TOMODACHI-KAI HANDBOOK
Revised September, 2020

Tomodachi-kai is an intercultural exchange group
nurturing friendship between Japanese and Oregonians.
The club’s goal is to introduce and share Japanese
culture in various forms to promote cross-cultural
understanding. Tomodachi-kai is a committee of the
Japan-America Society of Oregon (JASO), a non-profit
organization.

SCHEDULE

Tomodachi-kai activities start in September and run
through June of the following year.

Monthly Events: Events for members are held once a
month, usually on the first Friday of the month, except for
September, January, and June, when meeting days may
vary. Meeting dates and any exceptions to the usual
schedule are noted in the monthly Newsletter. Events are
held in various locations each month.

Interest Groups: Gatherings are held throughout the
year and are scheduled by the group leader. There are
various interest groups, which are open to everyone and
are listed in the Newsletter. Currently we have the
following groups: Cooking, Weekend Escape, Aruko-kai
(Walking/Hiking), and Taste of Japan. Members are
welcome to start new groups. Please contact the Co-
leaders.



MONTHLY EVENTS

1.

Tomodachi-kai provides a variety of programs.

Any member can suggest and organize an event.
Committee members are available to help with
event planning. Planning checklists are included
in this booklet.

Members may attend events with or without
purchasing lunch. Participants may be charged a
small fee (typically $5-10) to help cover large
venue and honorarium costs if necessary.

Guests are welcome and will pay an additional $5
to attend an event. Frequent guests are
encouraged to become members.

NO REFUND POLICY: If you pay for an event and
cannot attend, there is no refund. However, you
may invite someone to take your place.

Children are welcome at Tomodachi-kai events
when accompanied by an adult.

MONTHLY NEWSLETTER

1.

Members receive a Newsletter every month from
August through May with the next month’s event
schedule and information. Newsletters will be
sent by e-mail.



2. Any member can submit article/item ideas to the
Co-leaders. Please understand that articles that
do not meet Tomodachi-kai's mission may not be
accepted.

MEMBERSHIP AND DUES

1. Annual membership renewal period is from
August 1 to September 30. Dues are $30 per year,
as of July 2020. Membership is valid for one year.

2. Tomodachi-kai is open to new members at any
time of year. For those who join during the year,
the membership dues will be prorated.

3. Membership dues are used for Membership
Directories, other publication costs, subsidizing
event costs, and operating expenses.

4. Tomodachi-kai may give honoraria and make
donations to organizations or individuals related
to our mission and activities within the budget and
with the approval of the Committee.

ORGANIZING COMMITTEE

1. The Organizing Committee is in charge of overall
operations and administrative work related to
Tomodachi-kai activities. It consists of the
following positions: Co-Leaders — usually one



Japanese and one non-Japanese member,
Treasurer, Membership/Directory Team,
Newsletter Team (Editors, Proofreaders, and
Japanese/English  Translators), Reservation
Coordinator, and Hospitality Team.

Organizing Committee members are all
volunteers and usually serve for two consecutive
years per office. However, exceptions can be
made with the approval of the Committee.

Committee meetings are usually held after the
monthly event but may be held online instead.
Meetings are open to all members.

Incoming Committee members are invited to the
last meeting of the year for familiarization with the
tasks and activities of the Committee.

Job Descriptions

Co-Leaders

1. Lead Tomodachi-kai in cooperation with other
Committee members.

2. Be the contact persons for any inquiries regarding
Tomodachi-kai.

3. Beresponsible for Committee meetings, agendas,
and minutes.

4. Lead Tomodachi-kai monthly events. Store the

Tomodachi-kai banners and bring them to every
event.



10.

11.
12.

13.

14.

15.

Oversee monthly event schedule.

Ask JASO for any necessary checks by email at
least a week in advance to cover expenses for
events. Payments may include venue/parking
fees, honoraria, lunch costs, etc. Copy the
Treasurer on all finance-related emails.

Bring personal checkbook to all events for
unexpected expenses.

Receive and sign completed Request for
Reimbursement forms from members who make
payments on behalf of Tomodachi-kai and send
them to JASO. JASO sends reimbursement
checks directly to those members.

Write “Greetings from Co-Leaders” article for
monthly Newsletter.

Review and approve monthly Newsletters before
publication.

Represent Tomodachi-kai at JASO meetings.
On behalf of Tomodachi-kai, send cards for
special occasions.

Recruit volunteers to serve on special
committees.

E-mail members Newsletters, announcements,
information about JASO, and details of other
events of interest to members via broadcast
email * wusing the membership email list
provided by the Membership/Directory Team.

If a new member joins, send him/her the most
current Newsletter.



*Note: How to send broadcast email: Copy just one
email address from the list as the main recipient (“To”")
and copy the rest as “bce.”

Treasurer

1. Deposit any checks received and inform JASO
and Co-leaders by sending a scanned deposit
receipt.

2. Keep records of deposits and checks written by
JASO and reconcile with bank statements.

3. Forward monthly bank statement from JASO to
the Committee members by email.

4. Manage Petty Cash:

a. Pay cash (maximum $20) to a member
who needs reimbursement and keep
records and receipts.

b. Reconcile the balance of Petty Cash.

5. Bring personal checkbook to all events for
unexpected expenses

6. Prepare a summary of financial activities (July
through June - even if incomplete) and report to
the Committee at the end-of-year meeting.

7. Prepare a final financial report for inclusion in the
September Newsletter.

Newsletter Team

Editor:



1. The Newsletter is published ten times a year and
sent out from August (September issue) through
May (June issue) via email as a .pdf file.

2. The Newsletter normally consists of the following
articles: Greetings from Co-leaders, information
on monthly event, new member introduction,
future event schedule, and contact information
for Interest Groups. Sometimes there are
additional articles. There is no page limit.

3. Be prepared to start the editing tasks soon after
each month’s event, as the publishing date is 10
days prior to a “no-lunch event” and 14 days prior
to a “lunch event.”

4. To carry out the editing process in a timely
manner, it is important to share the editing
schedule with those involved. They are Co-
leaders, Event organizers, Reservation
Coordinator, Translators, and Proofreaders.

[Sample schedule: 1) Collecting material: Notify
writers of the schedule. They have one week to
submit their item or article; 2) Translation and
Proofreading: a couple of days after the articles
are submitted; and 3) Final editing: finish it by the
deadline explained in 2) and send it to the Co-
leaders for distribution.]

Japanese/English Translators:

Translate articles (mostly written in English).

Proofreaders:



Proofread the Newsletter and copy all members of the

Newsletter Team on any suggested changes.

Membership / Directory Team

Membership Coordinator:

1.

Send out “Membership Renewal Form” via email
to the current and former members up to two
years back at the end of July. The deadline for
members to mail back the renewal form and
membership dues by check is September 30.
Create and update the membership and payment
list in Excel. Send the list to the Directory
Coordinator, Treasurer, and Co-leaders in
batches of 10 or so and the final list as of Sept. 30.
Deposit checks in batches of 5 tol0 and notify
Treasurer, Co-leaders, and JASO by emailing the
scanned deposit slips.

Mail the Renewal forms to the Directory
Coordinator in batches of 20 or so.

If there are any changes in the membership, notify
Directory Coordinator and provide an updated list
to Co-leaders and Treasurer.

To new members, provide membership form and
the Handbook in digital form. Notify Directory
Coordinator and Co-leaders, so they can update
membership and email lists.

Directory Coordinator:




Using September 30 membership data, compile and edit
the annual Membership Directory.

1. Send draft to Translators or Proofreaders as
needed.

2. Send new Directory to members in digital form by
end of October. Collect requests for the printed
version, which is available for a fee determined by
the cost of printing.

3. Make copies requested (plus 5 extra) through any
commercial service (e.g., Office Depot, Kinkos,
etc.), and distribute them at December and
January events. The recipients will pay for the
Directory at this time.

4. When there are changes with members’
information during the year, update the Directory
and the Email list and send the new list to the Co-
leaders.

Reservation Coordinator

1. Collect RSVPs, reservation forms, and event fees,
and report number attending to monthly Event
organizer and Co-leaders.

2. Handle communication from members
concerning event reservations and fees.

3. Prepare list of people attending each event along
with their method of payment (e.g., check number
or cash), lunch choices if needed, etc.



8.

On the event day, plan to arrive at the venue 30
minutes early.

Set up a reception table, check in attendees, and
provide adhesive name labels for them to fill out.

Warmly welcome new members and guests and
hand out Welcome Flyer.

Store adhesive name labels and pens and confirm
there are sufficient for the next event. Buy
supplies if needed and claim reimbursement from
Petty Cash through the Treasurer.

Give collected event fees to the Treasurer.

Hospitality Team

1.

arwDN

Assist Event organizers with table set up and
clean up.

Prepare drinks and organize food if needed.

Help greet members at food or drink tables.
Welcome new members and visitors warmly.
Store hospitality items (coffee, tea, paper plates
and cups, etc.)

NON-COMMITTEE POSITIONS

Interest Group Leaders

1.
2.

Organize and lead your Interest Group.

Contact members of your Interest Group regularly
to notify them of meeting schedule and detailed
information.

Provide Newsletter Editor with any
information/photographs you wish to share with
the rest of the members.

10



4. Submit a brief year-end report in June to the
Committee.

EVENT CHECKLIST

Events are organized by members themselves. You
can organize an event alone or with other members
as a group. The following checklist is according to a
timeline from inception, to organization, and to the
event day.

EVENT: Plan an interesting, educational, or entertaining
program or visit to a place that you think members will
enjoy. For possible ideas, refer to past events listed in the
Membership Directory.

APPROVAL: Present your ideas to the Co-leaders with
estimated costs for approval.

VENUE: Consult with the Co-leaders for a possible
location or search for one yourself; some of the venues
we have used are Epworth United Methodist Church,
Holladay Park Plaza, and Nichiren Buddhist Temple of
Portland. Please refer to the following section for more
details.

DATE: Consult with the Co-leaders on the date of your
event. There may be programs already scheduled for a
particular month.

LUNCH: Arrange lunch details - source, costs, and menu.
Please consult with the Co-leaders about the cost, which

11



should include delivery fees, gratuity, etc. If the lunch is
catered, table space is needed for those lunches before
they are handed out. Set RSVP date one week ahead of
the event. Confirm details and get updates on attendance
from the Registration Coordinator.

NEWSLETTER ANNOUNCEMENT: Write a short
description and details of the event for the monthly
Newsletter, including RSVP and payment information.
Submit this to the Newsletter Editor by the deadline.

HOSPITALITY: For tea and coffee at the event,
coordinate with the Hospitality Team in advance.

PAYMENTS: Make a detailed request to the Co-leaders
well in advance for checks needed for honoraria, venue
costs, or other fees. They in turn must request the checks
from JASO at least a week prior to the program, and they
will present them at the event. If you have other expenses
associated with the event, request a Reimbursement
Form from the Co-leaders and submit it to them with
receipts. A check for reimbursement will be sent directly
to you by JASO. If the amount is less than $20, submit
the receipt(s) to the Treasurer for reimbursement from
Petty Cash.

EVENT DAY: Arrive at the venue at least 30 minutes in
advance. Oversee setup for the event. Introduce the
presenter or program. Take care of event details as
needed. At the end, thank the presenter appropriately. If
there is an honorarium, the Co-leader will hand it to the

12



guest on behalf of Tomodachi-kai. After the event has
concluded, oversee cleanup of the venue.

Epworth United Methodist Church
1333 SE 28th Ave, Portland, OR 97214

Contacts: Rev. Anna Cho cell phone: 909-267-8176
Facilities: Albert Kasahara cell phone: 306-507-2590

1.

3.

Call Rev. Cho to find out if the church is available
on the date wanted. While there is no set fee for
using the church, Tomodachi-kai usually gives a
donation of $100.

Decide how you want to use the sanctuary for the
event. You can use the front as the stage with the
people sitting in the pews. You can also use the
back of the room as a stage instead, setting up
tables and chairs for the presentation and the
audience.

When you need to use chairs and tables, make
arrangements with Albert Kasahara. Tablecloths
are not provided.

For use of microphones, make arrangements with
Albert Kasahara as well. The church has various
types of mics, e.g., a standing mic, a handheld mic,
and a lapel mics.

13



5. Confirm there are tables available for Registration
and for the Hospitality Team to serve tea/coffee.

¢ Lunch Service by “lkoi no Kai Senior Community”
in the basement of Epworth UMC ¢

Contacts: Ikoi no Kai Manager: Loen Dozono
cell phone: 503-201-7696
Ikoi no Kai office: 503-238-0775

1. For lunch at the church after an event, contact
Loen Dozono to ask if she can accommodate
Tomodachi-kai on the date wanted. She will
decide on the number of lunches that can be
provided that day, usually about 35-40. The price
per lunch is $7 (as of June 2020). Find out the
menu for that day, so it can be included in the
information about the event in the Newsletter.

2. Money for the lunch is collected before the event
by the Registration Coordinator. The actual
payment will be made on the event day by
personal check by one of the Co-leaders.

3. Lunch begins at 12 noon, so members should be
seated in the dining room by 11:45 am.

14



Holladay Park Plaza
1300 NE 16th, Portland, 9723

Contacts: Resident Contact: Tomodachi-kai member -
Jean Matsumoto, jmatsumoto@gmail.com
General information: 503-288-6671

1. As Holladay Park Plaza (HPP) can be used only
through our resident contact person (Jean
Matsumoto), the first step is to contact her to
check on available dates and times.

2. There is no specific venue fee, but HPP has
charges for the use of coffee/ftea service,
tablecloths, set up and cleanup, and media
equipment (microphones, projectors, etc.) The
fees are based on the number of participants. The
venue fee will be sent directly to the Resident
Contact by JASO. She in turn will make the
payment to HPP. There is also a customary
tip/service fee paid by separate check to the
Employees’ Holiday Fund.

3. Arrange lunches. In the past, obento lunches
have been ordered from Chef Obayashi or from a
Japanese restaurant, with vegetarian and non-
vegetarian options. The cost should be kept as
low as possible approximately $15) with minimal
delivery charges. Money for the lunch will have
been collected by the Registration Coordinator.

15



The Co-leader will make payment on the day by
personal check.

Free parking is available at Grace Memorial
Episcopal Church nearby (1535 NE 16th, Portland,
97232; 503-287-0418). Tomodachi-kai makes a
$25 donation to the church for parking on behalf
of members. The Co-leaders handle this payment.

16
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