The Richmond Chapter information kit is described in the September Information Executive.  Since the kit was shown at the June Association Board meeting, the concept has taken hold and has evolved as others have offered useful ideas.  I "presented" the kit at the Annual Meeting of the Members in Rosemont, IL on October 16.

For purposes of this e-mail, the zipped file contains the chapter portion of the kit as it was originally developed and described in IE.

The zipped file contains six Word 97 documents:

· This summary letter

· Model cover letter

· Overview sheet

· Education and programs sheet

· Organizations represented sheet

· Business card and complimentary meeting coupon

It does not contain a sample chapter newsletter.  You can view the most recent newsletter at our Web site, www.aitprich.org
The full Richmond Chapter kit (in physical form) contains: 

· 9" x 12" envelope with 2-color logo (materials go in this)

· Cover letter on 2-color logo stationery (from sender, usually membership VP, 

but could be from anyone)

· Association materials

Chip head folder

Membership sheet

Entitlements sheet

Sample newsletter article reprint

Application form

· Chapter materials

Overview sheet

Education and programs sheet

Organizations represented sheet

Sample newsletter

Business card 

Coupon for free meeting (optional, at discretion of sender)

The sequence of items in the envelope is:

· Cover letter

· Business card (and note, if desired) and with meeting coupon

(if used) attached to front of enclosures

· Chip head folder

· Membership sheet

· Entitlements sheet

· Sample newsletter article reprint

· Chapter overview sheet

· Chapter education and programs sheet

· Chapter organizations represented sheet

· Chapter sample newsletter

· Application form

