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Association of Fundraising Professionals

North Central Ohio Chapter
Operating Manual

The following document is a fluid operating manual for the Association of Fundraising Professionals North Central Ohio Chapter (“Chapter”).  The purpose of this document is to maintain in one document all pertinent Chapter information aligned with, but not included in, Chapter bylaws.

Mission and objectives

The Association of Fundraising Professionals North Central Ohio Chapter (Chapter) is the professional association serving individuals in Summit, Stark, Medina, Portage, Wayne, Holmes, Ashland, Tuscarawas, and Cuyahoga Counties responsible for generating philanthropic support for a wide variety of nonprofit, charitable organizations.  Founded in 1988, the Chapter advances philanthropy through its 100+ members.  The Chapter is a part of the international Association of Fundraising Professionals that serves 28,000 members in more than 190 chapters throughout the world, working to advance philanthropy through advocacy, research, education and certification programs.  AFP fosters development and growth of fundraising professionals and promotes high ethical standards in the fundraising profession.
AFP believes that to guarantee human freedom and social creativity, people must have the right to freely and voluntarily form organizations to meet perceived needs, advocate causes, and seek funds to support these activities. To guarantee these rights, AFP's purposes are to:

· Foster development and growth of fundraising professionals committed to the preserving and enhancing philanthropy.

· Establish a code of ethics and professional practices.

· Require member adherence to a professional code of ethical standards and practices.

· Provide training opportunities for fundraising professionals.

· Implement programs that ensure cultural and social diversity in our membership and leadership.

· Collect, research, publish, and disseminate historical, managerial, and technical information on philanthropy and philanthropic fundraising.

· Promote public understanding of philanthropy and philanthropic fundraising.

· Conduct activities that maintain and develop legislation favorable to philanthropy.

· Enlist, organize, and support members to achieve our purposes.

· Foster international cooperation, knowledge exchange, and education among fundraising professionals worldwide.

· Use all necessary and proper means to accomplish our purposes.

· Provide a valid and reliable certification program for fundraising professionals.
Officers

President: The President is the chief elected officer of the Chapter, presides at all meetings of the Chapter, and is an ex-officio member of all committees.  The President conducts all business meetings using Robert’s Rules of Order and is responsible for all chapter business.  He/she ensures that decisions of the Board of Directors are delegated and carried out, and that all required correspondence and reports are transmitted to AFP International Headquarters.  Responsibilities include:
1. Appointment of Chapter elected officers and standing and temporary chairs:

· President-Elect

· Vice Presidents
· Treasurer

· Secretary

· Communications Committee Chair

· Membership Committee Chair

· National Philanthropy Day Committee Chair

· Nominating Committee Chair

· Professional Development Committee Chair

i. Career Success Institute Chair

· Sponsorship Committee Chair
i. Every Member Campaign Chair;
2. Notify AFP International Headquarters of all new officers by completing the Chapter Leadership Form due annually by December 15;

3. Call special meetings as necessary;
4. Ensure Chapter bylaws are maintained;
5. Ensure Chapter Accord requirements are completed, including:

· Chapter Leadership Form

· Annual Chapter Activity Report
· Budget Information
· Warranty Statement

· Copies of federal tax filing documents (IRS Form 990 or 990-EZ);
6. Serve as an ex-officio member of all committees; and
7. Prepare the agenda for all regular meetings and the Annual Meeting.
8. Attend a Chapter Leadership Workshop paid for by the Chapter.

President-elect: The President-elect has authority to assume the full duties of the President in case of his/her absence.  Additional responsibilities include:
1. Acquaint himself/herself with all the duties of the President and other officers;

2. Acquaint himself/herself with the Chapter’s bylaws and operating procedures;

3. Chair at least one Board Committee;

4. Familiarize himself/herself with the duties of all committees;

5. Act as liaison with the committees, Board of Directors, and AFP International Headquarters, as requested by the President;

6. Perform duties as assigned by the President; and
7. Attend a Chapter Leadership Workshop paid for by the Chapter in the absence of the President attending.
Vice Presidents: A Vice President performs such duties as the President and the Chapter Board of Directors may designate.  Vice Presidents include Membership, Professional Development, and Communications.  These duties are defined in detail under Committee duties, below.
Treasurer: The Treasurer is the Chapter’s fiscal officer and is responsible for all funds, as outlined in the Chapter Bylaws.  Additional responsibilities include:

1. Maintain all financial records, collect debts, and make payments as authorized by the Board of Directors;

2. Provide the President with financial information needed from Chapter records for the annual report;

3. Maintain the Chapter’s financial recording system and recommend improvements as necessary;

4. Deposit the monthly Chapter Reimbursement check from AFP International Headquarters, (or arrange to participate in AFP’s direct deposit process) and all other chapter receipts, in a timely manner;

5. Assist in preparation of the annual budget and monitor chapter expenditures;

6. Record checks and invoices from AFP International Headquarters in a timely manner;

7. Prepare financial statements;

8. Ensure that federal tax filings (IRS Form 990 or 990-EZ) are prepared and mailed in a timely manner and that a copy is immediately mailed to AFP International Headquarters; and
9. Ensure that state requirements for charities registration are fulfilled, including initial registration, annual reports, and/or financial documentation that may be required by law, as well as providing copies of filed documents to AFP International Headquarters.
Secretary: The responsibilities include:
1. Prepare and distribute accurate minutes of all meetings of the Chapter and Board of Directors;

2. Prepare correspondence at the direction of the President and/or Board of Directors;

3. Maintain Chapter files of correspondence and program materials. A permanent file shall be maintained to house founding documents as well as updated copies of Bylaws, Articles of Incorporation, Certificate of Incorporation, Chapter Affiliation Agreement, etc.  Provide copies of the latest versions of these documents as requested;

4. Prepare and file with appropriate agencies all reports required to maintain the “active” status of the chapter’s corporation and provide proof of corporate status to IHQ as part of the annual Accord process; and

5. Other duties as assigned by the President and/or Board of Directors.

Committees

Executive Committee: The Executive Committee is composed of the President, President-elect, Vice Presidents, Treasurer, and Secretary and has the powers of the Board necessary to conduct the business of the Chapter between meetings of the Chapter Board of Directors.  The Committee convenes upon the call of the President.  A majority of the Committee constitutes a quorum.
Communications Committee: The Communications Committee consists of not less than three (3) members of the Chapter.  The Committee develops and carries out public service, publicity, and public relations consistent with the Chapter strategic plan.  Responsibilities include:
1. Coordinate preparation of all printed materials, including newsletters, the Chapter annual report, and other communications to Chapter members and prospects;

2. Work with Public Affairs Department at AFP International Headquarters;

3. Prepare annual directory of all Chapter members;

4. Develop a list of local and regional media representatives and manage relationships with members of the media; and
5. Write and distribute press releases on a regular basis.
Membership Committee: The Membership Committee consists of not less than three (3) members of the Chapter.  Responsibilities include:
1. Report to the Chapter President, Board of Directors and membership at regular intervals;

2. Prepare and execute a membership recruitment and retention plan that includes member diversity;

3. Act as liaison between the Chapter President and AFP International Headquarters on

4. membership matters, reconciling Chapter and Association membership records;
5. Follow up on any membership-related correspondence received from AFP International Headquarters;

6. Keep up to date with the online membership reporting system;

7. Keep the membership roster continuously up to date and provide AFP International Headquarters with any address corrections or discrepancies;

8. Develop a program to welcome new members and encourage their participation in chapter activities; and
9. Oversee Chamberlain Scholarship.

National Philanthropy Day Committee: The National Philanthropy Day Committee consists of not less than three (3) members of the Chapter.  Responsibilities include:
1. Manage NPD nominations and awardee selection;

2. Coordinate event production details, including site location and program

3. Develop a plan to promote and market the NPD event within the community to increase public awareness of and participation in NPD;

4. Coordinate NPD sponsorship activities with the Sponsorship Committee

5. Prepare a proposed budget for review by the Chapter Board;

6. Report chapter award recipients to AFP International Headquarters for recognition at the AFP International Conference on Fundraising; and
7. Work with the Communications Chair to place articles on National Philanthropy Day.
Nominating Committee: The Nominating Committee consists of not less than three (3) members, including the Immediate Past President who serves as Chair of the Committee.  The Committee presents a slate of officer and director nominees to all Chapter members at least thirty (30) days prior to the annual meeting in accordance with policies and procedures adopted by the Chapter Board of Directors.

1. Prepare a slate of nominees for all elected offices;

2. Ensure that all members are provided with a copy of the slate of officers, according to notification procedures required by the Chapter bylaws;

3. Work closely with committee members to ensure diversity and to see that the most qualified applicants are chosen;

4. Maintain a list of qualified individuals to fill Board vacancies; and
5. Work with the Communications Chair to place announcements regarding the slate of officers and scheduled elections.
Professional Development Committee: The Professional Development committee consists of not less than three (3) members of the Chapter.
1. Develops and executes educational programs for the membership meetings of the Chapter by establishing a consistent, suitable location for monthly meetings and maintaining a good working relationship with hotel/catering staff

2. Oversees all Chapter programming, including but not limited to the Career Success Institute

3. Encourages involvement of members in Chapter events;

4. Ensures Ten Star Award criteria is met by including at least one program each year on Ethics and Diversity;

5. Develops programs that respond to the educational needs of Chapter members and others in the community;

6. Works with the Communication Chair to publicize programs;
7. With the Chapter Administrator, maintains program records including description, speakers, attendance, evaluation, and revenue; and
8. Submits to AFP International Headquarters the Chapter Event form 5 weeks prior to the event for posting on the AFP International Headquarters website calendar (see form – Appendix 1); and
9. Provides general guidance to the Career Success Institute Committee:

· Career Success Institute (CSI) Committee: The Career Success Institute Committee consists of not less than three (3) members of the Chapter.  The Committee plans the Chapter’s annual CSI professional development event with guidance from the Professional Development Committee.

Sponsorship Committee: The Sponsorship Committee consists of not less than three (3) members of the Chapter.  Responsibilities include:

1. Oversees all fundraising activities of the chapter, both general and program-specific; and

2. Prepares annual sponsorship plan, including new sponsorship opportunities related to new Chapter events; and
3. Provides general guidance to the Every Member Campaign:
· Every Member Campaign Committee: The Every Member Campaign Committee consists of not less than three (3) members of the Chapter.  The Committee works to ensure 100% Board participation and solicits participation from the general membership with the goal of meeting the Chapter’s AFP EMC goal.  The Committee also coordinates the Every Member Campaign with the AFP Foundation.

i. Educate Chapter members about the activities of the AFP Foundation for Philanthropy;

ii. Conduct the Chapter's Every Member Campaign;
iii. Manage annual EMC goals:

a. 100% Board participation; and

b. Attainment of AFP International Headquarters Chapter goals to ensure the Chapter receives its EMC reimbursement.

iv. Serve as liaison between the Chapter and AFP Foundation for Philanthropy;

v. Provide recognition to Chapter donors; and
vi. Check donor reports for accuracy and resolve discrepancies with AFP Foundation for Philanthropy staff.
International conference and chapter conferences

The Chapter will budget for the following AFP International Headquarters annual conferences:
1. AFP International Conference – The Chapter will pay the full conference registration and half of hotel and meal expenses (per diem hotel and meal reimbursement limited to $150/day) for the President to attend the annual conference.  If the President is unable to attend, the President Elect may attend in his or her place.

2. AFP Leadership Conference – The Chapter will pay 100% of the cost for the President Elect to attend the annual Leadership conference.  If the President Elect is unable to attend, the Board may select an upcoming Chapter leader to attend in his or her place.
Web job posting
The Chapter charges the following fees for job postings on its website (www.afpncoh.org):

1. Free to member organizations
2. $50 for non-member organizations

Job postings must be related to fundraising, development, and/or nonprofit management (executive director, program director, etc.).  The Board reserves the right to refuse or remove any job postings that do not meet these criteria.  Removal will be based solely on the discretion of the President and/or VP, Membership without need of explanation.

Mailing List Policy

1. The Chapter will abide by the legal requirement to respect all “do not mail” and “do not email” restrictions as coded in the AFP IHQ database and shall not include these members on any mail/email lists.

2. The Communications Vice President in conjunction with the Chapter Administrator will coordinate all requests for mailing lists to ensure that there are no duplications or omissions.  The Communications Vice President is authorized to approve content of material to be mailed to the Chapter mailing list and to forward questionable content to the Board of Directors for final approval.  The Chapter reserves the right to refuse any request for the Chapter’s mailing list.

3. The Chapter will trade lists with other AFP chapters who wish to promote their educational events as long as the event is not in conflict with a similar program that the chapter will offer within 90 days.  Likewise, the Chapter will promote its programs to other chapters who have agreed to the reciprocal sharing of chapter mailing lists.

4. The Chapter will facilitate e-blasts free of charge to its members on behalf of approved groups, including but not limited to other AFP chapters, member organizations, and sponsors.  All requests are subject to Board approval.  The Chapter reserves the right to edit and approve all e-blast copy.  The e-blast will be sent by the Chapter administrator on behalf of the group initiating the request.  The Chapter reserves the right to charge a $50 fee to non-member organizations wishing to disseminate information to Chapter members.  The Chapter reserves the right to attach a disclaimer to any/all information stating “The intent of this posting/email is for informational purposes only and is intended as an informational tool to Chapter members.  The Association of Fundraising Professionals North Central Ohio Chapter is not affiliated with and does not endorse the ABC program and/or ABC Company.”

Whistleblower Protection Policy 
AFP and the North Central Ohio Chapter adhere to federal, state, and local laws and/or regulations, including business ethics policies.  As such, even though it is not obligated to do so, AFP and the North Central Ohio Chapter have decided to voluntarily adopt a whistleblower protection policy.  Pursuant to this policy, any member or employee who becomes aware of any violation of federal, state, or local law or regulation, including any financial wrongdoing, should immediately report the violation to the Executive Director to allow AFP to investigate and, if applicable, correct the situation or condition.

If the Executive Director is involved or is believed to be involved in the matter being reported, employees may, in the alternative, make a report to AFP’s legal counsel.  AFP will conduct an investigation and take appropriate action within a reasonable period of time.  Such complaints will be held in confidence to the extent the needs of the investigation permit.  “Financial wrongdoing” may include, but is not limited to: 

1. questionable accounting practices; 

2. fraud or deliberate error in financial statements or recordkeeping; 

3. deficiencies of internal accounting controls; and

4. misrepresentations to company officers or the accounting department (including deviation from full reporting of financial conditions).
If any member or employee reports in good faith what the employee believes to be a violation of the law and/or financial wrongdoing, its legal counsel, or to a federal, state, or local agency or assists in an investigation concerning financial wrongdoing, it is the policy of AFP and the North Central Ohio Chapter that there will be no retaliation taken against the member or employee.  Members and employees are reminded of the importance of keeping financial matters confidential.   Members and employees with questions concerning the confidentiality or appropriateness of disclosure of particular information should contact the Executive Director.
Chapter contacts for sharing program information with other AFP chapters

AFP Greater Cleveland Chapter

1545 W. 130th Street, Suite A2

Hinckley, OH 44233

216-696-1613

216-803-9900 (fax)

Email: admin@afpcleveland.org 

Website: http://www.afpcleveland.org/ 
AFP Central Ohio 

PO Box 20119

Columbus, Ohio 43220-0119

614-572-0955

614-884-7783 Fax
Email: CentralOhioAFP@cs.com
Website: http://www.centralohioafp.org/ 

AFP Northwest Ohio Chapter

P.O. Box 2507

Toledo, OH 43606

Email: nwoafp@gmail.com
Website: http://afpnwohio.afpnet.org/ 
AFP Mahoning/Shenango Chapter 

Barbara Schuller, Chapter Administrator

P.O. Box 672

Youngstown, OH 44501-0672 

330.646.4926 

Email: info@afpmash.org 
Website: http://www.afpmash.org 


AFP Greater Dayton

Anne Merrill, Chapter Administrator

PO Box 3515

Dayton, OH  45401-3515

Phone: (937) 789-4132 
Email: admin@afpdayton.org 

Website: http://www.afpdayton.org
AFP Greater Cincinnati

4010 Executive Park Drive, Suite 100

Cincinnati, OH  45241

Phone (513) 554-3072

Fax (513) 563-9743

Email: afpcincinnati@aol.com
Website: http://afpcincinnati.afpnet.org
AFP Western PA

Margaret Zabo, Office Administrator

PO Box 10447

Pittsburgh, PA 15234

412-642-7725

Email: office@afpwpa.org 
Website: http://www.afpwpa.org/
Appendix 1


CHAPTER EVENT INFORMATION

Any information provided will be placed on AFP’s website. Please submit as early as possible and at least 5 weeks prior to the event.

Chapter name: 












Event title/Type of event: 











Date and time of event: 











Location of event: 












Member fee: 





Nonmember fee: 





Brief description: 












Contact name: 












Contact phone: 












Contact email: 












Note: Email addresses will be listed on the AFP website so that chapters can receive messages and inquiries about their chapter and chapter events.  The listed address does not have to be the contact person’s email address.

Please send information to:

AFP Chapter Services

Attention: Janel Russell

Fax: (703) 684-0540

Email: jrussell@afpnet.org
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