[image: image1.jpg]




CHAPTER GUIDELINES
TABLE OF CONTENTS

Introduction







2
Organization Overview






3
Roles and Responsibilities





5
Maintaining Your Chapter





8
Appendix


Trademark Guidelines


Newsletter Template


Tips for a Successful Meeting


Frequently Asked Questions

INTRODUCTION
Congratulations on your election to Chapter President!  This handbook is meant to be a resource as you begin your term of leadership in our great association.  In it you will learn about the expectations of a chapter president as well as get information about how to make your chapter a viable entity within this organization.  Please be advised however, that this guidebook is only one of the tools that are available to you.  

We encourage you to spend some time on the AABE website (www.aabe.org).  There you will get a great deal of information about the history of this organization, our leadership structure as well as learn about what other chapters as well as the national office are doing to further our mission.  If you have questions about any of the information, contact your Regional Coordinator or a staff member in the National Office.  The Office is available to assist and provide you with any support you may need as you take on this important leadership role.  
ORGANIZATION OVERVIEW
The American Association of Blacks in Energy (AABE) is a national association of energy professionals founded and dedicated to ensure the input of African Americans and other minorities into the discussion and development of energy policies, regulations, R&D technologies, and environmental issues. 

AABE’s mission is carried out through programs and activities in four major areas:  Energy Policy Development; Career and Professional Development; Information Dissemination; and Scholarships & Awards.

The purposes of AABE are the following: 

· To serve as a resource for policy discussion of the economic, social and political impact of environmental and energy policies on African Americans and other minorities. 

· To ensure involvement of African Americans in governmental energy policymaking by recommending capable, sensitive and informed personnel to appropriate officials. 

· To encourage both, the public and private sectors, to be responsive to the problems, goals and aspirations of African Americans working in energy-related fields. 

· To encourage African American students to pursue careers in energy-related fields and to provide scholarships and other financial aid for such students.
The AABE organization is governed by the Board of Directors.  Directors and Officers are elected to two (2) year terms.  There are several seats on the board however, which are not elected.  The immediate past chair serves a 2-year term and the General Counsel is an appointed position. Regional Coordinators are appointed by the Chair and also have a voting seat on the board.  The association’s President and COO is a non-voting member of the board.  Every board member also serves on a board committee.  Chapter Presidents are strongly encouraged to volunteer for a board committee.  
The board operates under a committee structure.  Each member of the board serves on a committee.  At times, an Ad-Hoc committee may be appointed to address a specific issue.  Chapter Presidents are encouraged to volunteer on board committees. The national committees are as follows:
· By-Laws - Development of a code of ethics for the organization's policies, mission and activities.

· Legislative Issues & Public Policy - Development and dissemination of white papers in regard to energy and environmental issues.

· Nominations & Elections - Conduct of AABE's elections for National Officer positions.

· National Conference Planning - Development of the annual AABE National Conference.  
· Energy Entrepreneurs - Promote opportunities for minority energy companies.

· Communications - Enhance AABE's exposure to the community.

· Personnel & Administration - Strengthen the infrastructure of the organization.

· Membership & Chapter Development - Support local Chapters and share ideologies.

· Scholarship - Awards graduating minority high school students with energy-related scholarships to accredited colleges & universities.

· Finance - Manage AABE's fiscal budget.
Chapter Presidents and members may participate in board committees.  While membership in some committees (i.e. Nominations & Elections, Personnel & Administration, and Finance) is closed other committees are always looking for volunteers.  In particular, chapters are strongly encouraged to participate in the Legislative Issues and Public Policy and Communications committees.
Formal membership in the National Conference Planning committees is limited; however chapters will find they have an active role in the committee when the national conference is being hosted in their region.  For example, if the committee is planning to host a conference in the northeast region, the New York, New Jersey and Connecticut chapters are expected to take on an active role in the committee.   More detailed information about the board committees can be found on the website.
National Staff
Frank M. Stewart, President and COO

Email: fstewart@aabe.org
Paula R. Jackson, Director of Communications

Email: pjackson@aabe.org
Phone: 202-641-6864

LaKeesha Wilson, Director of Member Services

Email: lwilson@aabe.org
Pauline St. Cyr, Office Assistant

Email: pstcyr@aabe.org
ROLES AND RESPONSIBILITIES 

CHAPTER PRESIDENT
The Chapter President is responsible for the leadership and management of the local Chapter, ensuring that the minimum requirements for the Chapter are met.

· Must be able to enhance the image and visibility of the Chapter in its geographic area.

· Ensure that the local chapter is in compliance with the national by-laws and guidelines as well as appropriate local and regional by-laws and guidelines.

· Ensure the timely dissemination, implementation/execution of programs and policies from the Board of Directors as communicated by or received from the National Office.

· Ensure timely response to requests and inquiries from Regional Coordinators, Board Committees and National Office staff.

Specific Duties and Responsibilities

· Ensure that every Chapter obtains and maintains a 501(c)(3) designation.  If the Chapter does not have non-profit designation, please contact the AABE National Office for proper guidance.  If the Chapter is affiliated with the 501(c)(3) designation of the National Office until such time that they receive their own, ensure that the proper forms are submitted annually.

· Ensure Chapter sponsorship of at least a scholarship program for high school science and math students.

· Ensure Chapter has an ongoing visible community project, which may be a scholarship.

· Develop and maintain productive and positive relationships with other community-based organizations in the Chapter area.

· Ensure that the minimum number of Chapter meetings per local by-laws, are held each year.

· Ensure that the chapter maximizes its growth potential by demonstrating an ongoing commitment to community outreach initiatives.

· Ensure the Chapter does not fall below the minimum membership of ten paid members as required by national bylaws, to be recognized as an official active chapter.

· Ensure that Chapter year-end reports are submitted to the Regional Coordinator on or before January 31. Reports include: Chapter Year-End Financial, Year-End Summary of Activities, and Strategic Initiatives for the current year.
· Ensure the Chapter sponsors and/or ensure that students in their local areas apply for Regional/National scholarships.

· Ensure Chapter representation is present at the national Chapter Presidents/Regional Coordinators meeting which occurs prior to each quarterly Board meeting.

A complete listing of the AABE chapter presidents is available on the website.

REGIONAL COORDINATOR

The AABE Regional Coordinator is appointed by the Chairman.  In this role, the coordinator serves on AABE’s Board of Directors and acts as the organization’s outreach and connection to the local chapters. As the leader and spokesperson for his/her region, the Regional coordinator has the responsibility of bringing the issues and concerns of their chapter presidents and members to the attention of the National Board. Therefore, it is important for the Regional Coordinator to keep a continuous dialogue between all these parties.  Coordinators should also have strong support from their companies, as this position requires time and travel.

The Regional Coordinator:

· Responsible for the development of the chapter presidents and the members of his/her region.

· Helps chapters to develop and maintain local projects and programs.

· Assists chapters with membership recruitment.

· Serves on AABE’s Board of Directors.

· Serves on AABE’s Membership and Chapter Development Committee, Nominations and Elections Committee and other committees as assigned. 

· Interprets Board policies as they pertain to both national and local organization concerns.

· Assists chapters with implementing AABE’s scholarship program and submit applications of finalists to the national selection committee to compete for financial awards.

· Develops and promotes regional activities and conferences.

· Organizes, coordinates and produces AABE’s national conference when it is that region’s turn for sponsorship.

· Works with the Board of Directors and other regional coordinators on programs and issues pertinent to the growth of the organization.

· Travels throughout the region in performing his/her duties.

· Takes direction from AABE’s executive director and 1st vice chairman in performing duties.

· Serves as liaison between the Chairman, Board of Directors, National Office and chapter presidents.

· Must be committed to AABE and its vision and mission. 

· Attends quarterly board meetings, national conferences and chapter president’s workshop / training.

· Submit annual chapter reports to the 1st vice chairman and copied to the National Office.

· Must have a good working relationship with other officers and members in his/her chapter.

· Must have excellent interpersonal skills.

· Be prepared to bring to the national board the issues of their chapters even when the issues may be sometimes controversial. 

An updated list of Chapter Presidents and Regional Coordinators is available in the About Us section of the website.
 MAINTAINING YOUR CHAPTER
Chapters are encouraged to have several committees which will ensure that the chapter meets its goals.  Those committees are as follows:

· Communications – Enhance chapters exposure

· Responsible for updating the chapter website

· Submit information to the National Communications committee for inclusion in the newsletter

· Finance  - Maintain  the chapter’s financial records
· File 990 to IRS

· Annual reporting to the National Office

· Fundraising – Raises funds for chapter initiatives, particularly Scholarship Fund
· Membership – maintaining / increasing membership base

· Recruiting programs

· Broaden membership base 
· Program
· Develop programs including but not limited to outreach and professional development

· Black Energy Awareness Month (BEAM)

· Day of Service (Martin Luther King Jr. holiday)

· Other programs as required by the national organization
· Scholarship – provide scholarship(s) to students who plan to study in math / sciences

· Coordinate with national Scholarship Committee

· Provide mentors to scholarship recipients

· Provide information about internships to scholarship recipients

· Track progress of scholarship recipients 
COMMUNICATIONS COMMITTEE

When developing communications materials (letters, press releases, etc.) chapters must make sure they follow the trademark guidelines of the association.  (Appendix #xx)

Communications Materials

The National Office develops collateral materials which can be used by chapters to recruit new members, to provide to corporate executives, at outreach events and for media.  These materials have been developed for specific uses and chapters are encouraged to use them whenever possible.  If a chapter needs assistance in the use of these materials, they should contact the Director of Communications (pjackson@aabe.org) for assistance.

The materials available include:

· AABE Brochure (folder with inserts)

· Membership brochure
· DVDs (Member recruitment, Student recruitment, General Information)

· AABE TV shows

If there are other materials which are not available and chapters believe they would be important for their work, they should contact the Director of Communications.  

Website Maintenance

Every chapter has a webpage which is linked to the national (www.aabe.org) site.  Chapters are encouraged to update their sites regularly.  These updates can include information about upcoming activities, chapter newsletters and information about other initiatives.  The National Office will offer website training at least twice a year.    Updates to sites must be approved by an administrator prior to the information “going live”.  To notify an administrator, chapters can email either the Membership Director (lwilson@aabe.org) or Director of Communications (pjackson@aabe.org).   All updates will be approved within 48 hours of being notified of the posting so chapters should plan accordingly.
FINANCE COMMITTEE 

Annual Reporting Requirements
Every chapter is required to submit a report to their Regional Coordinator which will be forwarded to the National Office at the end of each year.  This report should outline the chapter’s activities, scholarships given out and include a financial statement.  While all chapters are required to have their own tax exempt number we understand that this process takes time.  During this time, chapters may use the national tax identification number for its fundraising programs.  This makes the financial reporting very important, particularly for those chapters without their own tax id number.  The national filings must include any donations made under its tax id, even those designated to a particular chapter.  Chapters who require assistance with their reports or who are unsure of the information that should be submitted should contact their regional coordinator or the national office directly.

Obtaining / Maintaining Tax Exempt Status
Every chapter is required to obtain its own tax exempt identification number or 501(c)3.  The national office has scheduled and will continue to schedule training sessions for chapters on this issue.  The presentations for these training are available on the website.  Once a chapter has received their tax exempt status they must be diligent in ensuring that chapter activities follow the guidelines.
FUNDRAISING COMMITTEE
While membership dues will bring funds into your chapter, other fundraising activities will most likely be required in order to support your chapter’s initiatives.  Chapters are required to have their own 501(c)3 certification which can be used as it raises money.  However, chapters who don’t currently have their certification may use the National tax exempt identification.  However, use of this number makes in critically important for chapters to file their financials with the National Office every December.   The National office must include all contributions made under its tax identification as part of its tax filings.  

MEMBERSHIP COMMITTEE
Membership in the AABE organization is based on a calendar year.  All memberships expire in December.  In accordance with the By-Laws, member dues must be paid by February 28th in order to vote in the General Membership Meeting.  Membership in the organization is open to employees, and owners of energy-related businesses and members of ancillary professions and organizations serving the energy industry. This includes: Consultants, Educators, Trade Associations, Local Government and Regulatory Agencies and Students.
The committee role to increase and retain membership is an important one.    Chapters are encouraged to work and share ideas with their Regional Coordinators and other chapter presidents in order to address the challenges that exist in increasing and/or retaining their membership.
PROGRAM COMMITTEE
In order to meet the mission of the organization, chapters must offer programs to their membership as well as the community at large.  There are two (2) programs that every chapter must participate in: Black Energy Awareness Month (BEAM) and Scholarship.  Additionally, chapters are strongly encouraged to participate in a community service project during the Martin Luther King Jr. holiday.
Black Energy Awareness Month (BEAM) – Held every October, chapters are required to host a program which broadens the knowledge of students and /or communities about energy.  Chapter
Scholarship Program – A more detailed description of the AABE scholarship program is below

Day of Energy Service – In 2008, the board of directors passed a resolution making Martin Luther King Jr. Day a National Day of Energy Service.  The resolution states that community energy education and assistance is a priority outreach activity.  
SCHOLARSHIP PROGRAM

In accordance with the goals of the national organization, chapters are required to participate in the scholarship program.  
The dearth of minorities in technical fields is a well-documented fact. The impact of this loss on individual lives - strong role models, and talent for American corporations looking for diversity in hiring technical and analytical minds - is staggering. Through its Scholarship and Student Aid program, AABE seeks to help increase the number of Blacks and other underrepresented minorities, such as Hispanics and Native Americans, in energy-related fields. By doing so, we help our nation address a critical need and a challenge to our future economic vitality in the world market.  To remain a chapter in good standing, local chapters are expected to participate in the scholarship program.

Each fall, the Board’s Scholarship Committee will provide each Regional Coordinator / Chapter President with a scholarship application and guidelines.  Regional Coordinators and Chapter Presidents should be aware of the deadlines that are printed on the application.  The complete scholarship application and other information is available on the website.
APPENDIX

TRADEMARK GRAMMAR / GUIDELINES 

The following rules demonstrate the necessary principles of trademark grammar, as established by federal statutory and case law.  If these rules are not followed, trademark rights may be lost.

Maxim No. 1.  Never use the AABE trademark as a noun.


Improper Use:  AABE is a wonderful organization.


Proper Use:  The AABE organization is growing at a steady pace.

Maxim No. 2.  Never use AABE trademark as a verb.


Improper Use:  AABE your way to a wonderful job in Washington.

Proper Use:  One of the services provided to the AABE membership is access to employment opportunities from across the country.

Maxim No. 3.  Never use the AABE trademark as a plural.


Improper Use:  There are a number of local AABEs in the United States.


Proper Use:  There are a number of local AABE chapters in the United States.

Maxim No. 4.  Never use the AABE trademark as a possessive.

Improper Use: There are many individuals who are committed to AABE’s strategic goals.

Proper Use:  The AABE organization is committed to participating in the formation of national energy policies and programs.

Maxim No. 5.  Never use the AABE trademark in any form other than the designated form.

The integrity of the AABE trademark should always be maintained.  Modifications to the color, stripping or font of the characters, and/or spelling changes are not permitted.  An electronic and camera ready version of the AABE logo is available from the national office.

Maxim No. 6.  Always use the AABE trademark as an adjective.


Improper Use:  Please join AABE.


Proper Use:  Please join the AABE organization.

Maxim No. 7.  Always use the AABE trademark distinctively.

The trademark is a valuable business asset.  Always set forth the trademark in all capital letters.  In all printed materials make the trademark stand out from the rest of the words in the text:  “AABE®” should be used and not “Aabe.”

Maxim No. 8.  Always use the registered (®) designation.

Anyone who claims rights in a mark may use the TM (trademark) or SM (service mark) designation with the mark to alert the public to the claim.  The registration symbol, ®, may only be used when the mark is registered in the United States Patent and Trademark Office. It is improper to use this symbol at any point before the registration issues. 

Maxim No. 9.  Do not associate the AABE trademark with any service that is unrelated to:

“Association services, namely providing a forum for African American and other minorities to participate in the development of energy policies, regulations, R&D technologies and environmental issues.”

Accordingly, the AABE trademark should not be used in conjunction with caps, sweats, bodysuits, fitness tops, headbands, jackets, caps, pants, shirts, shorts, socks, tights, t-shirts, and warm-ups or any other good or product whatsoever because this improper use undermines its value and legal validity.  If this maxim is not followed, trademark rights may be lost.

Maxim No. 10.  Reproduction of the AABE trademark should only be in black, burgundy or gray. 
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AABE’s newsletter, AABEnergy News, is published four times a year (October, January, June and a special Conference Edition) under the guidance of the Board’s Communications Committee. Chapters are encouraged to submit information about their local activities to the committee on an ongoing basis.  Articles may be submitted using the template below if a chapter isn’t comfortable writing an article on its own.  An email will be sent to chapter presidents informing them of when information should be submitted for a newsletter.  Chapter’s however, are encouraged to supply information about their activities on an on-going basis to the Director of Communications.
Newsletter Template


This template is designed as a way for chapters to gather information that they would like included in AABE’s quarterly newsletter.  All information must be submitted in this format unless the Chapter’s Communications Liaison wishes to write the article and submit it in news format.  If submitting an article for publication, please be sure that it is no more than 100 words.  AABE national with the Communications Committee will edit all submissions as needed.

1. Name of Chapter: 

2. Event or Occasion:

3. Date of Activity:

4. Location of Activity

5. Number of Attendees:  

6. Special Guests Present: 

7. Importance of Event and Why: 

8. Other important information:

9. Contact information including email:

10. Pictures:  (attach file in .jpg format)

Tips for a Successful Meeting 

(taken  from  MeetingWizard.org) 

Before The Meeting 

Plan, plan, plan 
Develop an agenda in cooperation with key participants. 

Ensure that the topic is timely and relevant. 

Get the word out early.

Invite key management to attend and or to participate (introduce speaker, do the welcome, etc.).

Make the meeting open to everyone.

If possible, arrange the room so that members face each other, i.e., a circle or semi-circle. For large groups, try U-shaped rows. 

 Choose a location suitable to your group's size. Small rooms with too many people get stuffy and create tension. A larger room is more comfortable and encourages individual expression. 

Vary meeting places if possible to accommodate different members. Be sure everyone knows where and when the next meeting will be held. 

During The Meeting

Greet members and make them feel welcome, even late members when appropriate.

If possible, serve light refreshments; they are good icebreakers and make your members feel special and comfortable. 

Start on time. End on time.

Review the agenda and set priorities for the meeting. 

Stick to the agenda. 

Encourage group discussion to get all points of view and ideas. You will have better quality decisions as well as highly motivated members; they will feel that attending meetings is worth their while. 

Encourage feedback. Ideas, activities and commitment to the organization improve when members see their impact on the decision making process. 

Keep conversation focused on the topic. Feel free to ask for only constructive and non- repetitive comments. Tactfully end discussions when they are getting nowhere or becoming destructive or unproductive. 

Keep minutes of the meeting for future reference in case a question or problem arises. 

As a leader, be a role model by listening, showing interest, appreciation and confidence in members. Admit mistakes. 

Summarize agreements reached and end the meeting on a unifying or positive note. For example, have members volunteer thoughts of things they feel have been good or successful or reiterate the organization's mission. 

If there is no preset date and time, set a date, time and place for the next meeting. 

After The Meeting 

Write up and distribute minutes in a timely fashion. Quick action reinforces importance of meeting and reduces errors of memory. 

Discuss any problems during the meeting with other officers; come up with ways improvements can be made. 

Follow-up on delegated duties. See that all members understand and carry-out their responsibilities. 

Give recognition and appreciation to excellent and timely progress. 

Put unfinished business on the agenda for the next meeting. 

Conduct a periodic evaluation of the meetings. Note any areas that can be analyzed and improved for more productive meetings. See a sample meeting evaluation. 

And remember, effective meetings will keep them coming back! 

Roberts Rules of Order Resources

www.robertsrules.com
www.constitution.org/rror/rror--00.htm
www.rulesonline.com
Other Ideas for a Successful meeting (from www.moore-moore.com)
Keep your costs down. 
If your meeting is at a hotel and involves coffee service or a meal, negotiate with the hotel to waive the meeting room fee. Also ask for a free sleeping room for your speaker. The hotel won't always do both, but it never hurts to ask. Ask for both and they're more likely to give you one or the other. 

If they won't provide a free room, be sure to ask for the best available room rate for your speaker — for instance a corporate rate rather than the full price "rack" rate. Since you are reimbursing speaker expenses, this will save you money. 

If you are making the hotel reservation for the speaker, ask for a room away from the noisy elevators and ice machine. This will help ensure that your speaker gets a good night's sleep and is alert and ready to speak!

Be sure everyone can see. 
If your audience will be 100 or more people, ask the meeting facility or hotel for a large riser at the front of the room, center set-up. This riser should be at least 18 inches high and should be large enough to accommodate a screen, a table for AV equipment, and the speaker. AV equipment must be far enough away from the screen for a large projected image. 

Don't let the Facility staff talk you into a corner set-up unless you are using two screens. (We'll provide a diagram to give to your meeting facility). Another tip for good visibility — avoid meeting rooms with low ceilings and interior columns. 

Build-in an extra 15 minutes 
Plan your program and then add at least 15 minutes. If you end early, you're a hero. Otherwise you have 15 minutes to allow for a late start, slow meal service, AV problems, or other unexpected snafus.

Check the AV equipment in advance 
Arrange to meet the Audio/Visual technician at least an hour ahead of the meeting's scheduled start time. Better yet, schedule the meeting and ask the speaker to do it for you. Be sure everything is working, microphone volume levels are properly set, overhead projectors have an extra bulb already installed, computers are compatible with LCD projectors, etc. Allowing at least an hour gives the AV staff time to change equipment if required. 

Remember, room size makes a big difference 
The success of a meeting is influenced by the room size and set-up. Ask the meeting facility to set chairs for the number of people you actually expect to attend. However… schedule a room which will accommodate the maximum number you might have. But, avoid a room that is too big. The maximum number expected should fill the room. 

When you book the meeting, alert the facility staff that you may wish to add chairs at the last minute, but that you don’t want them in the original set-up. When the original chairs fill, attendees feel "everybody came" and the excitement and enthusiasm are high. If you have to add chairs, it makes the meeting seem even more successful from the very start. The psychology of this can't be over emphasized. Empty chairs drain the energy from a room…they are the kiss of death for a program! 
You can probably gauge whether you’ll need extra chairs while the attendees are registering, getting coffee, or simply chatting before the start of the meeting. You should have allowed an extra 15 minutes in the meeting agenda nyway and so a brief delay while chairs are added shouldn’t make your meeting run overtime. Although attendees love getting out on time, if you run a bit over, you’ll probably still be "on time" based on your announced schedule. In either case, you’re a hero! 

Avoid latecomer disruptions. 
To encourage people to sit in front and leave several back rows for late arrivals, tape or rope off the back rows and hang Reserved signs on the tape. (Use masking tape.) Attendees will generally remove the tape if reserved signs are not posted. Your speakers will be grateful for this assistance and your meeting will be more successful since latecomers will not be a distraction. 

Ask attendees to turn cell phones off 
Everyone's attention waivers when phones keep ringing. Ask attendees to turn them off or reset to a vibrate mode. 

Meal Meeting? Avoid distractions. 
If your meeting involves a meal before your speaker, be sure to ask the wait-staff to clear and leave the room before your speaker starts. Otherwise your speaker must compete with clinking dishes and wandering waiters. Be sure you know how much time the facility requires to serve and clear so you can schedule your meeting time accordingly. 

Remember to put your speaker on a riser so she can be seen. Don't ever plan a serious presentation after cocktails and dinner. Hire a humorist instead. 

Classroom or theatre style set-up? 
If your meeting will be long or you expect attendees to take copious notes, consider a classroom set up with long tables. (Theatre style is chairs only.) Ask the facility to allow ample room between chairs at the tables. Otherwise they tend to crowd chairs together leaving many people straddling table legs and bumping elbows with their neighbors. Classroom set-up requires a larger room. 

Before you book the facility, ask what's happening next door 
If your meeting is in one side of the ballroom and a high school jazz band competition is happening on the other side of the room divider, your meeting may be drowned out by what's happening next door. Ask what other groups have booked rooms adjacent to the room you are considering. 

An important note: 

Avoid movie theaters! Theaters are great for movies, but are a terrible environment for live meetings. (Some experienced speakers even refuse to speak in movie theaters!) 

Frequently Asked Questions
How do I identify and contact AABE Board members, chapter presidents, and regional coordinators?

The National AABE Website (www.aabe.org) lists the names of all AABE officers, board members, regional coordinators and chapter presidents.  If desired information is not shown then contact the national office at (202) 371-9530.

How can I build my chapter’s membership? 

Recruiting members should be an ongoing process.  Take every opportunity you have to promote your chapter and its activities.   Offering programs that address the training needs of your members are sure to attract new members.  Planning and presenting programs and projects which address the concerns of your community will also attract people to your chapter.  Membership brochures, DVDs, videos and other materials are available by request from the National Office.
How do I plan and host a fund raising activity? 

Discuss the idea during a regular chapter meeting and begin planning once a consensus has been reached by your members.  Allowing a committee to do the planning allows all those interested to get involved.  It’s also important to start your planning early by building a potential sponsor list.  This list should target individuals who have been your monthly speakers, individuals that have contributed in the past and the company you work for.  And remember, there is “more than one way to skin a cat”, so contact or visit other chapters during their activities to gather ideas. Next, appoint a committee to identify a theme, funding source, location, participants, attendees, amenities including refreshments, desired outcome for the chapter, and identify and contact publicity and other sources.  Each activity should promote membership, and provide visibility and credibility for the chapter and membership.

How do I collaborate with other local organizations? 

Get to know the local organization chairpersons. Contact may be made via telephone, e mail, and regular mail or in person. Invite local chairpersons/members of the organization as your monthly speaker.  

How to get media coverage for chapter activities? 

Those programs which have broad appeal are more likely to get media coverage.  This includes but is not limited to the local community, chapter financial sponsors, and locally elected officials including members of the congressional delegation.  It also increases the chances for coverage when activities are visual, relevant to local media audience, and the activity sheds light on corresponding local issues, e.g. conservation to help seniors save money, or energy assistance to help low income families during winter months.  Conduct activities/events on weekend since this is when news coverage is slow and everyone is looking for a story.  Present information to the media as success story. 

Who do I contact when important questions arise?  

Regional Coordinators are in place to serve as a liaison between the National office and individuals chapters.  When questions arise, the president should first contact their regional coordinator, and then the National office directly if coordinator can’t be reached in a reasonable amount of time.

How and when are presidents responsible for national initiatives? 

Whenever they receive a verbal or written directive from the national office or their regional coordinator communicating a Board approved decision or initiative.

What is the process for airing local concerns at national board meetings?

These local concerns should be discussed first with the regional coordinator or local national board members, and if all other attempts at resolution have failed, then the matter should be forwarded to the First Vice Chairperson.  If the concern still cannot be resolved the Regional Coordinator or the First Vice Chairperson may elevate the issue to the agenda of the national board.  If this plan of action is being pursued, the chapter president should prepare and send a written request to these two officers.  Because time is of the essence, this request would be sent to the national office immediately with a copy to the Regional Coordinator and First Vice Chair prior to the preparation and distribution of the approved agenda for the national board meeting.

How do we invite national officers to a local chapter meeting? 

All national officers are obliged to attend their local chapter meetings.  A formal letter should be sent to invite a local national officer to attend a local or nearby chapter meeting to perform a specific task.  The letter should detail what services are being requested, and depending on how far the officer must travel, and whether the national officer resides or has business obligations in your city or region, the request may have to include an offer to cover their travel expenses.

Is my chapter required to have its own 501(c)(3) designation?  If so, how do I go about applying for one?  If not, can a chapter use National’s designation? 

All chapters are required to have their own 501(c)(3) designation.  When planning and hosting a National AABE Conference or quarterly board meeting, a local chapter may be authorized to use National’s tax designation.  It is important for each chapter to be familiar with the laws in his/her own state in this regard.  Rules and requirements for obtaining this non-profit designation will vary state to state.  For more information to obtain your tax exempt status, please go to www.aabe.org/[image: image3.wmf]
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