2015
ODD Information

Walter Boomsma, Communications Director
Maine State Grange

INTRODUCTION
Information for officers, directors and deputies

Greetings, Fellow State Leaders!
Let me begin by saying “I’m sorry I can’t be with you…” This Deputy School and Directors’ Meeting is certainly a
wonderful opportunity to meet and greet, as well as formulate some plans for the future.
By way of a brief introduction, I have been involved with the Grange for nearly fifteen years. My “home” Grange is
Valley Grange in Guilford. I am retired from a career in developing human potential and operating my own consulting
business specializing in organizational design and development. I continue to work as an educator teaching adults
and substitute teaching kindergarten through sixth grade at our local public school.
Several years ago I wrote a book about my experiences with kids, “Small People—Big Brains.” Since then I formed
and now operate a small publishing company called Abbot Village Press. Some say that I’m busier now than I was
before I retired.
One reason for sharing some of this is so that folks will understand, my “work” as Communications Director and
webmaster is voluntary. I can often be hard to reach by telephone when I’m teaching. Those who know me
understand that working with kids is my top priority. I am a huge proponent of the Dictionary Project and am very
proud of the number of programs Valley Grangers have developed to support kids.
This little booklet is my attempt to share with you some of the resources available to you as a State Grange Leader
and offer some suggestions for making use of them. This is a department of one in one sense, but in another it includes
every officer and member of our order. We all are constantly communicating. Part of the mission of the
Communications Department is to encourage positive and effective communication both within the organization and
outside the organization.
Questions and suggestions are always welcomed. If there is some way I can help you or a Grange in our state, let me
know!

Walter Boomsma, Communications Director
Webmaster@mainestategrange.org
207 343-1842
17 River Road, Abbot ME 04406
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GENERAL INFORMATION
MISSION AND PRIORITIES
The position of Communications Director was created in 2014 with at least several goals in mind:


To create a more integrated system of communicating and a greater consistency of content and style,



To develop an economy of effort with a focus on improving internal communication throughout our
organization,



To decrease the amount of time required for information to be distributed throughout the organization,



To increase the amount of information available to members and the public, and



To raise the level of professionalism and delivery of information both within and outside the organization.

These broad goals are a welcomed challenge to me personally—and I would challenge every Granger to adopt them.
Communication is a powerful tool that can contribute to the growth of our Granges at all levels.
I believe we need to continue to focus on internal priorities and offer as evidence the sorts of questions often
submitted through the website. Many would seem quite basic to someone who has been involved with the Grange
for a while. (“Who is allowed to attend State Convention? Where do I get…?) The nature of our organization is such
that we do not have a solid communications infrastructure. Thus an important priority for this position is to distribute
as much information as widely as possible.

COMMUNICATION TOOLS
Over the past several years we have established several communications vehicles. While each serves a distinct
purpose, one of my goals has been to keep our communications efforts integrated and synergistic. Just as one
example, most columns or articles submitted by directors are published both on the website and in the printed
bulletin.

WEBSITE
The MSG website has existed in its current form since 2010. While we frequently hear the complaint “not everyone
has the Internet,” another reality is that many do. The website is extremely cost-effective, it offers a nearly
immediate opportunity to release information, and does allow for two-way communication.
Looking at the historical use of the site, the frequency of information posted, in descending order, is





Information from state officers and directors
Information gleaned from other sources (including National Grange, agricultural resources, etc.) and
typically assembled or written by the communications director
News and information about Granges (“Exciting Granges and Grangers”)
Events posted to the MSG Event Calendar

We have a tremendous opportunity to improve all four areas. I understand that Master Rick expects directors to
write a column on a regular monthly basis. This is not a new expectation. Many thanks go to those who have
consistently submitted columns and articles.
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It is important to understand that the website is both a resource and an opportunity to communicate. Much of the
information local Granges need can be found on the site: program books, forms, contest rules, etc. I’m making every
attempt to keep the information available and accessible, but I can’t post what I do not have or do not know. I have
heard the comment “(such and such) doesn’t need to be on the website.” To those who are thinking and saying that,
I would ask, “Why not?!”
Yes, there are exceptions. By policy we do not post obituaries or information that could be construed as “negative”
–one reason we’ve not posted news about the California Grange situation. We also have not posted resolutions until
they are adopted so there is no confusion regarding Grange Policy. I would encourage you to read the website policy
contained in the website handbook.
Please encourage local Granges to submit their news and photos! The Leadership Conference we sponsored last
spring proved both the value and need for sharing
success stories.
State officers, directors, and deputies should be
subscribed to the website. Subscribing means,
simply, you don’t have to remember to check the
website. Whenever posts are made they are
automatically emailed to you, but not more than
once daily.
Subscribing is a two-step process. First you visit the
site and use the center box near the top of the page.
Enter your email address and click the [subscribe]
button.
You will soon receive an email instructing you to confirm your subscription. You must complete that instruction or
you will not be subscribed.

BULLETIN
The Bulletin is printed and mailed monthly to local Granges. This is done in part because “not everyone uses the
Internet.” Please note that everything published in the Bulletin is also posted to the website. But not everything
posted to the website will appear in the Bulletin. This is due in part to keeping the Bulletin at a manageable size and
due to scheduling.
The deadline for the Bulletin is the fifteen of each month. (We are approaching the end of the second year of the
Bulletin and I haven’t missed a deadline yet!) This means the completed Bulletin is posted to the site and mailed to
MSG Headquarters no later than the 16th of the month. But we need to remember that Bulletin may not be received
and read at a local Grange meeting for as much as month. This is not a case of needing to get the Bulletin out faster,
it is the nature of most Granges meeting once per month.
Valley Grange, for example, meets on the third Friday. That means it’s very unlikely the Bulletin published on
December 15 will arrive before the December Meeting. That December Bulletin will actually be available and read
at the meeting held the third week in January. Please keep this in mind when submitting material.
I would also note that there is a “secretary’s section” at the beginning of every issue. The goal of developing this
section is to make it easy for the secretary to announce the highlights of every Bulletin without reading every word.
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ODD EMAIL LIST
The ODD Email List is a relatively new service of the Communications Department. Using an email distribution service
called “MailChimp” makes it possible for us to distribute information quickly via email. Because we are a limited
user, the service comes at no charge.
The list is maintained by three categories: officers (elected), directors, and deputies. While most email is sent to
everyone, it is possible to email just to one category. As a matter of interest, there are 51 positions represented on
the list. Of those, 44 have working email addresses.
The primary purpose of the ODD email list is to make it possible to quickly communicate information and news to
all officers, directors, and deputies. Since most of you are currently receiving those emails, you know whereof we
speak!

OTHER
The following information is currently available for downloading and printing from the website:


Communications Handbook 2015-16 — Information that will help you communicate, publicize, and
advertise your Grange.)



Annual Report 2015-Communications — Find out some of the things your Communications Director did
during the Grange Year 2014-2015!



Certificate of Appreciation This is a very basic, letter sized certificate that can be printed and filled out by
hand on short notice. It can be used to communicate appreciation to guest speakers, folks who donate or
in some way “contribute” to your Grange.



Leadership Directory 2015-2016 is a one-page (two-sided) handy-dandy directory of officers, directors, and
deputies with phone numbers and email addresses compiled and updated October 2015.



Grange Position Descriptions lists Grange Offices and some of the most common committees and
appointments with a very brief description of their purposes and responsibilities.



Directory of Granges is a handy-dandy directory of Granges located in Maine based on the 2014 Roster.



Maine State Grange Bulletin Policy explains what we seek for content and how to submit articles and
information.



Maine State Grange Website Handbook includes instructions on how to use different features, site policy,
etc.



National Grange Public Awareness Guide (a bit dated but the basics are excellent and will help you consider
how to create good public awareness by communication.)



National Grange Community Program Guide (a bit dated but covers the basics of developing and effectively
communicating your Grange’s community programs.)

I have requested that the Leadership Directory be handed out as part of your material. Deputies might consider
carrying extra copies and making them available to local Granges during your visits. This might also be part of the
annual Pomona “inspections.” An important part of communication is letting folks know who is in charge of what
and how to make contact.
We need to be a resource to local Granges. Please distribute information freely!
5|P a g e

DEVELOPING CONTENT
POSTS
Anyone can write a post! Posts can be as short as a few sentences and
as long as several hundred words. One reason blogging has caught on is
that it can be quite easy!
All posts are reviewed and edited both for appropriateness and style.
(I’d suggest reading the Bulletin Policy for some guidelines and
suggestions.) Because I work with the media, I tend to follow the AP
Style Manual. But you don’t have to worry about that! Just write! I will edit.
I have long wished we were seeing more posts submitted! We’ve recently added “View from the Farm” and
“Exploring Traditions” to encourage writers, but we aren’t limited to those topics. We’re looking for ideas and any
sort of information that might be of interest to other Grangers.
During State Convention, I spoke briefly with a Granger who described how the members of his Grange have teamed
up with a local theatre company. Once a year they put on a play, sharing the responsibilities and the profits. As a
result, they raise enough money to “pay the bills” for the entire year. That’s the sort of thing that would make for a
great post—successful ideas!

COLUMNS
State Master Rick has indicated he expects directors to write a column every month. As Communications Director,
this is a policy I can certainly support! I will usually remind folks once, around the first of the month, that columns
are due. An important role of all directors is that of informing and encouraging the membership regarding their area
of responsibility.
We have a huge opportunity to “think outside the box.” While things like contests and meetings are important, there
is so much more we could be sharing, including general information. Let’s look at an example. I have occasionally
suggested that one important value of the Grange is that we are a “family friendly” organization. We have specialty
areas like juniors, youth, women’s activities… Should we have a CFA group? (Committee on Family Activities)
What would a CFA Director write about in her monthly column? How about reviews of places families could visit?
Ideas for family based programs? Thoughts about healthy family living? I’m using this fictional example so as not to
appear critical of existing functions and columns. If you are a director and have “writer’s block” shoot me an email
and we’ll come up with some ideas!

EVENTS
Granges might need to be reminded there is an events calendar on the website! In order to keep the calendar
manageable, we do not list regular meetings, but are happy to list special programs, public suppers, etc. An ongoing
challenge is getting the information far enough in advance and getting all the details. The most often omitted detail
is the location of the Grange!
Given the increasing use of GPS, Granges ought to seriously consider going to their municipal offices and asking for
a determination of the street address for the Grange Hall. (This is also important when making 911 calls—an
interesting aside here is that following the Nickel Mines Tragedy in Pennsylvania, Amish one room school houses
were all required to have an e-911 address so emergency services to locate them quickly.)
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SUBMITTING INFORMATION
THROUGH THE WEBSITE
Submitting information through the website is
“easy peasy!” You simply visit the site, click the
“submit information” tab, the fill in the form that
appears. Just don’t forget to click the [submit]
button at the bottom of the form after you’ve
entered the information!
The one disadvantage of submitting through the
website is it’s not possible to include photos. In
order to submit photos, email is the way to go
and, in some respects, that’s even easier than
using the site!

USING EMAIL
To submit posts, columns, and events by email is also simple. Send the email to webmaster@mainestategrange.org,
remembering to include all the details. The simplest approach is to write the article right in the body of the email.
Some folks are using word processing programs such as Microsoft Word and attaching the file to the email. While I
have a number of conversion programs, this can lead to compatibility problems. I have, for example, received
documents that I simply cannot open because I do not have the program used to write them. Again, the simplest
solution is to copy the article from the program you use and paste it into the body of the email.
If you have questions regarding specific software, please let me know—but do not wait until the day your column is
due when there may not be time to resolve issues. Remember, I am dealing with columns (hopefully!) from every
director and several officers. I’m not asking for sympathy, but if everyone will just follow some basic guidelines, my
job is much more manageable.
Email is absolutely the best way to submit photos by simply attaching them to the email. It should go without saying
that photos should be clear, focused, etc. For those familiar with digital photography, I would ask that you compress
or reduce file size—since we are using them online a DPI of as little as 75-100 is more than ample and will save time
and server space. (I reduce larger photos before uploading them anyway.)
Most posts lend themselves to not more than 2-3 photos maximum. Please include captions or at least identify the
folks in photos—the accepted practice is to list groups left to right.

USING SNAIL MAIL
Yes! Snail mail is an option! If you are going to snail mail columns or articles, you should allow plenty of extra time
because in addition to travel time, it is likely that I will need to either retype or scan what you’ve submitted. Send
snail mail to my home address: 17 River Road, Abbot ME 04406.

SUPPLEMENTAL MATERIALS
MAINE STATE GRANGE BULLETIN EDITORIAL POLICY
The Maine State Grange Bulletin serves as an internal communication mechanism that will facilitate sharing
information between state leadership and members. In determining what to publish two guiding questions will be
applied:
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1.
2.

Does the information or article submitted have general interest statewide?
Does the information or article reflect Grange values?

Publishing priority will be given to articles submitted by state officers and directors, but the Maine State Grange
Bulletin encourages articles from the membership. The writer’ s name and contact information for verification
must be included. Submission does not guarantee publication. The Maine State Grange Bulletin reserves the right to
make any changes necessary to accepted articles. Anonymous, pseudonyms and articles dealing with personalities
will not be printed. The editor reserves the right to edit articles for style, grammar, spelling and length. The
overriding standard for editing will be good old commonsense fairness.
The State Master and Executive Committee will serve as an editorial policy review board when necessary.
All articles and information must be submitted by the fifteenth of the month. Our goal is then to have the issue
assembled, printed and mailed by the end of that month. (Articles will be posted to the web site as received unless
otherwise requested.)
The process for submitting to the bulletin is the same as submitting to the web site. There are three options:
1. Use the [SUBMIT] tab at the top of the website. This effectively emails your submission to the
webmaster/editor.
2. Send an email using the webmaster@mainestategrange.org email address. Your information/article can
be the email itself (preferred) or an attached Microsoft Word document.
3. “Snail mail” your information/article to the editor’s home address: 17 River Road, Abbot ME 04406. Do
not use this address for any other State Grange business. Doing so will delay a reply!
All letters or articles submitted for publication must have contents relating to the Grange and be limited to 250-300
words. When submitting future events, please allow lead adequate lead time and include all the details such as date,
time, Grange (and location) and a contact for more information.
Adopted by the MSG Executive Committee, February 2, 2014

COMMUNICATIONS HANDBOOK
The Communications Handbook was designed primarily for Grangers responsible for publicity. I think the best
testimonial for the value of the handbook is the request I had for an extra copy by someone who wanted to give it
to the publicity director in another organization. It can be downloaded from the website or you can request copies
from MSG Headquarters.

WEBSITE HANDBOOK
The Website Handbook was designed primarily to encourage Grangers to access and use the site to its fullest
potential. It includes and expands on some of the information covered in this: how to submit information, etc. Like
the Communications Handbook, it can be downloaded from the website or you can request copies from MSG
Headquarters.
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