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INTRODUCTION TO THEKIT

When asked “What is a community?”,
Aboriginal people often answer

“A community is a group of people
sharingand caring.”

This series of manuals is about just
that: sharing information and skills
to empower people so they can
better care for their communities.

Training incommunity development
and program evaluation has been
identified by Health Canada and by
national Aboriginal organizations as
apriority need.

In order to fulfil this need, training
workshops were offered between
1993 and 1995 to approximately
300 Aboriginal people across
Canada, most of them front-line
healthworkers. The training was
based on a generic package of
resources on health promotionand
community development called the
Community Action Pack.

Experience and feedback received
fromthe participants during the
workshopsand after theyreturned
to their communitiesled to the
developmentof this new kit.

Community Action Resources for
Inuit, Métis andFirst Nationswas
developed specifically for Aboriginal
people, taking into consideration
their values, culture and way of life.

This kitis a self-help tool for
Aboriginal people who want to geta
community development project off
the ground.

The series of six manuals contains
information, tips, examples and
ready-to-use charts that you can
copy and use for yourself or to train
othersinyour community. Itis
intended tobe user-friendly,
emphasizing questions suchas
what, why, when and how to
accomplish the different steps ofa
community development project.

Community Action Resources for
Inuit, Métis and First Nationsuses a
holisticapproach, takinginto
consideration community
development know-how and context
as well as the human aspects that
are part of the entire process.
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Look for the following symbols.
They will help you apply your skills
and knowledge.

tips

examples

exercises

Whatis acommunity?

Let’s take a moment to think about
theword “community”. Communities
are notjustaquestionof geography.
Peopleinavolley-ball league can be
acommunity. A support group can
be acommunity. Members of achurch
canbeacommunity.Communities
are people with somethingin
common, something thatis
important to them. The members of
acommunity depend on each other

as they work together to

accomplish challenging tasks.

A community can be seen as a

group of people:

e livinginthe same geographical
area;

e sharingthe same culture;

e withacommon interestor
concern; or

e withasharedsenseofidentity.




Community Action Resources
for Inuit, Métis and First Nations

®
MAKING IT HAPPEN
4

Add to or comment on this definition. What is a community to you?

Communitydevelopment:
making communities healthier

The World Health Organizationand
Health Canadahave defined health
as more than the absence of illness
and disease. Health is a sense or
state of physical,emotionaland
psychological well-being. Healthisan
individual or group's ability toreach
goals, to satisfy needs, and to cope
with or change their environment. In
a community context, itis the
ability of a community to sustain
itselfin a caring and fulfilling way.
Inother words, health means
looking after ourselvesand others. It
ispromoted through havingaccess

to servicesappropriate to our
needs. Itisenhanced by livingina
clean environment and by a spirit of
community (feeling part ofa group
of people who care about each other).

This means that groups thatare
concerned with the kind of housing
availableintheir community, reducing
violence, developing the local
economy or starting a self-help
group forbereaved parents canbe
seenasimproving and promoting
the health of theircommunity.
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A step-by-stepprocess

Is there a secret to turning a good
ideaintoasuccessful project?
Actually, there is no secret. Groups
follow different paths toaction, yet
experience shows that successful
efforts use some “tried and true”
steps.

Most groups go through the steps
of identifying needs, planning
activities, finding volunteers and
funding, evaluating and helping
peoplework together through the
normal ups and downs of an
activity. Community Action
Resources for Inuit, Métis and First
Nationsis builtaround these steps.

Starting anew activity is like
planning a trip to a place you have
never been.

Just as you need a map for your
trip, you also need a map for your

community activity. This map will
help you figure out where you are,
whathasbeenaccomplished, and
point out what still needs to be
done.

The following diagram is your map
to the steps for community action
thatis described in Community
Action Resources for Inuit, Métis and
First Nations. Each circle represents
astep in the process of developing
anactivity.

Theinterpersonal aspects of
community actionand the techniques
needed to carry out a project, such
as taking minutesin meetings, have
been gathered togetherin the
“Toolbox”. This circle has been
placed in the middle of the diagram
because the “Toolbox” can be useful
in all steps of the process.

10
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TOOLBOX

MAKING IT FINDING

HAPPEN RESOURCES

[tisimportant to remember that The processdescribedin

every group follows its own path, Community Action Resources for
which may be different from the Inuit, Métis and First Nationsis

one shown here. There is no intended to help you planactivities,
absolute “right” way of doing not to tell you what to do. The
things. You need to go with what diagram is like a map and you can
works best foryou. take as many side trips as you like.

There are no rules!

11
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I. INTRODUCTION TO MAKING IT HAPPEN

Implementation

You are carrying out a community
development project. You have
assessed the community’s needs,
and now you know why and for whom
your projectis being developed.

You have set the project’s goals
and objectives during the planning
phase. Your workplan has been
established. Nowyou areready to
goaheadwithactivities. The manual
on making it happen should help
your project move forward by
providing you with information on:

e teamwork
e budgeting
e accounting

e promotion.

Since theseactivities can be useful
during all stages of the process, you
may already havebegun some of them.

This manual is yours and itis up to
you to adapt it to your needs. You
may choose to read it from cover to
cover to getan overview, or you

may want to read only the pages
that correspond to your current
needs. If you find some parts hard
tounderstand, you can come back
to them later. Itis up to you to
decide how you want to use it!

Training goals

The training presents a systematic
approach forcarrying outyour
projects.

Itsaimis to give you ideas about
“how” to do things with the help of
techniques and tools.

Objectives

At the end of this training, you
should be able to apply the
principles of:

. teamwork

. basicbudgeting

. basicaccounting

o project promotion.

13
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I. TEAMWORK

Working groups

A working group is one of the most
preciousresources.

A group evolves from the initial
contactbetweenindividuals to the
pointatwhich members are able
toaccomplish productive work,
having established some ground
rules for getting things done.

Makinga projectoractivity happen
gives members the opportunity to
get to know each other and to learn

how to work together. The
satisfaction and pleasure
participants getfrombeing
together and organizing activities
canbe important sources of
motivation. Working togetheralso
helps create ties that will be helpful
for making it through the tough
times that can arise in any project.

15
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Associations with other
groups
Differenttypes of associations

There are many different ways for
organizations toassociate with
eachotherininformal or official
capacity. For example you could:

e forman official group with
a head office made up of
representatives of member
organizations;

e openanew office with one or
more organizations;

e become part of a network of
collaborating organizations to
get support foryour
organization’sactivities;

e setupaninformal group that
meets as needed; or

e establishanetworkofcontacts
for sharing informationona
regularbasis.

Associations and collaborations can
be formed on a variety of bases,
such as:

e whereyourorganization
islocated;

e clientele;and

e typeofactivities.

The advantages of networks

Associating and creating networks
has many advantages, especially in
terms of savings (time, resources
and money) and sharing information.
For example, you could:

e takeadvantage ofanexisting
group’s secretarial services and
office;

e hirestaffand consultants who
offer their services to more than
oneorganization;

e makejointpurchasestosave
money;

e keepeachotherinformed of the
dates of yourrespective
activities sotheydonotoverlap;

e gettogetherfortraining
sessions;

e shareideasona variety of
subjects (conducting meetings,
fundraising, etc.);

e joinforcesonspecificissues;
e publishajointnewsletter;and

e shareofficesand maintenance
costs.

16
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Listthem here:

Are there otheradvantagesinassociating with other organizations?

Are there any disadvantages for your organizationinassociating with
other groups ororganizationsinyourcommunity? List them below:

Associating withotherorganizations
in your community can have some
disadvantages. However, they are
usually outweighed by the
advantages of being part of a
network.

Groups that are ready to make
things happen can use several
different strategies. Inthe next
sections, we willdiscuss
committees and task forces.

17
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Committees

Types of commiittees

There are two types of committees:

e standing(orstatutory)
committees: Theyare created by
the organization’s statutes or
regulations. They existand
function on a more or less
permanent basis. For example,
finance, education, volunteer
recruitment, etc.; and

e adhoccommittees: Theyare
created fora specificreason.
Once their objectives have been
reached, this type of committee
isdissolved.

Committees’responsibilities

Committees can have several
responsibilities. Some examples
may include:

* reviewingexpenses;

e elaborating programs and
policies;

e findingand developingresources;
e administrating theassociation,;

e recruitingand training volunteers;
e managing staff;

® managing communications,
advertisingand publicrelations;
and

* managing governmentrelations.

The advantages of forming
committees

Forming committees can have
several advantages, suchas:

e allowing participants to share
responsibilities;

e making groupwork more
efficient;

e involvingagreater number of
people;

e overseeingand training new
members by pairing them with
more experienced members; and

e examiningissuesingreater
depth.

Creating committees

Committees are a good way of
getting things done. However, you
will have to invest some time in
setting them up, and your time is
precious. So you will have to
determine the necessityofa
committee.

If you are unable to put down in
writing the reasons for forming a
committee, itis probably not
necessary.

18
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Here are some questions that might
help you definea new committee’s
mandate:

e Whatisthecommittee's goal?
e Whatare the mainobjectives?

e Whatare theresponsibilities and
limits?

e Doesthe group have authority
over theissue entrusted toit?

e Towhomisthe group
reporting?Isitaccountable to
the whole community?

e Whatareits specific tasks?
e Whenaretheresults expected?

e Willitneed to produce areport?
If so, whatkind? When?

e How many people will be
involved?

e Whowill beinvolved? How are
members appointed?

e Howareresponsibilities
distributed?

e Howwillleadersbe chosen?
Whatwill their responsibilities
be?

e Howlongwill the members’
mandate last?

e Whatfacilities, equipment,
services, etc. can they use?

e (Cantheyseektheir own sources
of funding?

e Willtheybe expected to have
theirown budgetand accounts?

o Willtherebe sub-committees?

e Howoftenwill meetingsbe
held?

e Whatsituations or problems will
require a meeting?

e Howwill decisions be made?

Your answers to these questions
will help you decide if a committee
needs to be formed. They will also
help you establish how the
committee will function.

Itis a good idea to put this
information in writing so that all
committee membersunderstand
the purpose of the committee. A
clear vision, shared by all members,
will help the group reachits
objectives harmoniously and will
help prevent misunderstandings.

Signs of a healthy commiittee

Here are some signs that a
committee isworking well:

e Everyoneunderstandsthe
committee’s purpose (and how it
will help the organizationreach
its goals).

19
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e [tismade up of members who
arerecruited based on their
abilities.

e Timeisused efficiently,bothin
terms of the length of meetings
and the committee’s overall
development plan.

e Membersrespecteachother,
take each other’sneedsinto
considerationand communicate
well with each other.

e Trainingis provided to members
who need it.

e Thepresidentand members
prepare meetings carefully.

e Membersareinterested and
feel committed.

e Minutesare thoroughand
concise.

e Thecommittee evaluatesits
work periodically.

e The members’ work efforts are
acknowledged and appreciated.

Task forces

Task forces are a special kind of
committee. As the name indicates,
they are formed to tackle a specific
task, forexample, organizinga
special activity as quickly as
possible. They are characterized by

amajorenergyinvestmentovera
short period of time.

People who are part of such a group
must be active, determined to take
things into their own hands right
away, well organized, focused on
the work at hand and able to
respect time constraints.

Conflicts

Conflictsare aninevitable part of
livingina group and in society. In
fact, when something changes, it
inevitably createstension somewhere.
If change and conflict wereavoided,
nothing would happen.

Pressure due todeadlines,
unexpected events, personality
differences, limited budgets,
unrewarding jobs canalllead to
conflictsbetween people. Thisis
normal! If you are facing such
difficulties, youneed to know that
these are normal.

Groups thatknowin advance that
conflicts mayarise are better
prepared to deal with them
constructively when they do occur.
However,whenever possible, nip
conflicts in the bud. If they are left
unresolved, they may become out of
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control. The “Conflict Resolution”
sectionin the “Toolbox” manual
deals with the various types of
conflicts and how they can be
resolved so the group canevolvein
apositivedirection.

The “Stages of Group Development”
section, also in the “Toolbox”,
explains the stages most groups go
through during their existence. This
information can help you foresee
difficulties and have more control
over the situation.

Remember

Work groups are important parts of
projects.

Itisagoodidea to clearly define
what sort of networks your group
intends todevelop with other
groupsorprojectsinyourcommunity.
Forming networks with other
organizations usually has many
advantages.

If you feel your group is becoming
toodiversified or thatits structure
seems cumbersome, you might
want to think about forming
committees. They canbe of great
helpindealing with specific tasks.

The best structure for starting up
an activity or for making quick
changesinasituationis a task
force. It must be made up of people
who want to take action quickly.

Conflicts within groups are
inevitable, but they can usually
beworked outtoeveryone’s
satisfaction. Knowing the stages
of group development canhelp
you take appropriate action.

21
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Ill. BUDGETING

Whatisabudget?

A budgetis a tool for planning the
revenue and expenses created by
theactivities. These are necessary
forachieving your project’s goals.

More specifically, itisawritten
plan, indollaramounts, that
estimatesrevenue and expenses
overagiven time period (usually
oneyear).

There can be a budget for your
organization'sadministrative
activities and separate budgets for
specific projects. Anactivity, for
example, doingasurvey or
preparing a pamphlet, could have
itsownbudget.

Abank budgetis a special kind

of budget. It chartsrevenue and
expenses based onwhenyou
receive funds and when you make
payments. Itisavery convenient
tool, sinceithelpsyoucheck
whether or not funds are being
depositedintime to pay expenses!

Why prepare abudget?

When abudgetis prepared at the
beginning of afinancial exercise, it
indicates how you want to allocate
resources according to your
priorities and objectives. It helps
you save the most resources for the
mostimportantactivities.

Once you have established the
year’s expenses (for example,
paying salaries or purchasing
computer equipment), the budget
helps control therate of spending
and the maximumamountallotted
for each item. In this way, a rapid
increase in spending canbe stopped
by regular controls.

At the year’s end, the amount
allotted to eachitem can be
compared with the actual amount
spent. This exercice can help you
plan whether more or less funds are
needed for the next year.

23
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Howto prepare abudget?

Yourorganization’s short-and long-
term plans have been set. You know
your priorities, goals and objectives,
as well as the activities that will
enable you to fulfil them. Now you
areready to prepare your budget.

Usually,abudgetis prepared by
your organization’s secretary-
treasurer, in consultation with the
peopleresponsible for the various

programs or activities. Itis
presented forapproval to the
appropriate authority, usually
the administrative board.

To prepare abalanced budget, you
will have to invest some time and
plan for consultations. Itis best to
start planning the budgetseveral
weeks before it has to be submitted
forapproval.

variationsin grant money.

Some organizations simply take theirbudget from the previous yearand
add to or subtract from the various items based on either inflation or

Thisis notreally effective, because itdoes not take into accountactual
income and spending. Also, it does notreflect changes in the
organization’s priorities and objectives and can lead to expenditures on
activities that have become useless orineffective. It does not take into
account the changing needs of the different activities.

Itisa good idea to establish an
activity calendar thatindicates who
isresponsible for what and by what
date.Deadlines canbe established
by working back from the date the
budget will come into effect so that
everythingis done on time.

The process of budget preparation
presented here may seem elaborate,
but it will help ensure that your
funds are spentin a way that will

give you the best chance of
achieving yourorganization’s
objectives.

Thebudget preparation process
involves three main steps:

1. gatheringthe necessary
information;

2. preparingadraftbudget;and

3. adoptingafinal budget.

24
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1. Gatheringthenecessary
information

Getting the necessary information
means placing the budgetin
context. The budget mustalways
take your organization’s goals and
objectivesinto consideration.
Several factors caninfluence your
budget. They canbe found by
consulting:

a) writtendocuments

b) peopleinyourorganization.

a) Written documents
You can study documents such as:

e annualreports

e pastbudgets

e accounting journals

e financial statements
e administrative guides

¢ documentationonyour
programes.

All these documents can provide
youwith essential indicationsas to
your budget’s orientation by

highlighting what your organization
has accomplished, what members
wish toaccomplish and how it
should be done.

b) Peoplein your organization

The budget must be prepared

in consultation with the people
responsible for programs and
activities, sincetheyarein the

best position to know about the
activities being planned in their
areas, clientele, prices, quantities of
materials needed, etc.

There are different ways to get the
necessary information for preparing
thebudget from those concerned.
You could:

e organizeagroup meetingto
discuss the budget;

e meetwith program oractivity
organizersindividually or
contactthem by phone;or

e hand out arequest form to fill
outandreturn once they have
thoughtabout their needs for
the comingyear.

Try toinvolve those who will be using the material and financial resources
throughout the entire process. If they have helped prepare the budget,
they will likely be more careful to stick to it. In addition, they can help find
solutionsifresourcesare insufficient for everyone’s needs.

25
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In the Appendix, you will find a
sheet thatyou can photocopy and
use to getinformation on the needs
of the different programs or activity
sectors.

2.Preparing adraftbudget

Now that you have all of your
material, you can prepare a draft
of your budget.

You will need to determine what
kinds of revenue (donations, grants,
sales, etc.) and expenses (salaries,
telephone, rent, etc.) should appear
in the budget. You need a realistic
estimate for each type of revenue
and expense, otherwise your budget
willlack credibility. To help
determine the amount you need for
each budgetitem, hereis a list of
questions to ask:

e Howmuchhasbeenreceived
so far this year?

e How much do you expect to
havereceived by the end of the
year?

e Howmuchhave you spent so
far thisyear?

e How much do you expect to
have spent by the end of the
year?

e Whatneedshavebeenexpressed
by the people involved?

e Havesomeneedsdecreased or
arenolonger needed?

If your preliminary calculations
show a deficit, you need to work on
balancing yourbudget. This can be
donein several ways:

e bydecreasing spending;

e byfinding newresourcesor
new sources of funding; and

e byborrowing funds.

This financial exercise needs tobe
closely examined, based on your
objectives and whatis possible.

3. Approving the final budget

Concerned partieswill discuss and
analyse the draft budget. Some
adjustments and corrections may
be necessary, suchas:

rethinking some activities;

planning for more volunteers;

finding new sources of funding;
and

e reducing some expenses.

Once the adjustments have been
made, you can submit the final
version of the budget forapproval.

26
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Example of abudget

Here is an example of a simplified
budget that might help you prepare

abudget:
Organizationtitle
PROJECTED BUDGET FOR THE COMING YEAR

Revenue

Donations $500

Grants $900

Membership fees $ 200

Sales $900

Totalrevenue $2,500

Expenses

Supplies $300

Telephone $500

Bank fees $50

Travel expenses $700

Articles for sale $400

Professional fees $450

Total expenditures $2,400

Netincome (deficit) $100
Netincome is the difference greater thanrevenue, thereisa
betweenrevenue and expenses, deficit. Itis standard procedure in
when thereis more revenue than budgetingand accounting to
expenses. When expenses are indicate deficits in brackets.

27
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You canuse the following exercise
to prepare afictional budget chart.
It could be your budget estimate of
a project you already know or a
projectyouare planning.

Listtherevenue and the expenses
in the left-hand column.

Attribute a dollar value to eachitem
inthelist(right-hand column).

Then, calculate whetherrevenueis
greater than expenses (surplus
budget) or, on the contrary, less
than expenses (deficitbudget).

Organizationtitle

PROJECTED BUDGETFORTHEYEAR  ($)

Revenue

Types Amounts

Totalrevenue

Expenses

Types Amounts

Total expenditures

Netincome or (deficit)

28



Community Action Resources
for Inuit, Métis and First Nations

®
MAKING IT HAPPEN
4

Doyou have agood budget?

Abudget can be very difficult to
prepare, especially if youare not
sure of yourincoming funds.

It can create a lot of uncertainty
and tension for everyonein the
organization. Having tobudget
very carefullyinanatmosphere of
uncertainty can force you to make
difficult choices.

Also, abudget can be well thought
out financially, butif noone
understands it oris willing to
acceptit,itwill notbe very useful.

The following questions can help
you evaluate your budget:

e [sitbasedonyourorganization’s
goalsand objectives? Willithelp
you fulfil them?

e Wasitprepared far enough
inadvance to have been
sufficiently evaluated and
discussed before being
approved?

Isitrealistic? Doesitleave room
forunexpected expenses?

Doesitinclude everything you
want to do during this period?

Isitclear enough? Are you
able to explainit well enough
so people canunderstand it
without too much difficulty?

Isitwell accepted by the
people who participated in the
process?

If the budget cannot meet
everyone’s expectations, it may
createdissatisfaction. Thisisone
of the hardest parts of preparing a
budget. With the help of interested
people, you should be able to find
acceptable solutions.

If youare uncomfortable preparing your budgetby yourself, try to get

help.
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IV. ACCOUNTING

While budgetingisanexercisein
financial planning and forecasting,
accountinginvolvesregularly
updating your financial activities.

Whatisaccounting?

Accounting involves two main
categories of activities:

e bookkeeping

e establishing financial statements.

Bookkeeping helps you keep

track of your current operations.
Financial statements are based
onyour books. They give you an
overview of your financial situation
atagiven pointin time.

The process presented below aims
to better acquaintyou with the
accounting process. Only the most
importantnotions are presented.

Why keep books?

Your accounting books are a part

of yourorganization's memory.
They can help you be up front, clear
and credible in the eyes of your
members, sponsorsand donors.

All of these people are interested in
knowing where your resources come
from, and how they are being spent
and/orinvested. Theyalsowantto
know ifresources are wasted. Your
organization’s credibility among its
supporters (both sponsors and the
community)isimportant.

Accountingalso helps ensure the
budgetandresources will remain at
your disposal.Itcanhelpyouavoid
dropping all or part of the project
becauseresourcesarenolonger
sufficient. Therefore, it tooisatool
to help you fulfil your objectives.

Accounting answers some basic
questions, suchas:

e Wheredoresources come from?
e Wheredo they go?

e Whatdoyou have?

e Howmuchdoyou have?

e Howmuchhaveyouspent?

e How muchdo you owe?

e Whomdo you owe it to?

Accounting allows you to see if your
resourcesare beingused as planned
inyour budget. If they are not,
accounting can help you correctthe
situation beforeit’s too late.
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How to start?

To startyour books, we recommend
you get the help of a professional. It
isnotessential, butitcould save
you time in the long run. Your
bookkeeper should have the
necessary knowledge.

Accounting will be easierifyou:

e useabankaccountinwhichall
yourrevenueis depositedand
fromwhich all your payments
are made (Itis preferable to
pre-number your cheques. You
will receive amonthly bank
statement ofall depositsand
withdrawals. The bank will
return your chequesonce they
have been paid from your
account.);

e saveandrecordthecheques
you have voided (You should be
able totrace both voided and
deposited cheques. This will
avoid muchuncertainty.);

e Kkeeppettycash (Petty cash pays
minor expenses, savingreceipts
forreimbursement by the bank
account.); and

e havetwosignatures on cheques
as protection for everyone (For
the same reason, avoid signing
blank cheques.).

Currentoperationsand
bookkeeping

Bookkeepingisdonein journals
with columns corresponding to
differentaccounts. You write down
information about your transactions
intherelevant column. Examples
are provided in the next pages.

There are different models of
journals available in stores.

Itis up to you to determine which
accounts are most convenient for
you. If you have almostno
telephone or mailing costs, you
could group the two together under
office supplies. However, if they
constitute your three main costs,
you are probably better to keep
them separate.

Youraimis torecord enough detail
toindicate whatyourresourcesare
being used for.

You can base the accounts in your
journals onthoseinyourbudget.
In any case, it is helpful to be able
to compare your journals to your
budget.
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Depending on the number and
complexity of your transactions,
you may decide to have one or

more journals.

You could choose to have journals

on the following subjects:

e pettycash
e expenditures

® revenue

e assetsandequipment

e purchases

e sales.

If you have several journals, you
willneed one general journal in
whichall yourinformation can
be found. The details are in the
specific journalsand the sums
are transferred into your general

journal.

We will take a look at four types
of journals:

e thepettycashjournal
e theexpenditures journal
e therevenuesjournal

e accountingwithageneral
journal.

a) Petty cash

Petty cash is a sum of money to be
used for paying small amounts that
would be tedious to pay by cheque,
(e.g.,aboxof pencils).

It can amount to $25, $50 or $100,
depending on your monthly needs.
You should establish a maximum
amount for purchases made with
the petty cash (for example, $15
fora $100 petty cash).

Here is a simplified example of a petty cash journal:

Expenses
date transaction paid pencils photocopies etc.
05-14 bill#pcl 2.50 2.50
05-28 | bill#pc?2 12.00 12.00
End-of-monthbalance 14.50 2.50 12.00
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In the above example, there is now
$14.50lessinthe petty cash. This
amount now needs to be either
reimbursed to the petty cash or
recorded in the petty cash journal.
In that case, yourecord the bills
that were directly paid in your
expenditures journal orin your
general journal (which we will see
furtherahead). The petty cash
should usually be reimbursed
beforeitis completely used up so
thereisalways some cashreadily
available.

Allinvoices/receipts should be
saved and theitems purchased
should be clearly indicated.

When the cash and invoices are
added up, the petty cash always
contains the same amount. The
total sum of money should be

sufficient to coverall minor costs
over a short period of time. One
monthisusually considered
practical.Inaddition, it makes it
easier to gather and check the
invoices while the operations are
still quite recent.

In the next few examples, there is
no petty cash journal. This is
usually the simplest method. If you
do have such a journal, it has to be
balanced justlike abank account.
The only differenceis thatthereare
no cheques circulating (see “Bank
reconciliationbelow”).

b) The expenditures journal

In this journal you, record all
transactionsinvolving expenditures.
Hereisasimplified example:

cashbalance expenditures
date  transaction ch.#| bank petty cash | telephone | supplies
05-14 pettycash 23 (20.00) 20.00
05-30 telephone 24 (18.60) 18.60
05-30 billpcl, pc2 25 (14.50) 14.50
End-of-monthbalance (53.10) 20.00 18.60 14.50
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Unlike the petty cash journal above,
“pencils” and “photocopies” are
grouped togetherunder “office
supplies”. Theamounts indicated in
brackets are subtractions or
deficits. The cash balanceis made
up of the cash at your disposal.

Here is a list of expenses likely to
appearinyouraccounting:

e travel expenses;

e mealsandaccommodation;

e rentingboardrooms;

e equipmentrental;

e equipmentmaintenance,;

bank fees;

service contracts (computers,
etc.)

professional fees (accountants,
lawyers, etc.)

salaries;

telephone, including long
distance costs;

stamps and mailing costs;
transportation;
graphics;

printing and reproduction
of documents; and

advertising and promotion.

If you want to practise, you can record transactions or add others to those

already given.

cashbalance

expenditures

date transaction ch.# bank

petty cash| telephone | supplies

End-of-month balance
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c) Therevenue journal

Thisis where you write down all
transactionsinvolvingrevenue.
Hereisasimplified example:

( ‘ revenue
Exah| [6.6;
understand date transaction bank donations sales etc.
05-14 from JeanP. 50.00 50.00
05-23 sale to Chantal D. 70.00 70.00
[ ]
End-of-monthbalance 120.00 50.00 70.00
You can write down your own
transactionsin the space below:
revenue

date transaction bank

End-of-monthbalance
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d) Accounting with a general
Journal

If your operationsare fairly simple,
you may choose to keep just one
book. Thiswould replace the

expenditures journal and the
revenue journal presented above:

cashbalance revenue expenditures
date  transaction ch# | bank | p.c. | don. | sales tel. | supp.
05-14 p.c.payment 23 (20.00) 20.00
05-14 don.].P. 50.00 50.00
05-23 sale].D. 70.00 70.00
05-30 tel.payment 24 |(18.60) 18.60
05-30 pay.#pcl pc?2 25 |(14.50) 14.50
End-of-monthbalance 66.90 | 20.00 | 50.00 | 70.00 | 18.60| 14.50

Double accounting

You will have noticed that all the
above amounts were written down
twice: once toindicate where the
money came from (for instance, a
donation)and once to specify how
itwas used (for instance, a bank
deposit). Thisis double accounting,
the most commonly used method.
The amounts recorded may notbe
equal: you couldadd together two
or three invoices from a store and
pay them all with a single cheque.
In that case, you would indicate the
itemsintheappropriate spacesin

your expenditures column. You just
need to make sure the amount
indicated for the cheque
corresponds to the total
expenditure yourecorded.

Assets, liabilities, revenue
and expenses

“Bank” and “petty cash” accounts
are part of what you use to spend
money, make investments, etc. That
iswhytheyare called assets.
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The otheraccounts mentioned
aboveare called, respectively,
revenue and expenditures. They
indicate where your money has
come from without borrowing (in
the above examples: donations and
sales)and where money went (in the
examples:telephone and supplies)
during a given period of time.

A third category of accounts are
debts, which can put you at a
disadvantage, unlike your assets.
Theyarereferred to as liabilities.

When you compare your assets to
your liabilities, the two are not
necessarily equal. You can have
$1000.00 worth of assets and owe
only $600.00. The difference
between the two amounts represents
your capital which, in this case,
would be $400.00. This amount
remains with the organization. This
is the amount that would remain if
allactivities were shutdown, assets
soldorliquidated, and liabilities
(debts)reimbursed.

Therefore:

assets=liabilities + capital

Knowing your financial
situation

Your books can provide you with a
picture of your financial situation.
They are updated onaregular
basis. Your financial statements
reflect yoursituation fora given
date or for a given period of time.

We willdiscuss three elements:

the statement of income and
expenditures;

bankreconciliation; and

balance sheet.

a) Statementofincome
and expenditures

This firstfinancial statement
updates yourincome and
expenditures. This canbe
established either for the whole
year to date or for a period of time
(usually one month). Follow the
examples onthe next page.

These figures correspond to
numbersinthe monthlybalance, in
the example of the general journal.
The surplus of - $86.90 -
corresponds to theincreaseinthe
amount of cash on hand during the
month.
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Statement of income and expenditures for the month of May

y AN

Exa‘r [ IG?

Income:

Donations 50.00
Sales 70.00
Total:

120.00

to hsE Yo
understand

Expenditures:
Pencils
Photocopies
Telephone
Total:

2.50

12.00

18.60
33.10

Balance remaining (deficit):

86.90

You cando your own statement of income and expenditures based on
the operations yourecorded above.

Statement of income and expenditures for the month of

Income;:
[ )
[ )
Total:
Expenditures:
[ )
[ )
Total:

Balance remaining (deficit):
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b) Bank reconciliation

This operation shows you how
much money remainsinyour bank
account. To do this, you have to
takeintoaccountany cheques that
have beenissued butnotyet
cashed.

Example:

Suppose that your bankaccount
contained $40.00 at the beginning
of the period. The example below
givesyou theamountaccording
toyourbooks.

plus: deposits
minus: withdrawals

balance at the beginning of the period

=balance at the end of the period

Bank account

40.00
+ 120.00
- 33.10

126.90

but not cashed):

Suppose your bank statementis $140.00 at the end of the period. Here is
thereconciliation that takes intoaccount chequesincirculation (issued

balance on thebank statement
at the end of the period
minus: chequesincirculation

=true balance of your bank account
(the same as the balance in your books)

140.00
- 23.60

116.40
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c) Balance sheet

Thebalance sheet presents the
financial situation as of a specific
date. If we continue the examples

givenabove, and thereare $20.00
worth of bills to be paid, the
balance sheetwould be as follows:

Organizationtitle
Balance sheetto May 31,

Assets Liabilities and capital
Bankaccount 96.40 Outstanding bills 20.00
Petty cash 20.00 Totalliabilities 20.00
Cashbalance 116.40 Total capital 96.40
Total assets 116.40 Total liabiltiesand capital 116.40

Using the exercises you have done so far, you can complete your own balance

sheet:
Yourorganization
Balance sheetto
Assets Liabilities and capital
Bankaccount Outstanding bills
Petty cash Totalliabilities
Cashbalance Total capital
Total assets Total liabiltiesand capital
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Debit and credit

The balance sheetinvolves two
main categories of accounts: assets,
liabilities and capital. Assets are
always presented on the left-hand
side of the column and liabilities on
theright-hand side of the column.

Debitisrecorded on the left-hand
side of the column and crediton
the right of the column.

Assets, on the left, normally have
adebitbalance. Liabilities and
capital, ontheright, normally have
acreditbalance.

Now, let’'s divide our left-hand
columninto two new columns:

the one on the left for debit and the
one on the right for credit. The two
columns can be used torecord the
increasesand decreasesinthe
value of each of ouraccounts.

Since the assetsaccounts have a
debitbalance, theirsumincreases
by debiting them or, in other words,
by writing them in the left-hand
column. The liabilities and capital
accounts have acreditbalance, so
theycanbeincreased by crediting
them. This can be done by
recording themin the right-hand
column.

This chartsummarizes the situation:

Assets Liabilities and capital
(debitbalance) (creditbalance)
Debit Credit Debit Credit
(Increase) (Decrease) (Decrease) (Increase)

Total “Assets”

Total “Liabilities and capital”

Foreachtransactionin the assets,
liabilities and capital accounts, all
records on the left (debit) should

always be equal to the total on the
right (credit).
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V. PROMOTION

Depending on the nature of your
project,its success may depend on
how you promote it and the
supportyou are able to get.

In this section, theinformationis
presented in two main sections:

e Whatisapromotion program?

e Usingavariety of promotional
tools.

Whatis apromotion
program?

By planning promotional activities,
you are more likely to get more
visibility. Publicity is a planned
exercise and cannot be done at the
last minute.

Your promotion programcan
include several componentsin
order toreach different consumers.
For example, you can:

e usecommunity televisionand
pamphlets toreach the public;

e haveannoucementsontheradio
every week to gain the support
of the community, to get the
information out and to attract
volunteers;

e publishanewsletterto maintain
close contactwith your
participants;

e useatelephonechainto
encourage members to
participate inimportant
activities; and

e useanadvertising committee
toorganizeregularactivitiesin
ordertoremain visible.

Unless you have an unlimited
budgetand available time, you will
have to make choicesregarding
advertising. If youlive ina small
community whereresources are
limited, you will have to be creative
infinding ways toadvertise.

A promotional campaign attempts
toreach peopleasindividuals.

From the outset, you should ask
yourself the following questions:

e Towhomisourmessage
addressed?
e What do we want to say to them?

Why might our projectinterest
and affectthem?

¢ Howcanwe communicate our
feelings and interests to them?
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Socialmarketing

Social marketingisalong-term
approach.Itaimsto establish solid
ties between your organization and
its community.

Itisaboutselling good ideas. These
ideas must take into account the
needsand interests of the people
you are targeting. They mustalso
take intoaccountyour objectives
and community welfare.

Promotingideasisaboutchanging
attitudesand practices. Youneeda
clearunderstanding of the trends
and concerns of your community.

Think about some of the following
questions:

e Doesyourcommunity placean
importance on
e social status?
® prestige?
e devoting time to volunteer
work?
e community organizations?

e Howdoesyour group or project
fitin with your community’s
values?

e Howdoes it make a positive
contribution to your
community?

e How canyour group be
presented as an extensionof
your community’s values?

Using avariety of
promotionaltools

Promotional tools are essential for
furthering a cause. Remember that
itis better to produce one good
document than two poor ones.

Do not waituntil you need publicity
tomake contacts. Instead, you
should try tokeep people, especially
journalists, regularly informed of
youractivities (nominations,
celebrations, volunteer work, etc.)
andachievements.

Tobe effective, each promotion
activity should have a main theme.
It should also use vocabulary that
is familiar to your audience.

When addressing people outside
your organization, ask yourselfif
the information presented would
interest you if you were not already
amember.
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Here is alist of some promotional
tools:

1. Printed material

a) annual reports
b) newsletters
¢) pamphletsandbulletins.

2. Toolsforcommunicating
with journalists

a) pressKkits
b) pressreleases
c) pressconferences.

Television

Radio
Audio-visualdocuments
Advertising

Sponsors

Lobby and pressure groups

© ® N O N1 kW

Briefs

a) preparingandwritingabrief
b) presentingabrief.

10. Publicactivities

a) information meetings and
lunch-timelectures

b) panels

¢) publiclectures

d) information booths and
display boxes

e) promotional material.

Information on how you can use
each of these means of promotion
is presented below.

1.Printed material

Printed documents canbeavery
effective promotional tool because
they communicate a lot of
information toalarge number

of people.

You can use different kinds of
printed documents as promotional
material :

® posters

o flyers

e pamphletsand

¢ brochures, etc.

Even your annual report can be
apromotional tool.

Before contacting anyone to print
your documents, you should have
afairly good idea of:

e your publication’s goals

e thebudgetyouwanttoallocate
to it

e the people youwishtoreach
and

e thenumberof copiesyouneed.

Photocopying gives acceptable
resultsandisinexpensive whenyou
need to reproduce only a few
copies.
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Black and white photographsadd
extraappeal to your documents,
but having them printed may
increase the overall cost. Colour
photographswillincrease the price
evenmore, evenifyouhave them
photocopied.

There are a variety of ways to
prepare your originals (whatyou
want to copy). Some people can
produce originals themselves, but
often such workis givento a
graphics firm or printer. It all
depends onyoursituation;youare
in the best positionto judge your
optionsand make adecision.

Itis very important to know what
you want. You have to choose
suppliers you will be comfortable
working with so you can
communicate your needs and
wishes.

Here are some things that should be
decided before your work canbe
printed:

e numberof pages

e format

e numberand positionof photos
e numberofcoloursand

e typeofpaper.

If your printer has not been chosen
during the preparation stage, you
can ask for atleast two quotes,
including cost as well as time
frame, from printers.

Now we will take a closer look
at these promotional tools:

e annualreports
e newslettersand

e pamphletsandbulletins.

a) Annual reports

Your annual report may simply be
anaccount of youryearly activities
that your presidentwill read atan
assembly. It may also be published
and distributed to publicize your
activities and make your group
known.Itdoes notnecessarily need
tobelavishly presented. It just
needs to be well laid out,
informative and easy toread.

To getideas, consultreports from
similar organizations. When you
have a good idea of which themes
you want to present, you can start
writing. You may want to add
illustrations, charts, etc.

You can distribute your report to
your members and to politicians
and journalists. You may want to
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include press kits. You can also
make itavailable to the members
of your community.

b) Newsletters

Simple and short newslettersaim to
communicate essential and reliable
information. They usually target
people who are already aware of
your work and therefore do not
necessarily require an elaborate
presentation. Newsletters are often
aninexpensive way to contact
people who may otherwise be
difficult toreach.

Todecide what your newsletter
should contain, consider your
budget, the time you have to devote
toitand yourobjectives. Your
newsletter should have objectives.
These mayinclude:

e announcingupcomingevents;
e teachingandinforming;

e communicatinginformation that
isimportant either to your
organization or to those who
willreceive your newsletter;

e publicizing your decisions and
future goals, productsand
services, and accomplishments;

e promoting your causeandideas;
¢ maintaining contactwith people;

e actingasapromotional tool
among people who are not
direct participantsin the
project;

e informing people of how
eventsand projectsare going;

e soliciting volunteerresources
and attracting funding; and

e motivating your members
and participants.

Your newsletter should target
specific groups of people, suchas:
e yourmembers;

e potentialrecruits;

® yoursupporters;

e membersof groupswith
similarconcerns;

e government officials;
e mediarepresentatives;and

e politicaland industrial leaders.

You canalso add journalists, book
stores, libraries, schools and others
toyour mailinglist.

Now, we will see how to produce,
writeand presentanewsletter.
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1.Producing anewsletter

You can selecta few collaborators
for occasional consultation. They
could give youideas, feedback and
information on what people think
and expect of your newsletter.

If youwishtoinclude advertising,
be careful not to crowd the pages
and to maintain the newsletter’s
independence.

You can make up a list of contacts
which can provide you with
information on subjects that
interestyou. Then, you can consult
your various contacts before
finalizing each edition.

You canalso subscribe to magazines,
newpapers and newsletters from
other groups, etc. They might give
youideasand provide you with
articleswhich may berelevant to
your mandate. If you are well
informed, you can get some good
ideas for presenting your newsletter.

2. Writingand presentinga
newsletter

If you wish to publish material sent
by your readers, you may have to
remind them from time to time to
write to you.

Do not be afraid to write in a direct
and personal style. Itis best to use
action verbs and shorter sentences.
Try to be specific. Your readers
will prefer knowing there were

60 peopleatanassemblyrather
than reading that there were “a lot
of people”.

Your first paragraph should
introduce your article’s most
importantorinteresting elements.
In this way, the reader knows right
away what the article is about and
candecide whether or not to read
it or go on to the next one.

Readerslook first at the top
left-hand corner of the page. This is
the best place to put the most
important titles.

Pages should not be over-crowded.
You might want to think about
framing some items to make them
more appealing.

If you havea choice, serif characters
are best for the text. The character
used here is an example of serif
letters. They tend to be easier to
read.

Serif characters
are best for the text.
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For titles, however, sanserif
characters are better. Here is an
example:

Character for a title

You can draw up a model and list
of things to check for each edition.
This will give a sense of stability
and continuity to your newsletter.
If you prepare abasic presentation
model that goes well with the
content of the newsletter, you can
useitforeachissue.

Someone else should proofread the
final version before it goes off to
the printer or photocopier.

c) Pamphlets and bulletins

These are documents that present
your group or project, and can be
widely distributed. They contain
concise information about who you
are, what you do, who your clients
are and why you offer the service.

2. Toolsforcommunicating
with journalists

Journalists canbe good collaborators
inyour efforts to promote your
project. However, youhave to supply
themwithappropriate tools for

producing theirreports or writing
theirarticles.

Three of these tools are described
below:

a) pressKkits;
b) pressreleases;and

c) pressconferences.

a) Press Kkits

Your press kit could include a letter
of introduction, information on your
program and projects, adescription
of your results from the past year,
your priorities for the currentyear,
pressreleases, photos, etc.

You can have this kind of kit ready,
but usuallyitis prepared fora
special occasion. You canincludeall
documents thatwillbe presented
and discussed during the special
activity.

b) Pressreleases

A pressreleaseisashort document
that provides journalists with
information of publicinterest that
they can broadcast. Journalists
usually receive pressreleasesona
daily basis, soitisimportant that
yours catches their attention.
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There are several tips for making
pressreleaseseasier touse. They
should:

e havewide margins (Thisis so
journalists can take notes
or make changes.);

e beprintedonaletterhead
(Otherwise, clearlyindicate your
group’s name, address and
telephone numberat the top
orbottom of each page.);

e belimitedtotwo typed double-
spaced pages (One pageis
preferable.);

e havethedatewith“immediate
release” written on it (If the
news canbe announced
immediately.);

e contain the word “Source” at the
bottom of each page, with the
name and phone number of the
person to contact for further
information (This could also be
used to give your organization’s
address and telephone number.);
and

e mention “end” at the very end of
your release in the centre of the

page.

The first paragraph should present
the main points. The most

important pointshouldbe
mentioned inthe first sentence.

The first two sentences should
answer five questions: “who”,

”

“what”, “when”, “where” and “why”.

The paragraphs should bein
descending order of importance. If
people want to broadcast or publish
yourrelease, butdo not have space
for all of it, they will shorten it
fromthe bottom upwards.

Itis best to use simple words in
relatively short, active sentences.
The style should be positive but
objective. Mention specifics such
as “Saturday, May 10” rather than
“next Saturday”. In other words,
try to use a similar style to what
journalists themselves would use.

Use plainlanguage. If your text
contains words thatare difficult to
pronounce, it might be a good idea
toinclude pronunciation notes.
Thisis especially important for the
names of people or places. If your
informationisrelated to current
affairs, you may be able to get
interviews and articles. This is most
likelyinlocaland community
media.
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You must be sure the data in your
release areaccurate. Journalists are
responsible for the information
they use.

c) Press conferences

You might want to hold a press
conference if theinformationin
your pressrelease is toolengthy
and the subjectis of greatinterest.

Itis best to send a written invitation,
by mail or courier service. Outline
the mainreason for the conference
and provide a few facts to raise
curiosity. You can use the telephone
to followup on theinvitations.

Thisisagood opportunity for
distributing your presskits. If
possible,include a copy of the
speeches thatwill be made.

Journalists are often very busy.
Therefore, you should avoid
stretching outthe press conference
beyond whatis strictly necessary.

A conference should take into
accountmedia deadlines. Try not to
hold the conference at the same
time as other events.

Before the conference, itisa good
ideatocheckifeverythingis
working properly: microphones,
plugs, lighting, etc.

Do your speakers have all the
necessary information? Do the
participants have a good grasp of
their roles?

After the conference, you may want
to deliver your press kit to
journalists who were unable to
attend.

3.Television

Thevarious television stations,

even commercial ones, sometimes
broadcastpublic service
announcements. You can send them
short texts (in the style of a press
release) forbroadcasting.

Televisionis an expensive medium.
If your subjectis visually appealing,
you may be able to convince a
producer todo areportonyour
organization. Otherwise, you are
better to focus on written media or
theradio, unless you have a
community television station.
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Community television stations may
allow you tobroadcast television
shows, documentaries, interviews
and shortmessages. Messages are
oftenbroadcast simply by scrolling
words across the screen. You may
be able to get help and resources
for producing your own episode. It
is often difficult to do a quality live
reportonanactivity. However,
because of its special interest,
people are much more tolerant of
itsimperfections!

4.Radio

Inaddition tointerviews and
shows thatare produced at the
radio station, you may be able to
broadcast short messages onthe
radio. If there are shows that deal
with subjects connected to yours,
you should be able to get some air
time.

If you have access to acommunity
radio station, you may be able to
use it for:

e broadcasting shows;

e broadcasting news bulletins;

e doinginterviews;

e organizing panel discussions;

e organizingopen-line shows; and

e broadcasting excerpts from
conferences, meetings, etc.

Peoplelisten to the radio in their
car, at work or at home. [tis a
popular medium thatis very
flexible. It canreach peopleinall
sorts of situations.

5. Audio-visual tools

Slide shows and videos are two kinds
of affordable audio-visual tools. The
medium should be chosen to fit the

message youwant to getacross.

Inexpensive but professional-
looking results can be obtained by
putting together your own slide
shows. These can containalot of
information to be used in public
contexts.

Choose your meansinaccordance
with how you want it to be
circulated. Forinstance, itmightbe
more appropriate to produce a
video cassette. They can be easily
distributed and used either
individually orin small groups.

6. Advertisements

A paid advertisement may be the
best way to ensure that your
message is broadcastin the way you
want it to be. Newspapers and radio
stationsare afairly inexpensive form
of media.
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Chooseyouradvertisement
according toyour budgetand based
on the group you wish to reach. For
example, toadvertise a series of
workshops, details canbe
advertised inanewspaperand a
few announcements canbe
broadcastovertheradioon the day
of each activity.

7.Sponsors

Sponsors are individuals or
businesses who will help pay part
or all of the costs of advertisements
foryour projectinnewspapers,
over theradiooron TV. In
exchange, they will ask thatyou
mention their names in the
advertisements. Some businesses
prefer this kind of publicity, since
they often do not have anything to
sell directly to the people wholive
near their offices or factories.

Sponsors may also be willing to pay
for other things you need. They can
provide equipment, installations,
food supplies and gift certificates.
These articlesmaybe used directly
forrunning yourorganization or
they can be offered as door prizes,
rewards, thank-you gifts for your
volunteers, etc.

You may be able to act as a sponsor
yourself. You could sponsor
activities thatreach the same
clientele as yours or that are in
keeping with your objectives. This
canbe aninexpensive way of
advertising thatis highly specific
and often more effective thanan
overly general one.

8.Lobbyand pressure groups

Lobbyingis promoting and
publicizing your cause. Itsaimis to
influence the opinionsandactions
of people who are influential and
powerfulinagivenarea. The word
“lobby” is often used to refer to
attempts to influence public powers.
Lobbiesand pressure groups also
aim to sway public opinion in their
favour.

Lobbyinginvolvesidentifying the
influential or powerful peoplein
the cause thatinterests you.

Once you have determined who
the contactsare, you have

to decide how you are going to
influence them or gain their
support. You can also think about
approaching the people close to
the person youwish toreach.
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You canreach these people by
directly contacting them yourself.
You can appointa spokesperson or
an official representative who can
clearly present your cause. Your
representative should know your
organizationwelland have a good
understanding of your projectand
your demands.

There may be peoplein your
surroundings and among your
supporterswho have influence over
the decision makers you wish to
reach. Therealsomaybe organized
groups that can be of help.

The people youcontactare
interested ininformation and
arguments for making decisions.

If yourinformationisreliable, they
will use it. So, itis in your best
interest tobe well informed. In
addition, you will be able to take
actionas soonasissuesarise. This
isoften easier and more effective
thanreacting after the fact.

You should study the issue
carefully. This will help you see
whereyour strengths and
weaknesseslie. Then, you can
determine how you want to present
yourarguments and defend your
cause. It is preferable to do so

before going public or starting to
lobby. In fact, you should be
prepared to present not only the
issue thatconcernsyou, butalso
the solution you would propose.

You can consultresource people
and ask your members to provide
information and arguments. You
canmakeallianceswith othergroups.

Be clear and specificin your
speeches and presentations. Your
arguments may seem obvious to
you, but thatis notnecessarily the
case for others. Take the time to
explain yourselfwell.

If you do not know the answer to a
question or are unsure of it, say so,
and arrange to get the information
as soon as possible. This will
projectaprofessional image.

Try to find some supporters! They
could writeletters or sign petitions.

Take notesonpeopleinterestedin
your cause, people you have
contacted or met with, meetings,
events, etc. Such information could
be useful inanswering questions
and explaining your goals and
approach.
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You can also use various
promotional tools (telephone,
letters, flyers, pamphlets, posters,
reports, TV, radio, etc.). Theaimis
torally interestin your cause and
help moveitahead.

9.Briefs

Abriefis awritten document that
informs and supports your position
on anissue. Briefs are often
solicited by commissions
organizing public consultations.

In this section we will focus on:

e preparingand writingabrief;
and

e presentingabrief.

a) Preparing and writing a brief

A brief can be a way to present your
opinions and give them greater
visibility. Abriefeither dealswitha
problem you would like to see
resolved or takes advantage of an
opportunity youwould like to see
developed.

Aswithany promotional activity, a
brief should be articulated around a
central theme. It should have awell
defined subject.

The people who read your brief can
be viewed as your clients. So treat
them as you would any client you
wishtoreach through promotion.
Two particularly relevantaspects
include:

e Arethereany specific
requirements for presenting
abrief?

e Havetheyalreadyreceived
briefs that present the same
viewpointas yours? If so, what
were the results? Can you obtain
copies of thesebriefs?

The next stage consists of gathering
relevantinformation. Possible
sources of information vary
according to the subject of your
brief. It is worth taking the time to
make a list of these information
sources.

Examples mightinclude:

e notesyou have taken yourself;

e information from members
of your community;

e newspaperarticles;
e libraries;

e professional associations;and

governments ministries and
departments.
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You do not necessarily need to find
alotofinformation.Instead, search
for high quality, relevant
information. Some information
mightbeinteresting, but not
sufficiently relevant foryouto
include in your brief. Keep it close at
hand in case you need details when
making your presentation.

Here are the main divisions for
briefs:

e titlepage;

* summary;

e tableof contents;

e introduction;

e body of the text; and

e conclusion.

The title page should include:

e thetitle or subject of the brief;

e the name of the person or
organization presentingit;

e thedate;and

e the name of the person or
organization to whomitis
destined.

The summary, whichis usually just
one page, highlights the main points.
If you are making only a few
recommendations, put them with
the summary. Otherwise, you

should also add a page that
summarizes yourrecommendations.
People usually startreadingabrief
here. If you do not include a
summary, someone may be asked
to do one for you.

A table of contents should be
includedif the documenthas
chaptersoris quitelong.

The introduction contains
informationon:

e yourorganization;
e yourobjectives;
e thesubjectofyourbrief;

e vyourreasons fortakingan
interestin the subject;and

e thevariousissuesyouwill
deal with.

The body of the text includes a
description of the situation, a
discussion of the obstacles it
impliesand a presentation of
realistic options. Itis best to
present the information concisely.

b) Presenting a brief

Itis best to print or type the
documentsin double space to make
iteasier toread. They should also be
boundin some way.
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You may have to hand in several
copies of your brief. You should
also check the date it should be
sent, and the name and address

of the person to whom you are
sendingit. Ifan oral presentation is
planned, you will be advised of the
time and place.

You need to choose someone who
willbe comfortable presenting your
brief. It could also be presented by
several people. However, there
should be one clearlyidentified
personincharge ofit. Questions
should be addressed to that person.
If you are not familiar with this type
of presentation, you can observe
others as they present their brief.

During the presentation, do not
simplyread yourbrief. The people
holding the hearing will have atleast
read the summary. The presentation
canbe fairly short, leaving ample
time for questions. You may even
decide to supportyour presentation
by using audio-visual material.

If there are mediarepresentatives,
you can give them a copy of your
brief. You can also use your
summary asa press release. Both
your pressrelease and your brief
can be sent to a variety of media.

10.Public activities

When planning a publicactivity,

there are several points to keep

in mind:

e [tshouldreceiveadequate
publicity.

e [tshouldbewell organized.

e Itshould notbelongerthan
necessary.

We will look at:

¢ information meetings and
lunch-time lectures;

e panels;

e publiclecturesand
presentations;

e information boothsand
display cases; and

e promotional material.

a) Information meetings and
Iunch-timelectures

The aim of an information meeting is
toinform the participants. The
information may be about your
group or project. It could, for
example, deal with preventing
dental health problems.

Itisimportant to make people feel
welcome atsuch meetings. Take
care in choosing theatmosphere,
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arranging the roomand planning
the agenda. It is also a good idea to
check that the equipmentis working
properly before the meeting.

The stagesare usually as follows:

e greeting;

e introducingthe speaker;
e lecture;

e (questionperiod;

e thanks;and

e informalactivity.

Ifitisalunch-time lecture,
everything should take place while
people are at theirtables, except

for the firstand last stages. This
affects the way you set up the
room, serve the food, etc. Itisalso a
goodideato give people some time
to chatbefore the lecture. Forall
thesereasons, thelecture oftenis
given toward the end of the meal.

Aninformal activity used to close
the meeting gives people achance
to exchange. It can give people an
opportunity to get to know each
otherbetter, consult documents,
ask very specific questions, etc.

To make the lecture more
appealing, you canuse charts,
videos, slide shows, etc.

b) Panels

A panelinvolvessitting a few
people down and having them
discussasubjectinorder to better
inform the public. It takes place
with a moderator who helps
maintainaneven tone.

This kind of discussionis held in
front of an audience, ina room,
onradiooronTV.

A panel can be used when you want
to presenta variety of opinions. It
allows the public to form its own
opiniononacontroversial subject.
It can also attract attention to an
importantbutlittle known subject.

It often allows for some form of
audience participation. This can
take the form of a question period.
Onradioand TV, the audience can
be represented by a small group of
people in the studio. People can call
in their questions to the panel.

c) Publiclectures and presentations

If you are going to speak in public,
you have to prepare your lecture
well, especially if you feel you need
more confidence.
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You can simply andlogically
divide your speechinto three parts:
introduction, developmentand
conclusion.

In the introduction, present the
topic of your lecture as well as the
specific points you plan to discuss.
You might also want to mention
why this subjectis important for
yourlisteners.

Inthe development, yourideas
should flow naturally. Use a style
and vocabulary that suits your
audience. If you think the public
probablywon'tagree with you, you
may want to present the various
viewpoints of the situation. If the
subjectis of a sensitive nature and
may affect people personally, try to
be cautious of people's feelings.

In the conclusion, summarize your
lecture. You could simply go over
your main idea or tell a short story
thatillustrates the mostimportant
pointsinyourlecture.

Once you have finished preparing
your text, putitaside for a while,
and thenreread it. Do you still
think it is well adapted to your
listeners? If so, read it overand
over so you almost know it by
heart.

Breathe deeply, and give your
lecture as if you were having a
conversation. But be careful to
speak clearly, loudly enoughand
slower than usual. Use a tone that
accentuates your topic, butletyour
personality show through. Thatis
what will give life to your speech!

It will help you relax if you move
around and make gestures from
time to time. Look at your audience,
both at the back and front of the
room.

d) Information booths
anddisplay cases

You may want to build a portable
booth to use in shows, stores or
even at the exit of workplaces and
offices.

If your boothis going to be moved
often, it will have to be solid and
protected. It also should not be too
difficult to set up and take down.

Make itattractive, using photosand
drawings. Itis not useful toinclude
toomuch text, because most people
will not take the time to read it
anyway.
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Display cases canbe more practical
because you can place themina
variety of places. Most of the time
they are placed on tables, but
bigger models can be made to be
placed directly on the ground.

e) Promotional material

Stickers, pens, calendars, coasters,

buttons, pins, bookmarks, caps, etc.

all can be popular and make your
message or name visible foralong
time!
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APPENDIX

REQUEST FORM FOR THE UPCOMING YEAR’S BUDGET

Program/Activity:

Name of personresponsible:

Date:

1. Whatneeds to be done this year?

2. Howmuch money do you expect to need to carry out these activities?

3. How much was setaside in last year’s budget for this?
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4. Howmuchwasactually spent?

5. Whatsourcesofincome do you foreseeinyouractivity sector?

a) Source:

b) Expectedamount:

6. Othercomments:
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