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SECTION GMEMBERSHIP COMMITIEAPPEND

Newsletters, rosters, registration, sigmp forms and other documents are distributed to active
members. Members may receive this information electronicatiy USP8y designatingheir choice
on their regisration form.

1. Newsletter

The Committee publishes five newsletters per year to coincide with significant ElderStudy
events and mailings. The dates for the newsletters are October, December, February, April, and
August. Copies are also posted on EiderStudycomwebsite shortly after publication.

The deadline foall issues of the newsletter is the #®f the month immediately preceding the
issue month. If Bylaws changes are to be voted on at the General Membership Meeting,
information must besentto members at least two weeks prior to the meeting.

The October issue provides

a discussion of any specific issue8oard proposals for the General Membership Meeting
general program information

the membership roster

information on the annual wintesocial (see Appendix-f&9)

a financial enebf-year report

= =4 =4 -4 =9

The December issue contains
9 the spring schedule

The February issue contains

9 election information; biographies of candidates

9 adiscussion of any specificies or Board proposals for thee@erd Membershipmeeting,
and general program information.

The April issue contains

1 general program information

1 names of new directors elected at the March General Membership Meeting.

1 informatonan t he annual ‘“kBnmnd dcPlotAuxzdke lridimEH. a0 n (s

The August issue contains

1 the Board approved budget for the coming year

1 the membership renewal application (see appendip.Gl)
M the fall schedule

The August newsletter is the last issue sent to current members not rejoining by mid
Sepgember.
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Editing¢ Printing - Mailing

The Newsletter Editor may handle the entire newsletter process, or solicit assistance from other
members of the organization. The process includiadting, editing, and preparing master copy
for reproduction and aranging for distribution.

Editor

1 Solicits material from the Board of Directors, Committee Chairpersons and any other
source wishingio have information published in the Newsletter. Edits material
received.

1 Enters material in newsletter format on computer
1 Prepares an electronic copy in accordance with instructions provided by the printer.

1 Determines the number of copies of the newsletter and enclosures nedukexktd on
the number of members who receive information by USE®uples get a single
mailing,so only one copy of the newsletter and enclosures are needed for this portion
of the mailing list

1 Directs the printer as to number of copies of the Newsletter and enclosures.

1 Determines the number of ElderStudy satfidressed copies to make up the recpdr
base number for the best mailing cost.

1 Providesanelectronic copy to thevebmasterfor uploading on the ElderStudy website.

Distributionby USP8f a commercial facility is not used)

Check to see if enough envelopes are on hand.

Verify that the mailg list is current.

Notify the individual responsible for preparing labels when labels are needed.
Check labels against latest membership list and put labels on envelopes.

Hand address envelopes to new members and/or others not included on the mailing list

)l

)l

)l

)l

1

91 Include a copy of the current schedule.
91 Include special information flyers (if any).

9 Have all material copied. (Request reimbursement from the Treasurer.)
1 Determine proper postage for each mailing.

1 Purchase stamps. (Request reimbursement from the Treagur

)l

Place stamp(s) on envelopes, seal, and mail.
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Distribution (If a commercial facility is used)

1 Provide current mailing list in computer formfar those members who receive
information via USPS.

1 Determine number of ElderStudy selfldressed copies to ne¢ mailing requirements.
1 Prepare copy of the current newsletter and schedule.

1 Preparespecial information flyers (if any).

9 Give instructions for copying and foldirgpéAppendix .13

1 Have commercial facility arrangtor mailing (norprofit or standardpostage is used)

1 Have the bill sento the Treasurer

Web Site

ElderStudy maintains a Web site at ElderStudy.com that provides our latest lecture and book
group schedules, minutes of past meetings, the agenda for upcoming meetings, past and current
newsletters, a photo gallery of current leadership and of recent member activities, a
downloadable application for club membership, and a method for routing specific email
guestions to the Web master, which are promptly either answered or routed to an apptepr

expert for a response.

Telephone

Members of the local community who might have questions about the ElderStudy program at
the University of Mary Washington or who would like additional information about the program
may call the ElderStudy answerisgrvice— (540) 6541769 (select Option 1) and leave a

message. A member of the committee checks the service at least weekly and calls are returned
or redirected to the appropriate ElderStudy Committee or Officer.

Bulletin Board
ElderStudy maintaina bulletin board in the primary classroom for the purpose of keeping the

membership informed. The latest newsletter and class schedule (updated as required), card
brochures, Opportunity Sheets, and a cajfyPolicies and Procedurege also available.
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5. Documents

Documents that provide needed information to ElderStudy members are kept updated in
electronic format or in reasonable hard copy supply. They include:

1 Map of the campus

9 Current ElderStudy Program Schedule

9 List of Membership Benefits and Gendraflormation EeeAppendix G.14)

1 Opportunity SheetgeeAppendixGp.15

9 List of current officers, members of the Board of Directors, and Committee Chairpersons
9 Parking for Mary Washington ElderStudy Prograsesfppendix Gp.16)

1 Campus Access for Peeplith DisabilitiesgeeAppendix G.17)

9 Temporary nametag(s)

1 And any other pertinent information.

6. Print
Brochure
9 Use the current card brochure as an example
1 Make changes as needed or suggested

1 Present the revised/proposed card brochure to the MemibgpsCommittee for
approval

1 Havebrochuresreproduced at a local facility

1 Have the card brochure printed in economical quantities

Opportunity/Comment Forms

Opportunity/Comment Forms are available in the document holder next to the bubetandin

theEl der Study primary cl assroom. The “Opportunit
program would not exist without ideas and volunteers. ElderStudy is a program designed by and
run by the members. Each member’ s contribution

Appendix G 4



Appendix G 5
Appendix G Membership Committee
Mary Washington ElderStudyPolicies and Procedure2017

10.

Community Calendar

Basic ElderStudy information and contact information are sent to the local newspaper for
inclusion inits annual publication availabk® new members of the community

Honorary Membership

Honorary memberships (No Fee) may besdtl to retiring/retired University of Mary
Washington faculty. Honorary memberships are renewable annually through the ElderStudy
membership process.

During the Spring Semester of the current academic year, or as requidesjgnated member

of the Memlership Committee will make contact with the Assistant Director of Human
Resources at the University of Mary Washington. A request will be foadlee number of

faculty retiring who are eligible for honorary membership in ElderStudy. Letters will beeliv
to the HR office for their distribution to retiring, eligible faculty, inviting them to join ElderStudy
as an honorary member. (see Appendip@0) There are no fees for honorary membership.

A previously retired faculty member witdd not join ElderStudy upon retirement may apply for
honorary membership (no fee) at any time.

Honorary memberships are renewed annually through the normal ElderStudy membership
process.

Membership Renewal

Renewal information is sent to all members with theglist newsletter. Membership feesay
be reduced at the discretion of the Board of Directofihe reduced fee may have an effective
cutoff date after which the renewal fee reverts to thdlfamount.

New Member Welcome Packets

New members receive'@®N e w Me mb e uporjairing ElderStudy. The packet is
reviewed in the spring to ensure that the most current information is available in the late
summer/early fall period when a majority of new members join. Committee members review
printed materialsannually and consider any changes.

Materials in the packet include:
1 Coveretter (seeAppendix G.20)
T Current Mary Washington “EIl der Study News|

1 Map of the campus
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Current semester’s El der Study Program Schedul
List of Membership Benefits and @aral Information $¢eeAppendix Gp.14)

Opportunity SheetdeeAppendix G.15)

List of current officers, members of the Board of Directors, and Committee Chairpersons

Parking for Mary Washington ElderStudy Prograsesfppendix Gp.16)

Campus Access fBreople with DisabilitieséeAppendix Gp.17)

=A =4 =4 =4 =4 =4 =

Any other pertinent information.

11. New Member Welcome and Introductions

When the Treasurer receives an application for a new membership, member information is

passed to the Chairperson, Membership Committie committee member maintaining the
ElderStudy Membership List, and the committee member responsible for ordering nametags. If

the new member has Internet access, amail (seeAppendix &.21) is sent that acknowledges

receipt of their application ash notes that they will be receivingaNew Membér i Rathet
mail. If the new member does not have Internet access, a phone call is made to the member.

New members are also asked to introduce themselv
each chss.

12. Nametags

Each new member receives a permanent nametag as part of his or her initial membership fee. If
a current member needs to replace a lost or damaged nametag, the replacement nametag is to
be paid for by the individual member requesting l@mementat a cost determined by the
Committee.

9 Order nametags from designatedmpany $eeAppendix &.22)

1 Have company send nametags to the individual placing the order
1 Send/forward bill to the ElderStudy Treasurer for payment

1 Place nametags in classrador new member pickup.

13. Roster

El der Study maintains a membership roster of all
name, address, phone number, and email address,
personal information is protectedhe roster is for internal ElderStudy use only and is not used

for non-ElderStudy business. A list of ElderStadigresses may be provided to the University
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of Mary Washington, based on an official request from the University, to alert ElderStudy
membeas of UMW activities that may be of interest.

Most individuals join in August/September at the beginning of the fall classes. A limited number
of additional individuals join in January prior to the second semester classes. Applications are
handled as fdbws:

1 Treasurer (or designee) receives mail at the University of Mary Washington Post Office.
Applications for membership are forwarded to the Membership List Coordinator (MLC)
while the Treasurer (or designee) deposits the enclosed checks in the Eltietfink
account.

T Treasurer sends an emai l with the member
Membership Committee, the MLC, the committee member responsible for ordering
nametags for new members, and others on anreeeded basis.

1 MLC preparesarostr wi th all member s’ i nformation
updates the roster as necessary. When requested by the Board of Directors or standing
committees, the MLC will prepare rosters, mailing lists, or restdated documents. In
October of eaclyear, the MLC will prepare a rostir be sentto each ElderStudy
member.

1 Updates to the roster are distributed vianaail.

1 When an application is received from a new member, the Chairpesttme
Membership Committee wilhake arrangements to ensutbe new membereceivesa
New Member Packet that will include a current newsletter, the current class schedule,
and other information deemed necessary.

14. Remembrances

Getwell and sympathy cards are sent to ElderStudy members or surviving family menbehe

case of an Elder Study member’'s deat h, a Commi t
flowers, or fruit basket on behalf of ElderStudy. Or, depending on the situation, these items may

be sent to the family. In some cases, if reqedsby the family, a monetary donation (usually

$25.00) may be made in lieu of a plant, flowers, or fruit basket. In this situation, the volunteer will

send a sympathy card on behalf of the ElderStudy membership, which will include a note that a
monetary gft has been made by ElderStudy in the name of the deceased member. The monetary

gift will be made to an organization (Alzheimer Research, Cancer Research, Red Cross, etc.) if
desiredby the family or to the University of Mary Washington general schoipifsind if no

specific organization is requested.

The Membership Committee Chairperson should suU
Editor for publication at least once a year informing members of the policy for remembrances and
the proceduresy which to pass on information if the need arises.
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15. Social Events

Generally, membership events occur around the winter holidays (early December), at the end of
the academic year (May), and when requested by the Board of Directors or other appeopria

individuals.

1 Arrange for a location. Determine menu and/or refreshments to be served, decorations,
supplies, and site support for individual membership events.

1 Coordinatewith the Newsletter editor andElderstudy.comvebmaster toget wordout
aboutthe event in the “El der Study Newsl etter”,
a request for volunteers to bring food and set up and clean up at the evidrgregistration
form and directionsshould be publishedn the websiteseparately from the nesletter to
allow easy printing.

1 Order any food, pick it up on the day of the event, or coordinate catering arrangements.

1 As needed, set up tables, supplies, and food, clean up afterwards and, in general, oversee
food service.

1 Follow up with phone calls tihank all who volunteered and write a thatylou note for the

“El der Study Newsl etter” and/or website.

16. General Membership Meetingg Refreshments

Refreshments for the General Membership Meetings are ordered by a committee member. The
order is placedvith the University catering service for coffee with tea, pastries and fruit for
approximately 4(eople.

Qurrent contact is: Leslie Jacobs, Catering Sales Specialist, UMW Catering Services, 1301 College
Ave, Fredericksburg VA 22401. (540)-69381;(540) 6542127 (Fax).

A contract $§eeAppendix G.23) must be returned to Catering, correcting the billing address to
Treasurer, ElderStudy, 1301College Avenue, Fredericksburg, VirginiaS2Z2=®1
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JOIN US FOR THE ANNUAL ELDERSTUDY HOLIDAY LUNCHEON
THURSDAY, DECEMBER 7, 2017
11:30 AM to 2:00 PM

***Gari Melchers Home and Studio Pavilion
224 Washington Street
Falmouth, VA 22405
Cash Bar Opens at 11:30; Lunch at 12:00
Entertainment Provided by Karen Scanlon and Marty Poch — 1:00 to 1:30
$22.00 per Person - Guests Welcome
Deadline for Reservations: Tuesday, November 21, 2017

MENU

Garlic and Herb Cod Fillet
OR
Chicken Marsala

Served with Mixed Greens Salad with Homemade Croutons (Ranch and Balsamic Vinegar
Dressing), Roasted Herb Red Potatoes, Julienne Vegetable Medley, Anniversary Cake,
Coffee, Tea and Water

Complete this form and check one entrée per person:

Name:

Garlic and Herb Cod Fillet Chicken Marsala
Name:

Garlic and Herb Cod Fillet Chicken Marsala
Name:

Garlic and Herb Cod Fillet Chicken Marsala
Name:

Garlic and Herb Cod Fillet Chicken Marsala
Amount Enclosed: Check Number:

Respond by Tuesday, November 21, 2017, with check, made payable to Mary Washington
ElderStudy, for $22.00 per person. Mail to:

Carolyn Sulima, 12603 Cannon Crest Drive, Fredericksburg, VA 22407

***PLEASE NOTE NEW LOCATION
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Mary Washington ElderStudy

Potluck Luncheon, day, ~~, 20630 AM

Fellowship Hall, First Christian Church
1501 Washington Avenue, Fredericksburg

Entertainment will be provided by ~~~~~ .

For our potluck luncheon, if your last name begins with a Idttan —~~,please bringvegetable or
fruit salad. If youtastnamebegins witha letter from —~~, pleasebring a dessert. Ifyour last name
begins with a letter from-~, please bring meat or vegetable casserole.

Complete the form below and mail it by ~~~~ txx
Insert information for return of form to

ElderStudy member accepting response.
If you have anguestions(insert information)

cut and mail

Name(s)

A Total number of guests
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2017 - 2018 Membership Renewal Form
Mary Washington ElderStudy Registration for {8 | @Ak CEPIR VA" ETii] oL S

Renewal Membership Fees — Postmarked by September 9, 2017:  $60 per person
Postmarked AFTER September9: $65 per person
] Retired UMW faculty — (Check box if this applies) No fee, but spouse pays the individual fee

Make your check payable to Mary Washington ElderStudy

Send this form and  Treasurer, Mary Washington ElderStudy
the check to:  University of Mary Washington
1301 College Avenue
Fredericksburg VA 22401-5358

| (we) wish to rejoin Mary Washington ElderStudy for the period September 1, 2017 to August 31, 2018

Name(s)

please print clearly

Street Address

City State Zip

(Enter only email addresses and phone number that ElderStudy may use to communicate with you)

D All email address(es) are unchanged D Phone number is unchanged

Email address Phone

Email address

Your email addresses and phone number will be included in membership rosters available only to
members and will be used by ElderStudy for announcements, program cancellations/changes, etc.

Replacement Nametags are available for an additional fee of $5 per nametag. If needed, print your name
or names below as you would like it (them) to appear on the nametag(s):

IMPORTANT — Members who don’t have email will receive newsletters and rosters on paper via the
Postal Service. Members who do have email can obtain these documents via email or the website, but
may opt to also get them sent on paper by checking the box below.

[J Send newsletters and rosters via the Postal Service; | cannot or prefer not to use electronic copies.

Treasurer: Amount Bank and Check #
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2017 - 2018 Mary Washington ElderStudy
New Member Registration Form

Membership Fees: Annual membership is from September 1 through August 31

* Full-year membership $72 per person

* Retired UMW faculty [] (Check box if this applies) No fee, but spouse pays the regular fee

* Half-Year Membership: New members joining December 1 or later pay a reduced fee during their
first year ( $40 per person )

* One-Year-Plus Plan: New members joining between April 1 and May 12, 2018 pay $77 per person to
be a member until August 31, 2019 ( $72 after May 12 )

Make your check payable to Mary Washington ElderStudy [ This is a gift membership from:

Send this form and  Treasurer, Mary Washington ElderStudy
the check to:  University of Mary Washington
1301 College Avenue
Fredericksburg VA 22401-5358

| (we) wish to join Mary Washington ElderStudy for the period September 1, 2017 to August 31, 2018

Name(s)

please print clearly

Street Address

City State Zip

(Enter only email addresses and phone number that ElderStudy may use to communicate with you)

Email address Phone

Email address

Your email addresses and phone number will be included in membership rosters available only to
members and will be used by ElderStudy for announcements, program cancellations/changes, etc.

New members receive free nametags.

Print your name(s) below as you would like it (them) to appear on the nametag(s)

IMPORTANT — Members who don’t have email will receive newsletters and rosters on paper via the
Postal Service. Members who do have email can obtain these documents via email or the website, but
may opt to also get them sent on paper by checking the box below.

[0 send newsletters and rosters via the Postal Service; | cannot or prefer not to use electronic copies.

Treasurer: Amount Bank and Check #
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ElderStudy Newsletter Checklist

Total numbernf mailings

Mailing list (in Excel) provided separately

Newsletter—white 11 x 17 white papeprinted double sided

Class Schedule (August/Decembewhite 11 x 17 white papeprinted double sided

Financial Information (Augustpproved bulget/October- end of year report} single or double
sided as needed (white paper)

Renewal Form (Augustjwhite paper)
Flyer(s) (April/Octobensingle sided (yellow)
Any additional sheets will be inserted before the last folding

Entire package is sté in the center, folded at the staple, and then folded again with two tape
seals applied on the sides (as required by the USPS)

The blank back side of one of the above will be used asalighge for the mailing
address/return address/noprofit postage markingwhich includes:

1. Mary Washington ElderStudy logo and University return address
2. Postage- Presorted Standard US Postage Paid
3. ElderStudy mailing lisabel

Retain lilling receipt for expense report/reimbursement

Extra ordered copies are sertt: tElderStudyNewsletter Editor for distribution
to new members joining after publication

Email the newsletter in both a PDF and an editable format to the webmaster for posting on the
ElderStudy.com website. Any email addresses, ballots, and listikgdesStudy membership
will be deleted by the webmaster prior to posting.

Questions?- (name and email address of editor)
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Member Benefits and General Information

1 Members receive the ElderStudy Newsletter and Schedule several times during theiyfesar
electronically or by USP&urrent information can always be found on our website
www.ElderStudy.com

1 The annual membership fee includes the right to participate in all cladsgending on
available spacegnd additional functions sponsored by Mary Washington ElderStudy. The
ElderStudy Fiscal Year is SeptemiferAugust 3%

1 The annual membership fee does not include books and materials for classes or the cost of day
trips and/or admission fees. Mosgasses do not require materials or other fees.

9 If the University is closed due to inclement weather, ElderStudy classes are canceled. Check
local radio and TV, or the websiteww.ElderStudy.comr call the UMW Information Hotline at
654-2424.

1 An ElderStdy Policies and Proceduratescribing all aspects of the Mary Washington ElderStudy
program is available for your review. If interested, a copy is located in the holder next to the
bulletin board inthe ElderStudy classroaniYou can also revieloliciesand Proceduresn our
website. If you have any questions, contact a member of the Board of Directors or the
Chairperson of the Administration Committee.

1 All members receive a complimentary ElderStudy nametag. (There is a charge to replace lost
nametags)

1 To assist in remembering our colleagues during time of illness or death, if you become aware of
a situation, please contact the President or a member of the Board of Directors.

1 Members may use the dining facilities in SeacobeckatdlE a g | e ' she \Naodatd i n
Campus CenterCurrent anddrmer faculty members receive a discount.

1 Members may use the university library on campus. If you wish to check out any materials, a
request must be made through the Central Rappahannock Regional Library system

1 Members may audit University of Mary Washington classes with the permission of the assigned
instructor and the University Registrda65 s Of fi ce
for additional information.

1 Mary Washington ElderStudy isyvember of the Elderhostel Institute Network (EIN).

http://www.roadscholar.org/ein/intro.asp 1-800-454-5768

To receive catalogs on Road Scholar programs, write:

Road Scholarll Avenue de Lafette, Boston, MA 62111746
or see online listing http://www.roadscholar.org/
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ElderStudy Opportunity/@mment Form

Name(s)

Address

City State Zip Code

Phone EMail

Please tell us how you learnetbout ElderStudy

The objective of our program is to design and execute an anadgrogram to suit the interests of the
membership. Your input is always welcome!

What are your preferences?
Prefer multiple sessions on same topic
Single sessions on varied topics
Combination multiple and single sessions
Days ofeek preferred Mon __ Tues Wed Thur __ Fri
Time of day preferrednornings afternoons
Special Educational Activities

Topics of interest to me and possible presenter

Topic Presenter

Topic Presenter

Being an involved ElderStudy member is important to assure a wide variety of interesting cBygses.
serving on the various committees you can help develop the curriculum, contribute to the newsletter,
help maintain membership records, and process registration applications and plan membership events.
REMEMBERwe are an allvolunteer organization! &consider

Serving on a committee: Administration Curriculum Membership
Presenting a program based on your professional background, personal interests or experiences

Preside at session (introduce guest presenter) __ Assist with Audio/Visual support
Lead study group (Current Affairs, Book Discussion Group) Room arrangement
Supporting the general needs of the organization Computer / Website Support
Active participation bythememB NE A & (GKS O2NYSNBRG2YyS 2F 2dzNJ al

Please return with your membership application
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Parking for Mary Washington ElderStudy Programs

STAFFORD CAMPUS
Nearly all ElderStudy activities occur at the Stafford Camyish normally has
adequde parking. There is no permit requiremern this campus only

PUBLIC / STREET PARKIMENCAMPUS PARKING DECK

Augustine Avenue is one block west of and runs parallel to College Avenue. On
Augustine and on the streets running perpendicular betawéeigustine and Stafford Avenue is
where many ElderStudy members park to attend ElderStudy programs at the University.

Public parking is not permitted on streets perpendicular to College Avenue, which have
“Resident Per mit P a rickon apglies@nly toythie bleck gasest.to Collegee r est r
Avenue. These streets are: Thornton, Seacobeck, Rowe, Parcell, Payne, and Brent. Other
streets near the University have “No UMW Student
students at the Univesity —not to ElderStudy members.

Public parking is allowed along College Avenue from William Street to Route 1, but is
rarely available during times when ElderStudy programs are held.

The campus Parking Deck is also available for your use. Thegpdgkia can be accessed by

driving on College Avenue away from William Street and toward Route 1. Turn right onto Route
1 and then make the first right. The parking deck is straight ahead. When you enter the parking
deck you will be on the top level that reserved for visitors. You may enter Campus Walk from
this level.

HANDICAPPED PARKING

Members with a DMV issued handicapped parking license plates or hangtags may park
in the University’'s handicapped dbkandicgopeat ed space
spaces are indicated on the campus map sent to new ElderStudy members. A copy is also
posted on the ElderStudy bulletin board locatedhe ElderStudy classroam

Requests for parking passes for additional parking privileges must be m#ue ttMW Police

Depart ment . El der Study members may obtain a yes
|l ots from the University’s Police Department . A
be filled out and submitted. These forms are availabléhatrtoffice. The parking pass

di splayed on the vehicle’s dash board will all ow
University of Mary Washington campuses when space is available.
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Campus Access for People with Disabilities

Classroom 210, S¢hu Building, Stafford Campus

Most ElderStudy classes and meetings occur on the second floor in a classroom dedicated to
ElderStudy activitiesThis is a statef-the-art, zero-stepaccessible facilitiocated7 miles
northwest of the main campusist pastthe GEICO service center on Route 17 no&h
elevatorand accessible parkingre available

duPont Hall

Accessible from the front (west) by way of the walkway to the south (breezeway) to the lower
level (1st floor) through an automatic door openem @levator at the north end of the 1st level
provides access to the three floors. (Klein Theatre is on the 2nd floor.)

Accessible parking is available in the parking lots on the west side of College Avenue and in the
lot at the Ridderhof Martin Gallery,hich is south of duPont Hall.

Accessible restrooms are available on the 2nd floor.

George Washington Hall

Ramped at the south end with an exterior door with automatic door opener. Upon entry, an
elevator is immediately on the left and allows access ®hhsement, first through fourth

levels. Dodd auditorium is accessible from the first floor. Listening devices are available for
performances in Dodd Auditorium. Contact the Dodd Auditorium Managel@3% the day

before the program to reserve a devic&Jnisex accessible restroom located at the basement
level Accessible parking is located in the George Washington Hall parking lot located beside the
west end of the building.

Seacobeck Hall

Dining rooms on the east side of the building are accessiplamped walkway.
Accessible parking is available in the parking lot at the north side of the building.
Accessible restrooms available on the main floor.

Trinkle Hall

Ramped from the front (west) of the building off campus walk, has an automatic dooenpen
All floors are accessible from the elevator directly facing the front door.

Restrooms are accessible.

Woodard Campus Center

Wheelchair access from both front (off campus walk, west entrance) with an automatic door
opener, and rear (east) entrance8ccessible parking is available at the east entrance. Walkway
access from the south of the campus to the west entrance is usable but moderately sloped.
Access is recommended from the east entrance. An elevator is available near the east entrance.
Restramms on both levels are accessible.
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Directions to the Stafford Campus Classroom

The ElderStudy classroom is locatedoom210o0n the second floor athe South Buildinghe
building on the right as you enter thgarking lotfrom University BoulevardThe street address
is 121 University Blvd, Fredericksburg, Virginia 22406.

From 95 Take Exit 133, Route 17 northwiard Warrenton. After 3 milesat the traffic light
turn left onto Village ParkwayPassthe two campus buildings on the righhd takethe first
right onto University Boulevardthen the third right io the parking lot.

From the Main Campudake U.S. 1 North, passing Princess Anne Street and after crossing the
Falmouth Bridge make a left at the first traffic light onto Warrenton Roa8/W7 North.

Proceed north on 17 pastds and an additional 3 mileslurn left at the traffic lightonto Village
Parkway Pass the two campus buildings on the right and take the first ragitd University
Boulevard thenthe third right into the parkag lot.

From Warrenton Take US. 17 South. The campus is located at the intersection of U.S. 17
(Warrenton Road) and Village Parkway, which is just 1 mile south of the stoplight at the
intersection of U.S. 17 and Poplar Road (Route 616).Turnaighe traffic lightonto University
Boulevard.Pass the two campus buildings on the right and take the first rogid University
Boulevard then take the third right into the parking Iothe total distance from downtown
Warrenton is approximately 30 miles.

From downtown Historic Fredericksburg or the train statiohake Caroline Street north.

Proceed past the main business district, into a residential area, passing Old Mill Park. Make a left
onto Forbes Street, cross Van Buren Street, and make a right antteBs Ann Street. Bear

right, and make a right onto U.S. 1 North, crossing the Falmouth Bridge. After the bridge, make a
left at the first traffic light onto U.S. 17 North. Proceed 3 miles p&& Turn leftat the traffic

light onto Village Parkwayrass the two campus buildings on the right and take the first right

onto University Boulevardhen take the third right into the parking lot.
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Sample Retiring Faculty Letter

Mary Washington ElderStudy
University of Mary Washington
1301 College Avenue
Fredericksburg, Virginia 224&GB58

<<Date>>

Dear Retiring Faculty Member,

Mary Washington ElderStudy would like to extend to you, as a retiring member of the
University of Mary Washington faculty, an honorary membership in our organizafiois.is a
membership that can be renewed annually through the membership process.

Since our inception in 1993, ElderStudy has been privileged to be affiliated with the
University of Mary Washington and its faculty. The organization is a comrrhassi
membership organization of retiremersige people who share a love of learning. At its heartis
an academic program designed by its members, to suit their interests. Approximately 40 two
hour programs covering a wide variety of subjects are offered saatester on the&stafford
campusof the University I n addition, each semester
participate in activities outside of the core curriculum. ElderStudy is an affiliate of the
Elderhostel Institute Network and has a mem$lgip of approximately 24@ur very
informative Website is found atww. HderStudy.com.

It is with pleasure that we offer you this honorary (no fee) membership in our
organization with the hope that you will join us and become an active participant.

If you are interested in becoming a member, please fill out the enclosed membership
application, indicating on the application that you are a retiring University of Mary Washington
faculty member, and return the membership application to ElderStudy asatedi.If you need
more information, you can phone me at 5873-6155.

Sincerely,

Peggy Gratz
MembershipCommittee
Mary Washington ElderStudy

Enclosures:
ElderStudy Card Brochure
Membership Application

S a C |
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Sample Welcme for New Members

Mary Washington ElderStudy
University of Mary Washington
1301 College Avenue
Fredericksburg, Virginia 224@&B58
www.ElderStudy.com
info@ElderStudy.com
5406541769

Dear <name>,

We aredelighted to welcomeyouto Mary Washington ElderStudy. Vdee confident thatyou

will enjoy theexciting programs we offerOur membership consists of retirees and semi

retirees who are recent transplants to the area as well as those who have liveddrenany

years. One of the added benefits of ElderStudy is the opportunity to meet such a diverse group
of lifetime learners. The ElderStudy philosophy is to share, learn, and grow.

We createdthis welcome pacét to help you get better acquainted witElderStudy and the
Stafford campus Included ar¢he following

. Temporary nametag(s)P{ease allow several weeks for your permanent nametag to
arrive. It will be available under the bulletin board in our classrgom

. General information on memberghand benefits.

. A contact listhat includes Board members, officers and committee chairs

. Directions to our classroom on the Staffocdmpus(There is ample parking, and you do

not need a permit.)

We encourage you to take advantage of the many waysdrn more about ElderStudy. Several

times a year, we publish a newsletter, which is available by mail and online at

www.ElderStudy.comOur website also contains the current class schedule, our policies and

procedures, our constitution and blaws, information about committees and interest groups,

and photos. These documents are also available next to the classroom bulletin board.

Modifications to the schedule are postea the website as soon as possible. oimhation about

lastminute changes is available by caling®8%1 76 9 and sel ecting “option

In addition to enjoying our classes, please consider attending our committee meetings to learn
how your volunteer organization operates and how you can halgtive membership
participation is the cornerstone of a success program.

We welcome your comments and questions. Please reach out to us through our website or by
using the contact information provided for our members.

Again, welcome to ElderStudylobk forward to meeting you in class.

Appendix G 20


http://www.elderstudy.com/

Appendix G 21

Appendix G Membership Committee
Mary Washington ElderStudyPolicies and Procedure2017

Sincerely,
(Membership Chairperson)

Sample Enailsto New Members

WELCOME TO ELDERSTUDY

Sample emails to be sent to new members to acknowledge receipt of their application and
informing them that they will be receing a new member packet from the Membership
Committee in the mail. This email should also be sent to the committee member maintaining
the Membership List and the committee member who orders the nametags. This email also
val i dat es t hatemuilladdressésworrece mber ' s

Welcome to ElderStudy and ,

We have received your membership request. We will be mailing your welcome packet next
week. Included will be the newsletter, a printed copy of the sehaedul
contact information sheet, and temporary nametags. Your permanent nametags will be
ordered. Since you have Internet access, if you haven't already done so, you can review our
upcoming curriculum schedule at our websiteww.ElderStudy.com. Lookifigrward to

meeting you in class.

(Chairperson, Membership Committee)

Welcome to ElderStudy ,

We have received your membership request. Please feel free to start participating in classes
immediately. Since youalve Internet access, you can review our upcoming curriculum schedule
at our website- www.ElderStudy.com. We will ggtour welcome packet irthe mail today.

Included will be a temporary nametag. Your permanent nametag will be ordered. Looking
forward to meeting you in class.

(Chairperson, Membership Committee)
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Sample Letter for Ordering Nametags

Mary Washington ElderStudy
University of Mary Washington
1301 College Avenue
Fredericksburg, Virginia 224EB58

March 1, 2038

Jill Gosnell

Ryder Engraving, Inc.

1029 Hazelton Etna Road, SW
Pataskala, Ohio 43062

Dear Jill;

Mary Washington ElderStudy would like to place the following order for nametags. We would like to
have them in the same format as our previous orders.

Nametag Size3 ¥z inches by 2 inches
Rounded Cornersl/8 inch

Color Surface White

Core- Navy Blue

Organization NameSilk

Screened in Navy Blue

Pin on each nametag with a nametag adapter

The names for each nametag are as listed below.

Please fonard the completed order to me and upon receipt | will have the Treasurer forward the
payment.

Thank You

NAMES FOR NAMETAGS:
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Sample Catering Order
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UMW Catermg
1301 College Avenue- Seacobeck Hall
Fredricksburg, VA 22401

phone (540) 654-1930
fax (540) 654-2127
ClientiOrganization Event Date Booking Contact Booking Tel Booking Fax
UMW Elderstudy |insert date) |vour name| {your phonc|
Address UMW ElderStudy. 112 Brachead Drive, Ste Contact Ste Tel Site Fax
Fredericksburg, VA 22401 ATTN: John Thompson [vour name| |your cell phonc|

Party Name Gid Guests Event? Category
|example: General Membership Mecting] | [example:30) Breakfast
Banqueat Room Serving Eng Description Type
|[examples: Red Room, Woodard / 945am  1230pm Breakfast Set/Clean,
Rm 210, South Bldg, Stafford campus|
FoodiService Items Price Qty Total
GUESTS TO ENJOY A CONTINENTAL BREAKFAST
EYE OPENER (30) 645 30 19350

Mini Danish, Mini Muffins and Mini Bagels

Served with Whipped Butter, Cream Cheese and Fruit Preserves

Display of Fresh Seasonal Sliced Frut
Beverages

Regular and Decaffeinated Coffee, Hot Water with Assorted Tea Bags

Creamer, Assorted Sweeteners and Lemon Wedges.

Ice Water
Service Detalls
Event is clear plastic service.
Catering to cloth 2 food and beverage tables.
Subtotal 193.50 Pad 0.00 | Pay Method Card Number
Tax (9.5%) 0.00 Balance 193.50 | Cara Type

Card Holder Expires

Total Value 193.50 Signature

9/22/2011 01:44 pm Sodexo - UniversZy of Mary Washinglon
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