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CLUB BOARD BUDDIES & TREASURERS 2018– 2019 
 

Board 
Member 

Club Club President Club Treasurer 

Natalie Inniss SI Cambridge Sue Rivers Jaime Griffis 

Tanna 
Edwards/Carol 

French 

SI 
Dundas/Ancaster/ 
Flamborough 

Barb McCoy Janet Barnard 

Jennifer Oliver SI Grand Erie Nadine Doktor Dawn Bowslaugh 

Estatira 
Shirkhodaee 

SI Guelph Aline Chan Angela North 

Jean Skillman SI Haldimand 
Norfolk 

Marijo Watt June Walker 

Carol French SI Hamilton 
Burlington 

Theresa Randles Deborah Polkinghorne 

Linda Skilton SI Kawartha Lakes Nancy Newton Roberta Sommerville 

Natalie Inniss SI London Najet  Hassan, Gail Lamers Anna-Lena Hocke 

Jean Skillman SI Peterborough Julie Coleman Irene James 

Tanna 
Edwards/ 
Estatira 

Shirkhodaee 

SI Stoney Creek/ 
Niagara 

Pat Copeman Kathie Grosul 

Tanna 
Edwards 

SI Thunder Bay Karen Bortolin Cindy Figus 

Jennifer Oliver SI Toronto Margaret Gilbey Shamima Adam 

Linda Skilton SI York Region Lisa Walker Kristi Kanitz 

 
Note:  See page 1 for Board contact information 
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What to expect from your Club Buddy 
 
Board Buddy to the Club: 
• Serves as the Club’s personal liaison to the ECR Board. 
• Is able to present items on your Club’s behalf at the ECR Board meetings. 
• A resource for Clubs for things such as helping to resolve challenges & share successes. 
• Prepare a strategic plan & the develop a work plan for each committee with each club.  

There is a template on the SIA website by the first Board meeting in September (contact 
once per quarter & problem clubs, monthly).  What all clubs must do is the Club Road Map 
which is now on the website 

 
Club Buddy to the Board Member: 
• Invite your Board buddy to meetings and events. 
• Treat them as an extension of your Club. 
• Communicate significant concerns and developments about anything Soroptimist. 
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REGION EVENTS 2018 - 2019 

 

2018 Leadership Meeting August 24 & 25, 2018 
Five Oaks Conference & Retreat Centre, 
Paris, ON 

  
2018 Fall Area Meeting SI Peterborough, October 20th 

 
 

  
2018 Soroptimist Foundation of Canada  
Annual General Meeting 

SI Peterborough, October 19th 

  
2019 Region Spring Conference SI Kawartha Lakes, May 3rd,4th & 5th  

  
2019 Leadership Meeting TBD 
  
2019 Fall Area Meeting Toronto May 5th 
  
2019 SFC AGM TBD 
  
2020 Region Spring Conference TBD 

  

FEDERATION 

2020 SIA Convention Bellevue Washington United States 
July 22nd – 25th  

  

INTERNATIONAL 
 

2019 21th SI Convention 
 

Kuala Lumpur 
July 18th – 21st 
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RESPONSIBILITIES OF A CLUB PRESIDENT 

 

1. Direct the conduct of the business of the club.   
2. Organize and create a broad plan for the year.  Has a planning session with Committee 

chairs and/or Board to provide information for the club year. 
3. Recognizes that action of the club and/or board is binding until amended, rescinded or 

completed. 
4. Issue the call for meetings and prepare agenda for meetings. 
5. Preside at club and board meetings. 
6. Appoint all Committees unless otherwise provided in the rules or in the motion authorizing 

the Committee – everyone wants to play a role so give them a job. 
7. Be the official delegate at Federation conventions and Region Conferences. 
8. Take necessary precautions to assure the safekeeping of all pertinent club records. 
9. Be one of the authorized signing officers of the club. 
10. Be ex-officio member of all Committees, except Nominating. 
11. Attend annual Region Leadership Training. 
12. Ensure that all Federation and Region correspondence, requests and questionnaires are 

answered promptly, and that club mailings are read and the information contained is 
disseminated to the club. 

13. Immediately after the club election, assure that the Federation and Region are furnished 
data, on forms provided, regarding new officers; assure that Region Governor, Region 
Treasurer and Region Secretary are furnished with the names and addresses of elected club 
officers.  Report as they occur, any changes during the fiscal year.   

14. See that the Secretary or Treasurer reports promptly to headquarters and to the Region, on 
forms provided, all terminations and changes of records, address changes, and new 
members so that the membership numbers are current and magazine mailing lists are kept  
up-to-date. 

15. Ensure that official requests for supplies and correspondence pertaining to dues, 
membership records and magazine mailing lists are sent to Federation headquarters and 
Region Governor or Region Treasurer. 

16. Execute mail ballots after presenting information to the club and taking a formal vote. 
17. At close of year, thank Board and Committee chairs for serving together as a team. 
18. Orient the President-elect prior to her taking office on the state of club activities, 

administrative policies, and the relationship of the club to the Region and Federation. 
Ensure all files and other documentation is passed on. 
 
 
For further tools & Information go to SIA website. 

 



5 
 

September 6, 2018 
 

 THE PARLIAMENTARY ROLE OF PRESIDENT 

 

As the chosen leader of your Club, you have an important role! To be effective in this role, you 
should have a working knowledge of parliamentary procedure, and be familiar with the 
objectives, bylaws, procedures, and other rules of your Club, Region, Federation, and 
Soroptimist International. You don’t have to memorize everything, or be an “expert,” – but you 
do need to know where to find the answers to questions and issues that will arise during your 
term as President. 
 
In general, as President you will be expected to: 
▪ Be the official representative of your Club. 
▪ Preside at all meetings of the Club and of the Board of Directors. 
▪ Call meetings to order on time. 
▪ Determine that a quorum is present. 
▪ Present or introduce visiting dignitaries. 
▪ Announce in proper order, the business to come before the meeting. 
▪ Recognize members entitled to the floor. 
▪ State and put to a vote all questions that legitimately come before the membership. 
▪ Announce the result of each vote and the effect of that action. 
▪ Expedite business as much as possible, without denying members their rights. 
▪ Enforce the rules of debate, order, and decorum. 
▪ Decide all points of order (subject to appeal). 
▪ Respond to relevant questions of members. 
▪ Refrain from voting, except when the vote is by ballot, or when your vote would change the 

result. 
▪ At the proper time, declare the meeting adjourned (by general consent or vote). 
▪ Stand while calling a meeting to order and declaring it adjourned, and while voting. 
▪ Carry out the administrative and executive duties outlined in the Club’s Bylaws and 

Procedures. 
 
Your Club procedures may provide for the President to be an “ex officio” member of all 
committees except the Nominating Committee.” Ex officio” means “by virtue of office.” If given 
the privilege, the Club President has all the rights that are extended to other members to make 
motions, debate, vote, etc. As an ex officio member, the president is not obligated to attend 
committee meetings, and is not counted in the quorum. But it is the duty of each Committee 
Chair to notify the President of each committee meeting. 
 
For more information about the parliamentary roles and responsibilities of being a President, 
refer to Roberts Rules of Order and the “New President’s” section of the SIA website. Also, feel 
free to direct questions to the Region’s Parliamentarian, Corinne Rivers. 
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PRESIDENTIAL TIPS 
 

▪ Review the New Club President’s section of the SIA website. 
(www.soroptimist.org/members/membership/clubadmin.html) 

 
▪ Obtain a copy of Roberts Rules of Order, newly revised and review it or go on line for it. 
 
▪ ALWAYS prepare and circulate an agenda in advance of the Club meeting. 
 
▪ Begin and end meetings on time. 
 
▪ Develop a master club calendar and use it. 
 
▪ In conjunction with Club members, develop goals and monitor progress throughout the year. 
 
▪ Pre-sell sensitive issues that you have to deal with (a.k.a. “line up your ducks”) 
 
▪ Don’t be afraid to change if members lean in a different direction. 
 
▪ Strive for equality of ideas and sources. Try to involve EVERY member. 
 
▪ Where possible assign people to committees based on members’ areas of interest rather than 

solely based on their expertise; people enjoy volunteer work that is different than what their 
day job requires of them. 

 
▪ Suggest combining committees if it suits the size of your club. 
 
▪ Develop a support network and use it. 
◦ Call other Club Presidents to see how they are progressing and what they are learning. 
◦ Call on your ECR Board Buddy or any members of the ECR Board of Directors. 

 
▪ Keep a sense of humor-don’t be afraid to laugh. (Remember, every experience is temporary!) 
 
▪ Have confidence in yourself. You can do it! 
 
▪ Learn, and enjoy! 

 
 
 
 
 
 
 
 

http://www.soroptimist.org/
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Sample Club President Planning Calendar 
 
This calendar is a general guide that club presidents can use to create a customized calendar for their 
club. The club calendar should show the club’s regular meeting dates (business, program and board 
meetings), as well as dates for district meetings, region conference and federation convention. The 
calendar should also include club-specific events and programs; major community events for possible 
club involvement; and federation activities and related deadlines (refer to the Club Calendar of Events 
for the current club year under “club administration” in the membership section of the members area of 
www.soroptimist.org). 
 
July 

• Annual federation dues, Form 200 (New Officer Information) due to headquarters by July 1.  

• Sign new signature cards at the club’s bank (president and treasurer) for disbursement of club funds 
during the coming year. 

• Appoint committee chairs and members (if applicable) and update your club roster 
(http://www.soroptimist.org/members/membership/updateroster.html). 

• Attend federation convention (during even-numbered years, usually in July or August). 

• Download Live Your Dream: Education and Training Awards for Women materials from the SIA 
website.  

• Submit entries for Soroptimists Celebrating Success Awards to region chair on or before July 1. 

• Distribute Live Your Dream Awards applications. (Application deadline for club-level awards is 
November 15.) 

 
August 

• Finalize plans for the club year including conducting an evaluation of current club projects. Refer to 
the Club Roadmap for Success as a guide to help the club understand their role in achieving the 
goals of the SIA Strategic Plan. Discuss and vote as a club on the projects club members are 
interested in and can handle. 

• Ensure that club books are audited for the previous fiscal year. The audit should be performed by a 
qualified committee of the club, or a qualified accountant, and be completed by August 31 (if the 
club’s fiscal year is July 1 through June 30). 

• In a convention year, have the club delegate and others who attended prepare a convention report 
for presentation to club members. 

• In odd-numbered years, submit all proposed federation bylaws changes and resolutions that require 
convention action by September 1. 

 
September 

• U.S. Clubs: Remind treasurer to file IRS Form 990 by November 15. 

• Distribute current club roster and list of committee members (if applicable). 

• Be prepared to submit names of candidates for region or federation office. Candidates may be from 
the club or any club in the region. Nominations must be submitted by the date specified in the 
request. 

 
October 

• Celebrate Founders Day on October 3 with a special event that highlights SIA’s mission of 
improving the lives of women and girls through programs leading to social and economic 
empowerment. If your club hasn’t already submitted your club’s Founders Pennies, Founders 
Day is the perfect time to collect pennies. 

http://www.soroptimist.org/members/membership/MembershipDocs/ClubAdmin/17-18-club-calendar.pdf
http://www.soroptimist.org/members/membership/clubadmin.html
file:///C:/membership/Website%20Documents/Club%20Administration/www.soroptimist.org
http://www.soroptimist.org/members/membership/MembershipDocs/ClubAdmin/1617ClubRoadmapAndCertOfAppreciation/roadmap1617-e.pdf
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• Attend district or area meetings (if applicable) and region conference; arrange for reports to 
club. 

• Begin fundraising for contributions to support federation programs. Your contribution of at least 
10% of the money you raise locally will fund the Dream Programs. The remaining 90% funds the 
club’s local projects. Together Soroptimist’s collective impact is increased. 

 
November 

• U.S. Clubs: File Form 990 due to the IRS no later than November 15 (clubs with July 1-June 30 fiscal 
year). 

• Present names and qualifications of candidates to the club and execute the mail ballot for 
federation Board of Directors, if applicable. 

• Gather Live Your Dream Awards applications by the November 15 deadline and check for eligibility. 
 
December 

• Celebrate Soroptimist International Day (also Human Rights Day) on December 10 by donating to 
the SI President’s Appeal. 

• Conduct Live Your Dream Awards judging and select a recipient. 
 
January 

• Remind treasurer that IRS Form 1099 should be provided to last year’s Live Your Dream Awards 
recipient(s), no later than January 31, if the amount of each award is $600 or more (U.S. clubs). 

 
February 

• Forward Live Your Dream Awards recipients’ names to the district by February 1 (the district must 
submit the names to the region chair by February 15 deadline). 

 
February/March 

• Appoint or elect the club nominating committee. 

• Consider honoring someone with Laurel Society membership. 

• In a convention year, ensure that the treasurer pays the club convention fee (as established by the 
federation Board of Directors) online or submits to headquarters no later than March 15. 

• Read and discuss the official call to conference and encourage attendance. Send in conference 
registration fees by established deadline. In an even-numbered year, study the qualifications of 
candidates for region offices, as submitted with the call to conference. 

• Host a Live Your Dream Awards event on March 8, International Women’s Day, to honor club Live 
Your Dream Awards recipients.  

• Begin planning for installation of new officers in June. Order new officer pins and member 
recognition items from Soroptimist store.  

 
March 

• Submit proposal for Soroptimist Club Grants for Women and Girls by March 1. 

• Consider candidates for federation president-elect and submit mail ballot to SIA headquarters.  

• Live Your Dream Awards Region Chairs must submit region reporting to SIA headquarters by March 
15. 

April 

• Attend the region spring conference. 

• In a convention year: 
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o Study and discuss the resolutions and amendments to come before the convention 
body. 

o Complete and submit registration forms to headquarters for delegates and non-
delegates attending the federation convention. 

• Consider candidates for Fundraising Council and submit mail ballot to SIA headquarters. 
 
April/May 

• Elect club officers, board members, delegates and alternates to the region conference. (Also, in a 
convention year, elect the delegate and alternates to the federation convention.) 

• Send a list of names and addresses of elected delegates and alternates to the region secretary with 
copies to the governor and the region treasurer. 

• Ensure that the finance committee prepares the club’s operating and service budgets and presents 
them to the club at an April or May business meeting. 

 
May 

• Ensure that the budget, which will be approved during the May or June annual meeting, is 
submitted and that it includes funds for a delegate to attend region conferences and federation 
convention. 

• Have conference delegates report to the club. 

• Ensure that the treasurer reviews the federation dues information and membership roster and 
remits appropriate funds to headquarters prior to July 1 either online or to SIA headquarters. Roster 
changes must include terminations made prior to July 1. Payment should include dues for all 
members; mandatory club liability insurance for all members (for clubs in the U.S., Guam, Puerto 
Rico, and Canada); voluntary contributions to Founders Pennies and Club Giving to support 
Soroptimist programs may also be made with the dues payment.  

• Remind committee chairs that annual reports are due at the designated annual meeting in May or 
June (if applicable). 

• In a convention year, read and discuss the official call to convention. 

• Complete arrangements for the installation of new club officers. 
 
June 

• Submit a Dream It, Be It club transmittal form to your Dream It, Be It Region Chair within one month 
of completing your project (no later than June 1). 

• Submit Dream It, Be It evaluation information to the online form within one month of completing 
your project (no later than June 1). 

• Ensure that the club treasurer has collected dues from all members to allow sufficient time to make 
payment to the federation and region by July 1. 

• Install new club officers. 

• Facilitate the transition of new club officers and committee chairs through an exchange of materials 
and joint training sessions. An important part of the club president’s responsibility is to ensure that 
her successor is well-informed and trained. 

• Evaluate all club activities for effectiveness and to ensure that all projects and programs are 
consistent with SIA’s mission and goals. 

• Notify headquarters of new club president and treasurer either online or by sending Form 200 – due 
on or by July 1. 

 
 
 

https://www.surveymonkey.com/r/dibi-17-18
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Throughout the Club Year 

• Encourage members to visit the SIA website (www.soroptimist.org) regularly to: 
o Access valuable resources and important SIA updates 
o Purchase items from Soroptimist and LiveYourDream.org to fund life-changing Soroptimist 

programs for women and girls all over the world 
o “Get in the network” by following Soroptimist on Facebook, Twitter, LinkedIn and YouTube 
o Give a gift in honor or memory of an individual or to commemorate a significant club 

anniversary  

• Submit a Dream It, Be It club transmittal form to your Dream It, Be It Region Chair within one 
month of completing your project (no later than June 1). 

• Submit Dream It, Be It evaluation information to the online form within one month of 
completing your project (no later than June 1). 

• Involve all members in ongoing plans for membership recruitment and retention. 

• Consider sponsoring a new club. (See “New Club Building Guide” in the membership section of 
the members area of www.soroptimist.org.) 

• Ensure that the treasurer submits new member information with appropriate dues payments to 
headquarters either online or by sending Form 5008. New members will receive a welcome 
email informing them of their member number and directing them to the many resources 
available on the SIA website. 

• Ensure that the treasurer submits membership changes online or by using Form 5010 for name 
changes, address changes, changes in membership type, etc. 

• Explore the possibility of joint community service with neighboring Soroptimist club(s) or other 
volunteer organizations. 

• Regularly monitor club’s “@soroptimist.net” email account.  

• Encourage members to participate and engage in LiveYourDream.org.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.soroptimist.org/
http://sia.informz.net/z/cjUucD9taT0zMTk4NDAxJnA9MSZ1PTEwMTY2NjQzMTImbGk9MTY4NDQ2NjA/index.html
http://sia.informz.net/z/cjUucD9taT0zMTk4NDAxJnA9MSZ1PTEwMTY2NjQzMTImbGk9MTY4NDQ2NjE/index.html
https://www.surveymonkey.com/r/dibi-17-18
http://www.soroptimist.org/members/membership/MembershipDocs/ClubAdmin/newclubbuildingguide.docx
http://www.soroptimist.org/members/membership/membershiphome.html
http://www.soroptimist.org/
http://www.liveyourdream.org/
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WHAT CLUB PRESIDENTS NEED TO KNOW ABOUT THE 
CLUB TREASURER DUTIES 

 
Effective Club Presidents recognize that, while responsibility for administering club affairs is vested in 
the entire Board of Directors, the work is performed by officers, Board Members, standing and special 
Committees, and club members themselves. 
 
Like the other members of the Board of Directors, the Club President has fiduciary responsibility for the 
operations of the club.  To ensure that clubs maintain on firm financial footing, it is helpful to 
understand the duties of Club Treasurer so that support and guidance can be offered throughout the 
year. 
 
Here are the basic duties of the Club Treasurer: 
• Perform duties as set forth in your club’s bylaws 
• Receive, record and deposit all funds 
• Furnish financial reports as required by the Board and Club 
• Prepare statements of income and disbursements for the fiscal year and arrange for your club's 

finance committee to review the books for the year unless the club has a CRA number, in which case 
you must be audited.  

• Pay bills for authorized expenditures (e.g. those provided in the Club’s budget) 
• Obtain Board approval for payment of bills not covered in the budget 
• Send notices of financial obligations to Club members 
• Provide a monthly report for the President and Board of Directors of members whose financial 

obligations have not been met 
• Order supplies from SIA Headquarters 
• Prepare and file tax reports (if applicable) 
• Report any membership changes – Form 5008 for new and reinstated members and Form 5010 for 

any other membership changes – to both the Region Treasurer and SIA Headquarters, submitting 
appropriate dues, if applicable (forms available on SIA website) 

• SIA forms are available on the SIA website; the ECR invoice is available from Region Treasurer            
 
More detailed information about the responsibilities of the Club Treasurer and a calendar of financial 
reporting deadlines can be found on the SIA website in the section Club Administration. 
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CLUB DUES TO SIA 

 

Club dues are payable to SIA Headquarters and Region Treasurer no later than July 1st of each 
year. 
 

Federation Dues Per Member for 2017 -2018: 
- See Form 2008 (p. 31) 

 
Life Members  
Life members are those members who achieved life member status by July 2001 and who have 
maintained that status. Please check your roster carefully and make sure dues are remitted for 
all life members that are continuing their membership.  A life member designation is no longer 
offered by the federation. 
 
The Life Member Fee is $10.00.  There is no longer a newsletter. 
 
New Member fee 

- Dues for new members are payable to SIA HQ within 30 days of induction of new member.   
- A one-time new member fee of $10.00 in addition to above noted fees. 
- A one-time fee of $10.00 for re-instating members 
- Dues for new members are based on the month of induction as follows:   
     July – December  $74.00 
     January – June  $37.00 
  

SIA Biennial Convention July 2018 
Mandatory Convention fee   

The mandatory convention fee, for the 46th Biennial Convention to be held July, 2018 in Japan, 
has not yet been set by the SIA board. Clubs will be billed in December 2017.  The fee entitles 
each club to one delegate at convention; all delegates must register for convention using the 
online registration system or with a registration form.  All clubs must pay the fee, whether or not 
they will be sending a delegate to convention.  Clubs that do not pay the fee by March 15, 2018 
will not be in good standing status, meaning the club is not able to vote and is not eligible for any 
SIA grants or awards until the fee is paid. 
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S O R O P T I M I S T  I N T E R N A T I O N A L  O F  T H E  A M E R I C A S  

 

Club Treasurer Guidelines 
 
RESPONSIBILITIES 

 
The treasurer shall: 

• Receive, record and deposit all funds 

• Send notices of financial obligations to club members 

• Provide a monthly report to the board of members who have not met financial obligations 

• Furnish financial reports as required by the board and the club 

• Pay bills for authorized expenditures provided in the club’s budget 

• Obtain board approval for payment of bills not covered by the budget 

• Prepare statement of receipts and disbursements for the fiscal year, and arrange for annual audit (audit 
should be completed by August 15 if the club fiscal year runs July 1 to June 30) 

• Prepare and file tax reports as required by national, province/state, or local requirements 

• Within 30 days, report membership changes to headquarters, including new and reinstated members, 
transfers, terminations and other information changes 

• Perform any other duties as set forth in the club bylaws. 
 
 
PREPARING REQUIRED TAX FORMS 

 
Clubs are responsible for filing any forms required with their national, provincial/state or local tax authorities. 
 
In the United States, clubs that have filed the appropriate paperwork with SIA headquarters are exempt under 
section 501(c)(3), and must file the following forms: 
 
Form 990—Annual IRS Return 
An annual statement of gross income, receipts and disbursements on this form is required by law of every 
organization exempt from tax under section 501(c) of the Internal Revenue Code. This form shall be prepared in 
accordance with the method of accounting regularly employed in keeping the club books. The due date for filing 
this return is November 15 (if the club’s fiscal year is July 1-June 30). The return should be signed by the 
president, vice president, or treasurer, and then filed with the Internal Revenue Service. 
 
Form 1099—Miscellaneous—Statement of Miscellaneous Income 
Each January, IRS Form 1099 must be provided to the previous year’s club-level award recipients (e.g., Live Your 
Dream: Education and Training Awards for Women and other club cash award recipients) if the amount of the 
award is $600 or more. The form must be supplied to each recipient by January 31, and a copy must be provided 
to the IRS no later than February 28. 
 

 Improving the lives of women and girls 

through programs leading to social 

and economic empowerment. 
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S O R O P T I M I S T  I N T E R N A T I O N A L  O F  T H E  A M E R I C A S  
 

Club Treasurer Calendar 
 

Due date Item and form used Send form and/or payment to Copy to 

July 1 Members’ annual dues and roster; 

magazine subscriptions for life 

members and gift subscriptions 

SIA headquarters Region treasurer 

July 1 Founders Pennies* (send with dues 

or at a later date) 

SIA headquarters  

July 1 Form 200 (club president and 

treasurer information) 

SIA headquarters Region treasurer 

On due date Region and/or district dues Region and/or district 

treasurer 

 

May 31  Club Giving Contribution * SIA headquarters  

November 15  

(if fiscal year is  

July 1-June 30) 

IRS Form 990 (U.S. Clubs) Appropriate IRS service center  

January 31 IRS Form 1099 (U.S. Clubs) Award recipients receiving 

$600 or more from the club 

IRS by February 28 

By March 15 

(even years only; 

billed in January) 

Convention fee SIA headquarters 

 

 

April/May Attend meeting of club finance 

committee, as ex-officio member, to 

prepare the budget for the 

upcoming fiscal year 

  

Within 30 days Form 5008 for new and reinstated 

members, and Form 5010 for any 

other membership changes* 

SIA headquarters Region treasurer 

Any time 

 

Laurel Society membership* SIA headquarters  

Any time Individual or other club 

contributions* 

SIA headquarters  

Any time Contributions to special Soroptimist 

programs (e.g., SI President’s 

Appeal, Disaster Relief)* 

SIA headquarters  

 Improving the lives of women and girls 

through programs leading to social 

and economic empowerment. 
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CLUB DUES 

Continued 

 
 
Region Dues Per Member For 2018-2019: 
 
Regular, retired, unemployed, embarking: 

- $43.00 per member 
 
Life Members 
 - $5.00 per member 
 
New Members 

- Prorated dues for new members are payable to Region Treasurer within 30 days after induction 
- Dues for new members are based on the month of induction as follows:    

  July – December - $43.00 
  January – June  - $21.50 
 

 

Region Leadership Training Levy  
 $250.00 per club – payable by June 1st. each year which covers the costs for two attendees 
(the Club Presidents and Presidents-elect or designates of all clubs as well as any other club 
members interested in taking part) to participate in the retreat. Additional participants may 
attend at a cost of $125.00 per person, space permitting. 
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SUBSIDIES 
 

LEADERSHIP MEETING 
 To facilitate participation by SI Thunder Bay, the Region pays airfare to allow two members to 
attend the Leadership meeting. 
 
CLUB FARE POOLING 
 
The region sets a budget of $500.00 annually to offset travel expenses for clubs that travel 
more than 540 km to attend Spring Conference.  This amount is divided equally amongst the 
clubs meeting the travel criteria. 
 
SOROPTIMIST FOUNDATION OF CANADA TRAVEL SUBSIDY 
 
ECR will provide one $300.00 subsidy to a member interested in attending the Soroptimist 
Foundation of Canada Annual General Meeting (AGM) when the meeting is being held in 
Western Canada Region. This subsidy is available to a member attending the AGM for the first 
time. ECR recognizes that the subsidy does not cover all of the costs but would like to provide 
some assistance in order to allow members to learn more about the Soroptimist Foundation of 
Canada. The application form will be sent to Club Presidents for sharing with the membership. 
Individuals interested in apply for the subsidy need to submit the completed form to the 
Governor by August 31st. as the meeting in Western Canada Region is in September. 
 
UNITED NATIONS- COMMISSION ON THE STATUS OF WOMEN SUBSIDY 
 
ECR annually provides one $250.00 subsidy to a member interested in attending the United 
Nations Commission on the Status of Women meeting in New City, USA as one of the SIA 
attendees. ECR has made this subsidy available to a member attending the United Nations 
Commission on the Status of Women for the first time. ECR recognizes that the subsidy does 
not cover all of the costs but would like to provide some assistance in order to allow members 
to learn more about the United Nations, the Commission on the Status of Women and 
Soroptimists’ involvement. The Governor will provide an application form to the Club President 
for sharing with the member who is an SIA delegate. Individuals interested in applying for the 
subsidy need to submit the completed form to the Governor by December 15th.  
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EASTERN CANADA REGION AWARDS 
PRESENTED AT SPRING CONFERENCE 

 

CLUB SOROPTIMIST OF THE YEAR AWARD 
ECR annually recognizes and celebrates individual members who have been selected by their 
club as the Club Soroptimist of the Year. All Clubs are eligible to participate by submitting one 
member’s name annually; winners will be ineligible for this award again until after a five year 
period has lapsed. See submission form for detailed eligibility criteria. 
 
 
GOVERNOR’S AWARD  
ECR Governor annually recognizes the Club that obtains the highest total score based on points 
earned in the following areas: 
• participated in Programs (LYD, DIBI etc.), Recognition Award Programs, International / 

Federation / Foundation Programs;  
• Membership recruitment efforts;  
• Attendance at region meetings, Federation and SI conventions;  
• public awareness; 
• and effective Club management. 
 
 
LIFETIME ACHIEVEMENT AWARD 
ECR annually recognizes two living Soroptimist from ECR who have given significant time & 
energy to their club in a volunteer capacity.  
 
 
SPRING CONFERENCE ATTENDANCE AWARD 
o Highest number of Club members in attendance at Spring Conference  
o Highest percentage of Club members in attendance at Spring Conference 
 

 
RECRUITMENT AWARD 
ECR annually recognizes the club that has recruited the largest number of new members from 
April 1, 2018 to March 31, 2019. 
 
 
RETENTION AWARD 
ECR annually recognizes the club that has retained the highest net percentage of membership 
 
Members June 30 2018 x 100 
Members April 1 2019 
 
MEMBERSHIP RETENTION AWARD 
This is a new award created in 2016-2017. The award is $100.00 and it must be used by the 
winning club to mark successful retention of its members. (See Membership Madness p.42). 
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EASTERN CANADA REGION AWARDS 
PRESENTED AT SPRING CONFERENCE 

Continued 
 
 

ROSE BOWL AWARD 
ECR annually recognizes the Club that had the highest percentage increase in the number of active 
members for the April 1st of the previous year to March 31st of the current year. 

 

For example: a club with 25 members as of April 1st  
5 new members ( Apr 1st to Mar 31st)   x100   = 20% 
25 active members Apr 1st 

 

“Note:  Region dues for all members must be paid to Region Treasurer in order for new member to qualify for 
Rose Bowl Award.”  
 
 
SEASONED SOROPTIMISTS – MILESTONE AWARD  
ECR annually recognizes Soroptimist who are in attendance at Spring Conference in the year 
they celebrate their 20th, 30th, 40th or 50th years of Soroptimist service anniversary milestone.  
Those not in attendance that year, are presented with the recognition at their home club's next 
meeting.  
 

 
EASTERN CANADA REGION AWARDS 

PRESENTED AT FALL REGION MEETING 
 

 

EASTERN CANADA REGION DREAM MAKER AWARD 
This award is presented at the Fall Meeting every year to recognize a living Soroptimist from 
Eastern Canada Region who: 
- has demonstrated significant Soroptimist service (including length of time as a member) 
- contributed to Programs and Service endeavours 
-  chaired committees 
- Membership and recruitment endeavours including activities / role in the recruitment process 
– involved in outstanding initiatives for Soroptimist 
- Board positions held at the Club, Region and/or Federation level 
 
Names are to be forwarded to the ECR Board by March 15th, 2019; the winner will be chosen 
by the ECR Board at their June meeting. The award will be presented at the Fall Area meeting. 
*updated Sept. 13th 
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SOROPTIMIST FOUNDATION OF CANADA BOARD 
 

Board Members  
Soroptimist Foundation of Canada  

2017-2018 

Chair  
 

COLLEEN PENROWLEY  
Soroptimist International of the Tri Cities  

Treasurer  
 

MARGOT RUTHERFORD  
Soroptimist International of 

Courtenay  

Secretary  
 

ANNA DER  
Soroptimist International of 

Edmonton  

Club Grants & Grants Manager, 
Western Canada  

 
CYNDY ROBERTS  

Soroptimist International of Grand 
Erie  

Grants Manager, Eastern 
Canada & Fundraising  

 
HEATHER ROLLINS 

Soroptimist  

 
 

Contact Information 

COLLEEN PENROWLEY  Chair  

chair@soroptimistfoundation.ca 

MARGOT RUTHERFORD  Treasurer  
treasurer@soroptimistfoundation.ca 

ANNA DER  Secretary  

secretary@soroptimistfoundation.ca 

CYNDY ROBERTS Club Grants & Grants for Women- Western Canada 

grantsforwomen@soroptimistfoundation.ca 

HEATHER ROLLINS Grants Manager – Eastern Canada & Fundraising 
clubgrants@soroptimistfoundation.ca 

mailto:chair@soroptimistfoundation.ca
mailto:treasurer@soroptimistfoundation.ca
mailto:secretary@soroptimistfoundation.ca
mailto:grantsforwomen@soroptimistfoundation.ca
mailto:clubgrants@soroptimistfoundation.ca
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SOROPTIMIST PLEDGE** 
(Optional) 

I pledge allegiance to Soroptimist and to the ideals for which it stands: 
The Sincerity of Friendship 
The Joy of Achievement 
The Dignity of Service 
The Integrity of Profession 
The Love of Country 
 
I will put forth my greatest effort to promote, uphold, and defend these ideals, for a 
larger fellowship in home, in society, in business – for Country and for God. 

 
 

PLEDGE FOR EASTERN CANADA REGION** 
(Optional) 

We are Soroptimists committed to:  
 The sincerity of friendship, 
 The joy of achievement, 
 The dignity of service, 

The integrity of profession, 
The love of country. 

We will put forth our best efforts to improve the lives of women and girls in local 
communities and throughout the world. 
 

    GIVING THANKS 

For food in a world where many walk in hunger 

For faith in a world where many walk in fear 

For friends in a world where many walk alone 

We offer these, our humble thanks. 
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MEMBERSHIP MADNESS 

 
The Region Governor will review and approve the completed Membership Madness form and 
submit it to the Region Treasurer for payment. At the Governor’s discretion, she can approve 
requests that do not adhere to all of the criteria outlined below. 
 

1.  Club must hold a recruitment event. 

2.  Must have sent out a minimum of 15 invitations 

3.  Should have had at least 5 prospects attend  

4. The Club must issue an invitation to the ECR board at least 2 weeks before the 

Membership Madness Event.  One member of the board will attend as a Region Visitor, 

where possible. 

5.  Should have had at least 2 prospects join. 

6. Must complete the Membership Madness form, obtain all signatures (Club Membership 

Chair, Club President, who attended the event) and submit the form to the Region 

Governor with a copy to the Region Membership Chair. 

7. Club may request reimbursement of out-of-pocket expenses to a maximum of $100.00. 

Copy of receipts must be submitted in support of the claim.  

8. Each club is eligible for only 1 Membership Madness claim per year. 

 
Submission of the re-imbursement form must be made no later than one month following the 

Membership Event. 
 

Please note there awards available for clubs who recruit & retain members.  (See p.33 & 34) 
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SIA LOGO 
 

It has come to SIA’s attention regions and clubs may be inadvertently allowing others they 
collaborate with to use the Soroptimist registered name and marks. Only SIA headquarters can 
provide permission for use.  

• Soroptimist, Soroptimist International, Soroptimist International of the Americas, Best 
for Women and Live your Dream are legally trade and/or service marked (marks). That 
means only SIA's headquarters can authorize another to use these names and marks for 
any purpose.  

• Sometimes regions or cubs may give the impression their collaborative work with others 
allows them to use the names or marks. This is not so, as regions and clubs do not own 
the names or marks. 

• A letter from SIA’s general counsel explaining the importance of managing the 
registered marks along with our policy governing the use of the marks (See Attached).   

• As a reminder clubs are to direct any individual or entity to SIA’s Lisa Mangiafico 
(lisa@soroptimist.org) for permission to use the name or marks even in situations where 
the club is collaborating with another.  

• Should a club or region find an individual or entity is using the marks, forward to Liz 
Lucas (Elizabeth@soroptimist.org) their contact information along with a sample of how 
the marks are being used. The source will be contacted and the situation explained to 
them.  

• If your club has any questions about this, please contact siahq@soroptimist.org. 

 
 

Further Information 
 

SIA has decided to discontinue using the SI logo effective December 2019. For the rationale and 
for making good decisions re purchasing pins etc. go to 
www.soroptimist.org/members/publicawareness/logos.html 
  

mailto:lisa@soroptimist.org
mailto:Elizabeth@soroptimist.org
mailto:siahq@soroptimist.org
http://www.soroptimist.org/members/publicawareness/logos
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LIABILITY INSURANCE 
 

Club Liability Insurance is available through SIA. There is a detailed booklet on the SIA website 
(12 pages) which covers all aspects.  Before hosting any event, the President & Treasurer should 
review it to ensure that the event is covered and if there are any additional costs or restrictions. 
Get the liability insurance as one of the first items on your work plan for any event. 

 

There is detailed information on the SIA website under Club Administration 
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APPENDIX 
 

ABOUT BOARDS OF DIRECTORS 
 
▪ Soroptimist Boards of Directors have administrative control over the affairs, funds, and 

property of the club, except for modifying any action taken by the club. 

▪ Typically, the Board is authorized to: 
o Authorize budgeted payments from club funds; 
o Act upon invitations to membership, resignations, terminations, and disciplinary matters; 
o Receive such reports of committees as may be necessary between business meetings of the 

club; 
o Submit policy recommendations to the club; and 
o Perform such other duties as the club or the by-laws may require. 

▪ Your Board: 
o Is NOT an arbitrary Board. Decisions are not based on individual whim or discretion. 
o Basically, deals with membership concerns, and other operational duties as may be 

authorized by the club. 
o Should be involved in the overall planning for your club. 
o Can make recommendations on anything to the club, but CANNOT make policies without 

member input, particularly concerning financial matters. 
o Should be used as a sounding board. Encourage members and committees to bring ideas 

before the Board for discussion. 
o Board meetings should be open to all members. Encourage members to attend—and 

make sure everyone knows the date, location, and time of the board meeting. The only 
exception to having an open meeting is when the board will be discussing a disciplinary 
problem or anything about a specific member. 

o Board members are not expected to do all the thinking for the club. It is their 
responsibility to maintain close contact with members, and with the community at large. 

o Board members should remember that their position is that of communicator. They are 
the liaison between club members and the Board. Ask them to watch for questions that 
aren’t necessarily being asked. 

o Board members must work together, support one another, and support the Club 
President! Remember you are a team. When you work well together, the entire club 
benefits! 
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INSTALLATION OF NEW MEMBERS 

 
 
The members of Soroptimist International of [club name] are honored that you have accepted 
our invitation to join us. It is our privilege to welcome you to a worldwide organization of 
members who are committed to improving the lives of women and girls in local communities 
and throughout the world. 
 
Our name Soroptimist is a coined Latin word meaning “best for women,” and that’s what our 
club strives to achieve. Soroptimists are women at their best working to help other women to 
be their best. We believe in dreams and the collective power of working together to achieve 
them.  
 
Soroptimist membership celebrates the unique power of women. It’s a gift that women give to 
themselves: the chance to help others in an atmosphere of support, friendship, and fun. We 
look forward to helping you explore the gift of membership as you participate in club projects 
and activities that advance our mission. 
 
As a token of your new membership, we present to you this Soroptimist pin. The pin represents 
your commitment to our mission and to empowering women and girls to live their dreams by 
giving them the resources to create positive change for themselves, their families, their 
communities, and the world. 
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PROTOCOLS  
 
 

TIPS FOR SHORT AND SWEET BUSINESS MEETINGS 
 
 

▪ Discuss with your Club Secretary the feasibility of getting business meeting minutes typed 

within a few days following the meeting. Getting them done soon after the meeting, and 
having them distributed to the members ASAP, will help remind members what they promised 
to do, and keeps absent members informed about what has happened. It also expedites 
getting the minutes approved at the next Club meeting. 

▪ Suggest that minutes be emailed to members where possible, this saves time, copying costs, 
and postage. 

▪ Try to schedule Board meetings 3 to 7 days before your Club’s Business meeting. This ensures 
that Board recommendations are brought to the membership in a timely manner and allows 
for follow up on matters or completion of assignments prior to the Club meeting.  

▪ Set your Club meeting date on a specific day of the month (i.e. the second Wednesday of the 
month) and make every effort not to change the meeting date. 

▪ By emailing out the agenda a few days in advance of the Club meeting, it allows members to 
prepare for the items that will be discussed and it also serves as a reminder of when the next 
meeting is being held. 

▪ Have copies of the agenda and current minutes available at Club meetings for guests and for 
members who don’t have email.  

▪ On the agenda include important dates, announcements, and reminders for members’ 
convenience. 

▪ Start the meeting on time! 
▪ Don’t let discussions go on unmonitored. Everyone needs to have a chance to speak. Ask for a 

motion and a second. Then, limit time to speak to the motion. Establish a club ground rule 
that no one can speak twice on the motion, unless there is still time remaining, and no one 
else wishes to speak. Have someone “call for the question” after a reasonable amount of time 
for discussion. 

▪ If the issue needs some proposed solutions or further investigation before a decision can be 
reached strike a sub-committee to work on the issue and present back to the Club. This will 
allow your meeting to run much more efficiently and will allow for “informed” decisions to be 
made. 

▪ Don’t let the Business meeting run past the appointed time. You may have to postpone 
further discussions, but it is more important to get people out on time. 
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PARLIAMENTARY PROCEDURES  
 

Parliamentary rules ensure accuracy in business, economy of time, order, uniformity, and 
impartiality, and enhance the transaction of business. All members should have the privilege of 
voicing their opinions, and sessions on “how to participate” should be scheduled periodically. In 
accordance with Federation Bylaws, Robert’s Rules of Order Newly Revised is the parliamentary 
authority. 
 

Eight Steps to Action 
1. A member should rise and address the chair. 
(“President Mary”) 
 
2. She should wait for recognition by the chair. 
 
3. She makes the motion. 
(“I move that” not “I make a motion”) 
 
4. Another member seconds the motion. 
 
5. The chair states the motion. 
(“It is moved by ______________and seconded by _________________that…”) 
 
6. If the motion is debatable, the chair asks for debate. 
(“Are you ready for the question?” or “Is there any discussion?”) 
 
7. The chair takes the vote. 
(“The question is on the adoption of the motion to…As many as are in favor of the motion say 
‘aye’…Those opposed say ‘no.’”) (If a two–thirds vote is required: “As many as are in favor of 
the motion, please stand…Be seated. Those opposed, please stand…Be seated.”) 
 
8. The chair announces the result. 
(“The motion is adopted.” or “The motion is defeated.”) 
 

Amendments 
A motion may be amended by any of the following methods: 
• To insert; 
• To add; 
• To strike out; 
• To strike out and insert; 
• To substitute. 
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Amendments - continued 
 
When a motion is amended, the amendment then becomes the main motion and must be 
acted upon first. 
 
An amendment may also be amended. Always remember to work backward when taking the 
vote: 
• Amendment to the amendment; 
• Amendment to the main motion; 
• Main motion. 
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General Meeting Agenda  
 
Call to order 
One rap of the gavel. 
“The meeting of ____________________will please come to order.” 
 
Opening 
Can be an invocation or grace — if appropriate. 
(Introduction of VIPs & guests can be given here.) 
 
Minutes 
(If a quorum is present): 
“The secretary will read the minutes of the ____________meeting.” 
“Are there corrections to the minutes?” 
“The minutes stand approved as read/corrected.” 
“Is there any correspondence?” 
 
Treasurer’s Report 
“Next business in order is the treasurer’s report, Treasurer _____________________.” 
“Are there any questions?” 
“The report will be placed on file for audit.” 
“Are there any bills?” (The treasurer may either move that they be paid, or it can be done by 
general consent.) 
 
Reports of Officers, Board and Standing Committees 
(If there is a Board report or recommendations, ask the secretary to read them.) 
(Call only on standing committees having reports. This should be predetermined.) 
 
Special Committee Reports 
“May we have the report of the committee appointed to (consider/investigate/act)?” 
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General Meeting Agenda - continued  

 
Unfinished Business 
 
New Business 
1) 
2) 
“Is there further new business?” 
 
Program 
“Will the program chair present the program?” 
-If an outside speaker is utilized, the program may be presented earlier to allow the speaker to 
leave following her or his presentation. 
 
Announcements 
-President gives hers first, then 
“Are there further announcements?” 
 
Adjournment 
“If there is no further business, (pause) the meeting is adjourned.” 
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PROGRAM SPEAKER CHECKLIST 

 

Initial Contact with the Speaker 
Provide the speaker with the following information: 
▪ Facts about Soroptimist 
▪ Type of meeting – who will be there, where the speaker will be seated 
▪ Date, time, and desired length of the speaker’s presentation 
▪ Financial arrangements (meal, mileage, etc.) 
 

Get from the speaker: 
▪ Biographical information for introduction 
▪ Correct spelling (and pronunciation) of their name and title 
▪ Equipment needs, i.e., projector, screen, easel, etc. 
▪ Information about special dietary needs, whether the speaker will be bringing guests 
 

Prior to the Meeting 
▪ Arrange for news coverage from the local paper; issue press releases if applicable 
▪ Give the speaker’s name and topic to the Club President or person in charge of the meeting  
▪ Make arrangements for head table name cards and/or appreciation gifts 
▪ Confirm meal reservations for the speaker and speaker’s guests, if any 
▪ Make arrangements for any special needs the speaker may have 
▪ Make arrangements for a check, if there is to be a honorarium 
 

Day of the Presentation 
▪ Greet and seat the speaker and guests 
▪ Greet and seat the news media 
▪ Assist with equipment if needed; arrange for handouts to be distributed or displayed 
▪ Introduce the speaker (be prepared ahead of time with a short, written introduction) 
▪ After the speaker is finished, start the applause, thank the speaker, express appreciation for 

their speech 
 

After the Meeting 
▪ Send a thank you note to the speaker 
▪ Write an article about the meeting for the club newsletter 
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HOW TO INTRODUCE A SPEAKER 
 

Why Do an Introduction? 
The introduction prepares the audience to receive the speaker’s message. It makes the speaker 
one with the audience, gives her credibility, and shows why she is an expert on the subject. 
 

How Long Should an Introduction Be? 
If the speaker is going to speak for 15 to 20 minutes, the introduction should only be 30 to 60 
seconds long. If a keynote speaker (speaking more than 30 minutes), the introduction can be 
longer. Consider asking the speaker if they have a preferred introduction or biography that they 
like to be shared. 
 

Preparation 
Make an outline of your introduction, or write it out in exact detail. Practice it beforehand! The 
introduction should answer these questions: 
▪ Why this speaker? (Their qualifications) 
▪ Why this subject? (Topic’s relevance to the Soroptimist mission) 
▪ Why this audience? (How the topic relates to the audience) 
 

What NOT to Do 
▪ Don’t describe the speaker in terms of personal relationship unless they are relevant to the 

topic or the group. 
▪ Never use the possessive term “wife of…” or “husband of...” The speaker should be 

recognized for their own abilities. If relevant, the speaker’s spouse can be mentioned with the 
words, “her spouse is…” or “she is married to…” 

▪ Following the speech, avoid praising the speaker’s style or delivery—it may divert the 
audience’s attention away from the message. 

▪ Don’t introduce the speaker with an inside joke, unless the entire group is in on it. 
▪ Never let the audience get to the point where they’re glad to see you sit down. 
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FOUR CRITICAL COMMUNICATION RULES  
 

When Clubs experience conflict it is often as a result of miscommunication. Follow these basic 
rules to minimize conflict and misunderstandings in your club. 
 

Rule #1: Use E-Mail Appropriately! 
Use e-mail: 
⬧ For quick questions 
⬧ For simple task-related issues (like within a committee) 
⬧ For scheduling meetings and events 
⬧ For transmitting reminders to groups of people 
⬧ For sending newsy updates to friends 
⬧ For RSVP-ing to something 
⬧ To praise a group (especially when you want to copy others) 
 
Do not use e-mail: 
⬧ In lieu of thank you notes or important invitations 
⬧ To share controversial information 
⬧ To share bad news...use discretion...does the person involved wish privacy...consent?  
⬧ To convey anything that—if forwarded or overheard—could be harmful, hurtful, or 

embarrassing 
⬧ To forward someone else’s email to other parties without the permission of the author. (It 

can be easily misunderstood by people other than the intended audience.) 
 

Rule #2: Know When Not to Communicate 
Evaluate the information’s intent and content, and then decide who/when/how it should be 
shared. 
 
Don’t share information: 
⬧ When it is confidential 
⬧ When it is not relevant or helpful to the receiver (think “spam”) 
⬧ When it is premature to share it (you’re “in the know,” but sharing it yourself would steal 

someone else’s thunder) 
⬧ When it involves rumors or gossip that are unfounded 
⬧ When the message or its tone is mean, hurtful and/or will cause someone emotional pain. 
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FOUR CRITICAL COMMUNICATION RULES 
Continued 

 
 
Rule #3: When You Experience a Strong Emotional Reaction to Written or Verbal 
Communication, Adopt the 24-Hour Rule 
“I will not forward, respond to, or react to this information for at least 24 hours.” 
 
 

Rule #4: ALWAYS Communicate with Dignity and Respect 
⬧ Listen to others with the intent to understand, not to reply. 
⬧ Be kind; give others the benefit of the doubt. 
⬧ Give feedback that balances constructive criticism with compliments. 
⬧ Establish communication ground rules—and then commit to follow them. 



40 
 

September 6, 2018 
 

THE ROLES & RESPONSIBILITIES OF A FACILITATOR 
 

Whether it’s to brainstorm ideas for new projects, resolve conflict, or to foster 
productive communication in groups, there are several critical roles and 
responsibilities for facilitators. 
 
These include: 
⬧ Proposing ground rules for the discussion, and ensuring that they are adhered to 
⬧ Setting aside their own personal opinions about the issues being discussed 
⬧ Cultivating a “safe” environment, in which all present can feel comfortable speaking 
⬧ Drawing out the comments of those who appear hesitant to speak 
⬧ Ensuring that all participants have a chance to have their opinions expressed 
⬧ Helping participants understand each other’s perspectives 
⬧ Diffusing conflict by helping participants to focus on the issue or problem being discussed, 

instead of making things “personal” 
⬧ Mediating differences of opinion so that consensus can be reached 
⬧ Summarizing critical points and decisions 
⬧ At times, the most important role of the facilitator can be that of a “faithful translator.” 
⬧ Watch for signs that participants are misunderstanding each other, and intervene to 

“translate” intended meaning if necessary. One technique to respond to misunderstandings 
is to ask the listener to reflect back what the speaker has said to the speaker’s satisfaction. 
This helps participants focus on listening with the intent to understand each other, instead 
of merely listening with the intent to reply. 

 
It is important to remember that, as the facilitator, your job is to enhance or facilitate 
communication, not dominate it. Pay attention to not only the words being spoken by 
participants, but also their body language. As facilitator, you must maintain a neutral 
perspective—avoid expressing your own opinions so that you can maintain this neutrality. 
 

Points to Remember While Mediating or Facilitating 
⬧ Do not invalidate or evaluate. 
⬧ Do not take sides. 
⬧ Be flexible! 
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MENTORING FOR SOROPTIMISTS 

 

The term “succession planning” is common in the business world, as a way of preparing up and 
coming professionals for future leadership in their Organizations. “Mentoring” is a time-proven 
strategy for developing leadership in other people. Just as mentoring can be valuable and useful 
in a business or professional setting, it also can be highly effective in developing leadership 
within your Soroptimist club. 
 

What is Mentoring? 
 
Mentoring is a relationship between two people that is focused on Soroptimist development 
through: 
• Skill and experience building 
• Sharing of insights and ideas 
• Evaluation and constructive feedback 
• Candor, trust and confidentiality 
 

Why Should Soroptimists Mentor Other Soroptimists? 
 
Mentoring has many benefits to Soroptimists and Soroptimist clubs: 
• Builds long-term loyalty to your club and to Soroptimist 
• Creates a larger pool of talented members able, eager, and willing to take on new leadership 
roles and responsibilities in the club 
• Helps new members get connected with your club faster 
• Can be customized to meet the needs of individual mentors and protégés 
• It’s inexpensive—primarily involving time 
• A good mentor-protégé relationship is fun and rewarding for both parties 
• Mentoring is fun and easy to do! 
• Even one hour of your time can make a big difference to someone 
• It is not necessary to have a “relationship” before starting the dialogue, although having one 
can be helpful 
• Generally, the mentor’s role is to be a sounding board and advisor for the protégé, by helping 
the protégé discover their own leadership potential 
 

The Bottom Line: The more you invest in developing the talents of others, the more likely 

that your club will have a critical mass of committed members who are ready, willing, and able 
to assume positions of leadership and responsibility. 
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MENTORING FOR SOROPTIMISTS 

Continued 

 
Good Soroptimist Mentors… 
 

• Model positive, professional Soroptimist behavior 

• Show support for their club’s leaders by praising them publicly and providing 
constructive feedback privately when necessary 

• Serve as an accessible resource and sounding board 

• Help the protégé see mistakes as learning opportunities 

• Provide candid feedback when deserved 

• Work hard to develop a positive, mutually beneficial relationship 

• Push protégés onwards and upwards when it’s time (because even the bravest 
sometimes need a shove….) 

 
Good Soroptimist Protégés… 

• Take initiative in scheduling time to meet with their mentor, and in helping to set the 
agenda for discussion 

• Ask for what they need, when they need it 

• Use their mentor as a resource to discuss issues, evaluate results, and identify future 
steps for continued Soroptimist growth 

• Are open to new, challenging tasks and assignments 

• Are open to candid feedback, even when it’s not pleasant to hear? 

• Work hard to develop a positive, mutually beneficial relationship 

• Commit to learning from the relationship. 
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HOW TO CREATE A GREAT SOROPTIMIST COACHING RELATIONSHIP 
 
Adapted with permission from Don Maruska, MBA, JD, Master Certified Coach 
Don Maruska & Company, Inc. (www.donmaruska.com) 
 

Being a coach or mentor to another Soroptimist is mutually rewarding. Aspiring members gain 
encouragement and guidance that enhances their Soroptimist experience. Coaches gain deeper 
insights into their own Soroptimist journey and the satisfaction of helping others. You can 
benefit from coaching at any stage in your Soroptimist membership. Here are the key steps to 
creating a great Soroptimist coaching relationship. It starts with a simple conversation…. 
 

1. Ask “What are your hopes as a Soroptimist?” 
Start your relationship by understanding what’s important to the person you are 
coaching and, most importantly, why it’s important to them. Help them look a little deeper for what 
truly interests them about being a Soroptimist. 
 

2. Uncover the real issues 
⬧ What stands between them and where they want to be as a Soroptimist member? 
⬧ What issues or obstacles need attention? Use reflective listening (paraphrasing what you 

hear from them) to help them discover underlying concerns. 
⬧ Listening thoughtfully is a big gift. 
 

3. Explore options 
⬧ What choices do they see for addressing the obstacles?  
⬧ What additional options can you offer that may fit with what they hope for their Soroptimist 

journey?  
Choices encourage and empower people. 
 

4. Share stories and experiences 
Rather than telling people what to do, offer stories about what you’ve seen or experienced that 
may be relevant to them. Stories help people understand the 
messages more deeply and integrate them into their own thinking. 
 

5. Hold a big vision for them 
Sometimes people hold themselves back. They make too many assumptions about what they 
think can or can’t happen. Tell the person you are coaching what you want for them. Encourage 
them to take a big leap, instead of just a baby step. 
 

6. Invite action 
Most people need a little nudge to take flight and really soar. “I’d like to invite you to consider 
[whatever action seems appropriate].” You’re not telling them what to do, but you are giving 
them a concrete suggestion to which they can react. Always leave the choice to them. And, 
don’t be disappointed if they make a different choice than you would. 
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HOW TO CREATE A GREAT SOROPTIMIST COACHING RELATIONSHIP 
Continued 

 
 

7. Help them build a resourceful “dream team.” 
Help them identify other people who can help them along their Soroptimist journey. Guide 
them to expand their Soroptimist network for success. 
 

8. Celebrate the results together!! 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 


