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About This Handbook 

This Handbook replaces the outdated and previously distributed Procedures Manual. Like the 

manual, it is intended as an easily accessible reference and guide for matters that the Chapter 

addresses on a frequent basis.  

To new and transferring members, this Handbook introduces you to some of the unique history, 

programming and practices that distinguish the Arlington (VA) Chapter of The Links, Incorporated. 

As you join with us, you will see that we have high expectations for you and look forward to 

experiencing the gifts and talents you are bringing to the Chapter. You should plan on immediate 

participation in the work of the Chapter. We, collectively and individually, welcome you into our 

friendship circle. 

To all members, should the contents presented herein not be explicit enough, additional guidance 

may be found in the Chapter By-laws, posted on the Chapter's website at Arlingtonlinksinc.org, 

Member's Only section. A password to access this Handbook and other documents is available from 

the Recording Secretary. 

Chapter Website Information 

The Chapter's website postings include other operational tools and forms. For example, you will 

find the membership roster with members' names, addresses, phone numbers, emails, birthdates 

and names of our Connecting Links. Other postings include information about meeting the National 

1-5 requirement (Attendance Periods Chart) and stipulations about activities for meeting the 48-

hours service requirement. The list of elected and appointed officers and list of committee and facet 

chairs are updated on an annual basis and can be found in the Members Only section. Other 

enabling documents such as insurance applications, applications for fundraisers, vouchers and 

rating forms for community partners' applications are also available, along with the Chapter's 

Adopted Annual Budget, Meeting Minutes and a copy of the Annual Financial Audit. 

Content Selection and Responsibility for Updating 

In selecting content to include in this Handbook, preference has been given to complexity and 

importance of matters that come before the Arlington (VA) Chapter on a frequent basis. Most 

sections provide the guidance members need to successfully implement key activities and carry out 

critical responsibilities. Chapter members should feel free and are encouraged to suggest and 

submit content and/or changes for consideration and inclusion in subsequent updates. 

The Handbook requires annual updating as Chapter operations and By-laws change. It is 

anticipated that a Chapter member or officer will be appointed to monitor changes that alter how 

we conduct the activities and operations of the Chapter.  
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The Women of The Arlington (VA) Chapter 

We are first and foremost sisters and friends who set high standards for ourselves and for the 

Chapter work we do. We stand on the shoulders of amazing women who left us a distinguished 

legacy of friendship and service. As women of the Arlington (VA) Chapter, we recognize that 

membership requires us to live up to the highest standards of integrity at all times. 

Our Core Principles 

The Arlington (VA) Chapter adheres strictly to the core beliefs of The Links, Incorporated. These are 

embodied in the Links Pledge and the Links Song that open all our meetings. The Core Principles of 

the Links. Incorporated are positioned in this Handbook as a preamble reminder of why we are 

Links. The Code of Ethics is built upon a core set of values that are rooted within our organization’s 

history and philosophy and that are consistent with the evolution of our organization. In 1992, The 

Links, Incorporated adopted as its core values, Friendship, Integrity, Honesty, Service, Commitment, 

Family Relationships, Courage, and Respect for Self and Others.  As members of The Links, 

Incorporated Organization, we agree to maintain the highest ethical standards of conduct by:  

• Adhering to the Constitution and By-laws, Manual of Procedures, The Links Organization 

Code of Ethics and Standards, and other official documents of The Links, Incorporated and 

The Links Foundation, Incorporated.  

• Fostering the bonds of friendship.  

• Implementing programs and activities in the program Facets that meet our organizational 

mission and service requirements.  

• Serving the public in a trustworthy manner, dealing honestly with members of The Links 

Organization and the community at large.  

• Abiding by applicable federal, state, and local laws and regulations.  

• Adhering to international copyright and intellectual property laws.  

• Guarding against conflicts of interest and avoiding the appearance of impropriety when 

giving and receiving gifts and awards. 

The Chapter's Special Place in Linkdom 

"A people without the knowledge of their past history, origin and culture is like a tree without 

roots.” --Marcus Garvey 

The Arlington (VA) Chapter is proud of its distinguished status in Linkdom. From its beginning as 

"The Missing Links" in 1964, the Chapter has lived up to the high standards set by its organizer, 

Link Mignon B. Johnson. Under her guidance, and with the sponsorship of the Washington, DC 

Chapter of The Links, Incorporated, a group of eleven (11) women laid the groundwork for 

establishing the Arlington (VA) Chapter. 

Chartered on November 19, 1966, the Arlington (VA) Chapter became the 31st Chapter of The 

Links, Incorporated Under the leadership of its first president, Link Mignon Johnson, the Chapter 

flourished and gained local and national prominence for award-winning programs and meritorious 
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service. In their inaugural years, Link Mignon was assisted by Links Pauline Ellison, Vice-President; 

Catherine Tate, Treasurer; Doris Thompson, Corresponding Secretary; and Eleanor Monroe, 

Recording Secretary. Other chartering members included Elizabeth Hazel, Carrie James, Virginia 

Moore, Evelyn Syphax, Margarite Syphax and Mildred Turner. 

One of the Chapter's earliest and most significant community initiative, "Project Lead: High 

Expectations", was a field-tested, innovative, community-based outreach program to prevent 

alcohol abuse and combat the HIV-Aids epidemic. In Linkdom, The Arlington (VA) Chapter earned a 

place on the National Links Honor Roll by contributing $11,250 to the initial National Links Building 

Fund. Monte Carlo, the Chapter's signature fundraiser, begun in 1950, was and continues to be the 

Chapter's signature event.  

The Chapter is distinguished for contributing outstanding leadership to Linkdom. It has produced 

three national presidents, including the current 17th National President Link Kim Jeffries Leonard. 

Link Pauline Ellison (6th National President) and Link Dolly Adams (8th National President) served 

with high distinction. Worthy of note, former member and Arlington (VA) Chapter Link Patricia 

Russell McCloud also served as (11th National President). Many other Chapter members have 

distinguished themselves in numerous other area and national positions. 

Chapter Meetings 

"No matter what role you play in a meeting, how you show up in the role is critical to the 

success of the meeting." ---Emily M. Axelrod 

Attendance at Regular Chapter Meetings 

Meetings are held on the second Saturday of each month, and members must attend at least five of 

the nine required meetings during the program year that begins with the month of May.  The 5 of 9 

meetings requirement means attendance at five meetings from this list:  May, June, September, 

October, November, January, February, March and April. We do not meet in December because we 

hold our annual holiday party that month. Failure to meet the five meeting attendance requirement 

is cause for loss of membership. If a member finds herself in a situation where she is in jeopardy of 

possibly not meeting this requirement, said member must immediately notify the Vice-President to 

request Executive Board review of her situation.  

Members receive a monthly meeting notice and must RSVP electronically. If a member needs to 

change her RSVP, she may do so up to three days prior to the meeting. Even though the RSVP is 

electronic, members still must sign the official roster upon arrival. Meetings begin promptly at 

11:00 a.m.; members are expected to arrive on time and remain until adjournment.  To receive 

meeting attendance credit, members sign the roster, are expected to arrive by the 11:00 a.m. 

starting time and remain until the meeting is formally adjourned. The Chapter has negotiated 

reduced parking fees with a validated parking ticket.  

Members receive meeting documents (agenda, minutes, etc.) electronically ahead of time and 

should arrive fully prepared to address the agenda. Financial documents are distributed during the 
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meeting. All meeting documents are CONFIDENTIAL and should not be left in the meeting room 

after the meeting has been closed. 

We conduct meetings under Roberts Rules of Order, Newly Revised, 11th Edition. Side 

conversations are considered inappropriate and cell phones are put on silent or vibrate mode. The 

meeting is generally two hours of business plus one-half hour for fellowship and lunch. Except for 

unusual circumstances, members generally follow a professional dress code. The Chapter requires 

that formal motions be presented in writing and read aloud.    

Hosting Chapter Meetings 

Chapter By-laws specify our hosting procedures and currently state that all Chapter members will 

serve as rotating hostesses for Chapter meetings.  Members RSVP electronically upon receipt of the 

Meeting Notice, and hostesses ascertain the anticipated attendance from the corresponding 

secretary based on the electronic RSVP information. If the Chapter has not designated a venue 

liaison, hostesses select the luncheon menu 10 days prior to the meeting and confirm attendance 3 

days prior to the meeting. Hostesses lead the recognition of members' birthdays. We have a "no 

gifting" policy for birthdays.  

Lunch Assessment for Chapter Meetings 

Chapter members pay an annual assessment for lunch. Due in September, the assessment may be 

paid in two (2) installments with the first being paid in September and the second paid by the 

January meeting. To eliminate paying the venue for lunches for absent members and to achieve 

prudent management of luncheon costs, members should make intentions clear via the RSVP 

function of Eventbrite. Meeting notices have response options for members, including an option to 

indicate dietary restrictions, if any.  When members invite guest Links from other chapters, the 

member is responsible for paying for the guest’s meal or for assuring that the guest submits a check 

to the Financial Secretary upon arrival. Visiting Links must receive prior approval from the Chapter 

President before accepting an invitation to attend a Chapter meeting and the Chapter member is 

responsible for seeking said prior approval and ensuring payment for lunch. Alumna status 

members must notify the president of plans to attend a meeting and must submit the meal 

assessment to the financial secretary.  

Our Annual Chapter Retreat 

The Chapter’s Annual Retreat, usually held in August, is an opportunity for members to engage in 

program planning in a spirit of sisterhood and friendship. The President and the Program 

Coordinators, with the assistance of an appointed chair and committee, is responsible for the 

content and activities of this event. In addition to its emphasis on program planning, the Retreat is a 

time for members to reflect on the core principles of The Links, Incorporated and the sacred trust 

membership in The Links, Incorporated endows.  
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Chapter Members and Membership 

Membership Status 

The Vice-President is responsible for membership services. Operationally, she maintains and 

reports the official membership record for all members, including their eligibility for transfer; their 

status as active, on-leave, provisory, affiliate, or alumna; or their status as Heir-O-Link. The Vice-

President is an expert on all things that relate to membership. She maintains a working knowledge 

of how to contact Area and National Membership officials for answers to questions that members 

may have and makes these inquiries on behalf of members, as needed. Also, she makes sure that 

members meet the following membership standards as a condition of continued membership in 

The Links, Incorporated:   

• Remain current with payment of Chapter and National dues and assessments by March 15 

of each year. 

• Contribute a minimum of 48 hours of time during the fiscal year in the implementation of 

Chapter activities and programs. 

• Attend at least five of nine regularly-scheduled Chapter meetings during the fiscal year 

(May 1 through April 30). We do not meet in December because of our annual holiday party. 

To be clear, applicable fiscal year months for purposes of meeting the 5 of 9 requirement 

are May, June, September, October, November, January, February, March and April. 

• Meet or exceed the requirement to attend a National Assembly or Area Conference once in 

each five years.  

• Meet other requirements that may be voted on by the Chapter. 

• Be free from sanctions or disciplinary action. 

In this role, she also helps to maintain a sisterly environment that is welcoming to all members. She 

chairs the Membership Services Committee and plans activities throughout the year that foster 

member enthusiasm and involvement within the Chapter. With the assistance of the Membership 

Committee, she plans Friendship Month, Founder's Day Recognitions and other events as approved 

by the Chapter.  

In years when the Chapter decides to conduct membership intake, the Vice-President takes control 

of the process from start to finish. This includes managing the recommendation process, voting, 

notification, new member training and orientation, the induction protocols and induction 

ceremony. She is responsible for certifying that all candidates for membership have met all the 

requirements as set by National. The new member intake process is discussed later in this 

Handbook. 

Records of Membership Status 

The Vice-President is responsible for maintaining a record of member status and eligibility for 

transfer. She maintains the Chapter record of member service hours. To maintain active 

membership, a member must meet the following responsibilities: 
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• Be current with payment of Chapter and National dues and assessments by March 15 of 

each year. 

• Participate in the Chapter implementation of the National programs/priorities. 

• Attend at least five (5) regular Chapter meetings. 

• Meet or exceed the minimum requirement of 48 service hours per year.  (Members input 

their service hours into the Track-It- Forward system. 

• Meet or exceed the requirement to attend one National Assembly or Area Conference once 

in each five years.  

• Meet other requirements that may be voted on by the Chapter. 

• Be free from sanctions or disciplinary action. 

The Vice-President collects, monitors and maintains the record of service hours performed by all 

active members and submits electronic reports to National by March 30th of each year. Each 

member is required to submit her service hours via the Track-It Forward System. Where 

appropriate, facet chairs, committee chairs and other leaders are required to approve and verify 

submissions. Members must complete a minimum of 48 service hours each fiscal/program year 

through Facet, committee and operational work in the Arlington and Alexandria service areas. 

Facet, operational and committee chairs are responsible for taking attendance on sign in sheets, on 

conference calls to verify member participation. To keep accurate attendance records, they should 

document pre and post hours that members spend planning and evaluating activities. 

Monthly Reports to The Chapter  

The Vice-President, as Chair of Membership Services, communicates pertinent information about 

membership and members at Chapter meetings and in Chapter print communications. Topics may 

include:    

• Transfer requirements, leave of absence, and membership requirements 

•  Matters that could impact membership status (dues/assessments) 

• Chapter decisions that affect all members 

• Recognition of member achievements and successes  

• Decisions and directives from National or the Eastern Area that affect members   

• Matters that enhance member knowledge of Linkdom 

• Matters relating to the orientation and induction of new members 

• Activities that enhance sisterhood and friendship 

Chapter Finances 

Member Financial Obligations 

All Chapter dues and assessments must be paid in full to the Chapter before National dues and 

assessments can be submitted to National Headquarters. All dues and assessments are due to the 

National Headquarters by May 1st.  To ensure meeting this deadline, members should plan on 

meeting their financial obligations at least 15 days prior to the May 1st due date (April 15th). Dues 
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paid to the National Office after May 1st will be assessed late fees.  A member for whom dues, 

assessments and any late fees have not been received at National Headquarters by May 1st shall be 

dropped from The Links, Incorporated. Note that dues cannot be submitted to National until the 48-

hour service requirement has been satisfied. The Chapter's financial officers must have a working 

knowledge of and follow the financial guidelines as contained in the National Manual of Procedures, 

available on the The Links, Incorporated website.  

Dues and Assessments 

Annually assessed Chapter dues are determined at the time the operational budget is approved. In 

addition, in even years, Chapter members are responsible for selling or paying for a specified 

number of tickets for the Monte Carlo, our Signature Fundraiser. This event is held every two years, 

with proceeds designated for service programming and scholarships. In non-Monte Carlo years, 

members may expect to pay a programming assessment. The luncheon assessment must be paid in 

full by the January meeting.  

It is important for members to know that if they have a Non-Sufficient Funds (NFS) against a check 

to satisfy dues and assessment, such a member(s) will be required to (1) reimburse the Chapter for 

any fees associated with a non-sufficient funds check and (2) pay a $25.00 administrative fee to the 

Chapter either by: a. Money order; b. Cashier's/Bank Check or c. Cash. 

Finance Committee 

The Chapter President appoints the Finance Committee. Per the Finance Handbook, the Finance 

Committee is chaired by the Treasurer and should include the Financial Secretary and the Chapter 

Program Coordinator. The Finance Committee’s responsibilities include the following: 

• Presentation of a proposed budget to the Chapter membership prior to determining dues.  

• Obtaining Chapter approval for the proposed budget. 

• Obtaining Chapter approval of the final budget. 

• Forwarding to the Office of Legal Counsel all proposed contracts that exceed $5000. 

• Engagement of an external auditor or accountant (not a Link, Connecting Link, Heir-O-Link 

or any family member) to audit the Chapter’s financial records as follows: 

o A full review of all financial records at the end of each fiscal/program year. 

o A full review of all financial records whenever there is a change of treasurer, 

regardless of when the change occurs. 

o A targeted review of an event that exceeds $100,000 in revenues. 

o A full or targeted review whenever the Chapter votes to conduct an audit. 

Chapter Budgets 

A budget is a plan of action for how revenues and expenses will be balanced. The Chapter's process 

involves presenting "proposed budgets" and "final budgets", one for operations and one for 

programming and scholarships. The Operating Budget accounts for revenues collected in the form 

of dues, luncheon assessments, gifts, and donations designed to support how the Chapter functions.  
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The Program/Special Budget accounts for revenues received to support facet programs, community 

service programs and scholarships.  

As required by National, the Arlington (VA) Chapter must develop and approve a realistic and 

balanced budget for a specified period of time. Should it become necessary to adjust the budget, or 

if there is a change in the bottom line from the original budget, the adjusted budget should be 

presented and approved by the Executive Committee (EC) and presented for a vote by Chapter 

members. A budget may not be adopted if it is not balanced.  

Fund Development Committee  

Recently established as a Standing Committee, the Fund Development Committee is responsible for 

recommending standards, goals and strategies for Chapter approval. The Committee works with the 

Monte Carlo Committee, the Connective Links Golf Tournament Committee and other revenue 

generating committees to ensure procedural and operational efficiency and fiscal responsibility.  

The Committee is charged with presenting research-based proposals that are aligned with our 

mission and standards. Proposals take into account the need for coordination with our financial 

officers and other committees.  

Chapter Community Service Programs 

"Service to others is the rent we pay for our space here on earth." --Shirley Chisholm 

Our Service Commitments 

Community service is the heart of Linkdom, and our service programming, led by the Program 

Coordinator and Facet Chairs, is comprehensive and impactful. The Arlington (VA) Chapter (VA) is 

known throughout Linkdom for its transformational service programming. Keeping track of service 

hours has been made easier with the Chapter's Track It Forward software tool.  

The Chapter's current civic endeavors include granting college scholarships to minority students, 

assisting with diverse community-based programs and services, mentoring initiatives to girls, Heart 

Health education and awareness, children’s literacy programs, voter empowerment initiatives, 

financial support to assist with international and national crises, criminal justice system reforms, 

cultural development, and support for youth academic involvement in STEAM programs. 

Transformational Programming 

Transformational programming creates Chapter engagement across Facets. Program planning and 

implementation must support Integrated Programming (at least three Facets) or Umbrella 

Programming (all five Facets). To be considered transformational and successful, programs must be 

sustainable and within budget, have high member participation, have an observable positive impact 

on the community, be integrated with a Links Signature Program and must present evidence of 

being highly collaborative. 
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Framework for Program Planning and Implementation  

The Program Coordinators organize and direct implementation of the Chapter’s Facets (The Arts, 

Health and Human Services (HHS), National Trends and Services (NTS), Services to Youth (STY), 

and International Trends and Services (ITS), and Community Partners Programs.  Appointed by the 

President, the Program Coordinators have the following responsibilities: 

• In consultation with the President, identify Facet chairs and co-chairs for each Facet. 

• Meet with each Facet chair to set transformational strategic goals, establish objectives and 

determine targets for Chapter focus. 

• In consultation with each Facet chair, set and merge the Program and Operations Calendars. 

• Coordinate monthly oral and written Facet program reports. 

• Ensure submission of program reports (as many as possible but at least one) to National 

and Area by the by the February 1st deadline. 

• Help assess Facet programs for effectiveness and efficiency. 

• Keep the Chapter’s goal on branding in focus with all programming.  

• Engage all members in developing a solid, evidence-based transformational programs 

utilizing the service delivery model.   

• Maintain copies of the Facet reports, documentation, photographs of specific Facets, 

publicity, awards, grants, special funding received, monthly schedules, activities, sign-in 

sheets, numbers of participants and all information supportive of overall program 

implementation. 

• Initiate and oversee the Community Partners Selection Process in September of each year. 

The Facet Chairs are skilled leaders who direct program development based on Chapter members 

input and in keeping with the Links Service Delivery Model and SMART goals as established by 

National guidelines.  Assisted by a co-chair, the Facet Chair engages in the following enabling 

actions: 

• Solicits and encourages maximum member participation in support of service programs. 

• Establishes community linkages and relationships with target community populations. 

• Ensures that program objectives are met according to the Service Delivery Model. 

• Schedules and plans monthly Facet meetings to engage members in events and activities to 

help members work in the community as they achieve the mandated 48 service hours. 

• Identifies financial and personnel resources for each event and activity. 

• Requires that all activities be in accordance with the Links brand and standards. 

• Assesses and evaluates each event/program/activity and the overall program.  

• Recommends adjustments and modifications to programming based on evaluation results.  

• Schedules media for special events and functions to engage the community; each Facet shall 

choose a photographer and social media site manager. 

• Designates a Facet member to keep the Service Delivery Model updated. 

• Submits written and oral reports as required by the Program Coordinator and the Strategic 

Planning Chair. 



 12 

• Completes and submits an annual Facet report, using the Service Delivery Model, on or 

before January 15 to file not later than January 31/February 1.  

Community Partnerships and Direct Giving Program 

The Community Partnership program is an annual project providing the Arlington (VA) Chapter of 

the Links, Incorporated an opportunity to invite small grant applications from small community 

organizations.  Our goal is to expand our outreach and to make a difference in the communities we 

serve through Chapter supported and funded service projects.  The Application Form is posted on 

the Chapter's website. 

Project Selection 

• The purpose of the Community Partnership process is to be involved in positive change 
within our communities that mirror our current Facet projects.  When identifying 
Community partners, members should remember that the project should be consistent with 
the Arlington (VA) Chapter of The Links mission and values. 

• The Facets and members will identify small non-profit organizations to fulfill projects that 
enhance the quality of life for residents of the Arlington/Alexandria communities.  

• Projects should be humanitarian, educational, international, art and/or health related in 
nature, serve the local community and be impactful. 

• Announcement of the small grants will be posted in various locations for outreach to 
various community organizations.  

• An online submission form must be completed and submitted to the Chapter for review and 
approval.     

 
Requirements 

An applicant organization must be a small 501 C 3 organization with a proven history of serving 

either the Alexandria or Arlington community in areas that enhance the Chapter's community 

outreach priorities. These priorities include: 

• Services to benefit families and/or children to promote positive health outcomes. 

• Services that educate clients in health outreach for heart disease, breast cancer, stroke, 

mental health, Alzheimer’s, obesity and other life threatening health issues. 

• Services for homeless women, children and families. 

• STEAM programs or expansion of science and math information for children and youth 

• Arts appreciation and expansion of creative art and music education.  

• Financial awareness programs for women and families. 

Budget  

• The Small Grant Project shall be funded in the annual budget and funds vary year to year. 
Project funds are intended to expand community service by the Arlington (VA) Chapter of 
the Links, Incorporated.  

• Project funds are for serving the dual purpose of aiding and educating the community in 
partnership with small community agencies. 
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Participation 

• Project should be completed within 9-10 months following a grant award.  Potential for 
project expansion in the ensuing year must be based on need, evaluation and project 
implementation. 

• A two-page report documenting activities, recapping program and including evaluation is 
due in September. Photographs may be included in the report. 

Timeline 

• Early November – Community Partnership information released 
• Late November –  Application Deadline  
• Late November - Community partners selected by Facet team and chapter readers 
• Second Week in December - Community partner award recipients presented at the Annual 

December Holiday Luncheon  
 
Updates and Questions 

Updates on application and questions will be posted on the Arlington Chapter of Links website.  

Announcement of Small Grants will be forwarded to former recipients of partnership grants in 

addition to other potential partners.  Grant request and recommendations will be evaluated by a 

team of Facet Chairs and chapter readers. 

College Scholarship and Mentorship Programs 

When the Chapter chose to make scholarships a significant focus of its community service mission, 

it also made the decision that the program was going to be transformational. To this end, 

scholarships are granted for four years of college. Since its initial grants, the Chapter has 

shepherded hundreds of outstanding students through four years of college and into successful 

careers and professions. Shepherding includes semester by semester review of student progress 

and needs.  All four years of college are undergirded by mentorship, involvement with families and 

interactions with college financial officers.  

To be eligible for the Chapter's coveted scholarships, students must be graduating seniors who 

reside in the County of Arlington, the city of Alexandria and the Alexandria sections of Fairfax 

County. The Chapter uses specific residential zip codes to make the eligibility determinations. Other 

election criteria include family income, evidence of community service, record of leadership, and 

recommendations that attest to the student's ability to complete a rigorous four-year college 

academic program. Evidence of intent to enroll in an HBCU, while not required, is a plus. 

The Chapter's goal is to support selected students through four years of college. Students must 

meet standards of achievement that include maintaining a specified overall GPA and completion or 

a minimum of twelve semester units (hours) each semester (prorated for students who enroll in 

colleges on the quarter system).  Scholarships are to be used for educational purposes.  
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HBCU Initiative: Closing/Bridging the Gap 

In addition to its primary scholarship program, the Arlington (VA) Chapter annually awards 

scholarship funds directly to selected HBCU's with the stipulation that funds go to support 

currently enrolled students in good standing who are experiencing financial difficulty that might 

cause disenrollment. The designated HBCU's are selected from among the alma maters of Chapter 

members, will not have been a recipient in the previous three years, and will be selected by the 

Chapter pursuant to annually established criteria. 

Chapter Special Events 

The Monte Carlo 

The Monte Carlo Committee directs subcommittee assignments and organization, venue 

contracting, program, invitations, auxiliary activities, entertainment, gaming, printing, decorations, 

marketing, budgeting, sponsorships, etc. The Monte Carlo Chairs provide overall leadership and 

direction to Committee Teams to ensure maximum participation, success, excitement and fun for 

participants while achieving the overall fund development goal.  Success is defined as meeting or 

exceeding the financial goal as set by the Chapter, by sustained participation of all Chapter 

members, and by the smooth operations of all event activities.  Guest enjoyment is a compelling 

success indicator. Responsibilities of the Chairs include the following: 

Initial Planning  

• Be mindful of the requirement that all plans for all aspects of the event must be presented to 

the Executive Committee for approval and for decisions about what needs to receive 

Chapter approval.  

• Review the previous year event activities and evaluations, if available.  

• Set the Fundraising goal in consultation with the President and the EC.  

• Identify the seeding budget.  

• Establish high performing subcommittees with skillful team co-chairs. 

• Request and obtain EC and Chapter approval for important matters, including the venue 

and ticket price. 

• Create plan of action for the establishment and operation of the Marketplace Shopping Mart 

or other revenue generating activities. 

• Notify Chapter members of desired category of items and of need to solicit potential donors. 

• Begin to set pricing structure and payment options for all revenue generating activities for 

Chapter approval.  

• Develop guidelines and procedures, including line item budgeting, to make sure that all 

expenditures are within budget allocations. 

• Begin to identify potential program participants, including emcees. 

• In consultation with the Chapter President, obtain liability insurance as prescribed by both 

the Area and National guidelines. 
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Contracting and Negotiating 

• Be mindful that all anticipated contracts in excess of $5000 must be presented to the 

National Office of Legal Counsel and receive the Chapter president's approval. 

• Review venue contract; if not in place, identify and recommend venue. 

• Negotiate and obtain gaming vendor. 

• Finalize pricing with hotel for meals, parking, complimentary items such as dollars for 

scholarship, in-kind services, sleeping rooms, holding room for volunteers, coat check, etc. 

• Review and negotiate contract terms for entertainment and present to the Chapter for 

approval.  

• In-Kind entertainment services must be requested prior to the event. 

• In consultation with the Public Relations Chair, select and use Chapter approved printing 

company for all printing to be approved by the Executive Committee. 

• Plan the decorations theme and present to EC for approval  

• Purchase decorations.  

• Carefully read and review all contract language and keep track of commitment deadlines.  

• Schedule a time for Committee co-chairs to have a walk-through of the facility to become 

familiar with the layout. 

Internal Communication 

• Develop a close working relationship with each subcommittee chair and co-chair with the 

intent of removing obstacles and ensuring that tasks are being completed timely and 

accurately.  

• Hold regular meetings or conference calls with subcommittee chairs, co-chairs and the EC.  

• Communicate often and as needed with the Chapter President and subcommittee chairs on 

important issues and decisions.   

• Report to the Chapter monthly on the progress of the event. 

• Schedule subcommittee reports to feed monthly status reports at Chapter meetings; present 

to Executive Committee first.  

Marketing, Public Relations, Partners and Sponsor 

• In consultation with the Public Relations team, develop a plan for overall branding and 

publicity. 

• Draft and place marketing materials, announcements, reminders on the Links website to 

keep members informed and up-to-date on critical matters.  

• Ensure that all marketing materials (save-the-date, invitation, program, hotel signage) are 

uniform in design and quality. 

• Identify potential corporate sponsors/underwriters to achieve specified monetary goal as 

set by the Chapter to meet the corporate annual giving goal.  

• Seek member recommendations for previous and new sponsor contacts. 

• Draft sponsorship invitations for the President’s signature. 
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• Coordinate mailings to achieve maximum outcome, to include coordination with the 

Communications Chair. 

• Identify and invite prominent guests, including politicians, entertainers, business leaders 

and professional athletes to attend.   

• Coordinate with Marketing/Public Relations committee to publicize sponsors/donors on 

website.   

• Decide how and where corporate sponsors will be seated and who does follow-up to notify 

them. 

Operational Matters 

• Coordinate with Finance Committee for receipt/accounting of monies for the event. 

• Develop plan and procedures to keep track 48 hours reporting for all committee members. 

• Develop and send out “thank you” notes to all contributors not later than 60 days following 

the event.  

Member Responsibilities for The Monte Carlo 

• Each member actively participates on at least one Monte Carlo subcommittee.  

• Each member generates guest attendance and/or revenues equal to or exceeding the per 

member minimum amount as set by the Chapter. 

• All members are responsible for ensuring that guests enjoy their participation in the event. 

• All members are responsible for making sure that all aspects of the event are managed 

according to approved plans. 

Event Evaluation 

• Co-Chairs are required to survey Chapter members within 30 days to evaluate all 

components of the event.  

• The Co-Chairs should document all comments (favorable and unfavorable).   

• At every opportunity, the Fund Development Co-Chair should solicit constructive criticism 

from members regarding the fundraiser.   

• The Treasurer and Financial Secretary shall work with the Monte Carlo Co-Chairs to 

monitor and review tentative and final receipts and expenses.  

• The Monte Carlo Committee shall work with the Treasurer and Financial Secretary to 

evaluate the financial success of the event. 

• Within 60 days, the Treasurer shall present a final financial report of revenues and 

expenses to the Chapter. 

The Annual Golf Classic and The Connecting Links 

The Chapter is particularly indebted to its Connecting Links.  In addition to supporting the 

Chapter's community service efforts, our Connecting Links plan all components of our annual golf 

tournament. Funds raised from this event, earmarked for the Chapter's Scholarship Program, make 

it possible for more students from Arlington and Alexandria to attend and complete college.   
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Although our Connecting Links organize the golf tournament, Chapter members are responsible for 

helping to ensure the success of the event. Expectations, while not required, are that  

• Each member is encouraged to purchase an ad for the souvenir booklet and/or make an 

appropriate donation to the financial goal of the event. 

• Each member will assist with soliciting and recommending golfers. 

• Each member is encouraged to be present for periods of time to assist with room and food 

breakfast set-up, registration, greeting golfers, hosting guests, lunch setup and end of the 

day closeout and clean-up.   

Social Events 

The President appoints a social chair to plan and implement the Chapter's social events. This 

includes the Holiday Party, and when the June Social if one is scheduled.  In addition to planning the 

two main social events, the Social Committee may be asked to plan other events and activities.  All 

our social events embody and promote sisterhood, friendship and social bonding.  Except for the 

Chapter Holiday Party and June Social, calendaring a social event requires a vote of the Chapter 

membership. The Social Committee ensures that all social activities are within the budget 

authorization and works with the Financial Secretary and Treasurer to provide a timely report on 

expenditures.  

Chapter Amenities, Communications and Protocols 

General Guidelines for Amenities 

The Links, Incorporated is a sisterhood of friends that care about each other. Individual members 

celebrate members' successes and support each other through times of personal difficulties, 

including illnesses and family distresses .  

To properly and evenly support its members, the President appoints an Amenities Chair. Members, 

or their designees, should notify the President and/or the Amenities Chair about circumstances 

affecting the member. Circumstances include member or family illnesses, death of a member or 

close family member, and other troubling matters.  

Formally, the Chapter has adopted a set of standard amenities as the specific Chapter response for 

the following:  

• For the death of a member, Connecting Link, or Heir-O-Link, the Chapter will coordinate 

loving support to the family.   

• For the death of a member, when approved by the member's family, the Chapter shall 

conduct The Links Memorial Service in conformance with the established Rituals and 

Protocols as outlined by The Links, Incorporated. The Chapter shall send a floral 

arrangement of one dozen white roses enhanced by a green ribbon. If the member requests 

a monetary gift to a charitable organization in lieu of flowers, the Chapter shall donate the 

equivalent cost of flowers on behalf of the member.   
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• For the death of a member’s mother or father, a floral arrangement, consisting of a dozen 

white roses with a green ribbon, shall be sent to the family. If the member requests a 

donation to a charitable organization in lieu of flowers, the Chapter will make the donation 

at a cost not to exceed the cost of the floral arrangement. 

• For a hospital stay of a member, a floral arrangement shall be sent either to the home or to 

the hospital. If circumstances dictate a different response, the Amenities Chair may 

substitute a fruit basket or similar item.  

• For an outgoing Chapter President, at the end of each two-year term, the Membership 

Committee shall purchase and present an appropriate gift of appreciation, not to exceed 

$150.00. 

Guidelines for Internal Communications 

The Chapter uses email for internal communication. Members are expected to notify the president, 

corresponding secretary and chairs of facets on which they serve if personal information changes 

after publication of the Chapter roster. This roster is distributed in September. To respect privacy, 

members are expected to maintain the confidentiality of member contact information.  

During meetings, members are encouraged to pose questions directly to the President or 

responsible officer. When a member has a question that needs to be resolved with another member, 

the member should pose the question directly to that individual in a private, a sisterly and problem-

solving manner. Members should check their email frequently for important announcements from 

the president and corresponding secretary. Advancing technology provides us the ability to 

electronically report our intentions about meetings and event attendance.  

Guidelines for External Communications 

The Chapter President is the official spokesperson and the only person authorized to speak for or 

ask questions on behalf of the Chapter. Members are expected to observe this protocol when 

contacted by outside entities. Unless specifically authorized by the Chapter President, no member 

may contact outside entities on behalf of the Chapter. The Arlington (VA) Chapter is uniquely 

enhanced with exceptionally intelligent women who are individually and jointly capable of solving 

problems and making wise decisions. No one should find it necessary to discuss Chapter business 

with or seek unauthorized advice from persons who are not members of the Chapter. This includes 

family members and Links from other Chapters.  

Public Relations  

The President appoints the Public Relations Chair who is responsible for publicizing the Chapter’s 

programs and services while maintaining the highest standards of the Links, Incorporated Brand. 

With the approval of the President, the Public Relations Chair promotes communitywide events to 

Media (Radio, TV, Newspapers, Community Calendars, etc.) collaborates with the Fund 

Development Chairs to develop Chapter ads for the Chapter’s primary fundraising event; publicizes 

program activities, develops and manages the Chapter Website, collaborates with corporate 

partners to create Press Releases and/or Post Event write ups for Media submission to showcase 
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the Arlington (VA) Chapter’s brand and its community impact in conjunction w/partners, and write 

Quarterly Articles for EA and National Links publications to highlight Chapter events and initiatives. 

The Public Relations Chair is responsible for the Chapter's monthly newsletter. 

 

 

Links Protocols 

The Links protocols are uniquely special to our sisterhood. The Arlington (VA) Chapter adheres to 

the protocols as set by The Links, Incorporated. Members are reminded of the deep-rooted values 

that have guided The Links, Incorporated since its inception. Some key reminders are listed below: 

All members of the Arlington (VA) Chapter will follow the traditions, observances, rituals and 

ceremonies of The Links, Incorporated. These include respect for our Founders, Past National 

Presidents, Present and Past National, Area and Chapter Officers, Chapter Organizer, Charter 

Members and Honorary Members. Appointed by the President, the Protocol Chair ensures that all 

protocol procedures, practices, events and publications are executed pursuant to The Links, 

Incorporated specifications. In the conduct of this responsibility, the Protocol Chair works closely 

with the Rituals Chair and may be called upon to clarify protocols for ceremonies and activities. 

Below are some of our most frequently observed protocols.  

• We begin Chapter meetings by saying the National Pledge and singing the Links Song. These 

are never used in public or at social events (e.g., Civic or Award Luncheons, White Rose 

Banquet, Chapter Fundraisers) where non-Links are present.  

• We present Linkspirations in Chapter meetings and in public social events, as appropriate. 

• We Recognize Alumna and Platinum members at all Chapter meetings and at public events, 

where appropriate. Links Attire 

• We wear Uninterrupted White at ALL inductions, chartering and memorial services on the 

National, Area and Chapter levels. Uninterrupted White includes footwear and headgear (if 

worn). White purses are preferred.  

• Flesh or white colored hosiery may be worn and pearls are considered as an appropriate 

option for jewelry.  

• White full-length dress pants are permitted.  

• Members not in conformity with the Uninterrupted White requirement are excluded from 

participation in public ceremonies and are not allowed to be present in the room when 

Chapter-only ceremonies are being conducted.  

The Links, Incorporated Logo  

• The Links, Incorporated logo is patented and may be copied and used for Link activities. The 

Links, Incorporated’s logo is always respected, never altered and appropriately displayed.  
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• When using the Area or Chapter name in conjunction with the national logo, the area or 

Chapter name should be printed in a compatible font as described in the Chapter’s Logo on 

The Links website. 

• Color should be PANTONE: 347 (spot color) | R:0 G:161 B:96 | C:100 M:0 Y:86 K:8: may use 

white (reversed out) or black as an alternative.  

• The logo should not be stretched. 

• The logo should be obtained from the Public Relations Chair. 

 

Appropriate Links Naming 

The following designations are deemed appropriate when referring to The Links, Incorporated  

• The Links, Incorporated 

• The Links Foundation, Incorporated  

• The Links 

• The Links Foundation 

• Links  

Printed Programs and Correspondence 

• An envelope addressed to a Link should use non-Link titles, for example, Mrs., Ms., Dr., as 

the written communication will pass through the public domain.  

• Event programs for public events (where non-Links are in attendance) should NEVER use 

the title Links, as the program will be used in a public setting.  Neither should the word 

Links be used in introducing members in a public setting. 

• The Links, Incorporated letterhead should use non-Link titles, incorporating the proper 

practices for designated degrees. It is not proper Protocol to combine a Link and non-Link 

title, such as “Dr. Link” or “Link Dr.”  

• For continuity and clarity, National, Area and Chapter stationery should have the same 

format. The official printing color (green) of The Links, Incorporated, is PMS 347.  

• It is expected letters of Appreciation be prepared by responsible program and committee 

chairs for signing and mailing from the president. Letters are usually sent to visiting 

program participants; local, state and national dignitaries who participated on the program; 

companies or firms for gratuities; and special individuals who render contributions though 

they were not listed on the program.  

Rituals 

Rituals are to be conducted exactly as prescribed by the Rituals Manual, available on The Links, 

Incorporated website. The Rituals Chair, appointed by the President, ensures that all artifacts and 

symbols are meticulously maintained and placed during ceremonies. She works closely with the 

President, Vice-President and Chair of Protocol to ensure that ceremonies are dignified and 

representative of The Links, Incorporated and the Chapter.  
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Chapter Governance and Operations 

The Arlington (VA) Chapter functions under the auspices of The Links, Incorporated. It shall take no 

action, legal or otherwise, that contravenes the Articles of Incorporation, Constitution, By-laws, 

Handbook of Procedures, and/or duly published rules and regulations of The Links, Incorporated.  

Officers and members of the Arlington Chapter may access detailed information by referring to the 

following official Handbooks and documents listed in the Members Only Section of The Links, 

Incorporated website.  

National Links Governing Documents 

• National Constitution and By-laws 

• Handbook of Procedures 

• Membership Orientation Handbook 

• Membership Handbook 

• Recording Secretary Handbook 

• Rituals Handbook 

• National Program Handbook 

• Robert’s Rules of Order Newly Revised, 11th Edition  

• Protocol Handbook 

• Financial Handbook 

Chapter By-laws 

In addition to the above publications, the Arlington Chapter is governed by its own By-laws that 

serve as Chapter policy statements. Under the direction of the Chapter Parliamentarian, Chapter 

By-laws receive annual review beginning in April. The Parliamentarian reports the findings of the 

By-laws Committee, usually in May, but at other times, as needed. The report may include 

recommendations for updating or may state that the By-laws are up to date. The updated copy of 

the revised By-laws is posted on the Member Only section of the Chapter website and distributed to 

members.  

Executive Committee Meetings  

Established by the President, the Executive Committee is the decision-making arm within the 

Chapter. President establishes the Executive Committee. It usually consists of elected officers, 

appointed officers and chairmen of committees.  Meetings are held the Monday evening prior to 

Chapter meetings to plan and approve the Chapter meeting agenda and expedite old and new 

business. It is empowered to act in emergency situations and is authorized in the Chapter By-laws. 

Meetings may be held by conference call or in person. When non-officers are present, the President 

ensures that voting is limited to the elected officers when approving programmatic initiatives and 

meeting agendas. EC meetings, held the Monday prior to the meeting, require a quorum consisting 

of a majority of elected officers. 
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The Chapter President 

The Chapter President is the official representative of the Arlington (VA) Chapter, presides at all 

Chapter and EC meetings and is an ex-officio member of all committees except the Nominating 

Committee.  Above all, she must acquire and maintain a thorough knowledge of and be guided by 

the governing documents of The Links, Incorporated, as listed in this Handbook. Through channels 

provided, participates in conference calls with the National President, the Area Director and fellow 

Chapter presidents. Responsibilities include but are not limited to the following: 

 

Planning and Organizing 

• Establish the Executive Committee. 

• Organize members into committees and utilizes their assistance in implementing plans. 

• Implements the policy that states that each member is required to serve on a program facet 

committee and at least one standing (operations) committee. 

• Develop and present the meeting agendas to all members.  

• Ensure that written financial reports and Meeting Minutes are distributed to members at or 

prior to Chapter meetings. 

• Organize meeting environments for smooth dissemination of materials, member sign-in and 

officer seating. 

• Ensure that the Chapter stationery is revised when officers are elected or changed to reflect 

names and addresses. 

• Create and maintain a calendar of important annual operations, including committee 

reports, identification of community partners, establishing the Nominating Committee 

Initiation of the New Member Intake Process, and other matters that require a Chapter vote.   

• Ensure that the Chapter meets all deadlines established by the Area and National. 

• Identify and keep track of community and Chapter needs to enhance service and friendship. 

• Maintain and expand opportunities to ensure community visibility/viability and support. 

• Maintain an up-to-date knowledge base of National and Area policies, procedures, financial 

requirements, membership expectations, and protocol information to keep members 

informed with accurate information. 

• Appoint chairs and members of Standing and Special Committees and consult with Program 

Coordinator to appoint Facet chairs. 

• Monitor the performance of and meet with Chapter Officers one on one to provide guidance 

and assistance.  

• Make recommendations to the EC to improve Chapter efficiency and effectiveness.  

National and Area 

• Attend National and Area meetings as Chapter representative and participate in seminars to 

acquire current knowledge of matters that impact the Chapter.  
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• Participate on monthly Area and National President con-calls and attend DMV President 

quarterly meetings. 

• Periodically check the National and Chapter website for current information. 

• Serve as delegate to both the National Assembly and Eastern Area Conference. 

Legal and Financial 

• Possess joint check-signing authority along with the Treasurer and sign checks only in 

accordance with Budget authorizations. 

• Work with the Finance Committee to develop the budgets for Operations, Special Account 

and Fund Development. 

• Provide electronic signature for bonds paid and for 990 forms. 

• Request report of Internal Audit in September of each year. 

• Ensure that the Chapter acquires liability insurance for all activities and events. 

• Sign contracts for Chapter events and activities. 

Communications 

• Must always share any correspondence from the National President and Area Director as 

priority items, and as such must share these (orally or with copies) during the Chapter 

meeting, in addition to other items that require action. 

• Immediately report the death of a member Link, Connecting Link, or Heir-o-Link to the 

Chapter membership, Area Director and to the National Headquarters. 

• Immediately communicate the serious illness of a member’s close relative when the 

member provides such information to the President. 

• Uses her judgement about other matters that need to be communicated via the Chapter 

weekly correspondence. 

The Chapter Vice-President 

The Chapter Vice-President serves as an assistant to the President, must be capable of assuming the 

responsibilities of the President if the President is unable to fulfill her responsibilities, carries out 

duties of the President in her absence or at her request, serves on the Ethics Committee in 

accordance with By-laws of The Links, Incorporated and the Arlington (VA) Chapter, and serves as 

Chair of the Membership Committee. She is familiar with all the duties of the President, the history 

of The Links, Incorporated, the National Constitution and By-laws, all organization manuals and 

rituals, as well as Robert's Rules of Order, Newly-Revised, 11th Edition. Other duties include the 

following:  

• Transmit members' contact information, (address, phone numbers, email addresses, 

birthday, anniversary, daughter of Links designation, name of Connecting Link, if 

appropriate, to the Recording Secretary and to the Communications Chair; the Recording 

Secretary maintains the official membership and the Communications Chair publishes the 

Chapter Directory. 

• Update member status information on the National data system Chapter Profile. 
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• Present member status change requests and other special consideration requests for vote of 

the membership. 

• Prepare letters for the President’s signature to notify members of actions taken on requests 

for status change. 

• Monitor on-leave member status and prepare follow-up letters 60 days prior to the end of 

leave periods.  

• Monitor member Chapter meeting attendance; reach out periodically, beginning as early as 

October, to members during the program year if it appears that they may fall short of 

meeting attendance requirements. 

• Remind members of need to obtain approval for excused absences for legitimate reasons. 

• Monitor 48 hours' service requirement based on Facet/committee chair submissions of 

Program Sign-in and Data Evaluation Sheets; periodically reach out, beginning as early as 

November to members that appear to be falling short of meeting required hours.   

• Designate a member(s) to assist members in their use of the Track It Forward system and to 

monitor and report service hours on a monthly basis to the Vice-President. 

• Direct members to where service on Facet or committees can provide needed hours.  

• Collect and input service hours into the on-line Member Service Hours Report for the fiscal 

year by March 30th of each year.     

• Serve as Chair of the Membership Committee for orientation and induction of new 

members. 

• Serve as Alternate Delegate for both the National Assembly and the Eastern Area 

Conference. 

• Submit a monthly article to the Chapter newsletter. 

Recording Secretary 

The Recording Secretary is a member of the Executive Committee and is responsible for recording 

the content and context of all actions discussed and voted upon during regular and special meetings 

of the EC and Chapter. She uses the format as outlined in the National Recording Secretary's 

Handbook. Primary responsibilities include the following: 

• Ensure accurate and appropriate recording of the Minutes of Chapter meetings, reflecting 

all Chapter proceedings, the business discussed and action taken. 

• Submit monthly Meeting Minutes to the President and Parliamentarian not later than ten 

(10) days prior to the monthly meeting. 

• Keep Minutes in an official book - typed, dated and signed. 

• Keep committee reports on file. 

• Keep the official attendance record for all Chapter meetings. 

• Submit monthly Meeting Minutes to all EC members prior to the EC meeting. 

• Update Necrology information of Links, Connecting Links and Heir-O-Links in the 

Membership. Management System (MMS) within 24 hours of death notification; notify Area 

Recording Secretary of all Necrology information within 24 hours of death notification. 
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• Complete the on-line Chapter Profile by 4/30 of each year, to include updating newly 

elected Officers and Facet/Committee Chairpersons. 

• Update and confirm Chapter Members’ 1 in 5 information within the Management 

Information System (MIS).  

• Obtain relevant reports from MIS, including 1 in 5 Membership Reports and Chapter 

Rosters as requested by Chapter President or Vice-President. 

• Attend position-alike meetings held by the Area and National Recording Secretaries to 

remain current with expected practices.  

Corresponding Secretary 

The Corresponding Secretary is a member of the Executive Council and is responsible for 

conducting the official correspondence of the Chapter, as directed by the President and the 

Executive Council. Primary duties include the following: 

• Prepare and disseminate complete and accurate rosters to Chapter members, to include 

members' email addresses and other member information as traditional to the Chapter. 

• Provide proper notices to the membership via email or other communication methods of all 

regular Chapter meetings and of other called meetings. 

• Determine meeting attendance intentions from members via Eventbrite notifications. 

• Maintain a permanent file containing one copy of all official correspondence. 

• Send letters of appreciation and condolences on behalf of the Chapter. 

• Transmit the official correspondence file to the Archives Chair at the end of her term.  

• In consultation with the Public Relations Chairs, create and issue a monthly newsletter to 

communicate important chapter information. 

Financial Secretary 

• Is responsible for maintaining a financial record of all monies collected.   

• Is adept at using Quick books software. 

• Keeps a record of the standing of each member and makes a complete financial report at 

each Chapter meeting.  

• Collects all dues and assessments. 

• Collects all monies from fundraising events. 

• Collects all monies from new member induction fees and from donations.  

• Writes receipts in triplicate, one for the payee, one for the treasurer and one for the file.  

• Reconciles funds to total receipts, and notes the purposes for which funds were received.  

• Maintains records in an auditable manner.  

• As a courtesy to members, notifies members in writing of financial delinquencies.  

• Makes a fiscal year-end report and when leaving office 

• Ensures that all financial documents, including audited books and other pertinent materials, 

are transferred to the new financial secretary within sixty (60)days of the end of the fiscal 

year. 
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• Provides directions to Monte Carlo Chairs, the Holiday Party donors and Golf Tournament 

planners about the proper way to contribute monies, i.e., payable to The Links Foundation 

or to the Chapter.  

Treasurer  

• Ensures the Chapter’s compliance with modern accounting procedures. 

• Understands the importance of maintaining the Chapter’s designation as a 501© (3) entity.  

• Maintains accurate records of deposits and expenditures. 

• Deposits monies received from the financial secretary in a timely manner.  

• Dispenses funds only as authorized by the Chapter. 

• Manages and oversees all Chapter accounts. 

• Maintains signature card at approved financial institutions that includes the President's 

signature and other signatures as set forth by the Chapter By-laws.  

• Is adept at using QuickBooks software or other bookkeeping tools authorized by the 

Chapter. 

• Pays all invoices within 15 business days of receipt. 

• Maintains all records in an auditable manner; arranges an annual external audit of Chapter 

accounts. 

• Keeps a financial file that includes: bank statements, cancelled checks, investment 

statements and 990 forms. 

Parliamentarian 

• Is an appointed officer and member of the EC.  

• Annually reviews and updates the Chapter By-laws.   

• Advises and counsels the president and Chapter on matters of parliamentary procedures 

pursuant to the current edition of Roberts Rules of Order – Newly Revised, 11th Edition.  

• During the meeting, determines when a quorum is present and needed. 

• Assists the President with maintaining meeting efficiency. 

• Ensures that the Chapter Minutes reflect the correct wording as presented in motions. 

• Ensures that the voting record is accurate.  

• Serves on the Chapter Ethics Committee. 

Chaplain 

The Chaplin is an appointed officer and understands the mission and guiding principles of The 

Links, Incorporated. The Chaplain is knowledgeable of the Chapter’s programs, activities, goals and 

challenges, opens each meeting with a purposeful message and prayer of thanksgiving, 

Responsibilities include preparing and presenting the following: 

• Inspirational reading at each Chapter meeting and/or special events. 

• The blessings at Chapter meal events. 

• Resolutions for deceased members, Heir-O-Links and Connecting Links. 
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• Inspirational remarks as needed by the President for other special events. 

• Inspirational article for the monthly newsletter. 

Election of Officers 

Elected officers serve for a two-year term and may be re-elected for one additional term. Elections 

take place in odd-numbered years and require a process specified by the Chapter By-laws, including 

the establishment of the Nominating Committee and Elections Committee. 

Nominating Committee 

• The Nominating Committee is elected at the February or March meeting and can be in place 

not to exceed two terms. A term is two years. 

• The Committee is composed of five (5) members, each nominated from the floor. If only five 

nominees are made, the Chapter may vote on the slate.  

• If more than five nominations are received, a ballot vote must be held on each nominee. 

• The five nominees receiving the highest number of votes, inclusive of a plurality, shall be 

members of the Committee. 

• The President shall appoint one of the Nominating Committee members as chair.   

• The work of the Nominating Committee is confidential.  

• The Nominating Committee checks the qualifications of each candidate, develops a slate of 

candidates for each office according to the provisions of the Chapter By-laws, and 

distributes the slate by email or fax by no later than March 30th. 

• All candidates for office must agree to serve if elected. 

• Voting takes place at the April meeting. 

• Lobbying for candidates is strictly forbidden. 

• The Nominating Committee presents the slate in a written report that is read in its entirety, 

and signed by all members of the Nominating Committee; no action is taken on the report. 

• The President makes three requests for nominations from the floor for each office. A 

member may self-nominate. 

• The President never leaves the chair, even if she is on the ballot, and closes the nomination 

if no more nominations are made. 

• A motion from the floor to close the nominations requires a two-thirds vote.  

Elections Committee 

The Elections Committee determines the particulars of the voting process, including (1) how voters 

will receive the ballot, (2) how the ballot is set up, (3) how the ballot should be marked, and (4) 

how the ballot will be collected. On Election Day, prior to the vote, all nominated candidates may be 

given the opportunity to make a verbal presentation of their qualifications, not to exceed three (3) 

minutes.   
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To begin the election process, the Elections Committee ensures that ballots are distributed to 

legitimate and financial voters only. After voting, the Elections Committee completes its work as 

follows: 

• Ballots are collected one at a time.  

• Counting is pursuant to guidelines set forth in the Chapter By-laws.  

• A written report of the balloting is prepared and delivered to the President. 

• The Tellers Report lists the candidates receiving the greatest number of votes first, the 

person receiving the next highest votes next, etc.  

• The President reads the report without announcing the elected party. 

• The President reads the report for a second time and declares who is elected for each office.  

• All tellers must sign the report. 

• The President ensures that the Tellers written report becomes a part of the Minutes.  

Replacing an Officer 

If an officer position other than President becomes vacant during a term, the President shall 

appoint an interim, with the approval of the Executive Committee. The interim officer shall serve 

until an election is conducted. Guidelines are as follows: 

• The President notifies the Chapter membership when an officer vacancy occurs and 

simultaneously enters into the process of re-establishing the Nominating Committee. 

• The nominee’s name must be presented to the Chapter for a ballot vote at the next 

scheduled Chapter meeting, provided that the name has been emailed or otherwise 

distributed in writing to the Chapter membership at least five days prior to the meeting.  

• An interim officer may be a candidate for the office.   

• The President requests additional nominees from the floor at least three times. 

• A Voice Vote is allowed if only one candidate is nominated to fill the vacancy. 

Transition of Officers 

The Chapter anticipates a smooth transition of functions from one administration to the next. Upon 

leaving office, each outgoing officer shall consult with the Archives Committee and determine which 

records and artifacts should be transitioned to the new officer and which should be archived. Not 

later than June 15, the outgoing President shall plan a meeting with both the outgoing and incoming 

officers. All documents, including explanations, should be included in this meeting and must be 

transferred to the new officers.  

Chapter expectations are that the outgoing officer and committee chair will initiate a meeting with 

the incoming officer or committee within 60 days to provide assistance and to review documents, 

files and procedural documents. All outgoing officer and chairs should expect to serve as a 

transitional mentor for the incoming officer/chair and should plan to be available for consultation 

and assistance, as needed, for a minimum of three months after leaving the position or 

chairmanship.   
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New Member Intake 

The Vice-President is responsible for requesting a Chapter vote at the September meeting each year 

on whether to have an intake of new members. An affirmative majority vote sets the schedule in 

motion. The New Member Profile and Induction Request Form, found on the Chapter website or on 

Members Only Section of the National Website, is the required form members must use to sponsor 

a prospective new member. The Vice-President takes the following actions when the Chapter votes 

to take in new members:   

• Informs members that New Member Induction is a confidential process up through the 

formal acceptance by the prospective member. (January) Under no circumstance should a 

member contact a prospective member or notify a proposed candidate that she is being 

considered for membership.  

• Informs members at each October meeting about the Chapter demographics, including age 

range, skill-sets, number of members and daughters of Links (DOL) and number of available 

openings for new members. 

• Explains the membership intake deadlines and timeline (November through May).   

• Instructs members on how to access forms on The Links, Incorporated website (username, 

password, members only). 

• Verifies jointly with the Membership Committee that candidates meet requirements for 

membership, including residence within the Chapter Boundary.   

• Present profiles of recommended new members and ensure that the Membership 

Committee brings five (5) hard-copy profile packages to the meeting to accommodate 

members who were unable to conduct the electronic review. 

• Send prospective member profile(s) for a second review seven (7) days prior to the January 

Chapter meeting.   

• Allow sponsors two (2) minutes at the January Chapter meeting to speak on behalf of their 

proposed candidate. 

• Conduct the vote using tellers from the Membership committee; two-thirds vote of 

members present and voting is required for an invitation to membership; For a Daughter of 

Links (DOL), a simple majority vote is required. 

• Within 5 to 7 days after the January Chapter meeting, send a Letter of Invitation to 

prospective member(s) with the notification of required dues/assessments, the response 

timeline (15 days) and directions on how and when to submit induction fees.   

• Upon receiving a prospective member's response, enter the acceptance/declination into the 

National system to document prospective members' responses.  

• Notify prospective member(s) that they have an additional 15 days to submit checks or pay 

by credit card the amount specified in the Letter of Invitation. 

New Member Orientation  

New Member Orientation consists of three to five sessions led by the Membership Committee to 

orient the prospective new member(s). The Membership Committee plans the orientation schedule, 
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generally requiring prospective member(s) to complete the sessions outlined in the two (2) year 

schedule 4-5 sessions. Officers, Facet chairs and operational committee chairs have a role in the 

orientation sessions and sessions are open to all members. Orientation sessions include the Links 

history and organization structure, principles of friendship and sisterhood, protocols, rituals and 

ceremonies, financial obligations and assessments, Facet, operational, committee and appointed 

positions, service hours, one-in-five (1 in 5) requirement and requirements for maintaining active 

membership status.   

Prospective members are required to attend all orientation sessions; any missed session must be 

for a pre-approved reason and must be made up. The Membership Chair provides prospective 

members, by the first week in February, with a list of potential projects that advance Chapter 

programs or operations. The selected project must be completed by April 30th and should include 

recommendations for incorporating/expanding an existing Chapter program. The Membership 

Chair assigns a Chapter member to serve as a resource to the prospective member(s) based on the 

project chosen to complete and prospective members will deliver a practice presentation on their 

project to the Membership Committee prior to being presented at the Induction Ceremony.  A copy 

of the presentation will also be given to the Program Coordinators to identify the most appropriate 

programming implications. 

New Member Induction    

The Membership Chair is responsible for preparing prospective new member(s) for their Induction 

Ceremony, generally held the second Saturday in May.  The Induction ceremony occurs when a 

prospective new member(s) has satisfied all orientation program requirements including a test 

about The Links Incorporated and completion of a community/Chapter project.  The prospective 

member is not a Link until completion of the Induction Ceremony. The Membership Chair (Vice-

President) manages and directs the induction activities and process, including the following 

actions: 

• Formally notifies the Chapter President when all prospective members have completed 

their requirements for moving to the Induction Ceremony stage.   

• Identifies the Link member who will conduct the ceremony (based on highest ranking Link 

present at the Ceremony).   

• Prepares invitations for prospective members to invite family and friends to the Induction 

Ceremony.  

• Notifies prospective members of the cost of guests' lunch and that the prospective member 

will be responsible for payments on or before the Induction Ceremony.    

• Consults and plans in advance with the Rituals Chair in preparation for the Induction 

Ceremony.  

• Meets with the Membership Committee to review assignments (music, rituals hand-outs, 

Links guests seating, door monitors, etc.) to ensure a smooth ceremony.   

• Coordinates with the month's hostesses to ensure appropriate centerpieces and an up-scale 

lunch following the Induction.  



 31 

• Confers with the Scholarship Chair to ensure that new scholarship recipients are invited 

and recognized during the program. 

• Consults with photographer to establish specific times and types of pictures to be taken.  

• Prepares the written program, to include roles of participants, project presentation by the 

newly inducted Link sisters. 

A Final Word 

We in the Arlington Chapter are women of substance who understand how 

powerful we are. We do not give into meaningless and temporary temptations to 

tear down; instead, we fight to build the beautiful bonds of friendship, sisterhood 

and service as left to us by our founders. We are that light of love that seals the 

bond and unique beauty of this sisterhood called Links.  
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