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introduction letter 

 

Dear MORAH, 
 

Grand Valley is happy to present Steven Richardson for Executive Board Member of the Year. Steven has 
gone above and beyond in his position to ensure Grand Valley’s Residence Housing Association has a suc-
cessful year. While ensuring his own positional duties are taken care of, he is always eager to lend a helping 
hand to anyone else who is feeling stressed or overwhelmed. 
 

Beyond RHA, Steven is involved in so much more such as 
the International House, Central Housing Office, a full 
course load, and much more. Despite all he does, he is 
able to allocate plenty of time to RHA and all we do on 
campus. 
 

We look forward to you learning just how deserving Ste-
ven is for winning this award. So sit back, relax, and learn 
just what makes Steven so important to the Grand Valley 
Residence Housing Association. 
 

Thank you, 
 

Kellie Howe 

Grand Valley State University 

Residence Housing Association 

Communications Coordinator 
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typical steven 

 

Grand Valley State University 

Major: International Relations 

Minors: Political Science and International Business 

Favorite Color: Red (fun fact, it changes every year!) 

Favorite Movie: Erin Brockovich 

Favorite TV Shows: Downtown Abby and Modern Family 

Favorite Place He Has Traveled: Copenhagen, Denmark 

Fun Fact: He once wrote a letter on behalf of our  
University’s President, Thomas Hass 

 

Outside of classes, extra curriculars, and classes, Steven works in the central housing office as a clerical aide. 
His job entitles him to provide a high level of customer service within a high-paced professional environment. 
Handle confidential records and abide by all Federal and State laws and communicate effectively with super-
visors, fellow employees, and customers. 
 

Beyond this, Steven is also a peer  
mentor in the International House, a living and learning community on  
campus. This position requires him to promote academic success and  
encourage involvement among  
International and domestic residents. Provide engaging intellectual and social programs to residents that are 
inclusive to all students. Assist with all residents' transition to college, in addition to  
acclimating  
international students to the U.S.  
Support residents and address needs in conjunction with professional staff and faculty, and departments and 
implement and enforce all University and Housing policies. 
 

If this isn’t enough, Steven maintains a full credit load, is on the Dean’s list and finds time to work out weekly 
and spend time with friends. 



Page 4 

house chores 

 

The following outlines the positional duties of the Executive Vice President for Grand Valley State Universi-
ty’s RHA as written in the Constitution. 
 

A.  Perform the duties of the President in the absence of the President. 
B.  Be responsible for the recording of the minutes from General Assembly meetings, Executive     Board 
meetings, Allocations Committee meetings, and when requested, special meetings. 
C.  Be responsible for having a copy of the recorded minutes and other documents online and sent to Gen-
eral Assembly members within two (2) weeks of the meeting date. 
D.  Be responsible for compiling accurate attendance records of all General Assembly meetings and Execu-
tive Board meetings. 
E.  Keep record of the voting members and their assigned numbers in case the number is forgotten or lost.   
F.  Manage RHA membership/retention. 
G.  Be responsible for creating, maintaining and updating the RHA listserv. 
H.  Shall maintain a Community Council President and RHA Representative contact list. 
I.   Be responsible for organizing all RHA records, electronic and hard copy. 
J.   Be responsible for maintaining the inventory of RHA supplies. 
K.  Be responsible for organizing all RHA storage places. 
L.  Have the authority to make any changes to the RHA Constitution which do not alter its meaning (i.e., 
spelling, grammar, and obsolete terms). 
M.  Address any duties deemed necessary by the organization or the President.  



Page 5 

goals 

At the beginning of the year, the executive board lays out goals for a variety of aspects included in Resi-
dence Housing Association. The following includes each goal he set forward for himself and the organiza-
tion. 
 

Positional Goals: 
 Thorough but to-the-point minutes 

 Professionally formatted minutes 
 Send minutes out quickly 

 Keeping the inbox clean/organized – that means quick responses 
 Be available to anyone who needs help 

 Write legislation to improve/clarify Constitution 
 

Executive Board Goals: 
 Quick and efficient business 

 Communication – don’t be afraid to ask for help 
 

Executive Board Expectations and Rules: 
 Quick and efficient meetings – be on time, stay on topic 
 

RHA Goals and Expectations: 
 Keep motivation and energy up 

 Keep attendance consistent throughout the year 

 More participation from GA 
 More advertising and promoting 
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fulfillment 

Steven has more than fulfilled his goals. For his positional Goals, not only are his minutes thorough and to 
the point, but they are often sent out to the general assembly within an hour after the meeting. Often 
after the meeting, you can find Steven at the front of the room editing and ensuring they look professional 
and perfect before sending them out. Not only this, but after the meeting each week is the time he organ-
izes the emails in our RHA inbox to ensure anything can be found efficiently by going to the correct folder. 
 

Quick and efficient seems to be his motto these days. While he already takes care of that with minutes, he 

has also helped to keep us on track for the meetings. Since we meet at such a late time, Steven is the voice 

of reason to stay on point and efficient. This ensures meetings do not get side tracked in other conversa-

tions.  
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meeting minutes example  
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meeting minutes example continued 
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meeting minutes example continued 
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meeting minutes example continued 



Page 11 

above and beyond 

When you talk about above and beyond in the position of Executive Vice President you sort of wonder 

how in the world can you go above and beyond that!? Well you can. Steven took it upon himself to setup 

and design a new website for Grand Valley’s Residence Housing Association. Beyond the professional 

look at all the information provided there, he has also been updating it with news stories of what is going 

on at Grand Valley and with RHA. The website has quickly become a central place for the on campus resi-

dents to go to gain information about campus. Below is a screenshot of what the page looks like today.  
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family vacations 
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February 6, 2015 

 

To Whom it concerns: 

 

It is with my great pleasure to recommend Steven Richardson for Executive Board Member of the year. 

Steven exemplifies the ideal executive vice President that Grand Valley State University could have. I have 

had the pleasure to know Steven since he was a freshman. Through his work in the Central Housing office 

and in RHA I have gotten to see his growth.  

During meetings Steven is professional and fulfills his duties as outlined in the constitution. He is always 

on top to the minutes and is not afraid to ask the general assembly to slow down if he needs a second t 

catch up on the minutes.  

Outside of meetings, Steven he ensures the minutes are sent out quickly and ensures they are thorough. 

Steven also took it upon himself to create and update our Grand Valley Residence Housing Association 

webpage this year. This page has become a great asset to the organization. Not only has he fulfilled his po-

sitional duties, but he has the time to beat all of the events early for set up, is a peer mentor in the interna-

tional house, and takes part in his community council. 

When I was asked to write this letter of support for Stevens bid, I asked some of the general assembly 

members to comment on Steven and how he preforms his position. Two comments stood out to me. First, 

I was told Steven has constantly been reaching out to the communities to see if they need any help with 

anything. He has offered program suggestions, fundraising ideas for Relay for Life, and helped a few com-

munity council executive boards through some transition periods. This speak volumes to all he puts into 

this organization. Not many other executive board members would take this extra time to cover all the 

need of our community councils.  

The second comment that stood out to me pertained to his willingness to listen and give advice. I was told 

time and time again how he would stay after a meeting to talk with general assembly members and address 

any comment or issue they had. Overall, the commitment and passion that Steven has for Residence Hous-

ing Association astounds me. I truly believe he is well qualified for the Executive Board Member of the 

Year Award from MORHA.  

 

Respectfully, 

 

 

Ken Horne 

Advisor 

Residence Housing Association 
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January 30, 2015 

 

To Whom it May Concern: 

I am very pleased to be writing a letter in support of Grand Valley State University’s bid for Steven Rich-

ardson as Executive Board Member of the year. Steven is my Executive Vice President and has truly gone 

above and beyond in his position. He has been very supportive of my presidency and my leadership not on-

ly as an Executive Board member but also as a friend.  

This is Steven’s third year on the RHA Executive Board and he has held a variety of positions. He has 

served as the Vice President of Finance and Records, Community Council Liaison, MOCC/NCC, and now 

he serves as the Executive Vice President. Steven shows commitment and dedication to RHA as an organi-

zation but also to Grand Valley as a whole.  

As a junior at Grand Valley, Steven is very dedicated to his studies and to the community as a whole. He 

works at the Central Housing Office but also makes time to go help out at community desks on weekends. 

Steven lives in Murray which is where many of our International students reside on campus. This year, he 

is a Peer Mentor in the international house.  

In RHA specifically, he is my second-in command and is in charge of maintaining contact with the differ-

ent communities on campus. He is also responsible for taking minutes during the meetings and keeping all 

of our notes organized. In addition to that, he has put effort into redesigning our website, promoting RHA 

on OrgSync, and working with Housing to spread the word about RHA.  

Throughout my tenure at Grand Valley, I have witnessed Steven take charge in his leadership roles and in 

the community in general. He is caring, supportive, and always willing to lend a hand. He has been a won-

derful Executive Board member and a phenomenal Executive Vice President.  

Thank you so much for taking the time to read this, and I hope you will consider Grand Valley State Uni-

versity’s bid for Executive Board Member of the Year! 

Sincerely, 

 

Shirlene Armstrong 

President 

Residence Housing Association 

Grand Valley State University  

armsshir@mail.gvsu.edu 
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To Whom It May Concern, 

 

It is my pleasure to endorse Steven Richardson as Executive Board Member of the Year. As a gen-

eral assembly member of the Residence Housing Association I see Steven preform his role as Exec-

utive Vice President on a weekly basis. Steven possesses personal characteristics that provide to his 

excellence in his current Executive Board position and that qualify him for such a title as Executive 

Bard Member of the Year. Steven is very personable, he is willing to get to know the general assem-

bly members and contribute to a welcoming and open environment that assists in unifies the com-

munities around campus. He is very punctual in every aspect of the word.  

Steven is never late for meetings or events and he always has the minutes made, revised, and sent 

out to general assembly members within 24 hours. Steven’s strongest asset would be his dedica-

tion. He puts a lot of time and effort into his position, the association and the Grand Valley Cam-

pus. Steven is always there to support the events put on by various communities and to get the 

word out to promote involvement. He has also made a new RHA website that make locating RHA 

information and promoting events a lot simpler.  

Overall I would say the Steven is doing a fantastic job as Executive Vice President, it is easy to come 

to him and ask for advice and it is reassuring to know that he supports me as my community’s RHA 

representative and the entire community. I believe that Steven is an asset to RHA and to Grand 

Valley, and that he is more than deserving of such an honor as Executive Board Member of the 

Year. 

 

Sincerely,  

 

Morgan Sundblad  

Community Council RHA Representative 

Grand Valley State University 

sundblam@mail.gvsu.edu 


