Detroit Dental Clinic Club

[image: image13.wmf] 


	Manual

of

Operations



Detroit Dental Clinic Club

[image: image2.png]



INTRODUCTION
The Detroit Dental Clinic Club Manual of Operations contains descriptions of suggested procedures to help officers, directors, committee members, and Section leaders carry out their duties. Because specific activities are not detailed in the Bylaws of the Clinic Club, current procedures are outlined in the Manual of Operations for each leadership position. Sample forms and correspondence are also included.

This Manual of Operations should be viewed as a compilation of guidelines to be constantly updated, modified, and improved. An experienced leader may effectively accomplish the objectives of the Clinic Club using a personal approach. However, an inexperienced leader will find these guidelines both educational and useful.

Suggestions for Changes or Additions to the Manual of Operations should be directed to the Constitution & By Laws Committee, which is responsible for updating the manual.
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HISTORY
The Detroit Dental Clinic Club is a professional organization of dentists in Southeastern Michigan. The Club promotes the development and dissemination of knowledge of clinical dentistry through scientific programs, scientific publications and clinic presentations at dental meetings.

The Founding of the Clinic Club was the outgrowth of the initiative of Dr. Oliver White and a group of outstanding dentists in 1914. The rewards of membership include a creative opportunity for professional growth and achievement and a support group to help clinicians enjoy the long adventure of dental practice. The requirements for membership include a sincere interest in clinical dentistry, a willingness to share knowledge and experience for the good of the profession, and membership in the American Dental Association or Canadian Dental Association.

Objectives, policies and activities described in the Manual of Operations encourage members of the Detroit Dental Clinic Club:

· To freely exchange ideas and experiences for improved patient care 

· To improve measures for the control and prevention of oral disorders 

· To stimulate and promote dental research 

· To increase public understanding and appreciation of oral health 

· To pursue graduate studies and continuing dental education 

· To realize responsibilities to their community and their profession 

· To recognize meritorious achievements and potential for contributions to the dental professional
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What Is The Clinic Club?

	Eight prominent dentists in southeastern Michigan founded the Detroit Dental Clinic Club in 1914. Two of the founders later served as deans of the University of Michigan School of Dentistry. Two of them served as presidents of the American Dental Association. And, all eight of them served as presidents of the Michigan Dental Association. For nearly a century, the Clinic Club has been a training ground for new clinicians, essayists and leaders in dentistry.

The Clinic Club meets three times each year for Board meetings followed by educational programs. The Club is organized into Sections representing various dental specialty areas. Each Section is autonomous and plans its own programs and activities during the year.

OBJECTIVES of the Club include promoting high standards of dental science, art and literature, providing mutual improvement among dentists, and contributing to the advancement of the dental profession.

SECTIONS are incubators where learning and mentoring take place. The goal of a section is sharing knowledge. An active section is often a combination of general practitioners and specialists or dental school faculty members. This mixture offers varying viewpoints that stimulate participation and continuing interest. Younger members appreciate the opportunity to work with and learn from more experienced members. Members learn from each other while attending section meetings and developing clinics. Sections also act as filters in evaluating dental concepts, procedures, products and publications. Quality people, active participation and interesting programs are ingredients of a successful section.

SECTION MEETINGS are forums with short agendas followed by program presentations. Members have opportunities to discuss problem cases, polish a clinic, introduce new ideas and or plan future section activities.

Programs with outside speakers touch a wide variety of subjects involving professional growth in clinical and practice management areas as well as personal and interpersonal development.
	Speakers for section programs have included dentists, physicians, psychologists, attorneys, accountants, economists, computer specialists, ergonomic engineers and manufacturing representatives. Section meetings have also been held at the Mayo Clinic in Minnesota and the L. D. Pankey Institute in Florida. Occasionally, a section will combine a meeting with a social function such as dinner at a restaurant or club, a boating or pool party, a football game, a family outing or a holiday party.

SECTION DIRECTORS share the vision of the Club founders. Their experience, counsel, and inspiration foster professional and personal growth within the membership. They keep the sections active and the members interested and working by planning a definite program to stimulate interest and accomplishment. They build morale by putting members to work and making them a part of the organization. They plan section meetings, arrange opportunities for clinic presentations, assign active members to mentor invitational members in clinic development, and serve as members of the Clinic Club Board of Governors.

SECTION MEMBERS aspire to mastering their subject — being continuous students in their area of interest. Their activities include study, research, collaboration, and sharing information through table clinics , essays, limited attendance clinics,  audio-visual presentation, case evaluations, office tours and writing articles for professional and lay publications. Each member must contribute to keep the section vital. This cooperation produces knowledgeable, enthusiastic and stimulating clinicians.

Good clinicians know their subjects from personal experience. The clinician is aware of the successes and the failures, the pros and cons, the strengths and weaknesses of the subject of the clinic. After selecting a specific topic, the clinician reviews dental literature, consults with colleagues and experts, designs the visual aids and script, sharpens speaking abilities or publishes a report of findings.
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	A dental clinic presentation contributes to the advancement of the profession and the personal development of the clinician. The benefits of membership in the Clinic Club go beyond establishing professional and personal relationships. Skills developed in research, clinic organization, public speaking, writing and leadership are of value in family, religious, business and community endeavors.

CREDIBILITY is a necessary quality for any organization. Evidence-based research, clinical practice and journalism are foundations of professionalism. Information must be considered from many perspectives—validity, accuracy, reliability, ethical, controversial and contradictor

KNOWLEDGE gained is power; knowledge shared is progress. Study club members master a subject for the benefit of the club members. Clinic club members master a subject for the benefit of the members and enthusiastically share this knowledge with their profession. Both the clinician and the audience benefit from a well-planned presentation. The audience learns something new about a procedure or material. The clinician gains from knowledge learned in clinic development and audience feedback and appreciation. This mutual sharing contributes in a small but positive way to the advancement of our profession.

SHARING knowledge with the profession is the primary purpose of the Club; mutual improvement of Club members is necessary but secondary. The Clinic Club goes beyond a study club or social club. In the past, when these priorities became reversed, the Club has suffered. When research and techniques were shared freely the Club has prospered. 1
	Clinic Club members contribute time, energy and skills to improve the art and science of dentistry. In return for their efforts, clinicians enjoy professional fellowship, experience accomplishment and discover one of the basic principles of successful living—The more you give, the more you receive in return.

Most dentists have developed solutions to problems in their practices that would be of value to their colleagues. The table clinic and published report are readily available forms of communication that allows dentists to share these ideas. This sharing of innovative ideas and clinical techniques is a practical approach to problem solving in dental practice. They are also opportunities to consult with peers on a one-to-one basis.

PROFESSIONAL GROWTH Membership in the Detroit Dental Clinic Club provides unique opportunities for professional growth. By developing a plan of study, research and clinic design, members enhance their own knowledge and skills. By presenting table clinics and essays at dental meetings and writing scientific articles for publications, members contribute to the advancement of their profession. And, by meeting and working with outstanding clinicians at Club meetings, members grow both personally and professionally.

The Clinic Club is a fellowship of professionals willing to contribute to the advancement of dentistry. Its members accept the challenge of presenting clinics and publishing articles because it benefit their practice, their profession and their personal lives. It is a privilege and an honor to belong o a group with a rich tradition of leadership and goodwill.  (



Robert B. Caldwell, D.D.S. 

Ann Arbor, Michigan
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Guidelines for the Board of Governors
BOARD OF GOVERNORS OVERVIEW

The governing body of Detroit Dental Clinic Club is the Board of Governors, which is composed of five Officers (President, President-elect, Immediate Past-President, Secretary, Membership Secretary and Treasurer), the Immediate Past-President, the Honorary President and the Section Directors.

1.  Operating Procedures

All Clinic Club meetings are conducted according to the rules of parliamentary procedure as set forth in the most recent edition of Robert's Rules of Order.

Board members, Section Directors, Committee chairs, and Coordinators perform their duties in accordance with the Detroit Dental Clinic Club Constitution and By-Laws.

2.  Standing Committees

Duties of committees are listed in the Clinic Club By-Laws.

Policies and procedures of committees are delineated in Clinic Club Manual of Operations.

The President-Elect appoints the members of all functioning Committees.

The President is an ex-officio member of all committees.

	Audit and Finance (3) 

Communications (4) 

Constitution & By-Laws (3) 

Custodian & Resident Agent (3) 

Local Arrangements (3) 

Nominating (3) 

Program (3) 

Website (3)
	designated board liaison: President-Elect 

designated board liaison: Secretary 

designated board liaison: Immediate Past President 

designated board liaison: Treasurer 

designated board liaison: Membership Secretary 

designated board liaison: Treasurer 

designated board liaison: President-Elect 

designated board liaison: Immediate Past President


3. Coordinators

A coordinator may be appointed to oversee one important activity of the Clinic Club.

	Awards

Director of Clinics 

International Clinics 

MCE Coordinator
	designated board liaison: Secretary 

designated board liaison: President-Elect 

designated board liaison: President-Elect 

designated board liaison: Membership Secretary


Terms of office for outgoing officers, committee chairs, committee members and coordinators end with the installation of their successors at the Annual Meeting.
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Guidelines for the Board of Governors

ROBERT'S RULES OF ORDER

Introduction
Since Robert's Rules of Order first was published in 1896, it's been the means to orderly, smooth, and fairly conducted meetings. The tenth edition of the manual of parliamentary procedure includes everything from the first edition, but all of the information is clarified, cross-referenced, and carefully indexed. "Where there is no law, but every man does what is right in his own eyes, there is the least of real liberty," said General Henry M. Robert, and his gift of order is as indispensable now as it was a century ago.

What Is Parliamentary Procedure?

It is a set of rules for conduct at meetings that allows everyone to be heard and to make decisions without confusion.

Why is Parliamentary Procedure Important?

Because it's a time tested method of conducting business at meetings and public gatherings. It can be adapted to fit the needs of any organization. Today, Robert's Rules of Order newly revised is the basic handbook of operation for most clubs, organizations and other groups. So it's important that everyone know these basic rules!

Parliamentary Procedure is the best way to get things done at meetings. But, it will only work if you use it properly.

1.  Allow motions that are in order.

2.  Have members obtain the floor properly.

3.  Speak clearly and concisely.

4.  Obey the rules of debate.

5.  Most importantly, BE COURTEOUS.

References:

1. Robert's Rules of Order (Newly Revised, 10th Edition); Henry M. Robert III, William J. Evans

(Editor); Perseus Publishing; ISBN: 0738203076; (2000) 704 pages paperback); List price:

$17.50. 

[The truly definitive work for understanding the principles of parliamentary procedure]

2.  Parliamentary Procedure at a Glance: Group Leadership Manual for Chairmanship and Floor

Leadership; Ossie Garfield Jones, Garfield Jones; Viking Press; ISBN: 0140153284; (1990) 90

pages paperback; List price: $9.95.

[A lightening fast reference for motions and their order of precedence]

3. Robert's Rules in Plain English; Doris P. Zimmerman; HarperCollins; ISBN: 0062734768;

1997) 144 pages paperback; List price: $6.95.

[An easy to understand introductory text to parliamentary procedure for beginners]

Adapted from book reviews published by Amazon.com
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Guidelines for the Board of Governors

ROBERT'S RULES OF ORDER

Summary
Organizations using parliamentary procedure usually follow a fixed order of business. Example:

1. Call to order.

2. Roll call of members present

3. Reading of minutes of last meeting.

4. Officers reports.

5. Committee reports.

6.  Special orders-Important business previously designated for consideration at this meeting.

7. Unfinished business.

8. New business.

9. Announcements. 

10. Adjournment.

The method used by members to express themselves is in the form of moving motions. A motion is a proposal that the entire membership take action or a stand on an issue. Individual members can.

1. Motions.

2. Second motions.

3. Debate motions

4. Vote on motions

There are four Basic Types of Motions:

1. Main Motions: The purpose of a main motion is to introduce items to the membership for their consideration. They cannot be made when any other motion is on the floor, and yield to privileged, subsidiary, and incidental motions.

2. Subsidiary Motions: Their purpose is to change or affect how a main motion is handled, and is voted on before a main motion.

3. Privileged Motions: Their purpose is to bring up items that are urgent about special or important matters unrelated to pending business.

4. Incidental Motions: Their purpose is to provide la means of questioning procedure concerning other motions and must be considered, before the other motion.

How are Motions Presented?

1. Obtaining the floor

a. Wait until the last speaker has finished.

b. Rise and address the Chairman by saying, "Mr. Chairman, or Mr. President."

c. Wait until the Chairman recognizes you.

2. Make Your Motion

a. Speak in a clear and concise manner.

b. Always state a motion affirmatively. "I move that we..." rather than, "I move that we do not...".

c. Avoid personalities and stay on your subject.
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3. Wait for Someone to Second Your Motion

4. Another member will second your motion or the Chairman will call for a second.

5. If there is no second to your motion it is lost.

6. The Chairman States Your Motion

a.  The Chairman will say, "it has been moved and seconded that we ..." Thus placing your motion before the membership for consideration and action.

b. The membership then either debates your motion, or may move directly to a vote.

c. Once your motion is presented to the membership by the chairman it becomes "assembly property", and cannot be changed by you without the consent of the members.
7. Expanding on Your Motion

a. The time for you to speak in favor of your motion is at this point in time, rather than at the time you present it.

b. The mover is always allowed to speak first.

c. All comments and debate must be directed to the chairman.

d. Keep to the time limit for speaking that has been established.

e. Mover may speak again only after other speakers are finished, unless called upon by the Chairman.
8. Putting the Question to the Membership

a. The Chairman asks, "Are you ready to vote on the question?"

b. If there is no more discussion, a vote is taken.

c. On a motion to move the previous question may be adapted.
Voting on a Motion:

The method of vote on any motion depends on the situation and the by-laws of policy of your organization. There are five methods used to vote by most organizations, they are:

1. By Voice — The Chairman asks those in favor to say, "aye", those opposed to say "no". Any member may move for a exact count.

2. By Roll Call — Each member answers "yes" or "no" as his name is called. This method is used when a record of each person's vote is required.

3. By General Consent — When a motion is not likely to be opposed, the Chairman says, "if there is no objection ..." The membership shows agreement by their silence, however if one member says, "I object," the item must be put to a vote.

4. By Division — This is a slight verification of a voice vote. It does not require a count unless the chairman so desires. Members raise their hands or stand.

5. By Ballot — Members write their vote on a slip of paper, this method is used when secrecy is desired.
There are two other motions that are commonly used that relate to voting.

1.  Motion to Table — This motion is often used in the attempt to "kill" a motion. The option is always present, however, to "take from the table", for reconsideration by the membership.

2. Motion to Postpone Indefinitely — This is often used as a means of parliamentary strategy and allows opponents of motion to test their strength without an actual vote being taken. Also, debate is once again open on the main motion.
1/7/03                                Manual of Operations • Detroit Dental Clinic Club                          Page 14A

Guidelines for the Board of Governors

BOARD OF GOVERNORS CALENDAR

Fiscal year is from May Annual Meeting to May Annual Meeting

	June

• Board of Governors Planning Meeting

• President list schedule of meeting programs for the year

• Membership Secretary: list locations for all meetings

• Secretary: distribute copies of Annual Proceedings

• Treasurer bank signature cards, send out dues statements

• Editor: outline Newsletter content for the year

Outline Public Relation schedule of activities for the year

Outline Website schedule of activities for the year
	December

• Dental Clinic Club Meeting, Agenda and Program Board of Governors Meeting

• Confirm continuing officers, committee members

• Program:

	July

• Audit Financial Accounts

• All: Send information to Editor for August Newsletter

• President welcome letters to new Invitational & Active members
	January

• Membership Sec: confirm caterer/menu for March meeting

• All: Send information to Editor for February Newsletter

	August

• Newsletter

-  Immediate-Past Pres & Section Annual Reports

-  Annual Calendar of Meeting Programs

-  List Committee assignments

-  List Officers and Section Directors

-  Annual Directory addendum

• Membership Sec: seek to reactivate inactive Sections

• Director of Clinics: promote clinic presentation opportunities

• Website Committee: Feasibility and Comparative Studies
	February

• Newsletter March Meeting notice & RSVP

- Call for elective nominees & committee volunteers

- Short member clinic publication feature

• "Dental Student Table Clinic Award" presentations (2)

• Committee reports: Nominating and Constitution Bylaws

• President send March Board Meeting Agenda to Board

• Nominating Committee: contact potential elective nominees

• Website Quarterly Update & Maintenance



	September

• President review Section activities with Section Directors

• President review Committee activities with Chairs

• Mail recruitment kits to new MDA members

• Clinic Development Workshop offered for Section Programs

• Custodian Report Guide to Archival Holdings
	March

• Dental Clinic Club Meeting, Agenda and Program Board of Governors Meeting

• Amend Constitution 3/4 vote, Bylaws 2/3 vote

• Approve slate of officers for election Program:

• Membership Sec: confirm caterer/menu May & June meetings

• All: Send information to Editor for April Newsletter

	October

• Resident Agent annual Michigan registration

• Membership Sec: confirm caterer/menu for December meeting

• All: Send information to Editor for November Newsletter

• DDCC Workshop #1 for Young Dentists

• Website Design Planning Session
	April

• Newsletter: May Meeting notice & RSVP

-  Publish ballot of elective nominees

-  Proposed amendments to Constitution Bylaws

-  Short member clinic publication feature

• President send May Board Meeting Agenda to Board

• President-Elect confirm committee member nominations

• Sections: report names of members changing membership status

• Website Quarterly Update & Maintenance

	November

• Newsletter December Meeting notice/RSVP

-  President Message

-  Short member clinic publication feature

- "Clinician of the Year Award" nomination requests

• President send December Board Meeting Agenda to Board

• Website Design Planning Session

• Detroit Dental Review—Clinics
	May

• Dental Clinic Club Meeting, Agenda and Program Board of Governors Meeting

• Approve new Section Directors 3/4 vote

• Approve new Active members 3/4 vote

• Approve Committees nominations

• Approve next year Budget and Programs Annual Business Meeting

• Election of Officers

• Amend Constitution Bylaws 3/4 vote

• Recognition & Awards presentations

• Annual Reports

President Annual Report

President-elect annual budget, programs, committees 

Membership Secretary Annual Report 

Treasurer Annual Report 

Committees Annual Reports 

Section Directors Annual Reports

• Michigan Dental Assn Annual Meeting—Clinics
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Guidelines for the Board of Governors

PRESIDENT

Tax ID#382287028 

President Procedures:                                            




AGD Accreditation #7903

1.  Chair the Board of Governors

• Conduct all Clinic Club meetings under the guidelines of Robert's Rules of Order.

- Prepare agendas for all meetings for all Board members

- Ensure compliance with the Clinic Club Constitution and By-Laws

- Carry out tasks assigned by the Board of Governors..

- Sign all documents that pertain to the official position of the Clinic Club.

• May: Board Planning Meeting Agendas for) June sent to Board and Committee

members

• June: Board Planning Meeting: invite officers, directors, committees, coordinators

- Verify names of directors

- Plan Program for coming year with Program Committee, Director of Clinics

- Plan Newsletter content and format for coming year with editor

- Have Treasurer send out dues statement June 1st, second dues notice Oct 1st

- Have Treasurer put your name on checking account to replace past president

- Have Secretary order 150 sheets of new stationary (order envelopes every 3 years)

- Review Committee activity plans with Committee Chairs & Coordinators

• September: Review Section activity plans with Section Directors

• October: Send 1st President's Message to editor for November Newsletter

- Call Local Arrangements Chair to verify location & time of the three Club meetings

- Call Treasurer to verify second dues statements were sent
• November: Board Meeting Agendas for Dec sent to Board and Committee members

• December: Board Meeting: invite officers, directors, committees, coordinators

- Meeting Agendas for December sent to Board and Committee members -Call

• January: Send 2nd President's Message to editor for February Newsletter

• February: Board Meeting Agendas for March sent to Board and Committee members

• March: Board Meeting: invite officers, directors, committees, coordinators

- Last time to discuss dues increase to publish in April Newsletter, voted in May

- Send 3rd President's Message to editor for April Newsletter after March meeting

• April: Board Meeting Agendas for May sent to Board and Committee members

• May: Board Meeting: invite officers, directors, committees, coordinators

- Send President's Annual Report to editor for Summer Newsletter

- Have a nice summer!

2.  Committees

• Serve as ex-officio member of all committees

• Make special appointments as needed.

• Instruct new committee members to attend meetings to facilitate continuity of work.

3.  Annual budget

• Verify by June 5th that the Treasurer has sent dues statements to members.

• Verify by Oct 5th that the Treasurer has sent delinquent dues notice to unpaid members.

• Request the Audit & Finance Committee to review financial accounts in July.
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• Administer the annual budget.

• Have Treasurer place your name on checking account.

• Approve expenditures that do not fall within the established budget.

• Submit requests for payment of budgeted expenses to the Treasurer with a description of

intended purpose of each expenditure and the attachment of bills or receipts.

• Comply with requests to provide the Federal Tax ID Number #382287028

4.   Reasonable and cordial relationships should be maintained with other allied organizations.

5.   Welcome letters should be sent to new Invitational and Active members after May meeting.

6.   Answer correspondence. Such answer may be sent by another officer, committee chair or Section director if the question falls within their area of responsibility or expertise.

7.   AGD Accreditation of Club programs must be renewed every three years. AGD #7903. The President-Elect holds the records for accreditation. Submit form in a timely manner.

8.  Recognize, with appreciation, the following:

• Outgoing Clinic Club officers, Section directors and coordinators.

• Outgoing Clinic Club committee chairs and committee members.

• Specially invited guests and program presenters.

• Individuals who made outstanding contributions to the objectives of the Clinic Club.

9.   Honor Deceased Members by recognizing their contributions to the Clinic Club,

• Upon learning of the death of a Clinic Club member, the President shall contact the individual's place of employment (or the family if the person is retired) and request career-related information and a photograph.

• The President, working with the Newsletter editor, shall develop a tribute to be printed along with a picture in the next issue,

• The President shall send a letter of condolence to the family along with a copy of the tribute.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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Guidelines for the Board of Governors

PRESIDENT

Constitution:

	ARTICLE IV – GOVERNMENT

SECTION 1 - GOVERNING BODY

The governing body of this Club shall be known as the Board of Governors and consist of the Officers of the Club, together with the Immediate Past-President and Honorary President (when existing) and the Directors of various Sections.

SECTION 2 - OFFICERS

The Officers shall be President, President-Elect, Secretary, Membership Secretary and Treasurer.


By-laws:

	CHAPTER I - DUTIES OF OFFICERS

Section 1 - President

The president shall preside at all meetings of the Club; shall have the right to vote in the event of a tie; approve all bills; sign all documents or papers; provide for an annual audit of Club accounts; appoint all committees not otherwise provided for; be an ex-officio member of all committees and perform such duties as are customary to the office. The President shall present a written report at the Annual meeting.
Section 6 - Treasurer

c.  To issue checks for payment of bills for other than normal administrative expenses of the

Club which have been approved by the Board of Governors or by a majority of members

present at a regular or special meeting of the Club. Checks to be valid must be signed by any

two of the following officers: President, President-Elect, Secretary or Treasurer. Signatures of

the President-Beet or Secretary are contingent upon the absence of the President and/or

Treasurer.

CHAPTER II - COMMITTEES

Standing Committees shall be appointed by the incoming President and approved by the Board of Governors. Their duties shall be those usually given such committees plus special assignments as directed by the President and/or the Board of Governors.

CHAPTER V - MEETINGS

The Annual Meeting of the Detroit Dental Clinic Club shall be held within the 61 period from April 1 to May 31 at such place as the Board of Governors shall specify, provided written notice shall have been sent to each member at least 30 days prior to the date of the meeting. There may be as many special meetings as the activities of this Club may warrant. The President upon the written request of 10% of the voting members of the Club or three, members of the Board of Governors shall call special meetings.

Section 2 - Nominating Committee

Ten days before the Board of Governors authorizes a ballot at its March meeting, the Nominating Committee of two Directors and a Past President to shall report to the Board of Governors upon the qualifications of persons whom they recommend for consideration. The Committee may have the privilege of giving the report, unsigned, to the Board of Governors to be read by the Secretary.
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Guidelines for the Board of Governors

PRESIDENT

Forms and Letters

President

1.    Meeting Notices: Board of Governors Meetings

2.    Agendas: Board of Governors Meetings

3.    Verify Names of all Section Directors

4.    Plan Calendar of Activities for the Coming Year after collaborating with officers, committees and coordinators

5.    Write President Message for each Newsletter issue

6.    President's Annual Report

7.    Envelopes printed with President's name and "Address Correction Requested"
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Guidelines for the Board of Governors

PRESIDENT-ELECT

President-Elect Procedures:

1.   Chair the Program Committee to produce an annual program schedule for the coming year. Programs should be presented to the Board at its May meeting for approval.

2.   Chair the Audit and Finance Committee: to produce an annual budget proposal prior to the Annual Meeting and arrange for an annual audit in June.

3.   Nominate Committee Members and Coordinators who will serve during the coming year for approval by the Board of Governors.

• December: Confirm present officers, committee members will continue in offices.

• February Newsletter: call for volunteers for open committee positions.

• May Board of Governors Meeting: nominate slate of committee members for approval.

4.   Monitor Section Activities: Before each Board of Governors meeting, contact Section Directors for activity reports. Keep a written log of these activities.

5.  Advance the Mission of the Clinic Club by actively participating in discussion and action both within the Clinic Club and with other dental groups.

6.  Assume the authority and duties of the President in the absence of the President; and assume the overflow duties of the President if so directed by the Board or President

7.   Maintain all records for AGD Accreditation Program: Every three years we must renew our accreditation by completing the Sponsor Approval Application. Our sponsor: #7903.

• See Manual of Operations Chapter 2: AGD Sponsor Approval Procedures

8.   Submit requests for payment of budgeted expenses to the Treasurer using the standard form, which requires a brief description of the intended purpose of the expenditures and the attachment of bills or receipts.

9.  Outgoing President Award

March: have a plaque made for the outgoing President

May: present plaque to Immediate Past President when you are inducted as new President.

10.  Serve as Liaison: to Director of Clinics and International Clinics Coordinator

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings, of the Clinic Club. All materials must bear a date.
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PRESIDENT-ELECT

Forms and Letters

President-Elect

1.    Annual Program Schedule

2.    Annual Budget Proposal

3.    Annual Committee Nominations

4.    Annual Committee Activity Summary

5.    Tri-Annual AGD Constituent Sponsor Approval Application

6.    Outgoing President Award
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COMMITTEE & COORDINATOR NOMINATIONS

	APPOINTMENT
	MEMBERSHIP
	NAME
	YEARS

	1. AUDIT AND FINANCE COMMITTEE

	CHAIR   
	President-Elect
	
	
	
	

	MEMBER  
	Treasurer
	
	
	
	

	MEMBER 
	Past President
	
	
	
	

	2. COMMUNICATIONS COMMITTEE

	CHAIR 
	Editor
	
	
	
	

	MEMBER  
	Public Relations
	
	
	
	

	MEMBER 
	Web Coordinator
	
	
	
	

	LIAISON 
	Secretary
	
	
	
	

	3. CONSTITUTION & BY-LAWS COMMITTEE

	CHAIR 
	Past President
	
	
	
	

	MEMBER   
	Past President
	
	
	
	

	MEMBER 
	Director
	
	
	
	

	4. CUSTODIAN & RESIDENT AGENT COMMITTEE

	CHAIR 
	Custodian
	
	
	
	

	MEMBER   
	Resident Agent
	
	
	
	

	MEMBER 
	Treasurer
	
	
	
	

	5. LOCAL ARRANGEMENTS COMMITTEE

	CHAIR 
	Membership Sec.
	
	
	
	

	MEMBER 
	Treasurer
	
	
	
	

	MEMBER 
	Director
	
	
	
	

	6. NOMINATING COMMITTEE

	CHAIR 
	Past President
	
	
	
	

	MEMBER   
	Director
	
	
	
	

	MEMBER 
	Director
	
	
	
	

	7. PROGRAM COMMITTEE

	CHAIR
	President-Elect
	
	
	
	

	MEMBER  
	Director
	
	
	
	

	MEMBER  
	Director
	
	
	
	

	8. WEBSITE COMMITTEE

	CHAIR 
	Web Coordinator
	
	
	
	

	MEMBER 
	Webmaster
	
	
	
	

	MEMBER   
	Editor
	
	
	
	

	LIAISON  
	Secretary
	
	
	
	

	

	9. AWARDS COORDINATOR

	COORDINATOR  
	Member
	
	
	
	

	

	10. DIRECTOR OF CLINICS

	COORDINATOR  
	Member
	
	
	
	

	

	11. INTERNATIONAL CLINICS COORDINATOR

	COORDINATOR  
	Member
	
	
	
	

	

	12. MCE COORDINATOR

	COORDINATOR  
	Member
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Guidelines for the Board of Governors

ANNUAL PROGRAM

	
	
	CONTACT ADDRESS/PHONE

	JUNE
	DATE: JUNE
	

	LOCATION


	
	

	PROGRAM


	
	

	DECEMBER
	DATE: DECEMBER
	

	LOCATION


	
	

	PROGRAM


	
	

	MARCH 
	DATE: MARCH
	

	LOCATION


	
	

	PROGRAM


	
	

	MAY
	DATE: MAY
	

	LOCATION


	
	

	PROGRAM
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PROPOSED ANNUAL BUDGET
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PRESIDENT-ELECT

Constitution:

	ARTICLE IV – GOVERNMENT

SECTION 1 - GOVERNING BODY

The governing body of this Club shall be known as the Board of Governors and consist of the Officers of the Club, together with the Immediate Past-President and Honorary President (when existing) and the Directors of various Sections.

SECTION 2 - OFFICERS

The Officers shall be President, President-Elect, Secretary, Membership Secretary and Treasurer.


By-laws

	CHAPTER I - DUTIES OF OFFICERS

Section 2 - President-Elect

The President-Elect shall assist the President in the performance of designated presidential duties; preside in the President's absence; succeed to the office of President in case that office is vacated for any cause; and perform such other duties as are usually associated with the office of President-Elect.

Duties:

a.   Prior to succeeding to the office of President, submit nominees for committee chairs and members for approval by the Board of Governors.

b.   Prior to succeeding to the office of President, submit a proposed annual budget for approval by the Board of Governors. Committee assignment: Chair Audit and Finance Committee.

c.   Prior to succeeding to the office of President, submit a proposed annual schedule of programs for approval by the Board of Governors. Committee assignment: Chair Program Committee.

Section 6 - Treasurer

Duties:

c.  To issue checks for payment of bills for other than normal administrative expenses of the Club which have been approved by the Board of Governors or by a majority of members present at a regular or special meeting of the Club. Checks to be valid must be signed by any two of the following officers: President, President-Elect, Secretary or Treasurer. Signatures of the President-Elect or Secretary are contingent upon the absence of the President and/or Treasurer.

CHAPTER II - COMMITTEES

Section 1 - Audit and Finance Committee

Chaired by the President-Elect, includes the Treasurer and a past-president. Purpose: To review financial records prior to the Annual Meeting in order to formulate a budget for the coming year and arrange for an annual audit.

Section 7 - Program Committee

Chaired by the President-elect, includes two Section directors. Purpose: to design an annual schedule of programs for Clinic Club meetings and present a written report to the President at the Annual meeting.
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Guidelines for the Board of Governors

IMMEDIATE PAST 'PRESIDENT

Immediate Past President Procedures:

1.   Serve as a resource to the Board of Governors.

2.   Carry out tasks assigned by the President or Board of Governors.

3.   Committee assignments: 
Member of Audit and Finance Committee. 

Liaison to Website Committee.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.


By-Laws:

	CHAPTER I - DUTIES OF OFFICERS

Section 3 - Immediate Past-President

The Immediate Past-President serves as a resource to the Board of Governors, carries out tasks assigned by the President or the Board and serves as a member of the Audit and Finance committee


1/12/03                                Manual of Operations • Detroit Dental Clinic Club                          Page 30
Guidelines for the Board of Governors

HONORARY PRESIDENT

A past president of the Detroit Dental Clinic Club whose counsel is desired, and who by actions evidences abilities commensurate with the highest standards of the Clinic Club, may be designated as an Honorary President upon approval of the Board of Governors.

Honorary President Procedures:

1. Attend Board meetings to bring continuity to planning and decision-making based on knowledge and past experience.

2. Independently review and evaluate the procedures, activities and effectiveness of the Clinic Club in achieving the major goals and strategic plan of the Club.

3.  Advise the Board of your findings in confidential reports submitted through the President of the Club.

4.   Serve to advance the vision and objectives of the founders of the Detroit Dental Clinic Club.

5.   Serve as an exemplary ambassador for the Clinic Club and the dental profession.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.


Constitution:

	CONSTITUTION: ARTICLE IV- GOVERNMENT

SECTION 1 - GOVERNING BODY

The governing body of this Club shall be known as the Board of Governors and consist of the Officers of the Club, together with the Immediate Past-President and Honorary President (when existing) and the Directors of various Sections.

SECTION 2 - OFFICERS

The Officers shall be President, President-Beet, Secretary, Membership Secretary and Treasurer.

SECTION 3 - HONORARY PRESIDENT

The office of Honorary President shall be deemed to exist when the general membership, by majority vote, elects a distinguished member to this office for an indefinite period, or until its tenure is terminated by a majority vote at the Annual Meeting. A resolution for the creation or termination of the office shall have been previously presented to the Board of Governors and published to the membership.
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SECRETARY

Secretary Procedures:

1.   Take complete minutes of all meetings of the Board of Governors, the Executive Committee, and the annual business meeting.

• Print and distribute minutes of all meetings to the Board of Governors

• Collect written reports from members of the Board of Governors

2.   Oversee Clinic Club publications as liaison to the Communications Committee.

• Newsletter

• Public Relations

• Website

3.   Produce official certificates of recognition with the Dental Clinic Club seal

• Outgoing Section Directors

• New Associate & Honorary Members

• New Life Members

4.   Correspondence is written and distributed as requested. Send one (1) copy to the President and keep one (1) copy on file.

5.   Submit requests for payment of budgeted expenses to the Treasurer using the standard form, which requires a brief description of the intended purpose of the expenditures and the attachment of bills or receipts.

6.   Annual Proceedings of Clinic Club should be compiled at the Annual Meeting and distributed at the following Board meeting.

Contents
Clinic Club Publications: newsletters, press releases, website 

Board of Governors Meetings: notices, agendas and minutes 

Annual May Business Meeting: agenda and minutes 

Annual Reports of Officers, Committees and Coordinators 

Annual Section Activity Reports

Annual Resident Agent Report: Michigan Form BCS/CD-2000 

Constitution and By-Laws if amended 

Manual of Operations if amended 

Membership Directory if amended 

Procedures
• Provide the Board of Governors with a bound copy of the "Proceedings" at the Board meeting following the Annual Meeting.

• Forward one (1) copy to the Custodian/Historian for the archives.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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Guidelines for Board of Governors

SECRETARY

Forms and Letters

Secretary:

1.    Meeting Minutes & Roll Call for Board of Governors Meetings

2.    Meeting Minutes & Roll Call for Annual Clinic Club Meeting in May

3.    Annual Proceedings of the Clinic Club

4.    Publish Ballot for Election of Officers in April Newsletter

5.    Report Results of Annual Election in August Newsletter

6.    Receive Applications for Invitational and Active Membership

7.    Receive Nominations for new Section Directors

8.    Envelopes printed with Secretary name and "Address Correction Requested"

Newsletter:

1.    Newsletter, Meeting Notice/Reservation—August

2.    Newsletter, Meeting Notice/Reservation —November

3.    Newsletter, Meeting Notice/Reservation —February

4.    Newsletter, Meeting Notice/Reservation —April

5.    Annual Plan of Newsletter Content

6.    Request Member Clinics for Newsletter Publications in Nov, Feb, Apr

7.    Request for Newsletter Material from Officers, Section Directors, Committee

Chairs, Coordinators

Public Relations:

1.    Edit Public Relations Publications

2.    Annual Schedule of Public Relations Activities

3.    Liaison to Dental Organizations to promote Club activities

4.    Liaison to Schools of Dentistry to promote Club activities

5.    Certificates of Recognition

6.    Correspondence for the Awards Programs

7.    Programs on Topics of Interest to Young Dentists

8.    A series of Journal Articles Featuring Clinic Club Activities

Website:

1.    Website Design Process: Feasibility & Comparative Studies

2.    Website Maintenance Procedures

3.    Annual Schedule of Website Content

4.    Edit Website Content
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SECRETARY

Constitution:

	ARTICLE IV - GOVERNMENT

SECTION 1 - GOVERNING BODY

The governing body of this Club shall be known as the Board of Governors and consist of the Officers of the Club, together with the Immediate Past-President and Honorary President (when existing) and the Directors of various Sections.

SECTION 2 - OFFICERS

The Officers shall be President, President-Elect, Secretary, Membership Secretary and Treasurer.

ARTICLE V - MEMBERSHIP

SECTION 1 - INVITATIONAL MEMBERS

c. Invitational Membership may be terminated for good and sufficient reasons by a three-fourths vote of the Active Members of the Section involved. No review of such action by the Board of Governors is required. The Director of the Section shall inform the Secretary of the Club of such membership termination

SECTION 10 - NOTIFICATION OF ELECTION TO MEMBERSHIP

Notification of election to any form of membership shall be the responsibility of the Secretary.


By-Laws:

	CHAPTER I - DUTIES OF OFFICERS

Section 4 - Secretary

The secretary shall keep minutes of all meetings. These minutes shall be read at the regular meetings of the Club. At the end of the Secretary's term of office, the Secretary shall have these minutes, along with the annual reports of the Section Directors, the officers, the committees and the Club's correspondence, newsletters and other publications compiled as the Annual Proceedings for archiving after the Annual Meeting. The Annual Proceedings will be placed as a permanent record in the Secretary's book. Copies of the Annual Proceedings shall be distributed to the Board officers and the Club Custodian at the following meeting of the Board of Governors. 

Duties:

a.   To act as temporary custodian for all minutes, correspondence, documents and all other hereditaments of the office and deliver these at the expiration of the Secretary's term of office to the successor.

b.   To send notices to all members of the time and place of meetings at least thirty days prior to the date of the meeting.

c.   To purchase all secretarial supplies.

d.   To have available at all meetings a copy of the Constitution, By-Laws and Manual of Operation, revised up to date.

e.   To take a roll call at each meeting, this to become a part of the minutes of the meeting.

f.    To notify of any form of election to membership.

g.   To perform all duties that are customary of the office,.

h. Committee assignment Liaison to the Communications Committee
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	Section 6 - Treasurer

Duties:

c.  To issue checks for payment of bills for other than normal administrative expenses of the Club which have been approved by the Board of Governors or by a majority of members present at a regular or special meeting of the Club. Checks to be valid must be signed by any two of the following officers: President, President-Elect, Secretary or Treasurer. Signatures of the President-Elect or Secretary are contingent upon the absence of the President and/or Treasurer.

CHAPTER II - COMMITTEES

Section 2 — Communications Committee

Chaired by the Editor, includes Web Coordinator, Public Relations Coordinator and Secretary as liaison. Purpose: to recommend policy and oversee all official publications of Clinic Club including the Website; to publish the Newsletter 30 days before a regular Clinic Club meeting; to bring attention and focus to the goals, objectives and activities of the Clinic Club; to publicize events and activities sponsored by Clinic Club; to act as liaison with other dental organizations and Michigan schools of dentistry.

CHAPTER VI - NOMINATION AND ELECTION OF OFFICERS AND DIRECTORS

Section 1 - Annual Meeting Election

The Club shall elect by ballot at the Annual Meeting, a President, President-Elect, Secretary.

Membership Secretary, and Treasurer.

Section 2 - Nominating Committee

Ten days before the Board of Governors authorizes a ballot at its March meeting, the Nominating Committee of two Directors and a Past President shall report to the Board of Governors upon the qualifications of persons whom they recommend for consideration. The Committee may have the privilege of giving the report, unsigned, to the Board of Governors to be read by the Secretary.

Section 5 - Section Directors

Each active Section, at least 30 days prior to the Annual Meeting, shall place in the hands of the Board of Governors, through the Secretary, a nomination for the Director of the Section. This nomination must be approved by a three-fourths vote of the Board of Governors. The approval of a nomination for Director of a Section shall constitute an election. The term of a Director shall continue until a successor is nominated and approved.

CHAPTER VIII - REGULATION

Section 2 - Applicants for Invitational Membership
Each Director shall report in writing to the Board of Governors, through the Secretary, all applications on Invitational status. This shall be done at the first Annual Board of Governors Meeting following the applicant's invitation into the Section.
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MEMBERSHIP SECRETARY

The Membership Secretary maintains the Society's standards for admission of Invitational Members, Active Members, Life Members, Associate and Honorary members.

Membership Secretary Procedures:

1.   Transition: Outgoing Membership Secretary should meet with the incoming Membership Secretary within two weeks after the Annual Meeting in May to facilitate a smooth transition.

2.  Membership Applications

• Distribute Membership Applications Forms to Section Directors.

• Process applications for Invitational and Active are received from Section Directors.

• May Board Meeting: present a list of new. Active members for approval by 3/4 votes.

3.  Member Record Book

• Get list of members who have paid dues from Treasurer, monthly.

• Document member status: dues payments, address changes, membership changes.

• Maintain Member Information Records.

4.  Membership Directory

• Maintain a current and accurate record of names and addresses of all members.

• Compile, publish and disseminate the Membership Directory.

• Provide the Local Arrangements Committee with a membership list before meetings.

• Provide sets of mailing labels upon request to committee chairs and board members.

• The President shall approve all other mailing label requests.

5.  Local Arrangements Committee Chair

• Arrange for meeting locations, facilities and meals.

• Provide a reservation system, a registration desk and hospitality at meetings.

• Serve as liaison to the Continuing Education Coordinator

6.  Membership Retention and Recruitment Plan

• Member Retention: Formulate strategies and programs to increase member awareness of membership benefits and opportunities.

• Member Recruitment: Formulate strategies and programs to increase professional awareness of membership benefits and opportunities.

7. Reactivate Inactive Sections

• Prepare a progress report on Section membership and activities for Board meetings. 

• Contact members of the inactive Section to reactivate their Section, if unsuccessful.

• Consult with other Section Directors for suggestions, if unsuccessful..

• Contact dental specialist organizations to locate clinicians who agree to become Clinic Club members and reactivate the Section.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date
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MEMBERSHIP SECRETARY

Forms and Letters

Membership Secretary:

1.    Current Membership List sent to Treasurer in late May for dues mailing

2.    Members Information Record 

3.    Member Clinic and Publications Record

4.    Annual Section Activity Summary

5.    Membership Directory

6.    Membership Report at all Board of Governors meetings

7.    List of member address changes sent to Secretary

8.    Envelopes printed with Membership Secretary name and "Address Correction Requested" 

9.    Mailing Labels sent to Board members on request

	Membership Secretary Report

Paid Members #


_________________________

Life Members #         
_________________________

Invitational Members #        
_________________________

Names of Members seeking:

Invitational Member




_________________________












_________________________

Active Member                   

_________________________

_________________________

Life Member               



_________________________

_________________________

Reinstatements                   

_________________________

_________________________

Resignations               



_________________________

_________________________

Date:            


Name of Membership Secretary:
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ANNUAL SECTION ACTIVITY SUMMARY

	
	
	Direct Restorations
	Endodontics
	Implants
	Occlusions
	Oral medicine
	Oral Surgery
	Orthodontics
	Periodontics
	Practice Administration
	Temporomandibular
	
	
	
	Totals:
	

	Section Meetings #
	2000-01
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section Meetings #
	2001-02
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section Meetings #
	2002-03
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section Meetings #
	2003-04
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section Meetings #
	2004-05
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section Meetings #
	2005-06
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section Meetings #
	2006-07
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
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ANNUAL SECTION ACTIVITY SUMMARY

	
	
	Direct Restorations
	Endodontics
	Implants
	Occlusions
	Oral medicine
	Oral Surgery
	Orthodontics
	Periodontics
	Practice Administration
	Temporomandibular
	
	
	
	Totals:
	

	Section Meetings #
	2007-08
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section Meetings #
	2008-09
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section Meetings #
	2009-10
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section Meetings #
	2010-11
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section Meetings #
	2011-12
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section Meetings #
	2012-13
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Section Meetings #
	2013-14
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
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MEMBER INFORMATION RECORD

	Invitational Member Application

MEMBER NAME:           ________________________

SECTION: 


           ________________________

SECTION DIRECTOR:   ________________________

SECTION SPONSOR: 
________________________

May Meeting Date:


________________________

(ADA or CDA Membership               


(Dues Paid

Dental School Attended
 ________________________

Year of Graduation: 

_________________________

Membership Pledge:

“I desire to become a member of the Detroit Clinic Club, and have carefully  read its Constitution and By-Laws, hereby promise, if admitted to membership, to endeavor to further the objectives of this Club, as stated in Article II of the Constitution”  

Signature:




________________________

Date: 






________________________

Member Directory Information

Office Address:______________________________

                         ______________________________

Office Phone:   ______________________________

Home Address: ______________________________

                          ______________________________

                          ______________________________

Home Phone:  _______________________________

FAX Number:  _______________________________

E-mail Address: _____________________________

Website:           ______________________________


	Active Member Nomination

( Attended section meeting for at least one year

( Section clinic development & presentation

( Section 3/4 vote of approval 

Date: ________________

( Board 3/4 vote of approval

Date: ________________

Notes


RED = items required by the Constitution & By-Laws

1/7/03                                Manual of Operations • Detroit Dental Clinic Club                          Page 41

Name: __________________________________________________________
Clinics and Publications

	Title & Summary
	Presentation Dates
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MEMBERSHIP DIRECTORY

1.  Membership Directory Contents

• Board of Governors

• Section Membership

• Committees

• Constitution and By-Laws

• Website Information

• Membership Roster

• Name

• Section affiliation

• Home address (street, city, state, zip)

• Home telephone

• Business address (street, city, state, zip)

• Business telephone

• Fax numbers

• E-mail address

2.   Information Gathering

• Constitution and By-Laws

• Website Information

• Membership Roster

• Committee Appointments

3.   Page Layout

4.   Printing

5.   Distribution

	Prior to the May meeting, provide the Secretary with a copy of all reports and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date
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Guidelines for the Board of Governors

MEMBERSHIP SECRETARY

Constitution: 

	ARTICLE IV - GOVERNMENT

SECTION 1 - GOVERNING BODY

The governing body of this Club shall be known as the Board of Governors and consist of the Officers of the Club, together with the Immediate Past-President and Honorary President (when existing) and the Directors of various Sections.

SECTION 2 - OFFICERS

The Officers shall be President, President-Elect, Secretary, Membership Secretary and Treasurer.

ARTICLE V - MEMBERSHIP

The Club shall consist of Invitational, Active, Inactive, Associate, Honorary, and Life Members.

A candidate for Membership must sign the following form of application: "I desire to become a member of the Detroit Dental Clinic Club, and having carefully read its Constitution and By-Laws, hereby promise, if admitted to membership, to endeavor to further the objectives of this Club, as stated in Article II of the constitution."

SECTION 1 - INVITATIONAL MEMBERS

a.   An Invitational Membership may be extended to an ethical dentist who is a member in good standing in the American Dental Association or the Canadian Dental Association and whose standards and efforts are directed toward delivering the highest type of service to patients and who is of good moral standing. The name of the candidate for Invitational Membership shall be submitted by the Director of a Section to the Board of Governors only after a favorable majority vote of the Active Members of the Section to which the candidate is invited.

b.   An Invitational Member shall be required to attend all meetings of the Section extending the invitation for membership, unless excused by the Section Director, and shall willingly accept and fulfill all duties and obligations as assigned by the Section Director.

c.  Invitational Membership may be terminated for good and sufficient reasons by a three-fourths vote of the Active Members of the Section involved. No review of such action by the Board of Governors is required. The Director of the Section shall inform the Secretary of the Club of such membership termination.

SECTION 2 - ACTIVE MEMBERS

Active Members shall be chosen in the following manner:

a.   A member of the American Dental Association or the Canadian Dental Association who shall have participated as an Invitational Member in the activities of the Club for a period of one year or more may be nominated for Active Membership by three-fourths vote of the Active Members of the involved Section.

b.   Election to Active Membership must be by a three-fourths vote of the Board of Governors.

c.   A dentist of recognized ability may be elected by a three-fourths vote of the Board of Governors, provided that a majority of the members in said Section approve.
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	SECTION 3 - INACTIVE MEMBERS

Active Membership status may be changed to Inactive for good and sufficient reasons, upon recommendation of the Director of the Section, and three-fourths vote of the Board of Governors. Inactive Members may have all Club privileges except voting or holding office.

SECTION 4 - ASSOCIATE MEMBERS

a.   Invitation may be extended to a member of the dental or an allied profession to work with the Club as an Associate Member upon recommendation of three-fourths vote of the Active Members of a Section, submitted through the Director of said Section to the Board of Governors, and three-fourths vote of the Board of Governors. Associate Members may have Club privileges except voting or holding office.

b.   When an Active Member gives up an active practice of Dentistry in order to return to graduate study leading to a specialist certificate or a masters degree, the Active Member may, by three-fourths vote of the members present at a Board of Governors meeting, be granted exemption from dues and be elected an Associate Member until such time as the graduate education is completed.

SECTION 5 - HONORARY MEMBERS

An individual, not necessarily a dentist, who has made valuable contributions to dentistry, or has rendered important service either in the development of the Detroit Dental Clinic Club, or similar organizations elsewhere, may be elected to Honorary Membership upon the recommendation of the Board of Governors and three-fourths vote of the members present at a regularly called meeting. Honorary Members may enjoy all Club privileges except voting or holding office.

SECTION 6 - LIFE MEMBERS

a.  A Member of the Detroit Dental Clinic Club who has been a dues paying member for a

minimum of twenty-five consecutive years, has attained the age of 65 years, and is not indebted to the Club, shall be eligible for Life Membership in the Club. Life Members shall enjoy all Club privileges.

b.  Application for Life Membership must be made in writing by the member to the Board of

Governors, through the Membership Secretary. If the member qualifies, the Board shall classify the Active Member as a Life Member.

c.  In extenuating circumstances, at the discretion of the Board of Governors, the above

requirements may be waived and a member may be elected to Life Membership by three-fourths votes of the members present at a Board of Governors meeting and a three-fourths vote of the members present at a regularly scheduled general meeting.

SECTION 7 - TERMINATION OF MEMBERSHIP

a.   Any membership may be terminated by a three-fourths, vote of the Board of Governors for unprofessional conduct, negligence, low standards of practice, or any disorganizing influences.

b.   A member who fails to fulfill any financial obligations to the Club within twelve months after billing shall automatically be dropped from membership. (This paragraph to be printed on statements.) A letter so stating shall be sent to the member by the Membership Secretary .

c.   Members must maintain membership in the American Dental Association or the Canadian Dental Association in order to retain membership in this Club.
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By-Laws:

	CHAPTER I - DUTIES OF OFFICERS

Section 5 - Membership Secretary

The Membership Secretary shall assist the Secretary in the performance of duties that shall be                       designated from time to time by the Board of Governors.

Duties:

a.   To maintain a current list of members in all membership categories, updated annually

b.   To prepare and distribute membership information to members and other parties

c.   To process applications for Invitational, Active and Life members

d.   To endeavor to reactivate inactive Sections

e.   To submit a necrology report at the Annual Meeting of the Club

f.    Committee assignment: Chair the Local Arrangements Committee

CHAPTER VIII - REGULATION

Section 2 - Applicants for Invitational Member
Each Director shall report in writing to the Board of Governors, through the Secretary, all applications on Invitational status. This shall be done at the first Annual Board of Governors Meeting following the applicant's invitation into the Section

Section 3 - Invitational to Active Member
Each Director shall report, as in Section 2 above, the nomination of each applicant to Active Membership, after a minimum of one year as an Invitational Member, for action by the Board of Governors.

Section 4 - Invitational Member Signed Pledge
The Director shall deliver to the Membership Secretary at the Annual Meeting an individual record sheet containing a signed pledge by the applicant for Invitational Membership accompanied by a check for current dues made out to the Detroit Dental Clinic Club.
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Guidelines for the Board of Governors

TREASURER

Treasurer Procedures:

1.  Annual Budget in May: serve as a member of the Audit and Finance Committee.

• Annual budget proposals should be presented and adopted at the May Board meeting.

• The Clinic Club s fiscal year shall be May meeting to May meeting

• New budget requests following adoption of the budget must be Board authorized.

2.   Annual Audit in June: Financial accounts shall be audited annually by an auditor selected by the Audit and Finance Committee with the approval of the Board of Governors. This is simply proper business practice.

3.   Checking Account and other necessary accounts should be maintained for the Clinic Club. As new Treasurer, have the bank remove former Treasurers name on the account and replace it with your name. Each year have the new President's name added to the accounts for access in an emergency. Notify the President of the bank's name, address and account numbers.

4.  Dues Notice June 1st and October 1st:

• Dues amount shall be set by the Board with the approval of the general membership

• Membership Secretary should send a list of current members to the Treasurer by June 1st

• Have dues notices printed in mid May

• Dues notices should be sent out on June 1st, 2nd overdue notices sent on October 1st

• Send renewal notices to individuals whose memberships have lapsed after 12 months

• All dues must be paid to the Treasurer

• The fiscal year for the Club shall be from May Annual Meeting to May Annual Meeting.

5.   Pay Bills within the parameters of the Clinic Club annual budget

• Review and approve all invoices before payment is made

• Document all payments and save all receipts

• With the President review, approve, and execute all contracts

• Verify with Local Arrangements Chair before paying meeting bills

• Obtain from Local Arrangements Chair checks for spouses, guests and Life Members at the conclusion of each dinner meeting. Use this money to pay the banquet facility directly. (Don not include these moneys with member dues.)

6.  Financial Reports in writing to the Board of Governors.

• Financial reports at regularly scheduled Board meetings including Annual Report

• Provide the Federal Tax ID Number when necessary: # 382287028

7.   Consult with appropriate tax, financial or related legal resources with Board approval and make recommendations to the Board of Governors on issues relating to financial matters.

8.   Committees: member of the Finance Committee & Custodian and Resident Agent Committee

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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Guidelines for the Board of Governors

TREASURER

Forms and Letters

Treasurer:

1.    Dues Notices Printed in Mid-May with "Address Correction Requested"

2.    Annual Clinic Club Dues Notice sent June 1st

3.    Bank Signature Cards add new president & new treasurer June 15th

4.    Report to President bank's name, address & account numbers June 15th

5.    Annual Audit in June

2.   Annual Clinic Club Dues Overdue Notice sent October 1st

6.    Treasurer Report at all Board of Governors meetings

	Treasurer Report

Date:

Cost of last Meeting (meal) 


_______________________________

Cost of last Newsletter 




_______________________________

Cost of Speaker 






_______________________________

Miscellaneous expenses 



_______________________________

Total:






_______________________________

[Initial Balance] - [Total Expenses] = New Balance 

_____________
_____________

_____________

Signature:
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Guidelines for the Board of Governors

TREASURER

Constitution:

	ARTICLE IV - GOVERNMENT

SECTION 1 - GOVERNING BODY

The governing body of this Club shall be known as the Board of Governors and consist of the Officers of the Club, together with the Immediate Past-President and Honorary President (when existing) and the Directors of various Sections.

SECTION 2 - OFFICERS

The Officers shall be President, President-Elect, Secretary, Membership Secretary and Treasurer.


By-Laws:

	CHAPTER I - DUTIES OF OFFICERS

Section 6 - Treasurer

The Treasurer shall keep all monies and investment bonds; belonging to this Club and shall deposit same in the name of the Club in a bank approved by the Board of Governors.

Duties:

a.    To issue dues statements on June 1st.

b.   To issue checks in payment of bills of normal administrative expenses of the Club.

c.    To issue checks for payment of bills for other than normal administrative expenses of the Club which have been approved by the Board of Governors or by a majority of members present at a regular or special meeting of the Club. Checks to be valid must be signed by any two of the following officers: President, President-Beet, Secretary or Treasurer. Signatures of the President-Beet or Secretary are contingent upon the absence of the President and/or Treasurer.

d.    To have the financial books ready for auditing at the end of the fiscal year, and deliver these records to the successor at the expiration of the term of office.

e.    To give a bond, executed at the expense of the Club, for an amount to be specified by the Board of Governors

f.    Committee assignment: member of the Custodian and Resident Agent Committee and the Local Arrangements Committee.

CHAPTER II - COMMITTEES

Section 1 - Audit and Finance Committee

Chaired by the President-Elect, includes the Treasurer and! a past-president. Purpose: To review financial records prior to the Annual Meeting in order to formulate a budget for the coming year and arrange for an annual audit.

Section 7 - Program Committee

Chaired by the President-elect, includes two Section directors. Purpose: to design an annual schedule of programs for Clinic Club meetings and present a written report to the President at the Annual meeting.


1/7/03                                Manual of Operations • Detroit Dental Clinic Club                          Page 49
DETROIT DENTAL CLINIC CLUB
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DD
	Our clinic Club is improving! Watch for exciting news this fall!




This letter serves several purposes. First to give you a "teaser" alerting you to look for great changes in our Clinic Club, coming this fall. Second to update your address information for our directory and third to provide you with a dues statement for the 2002-03 year.

Update Your Address

We ore shifting to e-mail as our preferred method of communication but if you don't have e-mail we will also use fax or the U.S. mail when necessary. So we need to make sure all your address information is correct. We also will show your e-mail address information in the new directory that will be published in early September.

This is what we have on file for you:

Name:                         
Robert Caldwell

Address preferred:        
606 West Stadium Blvd.

City state zip:               
Ann Arbor, MI  48103

Home phone:                
734-769-0079

Work phone:                
734-761-5484

Fax:

E-mail:

Please make any needed corrections. Fill in missing information and mail it to me, Richard Gerstner D.D.S. even if everything is correct!  (We need to know that too.)

IT'S MOST IMPORTANT THAT YOU DO IT QUICKLY!

DO IT NOW WHILE YOU ARE THINKING ABOUT IT!

Dues Statement

ANNUAL DUES FOR 2002 - 2003 CLINIC CLUB                $65.00

Please make check payable to Detroit Dental Clinic Club and mail it to:

Richard Gerstner D.D.S.

28130 Harper 

St Clair Shores, MI 48081
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Detroit Dental Clinic Club
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Chapter 2

Guidelines for Committees &Coordinators
Audit and Finance Committee 

Communications Committee

Newsletter

Public Relations

Constitution and By-Laws Committee 

Custodian and Resident Agent Committee 

Local Arrangements Committee 

Nominating Committee 

Program Committee 

Website Committee

Awards Coordinator 

Director of Clinics 

International Clinics Coordinator 

Continuing Education Coordinator 

AGD Sponsor Approval Procedures
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Guidelines for Standing Committees

COMMITTEE GUIDELINES

Clinic Club committees provide platforms for addressing issues ranging from Audit to Website. To effectively address such a wide range of issues, committees rely heavily upon member input. The Club encourages involvement of as many members as possible from every Section of the Club.

Committee appointments are awarded annually at the Board of Governors meeting held in May. Members are selected from a pool of applicants who have been nominated by President-Elect. Committee appointments are for overlapping three-year terms, with new appointments taking place annually.

Members wishing to serve on a committee must be nominated by the President-Elect and appointed by the Board of Governors. Simply contact a current committee member, Section director or the President-Elect and submit a request for nomination. In March the President-Elect begins seeking recommendations for candidates to be nominated at the Annual Meeting in May.

Committee Activities:

1.   To accomplish committee duties as described in the By-Laws

2.   To formulate Policy for recommendation to the Board of Governors

3.   To formulate Procedures to support committee objectives.

4.   To formulate Job Descriptions to implement committee objectives

5.   To monitor Compliance with committee objectives
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Guidelines for Standing Committees

COMMITTEE GUIDELINES

By-Laws:

	Chapter II — COMMITTEES

Standing Committees shall be appointed by the incoming President and approved by the Board of Governors. Their duties shall be those usually given such committees plus special assignments as directed by the President and/or the Board of Governors.

Standing Committees:

1. Audit and Finance                                     

6. Local Arrangements

2. Communication                                         

7. Nominating

3. Constitution and By-Laws                         

8. Program

4. Custodian and Resident Agent                   

9. Website

Duties:

a.   Each Committee member shall be nominated by the incoming President and approved by the Board at the Annual Meeting, most committee appointments are for three-year terms.

b.   Each Committee shall consist of a Chair and at least two active members. Special Committees shall be appointed by the President and approved by the Board as needs arise.

c.   Each committee shall discharge its responsibilities in a timely manner. Guidelines for each committee shall be included in a Manual of Operations for the Clinic Club.

d.   Each committee is charged to make recommendations to the Board of Governors concerning revisions of the guidelines for that committee when deemed appropriate.

e.   Each committee shall present an Annual Committee report, unless otherwise specified, in

writing to the Secretary at the Annual Meeting.
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Guidelines for Standing Committees

AUDIT AND FINANCE COMMITTEE

By-Laws:

	Section 1 — Audit and Finance Committee

Chaired by the President-Elect, includes the Treasurer and a past-president. Purpose: To review financial records prior to the Annual Meeting in order to formulate a budget for the coming year and arrange for an annual audit.


Committee Procedures:

1.  Annual budget:

Consult with the President on the management of annual budget

Oversee all income, expenditures, fluids, reserves and investments of the Club

2.   Proposed annual budget submitted by the President-Elect:

Review and amend the proposed annual budget

Prepare a budget proposal to be published in the April issue of the Newsletter.

3.   Long-range financial objectives:

Ensure the financial health of the Club

4.   Auditor recommended to the Board in June (a past treasurer).

Locate and review all financial accounts and account numbers

Review auditor's report

Make appropriate recommendations to the Board

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.


Guidelines for Standing Committees

COMMUNICATIONS COMMITTEE

By-Laws:

	Section 2 — Communications Committee

Chaired by the Secretary, includes the editor, the Web coordinator and the Public Relations coordinator. Purpose: to recommend policy and oversee all official publications of Clinic Club including the Website; to publish the Newsletter 30 days before a regular Clinic Club meeting; to bring attention and focus to the goals, objectives and activities of the Clinic Club; to publicize events and activities sponsored by Clinic Club; to act as liaison with other dental organizations and Michigan schools of dentistry.


Communications Committee Duties:

• Oversee the design and content of all Club publications to promote Clinic Club objectives.

• Issue the Clinic Club Newsletter and other publications as deemed necessary and circulate them as designated by the Board of Governors.

1. Newsletter Publication Procedures:

• Maintain a standard of excellence that agrees with the mission of the Clinic Club.

• Develop an annual outline of Newsletter content to be submitted at the June Board meeting.

• Select Newsletter editor with approval of the Board.

• Work with officers, Sections and committees to develop their areas of the Newsletter.

• Seek feature articles from Section members as opportunities to publish their clinical reports.

• Meeting Notice: include who, what, when, where, why and sometimes how.

• Meeting Reservation: include a coupon designed to be returned with a check for meal payment.
2. Public Relations Procedures:

• Maintain a standard of excellence that agrees with the mission of the Clinic Club.

• Develop an annual schedule of public relations activities for review at the June Board meeting.

• Act as liaison with other dental organizations and Michigan schools of dentistry.

a. Maintain a high positive profile in the dental community.

b. Promote Clinic Club activities.

c. Publicize the availability of dental clinic programs.

d. Recognize achievement of members and other dental professionals.

3. Website Oversight Procedures:

• Maintain a standard of excellence that agrees with the mission of the Clinic Club.

• Develop an annual outline of Website content to be submitted at the June Board meeting.

• Oversee the design and content of the Clinic Club's Website.

• Maintain a regular contact with the Web Coordinator and Webmaster of the Clinic Club Website.

• Work with the editor to encourage use of the Clinic Club Website by members.

• Send newly published Newsletter electronic files to the Webmaster to update the Website.

• President's Message           
• Reports                   • Calendar

• News                                
• Features                  • Announcements.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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Guidelines for Standing Committees

Publication Design And Production Guidelines

Newsletter/Website

1. THE AUDIENCE: Who are the readers?

2. THE CONCEPT: Why is the publication being produced?

3. THE TONE: Select sources of excellent and varied content.

4. THE STYLE: Attract readership with visual elements.

5. THE NAME: Choose a name with instant impact and meaning.

6. THE FREQUENCY: How often should the publication be issued/updated?

7. THE LENGTH: How many pages will be best?

8. THE BUDGET: Determine the publication costs.

9. THE SCHEDULE: Coordinate major production stages.

10.  THE WRITING: Produce effective and dear communication (Think Hemmingway!)

11. THE GRAPHICS: Select interesting illustrations and photos.

12. THE EDITING: Control the quality and content of the publication.

13. THE LAYOUT: Create a stunning-looking publication.

14. THE PRINTING: Who will print/host the publication?

15. THE ADDRESS LIST: Who prepares and maintains the list regularly?

16. THE MAILING: Label making techniques should be simple.

17. THE POSTAGE: What cost of postage/maintenance is appropriate?

18. THE IMPACT: Measure the effectiveness of the publication.

19. THE MANAGEMENT: Establish policies, standards and guidelines for publications.

20. THE ULCER: Practice stress management techniques for publication editors.
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Guidelines for Standing Committees

Public Relations Guidelines

OBJECTIVES OF THE PUBLIC RELATIONS COMMITTEE:
1.    To interpret the activities of the Clinic Club to its membership in a positive light.

2.    To interpret the activities of the Clinic Club to the dental profession in a positive light.

3.   To initiate public relations problem solving strategies when necessary .

A.  Internal Public Relations  [Promote and recognize member activities and achievements.]

1.   NEWSLETTER: schedule of internal news releases.

2.   WEBSITE: maintain a positive image of the Clinic Club.

4.   MEMBER RETENTION PROGRAM: coordinate public relations activities with other committees.

B. External Public Relations [Publicize activities, meetings and events.]

1.   REGIONAL, STATE AND LOCAL DENTAL ORGANIZATIONS: schedule of news releases.

2.   DENTAL SCHOOLS: foster a good working relationships with Michigan dental schools.

3.   MEMBER RECRUITMENT PROGRAM: coordinate public relations activities with outside groups.

C. Preventive Public Relations [Activity before problems arise.]

1.    Establish a good working relationship with the press so that when an unfavorable story breaks the press will contact you for comment before printing the story.

2.   Determine the most common patient complaints and take definite steps to remedy the problems on the level of the individual dental practice.

3.    Establish long-range public relations goals compatible with the needs of the community. Focus programs based on public research rather than intuitive knowledge or experience.

D.  Corrective Public Relations  [Remedy problems when they occur.]

1.   PASSIVE RESPONSE:

• Don't keep a bad story going.

• Determine the facts of the situation, contact those involved.

• Use the determined facts only on request.

• If there are too many implications you cannot defend: "We are aware that an investigation

is in progress and we will cooperate in any way we can after we have the facts." Or "It is inappropriate to talk about a matter that is going to litigation."

• Make sure the Clinic Club Newsletter publishes the correct facts, even if the media has

not been corrected.

• Reporters may call many dentists until they find the "quote" they want to print. So, give

them something to print: ADA Principles of Ethics, ADA position statements, government regulations, etc.

2.   ACTIVE RESPONSE:

• Give the facts and supporting information with full cooperation.

• Be always aware that truth and accuracy preserve a reputation of credibility.

3.   CORRECTIVE ACTION: Make sure the problem is constructively addressed.

4.   PREVENTIVE ACTION: Use the problem to stimulate a preventive public relations program.
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Guidelines for Standing Committees

Public Relations Activities

I. Internal Public Relations  [Promote member benefits and recognize member achievements.]

A.  NEWSLETTER:

1.   Publication opportunities for Section members (product or procedure reviews)

2.   Educational feature articles

3.   News, Announcements, Calendar

4.   Leadership reports

B.  WEBSITE:

1.   Publication opportunities for Section members (scientific articles).

2.   Forums for discussion of clinical topics.

3.   Reference for Clinic Club policies, procedures and activities (quarterly updates).

4.   Web links to members and dental related organizations.

C.  MEMBER RETENTION PROGRAM

1.   Workshop & guidelines for clinic development: topic selection and research methods.

2.   Workshop & guidelines for clinic presentation: scientific writing and speaking.

3.   Workshop & guidelines for PowerPoint and Photoshop presentation software.

4.   Detroit Dental Clinic Club Clinician of the Year Award.

5.   Establish Section peer review guidelines for member clinics.

II. External Public Relations [Promote activities, meetings and events to the profession.]

A.  REGIONAL, STATE AND LOCAL DENTAL ORGANIZATIONS: schedule of news releases.

1.   American Dental Association Mini Clinic Publication guidelines.

2.   Michigan Dental Association Journal, Annual Meeting and Component Societies.

3.   Detroit District Dental Society Bulletin, Annual Meeting and Component Societies.

4.   Ohio Dental Association Journal, Annual Meeting and Component Societies.

5.   Chicago Dental Society Bulletin Midwinter Meeting and Dental Bulletin.

6.   Ontario Dental Association Journal, Annual Meeting and Component Societies.

B.  DENTAL SCHOOLS

1.   Detroit Dental Clinic Club "Outstanding Dental Student Table Clinic Award" (2).

2.   Collaborative efforts for student access to Section programs and activities.

3.   Cooperative relationships with dental school clinical departments.

C.  MEMBER RECRUITMENT PROGRAM: coordinate activities with other organizations.

1.   Two award winning student table clinicians invited to March Clinic Club meeting.

2.   Develop a new member orientation program to be presented to groups of more than 10.

3.   Develop recruitment kit including letter of invitation, Club history and application form.

4.   Distribute recruitment kits at dental meeting clinic presentations.

5.   Mail recruitment kits to new members of the Michigan Dental Association in September.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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Guidelines for Standing Committees

Public Relations Dental School Liaison
The Club had many outstanding members who were on the faculty of both Schools. During the 1960s specialty organizations became prominent and our sections started to lose specialists and faculty.

After the Club gets some momentum (active sections) and visibility (a series of journal articles and PR spots) we should make contact with the School's department heads.

We need to find Clinic Club members who have good ties with the Dental Schools and offer dental students an appealing source of professional growth after graduation.

What incentives do faculties have to join? 

What incentives do students have to join?

Our Sections should be more than places to swap helpful hints and socialize. Each section should be an expert resource its area of interest. Sections should be up-to-date with the latest technologies and methods in their fields.

As an example, Ralph Campbell was our expert in practice administration. He taught post-graduate seminars and workshops at dental schools around the country, he knew the big wigs personally and he served on important ADA committees. He was one of many who brought much credibility to the Club—forty years ago.
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Guidelines for Standing Committees

Public Relations Calendar
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Guidelines for Standing Committees

CONSTITUTION AND BY-LAWS COMMITTEE

By-Laws:

	Section 3 — Constitution and By-laws Committee

Chaired by a past-president, includes another past president and a Section director. Purpose: to review and revise the Clinic Club Constitution, By-Laws and Manual of Operations when directed by the Board of Governors; to monitor Board actions and committee activities for compliance with the Constitution and By Laws.


Constitution and By-Laws Committee Procedures:

1.  Amendments

• All proposed amendments to the Constitution, By-Laws or Manual of Operations must be presented to the committee chair.

• The committee should submit proposed amendments with or without recommendations to the Board of Governors for consideration.

2.  Board Approval

• All proposed amendments to the Constitution and By-Laws must be approved by two-thirds vote of the Board of Governors at the March Board meeting

• All proposed amendments to the Manual of Operations must be approved by a majority vote of the Board of Governors at the March Board meeting

3.  Membership Approval

• All proposed amendments to the Constitution and By-Laws must be published in Clinic Club Newsletter or mailed by the Secretary to the general membership at least 30 days prior to the Annual Meeting in May.

• Amendments presented for consideration at the Annual Meeting must be approved by a three-fourths majority of qualified voters in attendance for adoption.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings; of the Clinic Club. All materials must bear a date.
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CUSTODIAN AND RESIDENT AGENT COMMITTEE

By-Laws:

	Section 4 — Custodian and Resident Agent

Chaired by the Custodian, includes the Resident Agent and the Treasurer. Purpose: to organize and maintain the archival holdings of the Clinic Club; to prepare a guide to the holdings and update it annually; to annually register the Club as a nonprofit corporation with the State of Michigan.


Custodian Duties:

1. The Guide to the Archival Holdings should be organized, updated and maintained.

a. Clinic Club Annual Proceedings including letters, correspondences, votes, membership applications, and official Clinic Club paperwork (either hard or electronic) should be compiled and cataloged for safekeeping.

b. Website Files: The Custodian shall keep a copy off all Clinic Club Website pass codes, HTML codes, and image files. The Webmaster will provide the files.

c. Electronic Files: If an unexpected computer problem occurs making it impossible for the Custodian to access files, the Custodian must notify the President within 24 hours. It is highly recommended that the Custodian keep additional electronic backup files or hard copies to prevent data loss.

2. Keeper of the Official Seal of the Detroit Dental Clinic Club

3.  Resignation: At such time that the Custodian is either removed from the position or resigns, the Custodian must agree to relinquish all copies of Clinic Club archived materials to either the new Custodian or the President within 72 hours via electronic means or one week via U. S. Post Office.

4. Term of Office: The Custodian shall serve for an indefinite term of office.

Resident Agent Duties:

1. Register the Clinic Club as a nonprofit corporation with the State of Michigan in October.

2. Term of Office: The Resident Agent shall serve for an indefinite term of office.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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Guidelines for Standing Committees

GUIDE TO DETROIT DENTAL CLINIC CLUB ARCHIVES

1.  Annual Proceedings of the Clinic Club

Clinic Club Publications: newsletters, press releases, website 

Board of Governors Meetings: notices, agendas and minutes 

Annual May Business Meeting: agenda and minutes

Annual Reports of Officers, Committees and Coordinators

Annual Section Activity Reports

Annual Resident Agent Report: Michigan Form BCS/CD-2000

Constitution and By-Laws if amended

Manual of Operations if amended

Membership Directory if amended

2.  Website Documentations, Passcodes and Electronic Files

3.  Historical Records, Books, Periodicals and Annual Reports
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Guidelines for Standing Committees

LOCAL ARRANGEMENTS COMMITTEE

By-Laws:

	Section 5 — Local Arrangements Committee

Chaired by the Membership Secretary, includes the Treasurer and a Section Director. Purpose: to coordinate local arrangements for all Clinic Club meetings.


Local Arrangements Committee Procedures:

1. Meeting Planning Timeline:

• June: Obtain schedule of speakers for Club meetings from Program Committee.

Outline budgets, meeting dates, deadlines, list of vendors, fees, etc.

Determine speaker needs (microphone., screen & projector, pointer, flip chart...).

• July: Reserve meeting rooms for the meetings: review all costs with caterers.

Carefully evaluate if handling meetings in a different way can diminish costs. Send Editor locations of all meetings for August Newsletter.

• 45-Days Before Meeting:
Reconfirm meeting date & time with caterer, select menu (1 beef dish, 1 fish dish). 

Verify speaker needs (microphone, screen & projector, pointer, flip chart, markers...).

Neck microphones cost significantly more. Don't order one unless requested.

Call caterer and secure the items.

Airport transportation and hotel accommodations are made if needed.

Determine who will host speaker (transportation, hotel, A/V, lights...) 

Send Editor meeting specifics for November Newsletter RSVP cards.

Spouses, guests, Life & Invitational members (who paid no dues) pay for meals.

• 3-Days Before Meeting:

Contact caterer to order necessary number of meals.

Order two less meals than have been reserved by RSVP cards.

The caterer accommodates extra people; but we pay for all guaranteed dinners.

• Meeting Day:

5:00 pm Board of Governors meeting

5:45 pm Reception Table set up to greet and check-in arriving guests (Cash bar).

Member list, Check-In Sheet, (collect money for meals, nametags, markers. 

7:30 pm Verify that the waiter's meal count is the same as yours.

Give Treasurer money collected for meals.

Meeting Report: meals served, attendees, no shows, came without RSVP.

• April: Review and update Local Arrangements Committee procedures.

2. Meeting Planning and Production:

• Produce signs or handouts listing room locations on the day of the meeting.

• Make all necessary arrangements for luncheons, dinners or receptions.

• Provide audio-visual equipment as needed.

• Arrange for set-up and clean up of tables, chairs, food if necessary.

• Serve as trouble-shooter during meeting.

• Assign staffing of registration desk and speaker host.

• Provide name badges for registrants on the day of the meeting.

• Write a report after the meeting noting any problems or suggestions.
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3. Keep Program Chairman and apprised of all activities

• Budget and deadlines, list of vendors, fees, etc. for next chair. 

• Registration, luncheon, reception costs.

• Provide map and/or directions, hotel information, time schedule of events, fee schedule, and room assignments if needed.

4. Hospitality Appointments

• Designate a Registrar to staff the registration desk, provide nametags, markers, directional

signs, registration sheets, money handling and handouts.

• Designate a Program Speaker Host to assist with equipment, lighting, accommodations,

meals, transportation, etc.

5. Registrar Major Duties

Pre-Registration

• Newsletter sends out notification and pre-meeting materials to registrants with RSVPS.

• RS VPs cards sent to Membership Secretary for meal count, forward checks to Treasurer.

• Keep track of the number of registrants to determine the meal count reservation. 

On-Site Registration

• Prepare list of registrants and have photocopies available at the registration table.

• Attend the registration desk on the day of the meeting.

• Provide registration figures to Chair and report any problems and offer suggestions.

• On-site registrations should be recorded in a similar method as pre-registrations.

6. Financial Arrangements for Meetings

• Invoice for expenses forwarded to the Treasurer by the Chair at the conclusion of the meeting.

• Forward checks and cash received to the Treasurer at the end of the meeting.

• Document requests for deposits, advances, and pre-payment of invoices.

• Forward a record of monies received and the related monies and invoices to the Treasurer.

• Chair prepares a Balance Statement in cooperation with the Registrar.

• Treasurer prepare a Final Financial Statement for the meeting, copies sent to Chair.

7. Costs to be considered when setting meeting fees

• Printing announcement                              • Facility charges: rent, clean-up, security

• Postage for mailing announcement            • Equipment rentals (projectors, screens, etc.)

• Lunch                                                         • Supplies (registration kits, photocopies, etc.)

• Reception                                                   • Communications: telephone charges

• Other refreshments (coffee, donuts, etc.)

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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Guidelines for Standing Committees

LOCAL ARRANGEMENTS MEETING REPORT

Meeting Date:                          


Day:                       

Time:

Meeting Location:

Program Title:

Program Speaker:                                                 




Contact:

Pre-Meeting

	Deadline 

( _______________

( _______________

( _______________

( _______________

( _______________


	Who
Speaker

Speaker

Editor

Caterer

Caterer
	What
Needs for the program: A/V equipment, transportation... 

Send speaker program copy before printing 

Send program copy, RSVP info, directions/map 

Order menu and A/V equipment if needed 

Order meal count


Meeting Day

	REGISTRAR: __________________

( Registration table

( Membership List from Membership Secretary

( Reservation (RSVP) List from Membership Sec

( Nametags and markers

( Directional signs if needed 

( Cash for making change 

( Locate restrooms

( Confirm meal count with waiter after dinner served
	SPEAKER HOST:______________

( Locate light switches & electrical outlets 

( Test A/V systems

(
( 

(

	CE COORDINATOR:________________

( Distribute handouts if needed 

( AGD Vouchers distribute & collect 

( Seminar Effectiveness Survey distribute & collect 

( Photography: speaker, audience

( 
	PRESIDENT:________________

( Speaker Introduction 

( Direct Question & Answer segment 

( Thank all meeting participants 

( Present speaker with honoraria

(


Meeting Report:

	MEETING EXPENSES:

Meals RSVP 

# 

Meals ordered 
# 

No Shows           
#

No Reservations 
# 

Meals served 

#             
$

Speaker needs                   
$

Supplies                           
$

Other expense                   
$

Total:       


$
	MEETING INCOME:

Money sent before meeting:       
$ 

Money collected at meeting:      

$

Total:   


$

#_________Members

#_________Life Members

#_________Invitational Members

#_________Guests

#_________Spouses


PROBLEMS:
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FINDINGS OF Seminar Effectiveness Survey:
1.   Program content:                          
1___     
2___    
3___    
4___     
5___

2.   Goals achieved:                            
1___     
2___    
3___    
4___     
5___
3.   Material presentation:                   
1___     
2___    
3___    
4___     
5___

4.   Opportunity for exchange:            
1___     
2___    
3___    
4___     
5___

5.   Program materials:                       
1___     
2___    
3___    
4___     
5___

6.   Facility comfortable:                    
1___     
2___    
3___    
4___     
5___

7.   Hear & see speaker:                     
1___     
2___    
3___    
4___     
5___

8.   Content improvement:

9.    Instructor improvement:

10. Patient care improvement:

11. Future programs:

COMMENTS:
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Guidelines for Standing Committees

NOMINATING COMMITTEE

By-Laws:

	Section 6 — Nominating Committee

Chaired by a past-president, includes two Section Directors. Purpose: to solicit and select candidates to run for elective office; to compose the ballot; to count returns and report election results to the Board of Governors


Nominating Committee Procedures:

1.   Elective Offices: Select only one nominee for the positions of President-Elect, Secretary, Membership Secretary and Treasurer. Additional nominations may be made from the floor.

2.   Contact potential candidates to ascertain their interest and availability. A List of duties and responsibilities from the By-Laws and Manual of Operations should be sent to nominees. Request confirmation in writing that candidates are willing and able to meet such obligations if nominated and elected.

3.   Board Report: Chair submits the nominations report prior to the March Business Meeting for Board approval.

• Secretary receives the slate of nominees for elective office.

4.   Newsletter Report: Chair publishes the nominees for elective office in the April issue of Clinic Club Newsletter.

5.   Conduct the election process for elected officers during the May business meeting.
Nominating Committee Timeline:

	December
	Board Meeting: confirm officers & committee members who will continue next year

	February   
	Contact potential elective nominees, send list of Duties and Responsibilities, get nominee acceptance in writing

	March 
	Board Meeting: Board evaluates slabs of officers & committee members for three-fourths vote of approval

	April
	Newsletter Board approved slate of nominees for elective offices published

	May
	Business Meeting: members vote for election of officers


	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings: of the Clinic Club. All materials must bear a dale.
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Guidelines for Standing Committees

NEWSLETTER ELECTION NOTICE

April Newsletter Notice:

	Notice of Election of Officers

The Board of Governors of the Detroit Dental Clinic Club presents the following slate of candidates for elective office for the membership consideration.

President-Elect___________________________________

Treasurer_______________________________________

Secretary________________________________________

Membership Secretary_____________________________

Their term of office shall be May 2________to May 2________

The election shall be held at the May___, 2_______ Annual Business Meeting

Nominations for any of these offices, signed by ten voting members and

presented to the Secretary any time prior to the election, shall be

accepted and presented to the Meeting for balloting.




ROBERT'S RULES OF ORDER—ELECTIONS
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Guidelines for Standing Committees

PROGRAM COMMITTEE

By-Laws:

	Section 7 — Program Committee

Chaired by the President-elect, includes two Section Directors. Purpose: to design an annual schedule of programs for Clinic Club meetings for the earning year and present a written report to the President at the Annual meeting.


Program Committee Procedures:

1. Program Planning

• May: Determine meeting dates, times and locations, budget, types of programs and rooms.

Determine speaker, speaker fee and speaker technical needs.

• Criteria for determining honoraria

Budget Total Program Cost: amount expended per meeting should not exceed $----.

Budget Speaker Cost: $— for honorarium, travel expenses, lunch and equipment.

• Request Board approval of honoraria to be offered to speakers six months prior to meeting.

2. Speaker Contacts

• List possible outside speakers for a particular meeting.

• Obtain addresses and telephone numbers.

• Determine speaker's presentation content, audio-visual needs, and deadlines involved.

• Review outline of speaker's presentation insure it is consistent with assigned topic & time allowed.

• Send all speakers a draft of their session description before it is printed.

3. Publicity

• Draft description of program as it will appear in the program flyer.

• Design and print the program flyer with registration form and directions/map to meeting site.

• Publicity information to Communication Chair, Newsletter and Website.

• Arranges for someone in the audience to take notes and write a report for the Newsletter.

4. Local Arrangements

• Report any audio-visual needs to the Local Arrangements Chairperson as soon as possible.

• Registration table is attended by registrar.

• Program Chair is available before and during meeting to assist with any potential problems.

5. Program Presentation

• Program Chair introduces the speakers to the audience, defines the topic in brief introductory.

remarks, and insures that the speakers follow the predetermined time schedule.

• Program Chair briefly sums up the session and directs the question and answer segment.

6. Program Wrap-up

• Present check for honoraria/travel reimbursements to speakers

• After the meeting, review the strengths and weaknesses of the session.

• Thank all meeting participants in writing.

• Update the program planning manual and forward to next Program Chair.

• Submit Program Committee final report with Local Arrangements Committee members' input.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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WEBSITE COMMITTEE

By-Laws:

	Section 8 — Website Committee

Chair: Web Coordinator. Includes Webmaster, Editor and Secretary as liaison. Purpose: to oversee the design and maintenance of the Clinic Club web site, ensuring that the site adheres to its mission, and to coordinate Clinic Club Newsletter and Website efforts


Mission of the Detroit Dental Clinic Club Website:

The Clinic Club Website promotes an active and knowledgeable membership by informing members of organizational activities, encouraging communication among members and others, and providing information about clinical dentistry, and dental-related research to all interested persons.

A. Website Committee Duties

1. Contact Board of Governors Quarterly

• Contribute a quarterly report to the Board prior to each Board meeting

• President obtain e-mail time, location and date of next Board meeting

• Secretary: obtain electronic copy of Board minutes

• Collect images to post on the website's index page as needed

• E-mail elected officers and committee chairs to confirm their Website contact information and forward changes to the Webmaster in July and January.

2. Update Website Quarterly using newly published Newsletter files sent to the Webmaster.

• President's Message           • Reports                  • Calendar

• News                                • Features                 • Announcements...

3. Work with officers, committees and Sections to develop their areas of the Website.

• Contact chairs twice a year to review and update content on their portions of the website

• Obtain electronic copies of committee reports

4. Oversee maintenance of the Web site.

• Maintain a standard of excellence which agrees with the mission of the Clinic Club

• Work with the editor and the President to encourage use of the Clinic Club Web page.

B. Web Coordinator Duties

Purpose: To ensure the flow of content from Clinic Club officers, committees, Sections, and members to the Clinic Club Webmaster for posting on the Dental Clinic Club Website.

1.   Solicit web content from officers, committee chairs, directors and members.

a.   Serve as a clearinghouse for all material to be placed on the Web page.

b.   Coordinate the contents of Clinic Club's Web page and the Newsletter

2.   Edit and markup content as requested by the Webmaster.

3.   Devise graphical design and content standards with the Webmaster.

4.   Report quarterly to the Board of Governors in writing.
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C. Webmaster Duties

Purpose: To produce a Web-based information resource that serves the Clinic Club leadership, membership, and other interested dental professionals.

1.  Design and maintain the website of the Detroit Dental Clinic Club with the assistance of the Web Coordinator and the approval of the Board of Governors.

2.  Actively participate in discussion and action both within the Clinic Club and with other groups that will forward the mission of the Clinic Club.

3. Website Design:

a.    Design all graphic elements within Webmaster's capabilities or elicit help within or outside the Clinic Club with Board approval. Do not change any official logo or graphic without Board approval or Board request. Variations of the official logo can be used for the creation of website graphics such as buttons and banners.

b.    Keep all passwords and passcodes confidential to be revealed only to members of the Board of Governors by majority vote.  The Webmaster must relinquish a copy of passwords to the Custodian and all future changed passwords within 72 hours of said creation or change.

c.    Web based organizations: The Webmaster is prohibited from joining any web-based organization in the name of the Clinic Club without Board approval. This includes but is not limited to web site directories, banner or pop-up campaigns, profit or non-profit organizations, or merchant groups.

d.    Keep a copy of all website files (including but not limited to graphics, HTML codes, any binary files, or sound files) for security and safekeeping and provide the Custodian with copies of said files at the May Board of Governors Meeting.

e.    Website electronic mail address: The Webmaster will publicly provide an electronic mail address on the Clinic Club Website for visitor comments, requests for information modification (officer, Section director or member listings), or error correction requests. If the Webmaster chooses not to use a personal email address, a router email address must be used to allow direct visitor contact

4. Website Content:

a.    Edit and markup content for the Website and perform tasks necessary to maintain the Website, including checking for broken links and finding appropriate links to other organizations, etc.

b.    Humor and Art: The Webmaster is prohibited from placing humor, jokes, ASCII art, or any other non- Clinic Club topic oriented information on the website without Board approval.

c.    Web links: The Webmaster is prohibited from placing links to other sites (profit or non profit websites) on the Clinic Club Website without Board approval.

d.   Permission to reprint or repost previously written material from the original author should be obtained by the Webmaster. When posting previously written information or work on the website, the Webmaster must provide the Custodian the appropriate paperwork from the original author to be kept on file at all times.

e.    Website changes: The Webmaster may, at no time, add, subtract, or change any part of the website (with the exception of those things needing constant update or maintenance such as membership listings or updated news information) without approval of the Board.

f.    Website editing: Webmaster must have Board approval to amend, edit, or delete web site visitor comments or reactions (via message boards, guest books, etc.). The Webmaster must provide the Board with a complete forwarded copy of comments) in question and has the right to request a Board decision for removal within 24 hours. The only exception to this rule is in regard to the removal of profanities in Clinic Club public forums. Posts including profanities may be removed immediately, however, a copy of the original post must be kept on file with the Webmaster and Custodian for reference or other matters.
1/7/03                                Manual of Operations • Detroit Dental Clinic Club                          Page 78
5.  Personal Financial Gain: The Webmaster is prohibited from using the Clinic Club website for the personal financial gain or to endorse personal websites or products or any other individual member of the Clinic Club.

6. Resignation: At such time that the Webmaster is resigns, the Webmaster must agree to relinquish rights to enter all Clinic Club website managing programs.

a.   If resigning, 24 hours before the webmaster's final day, the Webmaster is required to switch all email references within the Clinic Club website to another Board member's address until such time as another Webmaster can be hired.

b.   Upon the official last day as Webmaster, the Webmaster understands that all the passcodes will be changed for security reasons.

7. Termination: The Webmaster may be removed for malfeasance, defalcation or other illegal actions including but not limited to imprisonment for crime, avocation of actions by others, which would damage the credibility and reputation of the Clinic Club.

a.    If the Webmaster is terminated, the Webmaster will be immediately locked out of website managing programs by the Web Coordinator who will change all necessary passcodes immediately for security reasons.

b.    Email changes on the website after a termination must be made within 24 hours by members of the Board.

8. Term of Office: The Webmaster shall serve for an indefinite term of office.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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	Detroit Dental Clinic Club




WEB COORDINATOR CALENDAR
• Confirm Web contact addresses for officers, directors..

• Test for broken links and add new links

• Review graphical design & content standards

• Review records management program with Custodian
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WEBSITE COMMITTEE

Website Feasibility Study

Website Advantages

Website Disadvantages

Website Short-term costs: hardware, software, services

Website Long-term costs: hardware, software, services

Website Staffing sources: in-house, "out-house"

Website Maintenance: sources, schedule

Website Design: sources, levels of sophistication

Website Time requirements

Website Documentation

Website Legal considerations

Website Comparative Study

Macomb District 

Jackson District 

Lansing District 

Michigan AGD
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Guidelines for Coordinators

AWARDS COORDINATOR

The Awards Coordinator actively solicits nominations for Clinic Club awards. Having outstanding awardees is an important way to strengthen and bring honor to our Clinic Club.

A. Clinician of the Year Award Nomination and Selection Procedure and Timetable:

The most prestigious Clinic Club award is given to individuals who have made outstanding contributions to the objectives of the Clinic Club.

1.   November Newsletter: Print nomination form for Clinician of the Year Award due January 15.

2.   January 15 Contact Nominators of candidates: to provide written information by February 15

• Letter of nomination or form                  • Corroborating letters (2)

• A vitae of the candidate                         • Summary of clinicing activity

3.   March Board Meeting: submit names of nominees with corroborating documentation.

4.   March award recipients of award presentation request a vitae and photograph for publication.

Recipients will be entitled to one complimentary banquet ticket for a special guest. Additional banquet tickets will be made available at cost if desired by a recipient. Congratulatory letter from the President shall accompany all awards.

5.   April Newsletter: Provide a notice of award winner in the Newsletter.

6.   May Annual Meeting Awards Presentation:
Condensed vitae for each " Clinician of the Year Award " and "Dental Student Table Clinic Award" winners will be printed in the meeting program along with the names of all previous recipients.

7.   June Press Release: sent to JADA, JMDA and: winner's component dental society.

B. Outstanding Dental Student Table Clinic Award Nomination and Selection Procedure
1.   December: Treasurer mails award check of $250 to each Michigan school of dentistry.

2.   February: Awards Coordinator or Clinic Club representative attends dental student table clinic presentations at the University of Michigan and the University of Detroit-Mercy.

Notify recipients of the March awards presentation.

Request a vitae and photograph for publication.

Recipients will be entitled to one complimentary banquet ticket for a special guest.

Additional banquet tickets will be made available at cost if desired by a recipient.

3.   March Meeting Awards Presentation:

Condensed vitae for each "Clinician of the Year Award" and "Outstanding Dental Student Table Clinic Award" winners will be printed in the meeting program along with the names of all previous recipients. Congratulatory letter from the President shall accompany all awards.

4.   April Newsletter: Provide a notice of award winner in the Newsletter.

5.   June Press Release: sent to JADA, JMDA and winner's hometowns newspaper.

C. Honorary Membership Award Nomination and Selection Procedure and Timetable:

1.   December: Nominations are recommended by the Board members at the Board meeting.

2.   The President-Elect shall be responsible for obtaining and presenting the award.
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D. Criteria of Award Recipients:

1.    "Clinician of the Year Award"                                                                                           

• The most prestigious Clinic Club award is given to a member who has made outstanding contributions to the objectives of the Clinic Club.

• The recipient must be a member of the Clinic Club.

• The award is presented for only outstanding clinic activity

• The award need not be issued annually.

• The award shall be a plaque of traditional design incorporating an engraved scroll and a medallion bearing the Clinic Club seal.

2.    "Outstanding Dental Student Table Clinic Award" 

• The certificates and stipends may be given to individuals or to the dental schools

• Certificates shall be given annually to the two Michigan schools of dentistry.                             

• Certificates shall be mailed with a congratulatory letter from the President.                                

• Certificates shall have an embossed Clinic Club seal, be professionally inscribed, and be

signed by the President

3.    Certificates of Appreciation as directed by the Board of Governors

• Certificates are awarded to outgoing officers, directors, committee members &                          coordinators.                                                                                                                        

• Certificates may be awarded to other individuals or appropriate institutions/organizations

• Certificates are embossed with the Club seal and signed by the President                                   

4.   Outgoing President Award

• The President-Elect shall be responsible for obtaining and presenting the award                         

• This award shall be presented to the outgoing President of the Clinic Club                                 

• The award, of an individual nature, shall not exceed the fee for a panoramic radiograph.

E. Annual Meeting Dinner—Awards Presentation Procedure:

1. Procedures for the annual awards banquet will be as follows

a. There shall be no head table.                                                                                       

b. All recipients shall remain after the awards presentation for a group photograph.            

c. Order of presentation

The appropriate presenter shall make a brief presentation and distribute the awards.  The nominator or designated person shall make a brief introduction of each  recipient and distribute the awards.

"Honorary Member Award" shall be presented by the President-Elect                       

"Outgoing President Award" shall be presented by the President-Elect                      

"Clinician of the Year" shall be presented by the President-Elect

d. Recipients will be limited to a brief acknowledgment. 

e. President shall serve as Master of ceremonies.

2. Announcements of the recipients of the "Clinician of the Year Award", the "Outstanding Student Table Clinic Awards", and "Certificates of Recognition" shall be printed in the             April issue of the Newsletter

3. Certificates to outgoing Officers & Section Directors are presented at the business meeting.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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ANNUAL AWARDS LIST

	Nominee
	Sponsor
	Form
	Letters
	Vitae
	Photo
	Press

	Student Table Clinic Award & Dinner
	
	
	
	
	

	UM 
	
	
	
	
	
	

	UDM
	
	
	
	
	
	

	Outgoing President Award
	
	
	
	
	

	
	
	
	
	
	
	

	Honorary Membership Award
	
	
	
	
	

	
	
	
	
	
	
	

	Clinician of the Year Award
	
	
	
	
	

	
	
	
	
	
	
	

	Certificates of Appreciation
	
	
	
	
	

	Director:
	
	
	
	
	
	

	Director:
	
	
	
	
	
	

	Director:
	
	
	
	
	
	

	Director:
	
	
	
	
	
	

	Committee Chair:
	
	
	
	
	
	

	Committee Chair:
	
	
	
	
	
	

	Committee Chair:
	
	
	
	
	
	

	Coordinator:
	
	
	
	
	
	

	Coordinator:
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Guidelines for Coordinators

Director of Clinics

Director of Clinics Procedures:

1.

2. 

3. 

4.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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International Clinics Coordinator 

International Clinics Coordinator Procedures:

1.

2. 

3. 

4.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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Guidelines for Coordinators

CONTINUING EDUCATION COORDINATOR

Continuing Education Coordinator Procedures:

1. AGD Continuing Education Vouchers: distribute & collect completed forms at Club programs

2. Seminar Effectiveness Surveys: distribute & collect completed forms at Club programs

3. Report findings of Seminar Effectiveness Survey to Membership Secretary for inclusion in the Local Arrangements Meeting Report
4.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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Guidelines for Coordinators

AGD ACCREDITATION FOR CLINIC CLUB PROGRAMS

"Fourteen Standards of Quality Continuing Education"

• Describes elements of effective continuing education programs.

• Use this criteria when selecting or designing program presentations.

"Seminar Effectiveness Survey"

• Distribute at all program meetings where AGD credit is desired.

• Audience evaluates program content and speaker presentation.

• Club leadership and program presenter can use feedback to prepare future meetings.

"List of CDE Courses Sponsored in the Last Twelve Months"

• Clinic Club Program Chairman maintains a list of Club programs qualifying for AGD accreditation.

• Section Directors maintain a list of Section programs qualifying for AGD accreditation.

• The Section lists are presented to the Board of Governors as part of the Annual Section Activity Reports.

"Continuing Education Voucher Forms"

• Distributed and completed at the meeting

• Three part form

Part 1: Member copy 

Part 2: Member copy 

Part 3: Hard copy given to Clinic Club Continuing Education Coordinator
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ACADEMY OF GENERAL DENTISTRY

14 STANDARDS OF QUALITY CONTINUING DENTAL EDUCATION

The following 14 standards represent minimum criteria to which continuing dental education sponsors should adhere if they wish approval from AGD constituent Academy for FAGD/MAGD credit.

I. Administration

Administration of the program must be consistent with the goals of the program and the objectives of the planned activities

The program shall be under the continuous guidance of an administrative authority and/or individual responsible for its quality, content and ongoing conduct.

II. Fiscal Responsibility

Resources shall be sufficient to meet with the goals of the program and the objectives of the planned activities

III. Goals

The sponsor shall develop and operate in accordance with a written statement of its broad, long-range goals related to the continuing education program.

Goals shall relate to the health care needs of the public and/or interests and needs of the profession.

IV. Needs Assessment

Sponsors shall utilize identifiable mechanisms to determine objectively the current professional needs and interests to the intended audience, and the content of the program shall be based upon these needs.

V. Objectives

Specific written educational objectives must be developed for each activity and published in advance for the intended audience.

VI. Admissions

In general, continuing education activities shall be made available to all dentists.

If activities require previous training or preparation, the necessary level of knowledge, skill or experience shall be specified in course announcements.

VII. Educational Methods

Educational methods must be appropriate to the stated objectives for the activity.

Where participation is involved, enrollment must be related to available resources to assure effective participation by enrollees.

VIII. Facilities

Facilities selected for each activity must be appropriate to accomplishing the educational method(s) being used and the stated educational objectives.
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IX. Patient Protection

Participants must be cautioned about the hazards of using limited knowledge when integrating new techniques into their practices.

Where patient treatment is involved, either by course participants or instructors, patient protection must be assured as follows:

1.   The sponsor must seek assurance prior to the course, that participants have the basic skills, knowledge and experience necessary to assimilate instruction and perform the treatment techniques being taught in the course.

2.   An patient informed consent form must be obtained in writing, prior to treatment.

3.   Appropriate equipment and instruments must be available and in good working order.

4.   Adequate and appropriate arrangements and/or facilities for emergency and postoperative care must exits.

X. Instructors

Instructors chosen to teach courses must be qualified by education and/or experience to provide instruction in the relevant subject matter.

The number of instructors employed for a CDE activity must be adequate to assure effective educational results.

XI. Publicity

Publicity shall be informative and not misleading. It shall include.

1. Course title

2. Course content

3. Educational objective

4. Teaching method used

5. Costs

6. Sponsor & contact names

7. Instructors & qualifications

8. Refund/cancellation policy

9. Location and date

10. Approvals & credits available

For effective presentation and assimilation of course content, the prior level of skill, knowledge, or experience required/suggested of participants shall be clearly specified in publicity materials

XII. Evaluation

The sponsor shall develop and utilize activity evaluation mechanisms that:

1. Are appropriate to the objectives and educational methods

2. Measure the extent to which course objectives have been accomplished

3. Assess course content, instructor effectiveness and overall administration

XIII. Course Records

Sponsors shall maintain permanent and accurate records of individual attendance and make such records accessible to attendees.

Any record granted in connection with the continuing education activity must not be, nor

resemble, a certificate or diploma.

XIV. Commercial or Promotional Conflict of Interest

Activities designed to market or promote the products of a commercial company are subject to regulation by the U.S. Food and Drug Administration (FDA), while activities that are essentially I independent of commercial influence are not. In this context the standards are designed to ensure:

1.   All activities offered by CE sponsors are independent of commercial influence

2.   All commercial relationships between the sponsor, course presenters and/or a commercial company are fully disclosed to participants.
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DETROIT DENTAL CLINIC CLUB

SEMINAR EFFECTIVENESS SURVEY

EVENT:  _______________________________________________________________

DATE: _______________________________________________________________

We are concerned with improving the quality and upgrading the effectiveness of the continuing education and programs offered through the Detroit Dental Clinic Club. Please take a few moments to give us your opinions about today's event.

[ ] Doctor    [  ] Hygienist    [  ] Assistant    [  ] Business Staff    [  ] Other__________________

	1. Was the course/program content consistent with the outline as advertised?

2. Did you achieve the goals from this course/program that motivated you to attend the event today?

3. Did the instructor/facilitator present the material in an organized and effective manner?

4. Was there adequate opportunity for interchange between participants and instructor(s)/facilitator(s)?

5. Were course/program materials relevant and did they enhance the effectiveness of the presentation?

6. Was the facility comfortable?

7. Were you able to readily hear and see the presentation?


	NO                                                 YES

1            2              3           4              5

1            2              3           4              5

1            2              3           4              5

1            2              3           4              5

1            2              3           4              5

1            2              3           4              5




8. How could this course/program be improved?______________________________________

________________________________________________________________________________________________________________________________________________________

9. How could The instructor/facilitator have helped you better achieve your goals in attending today event?__________________________________________________________________

____________________________________________________________________________

10.  Do you feel that today's program will change or improve your delivery of patient services?

____________________________________________________________________________

____________________________________________________________________________

11.  Your suggestions for future courses/lectures/programs; that will improve your delivery of quality dental care (use reverse side if needed)._____________________________________

____________________________________________________________________________
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List of CDE Courses Sponsored in the Last Twelve Months

	 List of CDE Courses Sponsored in the Last Twelve Months
	Sponsor Name _________________________________________________
	Credit Hours
	
	
	
	
	
	
	
	
	
	
	(Please make additional copies of this sheet as needed)

Intended audience - abbreviations : G - General Dentists; S - Dental Specialists; DH - Dental Hygienists; DA - Dental Assistants; DL - Dental Laboratory Technicians; OP - Other Health Professionals

Method of Delivery - abbreviations: L - Lecture, formal CDE of at least one hour in duration. P - Participation, at least 30% of course time involves practice of skill. SI - Self-Instructional, audio, audio-visual and written correspondence courses which require ancillary materials and a post-test mechanism. Note, if sponsor offers SI, application should be made to the National Sponsor Approval Program



	
	
	Co-Sponsors
	
	
	
	
	
	
	
	
	
	
	

	
	
	Period of delivery
	
	
	
	
	
	
	
	
	
	
	

	
	
	Number of courses

Instructors on site


	
	
	
	
	
	
	
	
	
	
	

	
	
	Number of

Participants
	
	
	
	
	
	
	
	
	
	
	

	
	
	Intended

audience
	
	
	
	
	
	
	
	
	
	
	

	
	
	Location (City/State)
	
	
	
	
	
	
	
	
	
	
	

	
	
	Date(s)

Offered
	
	
	
	
	
	
	
	
	
	
	

	
	
	Title of Activity
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ACADEMY OF GENERAL DENTISTRY

CONSTITUENT SPONSOR APPROVAL APPLICATION

Applications for approval by an AGD constituent academy can be accepted from sponsors that provide continuing education in one state/province only. Written correspondence confirming the approval or explaining the denial will follow within 60 day.

GENERAL INFORMATION

Official Name of Sponsor: Detroit Dental Clinic Club

Individual representing the sponsor and submitting the application:

Name: 

Address: 

Telephone:   (     )

City/State:

Fax:                (     )

Is this a renewal application? 

_X_YES 

___NO  

If yes, what is your sponsor#: 7093

QUESTIONS RELATED TO THE 14 STANDARDS OF CONTINUING EDUCATION

I. Administration

Please list the names and titles of all staff, study club officers, advisory board members (volunteer leaders) with responsibility for continuing education. Mark with an asterisk the name of the individual with primary day-to-day responsibility for the CE program. Use an additional page if necessary.

Name

1. Dr.

2.  Dr.

3.  Dr.

Title

President 

* President-Elect 

MCE Coordinator

II. Fiscal Responsibility

How do you fund your CE programs? Check all that apply.

__X__  Tuition and Fees

__X__  Budget allocated for CE

___   Grants (Source)_____________________________________________

Sales of Product and/or Equipment

__X__ Member Dues 

_____ Other Sources ________________________________________

III. Goals

What are the goals of your CE program?

To promote high standards of dental science, art and literature 

To provide mutual improvement among dentists

IV. Needs Assessment

Which of the following do you use to accomplish participant needs assessment?

_____Survey/questionnaire*

_X_ Course evaluation form* 

_X_  Verbal feedback during course

1/7/03                                Manual of Operations • Detroit Dental Clinic Club                          Page 97

_X___ Advisory committee input Program Committee &Board of Governors

_____   Advice from professional organizations

_____ Public health statistics or other pertinent patient health care data

* Append sample copies of forms used for this purpose

How are the results of the needs assessment activities used?

Reviewed by the Program Committee chaired by the President-Elect 

Reported to the Board of Governors

V. Objectives

Are specific objectives (learner outcomes) developed for each CE presentation? 

__X__  Yes ___No

How are objectives communicated to potential participants? Check all that apply.

__X__ Course brochures or announcements

__X__ Course handout materials Some clinicians

__X__ Presented verbally by clinician at outset of course

___Other (describe)_________________________________________

VI.  Admissions

Attach a copy of the brochure or announcement from a recent course to the application. From your list of CDE courses sponsored in the last 12 months, mark with an asterisk those courses open only to those with prerequisite skills or requirements. Include a copy of the course announcement for each course with prerequisites.

VII.  Educational Methods

How are educational methods (lecture, discussion, participation, slides, etc.) chosen?

Each presenting clinician makes a decision in this regard.

VIII.  Facilities

How do you determine the suitability of facilities for your presentation?

Program Committee evaluates the facility for comfort, visibility & audio.

IX.  Patient Protection

Do any of your CE programs involve the treatment of patients by either clinician or participants?

___Yes*  


__X__  No

*Please fill out Attachment #1: Patient Protection

X.  Instructors

How do you determine if the instructor is qualified to provide instruction in the relevant subject?

Program Committee chaired by President-Elect evaluates recommendations made by members of the Board of Governors (18 practicing dentists)

XI.  Publicity

Please enclose copies of brochures or flyers promoting your courses for the last 12 months.
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XII. Evaluation

Which of the following were course participants asked to evaluate in the last 12 months?

_X_ Course content 

_X_ Instructors 

_X_ Facilities 

_X_ Course handout


_X_ Administrative arrangements

_X_ How well course met expectations

_X_ Use of educational aids (AV etc.) materials

How are the results of the course evaluation used?

Reviewed by the Program Committee chaired by the President-Elect 

Reported to the Board of Governors

XIII. Course Records

How do the participants obtain information about their record of attendance at a program?

Our MCE Coordinator maintains records of attendance for all Clinic Club programs

XIV. Commercial or Promotional Conflict of Interest

Does your organization receive commercial support for any activities, offer CE courses with a commercial or promotional component or CE courses related to funded research?

___Yes 


_X_ No

If yes, highlight/mark the text that acknowledges such support on the brochures.

DISCLAIMER AND SIGNITURES

The sponsor agrees that approval by the AGD in no way implies that the Academy of General Dentistry endorses or agrees with the philosophy, techniques or products advanced in the course and none shall be implied.

The sponsor agrees to issue to the participants at each course verification of attendance which contains the following information:

a.    Name of the sponsoring institution or organization

b.    Date of the course

c.    Number of clock hours awarded

d.   Type of course (lecture or participation)

e.    Dental topic covered in the course

The sponsor agrees that approval in no way obligates the Academy of General Dentistry or any of its constituents or components to assume any portion of the financial responsibility for the courses being presented by the sponsor.

The sponsor agrees to allow one representative per year from the constituent Academy to attend a course as an observer. The observer shall not be required to pay a tuition fee, but will be liable expenses for lunches, workbooks, etc.

The sponsor is aware of the 14 standards of Quality Continuing Dental Education, and will comply as evidenced by return of this signed application.

______________________________

(Signature)

______________________________

(Title)                                      (Date)
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SECTION PROFILE

SECTIONS are autonomous groups and incubators where learning and mentoring take place. The goal of a section is sharing knowledge. An active section is often a combination of general practitioners and. specialists or dental school faculty members. This mixture offers varying viewpoints that stimulate participation and continuing interest. Younger members appreciate the opportunity to work with and learn from more experienced members. Members learn from each other while attending section meetings and developing clinics. Sections also act as filters in evaluating dental concepts, procedures, products and publications. Quality people, active participation and interesting programs are ingredients of a successful section.

SECTION MEETINGS are forums with short agendas followed by program presentations. Members have opportunities to discuss problem cases, polish a clinic, introduce new ideas and or plan future section activities.

Programs with outside speakers touch a wide variety of subjects involving professional growth in clinical and practice management areas as well as personal and interpersonal development. Speakers for section programs have included dentists, physicians, psychologists, attorneys, accountants, economists, computer specialists, ergonomic engineers and manufacturing representatives. Section meetings have also been held at the Mayo Clinic in Minnesota and the L. D. Pankey Institute in Florida. Occasionally, a section will combine a meeting with a social function such as dinner at a restaurant or dub, a boating or holiday party, a football game, a family outing.

SECTION MEMBERS aspire to mastering their subject—being continuous students in their area of interest. Their activities include study, research, collaboration, and sharing information through table clinics, essays, limited attendance clinics, audio​visual presentations, case evaluations, office tours and writing articles for professional and lay publications. Each member must contribute to keep the section vital. This cooperation produces knowledgeable, enthusiastic and stimulating clinicians.

Good clinicians know their subjects from personal experience. The clinician is aware of the successes and the failures, the pros and cons, the strengths and weaknesses of the subject of the clinic. After selecting a specific topic, the clinician reviews dental literature, consults with colleagues and experts, designs the visual aids and script, sharpens speaking abilities or publishes a report of findings

A dental clinic presentation contributes to the advancement of the profession and the personal development of the clinician. The benefits of membership in the Clinic Club go beyond establishing professional and personal relationships. Skills developed in research, clinic organization, public speaking, writing and leadership are of value in family, religious, business and community endeavors.
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CREDIBILITY is a necessary quality for any organization. Evidence-based research, clinical practice and journalism are foundations of professionalism. Information must be considered from many perspectives—validity, accuracy, reliability, ethical, controversial and contradictory.

KNOWLEDGE gained is power; knowledge shared is progress. Study dub members master a subject for the benefit of the dub members. Clinic dub members master a subject for the benefit of the members and enthusiastically share this knowledge with their profession. Both the clinician and the audience benefit from a well-planned presentation. The audience learns something new about a procedure or material. The clinician gains from knowledge learned in clinic development and audience feedback and appreciation. This mutual sharing contributes in a small but positive way to the advancement of our profession.

SHARING knowledge with the profession is the primary purpose of the Club; mutual improvement of Club members is necessary but secondary. The Clinic Club goes beyond a study dub or social dub. In the past, when these priorities became reversed, the Club has suffered. When research and techniques were shared freely the Club has prospered. 1
Clinic Club members contribute time, energy and skills to improve the art and science of dentistry. In return for their efforts, clinicians enjoy professional fellowship, experience accomplishment and discover one of the basic principles of successful living—The more you give, the more you receive in return.

Most dentists have developed solutions to problems in their practices that would be of value to their colleagues. The table clinic and published report are readily available forms of communication that allows dentists to share these ideas. This sharing of innovative ideas and clinical techniques is a practical approach to problem solving in dental practice. They are also opportunities to consult with peers on a one-to-one basis.

PROFESSIONAL GROWTH: Membership in the Detroit Dental Clinic Club provides unique opportunities for professional growth. By developing a plan of study, research and clinic design, members enhance their own knowledge and skills. By presenting table clinics and essays at dental meetings and writing scientific articles for publications, members contribute to the advancement of their profession. And, by meeting and working with outstanding clinicians at Club meetings, members grow both personally and professionally.

The Clinic Club is a fellowship of professionals willing to contribute to the advancement of dentistry. Its members accept the challenge of presenting clinics and publishing articles because it benefits their practice, their profession and their personal lives. It is a privilege and an honor to belong to a group with a rich tradition of leadership and goodwill.

R. B. Caldwell, Ann Arbor 
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SECTION GUIDELINES

Section Activities

Members are encouraged to present an original clinic every three (3) years.

The Section holds approximately five meetings each year. Meetings that include spouses and guests, such as a Summer Social or Holiday Party, may also be held.

Section dues may be assessed occasionally if honoraria from clinic presentations at dental meetings are inadequate to sustain Section expenses.

Ensure continuity from year to year by training new leadership and keeping good records.

Sections should be more than places to swap helpful hints and socialize. Each section should be an expert resource its area of interest. Sections should be up-to-date with the latest technologies and methods in their fields and maintain a file of member clinics in these areas.

Section Leaders

Election:

• The Section Director and Secretary/Treasurer are elected to serve two (2) year terms.

• Term for the Section Director continues until a successor is nominated and approved.

• Elections are held at the Section meeting preceding the May Board of Governors meeting.

• Section Director nomination is submitted to Club Secretary at the May Board meeting.

• The nomination must be approved by a three-fourths vote of the Board of Governors.

Annual Report of Section activities is presented to the May Board of Governors Meeting

1.   Membership Roster

• Classification: Active, Invitational, Honorary, Associate, Inactive

• Names Address, Phone, Fax, E-mail, Website

2.   Section Meetings Summary: Dates, Locations, Program and Minutes

3.   Section Clinic Presentations: Dates, Locations, Program titles and presenters

4.   Applications for Invitational and Active membership status

5.   Nominations for new Section Director if term necessary

6.   AGD "List of CDE Courses Sponsored in the Last Twelve Months"
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Constitution:

	ARTICLE II - OBJECTIVES

The objectives of this Club shall be:

1.  To promote high standards of dental science, art and literature.

2.  To provide mutual improvement among dentists.

3.  To contribute to the establishment, enlargement, or improvement of things that are of common interest to dentistry and the Detroit Dental Clinic Club collectively with the various divisions of the American Dental Association and its component organizations.


By-Laws:

	CHAPTER VI - NOMINATION AND ELECTION OF OFFICERS AND DIRECTORS

Section 5 - Directors

Each active Section, at least 30 days prior to the Annual Meeting, shall place in the hands of the Board of Governors, through the Secretary, a nomination for the Director of the Section. This nomination must be approved by a three-fourths vote of the Board of Governors. The approval of a nomination for Director of a Section shall constitute an election. The term of a Director shall continue until a successor is nominated and approved.

CHAPTER VIII - REGULATION

Section 1 — Annual Section Report

At the Annual Meeting the Director of each Section shall present a report of the activities of the

Section during the previous year printed on current Club stationary and include:

a.   Classified roster of members

1.   Active Members

2.   Invitational Members elected to Active status during the past year

3.   Inactive Members still listed with the Section

4.   Invitational Members

b.   Correct addresses and telephone numbers of all members associated with the Section

c.   Brief outline of the year's Section activities including titles, dates and places of clinics given.

Section 2 — Application for Invitational Member

Each Director shall report in writing to the Board of Governors, through the Secretary, all applications on Invitational status. This shall be done at the first Annual Board of Governors Meeting following the applicant's invitation into the Section.

Section 3 — Invitational to Active Member

Each Director shall report, as in Section 2 above, the nomination of each applicant, to Active

Membership, after a minimum of one year as an Invitational Member, for action by the Board of Governors.

Section 4 — Invitational Member Signed Pledge

The Director shall deliver to the Membership Secretary at the Annual Meeting an individual record sheet containing a signed pledge by the applicant for Invitational Membership accompanied by a check for current dues made out to the Detroit Dental Clinic Club.

Section 5 — Section Report Records

Each Section shall keep a record book of Membership, all categories, correct mailing addresses and telephone numbers, and a running log of the activities of the Section including minutes of the Section's meetings.
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Guidelines for Section Leadership

SECTION DIRECTOR

SECTION DIRECTORS share the vision of dink Club founders. Their experience, counsel, and inspiration foster professional and personal growth within the Section membership. They keep the sections active and the members interested and working by planning a definite program to stimulate interest and accomplishment. They build morale by putting members to work and making them a part of the organization. They plan section meetings, arrange opportunities for clinic presentations, assign active members to mentor invitational members in clinic development, and serve as members of the Board of Governors.

1.  Schedule Annual Meeting Programs:

• Schedule annual meeting dates, locations and programs in June

• Preside at all Section meetings, vote in the event of a tie

• Meeting Notice should be sent to Section members at least 30 days before the meeting

• Meeting Agenda should be sent to Section members with the Meeting Notice

• Supply CE vouchers to Section members and return Club copy to CE Coordinator

• Seminar Effectiveness Surveys should be distributed and collected to gain member feedback.

• Maintain "List of CDE Courses Sponsored In the Last Twelve Months"

2.  Promote Clinic Development and Presentations:

• Encourage members to pursue research, present clinics and write publications

• Members should present clinics to the Section for constructive feedback and fine-tuning.

• Arrange for Section table clinic presentations at local, national or international dental meetings

3.  Publish the Section Newsletter:

• Produce a Section newsletter before each meeting to keep members informed

• Include meeting notices, meeting minutes, Section calendars

4.  Recruit Invitational Members:

• Encourage members to bring guests to meetings as prospective members

• Send a welcome letter to Invitational Members and new Active Members

• Process membership applications to the Board of Governors

-    Applications for Invitational Membership, signed pledge, dues check

-    Applications for Active Membership

5.  Manage Section Finances:

• Plan for Section income from honoraria, dues, special assessments or voluntary contributions.

• Approve all bills to be paid; sign official documents

• Provide for an annual audit of accounts by a past Section Director in April

6.  Serve on the Clinic Club Board of Governors:

• Participate actively at Board of Governors meetings (notify President if unable to attend)

• Present an Annual Section Report, Roster & necrology report at the May meeting

• Send Section activity interim reports to Clinic Club Newsletter editor

7.  Submit an Annual Report:

Provide the Clinic Club Secretary with a copy of all reports and official correspondence for inclusion in the Annual Proceedings of the Club. All materials must bear a date.
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8. Preserve Section Archive Records:

Pass the Section archives to the successor Section Director.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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SECTION DIRECTOR

Forms and Letters

Director:

1.    Section Calendar

2.    Section Member Survey

3.    Section Meeting Notice, Agenda & Response method

4.    Section Clinic Opportunities

5.    Section Annual Activity Report

6.    Member Information Card

7.    Member List of Clinics & Publications

8.    Member Clinic Summary Sheet

9.    Letter: Welcome Prospective Member to a Section Meeting

10.    Letter: Confirmation/Thank You for Meeting Facility

11.    Letter: Confirmation/Thank You for Member Hosting Social Event

12.    Letter: Confirmation/Thank You for Program Presenter

13.    Letter: Confirmation/Thank You for Secretary/Treasurer

14.    Letter: Confirmation/Thank You for Auditor

15.    Letter: Promote Section Clinics at Dental Society Meetings

16.    Letter: List members presenting clinics to Director of Clinics

ANNUAL SECTION ACTIVITY SUMMARY

	
	2000-01
	2001-02
	2002-03
	2003-04
	2004-05
	2005-06
	2006-07
	2007-08
	2008-09
	2009-10
	2010-11
	2011-12
	2012-13
	2013-14
	2014-15
	2015-16

	Section Meetings #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance#
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	
	2016-17
	2017-18
	2018-19
	2019-20
	2020-21
	2021-22
	2022-23
	2023-24
	2024-25
	2025-26
	2026-27
	2027-28
	2028-29
	2029-30
	2030-31
	2031-32

	Section Meetings #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Membership #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Clinics Presented #
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Board Attendance#
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Annual Report
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SECTION SECRETARY/TREASURER

Section Secretary/Treasurer Procedures:

1.  Meeting Minutes:

• Record attendance and minutes for each Section meeting and activity.

• Publish minutes for amendment and approval at the following meeting.

2.  Membership Roster:

• Update me Section member roster on May1 for the Annual Section Activity Report.

• Publish the Section roster to Section members once a year.

3.  Local Arrangements:

• Furnish guest name tags, sign-in sheet, speaker equipment at meetings.

• Locate light switches, electrical outlets, restrooms.

• Introduce guests and sponsors; facilitate hospitality at meetings.

• Distribute continuing education forms before the end of the meeting. Send hard copies to Continuing Education Coordinator: Norm Herbert.

4.  Dues:

• Send Section dues statements to Section members when appropriate.

• Deposit dues payments in Section bank account.

5.  Section Banking:

• Arrange for a bank account transfer and signature cards at end of term.

• Manage the Section checking, savings or investments accounts.

• Issue checks for payment of Section bills approved by the Director.

• Deposit checks received from all Section income.

6.  Outgoing Section Director Plaque:

• March: order the plaque (cost not to exceed the fee for a panoramic radiograph).

• Present the plaque at the Section meeting following the May Annual Clinic Club Meeting.

	Prior to the May meeting, review and update procedures outlined for this position. Provide the Secretary with a copy of the annual report and official correspondence for inclusion in the Annual Proceedings of the Clinic Club. All materials must bear a date.
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Guidelines for Section Leadership

SECTION SECRETARY/TREASURER

Forms and Letters

Secretary/Treasurer:

1.    Section Minutes

2.    Section Roster

3.    Local Arrangements Checklist

4.    Meeting Sign-in Sheet

5.    Bank Transfer Form & Signature Cards

6.    Section Dues Statements (if necessary)

7.    Section Treasurer Report
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Detroit Dental Clinic Club

Established 1914

SECTION MEETING

__________________________

WELCOME!

PLEASE SIGN IN

DATE: _________________ 








LOCATION: ____________________

	
	Name
	Address
	City

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	11.
	
	
	

	12.
	
	
	

	13.
	
	
	

	14.
	
	
	

	15.
	
	
	

	16.
	
	
	

	17.
	
	
	

	18.
	
	
	

	19.
	
	
	

	20.
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SECTION INVITATIONAL MEMBER

Invitational Membership Application:

Section Member:

• Invite a candidate for Invitational membership to a Section meeting

• Present information explaining the history and activities of the Clinic Club 

Section Director:

• Welcome the prospective member to the Section.

• Notify Secretary of Invitational member's address for newsletters mailings. 

Invitational Member:

• Maintain membership in the American or Canadian Dental Association.

• Attend all Section meetings.

• Willingly accept duties assigned by the Section Director. 

Board of Governors Annual Meeting (May):

• Secretary receives names of prospective members approved for Invitational membership.

• Treasurer receives check for Clinic Club dues from Invitational member.

Invitational Membership to Active Membership:

Invitational Member:

• Attend all Section meetings.

• Willingly accept duties assigned by the Section Director.

• Present a short clinic to the Section within the first year of Invitational membership.

• Serve a minimum of one year as an Invitational member.

• Pay Clinic Club dues and/or Section dues as required. 

Section Director:

• Assign a Section member to help Invitational member develop a clinic.

• Periodically check on the progress of clinic development.

• Assign Invitational member a Section meeting date for presenting a clinic to the Section. 

Section Members:

• Welcome Invitational member to Section activities.

• Assist Invitational member with clinic development.

• Approve Invitational member for Active membership by 3/4 votes. 

Board of Governors Annual Meeting (May):

• Membership Secretary receives

- Names of Invitational members approved for Active membership by Section vote.

- Individual record sheets containing a signed pledge by the applicants.

- Check for Clinic Club dues from Invitational member.

• Board approves Active membership by 3/4 votes.

Dues: Clinic Club dues are not required until the June dues notice following Invitational membership. Some Sections may require section dues.
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SECTION INVITATIONAL MEMBER

Constitution and By-Laws:

	ARTICLE V - MEMBERSHIP

The Club shall consist of Invitational, Active, Inactive, Associate, Honorary, and Life Members.

A candidate for Membership must sign the following form of application: "I desire to become a member of the Detroit Dental Clinic Club, and having carefully read its Constitution and By-Laws, hereby promise, if admitted to membership, to endeavor to further the objectives of this Club, as stated in Article II of the constitution."

SECTION 1 - INVITATIONAL MEMBERS

c.   An Invitational Membership may be extended to an ethical dentist who is a member in good

standing in the American Dental Association or the Canadian Dental Association and whose

standards and efforts are directed toward delivering the highest type of service to patients and who is of good moral standing. The name of the candidate for Invitational Membership shall be

submitted by the Director of a Section to the Board of Governors only after a favorable majority vote of the Active Members of the Section to which the candidate is invited.
d.   An Invitational Member shall be required to attend all meetings of the Section extending the invitation for membership, unless excused by the Section Director, and shall willingly accept and fulfill all duties and obligations as assigned by the Section Director. 

c. Invitational Membership may be terminated for good and sufficient reasons by a three-fourths vote of the Active Members of the Section involved. No review of such action by the Board of Governors is required. The Director of the Section shall inform the Secretary of the Club of such membership termination.
SECTION 2 - ACTIVE MEMBERS

Active Members shall be chosen in the following manner:

a. A member of the American Dental Association or the Canadian Dental Association who shall have participated as an Invitational Member in the activities of the Club for a period of one year or more may be nominated for Active Membership by three-fourths vote of the Active Members of the involved Section.

b. Election to Active Membership must be by a three-fourths vote of the Board of Governors.

c. A dentist of recognized ability may be elected by a three-fourths vote of the Board of Governors, provided that a majority of the members in said Section approve.
SECTION 3 - INACTIVE MEMBERS                                                                                                   

Active Membership status may be changed to Inactive for good and sufficient reasons, upon                            recommendation of the Director of the Section, and three-fourths vote of the Board of Governors. Inactive Members may have all Club privileges except voting or holding office.

SECTION 4 - ASSOCIATE MEMBERS

a. Invitation may be extended to a member of the dental or an allied profession to work with the Club as an Associate Member upon recommendation of three-fourths vote of the Active Members of a Section, submitted through the Director of said Section to the Board of Governors, and three-fourths vote of the Board of Governors. Associate Members may have Club privileges except voting or holding office.

b. When an Active Member gives up an active practice of Dentistry in order to return to graduate study leading to a specialist certificate or a masters degree, the Active Member may, by three-
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	fourths vote of the members present at a Board of Governors meeting, be granted exemption from dues and be elected an Associate Member until such time as the graduate education is completed.

SECTION 5 - HONORARY MEMBERS

An individual, not necessarily a dentist, who has made valuable contributions to dentistry, or has rendered important service either in the development of the Detroit Dental Clinic Club, or similar organizations elsewhere, may be elected to Honorary Membership upon the recommendation of the Board of Governors and three-fourths vote of the members present at a regularly called meeting. Honorary Members may enjoy ail Club privileges except voting or holding office.

SECTION 6 - LIFE MEMBERS

a.  A Member of the Detroit Dental Clinic Club who has been a dues paying member for a minimum of twenty-five consecutive years, has attained the age of 65 years, and is not indebted to the Club, shall be eligible for Life Membership in the Club. Life Members shall enjoy all Club privileges.

b.  Application for Life Membership must be made in writing by the member to the Board of

Governors, through the Membership Secretary. If the member qualifies, the Board shall classify the Active Member as a Life Member.

c.  In extenuating circumstances, at the discretion of the Board of Governors, the above requirements may be waived and a member may be elected to Life Membership by three-fourths votes of the members present at a Board of Governors meeting and a three-fourths vote of the members present at a regularly scheduled general meeting.

SECTION 7 - TERMINATION OF MEMBERSHIP

a. Any membership may be terminated by a three-fourths vote of the Board of Governors for unprofessional conduct, negligence, low standards of practice, or any disorganizing influences.

b. A member who fails to fulfill any financial obligations to the Club within twelve months after billing shall automatically be dropped from membership. (This paragraph to be printed on statements.) A letter so stating shall be sent to the member by the Membership Secretary.

c. Members must maintain membership in the American Dental Association or the Canadian Dental Association in order to retain membership in this Club.
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	Detroit Dental Clinic Club

Established 1914




MEMBER CLINIC SUMMARY SHEET

CLINICIAN INFORMATION:

	NAME:

MAILING ADDRESS


	SECTION:

DAYTIME PHONE:

E-MAIL ADDRESS:


CLINIC INFORMATION:

	CLINIC TITLE:
	SUBJECT (CHECK ONE):

(CROWN & BRIDGE

(DIRECT RESTORATION

(ENDODONTICS

(IMPLANT DENTISTRY

(ORAL MEDICINE

(ORAL SURGERY

(ORTHODONTICS

(PERIODONTICS

(PRACTICE ADMINISTRATION

(PROSTHODONTICS

(PREVENTIVE DENTISTRY

	BRIEF CLINIC SUMMARY:
	

	CLINIC TYPE:

(TABLE CLINIC 

(ESSAY 

(SEMINAR  
(PUBLICATION

	EQUIPMENT NEEDED

(ELECTRICAL OUTLET 

(TABLE LAMP   (SLIDE PROJECTOR & TABLETOP SCREEN

(OTHER:


PRESENTATION INFORMATION

	MEETING SPONSOR 

MEETING LOCATION:

CITY___________________BUILDING__________________ROOM_____________

PRESENTATION TIME: 

DATE__________         DAY________________         TIME: __________________

POST-CLINIC DINNER:

DINING ROOM: ___________________    ADDRESS:___________ TIME:____________
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MEMBER INFORMATION RECORD
	Invitational Member Application

MEMBER NAME________________________________

SECTION :           ________________________________

SECTION DIRECTOR: ___________________________

SECTION SPONSOR: ____________________________

May Meeting Date: ______________________________

(ADA or CDA Membership 

(Dues Paid

Dental School Attended___________________________

Year of Graduation:__________

Membership Pledge:

“I desire to become a member of the Detroit Dental Clinic Club, and have carefully  read its Constitution and By-Laws, hereby promise, if admitted to membership, to endeavor to further the objectives of this Club, as stated in Article II of the Constitution”  
Signature: _______________________________

Date: ___________________

Member Directory Information

Office Address:    ________________________________

_________________________________

Office Phone:       ________________________________

Home Address:    ________________________________

_________________________________

Home Phone:        ________________________________

FAX Number:       ________________________________

E-mail Address:    ________________________________

Website:                ________________________________
	Active Member Nomination

(Attended section meeting for at least one year

(Section clinic development and presentation

(Section ¾ vote of approval

Date: _____________

(Board ¾ vote of approval

Date: _____________

Notes: 


RED = Items Required By The Constitution & By-Laws
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Name: ____________________________________________

Clinics and Publications

	Title & Summary
	Presentation Dates
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Guidelines for Section Leadership

SECTION ROSTER

DIRECT RESTORATION SECTION

MEMBERSHIP ROSTER—JANUARY 2003

DIRECTOR: ROBERT B. CALDWELL

ACTIVE:

	LAST NAME
	FIRST NAME

SPOUSE
	OFFICE PHONE

HOME PHONE
	OFFICE ADDRESS

HOME ADDRESS
	E-MAIL ADDRESS

FAX

	Barsamian


	Mark 

Linda
	(734)422-2890 

(248)380-2877
	29627 Ford Rd, Garden City 48135
	mtbars@globaldsl.net

(734)422-2891

	Caldwell


	Robert

Carole
	(734) 761-5484

(734) 769-0079
	606 W Stadium Bl, Ann Arbor 48103

3424 Craig Rd, Ann Arbor 48103
	rbcaldwell@earthlink.net

(734)769-7511

	Chase


	William
	(517)263-3400 

(734)761-26l0
	770 Riverside, Adrian 49221

2734 Winter Garden Ct, Ann Arbor 48105
	wrchase@comcast.net 

(734)761-8645

	Frizzo


	Mark

Wendy
	(248)855-3435

(248)645-2962
	31300 Ludden,Farmington Hills 48334
	

	Gerstner


	Richard

Trudy
	(810)773-4550 

(313) 885-7852
	28130 Harper, St Clair Shores 48081
	dentalRJG@aol.com

(313)885-4319

	Herbert


	Norman

Joan
	(586)775-6580 

(586) 939-4836
	16375 Nine Mile Rd, Eastpointe 48021
	L1j2s3@aol.com

	Hyland


	Robert

Joy
	(517) 546-2240 

(517) 548-0090
	820 Byron Rd Ste 800, Howell 48843
	(517)548-0760

	Mastromatteo


	Joseph 

Sandy
	(248) 693-1331 

(248)644-9105
	312 S Broadway, Lake Orion 48362 

7280 Kingswood, Bloomfield Twp 48301
	zeppe@comcast.net 

(248)693-7385

	Niemann


	Walter

Ann
	(734)481-0291
	620 Cliffs Dr Apt. 204B, Ypsilanti 48198
	

	Okoniewski


	Gregory 

Liz
	(248)852-1820

(248)969-1401
	3926 Auburn Rd, Auburn Hills 48326

2754 Deer Trail Oxford 48370
	gokoniewski@prodigy.net

(248)969-1402



	Olson


	Robert

Marcia
	(248)557-4488

(248) 642-0397
	32823 Long Bow Ct, Beverly Hills 48025
	robolson@comcast.net

(248) 642-0397

	Paler


	Ronald

Mary Jo
	(734)425-5580

(810)220-4096
	32363 Ann Arbor Trail, Westland 48185


	drpaandwh@aol.com

(734)425-9340

	Schmitt


	Francis
	(734) 422-3012
	31211 Brown St, Garden City 48135
	fschmitt@comcast.net


INVITATIONAL:

	LAST NAME
	FIRST NAME

SPOUSE
	OFFICE PHONE

HOME PHONE
	OFFICE ADDRESS

HOME ADDRESS
	E-MAIL ADDRESS

FAX

	Bogrow
	Earl


	(248) 827-1900
	28411 Northwestern Hy Ste 225 Southfield 48034
	ebogrow@aol.com

	Tseng
	Irene
	(734) 422-4900
	29626 Ann Arbor Trail, Westland 48185
	doc@iatsengdental.com
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	LAST NAME
	FIRST NAME

SPOUSE
	OFFICE PHONE

HOME PHONE
	OFFICE ADDRESS

HOME ADDRESS
	E-MAIL ADDRESS

FAX

	Barone
	William 

Marian
	(904) 683-5494
	3136 Saw Mill Lane, Springhill FL 34606
	

	Barrett
	Edward 

Thelma
	(248) 651-1990
	1961 Pondview Ct, Rochester Hills 48309
	

	Fusilier
	Ozman

Mary
	(715) 425-9474
	2604 Golf View Dr, River Falls WI 54022
	

	Helfrich
	Stewart

Jane
	(248) 626-8555
	5582 Kingsmill Dr, Bloomfield 48301
	

	Jones
	Bruce

Joan
	(734) 676-6657
	20940 Thorofare, Grosse Ile 48138
	bjones6657@ameritech.net

(734)676-0307

	McDonald
	Richard 

Beverly
	(248)623-0632
	6715 Welleslet Terrace, Clarkston 48346
	dick@topo-gigio.com

(248)623-1252

	Ohlsson
	John

Lois
	(248) 651-5262
	300 Camelot Way, Rochester 48306
	lgo701@aol.com

(248)651-1632



	Robeson
	Wayne 

Mary Jane
	(313) 561-0472
	536 N Gully, Dearborn 48128
	

	Youngs
	Richard 

Lela
	(517) 265-5405
	919 Lincoln,Adrian 49221
	dy78@tc3not.com


HONORARY:

	Powers              
	John   
	(713) 792-4191
	6516 John Freeman, Houston TX 77225
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SECTION HISTORY

DIRECT RESTORATION SECTION

Past Directors • Secretaries

	1929-30         G E Madison • L Jones

1930-31         G E Madison

1931-32         G E Madison

1932-33         A W Haidle

1933-34         F E Koepel

1934-35         F E Koepel

1935-36         W S Anderson

1936-37         W S Anderson

1937-38         Thomas E Thompson

1938-39         J G Coggan

1939-40         J G Coggan 

1940-41                 -0-

1941-42         F E Koepel

1942-43         F E Koepel

1943-44         Gerald G Wright

1944-45         Gerald G Wright

1945-46         Gerald G Wright

1946-47         E A Alexander

1947-48         E A Alexander • O J Fusilier

1948-49         E A Alexander • O J Fusilier

1949-50         O J Fusilier • Al Sawicki

1950-51         O J Fusilier • Al Sawicki

1951-52         Harold Dix • George Miller

1952-53         Harold Dix • George Miller

1953-54         Francis Schmitt • G Miller

1954-55         Francis Schmitt • G Miller

1955-56         Harold Luria • E Moeller

1956-57         Harold Luria • E Moeller

1957-58         Edward Moeller • S Helfrich

1958-59         Edward Moeller • S Helfrich

1959-60         Norm Strong • S Helfrich

1960-61          Norm Strong • S Helfrich

1961-62         Stewart Helfrich • W Robeson

1962-63         Stewart Helfrich • W Robeson

1963-64         Wayne Robeson • R Laidlaw

1964-65         Wayne Robeson • R Laidlaw

1965-66         Robert Laidlaw • R Youngs

1966-67         Robert Laidlaw • R Youngs

1967-68         Richard Youngs • Niemann

1968-69         Richard Youngs • Niemann

1969-70         Walter Niemann • B Jones

1970-71         Walter Niemann • B Jones
	1971-72       Bruce Jones • W Barone

1972-73       Bruce Jones • W Barone

11973-74     William Barone • R Caldwell

11974-75     William Barone • R Caldwell

1975-76       Robert Caldwell • J Mastromatteo

1976-77       Robert Caldwell • J Mastromatteo

1977-78       Joseph Mastromatteo • N Herbert

1978-79       Joseph Mastromatteo • N Herbert

1979-80       Norman Herbert • R McDonald

1980-81        Norman Herbert • R McDonald

1981-82       Richard McDonald • R Chase

1982-83       Richard McDonald • R Chase

1983-84       William Chase • E Barrett

1984-84       William Chase • E Barrett

1985-86       Edward Barrett • R Olson

1986-87       Edward Barrett • R Olson

1987-88       Robert Olson • G Okoniewski

1988-89       Robert Olson • G Okoniewski

1989-90       Greg Okoniewski • M Frizzo

1990-91       Greg Okoniewski • M Frizzo

1991-92       Mark Frizzo • K Hoppe

1992-93       Mark Frizzo • K Hoppe

1993-94       Kathryn Hoppe • R Hyland

1994-95       Kathryn Hoppe • R Hyland

1995-96       Robert Hyland • R VanDeVelde

1996-97       Robert Hyland • R VanDeVelde

1997-98       Robert VanDeVelde •R Gertstner

1998-99       Richard Gertstner • M Barsamian

1999-00       Richard Gertstner • M Barsamian

2000-01        Marie Barsamian •

2001-02       Mark Barsamian •

2002-03       Robert Caldwell •


•Appellate, S G. (1947). The Detroit Dental Clinic Club
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SECTION CALENDAR

DIRECT RESTORATION SECTION

SECTION CALENDAR

2002-2003

	DATE
	DAY
	
	CITY  
	MEETING SITE
	SPONSOR
	PROGRAM

	Aug 30
	Fri
	9-4:30
	Ann Arbor
	Sheraton Hotel
	University of Michigan
	Direct Composite Techniques 

Made Easy- Paul Belvedere

	Sept 14
	Sat
	11-1 

1-4
	Ann Arbor
	Bob Caldwell's Home
	SECTION MEETING
	Surgi-Tel Telescopes 

Serial Clinics Development

	Oct 17
	Thur
	7-9
	Romulus
	Kerr Mfg Co
	SECTION MEETING
	Kerr Posterior Composites

	Nov 7
	Thur
	7-9
	Farmington
	Steak & Ale Farmington
	SECTION MEETING
	Section member table clinics

	Nov
	Sat
	11-2
	Dearborn
	Hyatt Regency Dental Review
	Detroit District Dental Society
	Table Clinic Presentations

	Dec 5
	Thur
	6:30-9:00
	Detroit
	Rattlesnake Club
	Clinic Club Meeting
	Cosmetic Dentistry

Dr Richard Bernstein

	Dec 14
	Sat
	7-10
	Ann Arbor
	Bob Caldwell's Home
	SECTION MEETING
	Christmas Dinner Party

	Jan 23
	Thur
	7-9
	Farmington
	Steak & Ale Farmington
	SECTION MEETING
	3M Posterior Composites

	March 1
	Sat
	11-2
	Chicago
	McCormick Center
	Chicago Dental Society
	Table Clinic Presentations

Section Members

	March 6
	Thur
	6:30-9:00
	Detroit
	Rattlesnake Club
	Clinic Club Meeting
	TBA

	April 3
	Thur
	7-9
	Farmington
	Steak & Ale Farmington
	SECTION MEETING
	Rehearse Section Serial Table Clinics for MDA Meeting 

	May 1
	Thur
	6:30-9:00
	Detroit
	Rattlesnake Club
	Clinic Club Meeting
	Annual Meeting

	May 17
	Sat
	11-2
	Grand Rapids
	Convention Center
	Michigan Dental Assn
	Table Clinic Presentations Section Members
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SECTION MEMBER SURVEY

DIRECT RESTORATION SECTION

SECTION MEMBER SURVEY • AUGUST 2002

MEMBER NAME:

ONCE AGAIN IT IS TIME FOR MEMBERS TO PLAN OUR SECTION ACTIVITIES FOR THE COMING YEAR. PLEASE, COMPLETE THIS ANNUAL SURVEY AND RETURN IT TO THE SECTION DIRECTOR. DUE: AUGUST 20th
A. Clinic Presentations: list clinics you want to present during the coming year.         

	Clinics Planned 2002-03
	Table Clinic
	Essay
	Seminar

	Clinic Title:

Location:

Date:

Time:
	
	
	

	Clinic Title:

Location:

Date:

Time:
	
	
	

	Clinic Title:

Location:

Date:

Time:
	
	
	

	Clinic Title:

Location:

Date:

Time:
	
	
	


B. SECTION MEETINGS: CHECK THE ACTIVITIES YOUR WOULD LIKE TO SEE AT FUTURE SECTION MEETINGS.

___________ Clinic presentation by Invitational members.

___________ Clinic presentation by Active members.

___________ Presentation by dental manufacture rep for materials/procedures update

___________ Visit a member's office

___________ Workshop on clinic development

___________ Other:

___________ Other:

___________ Other:

C. ADDRESS CHANGES:
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D. MEMBER ACTIVITY QUESTIONNAIRE :

To help in planning our Section meetings during the coming year, please circle the Section activities you will be able to attend.

Circle your response

Yes 
•  
No    Aug 30        Fri       
U of M sponsored lecture Dr. Belvedere, Ann Arbor

Yes 
•  
No    Sept 14      
Sat       
Section Meeting - Surgical Telescopes

Yes 
•  
No    Oct 17        
Thur     
Section Meeting - Kerr Dental Mfg. Romulus

Yes 
•  
No    Nov 7          
Thur     
Section Meeting - Section Member Table Clinics

Yes 
•  
No    Nov 23        Sat       
Detroit Dental Review—Table Clinic Presentations

Yes 
•  
No    Jan 23        
Thur     
Section Meeting - 3M Rep on Posterior Composites

Yes 
•   No     Mar 1         
 Sat       
Chicago Midwinter Meeting—Table Clinic Presentations

Yes 
•  
No    Apr 3          
Thur     
Section Meeting - Serial Table Clinics Presentation

Yes 
• 
 No   May 17       
Sat       
MDA Meeting Grand Rapids—Table Clinic Presentations

E. SUGGESTIONS FOR THE FUTURE OF THE SECTION AND CLINIC CLUB:
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DIRECT RESTORATION SECTION

SECTION MEETING • SATURDAY, SEPT. 14,2002

[image: image8.png]



Tailgate Party & Clinic Development

(Michigan's football team plays Notre Dame in South Bend)

Date: Saturday, September 14, 2002

Time: 11:00 A.M.

Place: Bob Caldwell's Home 3424 Craig Rd., Ann Arbor 48103 (map on back)

Agenda

11:00 AM     
Vision magnification demonstration by Surgi-Tel Surgical Telescopes 

12:15 PM      
Lunch & Section Meeting

01:45 PM      
Table Clinic Development Session

Serial Table Clinic Preliminary Outlines

Visual Aids: Convert small images to 8' x 10' photographic prints:

• bite-wing radiographs 

• photographic slides 

• demonstration models

• photographs

• tables & charts from articles

• magazine photos

· Bring a pencil sketch of your table clinic layout to the meeting  

· Bring radiographs, slides, models, photos, etc. for enlarging
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	Detroit Dental Clinic Club

Established 1914


DIRECT RESTORATION SECTION

News Notes

September 15,2002

To:        Direct Restoration Section Members 

From:    Bob Caldwell, Section Director 

Re:       Section Activities 2002-03

NEXT SECTION MEETING

The next Section meeting on October 17th, will be held at the Kerr Dental Corporation in Romulus near Metro Airport at 8:00 PM. Kerr representatives will discuss posterior composite materials and devices. The Kerr Corporation has a long history with the Detroit Dental Clinic Club. In 1923, Mr. Robert Kerr, president and founder of the company, offered the Club a furnished room at Ken's headquarters in downtown Detroit for a meeting place. Club meetings were held there for nearly 30 years. Robert Kerr was a true friend of dentistry and the Detroit Dental Clinic Club. The Direct Restoration Section has a long tradition of visiting Kerr every few years for an update on Kerr dental products.

CLINICAL SEMINAR

Mark Barsamian and I attended the University of Michigan seminar "Direct Composite Techniques Made Easy" presented by Dr. Paul Belvedere on August 30th. The presentation was excellent and contrasted significantly with Dr. John Kanca's seminar in May. At lunch you could hear the controversy between "bulk placement" and "layered placement" discussed with some emotion. A summary of the two differing philosophies is included in the Posterior Composite Restoration, Materials and Procedures Survey.

POSTERIOR COMPOSITE SURVEY

Enclosed is the first draft of our section's Posterior Composite Survey. We need your help—please add your expertise to the survey by completing it, making suggestions to improve it, and mailing it back to me by September 30. After our section members revise and fine-tune the survey, it will be sent to dentists in southeastern Michigan who may be good candidates for membership in our section. Each Direct Restoration Section member will be given twelve stamped mailing packets containing a survey with a stamped return envelope. Section members can address them to dentists they know who are good clinicians. Response to the Survey will identify dentists who are interested in clinical research and have the initiative to do something about it.
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NEW MEMBERS

Another way to increase our membership is to done our active members who presented table clinics at the Michigan Dental Association Annual Meeting on Friday, May 10th in Lansing.

MARK BARSAMIAN presented "Drug References in Your Pocket." Mark is the current chairman of the Detroit District Dental Society's annual Dental Review, and serves as secretary and editor for the Clinic Club. Mark will be developing one of the posterior composite serial clinics.

RON PALER presented his clinic "Is There a Procera in Your Future." Ron was awarded life membership in the Michigan Dental Association this year. His "life" includes decades of leadership in organized dentistry and excellence in dental practice.

RICH GERSTNER presented his clinic 'Tame to Bite the Green Cube." Rich is serving as Clinic Club treasurer. He can always be counted on to support our Section activities. He will also be developing a posterior composite serial clinic.

FRANCIS SCHMITT presented two clinics "Conservative Amalgams, Decades of Success" and "Fluoridation Update." Using a series of radiographs, Francis demonstrated the success of tunnel amalgams and one surface mesial amalgams on first molars over a span of over thirty years. His contributions to organized dentistry and community service are legendary.

WALLY NIEMANN presented his clinic "Headache—The Dental Connection." Wally retired after forty-nine years of dental practice and remains active in clinking. He is a "can do" professional who sees a need and does something about it without being asked. His photography has graced the covers and pages of many dental journals over the years. Last year he received the award for best table chide at the Michigan Dental Association Annual Meeting in Detroit.

POSTERIOR COMPOSITE SERIAL CLINICS

Mark Barsamian and Rich Gerstner will be developing two of the serial clinics. We need two more clinicians to complete the project. Here is a list of clinics to be developed. If you already have a clinic that fits the program or if you want to develop one—let me know.

	
	Title
	Clinician

	1.
	Preparation

Dry field Vision

Cavity design

Decontamination
	

	2.
	Matrix

Matrix band 

Matrix retainer 

Matrix seal
	

	3.
	Bonding

Adhesive resin 

Flowable composite resin

Posterior composite resin
	

	4.
	Finish and Polish

Proximal margins 

Occlusal function 

Lateral function 

Polish
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SECTION MEETING AGENDA & MINUTES

	Detroit Dental Clinic Club

Established 1914


DIRECT RESTORATION SECTION 

Meeting Agenda

Saturday, September 14,2002 


Bob Caldwell's Home

A.  Call to order: Time:                         by:

B.  Attendance:

C.  Approve minutes of previous meeting as published — Secretary

D.  Reports of Officers

Director:

• DDCC Planning Committee

• Proposed Section Mergers

• Revised Constitution & Bylaws Secretary/Treasurer:

• Financial report

E.  Reports of Standing Committees

Membership:

• Section and Clinic Club information sent to prospective members

• Membership kit handout at table clinic presentations (welcome letter + WICC) 

Clinic Presentations:

• Sat 12-2     November 23 Detroit Dental Review (Section dinner at Bennihana)

• Sat 10:30-1 March 1 Chicago Midwinter Meeting, (Section dinner at Lawry's)

• Sat 11-2     May 17 MDA in Grand Rapids, (Section dinner at Cygnus)

F.   Unfinished Business

Critique Section clinics presented at MDA Annual Meeting in May 

Section Meetings: Date - Time - Place - Dinner - Program• Oct 17  Kerr- Posterior Composites;

• Nov 7   Section Member Clinics

• Jan 23   3M — Posterior Composites
• April 3 Section Serial Clinics Rehearsal for MDA Annual Session 

Serial clinic on posterior composite restorations

• Drs. John Kanca and Paul Belvedere lecture notes

• Posterior Composite Survey mailing

• Dental school contacts U of M, U of IDM

• Dental Manufacturer presentations
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• Literature research

• Clinicians: members, staff, invitational members

G. New Business

Clinic opportunities:

• Oakland

• Saginaw Valley

• Thumb

• Macomb

• Jackson

• Central

• Toledo

• Greater Cleveland

• Windsor

Clinic publications:

• JADA mini clinic guidelines

• JMDA

• Chicago Dental Bulletin

• DDCC Newsletter

• Detroit Dental Society Bulletin

• JAGD

• Dental Economics

Public relations & marketing program:

• Scheduled news releases to dental publications

• Photos with caption + synopses 

Future meetings:

• Oct 17 agenda

• Mackinac Island Grand Hotel $145/day in September

H. Applications for Membership

I.   Election of New Members

J.   Program: Table Clinic Development

K. Adjournment for food, refreshments and friendship
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DIRECT RESTORATION SECTION

MEETING MINUTES • SATURDAY, SEPTEMBER 14,2002

Attendance: Mark Barsamian, Bob Caldwell, Rich Gerstner, John Ohlsson, Wayne Robeson and Francis Schmitt.

MEETING PROGRAM began at 11:30 AM at the offices of General Scientific Corporation in Ann Arbor, developers of SurgiTel surgical telescopes. Dr. B J Chang, president of the company, discussed the history and ergonomic engineering features of SurgiTel surgical telescopes and illumination systems. Dr. Chang began his career as an environmental and ergonomic engineer designing cockpit optical display systems for military fighter planes. Economically designed surgical telescopes benefit the patient (improved visual acuity), the doctor (improved working comfort), the practice (improved productivity) and the staff and family (improved disposition). Ergonomic features include double frame hinges, double nose pads, lightweight, side shields, precision optics, as well as, customizable magnification, working distance, depth-of-field, width-of-field and declination angle.

Each section member tried the surgical telescopes and illumination using a mannequin head in an operating position. The vision enhancement from magnification, depth of field and shadow-free illumination were dramatic. But, the working posture improvement created by ergonomic design was the most impressive feature. The operator automatically sat up straight in a comfortable working position with eyes forward and minimal head tilt Posture improvement prevents and reverses visual and musculoskeletal (head, neck, shoulder, arm, back) fatigue and pain experienced by many surgeons, dentists and hygienists. Such work related discomfort can lead to decreased productivity, corrective surgery or early retirement.

[image: image9.png]Dr. B. J. Chang, president of General Scientific Corporation,
explains the history and ergonomic features of SurgiTel surgical
telescopes. Ergonomic technologies were derived from military
research in weapon guidance and imaging systems.

Dr. John Ohlsson demonstrates the vision enhancement and
posture improvement of surgical telescopes and illumination.
Standing from left: Drs. Francis Schmitt, Richard Gertsner, Mark
Barsamian and B. J. Chang.




BUSINESS MEETING was called to order at 2:35 PM after lunch by Bob Caldwell at his home in Ann Arbor. The house was decorated in maize and blue from flags, kitchen cabinets, place mats, dishes, utensils and cups to blue and yellow M &Ms and jelly beans. A small tribute to U of M football including Bo's bobble head doll was displayed in the indoor garden at the front door entrance. It didn't help: MICHIGAN 23—NOTRE DAME 25.

Section mergers proposed by the Clinic Club Board of Governors were discussed. Gold Foil and Endodontic Sections may be merged with the Direct Restoration Section.

The Clinic Club Planning Committee, chaired by Ollie Marcotte, is promoting stronger ties between the Sections. He has proposed a Clinic Club website to consolidate information such as Club history, organization and newsletter, meeting calendar and reservations, member contacts and dental website links.

Our members agreed that the Direct Restoration Section would send our program notices to all Section directors to promote stronger ties and boost program attendance.

The balance of the business meeting was devoted to refining our Direct Posterior Composite Restoration Survey describing the preparation, matrix, placement and finishing phases of posterior composite restorations.

Meeting was adjourned at 4:00 PM.                                                   R. B. Caldwell, Director
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TABLE CLINIC OPPORTUNITIES 2002-2009

	Event Dates
	Sponsor
	Event
	Location
	Deadline

	2002
	
	
	
	

	2002  09/12-15 
	Ohio Dental Assn
	Annual Session
	OH Columbus  
	

	2002  10/9-23
	American Dent Assn
	Annual Session
	LA New Orleans
	

	2002   11/22-24
	Detroit District Den Soc
	Detroit Dental Review
	MI Dearborn
	

	2003
	
	
	
	

	2003  02/27-02 
	Chicago Dental Society
	Midwinter Meeting
	IL Chicago
	

	2003  03/19
	Toledo Dental Society
	Annual Spring Clinic
	OH Sylvania
	

	2003  05/15-18
	Michigan Dental Assn
	Annual Meeting
	MI Grand Rapids  
	

	2003  09/11-14
	Ohio Dented Assn
	Annual Session
	OH Columbus
	

	2003  10/23-26
	American Dent Assn
	Annual Session
	CA San Francisco
	

	2003   11/21-23
	Detroit District Den Soc
	Detroit Dental Review
	MI Dearborn
	

	2004
	
	
	
	

	2004   02/19-22
	Chicago Dental Society
	Midwinter Meeting
	IL Chicago
	

	2004  03/24
	Toledo Dental Society
	Annual Spring Clinic
	OH Sylvania
	

	2004  05/20-23
	Michigan Dental Assn
	Annual Meeting
	MI Detroit
	

	2004  09/16-19
	Ohio Dental Assn
	Annual Session
	OH Columbus
	

	2004  09/30-03
	American Dent Assn
	Annual Session
	FL Orlando
	

	2004   11/19-21
	Detroit District Den Soc
	Detroit Dental Review
	MI Dearborn
	

	2005
	
	
	
	

	2005   02/24-27
	Chicago Dental Society
	Midwinter Meeting
	IL Chicago
	

	2005
	Michigan Dental Assn
	Annual Spring Clinic
	
	

	2005  10/06-09
	American Dent Assn  
	Annual Meeting
	PA Philadelphia
	

	2005   11/
	Detroit District Den Soc
	Detroit Dental Review
	MI Dearborn
	

	2006
	
	
	
	

	2006   02/23-26
	Chicago Dental Society
	Midwinter Meeting
	IL Chicago
	

	2006
	Michigan Dental Assn
	Annual Meeting
	
	

	2006  10/16-20
	American Dent Assn
	Annual Session
	NV Las Vegas
	

	2006   11/
	Detroit District Den Soc
	Detroit Dental Review
	MI Dearborn
	

	2007
	
	
	
	

	2007 10/18-21
	American Dent Assn
	Annual Session
	TX San Antonio
	

	2008
	
	
	
	

	2008   10/23-26
	American Dent Assn
	Annual Session
	CA San Francisco
	

	2009
	
	
	
	

	2009   10/01-04
	American Dent Assn
	Annual Session
	HI Honolulu
	


OTHER OPPORTUNITIES:

• Michigan Dental Association Component Dental Society Meetings

• Ohio Dental Association Component Dental Society Meetings

• Ontario Dental Association Component Dental Society Meetings
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SECTION POT LUCK DINNER PARTIES

Section dinner parties involve time, energy and expense. To lighten the work-load of the host, members should volunteer to handle some of the jobs needed for producing the party.

PRE-PARTY HELP

A1. Invitations/Responses______________________________________________________

A2. House Cleaning___________________________________________________________

A3. Tables and Chairs_________________________________________________________

A4. Place Settings____________________________________________________________

A5. Main Dish_______________________________________________________________

A6. Side Dishes. _____________________________________________________________

A7. Drinks__________________________________________________________________

A8. Desserts_________________________________________________________________

PARTY TIME HELP

B1. Emcee__________________________________________________________________

B2. Entertainment ____________________________________________________________

B3. Photography______________________________________________________________

B4. Clear Main Course Dishes: __________________________________________________

B5. Kitchen__________________________________________________________________

1 Serve the Food___________________________________________________________

2. Condense Side Dishes_____________________________________________________

3 Wash Dishes to Take Home_________________________________________________

POST-PARTY HELP

C1. Tables & Chairs____________________________________________________________

C2. Wash/Dry Dishes___________________________________________________________

C3. Clean Floors_______________________________________________________________

C4. Leftovers_________________________________________________________________
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SECTION ANNUAL ACTIVITY REPORT

YEAR: __-__ SECTION:__________________ DIRECTOR:_____________________

PLEASE, COMPLETE THE FOLLOWING REPORT DESCRIBING SECTION ACTIVITIES DURING THE PAST YEAR AND RETURN IT TO THE CLUB SECRETARY.

A. SECTION MEETINGS:

	DATE
	TIME
	CITY
	MEETING SITE
	PRESENTER
	TOPIC
	TYPE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


B. CLINICS PRESENTED BY SECTION MEMBERS:

	DATE
	TIME
	CITY
	MEETING SITE
	PRESENTER
	TOPIC
	TYPE

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


TYPE: E = ESSAY • TC = TABLE CLINIC • P = PUBLICATION • S = SOCIAL 
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C. SECTION REPRESENTATION AT BOARD OF GOVERNORS MEETINGS:

__________June Planning Meeting 



__________December Board Meeting

__________March Board Meeting 




__________May Board Meeting

D. ATTACH SECTION ROSTER OF MEMBERS

• Classification: Active, Invitational, Honorary, Associate, Inactive

• Names Address, Phone, Fax, E-mail, Website

E. ATTACH APPLICATIONS FOR INVITATIONAL AND ACTIVE MEMBERSHIP STATUS.

• For approval by 3/4 vote of the Board of Governors at Annual May Meeting

F. ATTACH NOMINATION OF NEW SECTION DIRECTOR IF NEEDED.

• For approval by 3/4 vote of the Board of Governors at Annual May Meeting

G. ATTACH AGD LIST OF CDE COURSES SPONSORED IN THE LAST TWELVE MONTHS       

• For AGD Continuing Dental Education credits
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Chapter 4

Guidelines for 

Clinic Development

Why Do Research? 

What Is a Clinic? 

Table Clinic Evaluation 

Five Stages of Clinic Development 

1—Topic Selection 

2—Topic Research 

3—Clinic Design

Developing Visual Aids 

Presentations with Punch 

4—Scientific Writing 

Scripts 

Handouts 

Publications 

5—Public Speaking

Effective Presentations 

Personal Appearance 

Stress Management 

Handling Questions and Answers 

Speech Evaluation Form
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WHY DO WE RESEARCH?
Few of us want to be professional researchers, but we all find times when research is necessary in our lives. When we're looking for information to evaluate a new car, community schools, investment alternatives or a piece of equipment, we'll need to know where and how to systematically collect accurate facts and knowledgeable opinions.

Research papers are useful and efficient tools for gathering and presenting reliable information. They are especially useful in fast changing fields where facts and opinions must be constantly updated.

Gathering, sorting, tracking and presenting facts and opinions are the basic steps of research. The Clinic Club offers opportunities to enhance these skills through its promotion of clinic development and presentation. The Clinic Club also acts as a speakers' bureau for clinics and publications on dental topics to be presented to local, state, regional, national and international dental groups.

Clinics are recipes for clinical success, a clinician can present a single recipe as a demonstration or table clinic, a series of related recipes as a seminar or publish a single recipe or an entire cookbook. Research on a simple topic can take a few days; research for a complex issue can take months. The Clinician chooses the appropriate type of clinic for the subject considered.

Depending on your attitude and aptitude, research can be a troublesome ordeal or a rewarding adventure in discovery.
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WHAT IS A CLINIC?

	HISTORY

The table clinic is one of the earliest forms of continuing dental education. Before the establishment of dental schools, the dental apprentice learned from in-office discussions and demonstrations given by the experienced mentor. During the mid-nineteenth century, dentists began to band together to form small professional societies to share their knowledge for mutual benefit.

These early dental meetings were usually held in the office of one of the members; and the host often demonstrated some piece of equipment or case from his experience. The modern table clinic continues this very practical method of continuing dental education.

TABLE CLINIC

A table clinic is an informal demonstration of a technique or procedure concerned with a phase of dental research, diagnosis, or treatment. It is not an elaborate scientific exhibit, an essay or lengthy lecture. It must be shown completely in no more than ten minutes and must be repeated many times during the clinic period with opportunity for dialog with the audience.

The table clinic is an educational snack, a practical nugget of information. These helpful hints could be a materials study, a clinical procedure, a favorite administrative form, a useful office procedure or an effective patient education tool.

SERIAL CLINIC

The serial clinic teaches a dental procedure in progressive steps. A small group of clinicians divide the topic into steps or phases that are presented in related sequence. An example would be a series of clinics that describe the tooth preparation, matrix design, material manipulation, placement and finishing of a composite restoration.
	PROJECTED CLINIC

The projected clinic is a table clinic that has been photographed to produce a series of photographic slides. Slides are projected on a screen to demonstrate a multi-step procedure or illustrate a detailed technique.

DIGITAL CLINIC

The digital clinic is a computer-generated program produced using presentation and image editing software. The clinic is displayed on a computer or screen and may include electronic slides, movies, animation or sound.

STUDY CROUP SEMINAR

The study group seminar presents an all-day or half-day session of short essays and/or projected clinics related to a particular area of dentistry.

CLINIC DEVELOPMENT

PLAN carefully, budget study time & material RESEARCH thoroughly, compile data ORGANIZE clearly, develop visual aids COMMUNICATE effectively, writing & speaking

CLINIC ABSTRACT

TITLE: Choose a general area of interest and narrow it to a specific topic. 

PROBLEM: Identify reasons for investigation and provide background information.

METHODS: Report how study was conducted and identify techniques and materials.

RESULTS: List the results of the study and their possible significance.

PLAN & ORGANIZE

• Analyze audience knowledge, needs, attitudes

• Brainstorm main ideas and sub-points

• Develop the main idea

• Develop a position, action or benefit statement

• Structure an introduction & strong conclusion

• Develop slides and other visual aids

• Develop handouts and/or a reference sheet
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	POSTER/SLIDE DESIGN

• Goal: clear, concise, crisp and simple

• Pencil sketch the graphic & copy elements

• Place elements for easy eye movement

• Color should be used sparingly

• Contrast one color and black for emphasize

• Black letters on light background (dose up)

• Light letters on dark background (far away)

• Reduce information and increase letter size

• Convert complex data to a simple graph

LETTERING

• Letter style: bold, simple, horizontal format

• Letter size: test maximum viewing distance

• Words per line: 3 to 4 ideal, 6 to 7 maximum

• Lines per chart: 6 to 8

• Vertical columns: 5 maximum

• Time to read: 20 seconds

• Condense information, eliminate "the's"

• Background: simple texture and tone

• Use nouns and action words

• Use symbols and abbreviations

• Use white space as a natural divider

• Keep copy high on chart, deep bottom margin

STORYBOARD

• 3" x 5" planning cards, tack and rearrange

• Individual ideas written on each card

• Group similar or related cards

• Arrange cards for continuity of ideas

• Commentary: a word, phrase or sentence

• Graphic: simple and concise

PHOTOGRAPHY

• Layout: subject, background color, location

• Camera stabilized on tripod or copy stand

• Camera cable release

• Light source: daylight bulbs or Ott lights

• Lighting on each side of the copy at 45° angle

• Dramatic lighting: 1 light in upper left corner

DESIGN LIMITATIONS

• No displays more than 3 feet above tabletop

• No displays hanging below tabletop

• No amplified sound, heavy office equipment

• No interference with neighboring clinics

• No commercial promotion of product/service

• Handouts approved by the meeting sponsor
	CLINICIAN RESPONSIBILIES

• Submit the table clinic application and summary before the established deadline. 

• Confirm meeting pre-registration, travel arrangements and maps. 

• Bring clinic visual aids, clinic script, pointer, and handouts. 

• Bring pen & paper for feedback, double sticky tape, roll-on adhesive & scissors for repairs.

PRESENTATION
Communicating effectively requires winning the audience through concise information, clearly presented. Plan both verbal and non-verbal communication.

PREPARATION

• Thorough preparation reduces anxiety.

• Rehearse standing and using visual aids.

• Avoid talking to the visual aids.

• Use the pointer sparingly.

DELIVERY DYNAMICS

• Plan personal appearance & body language.

• Stay aware of what you are saying.

• Be animated, enthusiastic & direct.

• Be conversational, sincere and personable.

• Use a clear, strong tone of voice.

REDUCE ANXIETY

• Breathe deeply.

• Focus on relaxing.

• Use unobtrusive isometrics.

• Move during the presentation.

• Maintain eye contact with the audience.

HANDLE QUESTIONS

• Watch and listen to the questioner.

• Repeat the question if necessary.

• Answer to the audience with eye contact.

HANDOUTS

• To reinforce important information

• To summarize items for audience action

• To supply supporting data for visual aids

• Print thumbnail images of PowerPoint slides

• Handout before, during or after presentation


Robert B. Caldwell • Ann Arbor, Michigan
References:

1. The Creative Clinician: A Student's Guide to the Presentation of Table Clinics, The Alumni Association of Student Clinicians—American Dental Association, P.O. Box 872, York PA 17405,2002.

2.  Effective Presentation Skills: A Practical Guide for Better Speaking, 3rd ed, Steve Mandel, Crisp Pub, ISBN: 1560525266 (2000) 94 pages; List price: $ 13.95.
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TABLE CLINIC EVALUATION

A table clinic is an informal demonstration of a technique or procedure concerned with a phase of dental research, diagnosis, or treatment. It is not an essay, lecture or exhibit. It must be shown completely in no more than 10 minutes and must be repeated many times during the clinic period with opportunity for dialog with the audience.

	Subject Matter
	Low
	
	
	
	High

	1. Important, timely, pertinent
	1
	3
	5
	7
	9

	2. Organization, logic, sequence
	1
	3
	5
	7
	9

	3. Practical approach to practice
	1
	3
	5
	7
	9

	4. Scientifically sound and supported
	1
	3
	5
	7
	9

	5. Creative ability, new approach
	1
	3
	5
	7
	9

	
	Total points this section: ___________


	Presentation
	Low
	
	
	
	High

	1. Objectives & conclusion related
	1
	3
	5
	7
	9

	2. Thorough background knowledge
	1
	3
	5
	7
	9

	3. Story told completely
	1
	3
	5
	7
	9

	4. Clinic readily understood
	1
	3
	5
	7
	9

	5. Oral presentation brief & lucid
	1
	3
	5
	7
	9

	6. Presentation dignified, professional
	1
	3
	5
	7
	9

	
	Total points this section: ___________


	Table Display
	Low
	
	
	
	High

	1. Clinic is neat, attractive
	1
	3
	5
	7
	9

	2. Visuals well arranged, readable
	1
	3
	5
	7
	9

	3. Workmanship good
	1
	3
	5
	7
	9

	4. Handout available (synopsis)
	1
	3
	5
	7
	9

	5. Professional appearance
	1
	3
	5
	7
	9

	6. Creative ability
	1
	3
	5
	7
	9

	
	Total points this section: ___________


Total points: _____________

Reference:

The Creative Clinician: A Student's Guide to the Presentation of Table Clinics, The Alumni Association of Student Clinicians—American Dental Association, P.O. Box 872, York PA 17405, 2002.
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THE FIVE STAGES OF CLINIC DEVELOPMENT

	Do you remember the first time you presented a table clinic to your Section? You decided on a practical idea and intuitively organized your idea into an interesting demonstration. Clinic Club members have varying degrees of sophistication in presenting clinics. Types of clinics can include simple model demonstrations, poster clinics, flip charts, slide shows, laptops with PowerPoint, LCD projectors, media-intense lectures, and publications in professional journals. Clinic development involves five basic stages: topic selection, topic research, clinic organization, informal or formal scientific writing and effective speaking.

Finding reliable resources to help in developing clinics can be daunting. In this short article, we will discuss these five stages and list some useful references.

1—TOPIC SELECTION is usually related to the focus of the member's Section. Narrowing the focus to a simple facet reduces the time and study material needed to complete the clinic. Most dentists develop unique ways to deal with complex practice procedures. Topic ideas come from investigating problems, asking questions or responding to feedback from patients or professionals. Each Section secretary keeps a master list of topics related to the Section's area of interest. This topic list is of value to Active and Invitational members when selecting a topic for clinic development or choosing programs for Section meetings.
	2—TOPIC RESEARCH is a discovery process to find how the topic has been addressed in the past and evaluate the effectiveness of current approaches to the subject. Reviewing literature and compiling data help to define the problem, document the methods and clarify the results. Legal and ethical issues include copyright laws, plagiarism and patient consent forms.

3— CLINIC DESIGN outlines research findings in a clear and interesting manner for maximum audience understanding and interest. Visual aids for simplification and clarity include model fabrication, poster construction, diagrams, x-ray films, computer graphics, film photography, digital photography, computer imaging systems and presentation software.

4—SCIENTIFIC WRITING is a craft that has basic rules and principles. Following these rules will effectively communicate your ideas when writing the narrative script, the abstract or the publication of the clinic. Reporting involves stating the reasons for the clinic, how the study was conducted and the significance of the results.

5—EFFECTIVE SPEAKING is also a skill that follows basic rules and principles. Mastering the rules of public speaking will help you sell an idea, a project, a product or a proposal. If you do it well, it will open many doors and change you life.


Robert B Caldwell • Ann Arbor, Michigan

References:

1.  Communicating in Science Writing a Scientific Paper and Speaking at Scientific Meetings, 2nd ed, Vernon Booth, Cambridge Univ Press, ISBN 0521429153, (1993) 78 pages, List price 311695

2.  Create High Impact Business Presentations (Here's How Series), Joyce Kupsch & Pat Graves, McGraw Hill-NTC, ISBN 0844224863, (1998) 256 pages, List price $12 95

3. Dazzle 'Em With Style The Art of Oral Scientific Presentation, Robert R H Anholt, W H Freeman & Co, ISBN 0716725835, (1994) 200 pages, List price $11 95

4.  Schaum's Quick Guide to Writing Research Papers, Laurie E Rozakis, McGraw Hill Text, ISBN 0070123004, (1999) 177 pages, List price $1095
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THE FIVE STAGES OF CLINIC DEVELOPMENT
STAGE 1—TOPIC SELECTION

1. Select a subject that interests you and will interest your audience.

A. BRAINSTORM THE SUBJECT

• Idea book to store ideas

• Top ten list of ideas associated with the subject

• Subject map: circle the subject and draw radiating lines to ideas

• Charts or word balloons organize the subject visually

• Answer the 5 Ws of journalism: who, what, when, where, why (sometimes how)

• Consult with experts: teachers, lecturers, professionals, sales representatives...

B. CONSIDER PARAMETERS

• Time: deadlines involved

• Size of clinic: how many pages need to be written

• Research potential: available primary and secondary sources, libraries...

C. EVALUATE THE SUBJECT

• Your purpose: to inform, educate, persuade, entertain......

• Your audience: lay or professional, general practitioner or specialist

• Your interest: useful, practical, appealing information

2. Narrow the topic to a specific issue of the broad subject. Write the topic as a question about the subject.

3. Craft a thesis Statement. State the central point or main idea of the research in a single sentence.
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THE FIVE STAGES OF CLINIC DEVELOPMENT

STAGE 2—TOPIC: RESEARCH

1—Research methods are tools for gathering and presenting reliable information.

2—Research sources

	•books

• periodicals

• interviews

• surveys

• electronic media
	• audiovisuals 

• government documents 

• pamphlets 

• special collections




3—Research tracking (bibliography cards and lists).

4—Research documentation (note-taking cards)
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THE FIVE STAGES OF CLINIC DEVELOPMENT

STAGE 3—CLINIC DESIGN 

HOW TO PLAN A PRESENTATION

1. SELECT AND LIMIT THE SUBJECT:

Determine what precisely your topic will be or what aspect of a topic you plan to address. Once this is clear you can commence writing.

Your topic may actually be too large or complex for the time available, and you may have to go back and review the specific topic you wish to address.

2. DETERMINE THE PURPOSE OF THE PRESENTATION:

• to inform                • to inspire                • to entertain

• to educate               • to convince

An entertaining speech is constructed and delivered quite differently from an informative speech. Once you know the purpose of your presentation you can determine the structure, topics and method of delivery that will best achieve your purpose.

3. ANALYZE THE AUDIENCE AND THE SITUATION:

Every audience is different and in order to ensure success you should always consider what your potential audience will be like and what their expectations will be. Failure to address the needs and level of interest and understanding of an audience can be deadly to a speaker.

If you do not have personal knowledge of the potential audience try to contact someone who can give you some idea as to the nature, attitudes and expectations of your potential audience.

4. ORGANIZE THE THREE PARTS OF THE PRESENTATION:

The Opening            The Body                  The Conclusion

5. DEVELOP VISUAL AIDS TO ENHANCE COMMUNICATION

6. PRACTICE BEFORE YOU DELIVER 

SAMPLE SPEECH OUTLINE:

A. Opening

1. Capture the audience attention (the grabber)

2. Lead into the speech topic

B. Body

	1. First point

a. Statement of fact

b. Supporting material

c. Visual aid
	2. Second point

a. Statement of fact

b. Supporting material

c. Visual aid
	3. Third point

a. Statement of fact

b. Supporting material

c. Visual aid


C. Conclusion

1. Review or summary

2. Call to action or memorable statement

Based on information contained in the Toastmasters International Communication and Leadership Program manual. 
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Developing Visual Aids

Visual aids can be powerful tools for enhancing effective communication.                                   

Visual Aids Benefits:

1. Increase Understanding: Most learning is through eyes - not ears. Visuals convey messages

2. Save Time: Visual information is received and processed faster than a verbal message.                    

3. Enhance Retention: Visuals are memory pegs that enhance recall.

4. Promote Attentiveness: People think faster than you speak... visuals keep focus on message.           

5. Help Control Nervousness: Purposeful physical activity processes nervous energy.

Visual Aids Types: 

Visuals range from simple handheld objects to expensive multi-media extravaganzas. Your choice for a particular speech should depend on several factors including:

• The information you want to convey

• The size of the audience

• The physical environment of the room

• The equipment available to you

• The time available to prepare visuals

• The amount of money you can afford

The types of visual aids most commonly used include:

• Physical objects, props and models 

• White boards 

• Charts and Posters

• Flip charts

• Overhead transparencies

• Computer projection slides

There are pros and cons associated with using each of the above visual aids.

Tips for Using Visuals Effectively

1. Make sure they are visible to the entire audience.

• Rule of thumb: 1/2 inch for each 10' between visual and farthest audience member.

• Print neatly.

• Display them high enough so that all can see.

• Avoid standing in front of them.

2. Keep them simple.

• Use a single visual to illustrate a point.

• Make diagrams and wording simple and accurate.

• With overheads, no more than seven lines and seven words/line.

Adapted from Toastmasters International Communication and Leadership Program manual. 
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PRESENTATIONS WITH PUNCH

WHEN WORDS DON'T SAY IT ALL

By Patricia L. Fry, CTM

Public speaking is more than the utterance of words. A speech can include visuals or a demonstration. You can emphasize your words by using drama or humor. In fact, there are probably as many ways to enhance your talks or to underscore your message as there are speech topics.

When you give a speech, do you sometimes experiment with new presentation styles or do you tend to stay within your comfort zone and use the same tried and true methods? Have you ever considered using an overhead projector instead of posters to illustrate your talks? Have you been thinking about incorporating slides into your presentation? Have you seen clever techniques you'd like to try, but you aren't sure how to get started? Read on. Here, we've listed ten highly effective presentation tools and styles with tips for how to use them:

If your goal as a speaker is to educate, inform, motivate and/or entertain the audience, there's no more effective way than through the use of visuals. Not only will you be more likely to grab and hold their interest, but your message is being received through not one, but two or more senses.

	1. Flip Chart

2. Marker Boards
	3. Overhead Projectors

4. Slides


	5. Videos

6. Demonstrations
	7. Audience Participation

8. Props and Displays
	9. Storytelling

10. Drama, Humor, Music


1—FLIP CHART

Advantages: A flip chart is useful for displaying graphs and emphasizing details when speaking to a small group. Using a flip chart is like having a giant cheat sheet outlining the sequence and the vital points of your speech.

Purchasing tips: First, you'll need an easel to hold the flip chart (or easel pad). Opt for one that folds for easy transporting and that has good crossbar support for your displays. Expect to pay around $60 (US$) for a sturdy easel. Good flip charts run from $20 - $50 (US$).

Haw to use: Prepare your written material and graphs in advance of your talk. The Toastmaster Communication and Leadership Program manual suggests adding half inch of height to your letters for every ten feet of distance to the farthest audience member. As an example, if you'll be standing forty feet distance from the back row, the wording on your flip chart should be two inches high. Guard against marker bleed-through by using every second or third page on the flip chart.

2—MARKER BOARD

Advantages: With a marker board (or white board), you can write and wipe as you go. Purchasing tips: Although free-standing marking boards can be purchased for $10 - $50, they aren't very practical. Even a sturdy three-legged easel may not sufficiently support a marker board while you are using it. The ideal portable solution, then, is a sturdy, four-legged presentation easel with an attached white board. These easels, which run $80 - $250, will also accommodate a flip chart.

Haw to use: Use different colored markers to create interest and follow the rule of threes. Group ideas and items in threes because most people can easily remember three things.

Avoid spending great amounts of time writing and wiping because your back is to the audience. The most effective use of a marker board is to quickly draw simple diagrams or to write just one or two words at a time.
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3—OVERHEAD PROJECTOR

Advantages: An overhead projects transparencies which you have created onto a screen large enough to be seen from a greater distance than most marker boards or flip charts.

Purchasing tips: Buy a new overhead projector for between $250 - $1000, shop around for a used one or rent one. If you're going to buy one the most important thing to look for is brightness and clarity in the projection.

How to use: If you have a computer and a laser printer, you have the capability to create your own transparencies. You can scan your picture or chart into your computer and print it out on a transparency. You can also trace diagrams, write or draw on the transparency material with colored markers, for example, or have a full-service print shop such as Kinkos, prepare your transparencies for you.

One gentleman said the overhead projector was his least favorite presentation type because it is too impersonal because the lights are off and all you can see is what's being produced mechanically."

4—SLIDE SHOWS

Advantages: The slide show is a perfect way to take an audience on a trip to a far away land, to share your collection of native artifacts or to introduce people to local wild flowers, for example.

Purchasing tips: Buy a new slide projector for around $500 or rent a slide projector when you need one. For either the overhead or slide projectors, you'll need a projection screen. Although many presentation halls and meeting rooms today are equipped with screens, you may still want to have your own. Expect to spend around $100. You'll also need a cart or small table to use as a projector stand. Again, most halls and offices can provide something suitable. Always check ahead and you won't be caught short.

How to use: Start a collection of slides. Keep your eyes open all the time for illustrations, clip art, pictures and materials that represent your topic or your era. Either photograph these materials yourself or hire a professional photographer to reproduces them into slides. Purchase a slide sorter (a box with a light inside and a glass top.) Number and label each slide on either the front or the back so mat you will load them into the slide tray facing in the right direction. Organize the slides in the tray to coincide with the appropriate statements in your talk.

Additional tips for using these mechanical means:

* Visit or call the hall a week or so before your scheduled presentation and have your checklist ready.

*Find out what equipment is available and what you'll need to supply.

*Carry a 30' extension cord, outlet adapter, projector controls extension cord, extra projector bulb.

*Do a quick run-through at home before die event to make sure everything works and arrive at the presentation hall so that you can set up about thirty minutes early. If a problem arises, there's more likelihood that it can be remedied in twenty minutes than in five.
5—VIDEO PRESENTATIONS

Advantages: Because video cameras and recorders are commonplace and watching television is a favorite pastime, this is often a good medium to use in a presentation.

Purchasing tips: Most people have easy access to video cameras and recorders. I would not recommend buying this equipment unless you plan to use it other than for a couple of presentations.

How to use: A presentation is effective and entertaining when it is well prepared, the video should be properly cued and the television working.
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6—DEMONSTRATIONS

Advantages: The demonstration offers more than just a visual connection to the topic, by this method, you can also teach and inform.

How to: Go slow. Be precise. Clearly describe each step of the process as you demonstrate it. Demonstrate how to operate, repair, clean, polish, build or create something.

7—AUDIENCE PARTICIPATION

Advantages: Most audiences enjoy becoming involved in presentations, particularly if they've been sitting for a long while. Involvement often promotes a greater degree of learning and understanding.

How to: Involve the audience in helping to solve a puzzle, ask them to share some of their experiences in an effort to make a point or teach them a craft or a skill.

An entire presentation can be accomplished using questions and answers. Know the points you want to make but, instead of presenting them lecture style, invite questions and used them as launching pads to making your points. It can be effective because the material is presented while also addressing the specific concerns of the audience are also being addressed.
8—PROPS AND DISPLAYS

Advantages: You're addressing additional senses and the more senses involved, the greater the impact of the message or lesson. Props and displays typically add to the entertainment value, as well.

How to: You might use props in a talk by displaying examples; of effective and non-effective examples.
9—STORYTELLING

Advantages: Storytelling is fun whether you're the teller or the: listener. If s entertaining for the audience, it's an effective way to teach a principle and it's a great way for the teller to practice vocal variety and drama.

How to: Learn storytelling techniques by observing storytellers. Practice by reading children's books out loud and by telling stories with which you are familiar - tales depicting events in your own life.
10—ADD DRAMA, HUMOR OR MUSIC

Advantages: There's entertainment value when incorporating drama, humor or music in a presentation and people are more apt to remember you and your message.

How to: Use of drama or humor is appropriate to your topic. Practice, practice, practice, particularly if you're not a thespian or a comedian. Get the audiences attention by performing a simple magic trick.
Originally published in The Toastmaster magazine, November 1997. Published with permission of the author. 
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CREATING HANDOUTS

Get your message across by giving your audience a handout to reinforce, summarize or support information in your presentation. Without a handout the audience must rely on memory or note taking to retain your message. A handout is more than a courtesy; it demonstrates a sincere effort to communicate for the benefit of your audience.

1. Planning—Develop Your Concept

• Audience: Who will receive your message?

• Purpose of the handout: Why is it needed?

• Time: What deadlines will be involved?

• Budget: What are the cost considerations?

• Suitability: Is this the right medium to reach your audience?

• Distribution: How will the audience receive your handout?

• Design: What elements (size, fold, title, art, writing...) will be needed?

• Legal clearances: Are you making claims which require legal consultation?

• Stages of Development:
1—Timetable 

2—Rough Sketch

3—Art Selection 

4—Writing

5—Layout 

6—Printing

2.  Writing—Clear, Brief & Persuasive

• Audience is the first consideration. Write so the reader will want what read more.

• Purpose is persuasion to sell an idea or call for action.

• Clarity is the most appropriate style of writing. Clarity is transparent; the reader won't notice the writing, just gets the message.

• Don't aggrandize your writing because graphics are the important attention getters.

• Be brief. Write everything you want to say; cut it in half; cut it in half again.

• Core statement gives the essence of your message.

• Load sentences and paragraphs.

The beginning sentence (the attention grabber) 

The last sentence (the key idea)

• Editing: Pre-write, write and re-write to refine your thoughts and phraseology.

• Proofreading: Prevent typographical and grammatical errors before printing.

The author is the last proofreader

3.  Graphics—Visual Appeal & Impact

• Computer typography adds typefaces, borders, boxes, symbols & shading.

• Graphs, Tables and Charts can be produced by most business software.

• Photographs can be cropped and sized to change the emphasis of the original photo.

• Illustrations: Custom art can be designed in house or commercially.

• Clip Art: Printed or electronic art can be purchased and reused.
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4. Page Design—Creative Use of Art & Copy

Art [Graphics]

• Art is the most important element of the layout; it is the first attraction.

• Art draws the reader to the copy and should relate to the copy.  

• Graphics involving 60% of the publication is not uncommon.

Air [White Space]

• Adequate margins, line and paragraph spacing and large headings & subheadings.

• Blurbs: highlighting an idea from text in a box

• Box a message or a feature

• Broken borders or italic type

Balance [Eye Control]

• Crowded pages confuse the eye, so the reader avoids the pages.

• Control eye movement by using element placement

Each page should have a focal point

Heavy, solid areas attract attention

Upper left comer of the page is read first.

Lower right corner of the page is read last

Bottom of the page is a good place for a key idea or a company name

• A border pulls a page together when no artwork is available.

• A pleasing page has a variety of modular shapes (horizontal and vertical).

• Each page segment and the total page must look well.

5. Printing—A Clean, Crisp Look

• Typesetting: Use word processing software or a commercial typesetter

• Composition. Use page layout software or a commercial typesetter

• Quantity: More copies means lesser per unit cost.

• Paper Stock: paper finishes, colors and weights impress the reader.

• Ink Color: color legibility and contrast with page color

• Printing: Personal inkjet or laser printer or commercial printer.

• Folding or binding: single page, newsletter page or multiple page documents

Note: Some office supply superstores offer good printing, folding and binding services.

Robert B. Caldwell, D.D.S. • Ann Arbor, Michigan 1/11/03                                               
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THE FIVE STAGES OF CLINIC DEVELOPMENT

STAGE 5—PUBLIC SPEAKING

We all speak in public, at work, at school, while shopping and on the telephone. Yet, the number one fear of American people is speaking in public. (The number-two fear, many years ago, was going to the dentist.) The more prepared you are the more confident you become and the less fear you have. Prepare by being aware of the five principles of effective public speaking.

1. KNOW YOUR SUBJECT:

Be Knowledgeable: Know what you are talking about by studying widely.

Be Organized: Title (focus), Introduction, Condense to 3-4 key points, Conclusion.

Be Prepared: Small note cards with key points & outline, avoid shuffling sheets of paper

Be Interesting: Use props, charts, photos, examples and stories to illustrate points.

Be Memorable: Insert an element of surprise.

Be Enthusiastic: Passion is catching. Have Fun. Tap your creativity.

Practice often, out loud, in a mirror/videotape, with someone you trust, time the speech.

2. KNOW YOUR AUDIENCE:

Audience is your friend: They care about what you have to say

Audience Size: Build confidence by gradually increasing the size of your audiences.

Audience Type: age, topic familiarity, lay or professional.

Eve Contact: Focus on one person at a time around the room. Don't talk off into space.

Develop a dialogue: Use audience response to carry your speech forward.

3. KNOW YOUR IMAGE:

Appearance: Look your best to feel your best

Gestures: Animated body language is 50% of communication.

Facial expression: Smile a lot. Look interested and involved.

Posture: Good posture makes you look confident.

Dress Rehearsal: Coordinate speaking points with props and audiovisual equipment.

4. KNOW YOUR VOICE:

Be Yourself: Experience your natural voice. 

Variety: Change volume and rate of speaking. 

Humor can be an important tool. 

Pause before important points for emphasis.

5. KNOW YOUR FEARS:

Panic: Take a deep breath before starting.

Fear of making mistakes: Increase your understanding of the principles of public speaking. 

Fear of looking foolish: Thorough preparation increases confidence and lessens fear. 

Actor's Nightmare: Johnny Carson used pre-show stress to liven his show for 30 years.

Relaxation: Stress and relax muscle groups: mouth, eyes, fists, legs, feet. 

Visualization Techniques: Mentally walk through la successful speech many times.
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STRESS MANAGEMENT

MAKE YOUR BUTTERFLIES FLY IN FORMATION

Nervousness, speech anxiety, stage fright, platform panic - it's known by many names, but it's a problem every speaker must confront. Actually, feeling nervous before a speech is healthy. It shows that your speech is important to you and that you care about doing well. Unless you manage and control your nervousness, it can keep you from becoming an effective speaker.

Here's how you can make your "butterflies" fly in formation:

1. Recognize you are not alone.

2. Realize that people want you to succeed.

3. Speak about what you know

Speak on topics within your knowledge/ experience to build confidence and make you less nervous.

4. Prepare thoroughly

Being well prepared and rehearsed your speech you will have more confidence and less anxiety.

5. Concentrate on the message - not the medium

Focus your energy and attention on the message and the audience and away from your nervousness.

6. Turn nervousness into positive energy

Nervous energy can be an asset to you. Harness it, and transform it into vitality and enthusiasm.

7. Gain experience

Experience builds confidence — anxieties decrease the more presentations given

Adapted from Toastmasters International Communication and Leadership Program manual.
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HOW TO HANDLE QUESTIONS AND ANSWERS

You have learned how to build am effective presentation, with an opening, a body and a conclusion, and how to incorporate gestures and vocal variety. Handling questions can be nerve wracking because of the potential to get questions that you can't or perhaps don't want to answer. However, just as with presentations, preparation is a vital tool to help you perform with ease and confidence in a question and answer session.

Preparation:

Write down as many possible questions as you can think of, and then practice answering them.

Ask others to pose questions to you and practice answering them.

Most questions are much easier than you anticipate unless your audience is very hostile.

Be prepared to answer the most difficult questions you can think of.

Determine the expected attitude of the audience (i.e. hostile, friendly, curious or confused).

Acting the Answers:

If you don't hear the question or understand it, ask the questioner to repeat it.

Try to keep calm even if your audience is hostile or upset.

Always respect the questioner even if you do not like the question or the manner it is posed.

Honesty is the best policy: if you don't know the answer, admit it - offer to get the answer later.

End the Session on a High Note:

A question and answer session can offer you opportunities:

• To clarify things your audience may not have understood

• To summarize your position or stress the most important point of your presentation.

• To impress or inform your audience for the last time - use it to your advantage.

After the Session:

Review your performance to identify what you did well and what could be improved. 

Get feedback from others as to their impressions.

"I was gratified to be able to answer promptly, and I did. I said I didn't know."

— Mark Twain, Life on the Mississippi, 1883
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EVALUATING A SPEECH

	Speech Development
	Low
	
	
	
	High

	1. Speech was organized (opening, body, conclusion).
	1
	2
	3
	4
	5

	2. Organization, logic, sequence supported the topic.
	1
	2
	3
	4
	5

	3. Structure held audience attention.
	1
	2
	3
	4
	5

	4. Examples, illustrations and facts supported the topic.
	1
	2
	3
	4
	5

	5. Speech flowed logically and smoothly.
	1
	2
	3
	4
	5

	Speech Effectiveness
	
	
	
	
	

	6. Speaker's purpose was evident
	1
	2
	3
	4
	5

	7. Speech related directly to the purpose.
	1
	2
	3
	4
	5

	8. Speech subject was appropriate for the audience.
	1
	2
	3
	4
	5

	9. Speech held the attention of the audience.
	1
	2
	3
	4
	5

	10. Audience reception to the speech was positive.
	1
	2
	3
	4
	5

	Speech Value
	
	
	
	
	

	11. Speech was meaningful and valuable to audience.
	1
	2
	3
	4
	5

	12. Speech made a contribution to the audience thinking.
	1
	2
	3
	4
	5

	13. Humor-Speech was enjoyed by the audience.
	1
	2
	3
	4
	5

	14. Original material was presented.
	1
	2
	3
	4
	5

	Speaker's Delivery
	
	
	
	
	

	15. Speaker's appearance supported the purpose.
	1
	2
	3
	4
	5

	16. Speaker's body language matched the spoken words.
	1
	2
	3
	4
	5

	Speaker's Voice
	
	
	
	
	

	17. Vocal variety was exhibited.
	1
	2
	3
	4
	5

	18. Speaker's voice supported the purpose (angry, energetic)
	1
	2
	3
	4
	5

	19.  Speaker was heard by everyone in the audience.
	1
	2
	3
	4
	5

	20. Voice was used for emphasis (loud, demanding, soft).
	1
	2
	3
	4
	5

	Speaker's Manner
	
	
	
	
	

	21. Speaker exhibited enthusiasm about the subject.
	1
	2
	3
	4
	5

	22. Speaker exhibited confidence and assurance.
	1
	2
	3
	4
	5

	23. Speaker exhibited interest in the audience.
	1
	2
	3
	4
	5

	Language Appropriateness
	
	
	
	
	

	24. Language was appropriate for the audience.
	1
	2
	3
	4
	5

	25. Language supported the purpose of the speaker.
	1
	2
	3
	4
	5

	26. Language vivid, clear and evocative.
	1
	2
	3
	4
	5

	Language Correctness
	
	
	
	
	

	27. Words were pronounced correctly by the speaker.
	1
	2
	3
	4
	5

	28. Words were used correctly in their meaning/definition.
	1
	2
	3
	4
	5

	29. Words were effectively used by the speaker.
	1
	2
	3
	4
	5

	30. I felt positive about this speaker and speech.
	1
	2
	3
	4
	5


Total Points: _____________

Source: Unknown
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Being a Master of Ceremonies 

How to Handle Protocol 

How to Make a Toast 

How to Make Introductions 

How to Introduce a Speaker 

How to Present an Award
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BEING A MASTER OF CEREMONIES

The Master Of Ceremonies has poise, presence, a sense of humor, can command the attention of an audience and has a gift of being able to "think on your feet" to react quickly in an emergency. The M. C. is the "conductor" of an event who serves as a genial host with a friendly manner and ability to adjust or ad lib. An ideal M.C. ensures that the program runs smoothly, runs on time and that important people are introduced in a complimentary, professional manner.

"Preside with sincerity, energy and decisiveness. Take your audience on a pleasant journey and make them feel that all is going well. Make the audience feel they have profited from attending the function, and that they have also had a good time ".   - Letitia Baldrige
Before the Event: Thoroughly Prepare and Rehearse
1. Take opportunities to speak at events to polish your style.

2. Emulate skilled speakers and M.C.'s by analyzing what they do and how they do it.

3. Contact organizers well in advance to confirm the purpose and planned agenda in detail.

4. Contact all speakers & special guests to prepare introductions. Confirm responsibilities, times allotted, requirements, the tide/topic of their presentation and background information.

At the Event:

1. Arrive early in to finish last minute details. Check with speakers and other requirements.

2. Have an agenda and timetable so you won't forget something important.

3. Start on time and plan to end on time.

4. Be prepared. Have strategy to address problems that might occur.

5. Keep a watch on the lectern or have someone give subtle signals if behind schedule. 

Opening Comments

1. Welcome all present including special guests should be acknowledged in the welcome.

2. Introduce yourself even if you think everyone should know who you are.

3. State the reason for the event what you hope to accomplish and briefly outline the program. 

During the Program

1. Introduce every speaker and others. Important roles require more extensive introductions.

2. Lead the applause for the speaker and continue applauding until they reach the lectern/podium.

3. Serve as "timekeeper". If speaker is exceeding time allotted slip a note asking to please finish.

4. Lead the applause when the speaker has finished until the speaker is seated.

5. Thank the speaker for their presentation. Make reference to important aspect of talk. 

Bridging Segments

1. Use comments, anecdotes or incidents at the event to "bridge" meeting segments or delays.

2. Take breaks during long events; summarize what has happened, and what is yet to come.

3. Present speaker gift or honorarium at the conclusion of their speech or at the event conclusion. 

Closing the Meeting

1. Enthusiastically thank the speakers and the audience for their participation.

2. Summarize what was experienced or achieved, what you have learned or the highlights.3.

3. Thank people were of particular help to you in organizing and conducting the event.

4. Closing comments should mirror opening comments. Was the goal of the event achieved?

After the Event:

Send notes of thanks to all who contributed to the success of the event within two weeks.
Letitia Baldrige's Complete Guide to Executive Manners, Rawson Associates, New York (1985). 
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HOW TO HANDLE PROTOCOL

Protocol is manners—observing accepted practices that give recognition to officers, and show proper respect to guests and program participants. Protocol teaches the proper etiquette for recognizing and honoring those in leadership positions. It means honoring the office, regardless of the individual. When good protocol becomes a habit, you will have the poise and confidence to face any situation with style. In being relaxed yourself, you'll relax others around you and assure an enjoyable time!

	1. Giving Invocations

2. Delivering Toasts

3. Serving as Sergeant-At-Arms


	4. Serving as Toastmaster (MC)

5. Making Introductions

6. Using Proper Titles


	7. Displaying the Flag

8. National Anthems

9. Serving as Host for a Dignitary




1. GIVING INVOCATIONS OR GRACE

An invocation is a form of prayer, praise or worship distinctly religious in nature. The speaker is speaking on behalf of the group, addressing the deity. The invocation should unify, welcome and inspire the people attending. When the invocation is delivered before a meal (grace) include a blessing and thanks for the food.

Some guidelines to follow are:

Keep it brief- under one minute, nonsectarian and non doctrinaire. Appeal to a universal spirituality such as: "Eternal spirit, we look beyond our human understanding for strength and guidance..."

A four step formula may be used (The Toastmaster, Nov. 1988):

1. Give recognition - Recognize a supreme creator.

2. Unify - State the meeting purpose, make all feel welcome and included as part of the event.

3. Give thanks - May include the organization, its purpose, people involved and desired results.

4. Release - A statement of conclusion or just an "amen" is appropriate.

"As we gather for this banquet, we give thanks that we are again permitted to gather in this fellowship. May our friendships be strengthened and our lives be broadened We give thanks for this food. Please bless it to our use and guide us so that we may help others be the best they can be. Amen."

2. GIVING TOASTS
SOCIAL OR BUSINESS TOASTS: Gives a tribute to a person.

Preferred beverages are wine or champagne although water or juice may be used especially for nondrinkers. Ensure that non-alcoholic beverages are available for the nondrinkers. Ensure that everyone has a beverage in hand at the proper time. A wine goblet or other glass is used. Never drink from a bottle.

A formula for a toast
1. Make a reference to the occasion or gathering. Choose your words carefully.

2. Refer to the achievements of the recipient of the toast with correct title and pronunciation

3. Express for the entire group, your goodwill.

4. Propose toast. Lift glass and say, "Ladies and gentlemen, please rise and drink with me a toast to..."
5. Be brief, no longer than one minute. Avoid clichés.

"Tonight we are pleased to honor the outstanding contribution of our International President. His dedication, his commitment to the ideals of Toastmasters and his diligence in meeting the demands of his office have strengthened our organization.
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As he draws close to the end of his term, we thank him for his extraordinary contribution and wish him well in all his future endeavors. Ladies and gentlemen, please rise and drink with me a toast to our International President, Distinguished Toastmaster,________________."
LOYAL TOASTS: Gives a tribute to an office or person. 

Lifting your glass and saying (Glasses are not clicked.) 

"Ladies and Gentlemen, please rise and drink with me a toast to the Office of the President of the United States"

3. SERVING AS SERGEANT-AT-ARMS

Sergeant-at-Arms is responsible for making everyone feel welcome to the function and setting t the tone. Arrive ten minutes before the start time at the microphone or designated place for the host of the event. Give a two minute warning to the audience to take their seats before the program begins. If audience is still talking, give the greeting (Good afternoon) and pause until the audience quiets.

"Ladies and Gentlemen, may I have your attention please." Pause until the audience quiets. Then continue with your welcome and opening remarks. 

Introduce yourself, welcome everyone. Be enthusiastic and warm. Keep remarks brief and pertinent.

"Good afternoon, Fellow Toastmasters and Most Welcome Guests! My name is Ted Black and I'm pleased to be your Sargeant-at-Arms. Welcome to our Awards Luncheon!... "

Introduce the Toastmaster for the event, using the guidelines for making introductions. Remain at the lectern while the Toastmaster comes forward. Greet the Toastmaster, and once he/she has taken control, quietly leave the platform and return to your seat.
4. SERVING AS TOASTMASTER

The Toastmaster sets the tone for the event, acts as the genial host and facilitates the smooth flow of the program. The capabilities and conduct of the Toastmaster are fundamental to a "classy" event and ensuring that all participants enjoy themselves. Here are some basic guidelines for Toastmasters:

Before the Event
Know the details of the event for which you are responsible.

Know who will be participating and who you need to introduce.

Meet the people who will be participating in your program. Ensure that their needs are met.

Meet those responsible for the toasts, invocation, guests of the head table, award presenters, etc. Plan opening remarks mat set an appropriate mood.

Opening remarks should make guests feel welcome and set the tone for the events to follow.
At the Event
Greeting: Welcome and opening remarks

Acknowledge special guests and me audience. Refer to the "Head Table Guests" not "the Head Table".

Acknowledge special guests in their order of importance, stating their tide and name correctly.

Give your opening remarks with enthusiasm and energy appropriate to the occasion.

Make gracious and concise introductions. See the following section on introducing speakers.

Invite applause at appropriate times. Ask to hold applause when making a number of introductions.

Signal applause through your phrasing and inflection, then lead the applause.

Monitor the timing of program events. Use timing lights or arrange signal in advance with each speaker.

Do not stall program if people are still eating. Ask for their indulgence as you continue the program.

Prepare appropriate remarks before and after each event on the program.

After the Event
Make brief personal remarks about the success of the event.

Thank everyone for being present at the event.

Express goodwill for the remainder of the time together. If it is the final event of the day, then you may wish people a good night and a safe drive home.
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5. MAKING INTRODUCTIONS 

HEAD TABLE GUESTS SEATING:

1. Presiding Officer: If there is a lectern, the presiding officer sits to the right of it. If there is no lectern and the number of guests is even, the presiding officer sits to the right of center.

2. Toastmaster. If there is a Toastmaster for the event, the Toastmaster is seated to the left of the lectern (unless rank demands that the person be seated to the right of the presiding officer).

3. Head table guests are seated in order of rank in one of two ways: alternate or straight line.

Alternate: The guest with highest rank is seated at the right of me presiding officer, the next highest to the left, the rest alternate right and left. Those with no rank sit at the end. 

Straight line: The guest with the highest rank sits on the right of the presiding officer. Those of lesser rank are seated at the end. Spouses sit next to their husbands or wives.

HEAD TABLE GUESTS INTRODUCTIONS:

1. Introduce guests at the head table in descending order of rank, ending with those of highest rank.

Because our highest ranked guests are usually our speakers, they are introduced last.

2. Introduce guests in the audience beginning with the highest rank in the order in which they held the office, ending with the most recent year.

3. Ensure that the titles and names are pronounced correctly.

4. The accepted order of precedence is: Religious dignitaries, Government officials (federal, state, city), organizational officers & staff, guest speaker.

Note: All officers/chairmen of a certain level should be acknowledged if one is recognized.

5. Presiding officer/Toastmaster should not leave the head table until the event has concluded.

6. Other protocol for the head table:

Arrive early for seating at head table - especially if there is a march-in of the head table.

Do not draw attention to errors in seating arrangements.

Give your undivided attention to speakers-remember you are in full view.

Personal items should not be placed on the table.

Prepare to stand up graciously when introduced, push back chair before the introduction.

Guests and members do not begin to eat until me presiding officer has taken the first bite.

SPEAKER INTRODUCTION:

Prepare the introduction:

Seek current and accurate information about the speaker and the topic.

Stress speaker's qualifications to establish credibility for this audience on this topic.

Avoid the biographical recitation as an organizational pattern.

An appropriate quote or question can launch your discussion of these.

Make introductions brief, appropriate to the occasion, 30 seconds to two to three minutes.

Add a personal touch, something unusual, interesting and relevant about the speaker.

Unless it is pertinent to the topic, avoid references to family, etc.

Showcase the speaker - not your talents or personal relationships with the speaker.

Don't overdo the introduction - too many superlatives or flowery adjectives.

Deliver the introduction:

1. Opening remarks grabs attention, speaker significance, and set mood for the speech.

2. Ensure your introduction answers four questions: Why this subject? Why this speaker? Why

this audience? Why this time?

3. Present and welcome the speaker. State the name of the speaker last
"Ladies and Gentlemen, please join me in welcoming our International President.....!"

4. Lead applause until speaker arrives at lectern. Handshake, warm smile, return to seat.

After the speech:

1. Return to lectern, greet speaker with firm handshake and warm smile.

2. Express appreciation to speaker + recognition item. Be brief, personal and pertinent.
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6. USING PROPER TITLES
7. DISPLAYING THE FLAG

Flags must be treated with dignity and respect and displayed properly. The Flag should be in good repair. All Flags being displayed should be of the same size. The following protocol is to be observed:

If it hangs vertically against a wall, the flag should be placed so that the stars to the left as seen by spectators.

When used on a speaker's platform, the flag should be flown to the right of the speaker.

When used in the body of an auditorium, the flag should be flown to the right of the audience.

If two or more flags are flown together, the American Flag is on the left as seen by spectators in front of the flags.

If three flags are flown, the American Flag is the central position, next ranking flag to the left seen by spectators.

8. THE NATIONAL  ANTHEM

National Anthem of the country of guests is played first, followed by the anthem of the host country. Rise, face the flag and remain standing at attention during the National Anthems. 

Memorize the words and sing to your own National Anthem. 

Do not smoke, chew gum or talk while the anthem is in progress. 

Men should remove their hats.

9. SERVING AS HOST FOR A DIGNITARY

A host is a diplomat whose conduct is critical to the impression made about the organization. These guidelines will help to make the job enjoyable and easier and ensure that proper protocol is observed:

Beginning:

1. Be on time. Stand near the place of arrival. Introduce yourself.

"Mr. Black? (Wait for She response.) How do you do? My name is Sally Smart (if present, introduce your escort too). I'm (We're) pleased to be your host(s) for this evening. Welcome to our banquet.... "

2. Cloakroom Escort your guests to the cloakroom or take your guest's coat to the cloakroom.

3. Offer a cocktail to your guest and retrieve it. Never leave your guest alone. Introduce guest to at least one other person before you retrieve cocktails or look after any other needs.

4. Introduce your guest to a few people at a time. "Mrs. Smith, I'd like you to meet Mr. Black."

Use a friendly relaxed manner when introducing people. Remember to smile.

Mention both the first and last names distinctly, including titles.

Do not use first names in the following situations unless specifically requested to do so:

To a superior in one's business                
To professional people offering their services

To a business client or customer             
To an older person or a person of higher rank

Include an item of interest to facilitate further conversation.

Middle:

1. Make conversation by learning some information in advance.

Hobbies, guest expertise, local news stories may be of interest

Avoid sensitive, personal or embarrassing topics, political or religious

Listen to the guest's opinions on sensitive topics and be cautious in offering your own!

If you don't know about a topic, say so vs give wrong information or say something silly.

Do not gossip. Remember, great minds discuss ideas and events.

2. Explain or clarify me proceedings to the guest for the event

3. Escort the guest to the appropriate place. Guest is served first, anticipate guest needs.

End:

1. Thank guest and offer compliments for their role and show appreciation getting to know them.

2. Ensure that transportation arrangements have been made for the guest, if they are required

3. Wish them well.
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Guidelines for Meeting Planning

HOW TO MAKE A TOAST

A COMMON ACT AT SOCIAL FUNCTIONS

Toasting is as Old as Civilization. The ancient Greeks began toasting with wine as a good faith gesture, showing that the drink was not contaminated with poison. Later, the Romans refined the custom by placing a piece of burnt bread in the glass, to mellow the flavor of the wine (and to hide any un-dissolved poison). The toast concept expanded until it became a safe drink that first honored the gods a later honored people. Until the 1700's, Toasts were predominately made as a wish to "good health" and later became hopes for "happiness" and "good fortune" as well.

Toasts are offered for a variety of occasions: weddings, banquets, anniversaries, birthdays, retirement parties, dinner parties, before eating, before a keynote speaker and for the celebration of an accomplishment to name a few examples. A Toast is made to someone, rather than to inanimate objects not endowed with spirit or life. There are rare occasions when a Toast to "something" such as "Spring" may be appropriate.

A toast is most sincere when it is original.

Be simple       Be brief         Be yourself       Be prepared

A toast tests your ability to find appropriate words:

Inspire           Inform           Motivate             Persuade              Entertain

A toast can be a:

Poem         Proverb     Public prayer      Bit of wit        Secret sentiment to be shared

A good toast will be remembered:

A good Toast is hard to find but it is an opportunity for creative expression.

The sentiments: "Salud", "Prosit" or "L'chaim" cam be expanded upon to imprint your message.

Avoid these mistakes:

Avoid long windy addresses. "If you haven't struck oil in the first two minutes, stop boring".

Avoid signaling for quiet by rapping on the drinking vessel with a spoon.

Do not toast the guest of honor before the host has the opportunity.

Do not raise your glass when you are being toasted. Remain seated; respond with a "Thank you".

If necessary, toast with water or an empty glass rather than not participating.

Refrain from smashing your glass in the fireplace.

Clinking glasses together is thought to ward off the devil, as it is the sound similar to the tinkling of the bell

1/9/03                                Manual of Operations • Detroit Dental Clinic Club                          Page 193

A Toast is a mini Tribute with structure

1. Refer to the occasion                               
4. Express good will

2. Reflect the theme                                    
5. Be formally proposed (tribute)

3. Refer to achievement of the recipient        6. Reflection, comparison and suspense

Ask the guests to "Please rise... and charge your glasses... to:_______________."

The phrase is then repeated by you and the guests in attendance to:________________."

Toasts are not applauded.

If seated, stand when offering the Toast.

Example of a Toast as a Mini Speech

Recognition: "District Governor, Honored Toastmasters and Special Guests;

Theme: 'What's in a Name?' Each TM club has not only a charter number but a name as well.

Comparison: 'What's in a name?'. Well, some clubs have business names or fun names. There is but one club with the name of a person. The Peter Kossowan Communicators.

Occasion: This evening we are gathered together to charter yet a second club, this one named: the Emma Collins Advanced Toastmasters Club

Achievement: 'What's in a Name?' Emma Collins, with her ongoing, outstanding contribution to Toastmasters enhances its spirit and ideals. Emma Collins, with her warmth, compassion and commitment emulates a philosophy that we all respect.

Goodwill: It is an honor to be a member of a club with this name.

Tribute Ladies and gentlemen, please rise and charge your glasses... and share a toast with me to: Our distinguished Emma Collins".

Examples of Toasts in Years Past

*  "Here's to us all. God Bless us every one". Charles Dickens in a Christmas Carol
*  "Here's mud in your eye". From World War II and a wish of good fortune to farmers
*  "Here's looking at you kid".    Casablanca
*  "Down the Hatch!" "Bottoms Up!" "Cheers!"

*  "May you live as long as you want and may you never want as long as you live."

*  "If at first you don't succeed, adjust your goals."

*  "May the work that you have be the play that you love."

*  "Happy Birthday to You."
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Guidelines for Meeting Planning

HOW TO MAKE INTRODUCTIONS

Introductions are frequently needed in our work and home life. The intention is to introduce one person to another person or persons or to introduce several people to each other. There are a few key rules to know to ensure you conduct your introductions smoothly and according to the traditions of business etiquette. In this page we will discuss:

1. How to make introductions           3. Shaking hands                             5. Business cards

2. How to introduce yourself            4. Introductions at meetings             6. Name tags

1—INTRODUCTIONS

In social situations, a man is traditionally introduced to a woman. However, in the business world introductions are based on a person's rank or position in a company. Whoever is the highest-ranking person is introduced to everyone else in order of position. If you introduce two people of equal rank to each other, introduce the one you know less well to the one you know better.

The only exception is when you are dealing with a client. In this case the client should be introduced first, even if you are with someone of higher rank within your company.

Use a friendly relaxed manner when introducing people. Remember to smile.

Mention both the first and last names distinctly, including titles.

Note: Do not use first names in the following situations unless specifically requested to do so.

To a superior in one's business                    To professional people offering their services

To a business client or customer                  To an older person

To a person of higher rank

If you are in a group and you're making many introduction it is helpful to include a bit of information about each person. This can help to facilitate further conversation.

In a large group try introducing a person to only a few people at a time. The information provided could pertain to the reason the person is a special guest. Be discreet and do not say anything that would embarrass the guest or those being introduced.

How to handle different introductory situations:

The younger person is introduced to the older person.

A man is introduced to a woman.

A less important person is introduced to a more important person.

A younger couple is introduced to an older couple.

An untitled person is introduced to a titled person. "Mr. President, may I present Mr. Black".

For people who live together, give each person's Full name - no explanation need be given.

For husbands and wives with different names, introduce the wife first and give their full names.

"Anne Walker and her husband John Smith".

If you forget someone's name, apologize briefly and wait for person to volunteer the name. 

If you are uncertain how to pronounce someone's name ask for the correct pronunciation. 

If you are introduced and you do not hear the name clearly, simply ask them to repeat it.
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2—INTRODUCING YOURSELF

There are occasions in which you need to introduce yourself. For example if you are meeting new colleagues, associates or clients. To introduce yourself extend your hand and say

"Hello, I am__________.  I am the_________________ with Company ABC.

If you have previously been introduced to someone do not assume that they will remember you. Be prepared to reintroduce yourself should it be necessary.

3—SHAKING HANDS

When you are introduced to someone you should always stand and shake hands and make eye contact. A handshake is the physical greeting that accompanies the verbal introduction. Not shaking hands could be perceived as a sign of rejection and could be very insulting to the other person. A handshake should be firm but not bone crushing. Perform the motion from the elbow not from the shoulder. If you are wearing gloves you should remove them before shaking hands.

Some of the situations in which you should shake hands:

When meeting a person for the first time or when saying good-bye 

When renewing acquaintances

When greeting a host or hostess or being introduced to someone 

When ending a transaction or leaving a business or social event.

4—NAME TAGS

If nametags are worn, they should be placed on the right shoulder. The reason for this is that most people are right handed and when people shake hands, using their right hand, this is where the eye can best see the nametag and the name of the person.

5—MEETINGS

If you are leading a meeting and the people at the meeting do not know each other, or even if only a few are not acquainted it is advisable to conduct introductions. It is most efficient to have people introduce themselves, stating their role or position. You also have the option of introducing those present. If you do so introduce them by name and provide some additional information as their position, role or the reason they are in attendance.

6—BUSINESS CARD ETIQUETTE

Keep a supply of business cards on hand in a place that is easy to reach.

Always have business cards that are clean, neat and accurate to portray a professional impression.

Present your business card face up and turned so that the person you are giving it to can read it.

Be selective in distributing business cards. Give them to people who express an interest in your card. 

If someone offers you his or her card don't turn it down. You can always dispose of it later. 

If you ask for a card and he or she don't want to provide one, explain your purpose or let the matter drop. 

When handed a business card, take the time to read it. Say the name of the person out loud.

In addition to using your business card as a means of introduction you can also include it along with business correspondence.

Sources of information used: Etiquette for Dummies by Sue Fox. 
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Guidelines for Meeting Planning

HOW TO INTRODUCE A SPEAKER

Why a speech of Introduction?

The introductory remarks by which a speaker is presented to his/her audience are an important aspect of public speaking. Listeners will be a more perceptive and appreciative audience if they understand what the speaker is undertaking. One function of the introduction is to establish the proper "mental set" so the group will know what to look for.

A good introduction contributes to the speaker's authority by making it clear that he or she speaks from special preparation, knowledge or experience.

What Should the Introducer Say?

Speeches of introduction should not be flat or stereotyped They should be graceful, witty and fun... fun to hear and fun to give. Here is a set of guidelines that will serve as a handy system in organizing the facts that have been collected about the speaker. It is the T-I-S formula, as presented by Dale Carnegie in his book, EFFECTIVE SPEAKING.

T Stands for TOPIC. Start you introduction toy giving the exact title of the speakers talk.

I Stands for IMPORTANCE. In this step you bridge over the area between the topic and the particular interest of the group.

S Stands for SPEAKER. Here you list the speaker's outstanding qualifications,

particularly those that related to his/her topic. Finally, you give the speaker's name distinctly and clearly.

From this point you can use your imagination. Tying the formula to the information that you have gathered, take no more than 30-45 seconds to introduce the speaker. Make it short, and make it count.

Summarized from When You are the Introducer (Toastmasters 1167E) 
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Sample Introductions 

Example One:

Our speaker today is Patricia Nelson. Ms. Nelson is the Librarian at the Business Link : Business Service Centre. In her job she deals with small business owners and those thinking of starting a business to help them find the information they need to start or run their businesses. In her spare time she has served as a Board Member with Edmonton Community Network, and as a volunteer trainer teaching people how to use the Internet and create web pages.

Based on her knowledge, enthusiasm and experience she is eminently qualified to speak to us today about Business Resources on the Internet. Ladies and Gentleman, please welcome, Patricia Nelson.

Example two:

We are delighted to have a very special person with us today to give us a presentation. Jeff Singh is a Professional Engineer, a graduate of the University of Alberta. He received his M.B.A. from Harvard in 1995. Upon graduation from the University of Alberta, Mr. Singh worked for the Alberta Energy Department as an energy supply analyst. He then moved on to a position with the Canadian Association of Petroleum Producers as a policy analyst involved with negotiating royalty rates with the provincial government. Following that Mr. Singh has worked with Amoco Oil in numerous locations around the globe. He has worked on several international committees analyzing petroleum production and supply trends and forecasts.

We are delighted to have Mr. Singh with us today to present his findings about royalty payment options in various countries and world forecasts for supply and demand in the coming decade.

Please help me welcome Jeff Singh...
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Guidelines for Meeting Planning

HOW TO PRESENT AN AWARD

Acknowledge the individual adequately and graciously, by proper planning and preparation. An individual may be honored for an accomplishment celebrated upon retirement or wished well when embarking on a new job or career. When you are called upon to present an award or memento, it is your opportunity to do credit to the person honored.

A presentation can fail because it does not do justice to the individual being honored.

• Presentation is too short, or vague to acknowledge what the individual has done;

• Presentation is too long and bore the audience;

• Presentation embarrasses rather than praises the individual (an award ceremony is not a roast).

1. Be Generous:

• Give praise that is appropriate to the occasion, but don't be dishonest

• Humor can contribute to the mood if it is appropriate and subtle.

• Comments should not be at the expense of the guest of honor nor detract from the praise.

2. Be Specific:

• Explain why the recipient is being honored.

• Mention specific accomplishments, community service, projects completed, or career highlights 

•Avoid vague accolades "great person to work with" or "full of ideas" are not descriptive or unique.

• Cite specific examples to lend credence to your comments. "Mary won two productivity awards for suggestions she made to improve the drafting procedures and introduce automation".

3. Be Personal:

• Demonstrate true qualities of the recipient and what makes this individual unique or noteworthy.

• Ask friends and acquaintances for anecdotes or talents that should be noted.

• Include suitable words of inspiration from a poem or a quote.

4. Be Honest & Sincere:

• If you know the person well, let that be known. If you do not, do not pretend to.

• Seek positive information from those who know him or her.

5. Lead the Applause:

• At the conclusion of your comments lead the applause to acknowledge the award recipient.

• The applause should continue until the recipient arrives at the podium.

• When the recipient arrives at the podium shake their hand.

6. Recipient Says a Few Words:

• The "Guest of Honor" is usually asked to respond by saying a few words.

• To avoid confusion or embarrassment to let the "Guest of Honor" know ahead of time.
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