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Introduction
Dear LCPs,

The following tool will help you plan your term.  Read it, use it, share it!

As you start preparing to be executive members, you have to get ready by planning your action and priorities for this amazing year.

You are about to embark on a wonderful journey!  You will encounter many challenges, but the more you put into it the more gratifying it will be.  You have been given important responsibilities and your decision to take them shows your leadership.  The following year is your year to make a difference.  Make the most of it!

Looking at the following document, a quote should inspire you of the importance of the process your starting right now:  Failing to plan is, planning to fail!  You and your team should keep this in mind when the process is challenging.  The quality of your planning will greatly determine the success of your year and the following years. 

Your National Committee

Mission Statement

Mission Statement: 

A broad description of what you need to do and how you will accomplish this.

“To develop students through international internship exchange”

Operational direction statement:  

Provides your LC with a theme for establishing a common vision in the LC.  It should encompass all dimensions of your year’s focus, promote team spirit and assist in prioritizing activities.

 “With the support of the National Committee, Local Committees will have implemented effective management systems and will be focused on improving the quality and quantity of International Traineeship Exchanges in their communities.”

STEP 1:  Teambuilding  (3 hrs : 3 hrs)

Teambuilding is the first activity you need to start with.  It is very important to create a trusting environment in your team so that open lines of communication are maintained and everyone works together to move the LC forward.  This is a great opportunity to define expectations and talk about commitment with new executives.  With the support of a great team, there is nothing you can not accomplish.

Teambuilding can take many forms and depends mainly on the types of people in your executive and whether you prefer a more formal approach or an informal one.  Both are effective.

It is recommended that you do at least three semi-formal teambuilding activities in your LC both to build relationships within your executive and to get people thinking about the year ahead.  This should be done as soon after new executives are elected and continue throughout the entire year.  You may also -want to communicate with other LCs and share what works.

Refer to Appendix A for specific examples of teambuilding activities.

STEP 2:
SWOT Analysis (1 hr : 4 hrs)

S  – Strengths

W – Weaknesses

O – Opportunities

T – Threats

A SWOT analysis will allow your team to better grasp the internal Strengths and Weaknesses of your local committee, and the Opportunities and Threats which exist in the community.  It is important to distinguish that Strengths and Weaknesses are an internal analysis, whereas Opportunities and Threats are an external analysis.

Preparation: 

· Review SN/TN processes (Appendix H and I)

· Review LC Minimum Standards (Appendix E)

Utilize the questions provided in Appendix B to aid in the creation of the SWOT.

Proposed Agenda for SWOT analysis:

1) Individual Brainstorming.  (15 mins)

As individuals, brainstorm on the four aspects of the SWOT analysis.  Each person should try to create a list of 5 items for each section.

2) Gather individual brainstorms.  (15 mins)

On a flipchart, gather the input of team members.  Ensure that at least the following areas are included in the SWOT analysis:

· University Relations

· External support

· Activity of Board of Advisors

· Membership knowledge and activity in relation to ITEP 

· Finances (procedures, planning)

· Knowledge of Insight

3) Group and clarify SWOT  (30 mins)

As a team, group similar points into larger, broader headings and build or expand if necessary.  Use this time to interpret your SWOT and figure out how it has influenced your LC and what it might mean for the upcoming year. Has it revealed anything?

4) Fill out final SWOT in template provided below

Send SWOT to your NC liaison for feedback.

Strengths
Weaknesses




Opportunities 
Threats




STEP 3:
Indicators of Success  (1 hr : 5 hrs)

Indicators of success are numbers that allow your team to know if they are reaching the overall mission of developing students through international internship exchange.  It is important to distinguish that indicators of success are exactly that: indicators.  For a local committee focused on creating life changing international internships, the best indicator of this is the number of exchanges created.  If exchanges are high quality, they will translate into increased numbers.  These indicators are not end goals in themselves, but instead serve to guide your local committee in achieving the mission of the association.  The time period of success indicators is from March 1, 1998 to Feb. 28, 1999.

These questions will help you decide what indicators might be appropriate for your LC:

· How many companies are in your city? 

· How many members are involved in creating exchanges?

· How many of these employ over 50 people?

· How many participate in the co-op program?

· How many international internship exchanges did your LC create last year?

· What is the highest number of internship exchanges your LC has ever created?

· How many internships does your BoA create?

Proposed Agenda for establishing indicators of success:

1) Individual Brainstorming  (15 mins)

As individuals, fill in the numbers.  For each number, decide on three points to justify your choice.

2)   Gather input of all individuals.  (45 mins)

Going indicator by indicator, have each team member share their indicator of success and their rationale.  As a group, have a discussion and decide on a single value for the indicator of success.  Repeat for each indicator.  Everything should be written on a flip chart so everyone can continually refer to it.

3)   Fill in Indicator of success chart

Number of TNs raised


Number of TNs realized


Number of SNs raised


Number of SNs realized

Number of company re-signs


Desired Surplus at end of year ($)


4) Ensure the success factors are reviewed periodically throughout the yearplanning process.  You also need to make sure that they are reviewed at various intervals throughout the year.  Be sure to add these dates to your master calendar.

STEP 4:
Objectives, Actions, and Tasks  (3 hrs : 8 hrs)

Here you will set out your vision and action plan for the Local Committee. This plan will be your guiding document for your term. It should be based on the result of all discussions, teambuilding sessions, environmental analysis and work by the entire LC to date.  

When planning for the upcoming year, keep the following in mind:

1. Plan with a longer term vision of where you want your LC to be in 3, 5 and 10 years in the future.

2. Keep the mission as your guiding force in the yearplan.

3. Address your weaknesses and threats but do not compromise on the mission.

4. Respond only to opportunities that are in line with the mission.

5. Capitalize on your strengths.

6. Take the interests your stakeholders into account.

Preparation:

· Review SN/TN processes with executive so everyone understands what an LC focused on ITEP needs to be doing (Appendix H and I).

· Review LC Standards document which can also serve as a framework for your conversations planning (Appendix E).

· Communicate with other LCPs about their experiences and what has worked best and what objectives they have set in their LCs.  It is also important to communicate nationally throughout the entire goal-setting process for both sharing your ideas and receiving input to the process in your LC.

· Refer to Appendix D for exercises and questions on vision building.

· Refer to Appendix F for other important planning resources.

· Refer to Appendix G for an excerpt from the National Committee Yearplan.

Levels of a Yearplan

1. Objectives

Objectives are the broadest area of the yearplan and should be “SMART”:

Specific: 

Defined so that everyone has a clear understanding of what you want to achieve.

Measurable: 

Must be quantifiable so that you know if and when it is accomplished.

Ambitious:

The goal should be just out of your reach and make you work hard.

Realistic:

You must be able to see yourself achieving it in your year.

Time-based:

Must be a start and end point so you know when it is done. 

Objectives flow directly from the mission and explain how the mission is to be accomplished. Top level objectives are strategic in nature and provide the framework for lower-level, operational objectives and action plans.

2. Strategies

Within your objectives, you should have four or five strategies that are more specific and concrete.  Refer to the National Committee Yearplan for examples.

3. Tasks

Tasks are the most specific level and are actual actions to be performed by you and your team.  Each task should have one person who is overall responsible for the completion of the task and also people who are responsible for helping out with the task.  Each task should have an end date associated with it so it actually gets done and tracked.

Once you have completed the process, communicate with your NC Liaison and other LCPs across the country.  They will be valuable in helping you refine your plan as well as being able to build on their own.

The following objectives must be included in your yearplan.  We have included a number of questions under each that will help you in creating the tasks needed in order to accomplish them in your LC.  

Objective:  To increase the number of international internships realized so that ____ number of TNs are realized as of Feb. 28, 1999.
Increase support of the Board of Advisors in creating international interships.


Respo-nsible


Supp.


When













Questions to consider:

Do your current BoA’s companies participate in ITEP?

Do your current BoA’s companies participate in other internship programs?

Are there other community members that could fulfill the role of a BoA?

Does your BoA provide contacts? 

Does your BoA help with training?

Leverage National Partners in creating international internship exchanges.


Respo-nsible


Supp.


When













Develop a membership which possesses the skills, attitudes and knowledge to create international internship exchanges 


Respo-nsible


Supp.


When













Questions to consider:

How are your TN and SN teams structured?

How many members have gone to a conference?

How many members have participated in over 10 marketing calls?

How often do you hold marketing training sessions?


Respo-nsible


Supp.


When














Respo-nsible


Supp.


When













Objective:  To increase the number of international internships realized so that ____ number of SNs are realized as of Feb. 28, 1999.

Develop a membership with the skills, attitudes, and knowledge to create international internships 


Respo-nsible


Supp.


When













Questions to consider:

How many members have participated in SN training at conferences?

What proportion of your membership actively participate in the SN process?

How do you recruit members?

Do you have SN teams set up?

Is the entire LC involved in SN recruitment?

Increase the participation of corporate ITEP participants and Board of  Advisors in the sending away students.

 
Respo-nsible


Supp.


When













Questions to consider:

How many BoA members have recruited SNs?

How many ITEP participants have recruited SNs?


Respo-nsible


Supp.


When














Respo-nsible


Supp.


When













Objective:  To increase the quality of TNs such that a minimum of 5 new steps of the TN process are performed.
(To decide this objective refer to the TN Process in Appendix H.  Highlight each aspect of the process which is not currently being performed by the LC.  Select 5 and write them below.)


1)_______________________________________________


2)_______________________________________________


3)_______________________________________________


4)_______________________________________________


5)_______________________________________________

Increase use of BoA and community stakeholders in the TN process.


Respo-nsible


Supp.


When













Questions to consider:

Are you BoA involved with the TN process?

Are there any organizations which can help you prepare incoming students?

Are there any organizations which can help you prepare corporate participants?

How can your reception be improved?

Increase the participation of the membership in the TN Process.


Respo-nsible


Supp.


When













Questions to consider:

How many members actively participate in corporate preparation?  Incoming student preparation?  Corporate servicing?

How many reception events are organized each year?

Does your local committee have TN teams?

Does everyone in your LC know how to use Insight?


Respo-nsible


Supp.


When














Respo-nsible


Supp.


When













Objective:  To increase the quality of SNs such that a minimum of 5 new steps of the SN process are performed.

(To decide this objective refer to the SN Process in Appendix I.  Highlight each aspect of the process which is not currently being performed by the LC.  Select 5 and write them below.)


1)_______________________________________________


2)_______________________________________________


3)_______________________________________________


4)_______________________________________________


5)_______________________________________________

Increase the use of community stakeholders in the SN process


Respo-nsible


Supp.


When













Questions to consider:

Are you BoA involved with the SN process?

Are there any organizations which can help you prepare outgoing students?

How can your preparation be improved?

Increase the participation of the membership in the SN process


Respo-nsible


Supp.


When













Questions to consider:

How many members actively participate in student selection and review?  Student servicing?

How many re-integration events are organized each year?

Are student pre and post-departure briefings being currently organized?


Respo-nsible


Supp.


When













Objective:  To ensure financial sustainability of the local committee such that $______ of surplus is generated by Feb 28, 1999.

Improve the financial management of the local committee


Respo-nsible


Supp.


When













Questions to consider:

Does your local committee have financial policies and procedures?

Does your local committee conduct monthly/quarterly financial reviews?

Increase commitments from our Local Sponsor Group


Respo-nsible


Supp.


When













Questions to consider:

Does your LC have an LSG?

Do your ITEP participants contribute to the LSG?

Does you BoA contribute to the LSG?

Does your University contribute to the LSG?

Can current commitments be increased or lengthened?


Respo-nsible


Supp.


When














Respo-nsible


Supp.


When













Objective:


Respo-nsible


Supp.


When














Respo-nsible


Supp.


When














Respo-nsible


Supp.


When














Respo-nsible


Supp.


When













STEP 5:
Assigning responsibilities (2 hrs : 10 hrs)

It is important in the upcoming year to know and understand the responsibilities of each team member.  You should create a consensus on how you will work, how you will support each other, and main “team rules”.  Make sure you don’t skim over tasks and strategies randomly assigning them.  Each team member must fully understand what it means to be responsible for a task and what the expected outcome is. 

Proposed Agenda to assign tasks and responsibilities:

1) Individual allocations.  (20 mins)  - Can be done outside the group

Assign objectives to each of the members of the team.  The team member will create tasks for each of the objectives and allocate “responsibles” for each task.  The role of the responsibles is not to do everything themselves, but to ensure that the task gets accomplished. 

Ensure that when your assign objectives, they are being assigned to the best person.  For example, it would make sense to have the TN responsible (VPTN or Team Leader) assign responsibilities for the TN focused objectives.

2) Propose tasks and review  (70 mins)

In a group, have each person present their responsibles and as a group ensure that everyone is comfortable with their assigned responsibles.  If some people feel that they have too many responsibilities, then some can be shifted to others or some may have to be eliminated.   

A useful tool to help determine if people will have enough time to perform all their responsibilities is to create a timeline.  On a few flip charts write down the months horizontally.  Write down major events such as exams, conferences, holidays, etc.  For the empty time, have each person write down the tasks on each of the end dates. This will provide a visual picture of what is possible and what is not.  Keep in mind though that it is not he executive which performs every detail, but rather it will them who are responsible in ensuring that the members of the LC  perform.

3) Set team rules  (30 mins)

Once responsibles, support people, and completion dates have been agreed upon, then your team should set some team rules.  Some decisions which should be made as a team are:

· Methods and moments of reporting to team (email updates, written, etc.)

· Times of executive meetings and monthly reviews

· Times of office hours

· Planning social events

· Rewards for excellence

STEP 6:
Budgeting  (3 hrs : 13 hrs)

Lesson #1 in running an LC: Don’t spend more money than you bring in!  All members of your executive should have a basic grasp of budgeting concepts and principles.  Both the VP Finance and the LCP must read the Finance Manual before starting the budgeting process.

Proposed budgeting agenda:

1) Review of line items.  (20 mins)

As a group, review the line items of the budget.  A description of the budget is included in Appendix C. 

2) Individual Planning  (30 mins)

Provide each member of the team with a budget template and have them individually fill out the line items for their areas of responsibilities.  Not all line items are relevant to each person.

3) Compile all templates into LC budget. (130 min)

Line by line, have each member of the group share their amounts, and add them for the LC budget.  

After all line items have been completed, then review the budget so the LC is generating the desired surplus.  If not the budget should be reviewed to ensure that it is.

Some helpful guidelines to aid in creating the budget:

For every TN:

Revenue -    $300 TN Fee 

Expense –    $80 Telephone/Fax 

· $5 Photocopying

· $25 Hospitality, Food Beverage

· $30 Marketing Packages

· $20 Postage/Courier

For every SN:

Revenue -   $150  SN Fees

Expenses –  $80 Phone/Fax

· $20 Photocopying

· $20 Postage/Courier


Other:

Affiliation Fees and NC Fees - $1600

Suggested Conference Subsidies - $150 Travel for NC and NLDC Travel

       - $60 for RC Travel

 



4)  Fill in Chart of Accounts below:
Account Name
Amount
Comments

Revenue



4050 Event Fees



4100 SN/TN Fees



4150 Sponsorships/Partnerships



4200 Donations



4250 Membership Fees



4300 Advertising Revenue



4350 Merchandise Sales



4450 Interest Income



4980 Miscellaneous



Total







Expenses



5100 Affiliation and NC Fees



5150 Travel/Parking



5160 Delegate Fees



5170 Membership Cards



5200 Advertising



5210 Merchandise



5220 Printing



5230 Photocopying



5240 Office Supplies



5250 Postage/Courier



5260 Telephone/Fax



5300 Rent



5350 Food and Beverage



5400 Hospitality



5450 Donations



5500 Awards and Gifts



5550 Maintenance and Repair



5600 GST Expense



5601 QST Expense



5700 Bad Debts



5750 Depreciation



5800 Bank Service Charges



5850 Wages



5851 CPP Expense



5852 EI Expense



5860 Miscellaneous Expense



STEP 7:
Creating a Calendar for the Year


After successfully finishing the planning stages of your year, you must now put dates to your objectives, strategies and tasks to act both as a check and communication tool for members.  Collect these dates and times and put them into an easy to follow calendar both at the end of your yearplan and for posting in the LC office somewhere.  You should refer to past yearplan timelines to make sure you don’t miss critical events specific to your LC.

Items to include in your timeline:

· Planning/Turnover schedule (both meetings and deadlines for objectives)

· Yearplan and budget review sessions (once per month)

· Dates of goals and objectives to be reached

· Dates of milestones for goals and objectives

· Recruitment plans and meetings

· Review Boards

· Elections

· Conferences (National and regional)

· Communication to externals (dates, events, updates, meetings)

· Communication to the National Committee (updates, input)

· General Assemblies (for year with time and location)

· Executive meetings 

· All deadlines for applications

· All external events (Chamber of Commerce, University Fora)

Appendix A:
Team Building Exercises

Exercise #1:    GETTING TO KNOW EACH OTHER

Objective:  Understand, share and get to know your team mates.

Activities:
· Every member of your team has to come up with a diagram or a drawing of themselves. They should make reference to every aspect of their lives (personal, sports, school, AIESEC, etc.)

· Each member will present and when they are finished, the rest of the team can ask questions.

Exercise #2:  
PERSONAL MOTIVATIONS AND AMBITIONS IN AIESEC

Objective:  Understand and share everyone’s personal interest in AIESEC.

Activities:
· Have everyone share their motivations and reasons why they joined AIESEC.

· Have everyone share their motivations and reasons why they ran for the executive. 

· Have everyone share their ambitions after their term of office.

Exercise #3: 
TEAM VISIONING EXERCISE

Objective:  This is a good warm-up team vision exercise, helpful for talking about common goals in concrete terms, without taking on a full-fledged visioning process.  It helps bring to the surface  people’s feelings about their own levels of commitment.

Overview:  A series of questions beginning with people’s own experiences.

Activities:
1. Have you ever been part of a really great team?

Answer as individuals, speaking to the group.  You can define this any way you like, but it should be in a team where you felt personally committed, where you signed up body and soul, and where the team actually achieved extraordinary results.  Think back.

2. What was different about this team?

People do good work all the time. Talk about what felt truly special about being on that really great team.  All comments should be written down on a flip-chart.

3. How can we, as a team, create those kinds of feelings here?

Ask each other: “What could we do, achieve, accomplish, create, that would rekindle the same feelings we remember from those really great teams?

4. What would we commit ourselves to?

You may reach this point in one session, but when you do reach it, the group as a whole commits itself to one or more initiatives, often including individual commitments for parts of the task.  At this point, though no one has mentioned the work vision, you have a shared set of priorities in hand, and a new way of thinking about them.
Connections

Resources:
one ball of string

Instructions:
Throw the ball of string from one person to the next. The person throwing the ball asks a question of the person who catches it. The person who catches does not necessarily have to answer the question, but must throw the ball to someone else. 

Dicing with Life

Resources:
A dice

Instructions:
Each face of the dice corresponds to a different topic. You can write the topics on the faces of the dice, or on a wall chart that everyone can see. 

1. Family
2. Work
3. Friends

4. Love life or Pets
5. Hobbies
6. Sports

Each participant throws the dice, and must say at least one thing about the topic that lands side-up. Move around the participants in a circle, and go as many rounds as you want. The more rounds you go, the more you will discover, as people will have to think harder about what to say once the superficial information has already been given.

We’re out of toilet paper

Resources:
One roll of toilet paper

Instructions:
Start a meeting in an isolated place (such as a conference or team retreat) with the sober news that “the conference site has run out of toilet paper.” The one roll that you have in your hand is the only remaining roll of toilet paper in the building, and the team will have to share it amongst themselves. Ask them each to tear off as many pieces of toilet paper as they think they will need for the rest of the conference or retreat. (This game is a bit unfair on females.) Once everyone has taken some paper or finished off the roll, inform them that you were in fact lying and that for each piece of toilet paper they must share one piece of information about themselves. Volunteer to start yourself.

I Have Never

Resources:
Alcohol

Instructions:
(This game comes with a Government Health Warning – Playing I Have Never can compromise your short-term physical capacities and long term political ambitions.) This is a drinking game, and can build trust through the sharing of personal secrets similar to Truth or Dare. Participants are seated in a circle, each with a full glass of alcohol. Each participant says, “I have never…” followed by an action (e.g. “I have never failed an exam.”) If any of the participants has failed an exam, they must consume a measure of their vessel, thereby giving away the fact. If no one in the circle drinks (i.e. if no one has failed an exam) then the person who said, “I have never…” must consume a measure of theirs. The game continues until everyone feels that they now know more than they need to about their teammates; the alcohol runs out; or the participants are no longer physically capable of playing.

Building Commitment to a Team 

Resources:
Flip charts

Instructions:
Ask the members of the team to answer the following questions on paper;

1. What is the mission of this team? / What does this team hope to achieve?

2. What do you see as your role on this team?

3. What do you hope to achieve as a member of this team?

4. What is your personal mission in life? / What do you hope to achieve?

5. How do you see your personal goals as a member of this team achieving your personal goals in life?

6. What are three ways that you will be able to achieve your goals be assisted by helping the other members of your team achieve theirs? 

When you have finished, share the answers on a flip chart and develop a plan for rewarding each other for assisting each other to achieve individual and team goals, based on the output of the individual answers.

Appendix B:
Questions to Aid in SWOT

External Environment

Gathering the following information will help you analyze your environment. It is very useful to identify the opportunities and threats affecting AIESEC in your community.  Please put concrete facts from research to backup your evaluation Resources to use:  Newspapers, Chamber of Commerce reports, government reports, interview with BOA members, etc.

Community:

City population: __________________________

What are the major industries in my city and the surrounding area?  Is it a government city?

1.____________________________
4.____________________________

2.____________________________
5.____________________________

3.____________________________
6.____________________________

What are the growth industries?

1.____________________________

2.____________________________

3.____________________________

What are the major companies and what head offices are in the city?

1.____________________________
4.____________________________

2.____________________________
5.____________________________

3.____________________________
6.____________________________

What are the major organizations in the community who, as partners of AIESEC, could be key to the local’s success in the upcoming year?  What would their involvement be?

Are there any major events to be capitalized upon in the upcoming year or in the following years?

Are there present trends or circumstances in the business community to be capitalized on or to overcome?  Are there government initiatives which could affect AIESEC?

Are there any specific countries or foreign cities that are important to my community?   (i.e. who do we trade with, city twins)

University:
Number of students in your university of faculty?  How is an international aspect present in the university and its educational programs?

How is the business community involved in the university?  (i.e. sponsorships, co-op, faculty advisory board, governors/honorary councils)

How conducive is my university’s environment to student organizations?  (University support of student initiative, competition between student associations, students desire to get involved)

Are there any other aspects of my university community that could either be opportunities or threats in the upcoming year?

Internal Environment

These questions are meant to raise awareness of the strengths and weaknesses of your local committee and they are based on the minimum performance that your LC must have (according to the minimum standards).  The questions below touch on various aspects of the SN/TN process, but make sure to also go through the entire process and ask similar questions.

a) ITEP

· How do you market ITEP to the external community? (Business community, student population)

· How many marketing calls have you done over the last term?  

· How many TNs did you raise last year?

· How many TNs did you realize last year?

· How many members are involved in integrating the trainees into the Canadian society?

· How do you integrate trainees and other exchange participants in activities?

· How do you integrate trainees and other exchange participants in your community?

· How many students from your university went away last year?

· How do you select students to be exchange participants?  

· How do you ensure they are the best candidates to apply as participants?

· How do you prepare the students that will go away on exchanges once they have been selected?

· How do you reintegrate the students that are coming back from an exchange?  

· What activities are they involved in?

· Do you hold debriefing sessions for the students that participated in an exchange?  If so, what is their content?

· Are all your members able to use Insight?

· How do we ensure our customers’ satisfaction?

· How do you recruit people to manage ITEP?

· Do you recruit the right type of members?

· How do you train our members?

· How do you keep people involved in your activities?

b)   Finances system: 
· Do you have a financial system in place?

· Do you have a budget? Do you follow that budget?

· How well is your finance system functioning?  

· Do you know your true financial position?  

· Is your LC financially sustainable in the long-term?

· How do you generate funds?  

· Do you have any external debtors? 

· Do you owe money to AIESEC Canada?

c)   Community Stakeholders

· How do you establish beneficial partnerships with key organizations?

· How well is AIESEC positioned in the community?

· How many members do you have on your Board of Advisors?

· What sectors are represented on your Board of Advisors?

· Is there any other sector you should consider including?

· How often do you meet with them?

d)   Communication - Information 

· Do you have access to e-mail, Internet, ftp, and other information technologies?

· Do your members have the needed skills to use information technologies and systems?

· Do you make the best use of them to communicate within your LC?

· How do you manage information in the local committee?  

· Do you have proper records of previous years activities and results?
Appendix C:
Budget Item Descriptions

1) Cash: Money in the bank.  If there is more than one account these may be reported separately and then as a total.

2) Accounts Receivable:  Money that is owed from revenues or members.  A local committee may have more than one accounts receivable account (i.e. A/R - Fundraising, A/R Revenues, and A/R Members) for its own records but must summarize them into one for reporting to AIESEC Canada.

3) Short Term Investments:  Investments that mature within one year of reporting date.  Includes money market funds.

4) Sales Tax Receivable:  When a local committee makes a claim for GST rebate they must record the amount as an account receivable.  Quebec local committees who have PST may have both accounts listed separately but must add them together for purposes of reporting to AIESEC Canada.

5) Merchandise Inventory:  Inventory such as T-shirts, hats, towel, etc. which  is on hand.  These items are for re-sale at a price higher than cost.

6) Membership Inventory:  Memberships purchased from AIESEC Canada which have not been sold yet.

7) Prepaid Expenses:  Expenses which are paid ahead of time but not used.  Examples include insurance policy, and a maintenance contract.

8) NC Receivable:  Credits owed from AIESEC Canada for incoming traineeships (TNs) signed.

9) Investments:  Investments that have maturity dates of longer than one year past the reporting date.

10) Furniture and Equipment:  Fixed/long term assets such as computer, printer, desk, photocopier. fax machine, which the local committee owns.

11) Accumulated Depreciation:  The built-up amortization on the equipment which has accumulated through the years.

12) Accounts Payable: 1) Money which the local committee owes its creditors for products/services not yet paid for; 2) Money owed to members.

13) Deposits:  Money which is collected from members or trainees which the local is holding.  These should be expected to be forwarded to another organization or refunded in the future.  Examples include 1) money that the local has collected from members which is directed at fees or 2) damage deposits received from foreign trainees which will be used to pay bills left-over or refunded.

14) NC Payable:  Monies to AIESEC Canada i.e. affiliation fees, marketing packages, membership cards etc.

15) Unappropriated Surplus/Deficit: The accumulated net income.

16) Current Income:  Income from the current fiscal period.

17) Events Fees:  Fees from events such as Careers Day and other projects like Business/Corporate Luncheons.

18) SN/TN fees:  1) the portion of the fees local trainee (SN) pays which the local keeps to cover administrative expenses; and 2) the money received from national committee for foreign trainees (TNs) signed.

19) Sponsorship/Partnership:  Money received from sponsors or external partners.  These sponsors or partners must receive a tangible benefit for this money such as advertising or entrance to an AIESEC event for no additional fees.  The money received should be greater than the value of the tangible benefits.

20) Donations:  Money received from the external community.  No benefit other than a donation receipt or recognition is expected.

21) Membership Fees: Sales of memberships.

22) Advertising:  Money received for advertising in the AIESEC publications such as Careers Day booklet or newsletters.

23) Merchandise Sales:  Revenues from sales of merchandise such as T-shirts, hats, etc.

24) Interest Income:  income from investments.

25) Gain on Conference:  The net gain on a national or regional conference.  This is the net profit after all expenses have been incurred and all liabilities have been paid.  (see section on accounting for conferences.)

26) Miscellaneous Revenue:  Other revenue which is not significant and does not belong in the other revenue categories.  Examples include money from others who use AIESEC assets such as a fax or photocopier.

27) Affiliation and NC Charges:  Money paid to AIESEC Canada including AIESEC International and AIESEC Canada affiliation fees and, regional development fees.

28) Travel/Parking:  Travel expenses to conferences, gas, parking.

29) Conference Fees:  Conference registration fees.  Includes non-AIESEC conferences.

30) Membership Expense:  The cost of each membership sold.  

31) Advertising:  Advertising in newspapers, magazines and other publications.

32) Merchandise:  the cost of each piece of merchandise sold.

33) Printing:  Printing of materials such as Careers Day booklet, posters, business cards.  This is usually performed by a professional printer.

34) Photocopying:  Internal photocopies.

35) Office Supplies:  Stationary supplies, printer ink/ribbon.  Includes letterhead.

36) Postage/Courier:  Stamps and courier costs.

37) Telephone/Fax:  Telephone and fax monthly fees and long distance fees.

38) Rent:  Rental charges for items such as booths for Careers Day, halls for events and audio-visual equipment.

39) Food and Beverage:  Food and beverage.

40) Hospitality:  Treating foreign trainees and external members to events which do not fall in the above categories.  An example would include bowling.

41) Donations:  Donations the local committee makes such as to foster child, twins or developing locals.

42) Awards and Gifts:  Awards for recognition of members, gifts for guest speaker and foreign trainees.

43) Maintenance and repair:  Software for computer, maintenance of printer and other repairs.

44) GST expense:  portion of the GST that is not refundable by Revenue Canada.

45) PST expense:   only to be used in provinces where a portion of the PST is reimbursed.  In all other provinces combine the PST in the applicable expense.

46) Bad Debts:  Receivable which can not be collected.  An allowance for doubtful accounts account (AFDA) will not be created.  Only amounts which are certain not to be collected will be written off.

47) Bank Charges:  Bank service charges, cheque printing.

48) Wages:  Hourly salary paid to employees.

49) CPP/QPP Expense:  The amount of the employer contribution to Canada or Quebec pension plan.  This account is to be used for employees hired for the summer etc.

50) EI Expense:  The amount of the employer contribution to employment insurance for locals who employ someone.

51) Miscellaneous Expense:  Other insignificant expenses which do not fall into the other categories.

52) Loss on Conference:  The net loss on a national or regional conference.  This is the net loss after all expenses have been incurred and all liabilities have been paid.  (see section on accounting for conferences.)

Appendix D:
Vision Building Exercises

Exercise #1:    VISION FOR YOUR LC

Objective:  This exercises links your personal vision to the organization’s potential; to help people align the organization’s purpose with their own; and to prepare individual groundwork for creating a shared vision.

1. What would you personally like to see your LC become, for its own sake?  

2. What kinds of partners could you have? 

3. What reputation would you have?

4. What contribution would you make?

5. What would be the level of service you provide?

6. What values would you embody?

7. What mission would you have?

8. How would people work together?

9. How would people handle good and bad times?

10. If you had this sort of organization, what would it bring you and how would it allow your own personal vision to flourish?

Exercise #4.    

TEAM VISION AND PURPOSE EXERCISE (What do we want to create?)

Objective:  At a team level, defining common vision and purpose.

Overview:  A series of questions which bring pertinent issues to the forefront.

Participants:  Your team, with or without a facilitator, working on co-creating a vision.

STEP ONE:  THE VISION OF THE FUTURE

It is five years from today and you have marvelously enough created the organization you most want to create.  Now, as a team, you must describe it as if you were able to see it, realistically, around you.  Consider these questions, one by one, painting an ever-clearer shared vision of your future organization.  Make sure every member of the team has the opportunity to comment on each question.

1. Who are the stakeholders of this organization we have created (five years from now)?

2. How do we work with them?

3. How do we produce value for them?

4. What are the most influential trends in our industry?

5. What is our image in the community?

6. How do we compete?

7. What is our unique contribution to the world around us?

8. What is the impact of our work?

9. How do we make money?

10. What does our organization look like?

11. How do we handle good times?

12. How do we handle hard times?

13. In what ways is our organization a great place to work?

14. What are our values?

15. How do people treat each other?

16. How are people recognized?

17. How do we know that the future of our organization is secure?

18. What have we done to ensure its future?

19. What is our organization’s role in our community?

20. After each questions ask how you would measure your progress?

STEP TWO:  CURRENT REALITY

Now come back to the current year and look at the organization as it is today.

21. What are the critical forces in our systems?

1.  Who are the current stakeholders today, both inside and outside?

2.  What changes do we perceive taking place among our stakeholders?

3.  What are the most influential trends in our industry today?

4.  What aspects of our organization empower people?

5.  What aspects of our organization disempower people?

6.  How is the yearplan currently used?

7.  What major losses to we fear?

8.  What do we know that we need to know?

What don’t we know that we need to know?
Appendix E:
Minimum LC Standards

1. To have implemented with quality the mission by having realized two TNs and two SNs.  TN  and SN realized is measured at the date the acceptance letter from the student and from the company arrives at the National Committee Office
2. To have a Board of Advisors structured on expertise required to make the exchange cycle a reality in the local environment, i.e. incorporating representatives of different sectors.  This board must meet at least twice a year and have at least four members serving.  This is measured by the information gathered by the National Committee (your NC Liaison).

3. To have a minimum of three executive members committed to one full term in their position (usually a twelve month period varying according to university).

4. To have a basic core of ten members able to participate in one term of the local committee. These 2 criteria are measured by having submitted the membership database (It should include the minimum of 3 executives and 10 core members)

5. To develop and provide the National Committee with a complete operating budget and cash-flow at the beginning of the year. This is measured by submitting to the National Committee Office the budget and cash-flow. 

6. To produce annual financial statements able to be presented to the National Committee. This is measured by submitting to the National Committee Office the annual/monthly financial statements.

7. To make current payment of annual fees and to establish and follow a debt repayment plan in conjunction with the National Committee, if necessary. This is measured by having the cheque in the National Committee Office. For those that have a repayment plan, this is measured by having fulfilled the repayment plan.

8. To have at least one member attend and actively participate in National Congress, National Leadership Development Conference and National President’s meeting (either president or designate).This is measured by having at least one person participating as a delegate in the conference.

9. To contribute to the development of the national and local association by submitting a year plan and performance agreement, participating in communication and discussions on e-mail, inputting into national issues and decisions,  and cooperating with LC-LC development and visits. This is measured by submitting the year plan and performance agreement to the National Committee Office.

10. To have access to basic office infrastructure: phone, fax, computer/computer facilities which can run Microsoft Office and have e-mail, Internet and ftp access. This is measured by the information gathered by the National Committee (your NC Liaison).
APPENDIX F:
Planning Resources

· National Committee Yearplan

· Old LC yearplans 

· BoA (for process and context)

· Business Planning Guides from Banks or Economic Development Commissions

· 7 habits of highly effective people  
(Stephen Covey)

· Principle centered leadership  

(Stephen Covey)

· The Fifth discipline  


(Peter Senge)

· The Fifth discipline, Fieldbook  

(Peter Senge)

APPENDIX G:
Part of National Committee Yearplan

APPENDIX H:
 TN Process

MARKETING
PROCEDURES
PREPARATION
RECEPTION/

INTEGRATION
SERVICING
FOLLOW-UP

· research 
(company, issues, community)

· pick up the phone!!

· contact

· training

· marketing calls

· documentation

· prepare proposal

· networking

· gather tools

· use BoA

· international network

· train on INSIGHT

· bring possible SN candidate on the call

· GET THE TRAINEESHIPS

· community integration ideas
· fill out the Job Questionnaire (with signature!)

· send it to NC

· email CA-VOICE

· fill out all forms

· INSIGHT

· matching(CEED contacts, communication, INSIGHT)

· get SN acceptance

· get TN acceptance from company

· send both to NC

· LC prescreening /interviewing SN

· set up phone interview with  student and company

· ADAPT if applicable
· refer them to homepage

· send reception package

· communication

· set expectations (be concrete)

· what to prepare, research, bring

· visa, health insurance

· setup community interaction opportunities (determine interests)

· prepare information (CY, culture, briefing) for company

· meet SN who has just come back

· sit on review board

· prepare LC
· airport pick-up

· find place to live (e.g. member’s house)

· party

· dinner at a member’s house

· introduce to the company (first day of work)

· SIN

· bank account

· get involved in the community

· presentation in classes as a live case study

· research community here

· luncheon for all employees of the company

· involve in LC

· recruitment

· revolving fund for basics
· communication

· site visits

· communicate with Canadian SN overseas

· keep informed of/invite to reception events

· send press releases about traineeships

· Managing Across Cultures Seminars (MACS)

· mid-evaluation

· on-campus promotion of traineeships

· community involvement for trainees and companies
· RESIGN!!!

· use information on evaluations

· support letters

· leverage the experience in your community - more TNs

· communication

· take pictures of trainee and employees

· invite company to events

· provide trainee contact information to members

· have trainee thank company

· give company the report

· case study, report

· evaluations

APPENDIX I:
SN Process

MARKETING
SELECTION
PROCEDURES
PREPARATION
COMMUNICATION
RE-INTEGRATION

· ITEP information sessions

· classroom presentations

· interviews

· “all out” research (targeted)

· getting and having information
· Review Board

· choosing the right people

· logistics

· standards

· following policies and procedures

· ranking (involvement, flexibility, forms, evaluation)
· INSIGHT

· fill out forms

· collecting fee

· enter forms

· contacting other LCs

· communication

· matching (Matchit, lists, INSIGHT)

· informing candidate

· SN acceptance

· send to NC and hosting LC

· get TN acceptance

· documentation

· ADAPT if applicable
· assist personal research

· constant communication

· visa

· organize a briefing (logistics, contact external representatives, cultural management firms and outgoing SNs)

· cultural preparation

· learning more about Canada

· integration with reception

· communication with other country about involvement

· buddy system

· preparation for post-exchange evolvement/

re-integration

· coaching

· pre-departure questionnaire
· postcards

· new member contact

· preparation

· buddy thing

· questionnaire

· match with a local  TN while away
· marketing calls

· sharing experiences

· general assemblies

· mentor

· alumni events

· promote involvement in LCs

· report/case study

· goal setting

· preparation of next participants

· contact with TNs

· servicing

· creating links

· evaluation

APPENDIX J:
Calendar
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