














Any time you can have people who
first of all have time, and second, do
the work for nothing, you are that
much better off”

VCSP began on December 1, 1981, at
the direction of then Governor Frank
White. Although first placed in the
Department of Local Services, it is now
housed in another division of state
government, the Arkansas Industrial
Development Commission.

Naylor said the program does not
compete with the Governor's Office of
Voluntary Citizen Participation, which
coordinates more traditional volunteer
tasks, such as office and hospital work
and telephone answering.

“My project is more consulting work
with professional type-people,” Naylor
said, “such as architects, doctors, attor-
neys, accountants, bankers.”’

To recruit these workers, Naylor
draws heavily from the Service Corps
of Retired Executives, an organization
of retired professionals who perform
volunteer services for small businesses
and nonprofit organizations. He also
finds volunteers through the Arkansas
Association of Retired Persons, the
Retired Senior Volunteer Program, the
Retired Teachers Association and the
Governor's Office of Voluntary Citizen
Participation.

Since the program started, telephone
calls and word of mouth in Arkansas
communities have created a pool of ap-
proximately 150 volunteers.

“Since the program got rolling, the
volunteers have come with it," Naylor
said. “By scouting around on the
telephone, I've never had to turn down
a project because I didn't have a
qualified volunteer”

VCSP recruits projects as well as
volunteers. Because it is limited by its
charter to work with local govern-
ments, VCSP's approach is generally to
address organizations of local govern-
ment personnel, such as groups of
county judges or mayors or quarterly
meetings of Arkansas’ seven planning
districts, describing the skills that are
available.

“Two months later, the phone will
ring,’ said Naylor, whose role is limited
to coordination. He introduces the
volunteers to the government officials
involved in a project, then outlines the
parameters of the work.

Upon completion of the job, Naylor

checks with the government officials to
ensure that they are satisfied with the
work presented. From the volunteer, he
asks only for time sheets. There are no
“report cards,” no required evaluations
by the beneficiaries, and no signed
agreements.

“One of the quickest ways to run of f
volunteers is to tie them up in paper-
work,” Naylor said. “I am so pleased
with the quality of the work they put
out, that I don’t need evaluations.”

Eighty-five percent of Naylor's
volunteers are retired, and he uses
some college students for administra-
tive work.

“I find that this age group of volun-
teers does this job because they want
to, because they have pride in their
work," Naylor said. “Pride just sticks
out all over”

In addition to the personal rewards,
VCSP volunteers enjoy some added
benefits, such as an occasional over-
night stay if the job requires it. On
such jobs, volunteers often can take
along their spouses.

“That’s one of the big calling cards 1
have,” Naylor said.

Volunteers are reimbursed for their
expenses, such as meals, transportation
and overnight accommodations.

John E. Brown, a civil engineer who
retired from government 10 years ago,
has worked more than 10 VCSP pro-
jects in addition to many others for
small businesses through the Service
Corps of Retired Executives.

“It's satisfying a need I have to feel
that my professional life is not over,
that I'm useful,” Brown said. “I like
working with Hal because he is easy to
work with. He knows my capabilities.”

Naylor, who is also a retiree, started
VCSP as a volunteer After the first
nine months, he went on the payroll.
His salary is included in the program's
$25,000 a year budget.

When Naylor took the post, he was
promised a two-to-three-day work
week.

“Now it's about an eight-day-a-week
job, and I love every minute of it
Naylor said.

_

Study Reveals Volunteer-to-Paid

Job Patterns

A recent case study research project
by the Northwest Regional Education-
al Laboratory explored the question of
why some adults succeed in translating
their volunteer experience to paid
positions, while others do not. The pro-
ject focused on the following concerns:
® What types of skills can people ac-
quire from unpaid work experience?
® What strategies are most successful
in seeking to move from unpaid work
to paid employment?
® How do adults successfully docu-
ment and communicate to potential
employers the skills and knowledge
gained from unpaid experience?
® What activities within an agency
support career preparations?
® How do employers view the skills
and experience people acquire while
in an unpaid work situation? How do
employers want to see skills docu-
mented?
® What are the characteristics of
adults who make successful transitions
from unpaid work to employment?

The researchers interviewed volun-
teers, representatives of agencies who
involve volunteers, and employers.
The results provide some useful in-
sights into the potential of the volun-
teer experience as an alternative
strategy to career development.

About Skills

Volunteers reported acquiring an
impressive array of new skills, as well
as opportunities to brush up on unused
abilities and build proficiency. Specific
skills were learned in office work, man-
agement, social services, education,
health care, public relations, crafts, etc.

Other Personal Gains

In addition to gaining skills, volun-
teers overwhelmingly reported a
growth in self-confidence, as well as a
sense of purpose, an improved sense of
self-worth, a willingness to ask ques-
tions, a new recognition of personal
capabilities, a readiness to learn from
experience, greater empathy, a sense of
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Operation Match Volunteers
Ease D.C. Area Housing Needs

By Ingrid Utech

Homesharing can be an attractive
solution for renters who need afforda-
ble housing and homeowners who
need extra income, household help or
companions for their children. But how
does a homeowner find a suitable te-
nant and how does a tenant find an ap-
propriate place to live? In the Wash-
ington, D.C., metropolitan area, a un-
ique program called Operation Match
uses volunteers and paid staff to bring
seekers and providers of housing
together.

In the past year, volunteers have
helped make some unique matches. In
one case, a postal worker wanted a
companion for her 13-year-old
daughter when she came home from
school. In exchange, the mother was
willing to give the companion free
room and board. A match was arranged
with a young Cambodian woman who
was attending school in the area. Both
parties said they were extremely
pleased with the arrangement.

In another case, a professional
pianist was looking for a male house-
mate. When Operation Match could
not find a suitable housemate, staff and
volunteers convinced the man to share
his apartment with a woman who also
is an accomplished musician. Now the
two play duets together as well as
share living costs.

Sometimes it is the needs of older
people that must be met. An 82-year-
old woman had a fall and broke several
vertebrae. Through Operation Match,
she found a young man who agreed to
help her around the house and yard in
exchange for a rent-free room.

Still another match involved a mid-
dle-aged teacher who had just returned
from an overseas job with his 11-year-
old daughter whom he wanted to live
in a house instead of an apartment.
Through Operation Match he was able
to rent two bedrooms in a spacious
house. The house is owned by a
woman with a 2-year-old child, to

Ingrid Utech is a freelance writer in
Washington, D.C.

whom his daughter has become a sec-
ond mother.

Operation Match was started four
years ago in Montgomery County,
Maryland. Last year, the program
became operational in nine other area
jurisdictions, thanks to a grant
awarded by the Department of Hous-
ing and Urban Development to the
Metropolitan Washington Council of
Governments.

The program serves only as a
clearinghouse for seekers and pro-
viders. After screening applicants,
checking references, and inspecting
homes, Operation Match gives appli-
cants the names of several individuals
who have been carefully selected be-
cause of interests, hobbies, needs and

preferences similar to those of the ap-
plicants. The applicants must contact
the individuals and negotiate rents or
services to be provided in exchange for
room and board.

Volunteers are an important compo-
nent of all Operation Match programs.
Each program uses at least one volun-
teer and some programs have as many
as five.

Volunteers perform a variety of
tasks, ranging from answering
telephones, filling out applications,
keeping records and filing to checking
references and interviewing people in
need of housing. In some programs,
volunteers are also used to interview
providers, inspect their homes and sug-
gest matches.

Volunteers bring a variety of skills
and experiences to Operation Match.
One volunteer is a recent retiree from

the Department of Housing and Urban
Development who wanted to continue
to do some work in the field of housing.
She chose Operation Match, she said,
“because the program is an excellent
way to make more use of our existing
supply of housing.”’

Another volunteer is a landlord who
owns two rental properties. She volun-
teered, she said, “because I know how
high the rents in my area are and I
know there are a lot of people who
need more affordable housing.”

Operation Match also draws volun-
teers with backgrounds in counseling.
One volunteer has worked as a career
counselor. She uses her skills “to ex-
plore with people what they want,
what they have to offer, and what they
can expect from Operation Match,
since many people don't know much
about it when they first come to the
program.’

Two of the jurisdictions have volun-
teers who formerly worked with the
Department of the Army and the Navy.

“Volunteers are a cost effective way
to keep our program running,’ Vernel
Watts, coordinator of the Montgomery
County, Maryland program, explained.
Montgomery County presently has five
volunteers who each work one or more
days a week. All of the volunteers have
been with the program at least one
year. Watts attributes the volunteers’
length of stay to the fact that they work
side by side with the paid staff, which
consists of five part-time counselors,
two of whom are assigned to assist
volunteers. Volunteers attend staff
meetings and sometimes accompany
counselors on home visits. Watts also
meets bi-monthly with the volunteers
to share program information.

Montgomery County also has a
counselors’ training program in which
volunteers may participate. Comple-
tion of the program makes volunteers
eligible to interview, conduct home
visits, and make matches. So far, one
volunteer has completed the program.

“Good supervision of our volunteers
is crucial to the success of our pro-
grams,” Nancy Berg, coordinator of
Operation Match in Alexandria,
Virginia, points out. “Because each
volunteer generally works only one
day a week, we need to supervise each
volunteer closely to maintain con-
tinuity in the program.’
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acted dishonestly or illegally.

Does the deductible apply to defense
costs as well as settlement? Many
companies apply the deductible to both
defense and settlement.

What if the corporation notifies the in-
surance company of an incident it
thinks might give rise to a suit when
aware of it during the policy period,
but the suit does not actually com-
mence until after the policy termi-
nates? Most companies would consider
that the claim had been first made during
the policy period, and therefore the cor-
poration or its board members would be
protected.

What are the major exclusions in the
policy? Most companies exclude claims
that are paid by any other insurance, for
failure to obtain and maintain in-
surance, claims arising out of failure to
comply with ERISA (Employment
Retirement Income Security Act), mak-
ing illegal political contributions,
nuclear energy, pollution, contamina-
tion, pending and prior litigation. Make
sure you know just what exclusions will
be in your policy before you buy it.
Will the policy protect us for claims
arising from incidents that took place
prior to the policy’s inception date?
Some policies will provide coverage to
you for claims made during the term of
your policy for incidents that took place
before the policy began. However, you
must have had no knowledge that the in-
cident would give rise to a suit. Be sure
to check your policy carefully on this
point.

Is Directors and Officers Written
on a “Claims Made” or
“Occurrence” Basis?

Most directors and officers errors and
omissions policies are issued on a
“claims made"” basis. This requires that
you not only have a policy in effect
when the incident takes place that later
gives rise to a suit, but also when the
claim is actually made against you.
Thus, if you terminate the directors and
officers policy for any reason, and a suit
is brought against you later for some-
thing done during the term of the policy,
there is no coverage unless you have
purchased extended discovery or “tail”
coverage from the carrier. If you change
to another company, you may be able to
purchase “prior acts” coverage from the
new company. This would be an agree-
ment that if you were sued during the
term of the new policy for something
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you did while insured with the previous
carrier, the new carrier would provide
coverage. You should have either “prior
acts” or “tail” coverage in order to be
covered properly if you cancel or change
from one directors and officers policy to
another.

When purchasing directors and of-
ficers coverage, it is important to ascer-
tain whether or not the company will
provide an extended discovery or “tail”
coverage period upon termination of the
contract. If you have two quotations, one
from a company that will provide an ex-
tended discovery period, and one that
will not, the quotation of the company
willing to provide the extended coverage
is probably the one to choose.

How Are Premiums Calculated?

The premiums for directors and of-
ficers errors and omissions are based
upon several variables: the size of your
board, the size of your annual budget,
how long the organization has been in
business, and the type of program you
provide. In addition, the company takes
into account whether or not you have
subsidiaries and advisory boards. Past
history of claims will also influence the
premium figures.

Are There Deductibles?

There are usually deductibles on
directors and officers policies, and they
work in two different ways according to
the terms of the policy. If there is no in-
demnification in effect and your policy
is responding as liability insurance, then
usually the deductible is an amount for
each board member sued, subject to a
maximum for all board members sued in
a given action. For example, if only one
board member is sued, the deductible
may be $2,500, and if more than one
board member is sued, the deductible
would be $5,000 total for all board mem-
bers sued. On the other hand; if the
bylaws provide for an indemnification,
and the policy provides coverage as an
expense reimbursement policy, the
deductible is usually a single amount. In
this example, the expense reimburse-
ment deductible would usually be
$5,000.

When an indemnification is in effect,
the deductible for expense reimburse-
ment is usually borne by the corpora-
tion. If there is not an indemnification,
however, the deductible is borne by each
individual board member joined in the
suit.

What Is “Participation”?

In addition to imposing deductible
clauses, some directors and officers
liability and expense reimbursement
policies also require participation on the
part of the corporation and/or the board
members. This means that the corpora-
tion and/or board members must pay a
percentage of the claim in excess of the
deductible. Frequently, this is 5%, with
the insurance company paying the re-
maining 95%. If the corporation has in-
demnified the board members, the
organization would usually pay the 5%;
if there is not an indemnification, the in-
dividual directors would pay the 5%. You
can usually remove the requirement by
paying an additional premium.

Where Can We Buy This Type of
Insurance?

Your insurance professional can
negotiate this coverage for you with one
of the several companies who specialize
in providing this type of insurance.
There are also association-sponsored
plans, such as the one sponsored by
United Way through its national office.

What Should We Keep in Mind
When Negotiating This Coverage?

In order to obtain directors and of-
ficers coverage, you must complete an
application provided by the insurance
company. They probably will also re-
quire copies of your most recent audited
financial statements, and of your articles
of incorporation and bylaws.

It is very important when completing
an application to be sure that all answers
are correct. The company relies strictly
upon the answers in the application,
which become a warranty under the
policy. If answers are incorrectly stated,
or misstated, the company may deny
coverage in the future for a claim under
the policy. Thus, the application usually
asks whether any member of the board

The three authors have been involved in
the insurance business for many years.
Elmer Steinbock retired as chief execu-
tive officer and president of Security
Mutual Insurance Company in New
York, ending a career that included
holding almost every job possible in the
insurance business, as well as practicing
as an attorney. Mary Lai and Terry
Chapman are licensed insurange agents
and brokers who have specialized in in-
suring nonprofit corporations in Califor-
nia since 1966.
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up with a full-scale sketch that includes
everyting you need to say to the reader,
and it looks pretty good, too. You've
selected an illustration that will help es-
tablish the theme of the flyer. You've
typed the blocks of copy to fit the spaces,
and you've written the headlines that
will be transferred to the board. Finally,
you have decided to use a border around
the margin and a decorative box to high-
light the guest speaker’s name. Now you
are ready for step five.

Step Five: Preparing the Board

The art board is what you stick every-
thing onto to present perfect—or
“camera-ready” —artwork to the printer
or to place on the photocopy machine.
The “board” can be white poster board
or a white piece of typing paper. The ex-
act 8 1/2 x 11" dimensions should be
drawn with a non-photographic blue
pencil, guided by a ruler or triangle.

Margins must also be drawn so you
know where to draw or stick the border.
Allow at least one-half-inch margins on
all four sides. If you layout words or art-
work close to the paper edge it will fade
out when photocopied, and it will cost
more money when it is printed. Also,
there's a bit of psychology involved with
margins. At first glance, generous
margins convince the reader that there
isn't too much to read and that it
shouldn't take too much time. It will cost
about a dollar, but a commercial art
board is well worth the money in your
time alone. The board is pre-printed
with borders, dimensions, margin lines,
and grids to make paste-up much easier
and faster.

Step Six: Paste-up

It's time to stick onto the board the
typed words, headlines, border, designs
and illustrations. Secure the corners of
the board to your desk or table with
masking tape so it won't slip around.
Measure the space allocated for the
headlines and measure the letters to be
used. Mark the board where the
headlines and sub-heads will be
transferred or glued. Cut out the typed
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copy. glue the back, and stick it on the
board in the places you have marked.
Use the triangle to keep everything
straight.

Draw or stick on the border, box, il-
lustrations and other designs. After a
few minor adjustments, press down all
glued pieces firmly to the board. Smooth
down the edges of all the pieces so that
shadows will not appear when it is
photocopied. To protect the artwork, lay
a sheet of paper over the board and press
down through the paper. Also, be sure to
white-out any spots, smudges and
marks.

Step Seven: Printing

Printing includes photocopying or ac-
tual printing at a print shop. This step is
your last opportunity to jazz up the flyer
with color You can't deny the impact of
color when it comes to drawing atten-
tion to the printed piece, yet color is so
often avoided in order to economize.

Color printing can be expensive, but
there are a couple ways of adding color
without adding too much to the cost.
Whether you photocopy or print the
flyer, you have the choice of colored
paper. Why print on white paper if you
can print on beige, cream, blue, yellow,
green, etc.

Another alternative is to use colored
ink. The attractiveness of the flyer can
be greatly improved by printing it in a
rich dark shade of brown, green or blue

rather than ordinary dull black. Besides,
the colored ink costs no more than black
if you print the flyer on the day the
printer offers a particular color of ink.

Consider combining the two alterna-
tives. What about dark blue ink on light
blue paper, dark green ink on light green
or yellow paper, brown ink on beige, or
even black ink on gray paper? The
choices are numerous. All it takes is a
little imagination.

Incidentally, always ask the printer for
a nonprofit discount.

Finally, don't forget the one alterna-
tive to doing everything yourself: Get
someone else to do it. For example,

® Ask a local graphic artist to design
the flyer for your organization in return
for credit and a tax deduction.

® Contact teachers or advisers at local
high schools and colleges to see if one of
their classes or clubs will adopt your
flyer as a project.

® Advertising agencies employ writers
and artists. Ask them for assistance as a
donation.

® Printers, especially those you have
given business to, might typset, paste up
and print the flyer at cost (50 percent) or
at no cost.

So, remember, whether you are
designing a flyer, a proposal cover, or a
change-of-address postcard, that piece of
paper is going to create an image of your
organization in the reader’s mind.

Add a border, a box, a bold line here
and there. Run the title along the bottom
right of the cover instead of in the mid-
dle. Use colored paper in the photocopy
machine. Use your imagination and take
a few extra minutes to produce a printed
piece that might not be the most profes-
sional job possible, but at least shows
respect for the reader. ©
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particular room than if they do one ac-
tivity (such as painting or cleaning) in
all the rooms. The first circumstance
provides them with a sense of turf (“this
is my room"); whereas in the second
case, any sense of ownership and
responsibility is diluted by the number
of others involved. Even in so simple a
case as a group of volunteers stuffing
envelopes, we find that volunteers who
do one activity (collating, stapling, fold-
ing, stuffing, stamping) for all envelopes
get less satisfaction from the job itself
(as opposed to satisfaction from the
social aspects of being together as a
group) than those who do all these ac-
tivities for a portion of the envelopes.

The second key element in good job
design is to make sure that the volunteer
has the authority to think as well as do
the job. By thinking, | mean specifically
the planning, organizing, deciding and
evaluating of what he or she does.

Many volunteer administrators have a
built-in resistance to allowing volunteers
this authority. For one thing, the volun-
teer may only serve once every couple
of weeks and may have difficulty keep-
ing up with what is going on. And for
another, standard management practice
holds that it is the supervisor's job to do
the planning, organizing and deciding
and the employee’s job to carry out
whatever the supervisor decides needs
to be done.

Indeed, when a volunteer first comes
on board, this may be the most comfor-
table way to proceed. As volunteers
learn the job and figure out what is
going on, however, the fact that they are
only doing what someone else decides
begins to sap their motivation and dilute
their ownership of what they ac-
complish. They will tend either to resent
being told what to do or to lose interest
in the job, cease to show up very often,
and finally drift away.

This does not mean we should abdi-
cate our responsibility for insuring good
results from volunteers. Obviously, we
can't afford to have all our volunteers
“doing their own thing.” What we can do,
however, is to involve them in the plan-
ning and deciding process so that they
do feel ownership of their job.

One way to allow them some control
and still retain some insurance that they
will do the right thing is to ask them to
recommend to us what they should do
rather than telling them what to do. If the
recommendation is unacceptable, you
can explain why so they learn to make
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better recommendations in the future. In
this way, volunteers will always feel a
sense of ownership in what they do,
since they thought of it and recom-
mended it. The fact that you may reject
some of these ideas does not detract
from this sense of ownership because
the things you do approve and what the
volunteers wind up doing are things they
decided to recommend.

The third critical element in develop-
ing a work structure that encourages ex-
cellence is to make sure that volunteers
are held responsible for achieving
results rather than for performing a set
of activities or “job duties” If they are
responsible for results or outcomes, they
are focused on the end-product of what
they do, and they get the satisfaction of
making progress toward an achieve-
ment. If, on the other hand, they are
responsible only for the activities that
may lead to some result, they are
divorced from that satisfaction. A crime
prevention volunteer for a police depart-
ment, for example, will get a lot more
satisfaction if he/she is responsible for
reducing burglaries than for engraving
social security numbers on people's
belongings.

Most job descriptions for volunteers or
for paid staff are not defined in terms of
results, which, in fact, are never men-
tioned. Most often, the responsibility for
a result is fragmented, with several peo-
ple all having a few activities to perform
if the result is to be achieved. In fact, the
responsibility is usually so fragmented
that the volunteer loses sight of the
result. As a direct consequence of this,
results are poorly and inefficiently ob-
tained, and the volunteer gets bored.

Because most of us have littie
familiarity with jobs defined in terms of
results, let's look at some examples.
Below are five statements taken from
volunteer job descriptions. For each,
decide if the statement holds the volun-
teer responsible for achieving a result or
for performing an activity.

1. Spend three hours per week in direct
counseling of clients (job description for
mental health volunteer).

2. People coming to or calling the office
will view us as a competent, profes-
sional organization (receptionist).

3. Work with children on reading (class-
room volunteer).

4. Girls will view themselves as valuable
and competent (Girl Scout leader).

5. Speak to men's groups about the
problem of rape in our community (rape

relief volunteer).

Once you have answered each of
these, read the following discussion:
1. This is a statement of an activity to be
peformed. No result has been specified,
and if this volunteer doesn't achieve
much, we shouldn't be surprised. To
define the result, we need to ask, What
is the outcome of all this counseling?
What do we want the volunteer to ac-
complish in these three hours per
week? The answer might be something
like, "Clients will return to independent
living in the community" or “clients will
feel able to cope with daily life without
help"” or whatever the focus of the coun-
seling is. By defining this result for the
volunteer, we offer challenging and
worthwhile accomplishment to work
toward.
2. This is an excellent statement of a
result for a receptionist. It states the out-
come of activities such as answering
the phone and greeting visitors.
3. Here again, the job is defined in terms
of an activity. Anyone can fulfill this job
description without even trying because
no result has been specified. To make
the job more rewarding, we need to
define what is to be achieved. What are
the children supposed to learn? A result
might be “increase children’s reading
scores by one grade level!”
4, This states a result of many activities
a Girl Scout leader may engage in. By
putting this in the job description, we
keep the leader focused on this to in-
crease the likelihood of such a result.
This result is challenging and difficult to
achieve, but it is precisely those
qualities that make the job interesting,
rewarding and motivating to the volun-
teer. Backing away from this because we
fear it is too difficult only makes the job
less interesting and does a disservice to
the girls. It is more rewarding to be
engaged in helping girls grow up with
strong self-images than to be responsi-
ble only for leading them in various ac-
tivities such as hiking or singing songs.
5. Again, no result is specified. What is
the outcome of these speaking engage-
ments? What will people know or do as
a result of these talks? Unless we take
the time to define that for the volunteer, it
is unlikely that the volunteer will achieve
whatever outcome we want. We should
never be surprised at the lack of resuits
we get from volunteers if we never give
them results to achieve.

So, there are two primary benefits to
defining volunteer jobs in terms of
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Editing Your Newsletter: A Guide to
Writing, Design and Production. Mark
Beach. Volunteer Readership, PO. Box
1807, Boulder, CO 80306. 1982. $9.95
postpaid.

The author has compiled all the infor
mation you will need to make a newslet-
ter more interesting, more attractive,
more effective. The book includes sec-
tions on themes, photographs, inter-
views, typesetting, mastheads, format
and design, paper stocks, graphics, print-
ing and more.

A Guidebook for Planning Alcohol
Prevention Programs With Black
Youth. National Institute on Alcohol
Abuse and Alcoholism. Publication
BK91-GX, National Clearinghouse for
Alcohol Information, PO. Box 2345,
Rockville, MD 20852. 1981. 130 pp. Free.

This publication contains ideas on start-
ing programs to prevent alcohol abuse
among black youth. It describes the
beginning steps—mobilizing interested
groups, getting multiple agency support
through networking, finding out what
youth/alcohol issues are of concern to
the individual community, writing a
grant proposal, getting funding support,
holding a prevention workshop—and
the most critical step of involving youth
as partners in programs that encourage
independent decisionmaking about
alcohol.

Spectrum: Alcohol Problem Preven-
tion for Women by Women. National
Institute on Alcohol Abuse and
Alcholosim. Publication BK93-PN, Na-
tional Clearinghouse for Alcohol Infor-
mation, PO. Box 2345, Rockville, MD
20852. 1981. 91 pp. Free.

Attractive, no-nonsense and easy to use,
this guidebook to planning and execut-
ing community prevention projects is
designed expressly for women’s com-
munity groups. The book explores the
many kinds of alcohol-related problems
women experience and why, and the
role of prevention. Presents 48 project
ideas in six topic areas.
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On the Sidelines: An Adult Leader
Guide for Youth Alcohol Programs.
National Institute on Alcohol Abuse and
Alcoholism. Publication PH183-SX, Na-
tional Clearinghouse for Alcohol Infor-
mation, PO. Box 2345, Rockville, MD
20852. 1981. 32 pp. Free.

An idea book of alcohol abuse preven-
tion projects for teenagers, this guide
talks about the many ways that adults
who stay “on the sidelines” can stimul-
ate youth to develop leadership and
communications skills, plan activities
and make their own decisions.

The Media Resource Guide. Volunteer
Readership, PO. Box 1807, Boulder, CO
80306. 39 pp. $5 postpaid.

A booklet focusing on using the media
to an agency’s or program's advantage.
The Guide provides background on how
to get an organization’s story into the
newspaper, on television and radio, into
interviews—and what to do next. It also
includes sections on op-ed articles and
broadcast editorials.

The Board Manual Workbook. G.E.
Stringer, with K.B. Arsem, Volunteer
Readership, PO. Box 1807, Boulder, CO
80306. 1982. $4 postpaid.

This manual offers a workable way to
recruit, train and mobilize an effective
board of directors. It outlines the basic
steps for board development—from
developing the organization's purpose
statement to designing bylaws, agenda
and policy, to organizing and utilizing
strategy committees.

Successful Community Fund Raising.
Sheila Petersen. Volunteer Readership,
PO. Box 1807, Boulder, CO 80306. 1979.
$7.95 postpaid.

Sheila Petersen, chief fund raiser for the
North Salem Ambulance Corps of
Croton Falls, New York, shares her ex-
pertise for raising money at the local
level in this guide. She includes a wide
variety of ideas proven to be successful
fund raisers, such as fund drives, raffles,
bazaars and dinners.

Stressmap: Finding Your Pressure
Points. Michele Haney, Ph.D. and Ed-
mond Boenisch, M.S. Impact Publishers,
PO. Box 10904, San Luis Obispo, CA
93406. $5.95.

A personal guidebook for pinpointing
sources of stress and finding stress relief.
Questionnaire “maps” help readers
survey people, money, work, body, mind
and leisure stress areas. “Stress relief”
chapters offer long-term methods for
stress management.

The Assertive Woman. Stanlee Phelps,
M.S.W. and Nancy Austin, M.B.A. Im-
pact Publishers, PO. Box 1094, San Luis
Obispo, CA 98408. $5.95.

Assertiveness training for women is
offered in this book that applies asser-
tiveness principles to all phases of a
woman's life. Full of examples,
checklists and helpful procedures.

The One-Minute Manager. Kenneth
Blanchard, Ph.D. and Spencer Johnson,
M.D. Volunteer Readership, PO. Box
1807, Boulder, CO 80306. 1982. 250 pp.
$15 postpaid.

This book teaches a quick way to in-
crease productivity, profits, job satisfac-
tion and personal prosperity.

One Hundred and One Ways to Raise
Funds. Torbin and Martha Yates. Long
Range Fund Development, PO Box 128,
West Barnstable, MA 02668. 1880. 35 pp.
$4.00.

An annotated listing of fundraising pro-
jects for clubs, associations and
organizations. This compilation de-
scribes and rates money-raising projects
for inexperienced, small groups as well
as large, knowledgeable organizations,
including auxiliaries, volunteer church
groups, civic clubs and community
charitable associations. It includes cau-
tions, guidelines and ideas for creative
planning for maximum returns with
volunteer effort.
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