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1. Chapter Member Lists: The OWLS office produces a bi-annual chapter report for chapter payments. As
such, member lists are readily available in November and May each year upon completion of this reporting.
Member lists are also available upon request during other parts of the year with 2-5 business days' lead
time. OSB also provides OWLS a list of new admittees 2-3 times per year. OWLS can provide the names of
new admittees in your county upon request if you would like to complete outreach in your area.

2. Chapter Communication:
a. OWLS has two main communication channels: the Listserv and the “official OWLS emails” (via
Mailchimp).
i. The listserve is used for a variety of purposes including referrals, job postings, legal

questions, community discussions and random “spam” questions. For our statewide
OWLS, this list can sometimes be a little Portland heavy, so daily digest is a good way to
stay informed or get this info, but not flood your inbox. The daily digest feature sends a
daily summary email rather than sending them out individually, which can save your inbox.
Also, inbox folders and filter rules can help sort emails for relevance / topic.

ii. The “Official OWLS Emails” includes the Monthly Newsletter, which broadcasts events
happening in the near future, as well as links to the latest Advance Sheet and other helpful
information. This includes our Members on the Move section which showcases our
member’s new positions or professional accomplishments. Any OWLS can submit a notice
for this section; description and photo are requested by the last Monday of each month to
be included in the next newsletter which goes out in the first week of the month.
Additionally, the quarterly publication of the Advance Sheet is sent via this same list. If you
would like us to send an email to OWLS in your county about an event your chapter is
hosting, contact the PMC for assistance.

b. Many chapters also independently operate their own chapter listserv. Please contact PMC if you
need assistance/ideas on implementing a system for your chapter.

3. Chapter Events: Please help us promote your chapter’s events—whether large CLEs or smaller networking
gatherings. OWLS can feature events in the statewide calendar and monthly newsletter when we are
informed. To support this, please consider adding OWLS to your mailing list or including upcoming events
in your monthly report. Events may include coffee socials or luncheons, steering committee meetings,
leadership recruitment events, CLEs, “Get to Know Your Judge” programs, and more. We welcome updates
and look forward to highlighting the excellent work happening across chapters!
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4. Reoccurring Deadlines:

a.

ENEWS: Please submit details for any events you are hosting that OWLS staff may not be aware
of for the E-newsletter by the last Monday of the month to be included.

Advance Sheet: The Advance Sheet comes out quarterly to OWLS members. Deadlines to include
events and articles are generally near Mar 15, June 15, Sept 15 and Dec 15. See the OWLS calendar
for full, specific details. The AdvanceSheet is edited by the committee and published/distributed
by the OWLS Office.

Chapter Reports: Chapter representatives are asked to send reports of their events ahead of
board meetings so staff can prepare a combined document for the Board as an update on all the
goings on across the state. Chapter rebates are dependent on these updates, so be sure to send
them in; the PMC sends out email reminders one week ahead of and on the due date. Any update
is better than none, so don't get caught up in making them too formal if your schedule is
overwhelmed. We want to hear from you!

5. General Administrative Support from the Program and Membership Coordinator (PMC): Thank you for all
the work you are doing to promote opportunity and leadership in your area. OWLS PMCis available as a
resource and support to chapters as outlined below:

a.

Baseline Support (no request needed)
Ensuring all chapter events are added to the OWLS website calendar & the E-Newsletter,
responding to needs presented in chapter reports, liaising between AdvanceSheet and chapters
based on chapter report form submissions
Baseline Support (always available upon request)
Providing any historical chapter documents upon request, creating registration links for events,
posting events to the listserv, providing a list of chapter members, submitting CLE applications
and processing CLE attendance reports
“As Capacity Allows"” Support (may need more lead time during certain event cycles)
Social media promotion, graphic design work for flyers/socials, individualized follow-up tasks,
higher-touch support. See also suggested timelines guidance below.
Out-of-Scope / Should Be Led by Chapter Chairs
Deciding upcoming meeting times, creating surveys or doodles, drafting minutes, running
chapter-owned processes, drafting or creating CLE materials, attending every meeting, executing
all other program/event promotion and marketing.
Recommended Timelines for Support Requests (requests may be granted with less notice,
however, during the busier seasons of the OWLS year, this will ensure your project can be
considered in a quality manner)
i. CLE application - 2-3 months in advance of CLE date

ii. Networking/social events promotion - 1-2 months in advance

iii. Graphic design requests —2-3 weeks in advance of target promotion start

iv. Registration links — 2-3 business days in advance of need
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