales activities in prior years, do ® even if sales have been zero. Consilt with the GMC
busness manager if you need gecific advice.

Budget. Prepare with finance committee and executive committee a end of fiscal year.
Recondle accounts and prepare annud report for distribution and gprova at annud
meeting. As acourtesy, send acopy of your anua reportto the GMC busness manager.
Change of officers. Prior to change request changeforms from bank(s).



Chapter 7: Membership

Handling membership can beatime-consuming task depending on he size of your sction.
The membership charperson is responsble for keeping the section avare of new members,
renewals, and orrect addresses. Fortunaely the GMC offi ce tracks al membership information
and is aterrific resource. Useit to hdp with your alministrative tasks. Responsbilities also
induderecruiting nev members and meking them feel welcome. And do notforget the existing
membership. Think aboutways to hold their interest and meke them valuetheir GMC sction
membership.

Strategies for Recruiting New Members

Before you launch on asection membership campagn, ke time to think aboutwho it is tha
you ae trying o reach. There are many types of people who sipportorganizationslike the Green
Mountin Club. Raher than thinking of onegeneric type of member, try to think of groupsof
members who share common interests and vdues.

Trailworkers are onegroup with whomwe are al familiar. These are people who ae willing
to make acommitment of time and physcal effort to supporttrailwork and oher section dforts.
Of course, there may beany nunber of other groupswho ae members, or progpective members,
of your sction. Take every opportinity to talk to boh current and poential members to find out
what they share in common. You may find that there are enough families, seniors, young aults,
backpackers, pesk climbers, canoes, bicyclers, or Sunday strollers to merit scheduling activities
that are planned especially for them. You will aso need to plan your reruiting methodsto
endurethat you ae reaching your htended audience.

The GMC office is hgopy o provide brochures, membership gpplications and wpies of the
Long Trail News for usein sction membership recruitment. GMC gaff are dways available to
make suggestionsin terms of design of sction nevsletters and oher material printed by
sections Thelist that follows is a collection of ideas that have worked for some sections

Make Use of Free Publicity

* List ouingsand eventsin alocal newspaper calenda.

« Mail your shedule to other groups such as outdoor dubs environmental groups socia
clubs and church groups

* Pog outing shedules and gplicationson buletin boadsin gorting goodsstores, book
stores, supamarkets, community bulletin boads, co-ops health food sores, laundronats,
and helth or fitness centers.

¢ When poging aschedule in apubic place, indudetear-off telephonenurbers for the
membership char.

Follow up on Inquiries

* Mail or email your hedule, gpplication form and nevsletter to people who inquire about
your ction.

* Make surethe schedule hes the name and phonenumber of someoneto contact for more
information eoutthe GMC.

* Place names of interested people on your nailing list for some period of ime, pehapssix
months

Make New Members Feel Welcome



*  Write awelcome letter from your sction, and u it as pat of your own welcome packet, or
ask the staff in Waterbury Center to use in the complete section welcome packet.

* Make aphonecall, or ue your gplication form to find outexactly wha kind of outngsand
activities anew member is interested in.

* Invite newcomers to aspecific event. New members may belooking for nmorethan ahiking
experience. Flan potucks, pancake breskfasts, or oher sodial events.

¢ Includeavolunteer sgn-up sheet in your nev member packet. It dlows nevcomers to ge
involved with other members, and gives you me idea of their special interests and talents.

* Make an dfort to extend aspecial welcome to nev members a &l your sction outngs
meetings and ecial events. At your axnud meeting you @uld ask al new membersto rase
ther handsso tha everyonecan recognize and welcome them to the group. This shows that
you cre tha they are a pat of the section.

How to Keep All of Your Members Interested
As charperson offer your membership tools and knowedgeto other section leaders to hdp

them plan their activities.

« Caegorize your mailing list so that information, invitations or requests can besentto a
particular group;for example, you ould categorize newcomers, inquiries, seniors, families,
volunteers, trailworkers, ec.

* Make such demographic information available to other section leaders to hdp them schedule
activities for gecific groupsinduding cildren, niors families, or ertain interests.

Membership Assistance from the GMC Office

The staff at the GMC office is available to assist sectionsby kesping section membership
lists up-to-date, printing lists and labels, mailing renewal notices, and providing membership
development materials. Development materials may indudeasupply of GMC brodwures and
applications advice on naevsletter or flyer design, and assistance with pubicity.

Monthly Updates from the GMC Office

Once amonth the GMC offi ce sendsmembership information o section membership chars
and sction treasurers. If there is no nembership activity for agiven section durng the previous
month then no nformation is mailed. Membership chairs receive amonthly report listing nev
member information, aldress changes, trandfers from at-large or oher sections and renewals.

Section treasurers receive phobcopies of any renewal forms or membership gpplicationsthe
GMC office has received as well as acheck for any renewals or nev membership dues received
during the previousmonth. Sectionsreceive 25% of & dues payment and 100% of H
contributionsdesignated secificaly for section us.

Updates from the Section

Likewise, s=ctionsare asked to noify the office of any changes to their membership listson a
timely basis. Changes may indudenew section members, members who have renewed directly
with the section, or reently deceased members. Sectionsare asked to send 75% of d collected
dues to the GMC office on amonthly or bimonthly basis.
Annual Update of Membership List

Conplete section membership lists are sent annudly to section membership or reasurer
chairs prior to mailing sction renewals. Chars are asked to meke necessary modifi cationsto the
list so that renewals are sent to gppropriate members and rrect addresses.



Mailing Labels and Membership Lists

Mailing labds and membership lists for your ®ction ae available a any ime a no ®4. It is
hdpful if requests for labels or alist are made two weeks in advance. When placing your
request, please indudethe date you ned thelist or labels by and whether you would like labds
in dphabetical or 2p codeorde. Membership lists can dso beputon dsk. The Club maintains
its membership daain Raser® Edgeand @n convat information into the following file
formats: Conma-Separated Values (CSV), Data Interchange Format (DIF), Excel 2.1 © 5.0
(XLS), Lotus 1-2-3 (WK1, WK3, and WKS), Record Syle (Columnsof Values), Rich Text
Format (RTF), Text, Microsoft Word Merge File, WordRerfect Merge File, Microsoft Access
Database, FoxPro Database, dBASE |1, M S Access Report Writer Database.

Access to Mailing Lists of Other Sections and At-large Members
On June3, 1995 he boad of directors approved apolicy regarding theinternd distribution

of mailing lists. Lists or labds are available a the discretion of he executive director. Approvd

|sgramed based on tefollowing guildines:
Purpos. Themailing wuld befor purpogs such as inviting members from another section
or members a-largeto hdp with aspecial project, such & a shdter, through dontionsor
volunteer work; to subsribeto asection navsletter; to atend aspecia event; or to consder
the formation of anew section. Thelist encompasses a variety of reasonsfor encouraging
wide paticipaion in sction ativities. It does notalow for the direct solicitation for sction
membership.

* Procedure A written request stating the purpog of the mailing hould besubmitted to the
executive director. Where approprite, prior goprova should beobteined fromthetrail
management committee, the fundrasing ammittee, or dfected section presidents. If
approva is denied, the petitione” may appeal to the executive committee. The executive
director may request reimbursement for mailing labe costs.

Welcoming New Members

Every new GMC member receives awelcome packet from the Green Mountin Club ofice.
Packets are prepared and meiled weekly by gaff and volunteers. The executive director
persondly signsall welcome letters.

There are three types of welcome packets prepared for nev GM Cers depending on vhat
membership category and sction amember joins Section oficers are encouraged to contact the
GMC office and designae either the basic or complete welcome packet if they are not satisfied
with their current welcoming pratice.

The Basic Section Welcome Packet is mailed to dl nev members of the Burlington,
Conneticut, Killington, Qtauquechee, and Serling sctions The packet indudes awelcome
letter signed by the executive director, aset of GMC bylaws, acurrent Long Trail News, a
section description and nember bendfits list (a sample can befound n Appendix D), afree
GMC decal, aLong Trail Protection Canpaign report (if available), aGMC Annud Report (if
available), and imely flyers advertising GVMIC workshops dide shows, and Pecia events.

Note: If your sction dects to us the basic section welcome packet, you ae responsble for
sending sction membership cardsand aurrent section nevsletter/outing <hedules. You may
want to indudean informal welcome note.

The Complete Section Welcome Packet is mailed to dl nev members of the Bennington,
Brattleboro, Bred Lod, Laraway, Manchester, Montpdier, Northeast Kingdom Northern



Frontier, and Worcester sections The complete packet indudes al items listed ebovefor the
basic packet butaso indudes a section membership card and acurrent section nevsletter or
activity schedule.

Note: If your sction ha elected to use the complete section welcome packet, you ae
responsble for making suretha the GMC office has asupply of sgned membership cardsand
your nog current newsletter or outng chedule.

TheAt-large Welcome Packet is mailed to dl new at-large members. This packet indudes al
items listed aovefor the basic packet butaso indudes an &-large membership card.

Transfer Members

Both a-large members and members of other sectionsshould beencouraged to trangfer to
your ction if they enjoy paticipaing in your ativities and outngs Either the progpective
member or asection officer can contact the GMC membership gaff to request the tranfer.

The GMC office does not send anything o members who transfer. We suggest that you end
anote to confirm thetrangfer and o welcome them to your ction.

Transfer from At-large to Section

Sectionsare notfied eboutmembers tranferring into ther section on he monthly reports. In
mog cases, sectionsdo notreceive money for members who transfer. However, if a member
makes atrangfer request within amonth of joining the club or & thetime of renewal, the nev
section receives 25% of he dues.

Transfer from Section to Section

Sectionsare noified eboutmembers tranferring into or outof their section on he monthly
reports. Sectionsusudly do notreceive money for members who trangfer from another section.
However, if a member makes atransfer request within amonth of joining the club or a thetime
of renewal, the new section receives 25% of he dues.

Membership Renewal Process

The GMC office offers arenewal program to dl sections The progran indudes writing,
printing, and neiling renewal notices a no o< to the section. As of May 2001, herenewa
program is transtioning fromsending notces once ayear (a the end of asection®fiscal year) to
sending notces monthly (just prior to the anniversary of amember@ join dae). This new method
of renewing members will avoid member confuson and will spread outGMC income over the
course of theyear.

Annual Renewal Mailing

Mogt sectionsare familiar with the annud renewal mailing. At the end of asection®fiscal
year the membership office workswith section oficersin writing arenewal letter. The office
coordinaes the printing and meiling of theletter to lapsed section members. Two additiond
notices are mailed onemonth gpart to members who do notrespond b previousnotices. This
once-ayear mailing provides sectionswith alump sum of money a the start of their new fiscal
year. Despite having aut-off dates in place, this method & unfar towards new members who ae
asked for their first renewal within less than ayear after joining the club.



Rolling Renewal Mailing

The GMC® new membership and fundrasing oftware makes it possible for the dlub ©
managearolling renewa schedule. Current members used to receiving ther notices at the start
of thefiscal year will continueto receive notices at that time. However, new members will
receive futurerenewal nofices just before their anniversary join-dae. In boh cases, successive
follow-up notces will be sent to members who do notrespond b previousnotces. Unde this
method ctionswill ill, for atime, continueto receive abulk of fundsonce ayear but
eventudly receipt of monies will be spread outover the year. Rolling renewa mailingsare
practiced by nost nonproft organizations sectionsare encouraged to switch dl membersto a
rolling renewa cycle.

Nonrenewals
Memberships are droppel when members do notrenew within the four months following
their join-dae.
Sectionsare encouraged to take additiond stepsto retain their members. Some gpproahes
that have been used indude
* marking ction nevsletters to dert ddinquent members;
* writing an informal note;
« making aphonecal;
* sending the section naevsletter for an additiond six months

A section may at any time request alist of their droppel members from the GMC office.



Chapter 8: Outings

Role and Responsibilities of Activities Committee or Coordinator

Theoutingsor ativities coordinator is key to the success of asection. Sieor heis
responsble for oliciting volunteer leaders and puting together an oufngsschedule which
provides activities for variousinterests and ability levels. Often thefirst experience amember
has with asection is when they atend ascheduled ouing. Qutingscreate interest in asection.
They introdue nev members to the GMC. They dlow members to ge to knoweach other and
build friendships They lead people to places they have never before explored. They give
volunteers achance to develop and sharpen their leadership <ills. They are a sourae for
recruiting nev section leaders. They teach an gpreciation for he outdoors They showcase the
beauty of Vermont Best of dl, ouingsare fun.

Every section geerates their outingsschedule in adifferent manne. Thework may bedone
by an ouingscommittee, an ouingscoordinator, or in an informal planning group neeting &
regular intervals (e.g. quaterly). Wha follows are guiddines for howto omganize and run sction
outings gleaned frominformation provided by mordinaors from the varioussections They are
by no means exhaugtive, butare meant to ark ideas and guide newly formed or revived
sections

Developing a Method for Coordinating a Schedule

Potluck

Food dravs people. Schedule a potiuck or dessert get-together two weeks or amonth before
the schedule needsto beready for the newsletter. For example, meet in May to work on ouings
for duly, Augud, etc. Invite dl trip leaders, poential trip leaders, and ayoneelse interested.
Rotate thelocation N people® hones, local libraries (if they dlow food), ad restaurants are
possibilities. By geting togeher, volunteers can come up with ideas for new tripsand
commiserate (if need be over problems they have encountred. Leaders are morelikely to
schedule an ouing if you and the calendar are sitting rightin frontof them. Thepotuck isa
great way to generate interest and volunteers.

Meeting
A potluck withoutthe food.

Telephone

Thekey to usng thetelephonefor scheduling is an ouingscoordinaor or wo who ae
willing o meke the calls. The coordinator has alist of poential trip leaders and their phone
nunmbers. In ome sections onepearson mekes the calls and another handles the pgperwork, i.e.
sending trip forms to the leaders and oganizing theinformation for he newdetter editor. In
other sections the coordinators get together to make the calls.

Internet

Provided mogt trip leaders have e-mail, this workswell. Two weeks (or whatever anountof
time the coordinator decides works best) before the schedule is duefor the newsletter, the
coordinaor endsan email asking for outngsand ddes. The coordinaor then fits them into the
calenda, usng email to work outany conflicts. E-mail is fast, easy, and virtudly free. It can
save the section ime, pgper work, and posage



Developing an Outing Information Form for Trip Leaders

An ouing information formprovides trip details which should gppeer in the newsletter:
Date of thetrip

Destination

Typeof trip (hike, bike, canoe ki, snowshoe visit to museum, etc.)

Distance

Difficulty rating (dificult, modeate, easy)

What to bring (lunch, noney, weather gear, day pack, ec.)

Leader® name and &lephonenumber (when is the best time to call, do you vant your nane
and telephonenunber in the newspaper)

A brief trip description

Any other hdpful information (family outing, for experienced hikers only, ec.)

Use GMC guiddines for raing tipsto hdp boh leaders and paticipants. To diminae

confuson and misinformation, it worksbest if leaders fill in astandad form. Usudly, the
coordinator oollects the completed forms and generates a schedule which is provided to the
newsletter editor by an agreed upon dedline Theforms may aso ad newsletter editors because
all necessary information is provided. Sample forms can befound n Appendix E and Appendix
F



Rating Outings for Level of Difficulty

The GMCG@ A Trip Leader s Handbook suggests the following guildines for rating outngs

IGMC Turtle Outings: Turtle outngsare designed for people who like aslower pace and ashorter day.
[They offer an excellent way for asection  atract nev members, especialy families with snall children or
people who move dowly. To qudify as a QurtleOtrip, an ouing must beless than 5 nilesin length, gan less
han 500 t. in devation and ke less than 4 hous.
[Easy: available to dmost anyone

For hikes: less than 5 niles and less than 1,000 f. of devation gan.

For bike trips less than 15 niles, fairly flat.

For ki trips: less than 6 niles, fairly flat.

For snowshoetrips less than 3 niles, less than 800 f. of devation gan.

For canoetrips lessthan 5 niles, flat water.

[Moderate: for the average participant with some experience.
For hikes: 5 to 8 niles, 1,000 b 2,400 f. of elevation gan.
For bike trips 15 35 niles, flat or modeate hills.
For ski trips 6 to 10 miles with less than 1,000 f. of elevation gan.
For snowshoetrips 3 to 6 niles with 800 b 2,000 f. of devation gan.
For canoetrips 5 to 8 niles for flat water, less than 5 niles for Class | or |1 rapids

Difficult: ouingswhere the paticipant nesdsto befit and should beexperienced in the activity.
For hikes: more than 8 nriles or more than 2,400 f. of elevation gan.
For bike trips more than 35 niles or with long uphil sections
For ski trips more than 10 niles or more than 1,000 f. of eevation gan.
For snowshoetrips more than 6 riles or more than 2,000 f. of eevation gan.
For canoetrips more than 8 miles for flat water, more than 5 miles for Class | or Il rapids, orany Class |11
or highe.

Publicizing the Schedule
In some sections the outingscoordinaor dso publicizes the schedule. Thefollowing ae
suggestionsfor ways to ge theword out
* Section nevsletter and webste
e Long Trail News
Local daly newspaper (community or outloor buletin boad)
Free weekly nevspagpers (mos towns have them)
Local radio dations
Local television gations(especially those with alocal cable access)
Use your imagination!

Coordnate dl media contacts (best to us onepeason). If posible, develop argpportwith a
contact a the variouslocal media outets. Once you do, your anounements are more likely to
be accurately printed or ge ar time.

Keeping Track of Expenses



The section should remburse the coordinator or navsletter editor for expenses related to the
schedule. These can indudepogage, envelopes, paper, and trip leader recognition. How the
reimburseement is doneis decided by the section®executive committee.

Advising and Supporting Trip Leaders

In 1997, GMC pubished 4 Trip Leader s Handbook which is filled with gentle advice for
trip leaders. It is agreat resource especially for new leaders. The ouiingscoordinator can keep
several copies on hand  pass around.

The outingscoordinaor needsto befamiliar with thetrails, waterways, and bike routes. Trip
leaders sometimes look for alvice on where to go ad what conditionsto expect or they just
want to talk ove the propogd ouing. Ithdpsif the coordinaor knows theroute. Cettain trails
on gate land ae closed during ring mud wason and it is advisable to avoid some areas during
November huning ason. The coordinator can make the leader aware of any fees or pemits
required. The coordinator dso needsto congder Long Trail work hikes, GMC main dub
activities such as annud meeting, and holdays which will affect the schedule.

Leader Repl and Trip C: llation Policy

Because activities are planned 2 far in advance, sometimes leaders are unéle to lead the
scheduled trip: A busness trip extendsinto the weekend or heleader gets injured. Suff happens
It would benice to have alist of subditutes, theway school systems replace teachers, buttha is
rare. Ingead, the ouingscoordinaor or tip leader can call around boking for areplacement.
Often, there are people within the section who ae willing © subditute, especially someonewho
was planning  paticipate in the outing anyway. If no replacement can befound, hetrip will
have to becanceled. If far enough h advance, it is posible to keep the outing frompublcation
in local media Otherwise the leader will have to tell people the bad nevs when they call, with
approprete apologies. For Ectionsthat indudetime and meeting plce in the newsletter/media
announ@ments, someonemus beat the announed location © explain changes.

Developing Trip Report Forms

Some sectionsuse trip report forms. They are given or ®nt to trip leaders prior to the outing.
Participants sign in (name, address, telephone member status) and thetrip leader completes the
form with abrief narrative of thetrip. The more exciting tetrip, the better the write-up. They
can beused in the navsletter, for the section®history and achives, and © monitor trail
conditions Sample forms can befound n Appendix G and Appendix H.

Recruiting Trip Leaders

Although hisisn®solely the responsbility of the ouingscoordinator, the coordinator is in
an excellent postion  recruit. Let@ face it N w ho dse is going © do t? The best people to
recruit are those who hare good kadership qudities and ae interested in the section. Watch for
outing paticipants who hare alot of outloor experience, who atend sction gonred events
regularly, and who hare developed people skills. Sometimes people who ae new to your aea
will attend anumber of section pondred activities as away of geting b knowthe area. Often
theyOvebeen involved with outloor oganizationselsewhere and ae experienced leaders. Be
sureto ge theword outtha youOréooking for qudified leaders; mention it a your anud
meeting. Make it easy for anyoneinterested in leading  contact you.

Recognizing Volunteers



Volunteers lead ouingsfor anunber of reasons They enjoy beng with like-minded outloor
people; they like introdudng ohers to some of ther favorite geogragphy; they have aleadership
genein their DNA which won®be denied. In general, they don®do it for publc adulation.
However, it isimportant to acknowledgetheir contribution, pubicly as well as privately. They
like knowing you @preciate what they do for he section. Sme ways of thanking them are:
¢ Send ainud thank-you kttersto dl leaders.

* Recognize exceptiond volunteers in section navsletter.

* Publicly recognize volunteers a annud meeting.

* Givetoken avards such as whistles, flashlights, caps paches, certificates, ec.
* Hog an gpreciation dinne or potuck.

* Say thank you every chance you gé.

Observing Group Size

To protct naurd resources, the GMC actively educates the pubic to follow specific group
size recommendations Section tip leaders should notonly be aware of these recommendaions
but should practice them as well.

Day Hikes (numbers include leaders)

In fragile areas such @ apine summits (Mt. Mangfield, Canel® Hump, Mt. Abrzham),
shordines (Sterling Pond, Sratton Fond), and designated wilderness areas within the Green
Mountin Nationd Forest, the recommended maximum group $ze is 10.

For day hikes in mogt areas, the recommended meximum group s$ze is 20. Idelly, groups
should bemuch smaller than 20, or broka into subgroupswith leaders.

If you mugt travel big, hie to less-populr areas (i.e. notMt. Mansfield, Canel® Hump, Mt.
Abraham). Break into smaller paties and u® different trails to ge to the same destination, or
hike on the same trail, butleave at staggered times. Keep subgroupsfrom conveging & the same
spotat the same time.

Overnight Hikes (numbers include leaders)

On ovenighttrips the recommended maximum group $ze is 10. Long Trail and
Appdachian Trail shdters are notdesigned for large groups and dueto limited pace, the GMC
recommends4 to 6 in apaty. Groupsshould nottake up norethan haf of any shdter.



Chapter 9: Trail and Shelter Maintenance

Many GMC sctionshave been foundel Go
maintain and establish trails and hdtersin the
Green Mountinswhich the Corporaion [GMC]
assignsto the Section and/or for which the
Section acepts responsbility. OWhatever the
wording in asection®bylaws, trail and sheter
maintenance is avery important aspect of the
section@activities.

Set-up and Responsibilities

Themaintenance of the Long Trail System
and mnaurrent or oher sectionsof the
Appdachian Trail involves many patners. They

‘Who Maintains the Long Trail System?
GMC Sections

GMC Trail and Shelter Adopers

GMC Field Programs Staff

GMC Trail Management Committee
Appdachian Trail Conference

State of Vermont, Department of Forest, Parks &
Recreation (FPR)

U.S. Forest Service

Private Landowners

indudelandowners (federal, sate, and private), adopters, GMC gaff, the GMC Trail

Management Conmittee, and GMIC sctions

The section trails and helters char is responsble for oganizing the maintenance of the
section®@assigned shdters and tails, in addition © coordinaing activities with GMC daff and, if

necessary, the landowners.

Some sectionsmaintain their trail usng sction volunteer support Other sectionsschedule
work oufngsfor mgjor progcts but have adopters peform general trail maintenance. Most
adopers are assigned, if the section © desires, by the adopter coordinator & GMC headquaters.
Trail and shdter chars have the option of @ordinaing adopers themselves for ther trail
sections thisindudes collecting and subnitting end of he season reports concerning trail

conditionsand volunteer hours

Shdters and trail sectionsshould bevisited & least twice ayear, during the spring and fdl, to
assess conditionsand peform necessary maintenance. Thisisaminimum, and chairs are
encourgged to condud maintenance outingsmore frequently. Maintenance or resource problems
tha need further atention hould benoted in the course of these tripsand reported to the
section®trail and shter char and the GMC director of field prograns. Policy issues should be
broughtto the attention of he GMC Trail Management Conmittee.

The GMC director of field prograns is available for conaultation and @n bereached a 4711
Waterbury Sowe Roal, Waterbury Center, Vermont 056779904; phone (802) 2447037 et. 20;
e-mail: Dave@greenmountindub.oy. Consiltation is necessary for dl trail relocationsand

modifi cationsof overnight sites.

Coordnation with the U.S. Forest Service and Vermont Department of Forests, Parks and
Recreation is best arranged through he GMC Field Arograms office.
The Appdachian Trail Confarence@ New England Regiond Office is located in Lyme, New

Hampshire and c@an bereached & (603) 795-4935.

Job Basics

While section trails and shdters chairs are experienced maintainers, it isimportant to sate
here the three precepts that determine trail maintenance priorities:

* hiker and neintainer safety
¢ naurd resource protection
* qudity of hiker experience




Safety is the most important consderation while working on hetrail. There is dways the
potential for accidents while usng trail maintenance tools in thewoods Maintainers need to be
aware of thefollowing sfety guiddines:

s Wear pasond protection ger.

e Use safety equipment.

* Usetherighttool for the job.

* Avoid fatigueor denydraion.

« Do notwork done

« Conmunicate.

Basic trail maintenance indudes:

* Cleaning outleaves and dérisin existing dranage structures (waterbars, dips and diches)
and draning aeas of ganding weter.

* Keeping thetrail clear of blowdowns brus and aanud vegetation. Think of carrying an
upright4 by 8 pywood $eet dong hetrail (buttrim the path alittle narower bdow your
waist to prevent excessive trail widening).

* Maintaining well-defined pant blazes.

* Blocking in unoficial trails and ampsites with brud, and piing bru$ dong tails tha are
too wide.

* Making an assessment of the condition of hetrail and reparing or rgporting probems that
need additiond atention. This indudes reviewing and haing information obeined from
trail and hdter registers.

* Reporiing on $gnstha are missing, inaccurate, or danaged.

Basic shdter maintenance indudes:

* Inspecting, deaning, and peforming minor repars on te sheter and ouhous.

¢ Cleaning and meintaining the shelter water supply and wash pit.

* Inspecting the outhouse or mmpoder.

* Removing trash fromthe shelter and surroundhg aea

* Keeping pahsclear of vegetation.

* Making an assessment of the condition of the structures and repairing or rgporting probems
that need additiond attention.

* Reporting on $gnsthat are missing, inaccurate, or danaged.

Assessments of trail and hdter conditionsshould notbelimited to maintenance outings Reports
of trail and shdter problems obsrved during ahike are dways welcome and sould besent to
the GMC director of field prograns. Section members should dways be encouraged to look for
and report maintenance needsto thetrail and shdter chair.

Planning and Running a Work Outing
Thetrail and shdter chair is responsble for planning and running atrails and heter work

day. The process indudes the following mgjor dements:

* Scopeoutthework dte. Know what type of work needsto bedoneand & which location.
Estimate how much time the job takes and howmany pepple. Use the assessment of trails
and shdter conditionsdeveloped during prior walk-throughs



* Schedule work ouings This needsto bedonein coordinaion with the ouingschar and the
section nevsletter editor/communication chair to ensure pubicity.

« Recruit volunteers. Try to estimate how many hdpers are likely to turn up & the meeting
place.

* Run hework ouing in an €ficient and sfe manne.

Below is alogistics checklist that can and sould beexpanded as needed:

Identify a meeting plce and atime.

Provide clear directionsto the meeting plce.

Recruit enough sction members and oher volunteers to do hejob.

Be sure paticipants bring food, vater, dothing, gbves, and bug dope

See that the approprete tools are available in aufficient nunbers.

Provideafirst aid kit or meke sureafirst ad kit is available for each work arew.

Run ashorttailgate safety session & the meeting place or trailhead. This an important step

for awell run and sfe outing.

« Divideyour volunteersinto groupsof 3 or 4 b work on asigned trail sections A crew of 4
can usudly work ! m ile per hour butexpect variationsto this guiddine. An assignment that
takes more than 4 hoursto complete can beovewheming © ome volunteers.

* Allow for time to walk to thework ste(s) and bak to the meeting plce or where cars are
parked.

* Arrangefor car pooing o the starting pont of each work section.

* Assign aleader for each working aew. Ask theleader to meke notes and provide areporton
thework doneand ecial obsrvations

More advice:

* Have fun. When the weather turnsbad, do nothesitate to call off the outing and ge your
volunteers hone safely.

* Thank your volinteers! Remember, you may need their hdp again some time soon.

¢ Usethe GMC Trip Leaders Handbook and the GMC Trail and Shelter Maintenance Manual
as references for running trailwork ouings

¢  When dl isdone write awork report Indudethe number of volunteers, thetotal hours
worked, and the pat of your sction®trail responsbility covered. That report (or pat of it)
will benesded by he GMC Feld Office and & the section®annud meeting.

Identify Trail Ownership and Understand Regulations

Thetrails maintained by he GMC are located on avariety of propeties. Be sureyou know
on who= land your sctionsare located. Each landowner or manager has different regulations
and you $iould beaware of them. Within the Green Mountin Nationd Forest, you $ould know
the approprite district office of the U.S. Forest Service. In designaed wilderness areas there are
special regulationswhere power tools cannotbe used withoutspecial permission; please contact
the GMC director of field prograns to discuss obtaining tha pemission. On date land the
regiond office of the Department of Forest, Parks and Rereation is the contact. On private land
and for any other clarification the GMC director of field prograns can hdp you. Itisagood tea
to invite your ontacts from govenment agendies, GMC gaff, and members of GMC Trail
Management Conmittee to your €ction aanud meeting.

Ensure a Safe Working Environment



Safety is an important aspect of field work. Each year, the GMC and the U.S. Forest Service
run sfety workshopson he opeation of ain saws and recommended pesond protection sich
as gloves, safety cheps safety goggks, had has, and hering protction. According o GMC
policy, chain saws should beopeated only by pesonswho have attended achan saw safety
workshop ofered by heU.S. Forest Service or oher accredited entities.

Know your volunteers. Choog atrusted pason for acrew leader. Be sureyour volnteers
can handle the job asigned to them. If in doubt try to do aspecific task at some other time and
have it doneby theright pe'son. Snd your volinteers to oneof the safety and trail maintenance
work shopstha the GMC offers.

Track Project and Volunteer Information

Record keeping is an important task for thetrails and shdters char. Record each volunteer@
name, their work completed, and ther travel hours This information sgnificantly hdpsthe
GMC Feld Programs offi ce meet matching requirements for variousgrants as well as
doaumenting publc supportfor the Long Trail and bakcounty recreation in general.

As with any committee chair, atending ececutive and outngscommittee meetingsis
part of thejob, @& is reporting o the section & the annud meeting.

Documents That Can Help You Do Your Job
Thefollowing references can beobtained through he GMC office by phoneat (802) 244-

7037 or by email at gmc@gresnmountindub.og.

®  GMC Trails and Shelter Maintenance Manual (2001) is amug-read. It fitsin apodket and
provides trail sandadsand fieldwork guidance.

o Long Trail System Management Plan contains specific policies on tail management,
developed by he GMC Trail Management Committee and alopied by he GMC Boad of
Directors

*  GMC Trail Assessment Database. Thisis an inventory usd to andyze maintenance and land
management needs for the entire trail and © focus on he mog signifi cant priorities and
problems. Accurate completion of he GMC Trail Maintenance Report or the GMC Shelter
Inspection Report by meintainers heps keep the database current.

*  GMC Trip Leaders’ Handbook gives tipson howto omgeanize trips induding trail
maintenance ouings

* The GMC's Manual for Bin Composting and Waste M in Remote Recreation Areas
(1995) is available for shelter adopters who neintain bin compogers.

o Appalachian Trail Design, Construction, and Maintenance (2000), by Wlliam Birchard, .
and Robet D. Proudnen. This book, vhich can bepurchased fromthe GMC, is an excellent
reference on trail maintenance and @ndruction.




Chapter 10: Section History and Archives

Why Keep a Section History and Archives?

The Green Mountin Club ha ahistory daing bak to the early pat of the 20" century.
Many of the Club@sectionshave been in existence for nearly as long. Zction history is an
important pat of GMC history. A knowedgeand undestanding of our siared past hdpsto bind
the Club and its sectionstogether. Old-timers like to reminisce on their experiences in earlier
years. Newcomers like to learn more aboutthe section and its past.

An undestanding of our pat can have prectical gpplicationsas well. Sometimes funding and
permitting desisionsrevolve around doamented historic uses of land or gructures. Thisis
especially important as the GMC takes on te responsbility of land ownership and gewardship.

Over theyears, section leadership runsthrough nany hands It is easy for recordsand
artifacts to ge log, ether because their historic significance is notrecognized & thetime, or
because people move on or pas away. It isimportant for sectionsto establish an organized
system for saving meterials for the future.

Sectionscan play avital rolein preserving our @mmon link to the past. As we make an
effort nowto save recordsand atifacts, future historianswill have abetter undestanding of he
history of the GMC and its sections

‘Who Should Keep a Section History and Create the Archives

Ideally, sectionsmay appoint a section historian or achivist. Alternatively, another section
leader, such as the secretary, could take on tis fundion. Another option would beto seek out
volunteers who might beinterested in sharing the responsbilities of organizing the section®
history and achives. The main requirement is that the people doing tis job bewilling o commit
some time and energy to preserving the section@past.

Section Historian or Archivist: Roles and Responsibilities
The section historian or achivist should have two mgjor roles. First, heor sheis responsble
for collecting and oganizing recordsand atifacts. Secondly, the section historian should
establish amethod for sving nev materials as they are created. Some of the specific duties of a
section hitorian may indude
o Collecting and oganizing neterials that doaument the section@®past.
« Establishing asystem of omganizing the archives and pasing it on b future historians
+ Establishing amoden system (induding mmputer filing) © save doauments as they are
created.
¢ Learning @outand following established methodsfor preservation of neterials.
* Periodically requesting historic items in sction navsletters and sction gaherings
* Encouraging and facilitating the writing of asection history.
* Stimulating interest in ction history through nevsletter articles, displays, and presentations
What Should Be Included in the Section Archives
Thehistory of asection is found n many forms, from the hiking boos of afounding member
to the minutes of section aanud meetings Well-preserved and dowimented phobgrgphsare a
particularly good teasure of historical information. Here are some examples of materials that
could beinduded in asection achives:
* Founding doaments, bylaws (doaumenting changes over time), legd doauments.



o Mesting minutes, treasurer@ reports, leadership and membership lists, and oher
administrative records

* Newsdletters, ouing @endas, and oher pubic doauments.

* Photogregphs dides, videos ec. Where possible, doawment theimages with daes, locations
and nanes of people in the pictures.

« Awards ddlications newspaper clippings and oter special recognition of the section and its
members.

e Trail maps

Where to Find Historic Information on a Section

Historic information on he section aan befound trrough sveral resources:

Section leaders, presidents, treasurers, secretaries, and nevsletter editors

Section members, especialy those who have been ective for along ime.

Section naevsletters and Long Trail News.

Past section historians and achivists or members interested in section history.

For meny sctions awealth of historical information is found a the Vermont Historical
Sodety and the University of Vermont Bailey/Howe Library Special CollectionsDepartment.

Remember tha section history is being aeated dl thetime and doaments and atifacts saved
today will nothave to betracked down in the future.

Where to Keep Archives and Section History

Keeping and preserving asection@archives is achalenge Space is dways at a premium,
time is dways taking its toll, and peple moveon. Idelly, the section ould find asafe, long-
term location for its archives. If the archives must bemoved, try to ensure tha the collection is
kept together and that section officers and oher members know the new location. Especially
vauable items may be sent to the Vermont Historical Sodiety, the official repostory of GMC
archives, or o the GMC office for other gpproprete storage.

How to Continue Section History Once It Is Compiled

Use the section history to keep it aive! Display doauments and atifacts a meetingsand
public events. Make scrap booksavailable for members to look & and laugh d. Provide forums
for older members to share their stories with naver members.

Mosgt importantly, coninueto buid the section®archives and ensuretha it is passed on
safely to future generations



