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The purpose of this handbook is to assist you in organizing an RA chapter in your city or region.  Because Republicans Abroad is a volunteer organization, this handbook is intended to provide information to help you operate effectively and efficiently.  If at any time or for any reason you have a question or other concern, please contact your Country Chairman.  

Introduction
In 1976, Congress voted to enfranchise all U.S. citizens residing abroad regardless of whether or not they maintained a state-side residence. The existence of a few scattered groups of American citizens living in Mexico, the Philippines and Europe some years ago, pointed to the Republican’s need for an organization of Americans abroad.  The result was the founding of REPUBLICANS ABROAD, otherwise referred to as RA. 

Providing a voice for Republicans residing outside the U.S., RA offers a means for Americans living abroad to stay active in Republican politics.  Now organized in over 55 countries, RA provides its members with a channel of communication to members of Congress, the Administration and the White House as well as state and local officials.  The organization serves as the primary source of information regarding candidates and voting procedures for Americans residing abroad, delivering over 1 1/2 million votes during its first decade in existence.

Formed in 1978, RA is based in Washington, D.C. RA’s executive committee is comprised of a chairman, vice chairman, legal counsel, finance chairman, appointed members of the committee, elected country chairmen and four regional chairmen.  Executive committee members are elected or appointed to two-year terms and regional chairmen are elected by the country chairmen in their respective regions (Europe, Asia/Pacific, Western Hemisphere and the Middle East/Africa).

This handbook is broken into 6 categories.  Each section deals with different topics that as a City Chairman, you need to understand.  As some countries have strict laws pertaining to “outside” political organizations, it is essential that you become familiar with your host country’s laws and regulations.  The intention of RA is not to get involved in local or host country politics.  The organization exists for the banding together of Americans living abroad in order to achieve a common goal.

Goals and Objectives
The purpose of Republicans Abroad is to:

· To represent and promote the interests of U.S. Republicans

· To promote voter registration and the casting of absentee ballots by non-resident Americans

· To provide a vehicle for participation in Republican politics

· To disseminate election information of particular interest to Republicans 

· To inform political leaders in the U.S. of the special concerns of Americans residing abroad 

Becoming a City Chairman

As a City Chairman, you are representing the image of Republicans.  As well as becoming an invaluable resource to the organization, you have the opportunity to become a leader and a source of information for your local community.  City Chairmen are often called upon by:

· Americans living in their area

· Their local business community

· Local civic and educational institutions

· Local press 

· Other organizations and individuals seeking political information

As a City Chairman you become a source of expertise and information.  This responsibility requires individuals with special talents for organization, communication, finance and of course a particular interest in political and current affairs.  Your duties will place you in a position of leadership within your local community and at times you may be called upon to serve larger functions within your respective country organization.

Qualifications:

City Chairmen are appointed by and serve according to the discretion of their respective Country Chairman in a strictly voluntary capacity.  Individuals must meet certain qualifications prior to consideration for appointment.  Though there are exceptions, eligibility for appointment is subject to the following minimal requirements:

· U.S. citizenship

· Residence within your respective city/region

· 21 years of age or older

· Current membership within your respective country chapter

Petitions:

Upon meeting these minimal requirements, you may petition your Country Chairman for appointment as a City Chairman.  Please note, petitions and all material provided will NOT be returned. Your petition should include the following:

· Resumé highlighting your education, work experience and significant activities

· City Chairman Application for your respective country chapter 

· Nomination by 5 current and/or new members within your specified region (you may submit the applications/dues of new members with your petition)

Appointment:

Upon satisfactory review and approval of your application by the Country Chairman you will receive an appointment as an interim City Chairman.  As there may be several petitions considered for your city/region, interim City Chairmen have 4 weeks to form their respective City Chapter Boards before qualifying for appointment as an official City Chairman and thus eligible for:

· Budgetary funding (50% of all net dues and local contributions received by the Country Chapter)
· Formal recognition in all official references of the Country Chapter
· Approval for business cards, forms and official representation of the Country Chapter
Forming your City Chapter Board

Before attempting to organize and administer your City Committee Board, it is important that you read and understand the bylaws of Republicans Abroad and related federal guidelines for political activities.  You will receive these items under separate cover upon appointment as an interim City Chairman along with a City Chapter Application.  This form must be completed and returned before you will be recognized as an official City Chairman, thus qualifying for membership and the benefits of the Country Board of City Regions.  Please read all information carefully as you will be expected to understand relevant federal and organizational guidelines.  You are free to organize your City Chapter however you wish, subject to the following guidelines and the bylaws of Republicans Abroad.  It is important to consider the following:

· Your vote and influence on the Country Board of City Regions is based upon the number of current members within your City Chapter.

· Your City Chapter’s funding is directly linked to the number of members in your chapter.

· Having a City Chapter Board composed of an effective team is the most effective way to grow your chapter.

When organizing your City Chapter Board, attempt to bring in individuals with various skills, contacts and expertise.  Contact members of the business community where you are residing.  Social clubs, such as American business clubs, the International Women’s Club and the U.S. Chamber of Commerce, as well as American/international schools are good sources.  A complete list of American organizations can be obtained from the American Embassy or Consulate.

Your City Committee Board should consist of:

CHAIRMAN

The City Chairman is appointed by the Country Chairman and is fully responsible for all RA activities in his or her city/region.  The City Chairman will appoint the City Chapter Board members and delegate the planning, organization and administration of his or her chapter’s activities.  The City Chairman is responsible for realizing organizational goals, submitting requests for budgetary funds and for obtaining support within the American community of the respective city/region.  The City Chairman will report to his or her respective Country Chairman.  

VICE CHAIRMAN

The Vice Chairman helps the City Chairman to carry out his or her responsibilities and represents the City Chairman when he or she is absent.  In addition, the Vice Chairman may take on specific responsibilities to build and maintain membership.

SECRETARY

The committee must have a Secretary for administrative support.  This position is vital because it often acts as the “nerve center” or informational nucleus of the city chapter.  The Secretary is responsible for taking the meeting minutes, retaining other records of all activities, and assisting in the dissemination of information and correspondence.  The Secretary also conducts activities involving promotion and publicity. Responsibility for publicity requires a close relationship with the local press and sufficient knowledge of marketing and promotion.  

VOTING OFFICER

You will need to appoint a Voting Officer to organize and coordinate voter registration events as well as outreach to Americans residing in your city/region. The Voting Officer is responsible for working with the U.S. Embassy voting officer to organize community voter registration. This person will be expected to understand the process of registering voters and should obtain a copy of the Voter Assistance Guide (VAG) to assist with their duties.  The City Chairman should organize voter registration days in cooperation with the Country Chapter in local American schools and churches as well as outreach to U.S. businesses.  Please refer to the RA Voter Registration Guide for further details regarding the duties of this office.

TREASURER

The Treasurer is responsible for conducting fundraising activities, approving the expenses of the chapter, accounting for all financial transactions and reporting to members on the financial status of the City Chapter.  RA’s country chapters are self-supporting, as is the international headquarters of Republicans Abroad.  The country chapter establishes the membership dues structure and goals to be met in order to reach the widest possible American audience in the respective community.  Your Treasurer should be a known person with strong ties to the community with the ability to mobilize and maintain the support that you will need to sponsor activities.

MILITARY or YOUTH LIAISON (OPTIONAL)

In the event that a U.S. military installation exists near your community, you may want to appoint a liaison to serve the specific voting needs of military personnel.  This person should have military experience either as a former member of the armed forces or experience in a related capacity.  A good source for such an individual could be a member of a local chapter of the Veterans of Foreign Wars (VFW) or American Legion posts.  You may also appoint a youth liaison if you have a large student population on your area.  This can be very useful for voter registration and other public outreach campaigns.

Once you establish your board, notify your Country Chairman and return the City Chapter Application to validate the formation of your City Chapter Board.  The Country Chairman will provide confirmation of your appointment as an official City Chairman and officially recognize your City Chapter.  The Country Chapter will refer other Americans in your city/region to your City Chapter, approve the use of official stationary and provide assistance during voter registration drives and other community affairs. You should make courtesy calls to your local U.S. consulate, press and American-oriented organizations notifying them of the purpose of RA and the existence of your City Chapter for their future reference.  You will be expected to maintain regular contact with your Country Chairman as a member of the Country Chapter's Board of City/Regions, providing information, assisting in planning, conducting the coordinated activities of your Country Chapter and eligible for appointment as a country officer. 

Public Relations

Publicity is central to RA’s activities.  The success of your City Chapter will depend heavily upon public relations (PR) efforts.  Through your PR, your chapter will gain recognition within the community, attract new members and assist in efforts to raise funds to operate.  In order to expand your City Chapter, you must bring in new members through publicity, events, advertising, etc.  A good relationship with the local press will open the way to promoting your City Chapter activities.  In many cases, you will be looked upon as an important and official source of information, since the U.S. Embassies are prevented from expressing partisan points of view, particularly during elections.

Press reports, news clips, video clips, Presidential statements regarding Americans abroad and other relevant material may provided by your Country Chapter.  These materials should be forwarded to your designated press contact (preferably the Secretary for your City Chapter) to be distributed to your local press.  You should contact your Country Chairman to ensure independent activities of your City Chapter comply with federal and other guidelines concerning political activity.  City Chairman are expected and urged to become engaged in their communities as well as contribute to the functions of their respective Country Chapter.  

Once established, call and meet with U.S. companies and organizations in your area to discuss different avenues of mutual interest and cooperation.  You will be surprised at the number of U.S. citizens, firms and other organizations in your community that will enthusiastically provide cooperation and assistance with the activities of your City Chapter.  Approximately 80% of all Americans residing abroad vote Republican.  The majority of American companies operating abroad espouse Republican philosophy.  Your Country Chairman is able to provide materials and assistance to help you present yourself in keeping with the image and reputation of RA.  This specifically refers to letterhead, business cards, press releases, logos, websites, etc. 

Membership Recruitment

When starting your City Chapter, it is imperative that you establish a common denominator between the needs of your members and the abilities, assets and goals of Republicans Abroad.  First, you must convey to members the functions RA performs and what you intend to accomplish within your City Chapter in keeping with the objectives of the Country Chapter.  This could include membership and voter registration goals or activities and planned events.

Emphasize how each member will benefit from involvement in Republicans Abroad.  In addition to voting assistance and information on candidates, RA offers its members a channel of communication to Congress, the White House and the Administration.  We lobby on behalf of the interest of Americans abroad on areas such as tax issues and trade and keep members abreast on local and state issues.  With chapters currently in over 55 countries around the world, we are able to provide unprecedented assistance to our members when they are traveling as well.

Advertising

Advertising can take on several forms, such as placing ads in local English language papers, radio spots, or simply placing announcements with local clubs where Americans congregate.  Depending on City Chapter funds and whether the community has a local English language newspaper or other outlet for information to your local American community, ads can be placed to announce upcoming events.  Take pictures at all events (dinners, receptions and meetings).  They can be used not only for your own newsletters but also for RA’s website, circulated in the U.S. and abroad.

Newsletters

Providing a regular newsletter is crucial to the strength of your City Chapter for two reasons:

· Members need to remain informed of the progress of your City Chapter in order to feel they are a part of an active organization working on their behalf.

· In addition to advertising in your community, newsletters will serve as a means for conducting public relations and an excellent way to attract new members.

Newsletters are published on a quarterly basis and coordinated by your Country Chapter.  In order to reduce costs and promote involvement through delegation, City Chapters are responsible for distributing newsletters to their respective members.  City Chapters should regularly contribute articles indicating to the rest of the country active involvement in RA.  In some cases, this information may be passed on to Washington, DC for subsequent publications.

Submissions should include:

· Announcements of voter registration rallies, receptions, information on legislation of concern to your members, interviews, or biographies of your members

· Pictures of events and people

· Contact information 

Your Country Chairman is able to provide guidelines concerning format and content to assist your committee.

Finance
It is imperative that each City Chapter maintain membership and contribution forms at all times for solicitation.  Membership dues provide much needed revenue to keep City Chapters functioning.  Membership dues are remitted to the Country Chapter and allocated to fund essential operations.  Dues schedules are established by the Country Chairman according to operational budget commitments including mandated dues submitted to the international headquarters of RA.  50% of the remaining net funds are retained for allocation to originating City Chapters to cover essential operational expenses.  

As RA is a not for profit organization composed of volunteers, the Country Chapter strictly regulates the distribution of funds originating through membership dues.  Requests by City Chapters require approval by the City Chairman and corresponding City Treasurer.  The City Treasurer is subsequently responsible for providing invoices for all resulting expenditures.  Due to the need to extend membership to as many individuals as possible, it is often the policy of the Country Chairman to limit dues to levels able to meet only the most basic budgetary requirements essential to maintaining organizational integrity.  Thus RA stresses the importance for City Chapters to seek contributions, sponsorships and cooperation to limit the direct expenses of City Chapters.

Contributions are strictly regulated at the federal level and you should consult with your Country Chairman on all issues involving contributions of cash, services or use of facilities or other resources.  However, cooperation with local organizations is critical to growing your City Chapter and heightening recognition within your community.  Your Country Chapter is your partner and will provide guidance and assistance.  RA is committed to ensuring City Chapter operate and grow in keeping with all applicable regulation of political activity by understanding existing restrictions and avoiding unnecessary bureaucracy.  Your Country Chairman is a resource and should be called upon anytime you have a question or concern.  It is important to stress that as a representative of a political organization, ethics and integrity are fundamental to the position of City Chairman.  

Fund Raising:

A reception to “kick-off” for your City Chapter is a good means of raising immediate funds, increasing your membership and obtaining publicity all at one time.  Invite friends, neighbors and business colleagues to your home (or club) for a “get acquainted” meeting.  Explain what Republicans Abroad is and its objectives.  Stress the benefits of RA to the American community.  During the meeting, appoint individuals to pursue activities and events that will grow and engage your City Chapter.  For further ideas regarding fundraising opportunities, contact your Country Chairman, who will provide, guides and assistance

Public Speaker Program
The speakers program is one of the most important aspects of the country organization.  It gives Americans a chance to get a first hand look at what the government back home is doing and why.  This engages members and exposes them to the views of those with relevant knowledge on issues of interest to Americans abroad.  Be on the lookout for speakers that can address your group.  It is particularly important to hold receptions honoring noteworthy individuals and events.  This attracts publicity for your City Chapter and establishes credibility for RA.  It is advisable to invite local U.S. officials to such events.  Most are aware of Republicans Abroad and are happy to be of service on such occasions.


The following individuals serve as suitable public speakers:

· Political personalities from your host country

· High-ranking officers of the U.S. Armed Forces

· News/media representatives  

· Writers or scholars

· Businessmen with expertise in U.S. trade policy

· Foreign Ambassadors in your host country

· Academics in the field of politics or history

It is also possible to cooperate with other organizations to offset the costs of conducting such engagements.  It is common practice to provide RA members with a 50% discount off the regular entry cost for events that require a fee.  Utilize the talents of your City Chapter Board and other members in your Chapter, this will boost enthusiasm and morale while increasing you organizational effectiveness.

Communications
It is important to keep abreast of the most up-to-date current events especially regarding U.S. politics and government.  City Chairmen are often subject to public and press inquiries and are expected to have an adequate level of knowledge regarding politically relevant issues.  It is important however to stress that RA does not represent or specifically endorse any party or candidates and all comments or views expressed are strictly those of the individual making them.  Formal inquiries regarding policy or the official views of any party organization or candidate should be referred to your respective Country Chairman.  

Maintain contact with other City Chairmen of your Country Chapter.  They can be of assistance to you and you will find many common denominators between you and fellow chairmen.  Furthermore, leveraging the resources of your Country Chapter's network of City Chapter will multiply your activities in nearly all areas, from fundraising to voter outreach.  Make the most of all the resources available to you including your most valuable asset, people.  Successful organizations maintain regular and fluid internal communication, this includes members of your City Chapter as well as the Country Chapter. 

Voting
There are over 6 million Americans currently residing abroad and with up to 80% of all Americans voting Republican you can imagine the influence RA’s votes have over close elections.  Your efforts matter, and close elections have been won by Republicans due to absentee votes from abroad.  As election time draws closer, you will start to receive a continuous flow of information regarding candidates and issues.  Your Country Chairman will also supply City Chapter with the necessary tools needed to hold voter registration rallies (absentee cards, voting guidebooks, write-in ballots).  During the campaign cycle RA advertises in international English language papers such as The International Herald Tribune and USA TODAY INTERNATIONAL.  Try to hold two or three voter-registration rallies during the campaign (spring, early summer and fall).  Contact the U.S. Embassy or Consulate for assistance if needed.  If you can locate a Democrats Abroad chapter in your country, the Embassy usually will allow you to use their facilities for such bipartisan events.  For mailing information on voting, please refer to RA’s “Voting Guide Manual.”

Conclusion

Republicans share a commitment to the principles of freedom and personal accountability.  As a City Chairman of Republicans Abroad, you become a representative of Republican virtues as well as a remarkable legacy and proud tradition.  Your service is valued and appreciated.  The volunteer members of RA are a source of strength and their involvement is an expression of U.S. Republicanism and its enduring role in the growth, resilience and resolve of the United States of America.  We invite you to become a City Chairman and contribute to the leadership of RA as we globally define our future.
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