
TRI- LAKES WOMEN’S CLUB 
POLICY AND PROCEDURE 

 
Committee: Special 
Subject: Hospitality / SOS (Serving our Sisters)  
Origination Date: April 2, 2010 
Revision Date: November 2019 
 
Policy Statement: This committee is an emergency service available to all members. Assistance 
may include providing meals, running errands, transportation to doctor appointments and/or 
other reasonable requests.  Immediate family members are also included.  Get Well and 
Sympathy cards will also be sent.  
 
Structure: Special Committee, Chair or Co-Chairs are appointed by and report to the Co-
Presidents. 
 
Procedures: 

1. The member requesting SOS is contacted and information regarding the member’s 
need(s) are determined. 

2. SOS Chair contacts the Co-Presidents to obtain approval.  If approval is granted, the 
chair can continue with setting up assistance. 

3. If meals are requested: 
a. Gather details: number of meals, number of persons/meal, meal times, allergies, 

address and phone to coordinate delivery. 
b. Meals will be provided three times a week with a limit of two weeks.  If additional 

meals are requested, allowances can be made at the discretion of the Co-Presidents. 
4. If transportation is requested: 

a. Gather details: Location of pick-up, appointment time and location, pick-up time for 
return leg, return location. 

b. Determine if, due to distance, separate drivers are needed for taking to/picking up 
from appointment. 

c. The club has limited insurance.  The volunteer is to be reminded to check her own 
personal liability insurance. 

5. If errands or other services are requested, gather those details. 
6. If there has been a death in the SOS recipient’s immediate family, SOS Chair to inquire if 

the SOS recipient would like the Communications Chair to send an eBlast to all 
members.  If yes, SOS Chair can gather details to pass onto Communications Chair or, if 
funeral/memorial details are not yet known, the Communications Chair can follow up 
with the member. 

7. Create SignUpGenius email to send to all current members to request the SOS services. 
a. Download current member roster from the website. 
b. The SignUpGenius will automatically send a reminder to the volunteer. 



8. Call the SOS recipient, as fitting, to check on member’s progress and to determine any 
additional needs. 

9. Get Well and Sympathy cards will be sent “From your friends at Tri-Lakes Women.” 
Cards to be mailed via USPS to all potential SOS recipients, even if she declines 
assistance (meals, transportation, errands).  Blank cards to have a personal message 
added.  Use the club’s PO Box return address labels. 

10. Track time spent volunteering; provide monthly updates to Secretary at board meetings. 
a. SOS chair to track her time making phone calls, emailing, writing cards, etc. 
b. Volunteers time to be tracked by the SOS chair. 

1) 3 hours per meal prepared  
2) 2 hours per errand or medical appointment transport 

c. Monthly reporting to include number of members called, emailed, served meals, 
provided transportation, etc. 

d. Provide annual summary report to outgoing and incoming Co-Presidents in May. 
11. Provide budget request at the beginning of the year. 
12. Provide article for each Pinecone newsletter. 

 


