District Council Resources, Products & Services

All of the resources, products and services listed are free of charge to the District Councils unless otherwise noted. This list is grouped like the District Council Resources area of the web – dcresource.uli.org.

 We are continually adding and creating new and updated resources.  This list is as of 2/25/09


Managing Events:

· On the District Council area of the ULI Web Site:

· Setting Up an Event

· Event Downloads (several options)

· Marketing Events

· Day of the Event

· Closing Out an Event

· Continuing Education Credits

· Offering Books

· District Council List Exchange Policy & Form
· Variety of Forms/Templates in all areas, examples: Event Fact Sheet, Registration templates, Evaluation, Onsite Talley, Receipts, Special Reg Forms, etc.

· Checklist Supplies
· PowerPoint Templates
· ULI District Council Downloadable Logos
· Historical Event Data
· Going Green at Events
· Managing Large Events
· ULI Products:

· District Council Signs

· ULI Table Runner

· Badge Stock and Badge Holders

· Variety of Event Ribbons, Examples: Ask Me About Membership, Executive Committee, New Member, Chair, Past Chair, Press, Speaker, Sponsor, and Trustee

· Booth Rental (fee for shipping)

· ULI Services:

· Set-Up all DC events

· Registration processing, recording and data tracking

· Process all refunds

· Process all transfers

· Offer an 800 number for telephone calls and faxes

· BadgePro and Helvetica Fonts supplied to DCs 

· MagenetMail Broadcast Service – Created several Plug & Play Templates. (Fee to send emails)

· Apply for DC CEU approvals (fee may apply)

Financial Information:

· On the District Council area of the ULI Web Site:
· Monthly Financials

· Financial Guidelines, Policies and Forms

· Budgets and Annual Reviews/Certification/Dues Sharing 
· Checks Cut – posted weekly
· Accounts Payable Voucher
· Tax Information - W9, Sales Tax, 501 (c)(3) 
· Credit Reference Information
· Insurance/Liability Information
· Variety of Approved Contracts
· ULI Services:

· Check Processing
· Financial tracking
· Monthly reports
· Apply for Tax exceptions
· Review all Grant applications
· Review all contracts
· Training for staff/contractors
Programs:

· On the District Council area of the ULI Web Site:

· Program Resources

· Need a Speaker? Expert Database  & C/O’s Speakers Database for Sustainability and Infrastructure
· ULI Senior Resident Fellows Bios
· Downloadable Annual Real Estate Practice & Land Use Policy Agenda

· Sample DC Created Drop In programs, examples: Development 101, My ULI

· Link to all Community Outreach information, examples: Community Action Grants (CAG), TAPS, UrbanPlan, Reality Check, Case Studies, etc.
· ULI Products:

· Periodically ULI sends new publications to the chairs/staff that would be a good to include or build an event around. 
· Speakers Guide for Getting Your Message Across
· Coordinator’s Guide for Creating a Learning Environment
· Moderator’s Guide for Managing your Session’s Message
· Urban Land Magazine (there is a minimal cost for these)

· DC may choose to have a ULI Bookstore, ULI supplies them with 1 copy of several ULI publications each year.
· ULI Services:

· Drop-In Programs (may be fees attached)
· Fellows Program (may be fees attached)
· Resources and Initiatives staff resources
· Certified District Councils may nominate a person for the Urban Community Advisors Program
· Conducting a meeting around a ULI publication?
· Want to incorporate the book into the reg. price, ULI can help & the DC will make money.
Membership:

· District Council area of the ULI Web Site:
· Monthly Membership Reports

· Membership Downloads (several options)

· Membership Surveys

· Membership List Exchange Policy & Request Form
· Sample Surveys
· Membership Talking Points
· Recruitment Information
· Welcome Letter Samples
· Retention/Renewal Information
· Public Agency Free Membership Program
· Downloadable Membership Applications
· Downloadable Comp Membership Forms 
· ULI Products:
· Membership Applications

· Business Cards for the VC of Membership (if requested)
· About ULI DVD (one sent to each DC)

· ULI Services:
· Update Members Records
· Update Prospects Records
· Send out membership info to Prospects
· Specialized reports if requested
Communications:

· On the District Council area of the ULI Web Site:
· ULI Branding & Visual Identity Guideline

· ULI District Council Downloadable Logos
· Working with the Media

· E-marketing Tips

· Sample About DC Brochures

· Sample DC Annual Reports

· Sample DC Newsletters

· DC-NYCU Newsletters

· In Touch Newsletters

· ULI Services:
· DC-NYCU Newsletter (for DC Leadership)

· In Touch Newsletter (for staff/contractors)

 Sponsorship:

· On the District Council area of the ULI Web Site:
· Developing a Successful Sponsorship Program
· Sample Sponsorship Benefit Packages
· Sample Sponsorship Recruitment Letters
· Sample Sponsorship Thank You Letters
· Success Stories
· In-Kind Donations
Staff Information:

· On the District Council area of the ULI Web Site:

· Staff news and Updates

· Hiring Staff and Contractors

· Training Documentation and Webinars

· Supplies Every DC Should Have

· Staff Listserv

· Staff Conference Calls

· Variety of Approved Contracts
· Graphic Identity Guidelines
· Graphic Identity Standards Manual
· District Council Logos
· District Council Staff Information
· ULI Services:

· Train New District Council Staff/Contractors
· Staff/Contractors attend the ULI Fall Meetings
Other Services:
· District Council Web Sites:
· ULI owns all the web site domain names

· Web site template available (current over 40 DC use the template)

· Set-Up all DC sites using the template

· Train DC staff on setting up and maintaining their local Web sites

· ULI will host DC Web sites not using the template

· Printed Materials Ordered Through Our Vendor:
· District Council Letterhead

· District Council Envelopes (variety of sizes)

· District Council Business Cards
· District Council Mast Head (variety of sizes)

· ULI Badge Stock

· Note cards (DC pays for these)

· IT Support for DC Staff:
· Computer Equipment: Research, order, configure, support, and recover computers, monitors, projectors; manage warranty support
· Software: Research, purchase, install , configure, and support all software
· Security: :  Install and manage anti-virus and anti-spyware software, as well as Postini anti-spam
· Account Management:  User account adds/changes/deletions
· Help Desk: : Business hours support, after hours support, help with non-traditional office configurations  including printing, wireless, and vpn support
· Training: New user orientation and ongoing application training on an as-needed basis
· Network Configuration:Set-Up shared drives for DCs to use on request
· Basic networking support:  Setup/control access via VPN & Citrix; advise on local office setup and internet access
· Email: Configure Outlook mailboxes, including POP support for contractors (this includes writing instructions); manage special Email requests.
· Telecom: Supply and support cell phones and Blackberries
· SharePoint:  Setup and manage shared and dedicated SharePoint sites; provide library of end-user documentation
· In Person Events (do not happen every year):
· Fall Meeting DC Events 
· Staff/Contractors attend Fall Meeting (fee may apply)
· Spring Council Forum DC Events
· DC EDs attend Spring Council Forum (fee may apply)
· Mid-Winter Leadership Meeting DC Events
· DC EDs attend Mid-Winter Meeting (fee may apply)
· Strategic Planning Sessions (fee may apply)
· Staff attending DC events (fee may apply)
