Policies

Job Posting Policy and Guidelines

Fort Worth AFP Chapter of the Association of Fundraising Professionals
Approved by the Fort Worth AFP Chapter Board of Directors on November 10, 2008

Membership in AFP is NOT a requirement to list or view a job opening on the Fort Worth Metro AFP

Chapter website.

This service is free if the organization has an employee who is a member of the Fort Worth AFP
Metro Chapter. The cost to post a job opening is $25 if the organization is not affiliated with the
Fort Worth Metro AFP Chapter.

Jobs on the website will be posted for one month unless the organization requests the posting time
to be extended.

e Job postings received will be placed on the AFP website
-within 48 hours (excluding weekends and holidays) of receipt if an organization with an AFP

member is posting
-within 48 hours (excluding weekends and holidays) of receipt of both the information AND the

fee payment, if applicable
Job postings shall be submitted on the form provided on the “Job Bank” page of the chapter

website.




AFP Member Fair Behavior Policy

AFP Board Approved July 22, 2005

Fort Worth Metro Chapter Board Approved
January 14, 2008

AFP and its chapters are committed to providing an environment that is free of unlawful discrimination and/or
harassment. AFP and its chapters prohibit harassment on their premises and in connection with activities (locally
or traveling on association/chapter business) -- whether committed by staft, volunteers, officers, or by third parties.
Discrimination or harassment will not be tolerated and constitutes behavior unbecoming of a member,

No AFP member or officer may threaten or insinuate, either explicitly or implicitly, that an individual’s submission
to, or rejection of, sexual advances will in any way influence any decisions regarding that individual’s
employment; wages; advancement; membership, board, or officer status; assigned duties or any other condition of
employment or career/membership development. An individual's submission to, or rejection of, sexual advances
shall not be used as the basis for employment or membership decisions concerning the individual.

Other harassing conduct on association or chapter premises and at association or chapter functions, or in
connection with chapter activities that creates an offensive and hostile environment, whether it is in the form of
physical or verbal harassment, and committed by any member or staff, is also prohibited. This includes, but is not
limited to, repeated otfensive language or conduct, unwelcome sexual flirtations, advances, propositions, stalking,
continued or repeated verbal abuse of a sexual nature, graphic verbal comments about an individual’s body,
sexually degrading words used to describe an individual and the display of sexually suggestive or other offensive

objects or pictures.
Unlawtful discriminatory treatment which is found to be based upon an individual’s race, ethnicity, age, religion,
sexual orientation or other legally protected characteristic is also strictly prohibited.

Discrimination and/or harassment can occur with a single incident or through a pattern of behavior.
Discrimination and/or harassment can result from a broad range of actions, which may include but are not limited
to: physical or mental abuse, racial insults, derogatory ethnic jokes, unwelcome verbal or physical conduct
regarding race, color, religion, national origin, sex, sexual orientation, age or disability.

Any association or chapter employee, volunteer, or member who believes that they have been subjected to
harassment may -- but are not first required to -- tell the offender that his or her behavior is unwelcome and ask
that it stop. In cases where the individual may feel uncomfortable confronting the alleged offender, the individual
should report the matter to the Chapter President or to the President & CEO of AFP. Any association or chapter
employee, volunteer, or member who has experienced an incident of sexual or other unlawful harassment or
discrimination must promptly report the matter to the Chapter President or the President & CEO of AFP. Such

internal complaints are investigated promptly.

If the objectionable behavior involves an individual outside of the chapter — from AFP (a memBer, board member,
volunteer, ofticer, or staft member) — then the matter should be reported solely to the President of AFP. Ifthe
objectionable behavior involves the President of AFP, then the matter should be reported to the Chair of the Board

of AFP.
A Chapter President is required to notify and consult with the President of AFP in connection with reports of
harassment or discrimination at the chapter.

Any individual with questions about the internal process or concerns about possible harassment or discriminatory
treatment is urged to seek appropriate consultation with the AFP President & CEO. No individual will suffer
retaliation, reprisal or intimidation as a result of reporting an incident or behavior in good faith. Individuals who
fail to follow this procedure may not only lose the opportunity to address their concerns, but may also forfeit
certain legal rights, if applicable. The association maintains confidentiality in these investigations to the extent
feasible and consistent with an effective investigation and resolution, and enforcement of this policy.

Persons determined to have committed acts of harassment against an AFP member, employee, or volunteer may be
subject to discipline up to and including removal from chapter and AFP office, termination of employment with the
Chapter, and/or revocation of AFP membership. Depending on the nature of the matter, individuals alleged to be
involved in harassing or discriminating behavior may be removed from association and chapter involvement

pending the resolution of the investigation.




Lunch Meeting Policy

Fort Worth AFP Chapter of the Association of Fundraising Professionals
Approved by the Fort Worth AFP Chapter Board of Directors on September 14, 2009.

The Fort Worth AFP Chapter’s monthly luncheon meetings shall be held on the second
Monday of the months of January, February, March, April, May, July, August,
September, October and December. This date may be changed to accommodate any
changes to a typically scheduled June DFW Philanthropy Conference and November
NPD Luncheon.

Luncheon meeting agendas shall include introduction of guests and new chapter members
in attendance, membership business and announcements, and an educational program. At
least one Chapter meeting during the calendar year will focus on Ethics.

The current fee structure for attending the Chapter’s monthly luncheon meeting is $15
members and $25 non-members for advance reservations. All reservations are
guaranteed. Advance on-line reservations may be made through the AFP FW web site
using a credit card. An advance phone-in or e-mail reservation may be made with
payment by check or cash at the door. Credit card payment will not be accepted at the
door. Payment will be billed and is expected for all no-shows. Non-payment may result
in the member disallowed to make reservations for future meetings. Board vote will
determine if this action is needed.

Program speakers and panel discussion participants/facilitators are not charged for lunch.
Reservations are required by 10 AM on the Wednesday prior to the meeting. No
reservations will be accepted after this time. Cancellations are also due by 10 AM on the
Wednesday prior to the meeting. No refunds will be made for reservations cancelled
after this time. If a registered individual is not able to attend the luncheon at the last
minute, a co-worker may be substituted but must pay in cash/check at the door any
difference in member versus non-member fee.

Individual meal special requests (i.e., vegetarian, wheat intolerance, low sodium, etc.) are
due by 10 AM on the Wednesday prior to the meeting. Every attempt will be made to
satisfy a special request after this time, however, that request may not be satisfied.
Arrivals at the door without reservations are invited to participate in chapter meetings at
no charge, however, no lunch will be available. If there are extra presentation handouts
available after all attendees with advance reservations have received one, member may
receive one; if none are available, member may request the presentation materials be
emailed.

Members of the Chapter are invited to attend at the member rate. All other attendees are
charged the non-member rate unless specifically approved by the Chapter Board of
Directors. Membership is not transferable to other co-workers or peers attending with or
in the place of a member. The Chapter Board of Directors on an annual basis establishes
the non-member rate.

The fee structure is reviewed and established by the Chapter Board of Directors on an
annual basis.

All returned checks shall be charged a $20 service fee. Non-payment of this service fee
may result in the member disallowed to make reservations for future meetings; Board
vote will determine if this action is needed.

This policy shall be reviewed by the Board of Directors on an annual basis.




Returned Check Policy

Fort Worth AFP Chapter of the Association of Fundraising Professionals
Approved by the Fort Worth AFP Chapter Board of Directors on July 13, 2009.

Introduction

The purpose of this policy is to establish guidelines pertaining to checks submitted to the chapter
by members/non-members in payment for monthly luncheon, conference, or workshop fees,
which may be returned by the chapter’s bank due to insufficient funds.

Application
This policy applies to AFP members and non-members.

Charges for Returned Checks

1. Upon notice by the chapter bank that a member/non-member check has been returned for
insufficient funds, the AFP Chapter Administrator will contact that individual in a timely
manner asking for the amount of the original payment plus a $20 fee. The payer should
be advised of a 10 day time period for settling the matter. Notice may be made by phone,
mail, or email or in-person but must be documented for AFP records.

2. Upon notice by the chapter bank that a member/non-member has experienced a second
occasion of a returned check, the same procedure and settlement period as noted above
should be followed. In this instance, the fee for an insufficient check will be $35. A
second returned check from a member/non-member will result in that member/non-
member no longer being offered the option of check payment in the future.




Membership List Usage Policy

Membership in AFP is voluntary. It is open to any individual who provides a development function to an
organization. The Chapter Administrator manages the membership information and communicates regularly with
membership. Therefore, the thoughtful and sensitive management of members’ information is the highest
expression of our commitment to providing consistently high quality, targeted marketing and services for our

members. The Board of Directors will review this policy on an annual basis.

With due respect for our members’ right to privacy, we have established the following practices and intend to
retain complete control to safeguard our members against any unauthorized use.

Compliance with AFP International policy.
In compliance with AFP International policy on member contact information, members’ e-mail addresses will
not be exchanged with any organization including other AFP chapters.

Use of the Membership List by our own Fort Worth Metro Chapter.

We contact our members regularly, primarily through e-mail, and regard the use of any personal contact
information as necessary for normal operations. These include e-mailing the E-Newsletter and other
announcements as well as mailings for membership publications, membership renewal notices, special
requests and information regarding members’ benefits. Occasionally, we will communicate about specific
programming or opportunities that might directly impact our members and all of these will be sanctioned
implicitly or explicitly by the local Board of Trustees.

Use of the Membership List by other AFP Chapters.
We will allow fellow AFP Chapters to communicate through our E-blasts with appropriate and authorized
approval from the Vice President of Communication or the Executive Board. We will exchange postal address
lists with other AFP Chapters who wish to promote an educational event as long as it does not conflict with a
similar program Fort Worth is offering in the near future. Should another Chapter wish to mail information to
our members, we will allow a one-time-use list of names and mailing addresses at no cost, provided it is

deemed valuable and is authorized.

Use of the Membership List by NPO’s (Non Profit Organizations).

We will never sell our list. That said, in order to assist our members in their fundraising, marketing and
communication efforts, there may be materials that are valuable from a business, education or professional
development perspective and with appropriate authorization, the postal address list may be rented for a one-
time-use. (See fee structure below.) Each use must be approved by the Vice President of Communication or
the Executive Board. The contents of these mailings will be submitted to the Chapter for authorization prior to

approval and prior to mailing.
Use of the Membership List by FPO’s (For Profit O.rgafxizations).

Through the use of a mailing house, outside companies or for profit organizations (FPOs) may rent the AFP
Membership List in accordance with stated approvals and authorizations. Using the mailing house will not
entitle the organization to review or retain the Membership List and each use will be for names and postal
addresses only. No e-mail and no telephone numbers will be distributed. (See fee structure below.)

In exchange for a sponsorship of a Chapter event, for profit companies and organizations may receive certain
benefits. FPO’s or any group sponsoring a Chapter event may have one-time-use of the Membership List
either through a set of mailing labels (names and addresses only) Or through an e-mail message disseminated
by the Chapter. To communicate via e-mail, the sponsoring FPO will submit the message to the Chapter’s
Administrator who will disseminate it to the members. This assures members that the message is authorized

and eliminates the possibility that the message might be recognized as spam.

Opt-Out Provision.

Members have the right not to have their addresses provided to other organizations. Members can, at any time,
opt out of receiving e-mail or postal mail. If AFP members choose not to receive e-mail or postal mail, they
should amend their contact information on the AFP International website to opt-out of sharing their email and/

or postal address.




Other Uses.
We will not rent, transfer, provide or exchange our membership List with any political party, political
committee, candidate for political office or political lobbying organization. Each year, the Chapter
Administrator and the Vice President of Communication will provide a list of requests for the list to the Board.

We will not rent or purchase lists from or provide our list to organizations whose purpose or reputation would
damage the trust between the Chapter and its members.

There may be circumstances under which we may be required by law or for judicial process to make the
Membership List available to others. We will comply as required, but fully oppose delivery of said list to the

fullest extent allowable by law.

Fee Structure.

A. No cost to “swap” postal address lists with reciprocal AFP Chapters for one-lime-use.

B. No cost to electronically disseminate information provided it is sent on behalf of other AFP Chapters from our
centralized Chapter Administrator, with approvals in place.

C. $25 per E-Newsletter or e-blast if sent on behalf of NPO’s; $75 per E-Newsletter or e-blast if sent on behalf of
FPOs. It will include the disclaimer stating: “This message is provided to you for informational purposes and
should not be construed as endorsement by the AFP Fort Worth Metro Chapter of the product or organization

that has purchased this transmission to our members.”
D. $125 per set of mailing address labels for one-time-use to other groups.

E. Other arrangements may be made by a vote of the Board of Directors.

Adaptedr




Scholarship Reimbursement Policy
Fort Worth AFP Chapter of the Association of Fundraising Professionals
Approved by the Fort Worth AFP Chapter Board of Directors on April 13, 2009.

introduction

The purpose of this policy is to establish the benefits and regulations pertaining to all scholarship
reimbursement programs for grantees. It also serves to establish the procedures involved in the after-
application policies and procedures. The policy and the procedures outlined herein apply to all grantees
of the Fort Worth Metro AFP Chapter who are granted scholarships. The Fort Worth Metro Chapter
Board of Directors has established and maintains several scholarship funds to which eligible chapter
members may apply. The applicants must meet the eligibility requirements at the date of application for

the respective scholarship.

Eligibility

Applicants must:

1.
2.

4.

Be a current Fort Worth Metro AFP Chapter member in good standing.

Meet all requirements set forth in the criteria of the scholarship for which application is being
made.

Have completed the scholarship application and submitted it by the published deadline date. If
multiple applications are received for one available scholarship, applications of the non-
awardees will not automatically be considered for another scholarship. Separate applications
must be completed and submitted for each available scholarship.

Individuals may not have received the same scholarship within the same calendar year.

Disbursement of Funds

Applicants are requested to pay fees in advance. This includes, but is not limited to, special charges
associated with application fees, early registration, travel and lodging costs and any other charges or
expenses added to the standard fees. The maximum value of the scholarship is predetermined by the
grant and not subject to overage charges. Applicants should keep applicable receipts and careful
expense records to include with a completed Request for Payment form. All request forms are required
to be submitted to the Chapter Treasurer within 30 days of the expenditure. ’

Reasonable Conference Expenses to be Reimbursed

The following expenses will be reimbursed by the scholarship for conference participation:

BWN e

Round-trip airfares to and from the conference

Registration fees for the conference
Hotel expenses including reasonable meals (no alcohol)

Local transportation (taxi to/from airport




Scholarship Reimbursement Policy
Page 2

5. Other reasonable expenses that may arise

Board Report

The Board of Directors of the Fort Worth Metro AFP Chapter would be very interested to hear about the
grant recipient’s experience. Therefore, it is requested that each grant recipient submit an article about

their experience to be included in the Chapter e-Newsletter.

Cancellations, Refunds and Penalties

If you are a recipient of an AFP Scholarship and cannot attend or participate for emergency reasons, you
are required to take the following actions:
1. Hotel Reservation Deposit
If a room deposit has been made at the hotel, the scholarship recipient is responsible for calling
the hotel to seek a refund.
2. Conference Registration
If registration has been received by the conference, the scholarship recipient is responsible for
calling the registration chairman of the conference to seek a refund.

3. Airline Tickets
All airline tickets should be made refundable and transferable, if possible.

Failure to take the Certified Fund Raising Executive {CFRE) exam within one year following receipt of a
reimbursement scholarship for the CFRE Review Course or CFRE Application, without explanation, will
result in the scholarship recipient forfeiting the scholarship and paying back the AFP Fort Worth Metro

Chaptér for the amount of the scholarship.




Chapter Record Retention Policy
Fort Worth Metro Chapter of the Association of Fundraising Professionals
Approved by the Fort Worth AFP Chapter Board of Directors on November 11, 2008

The AFP Fort Worth Metro Chapter will retain official documents and records for a length of time as
stated below to ensure that all materials are available for review should the IRS call for an audit of

chapter finances.

Articles of Incorporation Permanent

Year-end financial statements Permanent

Chapter By-laws — Original and all amendments Permanent

Chapter Meeting Minutes Permanent

Year-end investment statements Permanent

Annual corporate report to state government As required by state law
IRS Form 990 or 950-EZ 4 years

Bank statements, cancelled checks, vendor invoices 4 years

Annual roster of Chapter Officers 3 years
Chapter Committee Meeting Minutes 3 years
Correspondence 3 years

Program materials Permanent




Speaker Policy
Fort Worth AFP Chapter of the Association of Fundraising Professionals

Approved by the Fort Worth AFP Chapter Board of Directors on Navember 10, 2008

This policy will provide specific guidelines to for profit and not-for-profit vendors who are engaged to
present informational programs to the membership of the Fort Worth Metro AFP Chapter. Vendors are

defined as corporate entities who sell a product and/or service.

Ltuncheon Programs & Workshops

A.

Luncheon and workshop speakers who are vendors must refrain from overt marketing of

their services or products from the lectern.
Luncheon speakers may distribute their promotional materials before or after the luncheon.

Luncheon speakers are encouraged to have a display table in the room with their
promotional materials, and/or their published books

Conference Speakers

A

B.

Conference speakers who are vendors must refrain from overt marketing of their services or
products from the lectern. ‘
Conference speakers who are vendors will be encouraged to financially support the
conference either through a sponsorship and/or exhibitor space. This financial support does
not constitute permission to promote their services or products from the lectern.
Conference speakers will be required to sign a "Speaker Acceptance Form.” The form
specifically addresses four issues:
1. The content of the presentation is accurate,
2. The presentation will not infringe on any personal or property rights of any other
person or organization,
3. The presentation will be educational in nature and will not include a sales pitch for
any specific product or service,
4. The presentation does not contain any material that is slanderous, offensive, or
disparages the products or services of any person or organization.
Conference speakers may distribute their promotional materials before or after their
program.
Conference speakers are encouraged to have a display table in the room, with their
promotional materials, and/or their published books.

Breach of Policy
Speakers who violate the guidelines of this policy will not be invited to participate as a speaker in future

AFP chapter activities. Furthermore, violations of this policy will be considered a breach of ethics and
will be reported to the Ethics Committee of AFP International.




Finance and Investment Policy

Fort Worth Metro Chapter of the Association of Fundraising Professionals
Approved by the Fort Worth Metro AFP Chapter Board of Directors on February 9, 2009.

Introduction
It is the goal of the Fort Worth Metro AFP Chapter to create and maintain a Finance and Invest Policy to

govern the assets of the Chapter that are available for management and investment.

The Chapter shall utilize a Finance and Investment Committee — which shall be the Executive Committee
of the Board of Directors —to implement and manage this policy. The Treasurer of the Board of
Directors shall be the Officer primarily responsible for custodial care and operation of assets covered by
this policy, and shall report monthly to the Finance and Investment Committee and Board of Directors
on the condition of the assets, and any transfers of assets between the investment vehicles identified

below.

Operating Accounts

e Shall be held in checking accounts insured by the FDIC
o No single account shall exceed applicable FDIC insurance levels

® A balance sufficient to cover all estimated current operational expenses and bank fees shall be
maintained at all times.

The Finance and investment Committee may allocate funds in excess of current operational needs to the
higher-yielding funds on a calendar-quarter basis.

Investment Accounts

e Al funds in this category shall be invested in instruments insured or covered by U.S. Federal

agencies {FDIC, FSLIC, SIPC, etc.).
e Investment vehicles may include money market checking accounts, certificates of deposit, and

other mid-term investment instruments.

The Finance and Investment Committee may seek to have the assets under its control audited by an
independent audit firm; any such audit shall be approved by the Board of Directors.











































