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LEADERSHIP ROLES AND RESPONSIBILITIES

BUILDING YOUR TEAM

Congratulations on being elected or appointed to an officer position for your chapter! Below are the
roles and responsibilities for each position:

Adult chapter leadership team includes:
President:
1 Elected position
Must be female
Leads chapter meetings
Ensures reports are completed and submitted in a timely manner
Must be a member in good standing of Royal Neighbors
1 Required chapter leader position

= =4 4 =4

SecretaryTreasurer:
9 Elected position
Balances the records and accounts of the chapter
WSLENI& 2y GKS OKILIISNRE FAYIFIYyOAlIfa RddzZNAYy3I YSSi
Completes and submits all quarterly and yead reports in a timely manner
Maintains meeting minutes
Ensures mmbership numbers are maintained
o InJanuary and July, the Secretdmngasurer receives a comprehensive membership report.
o To remain active and to receive funding, all chaptatst always maintain a minimum of
10 members
0 Thechapter membership report can be requestedaaty timethrough your Member
Engagement Specialists
T /by LINB&aARS 20SN) 6KS YSSiAy3a Ay GKS t NBAARSY G Q:
1 Must be a member in good standing of Royal Neighbors
1 Required chapter leader position

= =4 =4 —a

Event Planer:
1 Appointed by the President by Mardh
Assists the President in organizing the monthly meetings
tflya 2dz2i 0KS OKI Lidapdiay nddlkail he/evdniilarthifig SOSy i a
Recruits and assists other members to lead chapter events
CanLINBAARS 20SNJ G6KS YSSUAYy3a Ay (GKS t NBaa
Must be a member in good standing of Royal Neighbors
1 Required chapter leader position

pul

Syios |

= =4 4 -4 -9

Social Media Coordinator:
1 Appointed by the Presiderty Marchl.
f Administersi KS / KI LJG SNRA& w2 RPafje cledied BykRoyal Nsightidis 0S 6 2 2
3
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9 Takes pictures at chapter community service projects and events
9 Posts pictures and promotes chapter eventstiba Chapter Leadesacebook Page
1 Must be a member in good standing of Royal Neighbors

Youth chaptereadership team includes
Youth Director:
1 Leads the youth chapter meetings
9 Must be a member in good standing of Royal Neighbors
1 The Home Office will complete a background check when newly elected
1 Works with Assistant Youth Director to organcrepter meetings and activities

Assistant Youth Director:
9 Assists the Youth Director in organizithe regular meetings, evendégéd community service
projects
T /1y LINBaARS 20SNJ 0KS YSSGAy3a Ay (GKS |, 2dziK 5ANS
Must be a member in good standing Royal Neighbors
1 The Home Office will complete a background check when newly elected

=

*Note: a chapter leader can ONLhYId ONE leadership positioeach yeat

ELECTING OFFICERS

Chapters hold an annual business meeting each Februargdtiigy this meeting that new officers are
elected andnstalled. Here are simple stepo elect and install officers:

Electing dficers:
1 The President and Secretafyeasurer are elected at the annual business meeting in February
1 The currentPresident is the judge of the election
1 All chapter members good standingire entitled to vote
How to elect officers:
1 Itis recommended todrm a Nominating Committee to identify and encourage qualified
candidates to run for office
Look for members wihhave demonstrated leadership abilities
Ask the membershifor nominationsas a whole
Distributeballots to all members present #te election
The Nominating Committee introduces the names of the caaiéisi for each officer positioand
the Presidentsks if there are any additional nominations from the floor
o If only one person is nominated for a position, the President should request members by
acclamation to allovihe SecretaryTreasurer to cast unanimous vote for the position
o If there is more tln one nominee, the President should read all the nominees for the
position
o If only two candidates are nominated, the one with the majority of votes wins

= =4 4 =
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T

o If three or more candidates are running for one position, the one having the fewest votes
after eachballot should be dropped; this process continues until two candidates remain
0 In case of a tie on the final vote, another ballot shouldlistributed
o If this ballot also results in a tie, then another method predetermined by the chapter
should be used
The Secretarfreasurer should colte all ballots, count the voteand report results to the
membership

INSTALLING OFFICERS

1

Officers carbe installed andegin their dutiesduring the Election of Officers meeting atany

regular or special meetinigllowing the election

LI AYGSR 2FFAOSNRQ GSNXa o0S3AYy dzLl2y | LILRAYGYS)
Any member of the chapter can be chosen by a majority vote of the chapter to act as the

Installing Officer

Any member elected to the leadership team who cannot attenditisgallation can be installed

by proxy or at the next regular or special meeting

How to instll officers:

1

1
1
1

T

The President should turn the meeting over to the Installing Officer for the installation ceremony
The Installing Officer asks tiesident to read the names of the leadership team
la SFOK 2FFAOSNID&a yIYS Aa NBIFIRX aKSk.KS &aKz2dz R |
The Installing Officer asks
0 G52 @&2dzx GKS ySgteée St SOGSRoubabebkedSNE S | OOS LI
eleded/appointedand do you agree to serve as such to the best of your knowledge and
FoAfAle YyR (2 O2YLX e 6A0GK Fff GKS N3BfljdzA NBYS
the officers agreethey should answeti L R 2 ® ¢
The Installing Officer then d&s the following:
0 G¢CKS 2FFAOSNE 2F w2elf bSAIKOo2NAR 2F ! YSNROI
duly installed. | wish for them a successful administration and trust that you, one and all,
will loyally assist them by your counsel and presém this, their labor of loveand may all
who meet with them here strive to work hasmtthand for the good of our Society. | will now
AdzZNNBYRSNJ GKS OKFANI G2 GKS tlFad t NBAARSY( oé
The Past President adjourns the meeting

RUNNING A SUCCESSFUL CHAPTER

A CHAPTER IN GOOD STANDING

In order to participate in certain programs and to receive funding, your chapter must be a chapter in
good standing. Therefore, it is important that your chapter continues to be in good standing.
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Being a chapter in good standinggans that your chapter must:
1 Have at least 10 members in their chapter.
9 All chapter leaders must have active memberships.

o If the entire leadership has inactive memberships, then your chapter is NOT in good
standing and does not qualify for funding.

0 The President is responsible for making sure her leadership team has active
memberships.

0 A chapter roster can be requested byntacting your Member Engagement Specialist.

1 Turned inAnnual Financial Report and Chapter Leader Resterbank statements on time.

o If you completed the report and did not turn in bank statements, then it is not a
completed report. Your chapter will nbe considered for funding until the bank
statements is received.

o If you did not complete the report, your chapter is not eligible to receive funding until
this report is completed.

9 Turned in Chapter Quarterly Funding report on time.

0 Royal Neighbors witlot back pay chapters that turn in their Quarterly Reports before
their Annual Report. Your chapter will become eligible for funding once the chapter
returns to a chapter in good standing.

CHAPTER MEETINGS

Holding regular meetings is an important partkeeping your chapter active and involved. Chapters
should meet at least oreca month for a meeting, evepr community service project.o earn funding,
it is a requirement for chaptert® hold at least one meeting each quarter.
BusinesdVeetings:
1 Consisboftwo or more chaptemembers
f Beginwith the Pledge of Allegiance, pray2NJ RA A OdzaaA 2y 2F w2eélf bSAIKO
1 Share chapter financiaid minutes from past meetings
9 Conduct new and old business
Annual business meeting:
1 Gettogether to elect chapter officers for the ensuing term
Held in February
Sharechapter financials, membershgnd contact information
Set chapter meeting schedule
Installation of Officers can take place at this timeabany regular or special meeting following
the election
Special meeting:

—a == —a -—a

9 Gathering called by the President or requested by five or more members

9 Call for meeting should fully state its objectiveslar other business can be transacted

1 Chapter leadership, with assistance from the Home Office, must notify every chapter member of
the meeting andtsobjectives
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COMMUNITY SERVICE PROJECTS

Community service projects are an integral part of all chapters. They are defined as any act of

community volunteer service performed Io or more members of your chapter in the name of Royal

Neighbors. Chapters are encouraged to support projects thaay’ A G K w2e&l f bSAIKO 2 NE
protect women financially and empower thera improve their lives, familiesnd communities.

ChapterMatching Funds Projects:
Prior to committing to a fundraiser, completeMatching Funds guiest online and await appwal from
the Home Office

To be eligible to request a matching funds grant, your chapter must
1 Reach $00 level funding for at least one quarter of the current year.
1 First quarter matching funds eligibility is based on whether you reacfiédIgvel funding
during the fourth quarter of the previous year.
To access th&latching Funds Requesyou wil need to logn to the online application system which
you can get to through the Chapter Id=a area of the Royal Neighbosebsite.
91 If you do not remember your loginedentials,you can change/update your email address or
password (see page 22)
91 If you are logging ird the system for the first timgou will need to create a new accoufsee
Pagel4)
1 Royal Neighbors will match up to a maximofi$1,000 of net funds raised by the chapter each
year for approved projects.
9 The fundraiser(dyilUSTbe for the benefit of a nefor-profit organizaton with a tax ID number.
1 Funds must be raised by the chapter at a chapter fundraisespoasored projets are
permitted.
9 The Society will accept no financial responsibility for a matching funds project and will not match
funds raiseduntil the proper online report has been completed.
Matching funds pojects count as a community service project, which héheschapter work toward
earning funding; be sure to include thisogectand all volunteer hours generated in your online report.

To receive funding:
1 Once your project iinished,send the fundraised amount to the nonprofit organization and
completethe Matching Fundg=inalReportonline.
1 An online form will be sent via email to the nonprofit supported by your project. The nonprofit
will need to verify the donated amount.
1 Once both reportshave beercompleted, a check made payable to the nonprofit will be sent
from the Home Office diraly to the supported nonprofibrganization.
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PROJECENENT PLANNING TIPS

Every successful project/event starts with good planning and, of course, good people willing to help
others. We hope you find this checkliglpful.

Choose a 1 Designate a project leader, who in turn will select a group of people who
Gommittee help recuit volunteers.
1 Determine who will be the main project coordinator and contact person.

Choose a 1 Chapters are encouraged to host events/community service projects that
Project/ Bvent FfAIYy 6AGK w2eélf bSAIKOo2ZNEQ OJA ae
them to improve their lives, families and communities.
1 Determine if the chapter should partner with another group/chapter.
1 Choose location, date(s) and time(€)eate a timeline for planning the ever
to help keep your group on track.

Spread the 1 If you are recruiting other to join you, use email and social media to spre:i
Word the word.

1 Make sure you inform all chapter members.

1 If appropriate, ontact the media in advance and distribute press releades
you need assistance, we can help you with this.

1 Post flyers and signs on church bulletin boards, community boards and it
local businesses.

1 Invite local VIPs to help: the mayor or local, state or federal legislators.

1 Send postcards to members, frienaisd family.
1 Recruit volunteers.
HaveFRun 91  After careful planning, your project is sure to be a success.
1 Enjoy the day and take pride in your accomplishments.
1 ltis leaders like you who make the world a better place.
1 Recognize and thank youolunteers.
Report Your 1 Make sure to share your results with us in your Chapter Quarterly Repori

Success 1 Volunteer hourgyenerated by the chapter are required b reported
quarterly. Reports are due five days after the end of the quarter.
1 Calculate tle time each volunteer spent planning, promoting, engaging in
event and cleaning ugsee volunteer guideline, pagd
Share this with your secretary/treasurer or whoever fills out the report for
your chapter.
91 Post photos of your event on théhapter Leader Facebook Page

*If your chapter hosts an event at a venue that requires ytuprovide liability insurance simply
contact your Member Engagement Specialife prepared to provide them with the purpose,
location, date and time of your evet. Your MES will email you a Certificate of Insurance withH3 2

days of yourrequest.
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GUIDELINES FOR VOLUNTEER HOUR REPORTING

Guidelines
Time spent providing direct service for a nonprofit or similar organization (e.g., nursing home, school
Timespent organizing and preparing for a service project, event or fundraiser.
Time spent raising funds for a charity.

Providing prebono services to a nonprofit or similar organization.-Bomo is defined as the donation of
professional service for whiche recipient nonprofit would have to pay.

Attending a fundraising even as a chapter activity.

Allvolunteer hours should come from chapter activétindividual volunteer hours will not be counted
Two or more chapter members must participate for an activity to count toward volunteer hours.

Chapter meetings count as volunteer hours

If a chapter plans the project/event, all hours generated from this event can be counted including hou
generated fom event attendees. Hours generated from organizing, prepping andeyastt should be
included as well.

If a chapter is participating or volunteering for a project/event that is not hosted by the chapter, the
chapter should count the hours of theitembers who participated. For example, if three members
volunteer to run a water station for a local 5K, only hours from these three members can be counted.

Hours accumulated from Difference Maker Fund projects should not be reported as Chapter hoges. T
hours are reported separately.

The above criteria will not cover all circumstances. A good guideline would be to ask yourself,

452838 GKAA |OGAGAGE | RRNBaa || az20Alf LINROf SYkK
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CHAPTERUNDING

QUARTERLY FUNDING LEVELS

New funding levels for Chapters

-_—_ A%
As of July 1, 2019

Number of chapter Funding paid to the
volunteer hours chapter

iy $700
Nkt thire $500
Voliser by $300
egll:n?:efhhogfsr. $]0 0

All volunteer hours and chapter meetings must be recorded on the Quarterly Report througtirike

reporting tool to be considered for fundingf you needhssistance navigating to the report or completing

the report, please refer to pages-23. Your chapter must submit a report of volunteer activity within

daysafter the quarter.Pleaseeport your hours accuratelgnd reach out to your Member Engagement

Specialist if you have questions about completing your report.

lff FTdzyRAy3a Aad RSLIRaAaAGSR RANBOGfe (2 GKS OKI LW SND
that you notify your Member Engagement Specialist of any bank account ch&géy.ou need forms

to change officers and signors at the bank.

*Due dates for Quarterly Reports: April 5, July 5, October 5, and Janbrary

QUARTERLYRAWINGANDANNUALNCENTIVES

There are a variety of additional incentive programs throughout the trerwill allow your chapter to
receive even more fundingChapters may ushese fundgo complete additbnal community service
projectsor to make adonationto anonprofit or charitable cause

1 QuarterlyDrawing

0 Drawingswill be announcedt the end ofeachreportingquarter. The announcement will

be made on theChapter LeaderFacebook groupr sert viaemail.
1 Annual Incentives Awarded:

0 Atthe end of the year, all chapter volunteer hours are totaled and the top 60 chapters
with the most hours who are in good standing qualify for the Annual Incentive.
WSYSYOSNE S@Sy AF @2dz NBIFIOK 2dzNJ (12L) Fdzy RAyY 3
report all of your hours so your chapter can be part of this incentive.

OTop 10 chapters in volunteer hours receive $1,000 each
ONext 20 chapters in volunteer hours receive $500 each
ONext 30 chapters in volunteer hours receive $250 each

10
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MEMBERSHIRND BENEFITS

ABOUT ROYAL NEIGHBORS OF AMERICA

Royal Neighbors of America is a unique provider of life insurance and annuities whose mission is to
protect women financially and empower them to improve their lives, families, and communities. In
1895, RoyaNeighbors was founded as a membership organization by nine pioneering women who
recognized the need to insure the lives of women and children and the impmtafiocalized
philanthropy. Headquartered in Rock Island, Illinois, with an operation in Me&ana, Royal

Neighbors serves ovell 8,000 members and delivered more than%illion of Social Good in 20.

For more information, visit us abyalneighbors.org

As a member of Royal Neighbors, you areeamber of a fraternal benefit society. Fraternal benefit
societies are membershipased organizations that are centered on three great traditions. First,

individuals voluntarily join together based upon a common bond. Second, they organize themselves with
their fellow members through a network of local organizations catleabters Andthird, there is a

strong commitment to mutual support of the members and service to communities.

TYPES OF MEMBERSHIP

Royal Neighbors of America offers two types of memberdBgpeficial and general.

1 BeneficialMembers BeneficiaMembers are insured by Royal Neighbors or are the owners of
an annuity or settlement contract with Royal Neighbof$hereis no additional mmbership fee.

1 General membersGereral members are 1gears or older who apply for membership and pay
an annual membership fee of $28eneral members under the age of 15 are considered as
youth general members. For youth general members, membershipdaufrgél the member
reaches the age of 15

As a member of a fraternal benefit society, you have access to mamber savings and philanthropy
programs.Currently,Royal Neighbors members have access to free and discounted services designed to
help yousave money on legal services, vision and dental services, telehealth visits, retail, and more.

* Member Relief FundANDeligibility for our SholarshipProgramare exclusie to BeneficialMembers only*

Program General Member | Beneficial Member
Difference Maker Fund = &
Member Savings Program 1 =

Chapter Membership and
Volunteer Opportunities

11
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Nation of Neighbor8™Award and
Empowerment Grant 4
Royal Neighbors of America
Scholarship Program® 4
Member Relief Fund ¥/
Voting Privileges 1

MEMBERSAVINGS

Holding membership with Royal Neighbors of America provides members and their familigishthe
opportunity to save money with valuable discounts. Please visiivtheber Savingpage of the Royal
Neighbors website for a detaileditiof all thesavingoffered.

PHILANTHROPY PROGRAMS

Member Relef Fund

Royal Neighbors recognizes that serious illness or disaster can strike anyone at any time. In the true
meaning of fraternalism, the Society may provide financial assistance from the Member Relief Fund to
both adult and youttBeneficialMembers.
1 TheMember Relief Fund may be considered BeneficialMembers experiencing extreme
financial hardship as a result of illnepersonal injury or natural disaster.
1 Funding is available annually to assist with the payment of Royal Neighbors premidirecor
financial need, until the annual fund is exhausted.

If you have incurred an illnegsersonal injury or disaster hardship, please visitlthember Relief Fund
page of the Royal Neighbors webdite more information or to applyTo qualify for aid, you must apply
within six months of the occurrence.

Difference Maker Fund

Royal Neighborencourages members to make a difference in their community through volunteerism.
Through this program, membecsn apply for a Difference Maker Fund grant once a year to help offset
the costs of a volunteer projecApproved members are granted $200domplete a project that

supports a grassroots or charitable cause in their community. Members can apgtjsflumd,

Difference Maker Funanline at any time.

12
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Nation of Neighbor§MProgram

The Nation of Neighbonsrogramprovides financial assistance to individuals who have a plan to start or
expand a business, organizationgroup that helps women and/or girls in their community. More than
$2 million has been awarded to grant recipients since the program began in 2007.

Nation of Neighbors recipients must be nominated by a Royal NeigBeoeficialMember,chapter
leader,or qualifiedagent. Howevemominees do not have to be a member to receive the grant. For
more information about how to nominate an outstanding individual, visitkfzion of Neighborgpage
of our website. Nominations are acceptedraally between March 1 andlpril 3Q

Scholarship Program

Royal Neighbors encourages its members to continue their education to reach their personal and
professional goals. Since 1961, we have offered scholarships ®eoaficialMembersg those who are
insured and/or own an annuity with Royal Neighbors. Call (800¥&82 or visit our Royal Neighbors
Scholarshig pagefor more information. Applications are accepted andyftom Decemberl to March
1.

Voting Privileges

The Royal Neighbors of AmeriBaard of Directors consists of betwe@no 11 members, all but 2 of
whom are outside directors elected by the entire adB#neficial membership of the organization. The
two inside directors are approved by the Board. The aBatieficialMembers have the opportunity to
have a direct voice in the governance of the organization through this election process by completing
and returningthe maitin or email balloeachJune.General members are allowed to vote during
meetings.

ROYAL NEIGHBORBRKETING AND COMMUNICATIONS

SIGNAGE

Displaying Royal Neighbors signage at your events is a great way to build awareness for Royal Neighbors
and your chapter. Each chapter should have received laminated signage for their activities. If your
chapter currely has signage or wishes to order additional signs or tablecloths, please contact your
Member Engagement Specialist.

THE ROYAL NEIGHBOR MAGAZINE

Throughout the year, Royal Neighbors publishes a print anth&ne membership magazinén each

Aaadzs$S e2dzff FAYRY
f 'LRFGSa 2y w2eéelf bSAIKOoO2NARQ aOK2fF NAKALI LINE I NI
1 Informative articles to help you stay healthy, both physically and financially.
1 A message from the President/CEO, spdegtures and more.

13
Form 151; Rewv-2021


https://www.royalneighbors.org/non
https://www.royalneighbors.org/scholarships
https://www.theroyalneighbor.org/

Chapter Leadership Planning Guide

1 Chapter stories highlighting volunteer work across our nation

We love hearing from our members! Feel free to share your stories, photos, testimonials, and recipes by
completingthis form They may be featured in a future issue of The Royal Neighbor.

CHAPTER LEADER FACEBOOK GROUP

The Royal Neighbors Chapter Leaders Facebook Group will be your resource for everything you need to
know about successfully leading your chapter. It will be your primary source for program updates,
deadlines, chapter accomplishments and important dateg. Flcebook Group is a collaborative
environment that encourages the sharing of project ideas and discussions among chapter leaders. Reach
out to your Member Engagement Specialist to for more details or join the group here:
facebook.com/groups/royalneighborscl

CHAPTER LEADER NEWSLETTER

As we understand that Facebook may not be accessible for everyone, we believe that our Chapter
Leader Newsletter will reach all leaders far and wide. The newsletter is designed to provide you with
updates and reminders regarding upcoming deadlines, progradates, and special offers for chapters

and members. In addition, the newsletter highlights all the different programs you can patrticipate in as a
general member, BeneficiMember, or Chapter. Make sure to look for the next Chapter Leader
Newsletter inyour inbox! If you are not receiving this newsletter, please email
philanthropy@royalneighbors.org

CHAPTER LEADER EMAIL ADDRESSES

Email is the primary method of contact between you and your MembgaBement Specialist. It is

strongly recommended that all chapter leaders provide an email address to Royal Neighbors so that we
can communicate with you efficiently and help you better serve your chapter. Please contact your
Member Engagement SpecialiBtarcy Smith abarcy.Smith@royalneighbors.qiAmy Finn at
Amy.Finn@royalneighbors.grgr Sara Nguyen &ara.Nguyen@royalneighbors.dayshare your email
address with Royal Neighbors today!

REQUESTING ROYAL NEIGHBORS LOGO FOR USE

Please use the following steps below when requesting to use our Royal Neighbors of America logo.

1 Email a Member Engagesnt Specialist about requesting to use the logo. (email addresses on
page 26)
0 Within the email provide the following information:
OWhat will the logo be used for?

14
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OWhat kind of logo do you need?
0What type of file format do you need?

1 A Member Engagement Spalist will reach out to you regarding this and attach a form that you
will need to complete and send back to us. A file of the logo will not be provided until the form
is completed.

0 You will have to print, sign, and scan the form to send it back to us.

1 After the form has been sent, the logo file that you have requested will be emailed to you.

1 As noted in the form, we will need to see the final use of the logo before we can approve it for
use.

1 Once itis approved, you will receive an emailed pdf letteficming that your chapter has
approval to use the logo the specific purpose outlined in the letter.

HOW TO LOGIN THE ONLINE REPORTING TOOL

Login Pagegrantrequest.com/SID_6061?SA=AM

Click on the hyperlink above to accessdhbkne reporting tool ™

When logging into the new reporting tool for the first time, ylWSTcreate a new
account. (If you are an existing user, skip to step 6)

FF ! @2AR dzaAy3a &2dz2NJ ONRgaASNRa ol O]l 9

IF YOU ARENREW USER

1) Next, Click oNew ApplicantAShown Below

Please Sign In

¢ If you have an account, please log in using your E-mail Address and Password.
* First time applicants, please use the "New Applicant” link found below.

E-mail ) Password

Mew Applicant? Forgeot Passwordd

15
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2) Fill outUser Registration information. (Enter email, make a password, and confirm both)

New Applicant?

An account allows you to access your saved and submitted applications at any time. It
also allows us to send you a submission confirmation e-mail and notify you if additional
information is necessary to process your application.

E-mail

J

Confirm_E-mail

|

Password {must contain at least 5 characters, with both letters and
numbers

)

Confirm Password

0

3) Once information is all entered, click on t@entinuebutton below the confirm password.

E-mail

Confirm E-mail

Password {must contain at least 5 characters, with both letters and
numbers)

Confirm Password

Return to login

4) New account made successfully. An email will be sent to verify and confirm the new account. Yay!
Congratulations, you did it!

Dear Royal Neighbors Member,

Your application account has been created! You can log in to Your Account, https://urldefense.proofpoint.com/v2/uri?
u=https-3A www.grantrequest.com AccountManager.aspx-3Fsid-306061&d=DwIFAg&c=euGZstcaTDIVimEN8b7|XrwqOf-
v5A CdpgnVfiiMM&r=9jyYjp-

PAGFWU26UkWXS8cUhFGUHCIzYvedMAYKgt g&m=hr)7yBihPhykXC6hDjbb0JGDNDWMFUJQsSMGrHiydCF4&s=kJkXdKvWkzt
tYPPPFPAMYOTWX7MkKS-NAlo3|XTsYOwc&e=, at anytime. We suggest that you add this hyperlink to your favorites.

We will not be able to provide you with this password at a later time. If you forget your password, you can reset your
password from the log-in page.

If your next step is to access a specific application, please visit www.royalneighbors.org, click on membership, and choose the
program you wish to apply for.

Thank you!

Philanthropy Team

Royal Neighbors of America

(309) 732-8235
philanthropy@royalneighbors.org

16
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IF YOU ARE ABXISTING USER
1) On the Login page, enter y&mail Addressand Password

Please Sign In

* If you have an account, please log in using your E-mail Address and Password.
* First time applicants, please use the "New Applicant” link found below.

Password

E-mail
ara Nguyen@royalneighbors.org
New Applicant? Forgot Password?

2) After entering the email address and password, presdibginbutton. (Shown Below)

Please Sign In

* If you have an account, please log in using your E-mail Address and Password.
® First time applicants, please use the "New Applicant” link found below.

Password

E-mail
Sara Nguyen@royalneighbors.org LLTTTTTITTT Y
Mew Applicant? Forgot Password?

< B

SKIRo Tips & Trick&§ NLESSou Have ForgotteMour Password

IF YOUFORGET YOUR LOGIN PASSWORD

1) Cick onForgot your Password(Link is shown below)

# [f you have an account, please log in using your E-mail Address and Password.
* First time applicants, please use the "New Applicant" link found below.

E-mail Password
Sara.Nguyen@royalneighbors.org sssssennenee
Mew Applicant? Forgot Password?

2) To reset your password, enter your email address in the textbox below

Forgot Password?
Please enter your e-mail address and click Send Password. We will e-mail you a

temporary password.

E-mail
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3) Click onSend PasswordShownBelow)

Forgot Password?
Please enter your e-mail address and click Send Password. We will e-mail you a
temporary password.

E-mail

Return to login

4) Automatically will go back to logpage. Check Em¥i

5)

Please Sign In

e If you have an account, please log in using your E-mail Address and Password.
* First time applicants, please use the "New Applicant” link found below

If the e-mail address entered belongs to a valid account, a temporary password is on its way. Check your inbox

E-mail Password

New Applicant? Forgot Password?

You will receive an email like the one shown below

Dear Royal Neighbors Applicant,
Your password is: RqdD*tnjD7:i

Log in to Your Account, https://urldefense.proofpoint.com/v2 furl?u=https-3A__ www.grantrequest.com_AccountManager.aspx
3Fsid-3D60618d=DwiFAg&c=euGZsteaTDIvimENBb7jXrwaOf-
v5A_CdpgnVfiiMME&r=Bgudi2PvggbWw48NYlqyKnncFdynjbbZn4RbQ9a03pY&m=vayiaboXI6ry3qvFXkGfilVsg-8E3eSeg-
a8Moc5750&s=a)CivuXk3330d0hezIDYER-r3Mi_JiSpclRGKrybesg&e=, at anytime to access your application forms.

If you are having trouble, you can contact us at (309) 732-8235. We are only able to reset your password and will not be able to
access your account otherwise.

6) Copy the generated password in the email

Dear Royal Neighbors Applicant,

Your password is: RgdD*tnjD7:i <

Log in to Your Account, https://urldefense.proofpoint.com/v2/url?u=https-3A

Use the password given for the next
few steps

Generated passwordSRE DIFFERENT
each time they are requested

7) Go to login page, enter email and paste the generated passwdrdssword

Please Sign In

» If you have an account, please log in using your E-mail Address and Password.
* First time applicants, please use the "New Applicant” link found below.

If the e-mail address entered belongs to a valid account, a temperary password is on its way. Check your inbox.

AN

Password

(easesaseree ) |

Forgot Password?

E-mail

Sara Nguyen@royalneighbors.arg

Mew Applicant?

Form 151; Rewv-2021

Remember:

USEgenerated password
for step 7 and step 8
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8) Enter generated password @urrent Password

Change Password

You will need to change your password to continue.

Current Password

Password (must contain at least 5 characters, with both letters and numbers)

Confirm Password

Remember:

USEgenerated password
for step 7 and step 8

9) Create andEnterNew Password and Confirtldew Password

Change Password

You will need to change your password to continue.

Current Password

Password (must comyain at least 5 characters, with both letters and numbers)

Confirm Password

10) PresdJpdate.

Current Password

LI ITR Y]]

Password {must contain at least 5 characters, with both letters and numbers)
LI IET Y]]

Confirm Passwaord

D>

11) You will automatically be logged in and this message will occur when the password has been

successfully changed. (Left side of screen in red)

Account: Sara.Mguyen@royalneighbors.org | Change E-mail/Password
Last Log in: 6/25/2019 9:34 AM GMT-04:00

‘four password has been successfully changed.

12) You will receive an email verifying that you have changed your passuoogssfully

RN Royal Neighbars Philanthropy Team <mail@grantapplicatiol
Account Update
Te @ 5ara Nguyen

Per your request: Your account password has been changed to (password hidden to protect your privacy).

Form 151; Rewv-2021
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TIPS & TRICKS: ACCOUNT PAGE

Account Page: After logging in, your screen will look I{&hown Below)

HOW TO ACCES% PROGRESRSUBMITTEBPPLICATIONS

In-Progress Applications (Defaultvill automatically show once logged in)
1) Move nmouse over to the box labeleas Show.

@In Progress Appli@ ONLY use these steps if you are
trying to access submitted or in

| Hide Viewer Only Applications

progress applications!

2) Press the droglown bar

¥
Show [ Submitted Applications [#
e

3) Selectin-Progress Applications ] o )
Allin-progress applicationsvill appear

at the bottom. You can see application

name, project title, and date submitted.
You can press on application to see wh
you have incomplete

4) See IAProgress applications shovaelow.

Show In Progress Applications[&]

C D & [ Hide Viewer Only Applications
Project T o ¢ Updated Act

w. 20165 7/8/2010 Qwner sriic

Submitted Applications:

1) Move mouse over to the box labeled &how.

@In Progress AppH@

| Hide Viewer Only Applications

20
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2) Press the drojlown bar

Show | In Progress Applicationﬁ

3) Selectin Submitted Applications

n Progress Applications All submitted applicationswill appear at

showliE

the bottom. You can see application
name, project title, and date submitted.
You can press on application to see wh
you have submitted

Submitted

20066  6/20/2019 Qwner & P

HOW TOACCESS REQUIREMENTS

In Progress Requirements

1) Go to online reporting tod andlog-in. (or use the link provided iamail)

Please Sign In

« If you have an account, please log in using your E-mail Address and Password.
* First time applicants, please use the "New Applicant” link found below
Password

E-mail Password pyalneighbors.org LLTY T I TT Y]

ara.Nguyen@royalneighbors.org New Applicant?

New Applicant?

- D

2) Once on landing page, click Baquirementstab. (to the left of the page)

After pressing on the tab,
the screen will

automaticallyshow you
in-progressrequirements

3) The requirement that is needed to be complete will be shown below the title bar

4) Click on the requirement that you want to complete and staorking

Difference Maker Fund Final Repart Supporting Fj

21
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Submitted Requirements

1) Go to online reporting toolandlog-in. (or use the link provided in email)

Please Sign In

E-mail

ara Nguyen@royalneighbors.org

+ If you have an account, please log in using your E-mail Address and Password.
« First time applicants, please use the "New Applicant” link found below

Password

Hew Applicant?

yalneighbors.org

Password
sesscssssens

New Applicant?

>

2) Once on landing page, click on requirements (b the left of the page)

5 Requirements

Applications

s or sub

your "My Application Page”. This is the area where you will manage your work for saved and completed applications

After pressing on the tab
the screen will

automaticallyshow you
in-progressrequirements

3) Click on thedrop-down arrow, click onSubmitted Requirements(very right of screen)

Show I Submitted Requirements Y

|

Drop-down arrow here

4) Belowthe title bar, you will fi all previously submitted requirements

.,\_{ ibmitted Requirements

5) Click on the title of the projecto see the content of requirement submitted

Dufference Maker Fund Final Report,

Supporting F

HOW TO CONTACT A PHILANTHROPY SPECIALIST

1) Press orContact Us(upper right, next to exit)

MSURING LIVES & SUPPORTING WOMEN o SERVING COMMUNITIES”

Form 151; Rewv-2021



Chapter Leadership Planning Guide

2) Email box will appear and type out the reason for contact

To.. wwuw.royalneighbors.org

Send
Subject

Cc.

3) After typing, pres$Sendwhen you are finished. (Send button will imedifferent locations
depending on your email account)

To... hilanthropy@&royalneighbors.ar
E Cc.
Send .

Subject ||

CHANGING/UPDATE EMAIL ADDRESS OR PASSWORD:

1) Press orChange BMail/Password
(Account: Sara.Mguyen@royalneighbors.org K _Change E-mailf‘Passwor'a_ 2
Last Log in: 7/8/2019 10:02 AM GMT-04:00

Applications

INSUR

2) Pick which option you would lik€hange Password or Changertail Address

If you wish to change the e-mail address you will use to log in, you may do so below.

E-mail

Password

Change Password

If you wish to change the password you will use to log in, you may do so below.

Currant Password
Password (must contain at least 5 characters, with both letters and numbers)

Confirm Password

a. Change Email

i. EnterNew Email Address & Ent&urrentPassword
Change E-mail Address

If you wish to change the e-mail address you will use to leg in, you may do so below.

| Update

23
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PresdJpdate

Change E-mail Address
If you wish to change the e-mail address you will use to leg in, you may do so below|

E-mail

Password

L

b. Change Password

Form 151; Rewv-2021

EnterCurrentPassword

Change Password

If you wish to change the password you will use to log in, you may do so below.

Current Password

Password (must contain at least 5 characters, with both letters and numbers)

Confirm Password

EnterNew Password & Confirilew Password

Change Password

If you wish to change the password you will use to leg in, you may do so below.

Current Password

Password (must cofftajn at least 5 characters, with both letters and numbers)

onfirm Password

PresdUpdate

Change Password

If you wish to change the password you will use to log in, you may do so below.

Current Password

Password (must contain at least 5 characters, with both letters and numbers)

Confirm Password
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SIGNING OUT OF ACCOUNT:

1) Press orthe Exit (upper right, next to contact us)

s SERVING COMMUNITIES

Contact Us { Exit

P
Contact Us | Exit

Show  In Progress Applications ¥

2) Once you are successfully signed out, it will take you to the login. page

Please Sign In

* If you have an account, please log in using your E-mail Address and Password.
* First time applicants, please use the "Mew Applicant” link found below.

E-mail Password

New Applicant? Forgot Password?

HOW TO COMPLETE AN ONLINE REPORT

NAVIGATING AND COMPINEF YOURHAPTER QUARTERLY FUNDING REPORT

Navigating to Report

1) Use the link below to navigate to the Chapter Leader section of our website
Link:royalneighbas.org/membership/chapteteaders

2) Under the Chapter Leader Form bosck® y &/ K I LIGSNarelgey R A y 3

3) Atter clicking it, iwill direct you to the online reporting landing page.

4) Then sign in and press login. (If you do not have an account, usasesteps on page 13)

5) After logging in, the report will automatically pull up.

OR

1) To open online reporting tool to complete Quarterly Repéitick Here!!

2) After clicking it, it will direct you to the online reporting landing page.

3) Then sign in and press login. (If you do not have an account, use new user steps on page 13)
4) After logging in, the report wikutomatically pull up

Completing the Chapter Quarterly Funding Report
Walk through Video on how to complete the reportvimeo.com/359453534/56a71f5758

1) Type in your email and password and presdagin.
2) Once logged in, your application page should look like hée image below)

25
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In order to receive funding, the following requirements must have been met in order to qualify for quarterly i i
C Readthe instructions and
enter the dates in the

:am:esrhl'm::sl'nuﬁ hold a chapter meeting at least once per quarter. The hours generated from these meetings can be counted as tWO text boxes beIOW

2. The Financial Report and Chapter Roster for the prior year must have been submitted by the deadline.

3, The chapter should have at least 10 members,

A

4, This report must be completed within five days of the end of the quarter.
5. The chapter must have an elected President and Secretary/Treasurer,
6. If the chapter is designated as a youth chapter, there must be a Youth Director and Assistant Youth Director.

+pStart date of the quarter you are reporting for
Typically, this January 1, April 1, July 1, or Octobar 1. Plaase use the format 01/01/2020.

=

<End Date of the quarter you are teportlng for
Typically, this is March 31, June 30, September 30, or Dacember 31, Plaase use the format 01/01/2020.

sfsStart date of the quarter you are reporting for
Typically, this January 1, April 1, July 1, or October 1. Please use the format 01/01/2020.

=]

A

*PEnd Date of the quarter you are reporting for
Typically, this is March 31, June 30, September 30, or December 31, Please use the format 01/01/2020,

=l

3) At the bottom of the page, you can then pressiextor Save & Finish Later

4) After you presNext, fill in the following information about you and your Chapter

Please provide the following information about you and your chapter,
F*what is your chapter number?  Chapter City Chapter State q
< Chapter Information
First Name Last Name
Chapter Leader filling out this report Chapter Leader filling out this report
Which b g pecialist does your chapter work with?
* None Amy Fion O Darcy Smith T'm Not Sure
E-mail . 5
Email address of the Chapter Leader filling out this report. This is the email address we will use if we have questions on this report. Your contact information
4

Best Phone Number
This is for the Chapter Leader filling out this report. This is the number we will use if we have questions about this report.

Please provide information about your chapter meetings. Ch M .
M*How many chapter meetings did you hold during this quarter? apter eetlng
In order to qualify for funding, a chapter must have held at least one meeting by phone, email, or in person, If no meating was held, please indicate this. [ .
nformation
<
Vol hours g d from i
Organizing a -oriented group is part of volunteering and we want to make sure to include this! Please note the number of hours that were generated from your]

. 10 members attended a 2 hour meeting 5o this would be 20 hours.

# of volunteer hours aenerated from meetinqi

26
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5) After you presdNext, list and describe thevents that were hosted by your Chapter

[Fvolunteer projects, activities, and other events hosted by the Chapter
Blease provide 2 description of the volunteer projects, events, and other activities hosted by your Chapter during this quarter. For example, you hosted 2 collecti]
drive for the lacal food pantry and arganized  park clean-up. If your chapter did not host anything this quarter, please indicate this.
¥

<«

Word count 0 of 350

PFvolunteer hours generated from these activities

Please provide the total number of volunteer hours generated from chapter-led activities. If you chapter did not generate any volunteer hours in this category, ph
indicate this. Please only enter numbers. <

ALLprograms, activities,
projectshosted by Chapter

<

# of volunteer hours
generated from the events

6) After you presdNext list and describany additional Community Service activities that your
chapter participated in. (Your Chapter didDThost or lead this event)

A

ALLprograms, activities,
projectsNOThosted by
Chapter

A

# of volunteer hours
generated from the events

7) After you presdNext, look back athe volunteer hours section in stepsb4and 6 (sections 2,3,
and 4). Take the hours generated from the three section and add them together.

&
<«

Add total sum of the three
sections here

8) Below the first question, you can calculate your social good amount pressing the calculator

below. The amount will be automatically calculated for you.

P
<«

Click on the calculator

here and it will
automatically populate

9) After you presdNext, list and describe the eventlat were hosted by your Chapter

A

Amount used this
quarter

A

Amountgenerated

A

Amountdonated
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Any nonmonetary
amount donated
(if any)
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