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Mission of NARFE (This is an extract of NARFE Pub 102) 
 
To preserve our retirement benefits 
Federal employees earn retirement benefits. NARFE works to protect them. The Association’s 
objectives are to: 
a. Sponsor and support legislation to protect the earned benefits and general welfare of its members: 
b. Oppose legislation that adversely affects member retirement and health benefit programs; 
c. Foster public recognition and appreciation of government service; 
d. Cooperate with other organizations seeking to accomplish similar legislative goals; e. Inform 
members about legislative issues that impact their lives, primarily retirement income and health care 
benefits, taxation and COLAs; 
f Strengthen the political influence of current and future federal retirees Through NARFEPAC, a 
political action committee; 
g. Work in partnership with the Office of Personnel Management to answer questions related to 
retirement benefits, and 
h. Contribute to the well being of local communities through volunteer service. 
 
These goals are met by: 
 
Clarifying Public Perception 
Federal pay and benefits continue to lag behind the private sector. This disparity continues into 
retirement. Though mandated by law, inflation protection for federal annuities through Cost-of Living 
Adjustments (COLAs) has often been a political bargaining chip in budget debates. Politicians find it 
difficult to withstand public pressure amid misconceptions that federal workers are over-paid and 
receive overly generous retirement packages. NARFE is committed to selling the record straight: 
Federal retirement benefits, which employees contribute to and work for, are not a gift. These benefits 
are earned through long-term government service and employee contributions. Delayed COLAs, pay 
freezes and other benefit changes have cost federal workers and retirees billions of dollars over the past 
decade. In the coming years, income and benefits wilt continue to be attacked by politicians, a 
misinformed media and public misperceptions of “Big Government.” NARFE’s strength is an active and 
involved membership. On Capitol Hill, in state legislatures and in communities across America, NARFE 
is working to provide the public with a clear under-standing of federal service.. NARFE is making a 
difference in the fight to protect and preserve the retirement and health care benefits federal employees 
have earned. 
 
Strengthening Political Influence 
NARFE is an effective and highly respected legislative voice for federal workers, retirees, spouses and 
survivors. NARFE has a nationwide network of legislative activists with an enviable record of success in 
staving off the constant barrage of threats to the earned retirement income and health care protection of 
federal workers and annuitants. A professional legislative staff in the National Office keeps NARFE 
members aware of 
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Administration and Congressional proposals affecting their retirement security. NARFE also coordinates 
grassroots lobbying campaigns for or against legislation important to federal employees such as state 
taxation of federal annuities NARFE was recently recognized at the White House as the lead 
organization in drafting, promoting and shepherding into law the Long-Term Care Security Act of 2000. 
As the first government-wide federal benefit program enacted in 4O years, the new law will offer afford-
able long-term care to over 13 million active and retired civilian and military personnel. NARFE is 
leading the fight to get Congress to repeal or modify the Government Pension Offset and Windfall 
Elimination Provision, which reduces the Social Security income of many thousands of retired federal 
employees. Proposals to reduce COLAs of current retirees, and reduce annuity amounts for future 
retirees, have been rejected as a result of NARFE’s efforts. Year after year, in the face of legislation to 
cut federal pay and retirement, the prospective dollar loss for annuitants and employees has been staved 
off or minimized by NARFE’s intervention. Few benefits are as valuable to employees and annuitants as 
health insurance. NARFE is always in the fore-front of the battle to maintain adequate, affordable and 
quality health care protection for workers and retirees enrolled in the Federal Employees Health Benefits 
Program (FEHBP). NARFE representatives played a strategic role in developing a new “Fair Share” 
premium-sharing schedule for the FEHBP. At the same time, NARFE has successfully staved off efforts 
to introduce controversial Medical Savings Accounts (MSA5) into the FEHBP, saving enrollees from 
even higher health care costs. On many legislative fronts - retirement income, health care benefits, 
COLA protection, fairness and equity issues, and other similar areas - NARFE is there, working on 
behalf of federal employees and annuitants. Taxes are also at the top of NARFE’s legislative agenda. 
NARFE members, through their local chapters and state federations, have successfully challenged state 
taxation of federal annuities in their state legislatures and appropriate courts. NARFE’s efforts have 
again paid off, achieving tax equity for federal retirees in the future and millions of dollars in tax rebates 
for hundreds of thousands of cur-rent annuitants. Fighting for tax equity in the Congress, NARFE had 
long sought to end the practice of source taxing, whereby some states continued to tax the retirement 
income of former residents even after they had relocated to another state. NARFE’s relentless efforts on 
behalf of current and future retirees were successful when legislation was enacted to prohibit states from 
source taxing retirement income paid after 1995. Through NARFE-PAC, the Association’s powerful 
political action committee, NARFE advocates a legislative agenda that promotes the economic security 
and health benefits of federal workers and retirees. This includes sup-porting candidates for public office 
who understand and act on issues important to federal workers and retirees. Thanks to the financial 
support of NARFE members, NARFE-PAC consistently ranks among the largest political action 
committees in the nation. 
 
The membership needs to be informed so we can: 
 
Unite for Action 
NARFE members represent a broad spectrum of government services. The Civil Service 
Retirement System (CSRS) or the Federal Employee Retirement System (FERS) covers 
most. Some members, however, receive retirement benefits from independent agency 
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such as the Foreign Service Retirement System, Tennessee Valley Authority Retirement System, Federal 
Judiciary Retirement System, Central Intelligence Agency Retirement System and more than 40 others. 
NARFE is a multi-tiered organization governed by an elected leadership consisting of 
a. 1,650 chapters; 
b. 50 state federations, plus the District of Columbia, Panama, the Philippines and Puerto Rico, 
operating in 10 geographical regions. 
To do this, the organization is set up as follows; 
 
National 0ffice 
A staff of 70 professional employees at National Headquarters serves the more than 
400,000 members of the Association and their elected leaders. The President is the Chief 
Executive Officer. Major departments providing assistance to members are Legislative, 
Membership, Budget and Finance, Retirement Benefits, Public Relations, Office 
Operations and Communications. 
 
Executive Board 
Between biennial conventions, the Association is governed by an elected body of four National Officers 
and ten National Field Vice Presidents, each representing a regional geographic area. This Board 
formulates policy and con-ducts the affairs of the Association in accordance with established bylaws, 
policies, mandates and resolutions voted upon by the membership at the National Convention. The 
Resident Officers – President, Vice President, Secretary and Treasurer – serve their terms at National 
Headquarters. 
 
Federations 
Federations bring chapters together. The purpose of the federation is to promote the objectives of the 
Association within the state or respective area. In an advisory role, federations provide support and 
advise chapters in such areas as membership training, legislative action, membership development, 
public relations, retirement benefits and direct state legislative efforts. Our Federation is divided into six 
(6) areas each having a Vice President (A VP) to assist the Federation in carrying out its program. 
 
Chapters 
Members are organized into 1,650 chapters to: 
a. Lobby federal, state and local representatives; 
b. Offer pre-retirement seminars and advice; 
c. Volunteer to meet community needs while expanding and enhancing NARFE’s visibility in the media: 
d. Staff federal retiree service centers; 
e. Raise funds for Alzheimer’s research; 
f. Enroll new members to support national and state legislative policies; 
g. Provide information on issues con-fronting NARFE at the national, state and local levels; 
h. Establish a direct means of member participation to achieve NARFE’s goals and 
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objectives. 
These organizational levels work together insure our benefits. 
 
Membership Benefits include: 
a. Assertive legislative representation on federal and state levels; 
b. Liaison with the Office of Personnel Management to help retirees and survivors with their 
benefits; 
c. Informative monthly magazine, Retirement Life, the prime news source for information about federal 
retirement and health care issues; 
d. United network of support with other federal employees and retirees;  
e. Opportunities for leadership, political action and community service;  
f. Health, life, dental, auto and long-term care insurance programs; 
g. NARFE Visa card program; 
h. Travel packages, group tours and discounts through NARFE Travel Services;  
i.  Moving services, and 
j. Electronic NARFENET - http//www.narfe.org - available to all Internet users. 
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Leadership Training for Chapter Officers 
 
Chapter operations, chapter officers, and duties of chapter officers. 
 
NARFE Pub F-54 (11/0l) 
Chapter President & Vice President 
 
Duty I. To be frilly informed on the chapter president’s responsibilities. 
 
Duty 2. To be knowledgeable about the chapter constitution and bylaws, and to ensure that each officer 
and committee member is familiar with his or her duties. 
 
Duty 3. To preside at chapter meetings and conduct chapter business in an orderly, impartial mariner, 
 
Duty 4. To appoint officers and standing committees as required and special committees as needed, 
 
You are the chapter president and are conducting the monthly meeting. The secretary has just read the 
minutes of last months meeting. Mr. Newcomer who joined last week has a question about the minutes. 
lie gets loud and obnoxious. You call for order and he becomes more verbally abusive. You have a Sgt-
at-Arms but he is on vacation. There is no one present who is physically able to remove him by force. 
What are you going to do? 
 
The president is on vacation unbeknownst to you and you are the vice president. When you arrive at the 
meeting place the secretary informs you that you have to chair the meeting. You have never done this 
before and have no idea how you are supposed to do it. You have more butterflies than Busch 
Gardens. What will you do? 
 
NAREE Pub F-55 (02/0l) 
Chapter Secretary 
 
Duty I. Be filly informed of the chapter secretary s responsibilities. 
 
Duty 2. Maintain organizational requirements. 
 
Duty 3. Keep the record in the form of minutes. 
 
Duty 4. Work closely with other chapter officers 
 
Duty 5. Maintain important chapter records and forms. 
 
 

(8) 



While reading the minutes of last months meeting, you notice that they are the minutes of last years and 
not last months.  What do you do? 
 
Some one has a question about who is named on the charter. Do you answer his/her question or refer the 
question to the president or the historian? 
 
How many here know where their chapter charter is located? 
 
NARFE pub F-56 (11/01) 
Chapter Treasurer 
 
Duty 1. Be fully informed of the chapter Treasurer’s responsibilities. 
 
Duty 2. Process Dues and other chapter revenues. 
 
Duty 3 Maintain all chapter records that pertain to money. 
 
Duty 4. Cooperate with the secretary. 
 
Duty 5. Use suggested forms and supplies. 
 
5. National has come to town and asked for an audit of your chapter treasury. The treasurer hands over 
all the books and is not invited to take part in the audit. After pouring over the financial records for a 
few days, there seems to be $20.00 missing. You call the treasurer’s house and learn that he has left the 
country. That night you read in the paper that he has won the Power Ball Jackpot with a $20.00 ticket he 
purchased a few weeks ago. What now?? 
 
NARFE Pub F-57 (02/02) 
Public Relations Officer 
 
The chapter’s public relations officer is NARFE’s principal means of positive communication with press 
and local public concerning NARFE activities and accomplishments. 
 
Responsibilities: Be aware of the basic responsibilities of the office. 
 
Community Relations: Insure that NARFE’s image is well received by the public. 
 
Using the Media: Insure NARFE’s message is reaching the correct audience. 
 
NARFE Pub F-58 (03/02) 
Chapter Service Officer 
 
Duty 1. Meet the practical needs of chapter members. 
 
 

(9) 



Duty 2. Facilitate liaisons between members and OPM.  

Duty 3. Help expedite applications for benefits. 
Duty 4. Help members obtain information about the Federal Employees Health Benefit Program 
(FEHBP) and Medicare. 
 
Duty 5. Help members obtain information about programs of other agencies. 
 
NARFE Pub F-60 
Chapter Membership Chair 
 
Responsibilities: Become familiar with responsibilities outlined in Pub F-60 
 
Goal I, Form a membership committee. 
 
Goal 2. Establish challenging yet attainable recruitment and retention goals. 
 

Goal 3. Create, implement, monitor, document and manage chapter or federation membership 

development plans. 
Goal 4. Be an informed and vocal representative on the benefits and services of NARFE membership. 
 
Goal 5. Deliver a monthly report to your chapter. 
 
NARFE Pub F-10 
Legislative Chair 
 
Goal I. Influence and expedite favorable legislation and regulations. 
 
Goal 2. Oppose and defeat unfavorable legislation and regulations. 
 
Remainder of officers and chapter committees will be discussed in the Presidents Toolbox portion. 
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Tools of the Trade 
(The President’s Toolbox) 

 
The following publications and items are suggested to be part of the presidents toolbox, If you do not 
have all of the items, it is suggested that you obtain them and keep them handy to use as an effective 
leadership tool. 
 
1. Presidents Notebook 
The Presidents notebook is neither a paperweight nor a doorstop. When used properly it is the most 
important tool in the toolbox. A well maintained presidents notebook will allow a new president to take 
over smoothly with no interruption of chapter activities. ~ is important to keep the presidents notebook 
updated. This notebook should accompany you at every meeting. Pretend that it is the American 
Express Notebook. Don’t leave home without it! 
The following items are part of the notebook; 
a. Chapter constitution and bylaws. Insure that they are current. 
b. Chapter roster (Ml 14) Issued by Nat’l every six months. It is now’ available on line. Make sure the 
secretary gets a copy. Also provide your telephone committee chair a copy as well as the membership 
committee chair. Your service officer should have a copy also. 
c. Membership activity (M112) Issued by Nat’l every month. Use this to update your Ml 14 as soon as 
you receive it. The Ml 12 has important information concerning membership. When you receive it, post 
it to the M 114. Send letters to the appropriate members as indicated on the report. Inform your 
telephone committee of any changes in membership. Make the same distribution as the Ml 14. 
d. Calendar. Post meeting dates and other chapter activities. Use for planning. Change at end of year. 
e. Chapter meetings schedule and notes. 
f. Chapter committees, projects, assignments and actions. A copy of the F7 and other committee 
assignments can be kept in this section as a ready reference. 
g. Chapter budget and financial planning. All documents pertaining to the budget go here. h. Federation 
constitution and by laws. These are useful when a question arises that is not covered by chapter by laws. 
i. Federation Budget report. Lets you know where the money goes that you send every year. (per capita 
tax of $4.00 per member. Honorary life members excluded) 
j. Federation Officer roster. Another handy reference. You need to know your chain of command. You 
may have to contact a Federation member. 
k. Chapter operations paper (Sullivan) 
l. NARFE Legislative program. This can be used to explain NARFE’s position on various issues to 
guest speakers and visitors as well as new members. 
m. Suggested programs. 
n. Extract of parliamentary procedures. This is from Roberts Rules of Order - which you should have in 
your possession. 
o. NARFE NIT email directory. A good tool that allows you to contact people fast. 
p. There is a flag on the back so that you will have one no matter where you meet.  
q. Place this handout in your notebook for a ready reference. 
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2. Roberts Rules of Order 
If you do not have a copy of Roberts Rules, you can order one from Barnes & Noble, or Amazon or get 
one from bout any bookstore. The cost is less than $10. It is highly recommended that each chapter 
president and vice president have a copy of this book. All meetings are governed by Roberts Rules. 
 
3. Gavel 
Sometimes it is necessary to hit the table to restore order. Get one with a strong handle. 
Remember, you only hit one time to open the meeting. (If things get out of hand. use your 
own judgment.) 
 
4. NARFE Letter book 
Download this from www.narfe.org. It is a useful too] in keeping correspondence Bowing from the 
president to the membership. This will save you time in writing letters pertaining to dues withholding, 
writing to surviving spouses, and recruiting type letters. Names that need letters are on the Ml] 2 report. 
Once downloaded, make the editing changes that make it pertain to your chapter. Save the changes and 
each month all that you have to do is add the names and dates. 
 
5. NARFE Web site (www.narfe.org) 
You can keep updated on the latest happenings at Hq’s by using the NARFE web site. You can order 
Forms and Pubs on line. It saves time and postage. Check the dates on your publications at least 
annually. It is easy if you use the NARFE web page. As of now,(2 Oct 2003) you can download the Ml 
12 and the Ml 14 from the web site. This makes it easy for you to keep up with changes and makes sure 
that your roster is current. You can print the reports or download them direct to your pc. 
 
6. NARFE NET 
Make sure you have given your email address to the Federation NARFE NET Coordinator and your 
chapter NARFE NET coordinator. Email is a quick easy way to get the word out. If your chapter does 
not have a NARFE NET coordinator, appoint one as soon as possible. This person does not have to have 
a degree in computer science. if he/she can send and receive email, and is willing to take the job, that is 
qualification enough. 
 
7. Chapter & Federation Officers Manual F-b (02/03). The appendices contain a wealth of useful 
information pertaining to normal chapter operations. In this publication you will find a listing of chapter 
committees and their duties. 
 
 
8. Membership Development Manual Publication F-19 (04/00) This publication is a must have for your 
N4embership Chair. The Vice President should also have a copy. 
 
9. Chapter President & Vice President. Publication F-54 (11/01) This publication outlines the duties 
of the President. 
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10. Appoint Officers you can trust to do the work. 
Your chapter is only as good as the people in it. Make sure that the people you appoint know what 
they are expected to do. Publications are free from National. Get the officers and chairs, and yourself a 
copy of each that pertains to your chapter. 
 
11. Chapter Officers. Use your officers to assist you in chapter operations. It is not a one-man job! 
Officers’ duties are set out in chapter bylaws, and in Publication F-10, or the president may assign them 
in accordance with applicable bylaws and NARFE policies. The following are intended only as guides; 
variations are expected. Training pamphlets are available for Chapter President/Vice President, 
Secretary, Treasurer, Service Officer, Public Relations Officer, and Membership Chair. There are no 
charges for pamphlets, which can be ordered from National Headquarters on the F- 18, Requisition for 
Printed Supplies. 
 
Chaplain 
Delivers or leads nonsectarian invocations at chapter meetings; 
Provides messages and counseling on appropriate occasions. 
 
Parliamentarian 
Becomes knowledgeable of Robert’s Rules of Order, Newly Revised; Assists the chair in following 
correct procedures in conducting meetings, and advises the chair on points of order and questions before 
the chair; Advises the chair immediately of any error in proceedings that may adversely affect the 
substantive rights of any member, or otherwise do harm. 
 
Historian 
Prepares and maintains an account of significant chapter activities during term of office (selected items 
from the minutes reported in less detail and all other substantial events); Upon the expiration of the 
historian’s term of office, offers a clear account of chapter activities for approval as part of the chapter’s 
official history; Combines the approved historical account with previous accounts, and passes the 
accumulated history to his/her successor or the chapter president. 
 
Records management 
Most chapters and federations lack a trained archivist or custodian of their records, yet, with care and 
attention to details, these groups function well. How they achieve this varies with the people involved 
and their ability to organize material, keep for specific time periods and purge records periodically 
 
NARFE-PAC Chair 
The NARFE -PAC Chair assists the Political Action Committee (National level) in collecting donations 
that are used to support candidates that support NARFE. All donors giving S 15.00 or more receive a pin 
that indicates they are a supporter of NARFE-PAC. 
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Election of Chapter Officers Elections must be held as stipulated in the chapter constitution or bylaws. 
If there is a nominating committee, it must submit its recommendations at the meeting set by the 
constitution or bylaws or by the president, if there is no such provision. (Note: The presiding officer 
must always provide ample opportunity for additional nominations from the floor.) 
 
 
New Officers 
Many recommend that chapter elections be held at the same time of year throughout the Association, 
For example, officers installed in December, to serve from January I through the end of the one, two or 
three year term of office set out in the chapter constitution or bylaws~ Some chapter officers serve the 
same year fiscal or calendar that federation officers serve. 
After election, outgoing officers should acquaint their successors with the duties and functions of their 
offices. At the close of a term of office, all official files, materials and supplies pertinent to an outgoing 
officer’s election should be promptly turned over to the successor officer. 
New officers should be installed with appropriate ceremony and in conformity with the bylaws. Shortly 
after they have assumed office, the executive committee and all appointed officers should meet to 
discuss the chapter’s functional needs and projects for the coming year. 
 
Chapter Committees 
 
Nominating 
This committee may be appointed, or elected, as the constitution or bylaws provides. It should be 
established, and begin to function, well before the date set for elections, so that it will have sufficient 
time to. 1) analyze the actions of incumbent officers and needs of the chapter for the ensuing term; and 
2) identify qualified and willing candidates. At the appropriate meeting, it should submit a nominee or 
nominees for each elective office. 
 
Executive 
This committee generally consists of the elected officers and members, and may include the immediate 
past president to provide program continuity. It should meet regularly to formulate programs and 
approve any business to be presented to the membership for its consideration. This committee is one of 
the most effective means of formulating chapter plans and supporting activities. Some chapters elect one 
or two additional members to serve on this committee. 
 
 
 
 
 
Membership 
This committee is responsible for developing a membership plan for recruiting eligible retirees, their 
spouses and survivors, and current federal employees and their spouses, to join NARFE. 
Discussion points may include: goals and objectives, desired outcomes, specific 
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successful efforts from the chapter experience, volunteers needed for assignments, money needed and 
inclusion in the budget, and follow-up system for tasks assigned. 
An effective chapter plan provides a glimpse of the future that points in the right direction for events 
occurring next week, in a few months or even a year. Where a chapter has been and how it has changed 
is critical. By reviewing this past, chapter leaders can determine what worked and what did not.  Before 
you start designing a plan, determine if one exists or has in the past. Such a plan may be as simple or 
detailed as the chapter leadership chooses. Whatever its appearance, a truly effective plan is written and 
is linked to the animal budget. Irrespective of size or location, no chapter is too small or too large that it 
can ignore the necessity of a membership plan. 
 
Legislative 
This committee is charged with informing chapter members of proposed local, state, and national 
legislation and regulations that may affect federal civilian retirees, spouses and survivors. Under the 
guidance and direction of the National Headquarters Legislative Department, it should direct campaigns 
to; 1) influence and expedite favorable legislation and regulations; and 2) oppose and defeat unfavorable 
legislation and regulations. The committee should report to chapter members, federation officers and 
national officials on favorable or unfavorable progress or developments as they occur. 
 
Public relations 
This committee is appointed to help the public relations officer, who should be its chair. The FH-9 
Public Relations Handbook, available from the National Headquarters supply section (see form F I8, 
Requisition for Printed Supplies), provides professional advice on relations with the media, Congress, 
the local community, etc. 
 
Program 
This committee plans and presents at each regular meeting at least one feature, which keeps it from 
being solely a business meeting. This helps stimulate and maintain a high level of interest and 
attendance at chapter meetings. Suggestions; a talk by an elected governmental official or candidate; a 
medical or health practitioner; a representative of the financial or insurance industry; discussion of wills, 
taxes, trusts, powers of attorney, etc, by a banker or attorney-, historical presentations; travel films from 
the public library; an art show, or entertainment from a local theater group or school. 
In inviting politicians to speak, chapters must remember that NARFE is a political, but nonpartisan, 
organization. Incumbent elected officials may be invited to speak without regard to political party 
affiliation, but should be instructed to speak only as officeholders, not as candidates. 
If, during an election campaign, a non-incumbent candidate is invited to speak, then all other candidates 
for the same office should be invited to speak. 
 
Sunshine 
This committee maintains contact with and helps chapter members who are ill or otherwise confined, 
coordinating with the service officer on occasions affecting a member or the member’s family it should 
commemorate anniversaries, birthdays, achievements, etc. 
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Social 
This committee schedules and oversees occasional picnics, special dinners, happy hours, fellowship 
circles or other group activities. Such activities promote fellowship and members’ interest, and are an 
integral part of a good membership retention program. 
 
Telephone 
This committee contacts members about regular and special meetings, relays information on legislative 
developments, reminds members about renewing their memberships, and responds to other needs. It 
should apportion duties so that no committee member is overburdened. The chair should inform the 
sunshine committee of any member’s illness or other problem detected during telephone contacts. 
 
Auditing 
This committee makes an annual chapter fiscal year audit of the treasurer’s records and chapter funds. 
Its report should go to the president and executive committee and be reported on at a chapter meeting. If 
an audit reflects any discrepancy, the executive committee (minus the treasurer) should determine the 
cause, and correct it. 
 
These tools can help you do your job as president but they are not all the tools you will need. One of the 
best tools is “experience” and that comes with “experience”. Experience means that you can recognize a 
mistake the second time you make it. Don’t be afraid to ask for help from your Federation Officers. 
They are there to help you. Also rely on your immediate past president for wisdom and experience. 
He/she will be a valuable asset in your chapter. Some of your members may be officers in other 
organizations. Draw on this experience too. Take help where you can find it. Talk to other chapter 
presidents and swap ideas. When in doubt, follow the instructions! 
 
 
 
Don Boice Kentucky Federation 
Training & Member Development 
October 2003 
 
Adapted by: 
Jim Whitten 
For the NC Federation  
November; 2004 
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Appendix A -  Records Managemert 
 
 Quick Reference Chart 

 
A record of what an organization, be it chapter or federation, has done can be as important as the event 
and its aftermath. Decisions to repeat an event will depend perhaps on whether the outcome proved 
helpful. But if there are different decision-makers now, who did not know their predecessors, a record of 
these events can be critical. Thus some records that describe the purpose conditions; people, and other 
factors pertinent to an event are critical to any NARFE activity. 
 
Most chapters and federations lack a trained archivist or custodian of their records; yet, with care and 
attention to details, these groups function well. How they achieve this varies wits the people involved 
and their ability to organize material, keep for specific time periods and purge periodically. 
 
Few bylaws provide guidance on what and how records ought to be maintained.  Even where they do. 
The primary rule should be the need and resources of an organization to amass, retain and reduce its 
records as appropriate.  Who keeps these records and where they are stored influence the record-
management process in many ways. 
 
 
Not many individuals can devote personal space to assorted boxes of files currently generated plus those 
of individuals possibly now inactive and unknown to current officers and committee members. Yet there 
should he an accepted method that assures that officers and committee chairs systematically file, retain, 
and periodically reduce their records. 
 
Over the years, a few dedicated individuals have advocated records management training, which has 
produced both excellent guidelines and informed chapter members. This section reflects in part their fine 
work. Although variations exist, current practices indicate general acceptance in NARFE that records 
can be divided into three categories—One Year Files, Three-Year Files and Permanent Records. 
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Appendix C - Membership Action Plan 
 
INTRODUCTION  
 
The following Membership Action Plan was developed by a chapter and is provided for your use. This plan is to 
be prepared by a three-person committee: chapter membership chair, charter president, and the past president.  A 
draft plan was reviewed and refined by the Chapter Executive Board. Then it was presented I-charter members for 
additions and revisions before approval at a chapter meeting. 

The plan that your chapter develops can vary from this example depending upon the resources and 
opportunities available. Simplicity may he the preferred choice, but any plan ought to have as much information 
as needed to guide participants toward completion. Yet, it should enable a member to determine if another task 
could be addressed while waiting for an earlier task to be completed. The target dates are suggested only some 
action items are completed through group or individual assignments. 
 

MEMBERSHIP ACTION PLAN  
 
GOALS — To develop a Chapter Membership Plan that with assist in achieving the following objectives: 

1.  Recruit new members 
2.  Retain current member 
3.  Increase meeting attendance 
4.  lnvolve maximum number of members in achieving specific listed in the plan 
5.  Maintain a record of each action, prepare a budget and account for expenses 
6.  Prepare status reports of meetings and newsletters. 

 
OUTLINE OF THE PLAN  
       ACTION BY          TARGET DATE 
I. RECRUIT NEW MEMBERS  Chair and area callers  Month #1 
 A. Make a list of federal agencies or  
services and contact them 

• US Dept of _______ 
• US Dept of _______ 
• US Postal Service ___ 
• DOD _______ 

 • Others 
 
B. Distribute NARFE posters, 
Recruiting literature, and other  
General information 
 • Federal agencies 
 • Libraries 
 • Markets 
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• Post offices 
• Senior centers 
• Fairs 

C.   Increase Publicity    Member #1    Month # 3 
• Newspaper ads, 
Letters to the editor, 
notice of meetings 
• Local radio 
• Public television 
• Service announcements 
• Telephone directories 

 • Join Chamber of Commerce or 
    other local groups 

D. Make personal contacts   All members   Month # 4 
• Talk to neighbors, friends, 
• Families, senior organizations 

 
 E. Incentives     Executive Board  Month # 4 

•  Rebates 
• Chapter dues reductions 

 • Cash awards for top recruiter 
 • Multi-year for current employees 
 • Gift memberships 

F. Make phone calls    Member #2   When recruited 
· Develop caller outline 
· Assign portion of call to   

Committee members 
G.   Send welcome to new members  Member # 3    When recruited 

 
2. RETAIN EXISTING MEMBERS, REGAIN LAPSED MEMBERS 
 

A. Review M112 and M114 reports                 Members #3, 4 & 5  Monthly  
to identify anniversary dates, second notices reinstatements 
 three months in arrears, dropped for non-payment of dues 
 
B. Make phone calls. Answer questions    Member #3     Monthly  
resolve problems, stress benefits, arrange 
transportation 
 
C. Write personal letters enclose survey 
Form and self –addressed return envelopes,  
and dues withholding form when necessary 

 1.   Action performed by specific members  
2.  Date action to be completed 
3.  Reports, publications necessary for goal 
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3. INCREASE ATTENDANCE AT CHAPTER MEETINGS 

A. Review M 114 form to identity members in  
good standing and do not come to meetings 

B. Make phone calls, answer questions, resolve  
 problems, repeat benefits and arrange  
 transportation  
C. Write personal letters and survey form with  
 self-addressed return envelope when necessary   
 D. Obtain volunteers 

  greeter for Chapter Meetings 
E. Add humor to enliven meetings 

 
4. INVOLVE MAXIMUM NUMBER OF CHAPTER MEMBERS 
  IN ACTION PLAN 

Obtain additional volunteers at  
Plan presentation meetings and  
follow up personal contacts  
Enter names in  Plan 

 
5. MAINTAIN LOGS OF ACTIONS, PREPARE BUDGET,  
KEEP SEPARATE ACCOUNT OF EXPENSES 

Budget    Budget 
  Committee   Forms 

 by year 
 

 
 
 

6. PREPARE STATUS REPORTS FOR MEETINGS AND NEWSLETTER 
Member # 4   Monthly 
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ATTACHMENTS 
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