15 Steps to a Perfect Resume




2008

Weight Recorders… if you want to prepare your chapter’s resume and have it be perfect, just follow the below steps. It is now not mandatory to use the three different colored pages that you received. You can just make one original and then make copies on white paper. Suggestion- make an extra copy for you to keep just in case needed at later date. It is important to send THREE completed sheets to your Coordinator.

We have included a spreadsheet you can use or you can make your own using the following headings:

	Members Name
	2008 Beginning Weight
	2008 Ending Weight
	Gain
	Loss   
	Year End

Status


1. Alphabetize all weight charts.  Count the weight charts, being careful not to count as two when a member has a pink KOPS chart and a white chart or yellow transfer weight chart.  Record this number on line A.

2. Pull the pink KOPS weight charts for any members who only have a pink KOPS chart. Count and record this number on line B.  Paperclip all these pink weight charts together.  This is STACK #1. You do not need to record 2008 beginning and ending weights on your form.  In the “Year End Status” column, just write the word “KOPS”. Please complete the information needed on each of the KOPS charts. I have previously sent you the info on each KOPS as to Highest Recorded Weight, Original KOPS dates, reinstatement dates if any, etc.  One thing that is required but not shown on ‘older’ releases of the KOPS charts is the date they renewed the current year, in this case the date in 2008 that their renewal occurred.

3. On each white weight chart, record the FIRST weight in 2008 on line A.  Then record the last weight of 2008 on line B.  If the member reached goal in 2008, look at the pink weight chart to get the LAST weight of 2008, and record this weight on line B of the white weight chart. Calculate the loss or gain and write that in on line C of the white weight chart.  SUGGESTION: write any net gains in RED and put ( ) around the number so that you recognize it as a gain.

4. On the chapter member listing, for each member record the first weight of 2008, the last weight for 2008, and the net loss or gain.

5. If any of the following apply, write INELIGIBLE on the top right corner of the white weight chart AND in the “Year End Status” column:

a. Member did not weigh in during the month of December

b. Member lost less than 10 pounds

c. Member has FOUR CONSECUTIVE UNEXCUSED ABSENCES

d. International membership was not renewed in 2008

6. You should have BOTH a white chart and a pink KOPS chart for the following members.

a. Members who reached goal in 2008

b. KOPS who lost status in 2008

c. Members who reinstated their KOPS status in 2008

Staple the pink chart on top of the white weight chart.  Set this group aside and label as Stack #2.

7. Looking at the chapter membership list, you should have every line filled out for each member of your chapter.  If you do not have a weight chart for someone on the list, write “No Wt Chart” in the Year End Status column for that member.

8. Total the LOSSES from the Loss/Gain column.  This is the “Total pounds lost by chapter” that you record on the resume. Total the GAINS in the Loss/Gain column, this is the “Total pounds gained by chapter” (record this in RED).

9. Subtract whichever number is smaller from larger and record the NET LOSS on line D or the NET GAIN on line E.  Calculate the AVERAGE LOSS (GAIN) by dividing the Net Loss or Net Gain by the TOTAL NET ENROLLMENT (which was recorded on line C on the resume). Record this calculated average on Line F.

10. To determine the CHAPTER ROYALTY look in Stack #2. Calculate the total loss to goal for each of your KOPS who reached their goal in 2008, making sure to subtract their GOAL WEIGHT from their HIGHEST RECORDED WEIGHT. Their last weight of the year does not enter into this calculation. Double check to make sure that none of them are disqualified for the reasons listed in #5 of these instructions.  

a. The female who lost the most weight to goal is your Chapter Queen, the next highest loss is the Runner-UP and the 3rd highest loss is the alternate. Record their name, membership number, KOPS date, phone number, Highest Recorded Weight, Goal weight and the Loss to Goal onto the resume.

b. The male who lost the most weight to goal is your Chapter King, the next highest loss is the Runner-UP and the 3rd highest loss is the alternate. Record their name, membership number, KOPS date, phone number, Highest Recorded Weight, Goal weight and the Loss to Goal onto the same resume as the Queen.

c. Paperclip all the Chapter Royalty together. This becomes Stack #4. Return the remaining new KOPS weight charts, including any who were disqualified as Chapter Royalty to STACK #2.

11. Turning over the resume, making sure to flip any carbon paper you are using, we are now ready to determine your chapter’s division winners. To determine these winners, look at your chapter membership list.

a. Starting at the top of the page, find all your members whose 2008 Beginning weight was at least 300 pounds, but less than 400 pounds.  These are the members who are eligible of Division I recognition.  

b. In the YEAR END STATUS column, write DIV 1 for each of these if you have not written INELIGIBLE there already.

c. Looking at all that have DIV 1, determine the top three female losers and the top three male losers.

d. Record the names, membership number (if you have it), phone number, Starting weight for 2008, Last wt in Dec, and Total Loss in the spaces provided.

e. If you do not have any winners for Division 1, write NONE on the first line.

f. Male winners MUST be recorded on a separate resume.

g. Place the winners in one stack, labeled STACK #5. Place the non-winners in a stack labeled STACK #3 along with all the ineligible and net gain members.

h. Repeat the above steps for each of the divisions. Please note that a rule change this past year changed how you calculate Division 9 winners. Their first weight for 2008 IS the weight that you use (not their last weigh in before they had surgery).

12. VERY IMPORTANT and most often forgotten – fill out the top portion of each side of the resume.  Please make sure that whoever filled out the resume has filled in their phone number.  This is very important so that I know whom to call if I have a question.

13. Put all your paperwork in the following order:

a. Chapter resume – Send all three of the forms or original and two copies if you choose to just make copies instead of using carbon paper.  You make a copy for your records.

b. Male Resume for Male Division winners, if used.

c. Stack #4 – Chapter Royalty

d. Stack #5 – Chapter Division Winners, sorted by divisions.

e. Stack #1 – KOPS on pink charts all year

f. Stack #2 – other new KOPS, reinstated KOPS, or LOST KOPS

g. Stack #3 – all other white and yellow weight charts for members who did not qualify as Chapter Royalty or Division Winners

14. Now go back and look at all the weight charts in STACKS 1, 2, 4 and 5.  Has the member signed?  Don’t worry about Stack #3.

15. Ready to mail!  Please mail to arrive no later than January 8 to:

REMEMBER TO SEND IN YOUR ‘GIMME TEN’ SHEET FILLED OUT SO THAT YOUR MEMBERS WHO MET THE CHALLENGE CAN RECEIVE THEIR AWARD AT SRD IN WICHITA FALLS!

Using the postal services PRIORITY MAIL

 option provides a way to track lost envelopes.  

PLEASE do not send return receipt requested 

as this only slows down the process.

Your Coordinator can be reached by phone or email with any questions. If you would like us to email you the excel spreadsheet for the resume, please email a request to coord452@tx.rr.com.

Chapter Membership Listing WORKSHEET for preparing year end RESUME

	Members Name
	2008 Beginning Weight
	2008 Ending Weight
	Loss (Gain)
	Year End

Status

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Make additional copies if needed.  

Cindy Moore 


PO Box 815949


Dallas, TX  75381





972-241-0182


Coord452@tx.rr.com














