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Congratulations!  You’ve joined an elite group of leaders who have agreed to advance ethical and effective fundraising worldwide.  

AFP, an association of professionals throughout the world, advances philanthropy by enabling people and organizations to practice ethical and effective fundraising. The core activities through which AFP fulfills this mission include education, training, mentoring, research, credentialing and advocacy.
With such an ambitious mission statement, how do you get started?  Don’t worry, you’ll have plenty of help along the way—your board, your fellow officers, your AFP staff and a variety of online resources at your fingertips.    You’ve already been involved in your chapter activities for quite a while, but as Chapter President, you’ll want to review the Chapter Resources Guide to make sure you’re familiar with all that’s available to your chapter.  For starters, this document is your roadmap for beginning a successful presidency.  Below are a few tips and helpful hits for a great year.  
Important Documentation








 

You should know where the original copies of the following legal cornerstone documents are filed and have copies for your presidential file:

All Chapters
· Current dated Chapter Bylaws and amendments
· Articles and Certificate of Incorporation

· Chapter Affiliation Agreement

For US Chapters (in addition to above)
· EIN (Employer Identification Number) notice from the IRS


· Letter acknowledging 501(c)(3) group exemption status with four digit GEN (group exemption number) sent annually from  AFP International Headquarters to your chapter

· Copy of the IRS letter of determination

The three items above are the documents necessary to prove the chapter's 501(c)(3)  status.

For Canadian Chapters (in addition to above)

· The Chapter’s Business #

· Agency Agreement between the chapter and the AFP Foundation for Philanthropy - Canada

If you do not have access to these documents, contact AFP International Headquarters (IHQ).  All chapters that are In Accord should have filed copies of these documents with AFP International Headquarters.

In addition, you should review the past two years’ Annual Chapter Activity Reports, budgets, income and expense statements, and balance sheets, federal tax filings, and warranty statements.

Committees














 

One of your first responsibilities as President is to learn as much as possible about each chapter committee.  You should be familiar with:
· The Association’s and Chapter’s bylaws, policy manuals, goals and organizational structures
· Each committee's purpose and objectives
· Past and projected committee work
· The requirements of the AFP Annual Chapter Accord Policy and each committee’s role 

· Parliamentary law

Decisions made by the Board of Directors are based on the recommendations of committees.  A Board of Directors is only as effective and efficient as its committees.  Below are some tips for setting committees on the road to success.
· Select your committee members carefully.  Choose the members you think have the most to offer in terms of a  variety of experience, interest in the committee, knowledge about the subject area and an ability to get along  with others and work as a team.

· Committee members usually serve a two-year term.

· The size of each committee will vary with its responsibilities, but generally the size ranges from two to seven members.

· Committee meetings will be most productive if members have a clear understanding of their responsibilities and duties before they arrive.  Brief members on your expectations for the committee.   Don't be afraid to delegate responsibilities and expect results.  Provide position descriptions and work with the Chair to establish committee goals and a plan of work to be accomplished in the coming the year. 
A portion of your meeting will consist of committee reports.  To make good decisions, good committee recommendations are vital.  The effective committee is one that has a good leader, responsible members, a strong understanding of key problems and issues, and an ability to work together toward sound solutions to those problems.  Ensure that all committees:
· Define the objective

· Analyze the problem or activity

· Assign responsibilities

· Accumulate facts and research the issues

· Set deadlines

· Review the need for outside help

· Evaluate the results

· Develop a number of alternative solutions

· Select the best solution

· Prepare a recommended course of action

· Report to the Board of Directors or members 

The results of committee work will form the basis of the programs on which the chapter board and/or members will act.  The committee reports to the board regularly.  The report should be brief, containing a description of the problem, a full account of the proposed action (including pros and cons) budget impact and the expected results of the proposed action.  Committee reports should be accepted and filed for possible future reference.

Running Your First Meeting









Developing Chapter Meeting Agenda
Before you ever get to your first meeting, you’ll need to plan your agenda in advance.  Meetings should always deliver value to those in attendance.  When planning your agenda, keep the needs and concerns of members uppermost in mind.  Review minutes of the previous meeting to be sure all unfinished business or matters that have been tabled to this meeting will be addressed.   Keep agenda items in order of their parliamentary precedence and place items that may be controversial or may require much thought and debate at the top of the agenda, before members start leaving 

A detailed agenda and a copy of the minutes of the previous meeting should be included with every meeting notice.    

The Day of the Meeting
Today’s the day!  Your first meeting as Chapter President will set the tone for your term of office.  Take a deep breath and follow these tips to a successful meeting that you and your members will enjoy.

· Be prepared
· Agenda

· Copy of bylaws

· Parliamentary authority

· Minutes of the previous meeting

· Supporting documents/files for items on the agenda

· Project confidence
· Greet members as they arrive

· Start and finish on time

· Move the agenda

· Know the basics of parliamentary law regarding motions, points of order, etc.

· Know the issues – anticipate controversy 

· Prepare for the worst case scenario – hope for the best, but prepare for the worst
· Diffuse tension with appropriate humor

· Show respect
· Never tell a member he/she is out of order, even if the motion might be

· Give all opinions your undivided attention

· Be as fair to all opinions as possible

· Shower gratitude
· You can never say “Thank You!” often enough!

· Remember
· All members have equal rights and they have come to the meeting because of their interest in the chapter and its goals…be sure to keep that interest alive!
Additional Considerations for AFP Leaders







What is a leader?  Can we say that a leader is a person who has commanding authority or influence; one whose example is followed?  What is your definition of a leader?  As a member of AFP's chapter structure, you define the role.

As one who shapes the profession of fundraising, you play an important role in AFP.  If you doubt your importance and the function you perform in this big picture, remind yourself of the definition of a leader.

Granted, some of you may feel a little intimidated or overwhelmed by the prospect of your new role as a leader.  Relax!  It isn't as bad as you think.  Remind yourself from time to time of what leadership is and what it is not.

Leadership is:


  
· Vision






· Organization





· Communication




· A team process




· Inspiration


Leadership is not: 
· An obligation to solve all problems

· Being everyone's buddy 
· Autocratic
· Resisting change
· Lacking challenge
To be an effective leader, the above must be considered.  The leadership role cannot be achieved by itself; you need a team to work with and lead.  It takes a special kind of person to be a leader.  That person is you.

There are some things you can do to continue to grow as an effective leader:
· Attend a Chapter Leadership Workshop

· Never lose sight of your chapter's vision

· Keep AFP's mission in your mind

· Get your board involved with your plans/visions

· Develop a strategic plan

· Utilize your board members' potential and skills

· Communicate, communicate, communicate

· Never do it all yourself.  Share the responsibilities…and the credit!

· Plan activities that reinforce a team effort

· Acquaint yourself with the organization and goals

· Remember to say thanks and give praise

The development of leadership abilities makes use of those talents each person already has.  Maybe you've never thought of yourself as a leader, but you have been chosen to lead your chapter.  Through experience, time and commitment, you can develop the traits of a leader.  By conditioning yourself to believe that no task is insurmountable, you will be surprised how your hidden talents surface.

Remember, the talents they bring to the task at hand and the acceptance and respect of his or her team/board are the measure of a successful leader.
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