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SECTION G - MEMBERSHIP COMMITTEE — APPENDIX

Newsletters, rosters, registration, sign-up forms and other documents are distributed to active

members. Members may receive this information electronically or by USPS by designating their choice

on their registration 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 the ElderStudy.com website shortly after publication.

The deadline for all issues of the newsletter is the 15" of the month immediately preceding the
issue month. If Bylaws changes are to be voted on at the General Membership Meeting,
information must be sent to members at least two weeks prior to the meeting.

The October issue provides
a discussion of any specific issues or Board proposals for the General Membership Meeting
general program information
the membership roster
information on the annual winter social (see Appendix G-p.9)
a financial end-of-year report

The December issue contains
the spring schedule

The February issue contains
election information; biographies of candidates
a discussion of any specific issues or Board proposals for the General Membership meeting,
and general program information.

The April issue contains
general program information
names of new directors elected at the March General Membership Meeting.
information on the annual “End of Academic Year” Potluck Luncheon (see Appendix G, p. 10)

The August issue contains
the Board approved budget for the coming year
the membership renewal application (see appendix G-p.11)
the fall schedule

The August newsletter is the last issue sent to current members not rejoining by mid-
September.
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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 includes drafting, editing, and preparing master copy
for reproduction and arranging for distribution.

Editor

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

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

Determines the number of copies of the newsletter and enclosures needed, based on
the number of members who receive information by USPS. Couples get a single
mailing, so only one copy of the newsletter and enclosures are needed for this portion
of the mailing list.

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

Determines the number of ElderStudy self-addressed copies to make up the required
base number for the best mailing cost.

Provides an electronic copy to the webmaster for uploading on the ElderStudy website
and a copy to the Membership Committee volunteer responsible for email distribution
of the newsletter.

Distribution by USPS (If a commercial facility is not used)

Check to see if enough envelopes are on hand.

Verify that the mailing 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.
Include a copy of the current schedule.

Include special information flyers (if any).

Have all material copied. (Request reimbursement from the Treasurer.)

Determine proper postage for each mailing.

Purchase stamps. (Request reimbursement from the Treasurer.)
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Place stamp(s) on envelopes, seal, and mail.

Distribution (If a commercial facility is used)

Provide current mailing list in computer format for those members who receive
information via USPS.

Determine number of ElderStudy self-addressed copies to meet mailing requirements.
Prepare copy of the current newsletter and schedule.

Prepare special information flyers (if any).

Give instructions for copying and folding (see Appendix G-p.13)

Have commercial facility arranges for mailing (non-profit or standard postage is used)

Have the bill sent to the Treasurer

2. 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 appropriate
expert for a response.

3. 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 voice mailbox — (540) 654-1769 (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.

4, Bulletin Board
ElderStudy maintains a bulletin board and white board in the primary classroom for the purpose of

keeping the membership informed. The latest newsletter and class schedule (updated as required), rack
cards, Opportunity Sheets, and a copy of Policies and Procedures are 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:

Map of the campus

Current ElderStudy Program Schedule

List of Membership Benefits and General Information (see Appendix G-p.14)
Opportunity Sheet (see Appendix G-p.15)

List of current officers, members of the Board of Directors, and Committee Chairpersons
Parking for Mary Washington ElderStudy Programs (see Appendix G-p.16)

Campus Access for People with Disabilities (see Appendix G-p.17)

Temporary nametag(s)

And any other pertinent information.

6. Print
Rack Card
Use the current rack card as an example
Make changes as needed or suggested

Present the revised/proposed rack card to the Membership Committee for approval
Have rack cards reproduced at a local facility.

Have the rack card printed in economical quantities

Opportunity/Comment Forms

Opportunity/Comment Forms are available in the document holder next to the bulletin board in
the ElderStudy primary classroom. The “Opportunity/Comment Form” is important because the
program would not exist without ideas and volunteers. ElderStudy is a program designed by and
run by the members. Each member’s contribution is important and needed.
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10.

Community Calendar

Basic ElderStudy information and contact information are sent to the local newspaper for
inclusion in its annual publication available to new members of the community

Honorary Membership

Honorary memberships (No Fee) may be offered 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 required, a letter of invitation is
sent to the Assistant Director for Human Resources at the University of Mary Washington for
forwarding to retiring faculty members, inviting them to join ElderStudy as an honorary
member. (see Appendix G-p.19) There are no fees for honorary membership.

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

Membership Renewal

Renewal information for reduced rate renewal is sent to all current members with the August
newsletter. Membership fees are determined by the Board of Directors.

New Member Welcome Packets

New members receive a “New Member Packet” upon joining 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 materials annually and consider any changes.

Materials in the packet include:
Cover letter (see Appendix G-p.20)
A temporary “New Member” nametag.
Current Mary Washington “ElderStudy Newsletter”
Map of the campus
Current semester’s ElderStudy Program Schedule
List of Membership Benefits and General Information (see Appendix G-p.14)

Opportunity Sheet (see Appendix G-p.15)
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11.

12.

13.

List of current officers, members of the Board of Directors, and Committee Chairpersons
Parking for Mary Washington ElderStudy Programs (see Appendix G-p.16)
Campus Access for People with Disabilities (see Appendix G-p.17)

Any other pertinent information.

New Member Welcome and Introductions

When the Treasurer receives an application for a new membership, member information is
passed to the Chairperson, Membership Committee, the committee member maintaining the
ElderStudy Membership List, and the committee member responsible for ordering nametags. If
the new member has Internet access, an e-mail (see Appendix G-p.20) is sent that acknowledges
receipt of their application and notes that they will be receiving a “New Member Packet” in the
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 themselves as part of the sponsor’s introduction to
each class.

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 replacement at a cost determined by the Board
of Directors.

Order nametags from designated company (see Appendix G-p.24)
Have company send nametags to the individual placing the order
Send/forward bill to the ElderStudy Treasurer for payment

Place nametags in classroom for new member pickup.

Roster

ElderStudy maintains a membership roster of all current members, which includes the member’s
name, address, phone number, and email address, if available. In general, to ensure member’s
personal information is protected, the roster is marked for internal ElderStudy use only and is
not used for non-ElderStudy business except that a list of ElderStudy addresses may be provided
to the University of Mary Washington, based on an official request from the University, to alert
ElderStudy members 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 during the year. Applications are handled as follows:
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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 ElderStudy bank
account.

Treasurer sends an email with the member’s information to the Chairperson of the
Membership Committee, the MLC, the committee member responsible for ordering
nametags for new members, and others on an as-needed basis.

MLC prepares a roster with all members’ information and, through the fiscal year,
updates the roster as necessary. When requested by the Board of Directors or standing
committees, the MLC will prepare rosters, mailing lists, or roster-related documents. In
October of each year, the MLC will prepare a roster to be sent to each ElderStudy
member.

The roster and monthly updates are distributed to the membership via e-mail. A printed
roster is also mailed to those members who have opted out of e-mail distribution in
October only.

14. Remembrances

Get-well and sympathy cards are sent to ElderStudy members or surviving family members. In the
case of an ElderStudy member’s death, a Committee member may visit the family and take or send
a plant, flowers, or fruit basket on behalf of ElderStudy. In some cases, if requested by 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 gift 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 desired by the family or to the University of Mary Washington general
scholarship fund if no specific organization is requested.

The Membership Committee Chairperson should submit an article to the “ElderStudy Newsletter”
Editor for publication at least once a year informing members of the policy for remembrances and
the procedures by which to pass on information if the need arises.

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 appropriate
individuals.

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

Coordinate with the Newsletter editor and Elderstudy.com webmaster to get word out
about the event in the “ElderStudy Newsletter”, website, and other written media, including
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a request for volunteers to bring food and set up and clean up at the event. The application
and directions should be published on the website separately from the newsletter to allow
easy printing.

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

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

Follow up with phone calls to thank all who volunteered and write a thank-you note for the
“ElderStudy Newsletter” and/or website.

16. General Membership Meetings — Refreshments

Refreshments for the General Membership Meetings are ordered by a committee member.
The order is placed with the University catering service for coffee with tea, pastries and fruit
for approximately 40 people.

Current contact is: Leslie Jacobs, Catering Sales Specialist, UMW Catering Services, 1301
College Ave, Fredericksburg VA 22401. (540) 654-1931; (540) 654-2127 (Fax).

A contract (see Appendix G-p.23) must be returned to Catering, correcting the billing
address to Treasurer, ElderStudy, 1301 College Avenue, Fredericksburg, Virginia 22401-
5358.
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Join Us - for the Annual
ElderStudy Holiday Luncheon

Lake of the Woods Clubhouse

day, ber S

11:30 am to 3:00 pm (Cash bar at 11:30; Lunch at 12:00 noon)
S__.__ perperson

Guests Welcome

Entertainment

Deadline for Reservations: day, ber _t*

Menu: Choice of , or

(Served with ~~~, v v v gnd ~~~. Beverage station)

Name:
Name:
Name:
Name:
Amount Enclosed: Check Number:
Return by day, ber __*, with check made payable to “Mary Washington ElderStudy” for
S___ . perperson to:

Insert information for return of form to
ElderStudy member accepting response.

Appendix G -9



Appendix G - 10

Appendix G - Membership Committee
Mary Washington ElderStudy — Policies and Procedures — 2016

Mary Washington ElderStudy

Potluck Luncheon, ~~~~~day, ~~~ ~~, 20~~, 11:30AM
Location
Entertainment will be provided by ~~~~~ .
For our potluck luncheon, if your last name begins with a letter from ~-~, please bring a vegetable or
fruit salad. If your last name begins with a letter from ~-~, please bring a dessert. If your last name

begins with a letter from ~-~, please bring a meat or vegetable casserole.

Complete the form below and mail it by ~~~~~ xx" to:
Insert information for return of form to

ElderStudy member accepting response.
If you have any questions, (insert information)

cut and mail

Name(s)

Total number of guests
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2016 - 2017 Membership Renewal Form
Mary Washington ElderStudy Registration for TG @00k BRI CR ' ET T (S

Renewal Membership Fees — Postmarked by September 9, 2016:  $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, 2016 to August 31, 2017

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)

[J All email address(es) are unchanged [ 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.

[ 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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2016 - 2017 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 [T] (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, 2017 pay $77 per person to
be a member until August 31, 2018 ( $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, 2016 to August 31, 2017

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.

] 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 number of mailings

Mailing list (in Excel) provided separately

Newsletter — white 11 x 17 white paper, printed double sided

Class Schedule (August/December) — white 11 x 17 white paper, printed double sided

Financial Information (August - approved budget/October - end of year report) - single or double
sided as needed (white paper)

Renewal Form (August) - (white paper)
Flyer(s) (April/October) - single sided (yellow)
Any additional sheets will be inserted before the last folding

Entire package is stapled 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 as the last page for the mailing
address/return address/non-profit postage marking which includes:

1. Mary Washington ElderStudy logo and University return address
2. Postage — Presorted Standard US Postage Paid
3. ElderStudy mailing list label

Retain billing receipt for expense report/reimbursement

Extra ordered copies are sent to: ElderStudy
University of Mary Washington

1301 College Avenue

Fredericksburg, VA 22401-5358

Email the newsletter in both a PDF and an editable format to the webmaster for posting on the
ElderStudy.com website and to the Membership Committee volunteer responsible for email
distribution to the membership. Any email addresses, ballots, and listings of ElderStudy
membership will be deleted by the webmaster prior to posting.

Questions? — (name and e-mail address of editor)
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Member Benefits and General Information

Members receive the ElderStudy Newsletter and Schedule several times during the year, either
electronically or by USPS. Current information can always be found on our website:
www.ElderStudy.com.

The annual membership fee includes the right to participate in all classes, depending on
available space, and additional functions sponsored by Mary Washington ElderStudy. The
ElderStudy Fiscal Year is September 1°* - August 31%)

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

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

An ElderStudy Policies and Procedures describing 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 in the ElderStudy classroom. You can also review Policies and Procedures on our
website. If you have any questions, contact a member of the Board of Directors or the
Chairperson of the Administration Committee.

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

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.

Members may use the University Dining Center and Eagle’s Nest in the Woodard Campus Center
at the faculty discount rate when wearing their ElderStudy nametag.

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.

Members may audit University of Mary Washington classes free of charge if they meet
minimum income requirements prescribed by the State. Contact Admissions: (540) 654-2000.

Mary Washington ElderStudy is a member 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 Scholar 11 Avenue de Lafayette, Boston, MA 62111-1746
or see online listing: http://www.roadscholar.org/
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ElderStudy Opportunity/Comment Form

Name(s)

Address

City State Zip Code

Phone E-Mail

Please tell us how you learned about ElderStudy -

The objective of our program is to design and execute an academic program 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 of week preferred - Mon Tues Wed Thur Fri
Time of day preferred - mornings 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 classes. By
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.
REMEMBER — we are an all-volunteer organization! So consider these options:

Serve on a committee: Administration Curriculum Membership

Present a program based on your professional background, personal interests or experiences
Sponsor a 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 by the members is the cornerstone of our “all volunteer” program.

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 Campus which normally has
adequate parking. There is no permit requirement on this campus only.

PUBLIC / STREET PARKING / MAIN CAMPUS PARKING DECK

Augustine Avenue is one block west of and runs parallel to College Avenue. On
Augustine and on the streets running perpendicular between Augustine 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 Permit Parking Only” signs. The restriction applies only to the block closest to College
Avenue. These streets are: Thornton, Seacobeck, Rowe, Parcell, Payne, and Brent. Other
streets near the University have “No UMW Student Parking” signs. This applies to registered
students at the University — 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. The parking deck 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 is 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 designated spaces. The locations of the campus handicapped
spaces are indicated on the campus map sent to new ElderStudy members. A copy is also
posted on the ElderStudy bulletin board located in the ElderStudy classroom.

Requests for parking passes for additional parking privileges must be made to the UMW Police
Department. ElderStudy members may obtain a yearly parking “dash” pass for UMW parking
lots from the University’s Police Department. A Temporary Parking Permit Request Form must
be filled out and submitted. These forms are available at their office. The parking pass
displayed on the vehicle’s dash board will allow members to park in any faculty/staff lot on the
University of Mary Washington campuses when space is available.
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Campus Access for People with Disabilities

Classroom 210, South Building, Stafford Campus

Most ElderStudy classes and meetings occur on the second floor in a classroom dedicated to
ElderStudy activities. This is a state-of-the-art, zero-step accessible facility located 7 miles
northwest of the main campus just past the GEICO service center on Route 17 north. An
elevator and accessible parking are 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 opener. An elevator 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, which 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 to the basement, 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 Manager 654-1235 the day
before the program to reserve a device. Unisex 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.

Trinkle Hall

Ramped from the front (west) of the building off campus walk, has an automatic door opener.
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) entrances. Accessible 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.
Restrooms on both levels are accessible.
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Directions to the Stafford Campus Classroom

The ElderStudy classroom is located in room 210 on the second floor of the South Building, the
building on the right as you enter the parking lot from University Boulevard. The street address
is 121 University Blvd, Fredericksburg, Virginia 22406.

From |-95 Take Exit 133, Route 17 north toward Warrenton. After 3 miles, at the traffic light
turn left onto Village Parkway. Pass the two campus buildings on the right and take the first
right onto University Boulevard, then the third right into the parking lot.

From the Main Campus Take U.S. 1 North, passing Princess Anne Street and after crossing the
Falmouth Bridge make a left at the first traffic light onto Warrenton Road/U.S. 17 North.
Proceed north on 17 past I-95 and an additional 3 miles. Turn left at the traffic light onto Village
Parkway. Pass the two campus buildings on the right and take the first right onto University
Boulevard, then the third right into the parking 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).Turn right at the traffic light onto University
Boulevard. Pass the two campus buildings on the right and take the first right onto University
Boulevard, then take the third right into the parking lot. The total distance from downtown
Warrenton is approximately 30 miles.

From downtown Historic Fredericksburg or the train station Take 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 onto Princess 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 past 1-95. Turn left at the traffic
light onto Village Parkway. Pass the two campus buildings on the right and take the first right
onto University Boulevard, then 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 22401-5358

<<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 organization. Thisis 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 community-based
membership organization of retirement-age people who share a love of learning. At its heart is
an academic program designed by its members, to suit their interests. Approximately 40 two-
hour programs covering a wide variety of subjects are offered each semester on the
Fredericksburg campus. In addition, each semester’s activities include opportunities to
participate in activities outside of the core curriculum. ElderStudy is an affiliate of the
Elderhostel Institute Network and has a membership of approximately 240.

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 as indicated.

Sincerely,

Enclosures:
ElderStudy Card Brochure
Membership Application

Affiliated with the University of Mary Washington and the Elderhostel Institute Network
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Sample Welcome for New Members
Mary Washington ElderStudy

University of Mary Washington
1301 College Avenue
Fredericksburg, VA 22401-5358
www.ElderStudy.com
info@ElderStudy.com
540-654-1769

Dear

We are delighted to welcome you to Mary Washington ElderStudy, and we are confident that you will
enjoy the exciting programs we offer. Our membership consists of retirees and semi-retirees who are
recent transplants to the area as well as those who have lived here for many 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 created this welcome packet to help you get better acquainted with ElderStudy and the Stafford
campus. Included are the following:

general information on membership and benefits

a contact list that includes Board members, officers and committee chairs

the directions to our Stafford campus classroom and information about parking for our programs
(There is ample parking on the Stafford campus, and you do not need a permit.)

information about campus access for people with disabilities

your temporary name tag(s). Please allow several weeks for your permanent one(s) to be available for
pickup in our classroom.

An ElderStudy Opportunity/Comment Form

™ M ™ MMM

We encourage you to take advantage of the many ways to learn more about ElderStudy. Several times a
year, we publish a newsletter, which is available by mail and online at www.ElderStudy.com. Our website
also contains the current class schedule, our policies and procedures, our constitution and by-laws,
information about committees and interest groups, and photos. These documents are also available in
our classroom.

Modifications to the schedule are posted on the website as soon as possible. Information about last-
minute changes is available by calling 540-654-1769 and selecting “Option 2.”

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

We welcome your comments and questions. Please reach out to us through our website, by submitting
the opportunity/comment form or by using the contact information provided for our Board members,
officers and committee chairs.

Again, welcome to ElderStudy. | look forward to meeting you in class.

Sincerely,

Donna Lewis
Membership Chairperson
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Sample E-mails to 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 receiving 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
validates that the new member’s email address is correct.

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 schedule, a
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 website - www.ElderStudy.com. Looking forward 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 you have Internet access, you can review our upcoming curriculum schedule
at our website - www.ElderStudy.com. We will get your welcome packet in the 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

University of Mary Washington
1301 College Avenue
Fredericksburg, Virginia 22401-5358

March 1, 2013

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 Size - 3 % inches by 2 inches
Rounded Corners - 1/8 inch

Color Surface - White

Core - Navy Blue

Organization Name - Silk

Screened in Navy Blue

Pin on each nametag with a nametag adapter

The names for each nametag are as listed below.

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

Thank You

NAMES FOR NAMETAGS:
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UMW Catermg

1301 College Avenue- Seacobeck Hall
Fredricksburg, VA 22401

phone (540) 654-1930

fax (540) 654-2127

Sample Catering Order

ClientiOrganization Event Date Booking Contact Booking Tel Booking Fax
UMW Eldersmudy |insert date) |vour name) {your phonc|
Address UMW ElderStudy, 112 Brachead Drive, Ste Contaxt Sle Tl Slte Fax
Fredericksburg, VA 22401 ATTN: John Thompson [vour name| |your cell phonc|

Party Name Gid Guests Event® Calegory
|example: General Membership Mecting) |example:30) Breakfast
Banquat Room Serving End Description Type
|[examples: Red Room, Woodard / 945am  1230pm Braakfast Set/Clean,
Rm 210, South Bldg, Stafford campus)|
FoodiService Items Price Qty Total
GUESTS TO ENJOY A CONTINENTAL BREAKFAST
EYE OPENER (30) 645 30 193.50

Mini Danicsh, Mini Muffins and Mini Bagels

Served with Whipped Butter, Cream Cheese and Fruit Preserves

Display of Frash Seasonal Sliced Fruit
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 183.50 Pad 0.00 | Pay Method Card Number
Tax (3.5%) 0.00 Balance 193.50 | CaraType

Card Holder Expires

Total Vaiue 193.50 Signatare

9/22/2011 01:44 pm

Sodexo - Univers2y of Mary Washingion

1of1
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Event Registration and Banquet Procedures

A Membership Committee volunteer may be needed to collect reservations and payment from
ElderStudy members for social events. The Committee’s lead for the event will ensure that a reservation
form is designed that provides a description of the event, directions to the venue, and instructions on
how to RSVP to the designated Membership Committee volunteer. The form will be provided to the
ElderStudy Newsletter editor for inclusion in the ElderStudy newsletter and also to the webmaster for
posting on the ElderStudy website. Additionally, it may be appropriate to send the form as an
attachment in a membership-wide email announcement or reminder.

When the reservation is received the volunteer should do the following:

1. Compare the name on the reservation form with the ElderStudy Roster to be sure that the
name is spelled correctly.

2. Be sure that the check is for the correct amount of money owed.

3. Note the check number and date received on the reservation form

4. Hold all checks until all orders have been received.

Once the deadline has passed, and all checks and meal orders have been received, the volunteer will do
the following:

1. Make a place card for each person who will be attending the event.

2. Mark each place card in a way that designates what the person has ordered. Example: All
chicken orders might have a star sticker, and all fish orders might have a tree sticker. This procedure is
for the benefit of the servers so that they will know what the person has ordered without having to ask
them.

3. Give all checks and a final vendor invoice to the ElderStudy Treasurer at least 4-5 days prior to
the event to allow depositing.

At a banquet:

1. Lay out all place cards in alphabetical order at a table near the entrance to the banquet room
for pickup by each attendee.

2. Be sure to let the servers know what the labels on each place card indicate so they will know
who has ordered what dish.
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NAME TAG MANAGEMENT

Temporary and permanent name tags are obtained for each new member using the following
procedures:

1. The ElderStudy Treasurer will send an email to the Membership Committee volunteer for
nametags confirming receipt of paperwork for new members. The e-mail will include the preferred
name and correct spelling to be used.

2. Order all name tags from Ryder Engraving. The e-mail address is sales@ryderengraving.com.
Our contact person is Jill Gosnell. The phone number is 740-927-7193

3. In order to avoid excessive set-up and shipping charges, orders need to include a minimum of
6 name tags and no more than 14.

4. The nametag volunteer coordinator’s mailing address should be included on the order form.

5. Name tags take up to two weeks to be prepared and mailed to the volunteer.

6. Following is the format for the name tags, which is on file with Ryder Engraving (no need to
include the format when ordering):

a. Badge Size — 3 1/2 inches by 2 inches
b. Rounded Corners —1/8 inch

c. Color Surface — White

e. Organization Name — Silk

f. Screened in Navy Blue

g. Pin on each badge (NO ADAPTER)

When the permanent name is received:
1. Check to be sure that the spelling on the name tags is correct.
2. Place a lanyard on each name tag and bring to the classroom office for new member pickup.
3. Notify the member via e-mail or phone call that the nametag is ready for pickup.
4. Make an announcement at class that new name tags have been received.
5. Send the original invoice that was included in the order to the ElderStudy Treasurer, who will
then send a check to Ryder for payment.

All members will be charged a fee for replacement name tags that have been lost.
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