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I.  Organizational Information and Legal Descriptions

Mission, Vision and Values

Friends of Lesotho (FOL) is a non-profit organization promoting friendship between the peoples of Lesotho and North America.  Friends of Lesotho (FOL) is comprised of both former Peace Corps volunteers and others who share this interest.  FOL provides scholarships to secondary students and grants to small development projects in Lesotho, assists in locating old friends from Lesotho, and provides information about current events in Lesotho. FOL is affiliated with the National Peace Corps Association.  A Board of Directors meets every two months and, working through various committees, guides the organization’s activities for: 

· Organizing cultural and educational events to promote better understanding of Lesotho by Americans and better understanding of the United States by the people of Lesotho.

· Providing assistance to charitable endeavors, including community self-help, development, and educational projects in Lesotho through partnership programs and organizations operated exclusively for charitable, educational or development purposes.

· Facilitating the interchange of information about Lesotho among Basotho in the United States, returned Lesotho Peace Corps Volunteers, and other persons interested in Lesotho through directories, quarterly newsletters, and other means.

Charter Documents 

The official documents for the Friends of Lesotho (FOL) can be found on the Contacts Page of the FOL website (http://friendsoflesotho.org/).  These documents have been filed with the State of Maryland and are currently maintained by the Treasurer who resides in Maryland. Copies of the Organizational and legal documents are kept by the Treasurer and Secretary as well as being available on the FOL website.

The official documents include:

1) Articles of Incorporation 

2) IRS letter granting 501(c)(3) status 

3) By-laws 

4) Maryland Tax-Exemption Certificate 
5) Maryland Charity Registration
Goals and Strategies

FOL has been a point of contact and funding source for various small development and education projects in Lesotho, primarily through current Peace Corps volunteers.  Many of the projects funded are too small to be considered by major donor organizations; however, they are significant to the Basotho in the community and have a direct impact.  FOL primary objectives include: 

· Making a difference in the lives of Basotho via monetary assistance to development projects and tuition assistance.

· Keeping members abreast of the latest news about Lesotho via a quarterly newsletter.

· Creating a group of like-minded people to support projects that include: 

· Tuition Assistance Program — funds scholarships and school supplies for needy and deserving Basotho students 

· Volunteer Advisory Committee — funds small scale projects designed and implemented by Peace Corps Volunteers.

· HIV/AIDS Awareness 

· Orphanages (there are a growing number of orphans in Lesotho due to the AIDS pandemic) 

· Other projects deemed by the Board to be worthy of funding and adequately monitored to insure the designated application of funds
History of the Organization: 1986-2009

Introduction

The history of the Friends of Lesotho (FOL) is typical of many non-profit organizations in terms of its organizational growth patterns.  As this short history explains, FOL was established by a small group of very motivated individuals who had a passion for continuing the work begun while working as Peace Corps Volunteers in Lesotho.  As testament to this initial group, the mission and core values have not changed in the last 20 years.  

Over the years, a small group of individuals have founded, sustained, and grown the organization and continue to bring resources to its members and to the people of Lesotho.  How FOL worked toward the goals and mission of the organization has changed over time – from an initial concept, planning & program initiation, to a period of organizational stagnation, to a renewal and organizational growth.  Throughout these stages of development, numerous individuals gave their time and expertise to FOL in a variety of unique ways– unfortunately many of these names will be missing from this brief history.

The context for the history of the organization includes the unique situation of being made up of a totally dispersed group of individuals, without paid staff, working with the available technology of the times. FOL grew from a Washington, DC based organization to a national Board of Directors. From a very modest beginning, FOL has evolved into a sustainable organization with much potential for the future

Founding of the Organization

FOL got started at the Lesotho Ambassador’s residence in September 1986.  The occasion was the 25th anniversary of the US Peace Corps and there was a big celebration in Washington, DC for the Peace Corps staff and volunteers.  Many of the embassies hosted receptions, dinners, and parties on one of the nights over the weekend for all of the returned volunteers from their host countries.  

A group of about twenty-five Lesotho Returned Peace Corps Volunteers (RPCVs) met in the downstairs of the Ambassador’s residence sometime later in the evening and began talking about setting up a Friends of Lesotho group.  One of the RPCVs donated $100 on the spot as seed money to help establish an organization.  FOL had a budget and was ready to begin its journey!

The Founding Board Members included:  Scott Brumburgh (President); Don Spicer (Vice President/Secretary); Ted Hochstadt (Legal Counsel); and David Bertocci, Thomas Caroll, and Robert Kerr (Directors).

The Board started meeting on a regular basis.  One of its first tasks was to work on the articles of incorporation and bylaws drafted by Ted Hochstadt.  FOL was incorporated as a nonprofit corporation in Maryland in January 1988, and two years later the Internal Revenue Service granted the organization’s  petition for recognition as a not-for-profit corporation under Section 501(c)(3) of the Internal Revenue Code.   

The Board wanted to come up with a vehicle to send money back to Lesotho and struggled with that for a number of years as they considered requests from various groups. From 1989 through 1994, FOL donated $3,000 to Trickle-Up, which made 30 small business development start-up grants with those funds. In 1991, FOL made its first donation to the Volunteer Liaison Committee (VLC) and the first donation to the Scholarship Fund/Tuition Assistance Program (TAP) was in 1992, both led by Peace Corps Volunteers in Lesotho.  

Stage I

Like most non-profit organizations, FOL began as a “Stage I” organization.  Such boards are usually comprised of people who founded the organization.  They do all the work and make up the “rules” as they go along.  These boards work as a “Committee of the Whole” – usually accomplishing most of the board work as a single committee rather than differentiating roles and responsibilities. Program, budget and finance, fund development, communications, leadership development and nominations were typically worked on by group while “figuring things out” and trying to establish themselves. 

The initial board members committed to publishing a newsletter, developing a member directory, and also made an effort to compile a directory of Basotho students studying in the US to match up with some of FOL members.  Scott Brumburgh secured a grant from the Sasakwa Foundation  to support Basotho students.  Scott's efforts to get the grant from Sasakawa was very successful and FOL did receive the funds.  What did not work out so well was trying to continue an effort involving Basotho students due to a lack of accurate information and resources.

The Board also spent considerable time developing a relationship with the Lesotho Embassy during this period. For a number of years, one of the annual highlights was Lesotho Independence Day, October 4, when FOL members in the Washington, DC area were invited to the reception/mokete at the home of the Lesotho Ambassador. 


Around 1989 the Board also held a “mini-conference” as part of one of the National Peace Corps Association's 30th anniversary in 1991 in Washington, DC to focus on Lesotho and the work of the organization. 

After much discussion, in 1991, the Board decided that FOL would affiliate with the National Peace Corps Association (NPCA). However, in recognition of the fact that a certain percentage of FOL members were not RPCVs or were RPCVs who did not want to be members of a national RPCV group, the FOL membership form allowed but did not require FOL members to pay NPCA dues when they paid FOL dues.

The FOL web site was launched in August 1996 by Bill Dunn.

The Board relied on membership dues and individual contributions to maintain the organization and fund various projects in Lesotho.  The Board was very fortunate to have received generous donations from several key contributors over the years.  However, the Board was limited in what it could support in Lesotho by whatever donations have been made in any given year. In August 1997, the Board initiated FOL’s first fund-raising drive, with a goal of raising $5,000 between September 1997 through June 1998, a goal that was exceeded.

Scott Brumbaugh was President from 1986-1988 and Don Spicer was Vice President.  Then, from 1988-2003, Don was President and Scott was Vice President. Don and Scott also filled the Treasurer and Secretary positions during this period. A partial list of other board members who served during this period include:  Lisa LaBella Mitchell (1986-1998, Newsletter 1986-1993); George Fanelli (Newsletter 1994-1996); Dorothy Holland (Newsletter 2000- 2005); Delton Allen and Ian Duncan. These and other FOL members sustained the organization for fifteen years. Among those members were Basotho residing in the Washington, DC area who participated in many of the group’s activities during this period.

Thus, during this “Stage I” period, the Board did not consist only of the founders; new people were continually being recruited, served their time and left. But during the 1990's, a disproportionate amount of the work of keeping the organization going fell on Don Spicer and Scott Brumburgh, without whom FOL probably would have withered and died.

After Don Spicer’s terms of office, there were only four remaining Board members: Dorothy Holland, Ted Hochstadt, John Hollister and Bill Dunn.  They had two things to figure out: 1) who would be president, and 2) how to get more people on the Board.  Bill Dunn offered to serve as President in 2003.  This small group kept the organization alive, making it possible for Stage II growth of the organization to emerge during Bill’s tenure in office. It was during this period that the Board first began to have meetings by conference call, thus enabling a national Board to operate and grow the organization.

Stage II

Beginning in 2003 and continuing to the present, FOL began to establish a board of directors that formalizes some of the “rules” and differentiated roles and responsibilities of officers, committee chairs, and task forces.  The Board also began to recruit non-board members to serve on committees. Bill took on the role of President and John, Dorothy and Ted provided continuity and stability to the organization. What made Stage II possible was the Board’s ability to recruit new members to serve in these roles and to eventually begin to develop board leadership, nominations and finally to rotate officer and board positions.  

Recognizing that the future of FOL depended on a renewed Board, Bill, John, Ted, and Dorothy made an extraordinary effort to recruit new board members in 2003. There were no committees and no plans for funding, soliciting donations, or much of anything else.  Without more people involved, the Board didn't have the resources to do much of anything, so getting more people was really the only priority at that time.

In 2003, the Board successfully recruited Richard Rowan, Ella Kwisnek, Martha Munson, Kevin Freer, Claire Hilger, and Jim Mueller.  Dorothy Holland continued to serve as the Newsletter Editor with Faye Farmer, Newsletter Coordinator. 

Interestingly, none of these new Board members were recruited by the letter writing campaign.  The new Board members found their way to FOL through various networking capacities - Bill contacted Kevin when he noticed they both worked in telecommunications; Bill had previously corresponded with Martha when she was a PCV in Lesotho; and Martha contacted Jim and Faye; and Claire came at the invitation of Faye.  

The Board election in the fall of 2004 was the first election since 1988, so everyone was just serving in a voluntary / appointed capacity for one year. Bill continued as President in 2004.  In 2005, Elizabeth Perry and Todd Vetter were recruited by the Nominations Committee.  With the influx of new board members with varied skills and interests, the organization reached the beginning of Stage II organizational growth.  

Stage II organization growth depended on both the increase in the number of Board members to do the work as well as the structures to make this possible.  Kevin brought his background and previous board experiences to the group to initiate FOL’s organizational development.  New officers were elected to differentiate roles and committees were formed to further accomplish the work of the board.  These included Membership, Donations/Distributions, Fundraising and Nominations.  In addition, short term Task Forces were appointed for By-Laws and the Annual Meeting.  Each of the Board members took on new roles and responsibilities to make these changes possible. 

Committees had some success in recruiting non-board members to serve with Board members.  A formalized process for setting agendas, meeting schedules, conference call protocols, and other processes to get the board work done evolved. Special assignments were made such as Embassy Liaison. The website was expanded for use by members and the Board to post minutes and committee documents. The work to publish the newsletter was spread out between a Coordinator and an Editor, with all Board members contributing articles and committee updates.  A Membership Survey was undertaken to provide opportunity for wider input into the organization’s priorities.

During the period from 2003 to 2006, a more stable infrastructure was established that included a common structure of policies and plans that all members of the Board understood and followed.  The Board changed to a more proactive, planned approach that was documented in conference call minutes, committee plans and updates on the website, and in a Board Manual developed in 2006.  Lifetime memberships and a Memorial Scholarship fund were introduced in 2006.

In 2007 and 2008 the Board solidified the organizational structure developed in the previous years.  Scott Rosenberg, Paula Fitzpatrick and Mary Beth Kwenda came to the Board, and three of the four officers took on second terms.  With so many officers continuing, the operations became familiar and smooth, but term limits were looming.  Participation of the general membership, while improving, was still at a point where few non-Board members were assisting.  However, the donations coming in for projects in Lesotho were skyrocketing.  This was probably due both to the renewed emphasis the Board placed on funding projects, and to the high quality newsletter produced by Faye Farmer.

Since all officers had reached their term limits specified in the by-laws, it would be a challenge to find so many new officers.  The nominating process could back-fill non-officer slots on the Board, but it seemed unlikely that any new Board member would be willing or capable of taking an officer role.  Fortunately, the nominating process did produce a sufficient number of new candidates that the organization was able to bring continuing non-officer members into officer positions without having to draw upon the new candidates.  In the fall 2008 elections, Ronna Abbot, Deena Rowe-Krumdick, Dyann Van Dusen and Bill Moore came to the Board, along with re-election of the continuing members.  Richard Rowan took the presidency, Martha Munson became vice-president and Kevin Freer became secretary.  While 2004 marked the first election in many years, 2008 marked the first organized Board rotation in as many years.

The only trouble spot was the Treasurer's position.  John Hollister had been both the de-facto and actual Treasurer for over 8 years.  No suitable replacement had been found, and a by-laws change was necessary to allow him to continue.  This is still an open issue.

While no concrete plan was developed on how to improve general membership participation, more and more individuals were stepping up to the plate.  Matt Diver was helping John on finance, Nicole Potsane was helping Faye with the newsletter, and Janissa Balcomb was assisting with graphic arts in a number of areas.  With each new Board election, there was an opportunity to extend the social network and recruit peers of the new Board members.  Pete Neuman and Charles Fogelman came to the Membership Committee in this manner, being friends of Dyann Van Dusen.

Annual meetings were now a firmly established pattern, using teleconferencing and, where possible, regional group gatherings to call into the national teleconference.  Although attendance has never been particularly high, this forum provided an opportunity for speakers to report on special projects and activities in Lesotho to the Board and to general members.  Also during these years, electronic distribution of newsletters was initiated and a credit card payment option was added to the website for both dues and other contributions.

Future Directions 

FOL and its Board have an opportunity to firmly establish the organization for future RPCVs and its program recipients. The membership needs to understand the critical nature of where we are as an organization – at the crossroads of something not only bigger, but better in many ways.  

A renewed commitment must be made by the Board and the general membership to revisit, redefine, and perhaps re-establish our mission, vision, and values. Then, we must continue to work on our organizational growth by concentrating on our capacity building efforts begun during the onset of our Stage II development efforts.  As in the last twenty years, FOL will depend on the energy, talents, and commitment to continue to serve by RPCVs to “take their turn” in serving the organization and sustaining it for the future.

II. Board Information

For current Board Roster, Bios, Listing of Officers, and Flow Chart see Appendix A.
Election of Officers

The officers shall be elected annually by the Board of Directors from the Directors of the Board at the first Board meeting following the Annual Meeting.  Term of office is two (2) years.  A board member may be elected as an officer for no more than four consecutive terms, of which no more than two consecutive terms may be in the same position.
Board Job Description

Qualifications and Expectations

Board members are elected based on their ability and willingness to contribute to the achievement of FOL’s purpose.  They shall be a FOL Member in good standing, and upon election are expected to: 

1. Understand the purpose, policies, and programs of FOL 

2. Attend Board meetings and participate in the policy-making decisions of the Board

3. Participate actively on one or more of the Board’s committees and/or task forces suited to the Board Member’s interests and skills, and to provide assistance on an individual basis in areas of personal expertise 

4. Foster FOL’s purpose in other spheres of influence

5. Assist with resource development and take fiscal responsibilities as appropriate.

Conflict of Interest Policy

Directors shall exercise ordinary business judgment in managing the affairs of FOL.  Directors may not receive compensation for services rendered but may receive reimbursements for authorized Board expenses.

Organizational Chart
Duties of Officers
President 

The chief executive officer of FOL, who presides at meetings of the Board and Executive Committee; supervises all business of FOL, appoints all committee chairs, except the Executive Committee; coordinates the work of the other officers and the committees; appoints short term task forces; and performs such other duties as may be assigned by the Board or deemed necessary for the operation of FOL.  The President officially represents FOL.  He or she will execute on behalf of FOL all contracts, deeds, conveyances, and other instruments in writing that may be required or authorized by the Board of Directors for the proper and necessary transaction of the business of FOL.

The President does not set the agenda for FOL activities, but guides discussion for the full Board to make the best decisions about what activities and courses of action to pursue.  To be an effective leader, the President stays informed of committee activities but usually does not participate in the details.  Committees do the detail level work, leaving only major decisions and decisions involving expenditures to the full Board.  

As the chief executive officer, the President works closely with the Treasurer to monitor the financial health of the organization.

Like all Board members, the President needs to be a good communicator.  This means that concise responses to questions are provided in a timely manner and superfluous communication is kept to a minimum.  In a similar fashion, the President works to streamline activities of the Board and provide high level support. 

While not necessarily a cheerleader, the President leads and encourages other Board members to channel and develop their skills to the benefit of both the organization and the individual.

Vice President

Acts in the absence, inability, or resignation of the President; serves on the Executive Committee; leads the nominations and board development activities; and performs such other duties as may be assigned by the Board or the President.

Secretary

Is responsible for:  keeping the attendance records of the Directors; sending appropriate notices and preparing agendas for all meetings of the Board; all correspondence of the Board; maintenance of all records and reports of FOL; keeping and reporting of complete and accurate minutes of all meetings of the Board, the Executive Committee, and the Annual Meeting; maintaining a Board roster; assembling the Annual Report; and performing such other duties as are incidental to the office, and are assigned to the Secretary by the Board or the President.

Treasurer

Is responsible for the receipt, deposit, withdrawal, investment, disbursement and accounting of all funds, following all organizational fiscal policies; submits quarterly (or more frequently if requested) reports to the Board and oversees the annual audit; and performs such other duties as assigned by the Board or the President.
Committees and Task Forces 

The FOL Board operates by a division of work process, through the use of committees, task forces, and representatives to associated organizations.  Both Board Directors and FOL members in good standing may participate and chair on the various divisions.  The current FOL divisions of work are:

· Executive Committee

· Board Development and Nominations Committee

· Finance Committee

· Membership Committee

· Donations/Distributions Committee

· Fundraising Committee

· Newsletter Committee

· Website Task Force

· Bylaws Task Force

· Annual Meeting Task Force

· Embassy Liasion

· NCPA Representative

See Appendix B for Current-Year Operating Plans of these divisions.
Below are general descriptions of each divisions’ responsibilities.
Executive Committee

This committee shall be composed of the President, Past-President, the Vice President, the Secretary, the Treasurer, and any other appointees deemed necessary by the Board.  The Executive Committee may meet at any time deemed necessary by the President.  

They shall have the power of the Board of Directors between Board meetings in matters limited to Board replenishment, interim appointments, and other extraordinary circumstances not involving financial matters.

Nominating and Board Development 
Nominating and Board Development is normally chaired by the Vice President and shall be composed of at least two Board Directors appointed by this committee’s Chair. 

The responsibilities of this committee are to: 

· Provide on-going review and recommendations regarding Board-related issues;
· Prepare a list of nominees for the election of Board Directors;
· Update the Board Manual on an annual basis;
· Conduct orientation to new Board Directors;
· Prepare for Board Officer succession; and
· Supervise on-going Board Development activities.

Calendar of Events for Nominations Committee

	January
	

	February
	

	March
	Committee Formation

March 1st deadline for newsletter committee report

	April
	

	May
	Committee Planning and Assessment

	June
	Start Implementation

June 1st deadline for newsletter committee report

	July
	Begin Board Manual reviews and updates

	August
	Nominations/Applications Close – Interview Candidates

	September
	September 1st deadline for committee’s summary of accomplishments for Annual Report

Membership Vote

	October
	Plan for Board Officer Succession

	November
	Board Orientation

	December
	December 1st deadline for newsletter committee report


Flow Chart for Nominating Committee:
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Finance Committee 

The Finance Committee is to be chaired by the Treasurer and is composed of at least two other FOL members. 

Finance Committee:

    * Plans and supports audit of organizational finances

    * Oversees development of the budget

    * Ensures accurate tracking/monitoring/accountability for funds

    * Ensures adequate financial controls

    * Reviews major grants and associated terms such as agreements made with funders who support the organization

Membership Committee

Chair of the Committee must be a Board Member and appointed by the President Committee members may be board members as well as individual members of the organization or individuals with a special interest in or knowledge of Lesotho and the organization.  

The responsibilities of the committee include but are not limited to:

1. Respond to inquiries from members and potential members

2. Conduct member recruitment activities

3. Mail out promotional materials to members

4. Create strategies for recruiting new members and retaining current members.

5. Review and update the membership form on a regular basis

6. Review and update the FOL brochure on a regular basis

7. Ensure the monthly mailing of dues renewal reminder post cards

8. Maintain database through designated Database Manager

9. Provide for the publication of a Membership Directory every other year.

10. Arrange to send mailing labels to the person mailing out the quarterly newsletters and Annual Report, and other special mailings.

11. Complete Database reconciliation with the Treasurer and Database Manager

12. Maintain contact with PC Lesotho and send packets of information on FOL to be distributed at each PCV’s Close of Service (COS).

13. Provide a status update at all board meetings

14. Maintain minutes of all committee minutes and post on the organization's website

15. Submit update reports to the Newsletter Committee

16. Submit an end of the year summary of activities and accomplishments for the Annual Report

17. Commit to submitting articles to each newsletter, especially a current Lesotho news piece

18. Maintain all records concerning Lifetime membership, and ensure that all lifetime members receive a certificate and regular recognition in newsletters.

19. Evaluate the committee's success and make recommendations for the following year.
Calendar of Events for the Membership Committee

	January
	Budget approved & Membership drive – ongoing & Contact with PCV/RPCV – ongoing

Establish contact with each cycle of volunteers

	February
	COS packets sent to PC Lesotho

	March
	March 1st deadline for newsletter committee report

	April
	

	May
	

	June
	June 1st deadline for newsletter committee report

	July
	

	August
	COS packets sent to PC Lesotho

	September
	September 1st deadline for committee’s summary of accomplishments for Annual Report

	October
	Committee formed

	November
	Annual workplan developed

	December
	December 1st deadline for newsletter committee report

Budget requests sent to Treasurer


Flow Chart for Membership Committee:
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Donations/Distributions Committee

The Donations and Distributions Committee has general responsibility for distributing charitable donations on behalf of Friends of Lesotho.  Friends of Lesotho receives funds through general membership dues, donations and gifts by members and non-members and through fund raising activities by the organization.  All distributions must be handled in a way that allows Friends of Lesotho to continue its tax-exempt status as a charitable organization registered with the State of Maryland. Some of the funds received by FOL are “undesignated”, i.e., they can be used in any manner consistent with the goals and aims as stated in the by-laws.  The committee also develops agreements with other organizations (primarily organizations in Lesotho, e.g., the Morija Museum) that allows FOL to receive donations in the US on behalf of those organizations. 

Chair of the Committee must be a Board Member and appointed by the President. committee members may be board members as well as individual members of the organization or individuals with a special interest in or knowledge of Lesotho and the organization.

The responsibilities of the committee include but are not limited to:

· Distribute FOL charitable donations in a manner consistent with the goals and aims of FOL.  

· Maintain a predictable pattern of donations of undesignated funds to the Peace Corps Lesotho Volunteer Advisory Committee.  

· Maintain a predictable pattern of donations to the Tuition Assistance Project. 

· Distribute funds that have been designated for a specific purpose in accordance with the donor’s wishes.  

· Respond to requests for assistance by researching the validity of the request.  

· Draw up memorandums of understanding (for ongoing arrangements) and letters of agreement (for one time donations) between FOL and donation recipients that outline the details of how and when funds are transferred and how those funds will be used.  

· Ensure that recipients are accountable and the donated funds will be used for the intended purpose.  

· Establish procedures for managing committee business.

· Provide a status update at all board meetings.

· Maintain minutes of all committee minutes and post on the organization's website.

· Keep records of all funded projects and related documentation.

· Submit update reports to the Newsletter Committee.

· Follow-up with organizations who have received donations to get feedback on how donations were used. 

· Submit an end of the year summary of activities and accomplishments for the Annual Report.

· Evaluate the committee's success and make recommendations for the following year.

Calendar of Events for the Donations/Distributions Committee

	January
	Budget approved; Address Requests submitted to committee 

	February
	Address Requests submitted to committee 

	March
	March 1st deadline for newsletter committee report. Prepare requests for Board Approval; Address Requests submitted to committee

	April
	Address Requests submitted to committee 

	May
	Prepare requests for Board Approval; Address Requests submitted to committee; Prepare

	June
	June 1st deadline for newsletter committee report; Address Requests submitted to committee

	July
	Address Requests submitted to committee; Prepare requests for Board Approval

	August
	Address Requests submitted to committee

	September
	September 1st deadline for committee’s summary of accomplishments for Annual Report; Prepare requests for Board Approval; Address Requests submitted to committee

	October
	Committee formed; Address Requests submitted to committee

	November
	Annual work plan developed; Prepare requests for Board Approval; Address Requests submitted to committee

	December
	December 1st deadline for newsletter committee report

Budget requests sent to Treasurer; Address Requests submitted to committee


Flow Chart for Donations / Distributions Committee:
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Distributions Policies

Donations for tuition assistance go to the general TAP fund.  The Donations/Distributions Committee does not direct funds to specific students or schools. 

Individuals who request that the Committee send funds directly to the PCV and his/her students are directed to talk to TAP in Lesotho and let them know his/her friends and family have donated x number of dollars to TAP, and then arrange for his/her students to get grants.  These arrangements would be made between the PCV and TAP, and not by FOL.   If the donors want the advantage of a tax deduction, they may choose to work through FOL. 

Fundraising Committee

Chair of the Committee must be a Board Member and appointed by the President.  Committee members may be board members as well as individual members of the organization or individuals with a special interest in or knowledge of Lesotho and the organization.

The responsibilities of the committee include but are not limited to:

1. Determine the needed financial resources to sustain the organization from the budget submitted by the Treasurer 

2. Develop an annual fundraising plan based on the needs specified by the Board’s Operating Plan 

3. Develop a variety of funding possibilities

4. Provide funding information for the newsletter and website which would be of interest to the membership

5. Provide a status update at all board meetings

6. Evaluate the committee’s success and make recommendations for the following year.

Calendar of Events for the Fundraising Committee

	January
	Budget approved

	February
	

	March
	March 1st deadline for newsletter committee report

	April
	

	May
	

	June
	June 1st deadline for newsletter committee report

	July
	

	August
	

	September
	September 1st deadline for committee’s summary of accomplishments for Annual Report



	October
	Committee formed

	November
	Annual workplan developed

	December
	December 1st deadline for newsletter committee report

Budget requests sent to Treasurer


Flow Chart for Fundraising Committee:
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Newsletter

The Newsletter Coordinator and Editor are appointed by the President and work within the Membership Committee.  Committee members may be board members as well as individual members of the organization or individuals with a special interest in or knowledge of Lesotho and the organization.  

The responsibilities of the newsletter coordinator/editor include but are not limited to:

1. Design newsletters and Annual Reports with the latest professional standards which also meet the needs of the organization

1. Submit an annual budget to the Treasurer.

2. Solicit Committee Updates from Board Chairs, letters from the President, budget reports from the Treasurer, and other articles and pictures of interest from Board members.

3. Invite member contributions to all newsletter publications.

4. Establish deadlines and mail out schedules for newsletters and the Annual Report.

5. Coordinate a system of responsible persons to take turns mailing out the newsletters.

6. Compile newsletter articles for review by Board members.

7. Submit newsletter copy to the Editor.

9. Coordinate a system of responsible persons to take turns mailing out the newsletters

10. Format newsletter and send to responsible person to mail out.

11. Submit Annual Report to responsible person to mail out.

12. Submit newsletters and Annual Reports to the webmaster to post on the FOL website.

13.  Provide a status update at all board meetings

14. Maintain minutes of all committee minutes and post on the organization's website

15. Submit an end of the year summary of activities and accomplishments for the Annual Report.

16. Evaluate the committee's success and make recommendations for the following year.

Calendar of Events for the Newsletter

	January
	Budget approved

	February
	

	March
	Content deadline - March 1st, mailed out March 15th

	April
	

	May
	

	June
	Content deadline was June 1st, mailed out June 15th 

	July
	

	August
	

	September
	Annual Report Deadline – September 1st

Must be mailed 21 days prior to set of annual meeting if elections go on (second weekend in September usually)

	October
	Annual Meeting – first or second weekend in October

Newsletter Coordinator and Editor appointed

	November
	Annual workplan developed

	December
	Content deadline is December 1st, mailed out two weekends after that (December 15th).

Budget requests sent to Treasurer


Website

The Web Master is appointed by the President is not currently working within a committee.  

The responsibilities of the webmaster include but are not limited to:

1. Make arrangements for web hosting and domain registration with approval for budget from the Treasurer and Board

2. Design website with the latest professional standards which also meet the needs of the organization

3. Maintain the website along with the security of the members’ only data

4. Update board meeting minutes and newsletters on website

5. Archive organizational documents, committee reports and other information requested by the Board

6. Provide a status update at all board meetings

7. Submit update reports to the Newsletter Committee as appropriate

8. Submit an end of the year summary of activities and accomplishments for the Annual Report

9. In December each year, evaluate the organization of the site and plan for any major changes, as well as soliciting requests for activities of other committees and task forces requiring web site work

10. Recommend guidelines for submittals by other board members

Calendar of Events for the Webmaster

	January
	Budget approved

On-going updates

	February
	

	March
	

	April
	

	May
	

	June
	

	July
	

	August
	

	September
	

	October
	Webmaster appointed

	November
	Annual workplan developed

	December
	Budget requests sent to Treasurer


By-Laws Review Task Force

Chair of the Task Force must be a Board Member and appointed by the President.  Committee members may be board members as well as individual members of the organization or individuals with a special interest in or knowledge of Lesotho and the organization.  

The responsibilities of the committee include but are not limited to: 

1. Evaluate the organization’s By-Laws both annually in April and upon special request.

2. Draft language to accomplish the intended changes.

3. Present recommended changes to the Board for approval.

4. Facilitate the entire process by which By-Law changes are made, e.g. member notification and voting.

5. Provide a status update at all board meetings.

6. Maintain minutes of all committee minutes and post on the organization's website. 

7. Submit update reports to the Newsletter Committee.

8. Submit an end of the year summary of activities and accomplishments for the Annual Report.

9. Evaluate the committee's success and make recommendations for the following year. 

Calendar of Events for By-Laws Review Task Force

	January
	

	February
	

	March
	Task Force Formation

	April
	Task Force Review

	May
	

	June
	Deadline for Proposals

	July
	Board Meeting Discussion and Vote

	August
	

	September
	Membership Notification and Vote

	October
	Adoption of revised by-laws at Annual Meeting

	November
	

	December
	


Annual Meeting Task Force

Chair of the Committee must be a Board Member and appointed by the President. Committee members may be board members as well as individual members of the organization or individuals with a special interest in or knowledge of Lesotho and the organization.

The responsibilities of the committee include but are not limited to:

1. Establish a time and date for the Annual Meeting in consultation with entire Board.

2. Request suggestions for guest speakers

3. Secure guest speaker(s).

4. Write agenda with the President and Secretary.

5. Arrange teleconference logistics.

6. Establish protocol for teleconference.

7. Write newsletter article to promote the Annual Meeting.

8. Create a website advertisement/reminder for the Annual Meeting.

9. Coordinate logistics and other support with regional hosts.

10. Facilitate Annual Report Delivery in conjunction with member notice of the Meeting and nominations slate for elections.

11. Complete plans for conducting the meeting with the President. 

12. Provide a status update at all board meetings

13. Maintain minutes of all committee plans and post on the organization’s website 

14. Evaluate the Annual Meeting’s success and make recommendations for the following year.

Calendar of Events for the Annual Meeting Task Force

	January
	Compile responses from evaluation and report to Board

	February
	

	March
	

	April
	

	May
	Establish Meeting Date; Request suggestions for speakers/agenda

	June
	Begin Contact of Speaker(s); Encourage Regional Gatherings through newsletter article

	July
	Work with Secretary and President to establish tentative agenda

	August
	Coordinate with Nominating Committee and Executive Committee for preparation of meeting notice / annual report; finalize agenda

	September
	Deliver Notice/Annual Report to all FOL members as required under Bylaws (at least 21 days prior to Annual Meeting date)

	October
	Coordinate Teleconference Facilities

Finalize Speaker Arrangements

Meeting Held

	November
	Request Board Member / attendees evaluation of meeting

	December
	


Note:  The Annual Meeting Planning document is located in the Operating Plan.

Special Board Assignments

Embassy Liaison 

As an attempt to coordinate and streamline efforts with the Lesotho Embassy in DC and the US Embassy in Maseru, an Embassy Liaison has been appointed by the President since 2005.  The liaison serves as the point person for correspondence and the advancement of cooperation between FOL and the Embassies, such as engaging a spokesperson for the annual meeting and arranging face-to-face meetings among available FOL Board Directors with Embassy personnel.  It is hoped that in the future more projects can be coordinated and facilitated through both Embassies.

In addition to working with Embassy personnel, a natural connection for the Liaison is with the desk officers at USAID, the Department of State, and possibly Peace Corps.  These persons have current information and statistics on issues relevant to the Basotho and are in contact with persons in-country who may be willing resources for FOL.

The responsibilities of the assignment include but are not limited to:

1. Establish and maintain contact at the Lesotho Embassy in DC

2. Initially Nt. Raboletsi, but he has moved to their Embassy in Canada

3. Currently working through Dwight Wilson at USAID to coordinate meeting with Lesotho Ambassador Rapolaki in August

4. Establish and maintain contact at the US Embassy in Maseru

5. Currently working to coordinate meeting in August with Ambassador Perry

6. Establish and maintain communication lines with USAID and Department of State Lesotho Desk Officers

7. Facilitate joint efforts among FOL and the Embassies to accomplish FOL’s purposes

8. Engage Embassies for Annual Meeting participation

9. Encourage Embassies, USAID, and Department of State contacts to provide periodic updates to liaison or newsletter articles regarding their projects

10. Serve as information liaison with Embassies and agencies as to FOL projects

11. Encourage US Embassy to assist FOL in monitoring and evaluation of FOL projects in Lesotho and in coordination of funds transfers, etc. to Peace Corps

12. Institute an annual face-to-face event with Lesotho Embassy personnel, USAID and Dept. of State Desk Officers and FOL Board/members in DC area. 

National Peace Corps Association Representative

Yet to be established.
Other Task Forces and Special Assignments

Task forces and special assignments will be convened and dismissed as needed by the President.  Unlike standing committees convened for a program year, task forces are short-term work groups disbanded by the President when their assignments are completed.  Task forces make recommendations to the Board for approval through verbal and/or written reports as directed by the President.

Board of Directors Application Form

	Candidate’s Name:
	


	Address:
	

	
	

	City/State/Zip:
	

	Country:
	


	Home Ph:
	
	Work Ph:
	

	Email:
	


The following questions may be answered on a separate sheet.  

Please describe the nominee’s interest and involvement with Lesotho.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If the nominee is an RPCV, please list Peace Corps job/location/dates:

Board members can have specific positions such as legal advisor, managing fiscal affairs, computer skills, communications skills, or they can be members-at-large.  Please describe what skills, strengths, or experiences the nominee has that would help the Board carry out its work.  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Is this form being submitted by the nominee or by someone else?  (please circle).

If the form is being submitted by someone other than the nominee, has the nominee agreed to have their name submitted?  Yes        No.  

If you are interested in becoming a board member, please complete the above form and mail it to FOL.  The form can also be accessed on the FOL website (www.friendsoflesotho.org/nomination).  The deadline for nomination to the board is August 15th and the information on nominated individuals will be available in the September newsletter, mailed the first week of September.  Committee volunteering is open to anyone at any point during the year.

III. Board Operations

Meeting Dates
Board meetings are held on the third Sunday of the month from 7:00 to 8:30 pm ET. 

· Agenda items are sent to the Secretary one week prior to the meeting

· Draft agendas with call in information are sent out just prior to the meetings.  meetings  Prior to the meeting the final agenda, summary budget report, and minutes of the most recent meeting are sent  

· Board members who are unable to attend a call are asked to indicate so on the RSVP notification sent for the meeting and to contact another Board member to act as a proxy

· Committees may schedule conference calls between the Board meetings.

Conference Call Information

Call-in Information for Board Meetings

Board Members will receive a call-in number with access code on the agendas sent prior to each meeting.  An example would be:  

FOL AGENDA for the Sunday, May 21, 2006, 8:00 p.m. EST meeting

Dial-in Number: 1-641-297-5800 (Iowa). Access Code: 210506

Freeconference Summary for Committee Conference Calls

To set up a conference call:

1) Go to https://www.freeconference.com/default.asp 

2) Click on Login link in left column, and then enter Account Name:  xxxxxxxxxx and Password: xxxxxxxxxx and click go (Account Name and Password available from the President or Treasurer).

3) Click 'Schedule' button on top, and this should lead you through the process.

4) Always use a 'Webscheduled Standard' (i.e., the free conference) option, since this account does not have a credit card for payment on a toll free call or other recording services.  Do not put your card on this account, since this account might have several people scheduling meetings on it.

5) The directions should help you through the rest of the way.

Notes:

-
If we need to set up a toll-free conference call (say for a guest we'd like to pay phone expenses for), let John Hollister know and he’ll arrange one on his own account.

-
We can combine a toll-free with a standard webschedule call. To do this, however, we will need at least one participant who can make a 3-way call.  This person will call into both the toll free and standard conferences set up at the same time and hopefully join everybody up.

-
The 'Manage' button gives a list of past and pending scheduled meetings.  You can edit pending meetings by clicking on the 'edit' link in the meeting listing in this window.

-
The 'Contacts' button has the mailing addresses/lists that I put in.  Everyone will also have access to it, and hopefully that will work out OK.

Board Meeting Procedures

As a small, not-for-profit organization, the Board has adapted Robert’s Rules of Order and generally uses a very relaxed version of these Rules.  The Board follows the following procedures during full board meetings.

· A draft agenda is sent out by the Secretary for additions and/or revisions

· A revised agenda is resent to Board members with the date, time, and call-in instructions

Example:  FOL AGENDA for the Sunday, May 21, 2006, 8:00 p.m. EST meeting Dial-in 

                 Number: 1-641-297-5800 (Iowa). Access Code: 210506

	No.
	Example Agenda Items
	Procedures

	I.
	Welcome and Opening - President
	The President or his/her designate calls the meeting to order.  

The President presides over the meeting and agenda. 

The President may make preliminary remarks to the Board on the general direction and performance of the Board.

	II.
	Roll Call – Secretary
	The Secretary takes a Roll Call for all those present.  

Any Board member who cannot attend is expected to contact the Secretary with regrets prior to the meeting and notice of proxy.  (See By-Laws for expectations on Board Meeting Attendance.)

	III.
	Approval of Agenda -- Secretary
	The Secretary calls for a motion to approve the proposed agenda.  

Revisions to the agenda may be made following a motion, a second, and a vote.

	IV.
	Approval of Minutes of Last Meeting – Secretary
	The Secretary calls for a motion and second for a vote to approve the Minutes of the last Board meeting sent prior to the present meeting. Revisions may be made following a motion, a second, and a vote.

	V.
	Treasurer's Report
	The Treasurer gives a financial report sent out prior to the meeting.  

This report does not require Board approval at the meeting.

	VI.
	Committee Reports

Donations/Distributions

Membership

Fundraising

Newsletter 

Nominating Committee

Bylaws Committee
	Committee Reports are presented with any recommendations or requests for Board approval.  

All other Committee work and discussions are held outside of the regularly scheduled Board meetings.



	VII.
	Old Business
	Old Business and New Business are discussed under the leadership of the President.  

Calls for a motion, with a second, followed by any discussion, are used by the President to bring discussions or any needed action to closure and to keep the meeting within the agreed upon schedule.  

When items cannot be resolved in a timely fashion during the meeting, the President may either refer the item to the appropriate committee or appoint a task force to discuss the issue and bring back recommendations to the Board at the following meeting.

	
	
	

	VIII.
	New Business
	

	IX.
	Review of Action Items - Secretary


	The Secretary reviews Action Items that were identified during the meeting and recorded in the minutes.

	X.
	Closing - President
	The President closes the meeting and reaffirms the next meeting date.



	
	The Secretary forwards the approved minutes to the webmaster to be posted for the general membership.


If at any time, the Board decides that a Parliamentarian needs to be appointed, it can do so.  This position will be held by a Board member conversant with Robert’s Rules of Order and/or would be willing to study the rules to guide the Board in its deliberations.

For a refresher on Robert’s Rules of Order, please see the following website:

http://www.managementhelp.org/boards/boards.htm#anchor821533   

Meeting Evaluation by Members

Board Members are asked to provide anonymous meeting feedback via an online form.  The link to the web-form will be provided to Board members at the end of each meeting, and the form will also be e-mailed to everyone.  The Secretary will communicate the issues raised in the feedback with the President who will then make adjustments in future meeting agendas and strategies.  

Email Guidelines - Board of Directors

Board members give much of their time and energy to accomplish the goals of the organization.  Board members also have busy professional and personal lives.  Emails between and among officers, committees and the rest of the members can become substantial and perhaps a burden for some who volunteer to serve on this Board.  

Although the intent is to always confer with others and work toward consensus and cooperative efforts, the number of emails that are sent out to Board members should be considered 

With this in mind, the following guidelines are suggested:

· Consider who needs the information to take an action or provide you with some feedback; do not automatically copy everyone on the Board for every email

· Send emails with enough lead time for a reply; ask for a reply within the body of the email and a confirmation or renegotiated time period

· Send emails not needing a reply, such as those needed for a Board meeting or committee meeting, just a few days before a conference call 

· Avoid emails with information to share if the same information is going to be discussed at a Board meeting or committee meeting unless the Committee wants to distribute background information needed to take some action at the Board meeting

· Post committee meeting notes on the website versus sending them out to everyone

· Be specific as to what action or type of reply you are asking for in your emails – are they for Information, Discussion, or Action?

· Never send an email with a personal or personnel issue related to any Board member to others.  Contact the Board President and ask for a phone call rather than sending anything negative since the email may inadvertently be forwarded to others
Board Planning and Reporting

Board planning will be based on approved objectives, responsibilities, and timelines developed by Committees.  

Each October, FOL conducts an annual meeting via teleconference linking individuals and regional meetings.  Past progress and future annual goals are presented in this meeting.

Annual meeting input is considered while developing the annual budgets for the next calendar year.

Committees also develop work plans as part of the budget planning process.

Member surveys are conducted on a periodic basis.

Status Reports

Standard reports include the following:

· Draft annual reports for the October Membership meeting.  These reports are updated at the end of the calendar year and issued with the winter newsletter.

· Standard treasurer’s reports for the progress meetings.  The format for these meetings is updated per Board requests.  This report provides the current reserves and expenditures for all project as well as operating funds.

· Committee and Task Force reports provided at Board meetings.  These reports are incorporated into the meeting minutes along with any associated action items.

· End of year financial summary.

· Proposed budget based on a summary table of prior year expenditures and short comments that provide the basis for proposed budgets.

Board Operating Rules

Goal:

The Board of Directors will continue to improve its efficiency and accountability (Vice President/Board Development & Nominations Chair; Treasurer, President).

Strategies: 

The Board will conduct an effective planning process to guide FOL’s operating plan for the year.(President) 

Responsibilities:

· The Board will approve an annual budget (Treasurer).

· The Board will conduct an annual audit of its financial accounts.(Treasurer)

· The Board will conduct its meetings to govern the organization, making policy and procedures decisions, leaving operational matters and lengthy discussions of issues to committees (President).

· The Board Committees will submit for approval their annual work plans and budgets (President).

· The Board Committees will provide updates at each meeting and make recommendations to the full board on all matters involving policies and actions not approved in their annual plans (President).

· The Board Committees will document and archive all materials for full Board review (President).

· The Board will review the by-laws and mission statement on an annual basis. (President)

· The Board will conduct an Annual Meeting with members. (President)

· The Board will review Officer job descriptions on an annual basis.(Vice President)

· The Board will accomplish its work through committees and task forces and will seek to recruit at least one non-board member for each committee. (President)

· The Board will evaluate its meetings. (President/Secretary)

· The Board Nominations Committee will recruit a diverse group of Board Members with the necessary background and commitment to fill vacancies at the end of the year. (Vice President)

· A  Board Manual will be developed in time for new board member orientation and reviewed and revised annually (Vice President) 

· The Board Development/Nominations Committee will conduct an Orientation for new Board Members at their first meeting.  Board Notebooks will be sent to new Directors prior to the meeting with the Orientation Agenda. (Vice President)

· The Board will conduct an annual evaluation (internal assessment) to improve efficiency and accountability. (President)

IV. Finance

Financial Management

As required by FOL’s Bylaws, the Board shall supervise all aspects of financial matters with the Treasurer’s support.  The Treasurer is “responsible for the receipt, deposit, withdrawal, investment, disbursement and accounting of all funds, following all organizational fiscal policies; submit quarterly (or more frequently if requested) reports to the Board and facilitates the annual audit; and performs such other duties as assigned by the Board or the President.”


Fiscal Policies

The following fiscal policies guide the work of the Board:

· At this time, FOL is an all volunteer organization.  Volunteering members will not be reimbursed for time spent in support of FOL functions.

· All Board actions must comply with IRS requirements for a tax exempt organization.  A summary of these requirements is provided on the FOL website at:  (from the FOL webpage at:  http://friendsoflesotho.org/, select the “Contacts” link, and then select the “Minutes of Most Recent Board Meeting” link to the “Board of Directors” page.  Select the “Treasurer” link, and open the summary by selecting the “IRS Workshop for Small and Mid-sized Tax Exempt Organizations” link.)

· Any contracting or purchasing of FOL support services must comply with FOL’s conflict of interest policies.  As determined appropriate by the Board, cost evaluations shall be provided for Board review by the FOL member acquiring contracts or services.

Internal Control Policies (Bookkeeping Controls)

The following internal control policies will guide the work of the Treasurer:

· All transactions in FOL’s data records are set up to correspond to Bank Account transactions shown in the monthly statements.  All expenditures shall be made by check or direct bank transfers as to be reported in the Bank’s monthly statements.

· All deposits collected by FOL shall show the FOL stamp on the back of the check and listed in the summary of checks and cash deposits in the FOL’s financial database.  The check summary total shall equal the deposit totals reported on the monthly bank statement.  Donations should be made by check or credit card.

· Any program or project expense related to distributions must be recommended by the Donations/Distributions Committee in writing, either via Email correspondence or meeting minutes.

· Operating expenses will be authorized in the annual budget and reimbursed to appropriate members after receipts or a written expense summary is submitted to the Treasurer.  

· Committee expenses are reviewed at the Committee level.  The Treasurer will summarize operating expense budget status in standard reports to the Board.

· Any overrun or adjustment of any budget or funding line item must be reviewed and approved by the Board.

Collections for Accounts Past Due  

At this time, this only applies to late FOL dues.  While dues are to be renewed on an annual basis, members not submitting dues on time will maintain and “active” status for up to two calendar years after their renew date.  During this period, reminder notices will be mailed with newsletters to encourage renewals on a timely basis.

Tracking In-Kind Donations 

A Board, Committee or Project member should report all operating or project expenses not submitted for re-imbursement.  These will be recorded in the financial database as in-kind expense donations and are tax deductible to the extent allowed by the IRS.  While donations letters are not required for numerous separate in-kind expenses that total greater than $250, FOL will issue donation letters at the end of a calendar year in cases where this does occur.  All reported expenses should correspond to costs normally expected for similar materials or services.  Expense receipts are not required, but they will be kept on file if submitted.


Tracking Volunteer Hours  

Volunteer time will not regularly be tracked, since it is not tax deductible according to IRS guidelines.  However, the Board will annually review workload requirements of assigned tasks and standing functions of the organization.  FOL Board, Committee or Project members shall report to the Committee Chair when tasks cannot be completed due to time constraints, and the Board shall either subdivide or curtail tasks as appropriate.


Reimbursements

Travel:  As FOL does not currently carry liability insurance, it will not sponsor travel for members or non-members.

Other:  Receipts are to be submitted for reimbursement and paid by check from the FOL treasury.  For small, routine (e.g., reminder postcard mailing), advance payment for expenses (e.g., purchasing stamps and postcards) will be provided with a written request (usually via Email).  Reimbursements are not to exceed $xxxx without prior Board approval.

Certificate of Tax Exemption

Note:  In the event any Board member needs to purchase approved items for the good of the organization, FOL’s Tax Exemption Certificate can be used to avoid having to pay sales tax.  Contact the Board Treasurer for assistance.

Financial Records/Data

A spreadsheet is set up for each year (e.g., “FOL 2006 Treasury Database.xls” for the 2006 calendar year).  A description of this database is provided in the summary titled “treasury database notes – 2006.wpd”, which is posted on the FOL website at:  (from the FOL webpage at:  http://friendsoflesotho.org/, select the “Contacts” link, and then select the “Minutes of Most Recent Board Meeting” link to the “Board of Directors” page.  Select the “Treasurer” link, and open the summary by selecting the “Database Notes” link.). Every 2 years, this database is crosschecked with address and membership date information contained the mailing and directory database (in MS Access), which is maintained by the Database Manager.

Yearly Budget  

Planning for Committee and Operating budgets should begin after the next year’s goals are agreed upon at the Board meeting that follows the annual membership meeting.  Input on needed budget amounts should be sent to the treasurer in writing before the end of the calendar year.  

After closing the accounts for a calendar year in late December, the treasurer will send out a draft annual budget to all Board members in early January for final comment.  Most draft operating budgets will reflect the prior 5-year average for each expense category, unless recent trends warrant a change or plans for the upcoming year.  Budgets are annotated with any assumptions in expense items used to calculate or verify the budget amount.  Budgets may also refer to any prior Committee correspondence regarding budget amounts required for a calendar year.  The Board will either approve a budget in the first meeting of a calendar year, or recommend final changes to the budget with instructions for final approval.

Budget Narrative  

At this time, FOL’s budgets are relatively simple, and spread sheet annotation and Email correspondence make up a bulk of the budget narrative.  

Budgets will be set up to maintain a minimum bank account balance of $1,000.00, which is the amount required to avoid paying services charges on our bank account with Chevy Chase Bank, Laurel, MD.  The Board typically maintains a higher balance so that FOL will have enough cash on hand to cover budgeted operating expenses at the beginning of each fiscal year.  The Board may also plan to set aside additional reserves in order to accommodate future Board initiatives or establish endowment funds.  The Board will evaluate the need to create or change cash reserves as part of developing each yearly budget.  At that time, the Board will also review and recommend banking practices for holding cash reserves.

Cash Flow Reports

The standard Treasurer’s reports to the Board meeting notes any changes in bank account or program fund accounts since the prior meeting.  Interim reports or data summaries can be provided to Committees or Board members at their request.

Program Budgets and Transfers

See section below for guidelines needed to establish, eliminate, or maintain a program fund.

Donations/Distributions Committee

Funds may be sent to programs and projects in Lesotho only with written instructions from the Donations/ Distributions Committee.  These instructions include the amount to be sent, the recipient and the means of sending the funds.  Regarding sending funds to the standing projects run by PCVs in Lesotho, the following details should be noted when sending program or project funds.

Volunteer Advisory Committee (VAC)

Checks should be made to “Friends of Lesotho”, which is the name of the bank account at the Standard Bank of Lesotho.  Unless directed otherwise by the Donations Committee, update and use a prior year transmittal for using the address to the PC-Lesotho Office, to the VAC Co-chair’s attention.

Tuition Assistance Project (TAP) 

Checks should be made to “Tuition Assistance Project”, which is the name of the bank account at the Standard Bank of Lesotho.  Unless directed otherwise by the Donations Committee, update and use a prior year transmittal for using the address to the PC-Lesotho Office, to the TAP Co-chair’s attention.

Financial Statements  

Standard financial summaries are listed above.  Status summaries are provided for each board meeting at a minimum.  Project funding summaries can also be provided to the Donations Committee during months in between meetings to help the Committee plan activities.


Financial Analysis  

The treasurer will provide all or parts of the financial data base as requested by Board or Committee members.  The treasurer will also provide any data and trend summaries to the Board or Committee as part of a taskforce initiative for analyzing management or logistical issues.


Audit Reports  

All financial statements and tax reporting are posted on the FOL website for membership review.  At any Board member’s request, the treasurer will mail a copy of FOL’s bank statements to the member for their reference when reviewing financial records.  Per the Board’s direction, the Treasurer will collect price quotes and interviews to hire a CPA Auditor for generating a report for the Board’s review and approval.

The Board may appoint an audit committee to do the audit itself or oversee an auditor.  If the Board does get an auditor, the Executive Committee may get bids for a contract or service agreement.  Currently,  our income level is below any threshold associated with regulatory requirements for an audit, so we should have flexibility on the timing to set up or develop our audit process.  We will need to find a board member amongst us who would qualify as a “financial expert”.  For more information on the need for an audit committee, please see the following references:  

Sarbanes-Oxley for non-profits at:  

http://www.independentsector.org/PDFs/sarbanesoxley.pdf
http://www.independentsector.org/issues/sarbanesoxley.html 

Fundraising

Lists of Donors

Fundraising efforts must report the names and addresses of all donors making donations greater than $250.  The treasurer (or designated fundraising project manager) will use this information to mail a receipt letter as required by the IRS.  Reporting information for donors is not required for donors of less than $250, but FOL does encourage offering membership to all donors.  

Fundraising Reports

If donors are to be added to the FOL database as a result of a Fundraising Committee initiative, the fundraiser should collect donor information on membership forms and forward the forms to the Treasurer along with the donations.

Fundraising Sales

All checks for fundraising sales should be made out to “Friends of Lesotho”.  ”.  Sales will be tracked separately from FOL donations so they can be reported on the IRS 990 tax form (if needed as per IRS guidelines).

V. Meeting Minutes

Recent Agendas and Minutes

The organization maintains approved Agendas and Meeting Minutes which are available to the Board as well as the membership.

· The most recent Board Agendas and Meeting Minutes are posted on the organization’s website.  

· Minutes from at least the immediate past meeting are posted on the organization’s website, and older minutes are available on request from the Secretary.   

· All new Board members are asked to read through the last year’s meeting minutes to learn what the Board has done in the past, what issues have been addressed, and what remains to be accomplished in the coming year

VI. Membership

The Organization’s By-Laws specify that “the membership of FOL shall consist of former Peace Corps Volunteers who served in Lesotho and other individuals or organizations that wish to support the purpose of FOL” (Article II – Members).  Sections of this Article specify requirements for Voting Members, Membership Dues, and Annual Meeting. Members may renew on an annual basis or become life-long members. Dues are set by the Board under the recommendations of the Membership Committee.

Membership Application Form

Membership Forms are available at our website at http://friendsoflesotho.org/form.pdf .  Members may complete or update information on the website, specify whether their email address can be listed in a Directory, and then send in their membership dues to the Treasurer.  

Members may also print a form from this site to mail in with their check.  The advantage of using the printable form is that members may also choose to:

•
Make additional donations for projects

•
Submit a company matching gift form with their donations

•
Request a Wills and Estate Planning Kit to remember FOL in future bequests

•
Let us know if we can disclose emails to individuals or organizations.

Membership Lists

Database

A database of member information is maintained by the Database Manager and contains information to produce mailing labels, a membership directory, and answer inquiries in response to person to person networking questions.  

The database is populated from membership forms and NPCA data forwarded from the Treasurer, as well as contact information about prospective members, former members, non-members and PCVs received from a variety of sources.  

The Database Manager informs the Web Master upon receipt of any membership forms requesting their email address be listed on the FOL web site.  Every two years, the Database Manager and the Treasurer reconcile their records.  

The Database Manager shares the database with other committee members responsible for responding to inquiries from prospective members and new PCVs, produces mailing labels, conducts electronic newsletter mailing for those members receiving electronic distribution, and maintains backups.

Directory

A paper membership directory is produced by the Database Manager and distributed to members every two years.  The directory is created from the database described above.  The directory is only distributed in a paper version so that the personal information which it contains can not easily be copied and circulated to other organizations by electronic means.

Discloser Policy 

All member records in the database are marked with a “Do Not Release” indicator representing the wishes of the member, as expressed on their membership form.  The marker may indicate any of three categories: Organizations selling merchandise, Organizations seeking contact for purposes of employment, and Other Non-Profits.  The membership form states that the information may be released to individuals seeking to network or contact old friends; however, provision of the entire database to anyone other than Board or Committee members must be approved by the Board and the recipient must comply with the “Do Not Release” indicator selected by each member.  Member and non-member information are to be treated identically with regards to disclosure.

Email Policy 

Email addresses are collected by Friends of Lesotho for the same purposes as any other address information. However, due to privacy concerns, spam, etc., a policy concerning the use of member email address information has been prepared. The purpose of having a policy is to allay fears of how address information will be used and to guide the Board of Directors when making decisions about this information. 

Use of Information

FOL intends to honor the wishes of individual members, and certain categories have been established to make the allowable use of information more manageable. FOL membership forms contain a section where a member can indicate that he/she does not want personal information released to certain types of other groups. 

Specifically, these categories are: 

1) groups selling merchandise

2) groups seeking employment contacts

3) other non-profit organizations. 

If you submit a membership renewal form and fail to check one of those boxes, your old preferences will remain in place. They will only be rescinded if you explicitly supply new preferences: a blank or null response is not a new preference. This applies to all personal information, not just emails.  FOL will provide your personal contact information, including email address, to new PCVs seeking information about the Lesotho experience, and to individuals seeking long lost friends. FOL itself may contact you by email, however this should not be more than a few times per year. If you do not wish to be contacted by FOL by email or to have your email address given to new PCVs, please let us know and your email information will be deleted from our records.  The bi-annual membership directory will be distributed to members in paper form only, to minimize the risk of duplication.  Information retained by FOL about non-members will be treated identically to member information. 

Web Site Listing

Email addresses shown on the web site are listed by permission only. The page listing email addresses is password protected. Listing on this page is for members only. Some non-member email addresses are in the FOL database, but only members are allowed to have their email listed on the web site.  The Secretary and Webmaster have access to this database.

Electronic Newsletter Distribution

Members have the option to receive email notification of newsletters on the web site as an alternative to being sent a paper copy. In deference to those with slower connection speeds, a link to the newsletter will be sent, not the actual newsletter itself. This cost saving measure is intended to conserve funds for our actual work in Lesotho. No member will be sent an email notification unless they specifically ask for it. If the email notification is returned to FOL, the member will be mailed a paper newsletter until a valid email address is received. Once a year, the Annual Report will be mailed in paper form to all members. The purpose of doing one paper mailing per year is to validate postal addresses. Retention of postal addresses is important as a backup to email communication and to allow geographic classification so that new PCVs have a chance to meet someone in their area. 

Member Responsibilities

Spam filters employed by a member’s email provider may trap FOL newsletter notices. Since these trapped emails are not returned to FOL, FOL has no way of knowing whether a member received the notification. It will be the member’s responsibility to monitor this, expecting an email notification in March, June and September each year. Members may check the web site for new newsletters, and are free to contact a Board member for spam testing. 

Newsletter notification and other FOL emails may come from numerous sources. As a low-tech, grass-roots organization, from time to time different Board members may take responsibility for sending emails. Few if any emails will originate from the friendsoflesotho.org domain since each Board member, including the web master, typically uses their home email to originate mail. 

Summary

To summarize the policy, FOL will: 

· Honor member requests regarding the release of personal information to other groups. 

· Treat member and non-member personal information alike. 

· Release personal information to new PCVs seeking information about Lesotho and to individual seeking old friends. 

· Keep member email information on the web site password protected. 

· Attempt to limit transmission of emails to members to only those functions which are of an imperative nature or in some way specific to particular individuals or groups of individuals (i.e., geographic area, year of service, profession, etc.). 

· Revert to paper newsletter mailings for any individual having a bad email address in our records. 

· Conduct one paper mailing per year to all members to help validate postal address information. 

· Not be responsible for email newsletter notifications trapped in member’s spam filters, but will work with any member suspecting such to test and rectify the problem. 

1. For the record, FOL has had only two such requests in its 20 year history. In both cases, the Board opted to be the intermediary in contacting the membership on behalf of the requestor and did not give out the addresses, even for members indicating it would be acceptable to do so. 

2. 100% security can not be guaranteed, but there have been no known problems since the list was first posted in 1996. 

VII. Organizational Relationships

National Peace Corps Association (NPCA) 

http://www.rpcv.org/ 

FOL is a member of the NPCA.  FOL members may join directly or through their NPCA affiliation.  A reciprocal arrangement is made between FOL and NPCA to transfer membership dues whether one joins through either organization. There is a link to the NPCA website on the Contacts Page of the FOL website.

Each year, FOL submits an NPCA re-affiliation packet in March along with affiliation fees of $100 (based on our annual paying membership size of between 100 to 400 members).  

The re-affiliation documents from 2006 are attached for your reference.
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      http://friendsoflesotho.org
      Email:  zapdoodat@erols.com 

March 4, 2006

To:
NPCA - Membership Department


1900 L Street, NW, Suite 205


Washington, DC   20036-5002


202-293-7728

Re:
Friends of Lesotho (FOL) Re-affiliation for 2006


The enclosed check #2015 for $100 is for FOL's 2006 re-affiliation dues.  Also attached are:   

Completed forms from attachments A and B of the NPCA re-affiliation package

2005 FOL annual report 

2005 FOL financial summary

2005 FOL membership form and brochure

Our Bylaws remain unchanged, and you have our current direct deposit information.  You can contact at the above addresses if you have any questions.  Thanks.









John Hollister









Treasurer

Attachment A

** Reaffiliation Form Due May 1 **

Affiliate Group Name: _Friends of Lesotho__________________

Affiliate Group Mailing Address: __4110 Denfeld Ave._________





   __Kensington, MD  20895-1513______

Telephone: (301 )_942-2751____      Fax: (      )__n/a____________

Affiliate Group E-Mail: __zapdoodat@erols.com, and wdunn@friendsoflesotho.org ________

Affiliate Group Website: ____http://friendsoflesotho.org/  _______________

Group Type:
  Geographic 
 Country of Service
  Interest

Dues Choice:
  Joint Dues

  Optional Dues     

Number of Members: _202 (paid dues in 2005)___             Number on Mailing List: __approx. 350____

Affiliation Fees:
 _$100_




 10 – 100 members (regardless of NPCA membership status) =       $25 fee




 101 – 400 members (regardless of NPCA membership status) =    $100 fee

 


 401 or more members (regardless of NPCA membership status) = $400 fee

Our group has: 
 By-laws

 Incorporation status


 501(c) 3 status

(If your affiliate group has by-laws, please provide the NPCA with an updated copy for your group’s file.)

Our group holds elections during (provide month): _October______________

Newsletter (communication) title __Friends of Lesotho____________________


Frequency of distribution: __Quarterly_____________________________


Distribution method (Email, website, post office, etc.)___post office, will try to start Email in 2006_______

Our group participates in the following activities:


 Social

 Fundraising

 Community Service

  Advocacy


 Other (please list): ____________________________________________________________________





____________________________________________________________________

Signed: ____________________________________________________ 
Date: _____________



John Hollister, Treasurer

Attachment B

AFFILIATE GROUP:___ FRIENDS OF LESOTHO _____________________________________

LEADERS or Board (or attach board roster with the required information):

GROUP LEADER: Name: __Bill Dunn, President (and Membership Database Manager)____________

Address: __2000 Otter St., Anchorage, AK  99504__________

Home telephone: __907-561-3105__   Work Telephone: _________________________

E-mail address ____ dunnx2@alaska.net ___________________________________________

(will be added to the Group Leaders e-mail listserv service)

TREASURER: Name: ___John Hollister_______________________________

Address: __4110 Denfeld Ave., Kensington, MD  20895-1513

Home telephone: __301-942-2751___   Work Telephone: _________________________

E-mail address ___zapdoodat@erols.com_________________________

(will be added to the Group Leaders e-mail listserv service)

EDITOR: Name: ___Dorothy Holland (and Faye Farmer, Coordinator - f_e_@hotmail.com )_______

Address: __21 Passeo de Angel, Santa Fe, NM  87505____

Home telephone: _505-474-9041____   Work Telephone: _________________________

E-mail address _dorothy@bookgrrls.com_________________________________

MEMBERSHIP: Name: __ Bill Dunn, - Same as above ____________________________________

Address: _________________________________________________________________________

Home telephone: ________________________   Work Telephone: __________________________

E-mail address ____________________________________________________________________

SECRETARY: Name: __Ella Kwisnek______________________________________

Address: _744 Crystal Dr., Pittsburgh, PA  15228_________

Home telephone: __412-343-1212__   Work Telephone: ____________________________

E-mail address ___kwisnek@duq.edu______________________________

VICE PRESIDENT: Name: _ Richard Rowan (Also Donations Committee Chair) ____________

Address: __1309 Hague Ave., St Paul, MN  55104____________

Home telephone: _651-642-1591___   Work Telephone: ____________________________

E-mail address _____ richard.rowan@courts.state.mn.us  ___________________________________

Note:  these offices are listed in the NPCA database,  if necessary, change them to meet your needs

Board Members At-Large:  Kevin Freer (Fundraising Committee Chair), Martha Munson, Jim Mueller, Claire Hilger, Todd Vetter, Faye Farmer, Elizabeth Perry

Memoranda of Understanding and Letters of Agreement

The Donations/Distributions Committee, in concert with the Treasurer, recommends to the Board any Memoranda of Understanding (MOU), Letters of Agreement (LOAs) or other arrangements to be made between FOL and an individual or group.  The Board approves all MOUs and LOAs for organizational relationships.

MOUs indicate an ongoing relationship between FOL and an organization with money passed through to Lesotho through FOL.  LOAs are a donation made from FOL to another person or organization and are meant to ensure that the donation will be used in an agreed upon way.  

When FOL makes a onetime donation to a group in Lesotho, depending on the nature of the organization/donation, the Donations/Distributions Committee sometimes asks them to sign an agreement.  For example, FOL did that with Scott Rosenberg and his trip with Wittenberg University to Lesotho.  

The Donations/Distributions Committee keeps copies of all MOUs and LOAs made and sends copies to the Treasurer with instructions on how to fulfill the agreements (e.gs. how and when the money is transferred, contact person etc.).  The Secretary archives all MOUs and Letters of Agreement either in paper files or on the website.  

Current MOUs and LOAs are found on the FOL website.

Information on Peace Corps Lesotho

Peace Corps Lesotho - http://www.peacecorps.gov/index.cfm?shell=learn.wherepc.africa.lesotho 

About 100 Peace Corps volunteers per year concentrate in the sectors of 

· Community health

· Education

· Rural community development

· Agriculture (eliminated in 2000)

Approximately 1,888 volunteers have served in Lesotho since 1966.

FOL supports the following PCV projects in Lesotho:

Tuition Assistance Program

FOL funds scholarships to Primary and Secondary school students in Lesotho.

Recipients are selected by the TAP Committee (consisting of current Peace Corps Volunteers).

The Donations/Distributions Committee works with the Treasurer to determine what funds are available for TAP.  The Committee works with TAP/Lesotho to determine the needs of TAP and a schedule of distributions of financial resources to this group.

Background Information:

· About 65% of Basotho children attend Primary School, but only about 30% are able to attend Secondary school. 

· Starting in 2000, Basotho children have had access to free elementary education.  Numbers attending school have dramatically increased, but only in   primary levels.

· As a result of free schooling, many students who have been orphaned by HIV/AIDS, have begun attending again.

· Oftentimes, schools offer breakfast and lunch, so tuition assistance not only helps children receive an education but also makes it possible for children to receive nutritious food.  

Volunteer Advisory Committee (VAC)

FOL provides grants to current Peace Corps Volunteers in Lesotho for small projects.  The Donations/Distributions Committee works with the Treasurer to determine the funds available for the VAC and a schedule of distributions of financial resources to this group.

 

VAC funds projects which would otherwise be too small to be considered by major donor NGOs.

Projects have included supplies for classrooms and HIV awareness education, and small business & craft co-op start-up materials. In general, projects which receive funds also require an input of local resources or labor. 

Other Funded Projects

Orphans  

When FOL receives donations specified for Orphans, the Donations/Distributions Committee finds orphanages to send that money to.  So far that has been outside of TAP and VAC - the orphanages we've helped are Touching Tiny Lives and the Maseru Children's Village. 

HIV/AIDS  Education

Donors also make donations specifically for HIV/AIDS.  The Donations/Distributions Committee then sends the money to the VAC and asks them to make sure it gets used for an HIV/AIDS project.  In these cases, the Committee gives VAC some general guidelines about how some of the money should be spent. 

Contacts in Lesotho - See Appendix C
VIII. Promotional Materials

Newsletter - Metsoalle ea Lesotho

Board members should send committee updates, announcements, reminders, articles of interest to the membership, letters and digital photos from recipients of sponsored programs such as the Tuition Assistance Program and from the Volunteer Advisory Committee.  Newsletter submission deadlines and mail out dates are listed below.  Please send all newsletter items to Faye Farmer, Newsletter Coordinator, at f_e_@hotmail.com .  

Newsletter articles include but are not limited to:

· President’s Report

· Committee Reports

· Lesotho News Updates

· Project Updates

· Fundraising Ideas

· FOL Project Reports

· Book Reviews

· Networking, Reunions and Member Updates

Members may select an option to receive the newsletter via email on the Membership Page of our website.  The webmaster will respond to anyone who has problems downloading the attached newsletter, needs to change their email address for this distribution, or wants to revert to paper mailings. 

Website 

www.friendsoflesotho.org 

The website contains a wide variety of resources for the general membership, Board, and those interested in learning more about Lesotho. Board members need to orient themselves to the website contents, especially the sections that contain Committee Reports and work plans.  Suggestions regarding design and content should be made to the webmaster.

Website pages include but not are limited to:

· Home Page

· About Lesotho

· Contacts

· News

· Members

· Sesotho Language

· Maps

· Photos

· Letters

· Links

Guidelines for Submittals to Website

· The following general guidelines for submittals to the website should be followed:

· Submit documents in Word so that the webmaster can cut and paste it onto the webpage

· Submit all documents in their final form; it is not the webmaster’s responsibility to compose or edit documents or to search out appropriate photo’s or graphics

· Indicate a timeframe for addition of any documents or other requests

· Suggest where on the website to place a request

· Send digital photographs or graphics for any icons that may be needed whenever possible

· Identify any proprietary matter so the webmaster knows to archive the documents with security safeguards

· Work with the webmaster on all requests and provide feedback if any changes are needed.

Membership Brochure

A brochure developed by the Membership Committee is available on our website for distribution to anyone interested in joining FOL or learning more about our work.  The brochure explains FOL’s mission and purpose, includes a Membership Form, and has other organizational information.  

Anyone who speaks to potential fundraising groups, reunions, or other interested individuals may print out the color copies of the brochure.

FOL Slide Presentation

A substantial PowerPoint slide presentation is available for Board member orientation, member education and general public information.  The presentation was originally developed for speakers who wish to make presentations to groups who may wish to assist FOL in fundraising or other activities.  A CD-ROM of this presentation can be obtained from the Secretary.

Anyone who uses the presentation may customize the slides to meet the needs of a particular audience.  

The contents of the presentation include detailed information on the following topics:

Lesotho – The Mountain Kingdom

· Friends of Lesotho (FOL)

· Who we are

· How we’re organized

· What we do

· How you can help

Educational Resource Materials

Most of the following resources can be found on www.friendsoflesotho.org .  If not, how to access the items is indicated in the column labeled, “Location.”  Please note that the educational materials available from the Worldwise Schools Program and The Africa Adventure Resource Box are specifically designed for schools and youth groups.

	Resource
	Description
	Location

	FOL Contacts
	Board of Directors and Committee Chairs with emails 
	FOL website

Contacts Page

	Local Returned Peace Corps Volunteer (RPCV)
	Returned Peace Corps Volunteer who served in Lesotho to assist with educational resources and/ or program
	FOL website

Contacts Page:

Membership Chair

	FOL Brochure
	General information and membership form 
	FOL website

Contacts Page:

Secretary

	FOL Presentation
	PowerPoint slides on background information on Lesotho, who we are, what we do, how you can help us support grassroots projects in Lesotho.
	FOL website

Contacts Page:

Secretary



	FOL Newsletter
	Wide variety of articles of interest to our members and others who wish to learn more about our projects.
	FOL website

News Page

	About Lesotho 
	Summaries of history, politics, culture, health, climate and other interesting information.
	FOL website

About Lesotho Page

	Lesotho on the Web
	Hosted pages listed on our website.
	FOL website

Home and News Pages

	World Wise Schools – Lesotho
	Lesson plans developed by the National Peace Corps Association (NPCA)

http://www.peacecorps.gov/wws/educators/lessons.html 
	NPCA website

 

	World Wise Schools – Lesotho Video
	Video on Lesotho to be used with the World Wise curriculum and lesson plans.
	VHS format

jandkmueller@yahoo.com 

DVD format

wdunn@friendsoflesotho.org

	Royal Wedding Video
	Video of the King’s wedding of interest to an adult audience.
	DVD format

wdunn@friendsoflesotho.org

	Sesotho Language Learning
	Common words and phrases with audio clips 
	FOL website

Sesotho Page

	Photos, Letters
	Variety of educational materials 
	FOL website

Maps, Photos, Letters Pages

	Maps
	Interactive display of satellite images of Lesotho
	http://www.maplandia.com/lesotho/ 

	Photos
	Extensive collection available on Google 


	Google Images www.google.com

	Africa Adventure Resource Box – Lesotho


	Resource for use with children.  See Presentation for details.
	Mennonite Central Committee website http://www.mcc.org/catalog


IX. Board Development

Board Self-Evaluation

Rationale

The Board is responsible to the membership to ensure that they are operating in a highly effective fashion.  A Board Self-Assessment is completed annually in order to avoid falling into “the same old way of doing things” or becoming quite stale and even ineffective.  The Board evaluation need not take substantial time and energy.  Often a little bit of effort can reveal a lot of information about the quality of the Board.  

Purpose

The purpose of the Board Self-Assessment  is to identify and address any problems which occurred during the last year of operations, whether there were any apparent problems or not (for Board Meeting Evaluations see Section 3 of this Manual).  Members contribute a great deal of time, energy and expertise to the workings of their Board.  They deserve to know how they are doing overall.  

Responsibility

The primary responsibility to conduct the Board Self-Evaluation is held by the Vice President who leads the Nominations and Board Development activities.  The Vice President works with the President on the development, execution, analysis, and feedback with the entire Board.

Process

The following process will be used to conduct the annual Board Self-Evaluation:

· Determine categories for the self-evaluation (see reference below)

· Develop web-based format for survey instrument or other electronic means

· Send out the self-evaluation to Board members with a request for a return date of one week

· Analyze results

· Prepare feedback to the Board with recommendations for performance improvement

· Conduct Feedback Session on a Board Conference Call and/or via an email

· Determine priorities for coming year

· Request Committees and Task Forces use the recommendations while developing their work plans

· Archive the Self-Evaluation instrument, results, and recommendations for future reference.

Calendar of Activities

	September
	Develop Self-Evaluation Instrument

	October
	Conduct annual Board Self-Evaluation

	November
	Provide Board Feedback with Recommendations

	December
	Archive documents


Reference:  

MC Namara, C. (2002).  Field Guide to Developing and Operating Your Nonprofit Board of Directors, p. 120 (also referenced at Free Complete Toolkit for Boards at http://www.managementhelp.org/boards/boards.htm ).

Orientation of Board Members

Board orientation is intended to prepare new board members for their board role in the organization. Orientation is also extremely useful for all members to ensure they are operating from the same "script." Whether done only with new members or with the entire board, orientation is a strong team-building activity that should be conducted once a year, either before a regular board meeting or during the retreat -- particularly after new board members have been recruited. 

The board president and/or vice president typically facilitates the orientation session with current and new members present.  A Board Orientation should be conducted between the organization’s Annual Meeting and Elections and the next regularly scheduled full Board Meeting.  In the orientation, items such as the following may be covered:  

· Introductions to all Board members

· Listing of current Board officers, committees, task forces and their chairs

· Overview of the organization, including history, mission, vision, and values of the organization, along with major accomplishments

· By-Laws and Board policies, for example:  Board attendance policy and an overview of the Board Manual

· How Board decisions are made

· Board annual calendar

· Committee work plans

· How new Board members will be integrated into the Board’s work through committees

· Other items as appropriate

Reference 

http://www.managementhelp.org/boards/orient.htm 

Board Development Resources

Websites

· Board Source  http://www.ncnb.org/  

· Board Development  http://www.nonprofitexpert.com/board_development.htm  

· California Management Assistance Partnership  http://www.nonprofitexpert.com/board_development.htm  

· Alliance for Nonprofit Management  http://www.allianceonline.org/FAQ  

· Management Library's Free, On-Line Nonprofit Organization and Management Development Program  http://www.managementhelp.org/np_progs/org_dev.htm  

· Free Complete Toolkit for Boards  http://www.managementhelp.org/boards/boards.htm  

· Center for Nonprofit Management  http://www.cnmsocal.org/
· Board of Directors Basics  http://nonprofit.about.com/od/managinganonprofitorg/a/board_basics.htm  

· Help 4 Nonprofits  http://www.help4nonprofits.com/H4NP.htm 

Books

· Nonprofit Kit for Dummies (With CD-ROM) by Stan Hutton, Frances Phillips

· Field Guide to Nonprofit Strategic Planning and Facilitation by Carter McNamara

· Field Guide to Nonprofit Program Design, Marketing and Evaluation by Carter McNamara

· Field Guide to Developing and Operating Your Nonprofit Board of Directors by Carter McNamara

· Field Guide to Leadership and Supervision for Nonprofit Staff by Carter McNamara

Newsletters

· Board Café  http://www.boardcafe.org/bc1197.html
· Grants & Nonprofit Organizations Subject Guide:  Newsletters  http://www.epfl.net/subjects/subjectguide.cfm?cid=339&sid=28  

Publications and E-newsletters

http://www.norfolkfoundation.org/nonprofits/resource_kit.asp  

	Links
	Descriptions

	The Chronicle of Philanthropy 

	The newspaper of the nonprofit world.

	The Nonprofit Times  
	A printed publication providing information about nonprofit management.



	Philanthropy News Digest 

	The Foundation Center’s online news source.

	The Nonprofit Quarterly
	Offers a free online newsletter about nonprofit issues.



	Nonprofit Online News

	Covers news of the nonprofit community.

	Philanthropy Journal

	Provides online news about nonprofits

	Volunteer Today 

	Online newsletter carries news about volunteerism.

	Philanthropy News
	Delivers news, information and resources to all segments of the nonprofit world.



	Spitfire Strategies

	Provides a free interactive chart to guide nonprofits through the communications planning process or to evaluate a campaign that is in progress.





Appendix A
FOL Board Roster 2008-2009

	Ronna Abbott

52 Woodbury Way

Fairport, NY 14450

585-223-8641 home

585-880-2849 cell

ronnaabbott@yahoo.com 


	Scott Rosenberg

115 Monteray Ave.

Oakwood, OH  45419

srosenberg@wittenberg.edu


	Kevin Freer

1372 Dutch Elm Drive

Altamonte Springs, FL  32714

407-532-0663 home

407-767-2625 work

407-739-8617 cell

kfreer@alcatel-lucent.com 


	Richard Rowan

1309 Hague Ave.

Saint Paul, MN 55104-6418

651-642-1591  home

651-307-6304  cell

 qhomaki@yahoo.com


	John Hollister

4110 Denfeld Avenue

Kensington, MD  20895

zapdoodat@erols.com 
	Deena Rowe-Krumdick

6345 S Jericho Way

Centennial, CO  80016

303-680-3229   home

303-809-0661   cell

deena_rk@hotmail.com 



	Bill Moore

2108 Niles Ave.

Saint Paul, MN 55116

651-690-3655  home

moowag@scc.net  


	Dyann Van Dusen

5708 Silva Road 

Mariposa, CA 95338

Retired Cell:  559-760-9497

dyvandusen@yahoo.com

	Martha Munson

PO Box 1724

Harrisonburg, VA  22803
Phone:  540 746 2698
khotsocv@hotmail.com 
	Additional Committee Contacts:

Janissa Balcomb janissa@silverstar.com 

Bill Dunn dunnx2@alaska.net 

Faye Farmer f_e_@hotmail.com 

Elizabeth Perry perry_41@hotmail.com
Bill Reed wc44reed@aol.com 




Board Classes

Term of Office – Board Directors shall serve a term of two (2) years.

	Class
	Board Member

	2009
	Mary Beth Kwenda – resigned 7/20/08

Paula Fitzpatrick – resigned __/__/08

Scott Rosenberg

	2010
	Richard Rowan

Martha Munson

Kevin Freer 

Ronna Abbott

Bill Moore

Deena Rowe-Krumdick

Dyann Van Dusen


Current Board Director Bios (2009)

Ronna Abbott

PCV Service:  Community Development Volunteer, Matelile Ha Seeiso 2001-2003

served in the Peace Corps from 2001-2003 and found the experience very gratifying.  I was in Business Development, but found that quite impossible.  So I turned to improving the lives of a few students, who either lived around my house or were recommended to me by local headmasters.  Most of you students were double orphans and would not have qualified for a TAP scholarship.  Since I was an older adult when I entered the PC I was never able to master the language and could only speak to the local children.  My poor Sesotho forced them to speak English, which I could justify as helping them in their future educational options.  After leaving PC I followed up with the students I was helping by returning every year to re-enroll them in schools, pay for their room and board and give them money for living.  Last year the government started to pay the school expenses of orphans, so I am hoping that will reduce my expenses greatly.  I have many students who did poorly on their COSC and so I am now discovering post-high school education facilities.  My feeling is that completing high school is good; but there are almost no jobs unless more education is obtained.  Last year I did not start any new students, so I see my role in Lesotho coming to an end.  I have enjoyed it and believe in the educational process as a way for poor people to advance.  Especially the many orphans who have so many obstacles confronting them.

 

As a PC volunteer I was posted to help the Matelile Tajane Development Trust located in Matelile Ha Seeiso.  This conference center was built by German aid and had been recently turned over to the local people.  They wanted me to write a business plan, but mostly they were hoping I could come up with new ways for them to make money.  Most of the good money making ideas came from them.  I supported them by helping with grant writing, letter writing and getting them an up-graded computer.  

 

Before going into the PC I worked as an outside sales rep for 35 years, selling application software to hospitals.  But my computer skills are limited.  I am able to do fund raising and have done this for my church by running their rummage sale, brain storming to find other fund raising options and generally enjoying working to raise money for the church.  I also help Ronald McDonald House in their fund rasing efforts - both a rummage sale and last year a decorator showhouse, where we sold the furniture in the house.  I also volunteer for the Red Cross, but I don't think helping at fires would apply to FOL.  

 

I am retired and moved to Fairport, NY to help my daughter by  baby sitting for my 2 grandchildren.  Therefore, I have time to volunteer and believe in volunteerism.  I would be happy to serve on the Board of FOL or on a committee, as FOL is an organization that supports the same ideals that I hold.  There are few ways an individual person can help the third world but every effort must be made to help support the countries own efforts.  I return to Lesotho every January and would be happy to serve as a liaison.
Kevin Freer 

PCV Service:  Intern Supervisor, National Teacher Training College of Lesotho

Mashai Ha Theko, 1976-1978. 
Kevin has had numerous board positions for state and national adult literacy volunteer programs. Kevin has served on the FOL Board's Nominations and Fundraising Committees since 2004. A former professor of Adult Education at The Ohio State University, Kevin is currently a training specialist for Lucent Technologies.  He enjoys fishing on Florida’s beaches and playing the cello.

John Hollister 

PCV Service:  Thaba Tseka District Engineer, Village Water Supply, 1986–1988.
John has served as the Treasurer for the FOL Board since February 2003.  John has served multiple roles to support the work of the FOL Board since 1990.  John is interested in assuring continuity on the Board during this period of organizational growth.  John is a Civil Engineer with Montgomery County, Maryland, working in the stormwater management program.

Bill Moore

Non-PC Service in Lesotho:  Together with his wife, Mary Wagner, taught at Paul VI High School in Mohale’s Hoek District 1983-1986.

An Oblate priest friend put us in touch with Father Montanyane, OMI, Director of the Catholic Education Secretariat, who wrote that there was plenty of work available in rural schools on local salary terms, if we could get ourselves to Lesotho. We were welcomed warmly by ‘Ntate Motanyane, Sabine Behnk, a Canadian volunteer on the secretariat staff, and by the headmistress and teachers at Paul VI. Sister Laurentina Mantutle, headmistress of the neighboring primary school took us under her wing and helped us learn Sesotho. Mary taught English in the higher forms and worked to stock and organize a school library. I taught Form A English and form E Bible Knowledge. Our first daughter was born in Lesotho. In 1991, we stayed with our two small girls at Roma for 6 months while Mary, on a Fullbright grant, worked with Institute for Southern African Studies (ISAS) librarians. And we visited friends in Lesotho again in 1999, after Mary had completed a consultancy with the Library School faculty at the University of the North in South Africa. While working in Lesotho the first time, we had the good fortune to meet and become friends with Roberta Ebbers a Peace Corps volunteer from Minnesota, and, when we returned to the states, we were again lucky to become friends with Richard and Tlotlisang Rowan. Together, a few years ago, we organized a gathering of Minnesotans who’d lived and worked in Lesotho.
I retired in 2007 from the Minnesota AFL-CIO where I was chief of staff and, prior to that, communications director. In retirement, I teach in the Masters of Advocacy and Political Leadership (MAPL) program at the University of Minnesota, Duluth, and volunteer with labor and political causes.

Prior to employment with the Minnesota AFL-CIO, I was a stay-at-home father during the day and taught Labor Studies, evenings at Metropolitan State University. Before that, I taught high school in Lesotho, worked as a staff representative for Council 65 of the American Federation of State, County & Municipal Employees (AFSCME), and was and educator/organizer with the Urban Affairs Commission of the Archdiocese of St. Paul and Minneapolis.

My educational attainments include MA degrees in Philosophy, Theology and Adult Education and a graduate certificate in Teaching English as a Foreign Language.

I live in St. Paul, with Mary Wagner, a professor and director of the Master of Library and Information Science Program at the College of St. Catherine. Our older daughter, Lebohang, is serving with the Peace Corps in Bolivia. Nora, our younger daughter is headed to France for her junior year abroad.

Martha Munson 

PCV Service:  Vocational Volunteer at Thabana-li-mele Vocational School and HIV/AIDS Youth Club Organizer in Moitsupeli, Maseru District, May, 2001–May, 2003. 

Martha served as Volunteer Liaison to the HIV/AIDS Committee, volunteer trainer, and coordinator of the volunteer safety and security information system, as mandated by Peace Corps/Washington.  Martha has over 20 years experience as a paralegal, focusing on the commercial practice area, including real estate, estate planning, finance, and corporate/ business formation and brings excellent organizational, written, and computer skills to the Board.  Martha has recently completed the coursework for a Masters Degree in Conflict Transformation through the Center for Justice and Peacebuilding at Eastern Mennonite University.
Scott Rosenberg

PCV Service: Worked with a cooperative of 6 farmers growing vegetables and fruit for sale in a small village known as “Morning Star”, 1989–1991.  

Scott returned to Lesotho on a Fulbright scholarship from 5/95 to 6/96, and I was based in Roma. He has returned to Lesotho on numerous research trips since then. His dissertation on the development of national identity in Lesotho is due to be published by the Institute of Southern African Studies (ISAS), which is part of the National University of Lesotho (NUL). The History department at NUL is planning on using his book in a modern Lesotho history class.  He has also written the Historical Dictionary of Lesotho (new edition), which was published by Scarecrow Press in 2004. He has also written several published articles on Lesotho’s history. 

During the summers of 2003, 2005, and 2006 he led month long service-learning trips to Lesotho. A total of 87 students have participated. On average they spend about 10 days helping build houses with Habitat for Humanity, and spend about 4-5 days with the Maseru Children’s Village (we have built playground equipment, fixed buildings, and last year helped make a garden).  They have helped other orphanages build gardens to help with food supply, and have also volunteered at the Baylor pediatric AIDS clinic in Maseru.  In addition to volunteering the students do extensive fundraising for the trip and have been able to raise nearly 10, 000 dollars to pay for the projects we undertake and to help these groups meet their financial obligations (all the money we raise goes to their partners in Lesotho). 

He has been able to maintain strong links with Peace Corps Lesotho, teaching the historical background of the country to new volunteers during training (95-96, and 98), as well as partnering with volunteer projects during summer visits. One of the orphanages they worked with last year had a volunteer. He was unable to travel to Lesotho this year and instead with my students organized a fundraiser to help orphans in Lesotho which allowed them to send 11,000 dollars to various organizations in Lesotho.

Richard Rowan 

PCV Service:  Intern Supervisor, National Teacher Training College of Lesotho, 'Mamohau and Hlotse, 1979-1983. 

Since his 3 1/2 years as a PCV in Lesotho Richard has remained actively interested and involved in Lesotho.  Richard is married to a Mosotho and keeps informed on a daily basis of affairs there.  Richard visits Lesotho about every two years and stays involved paying school fees for children in Lesotho.  Richard and his wife have adopted two Basotho boys and brought them to live in the US.  Richard and his wife work to make sure they and their other children maintain connections with Lesotho by keeping in touch with relatives and friends, and maintaining a network of friends in the US who have connections with Lesotho. Richard and his wife have helped fund many educations and small enterprises in Lesotho.   Richard has served on the FOL Board for the two years and is currently the Vice President and Chair of the Donations Committee.  He has written several articles for the FOL newsletter and helped organize FOL events in Minnesota.  Richard would like to continue to help FOL have a positive impact on the lives of individual Basotho.  He is particularly interested in education and finding ways to assist those impacted by HIV/AIDS.  Richard is a systems analyst for the Minnesota Supreme Court and currently manages youth soccer teams as a volunteer.  He has experience as a board member for community and school organizations.

Deena Rowe-Krumdick

PCV Service:  Education Volunteer teaching secondary school Math, Science and English at Ha Moruthane, 1987-1989.
  
While in Lesotho she was chairperson of the Volunteer Liaison Committee.  Since returning from PC she has done some graduate work in neuroscience, worked as a bank teller, taught ESL to adults, and taught aerobics/group fitness for 15 years.  Originally from Illinois, she has most recently lived in Washington, Pennsylvania, Wisconsin, Nuevo Leon (Mexico), and now Colorado.  She is a Colorado State University Extension Master Gardener Volunteer and an active volunteer at her children's schools.  She has experience as a board member of an environmental park.

Dyann Van Dusen

Dyann served in Peace Corps, Lesotho from 2003 to 2006. Her first 2 years of service were shared with her husband, John Hanlon, who was assigned to the Morija Museum. Dyann's assignments ranged from small business development with a local craft shop; piggery development with a group of Bo-`M'e le Bo-Ntate under the guidance of the wife of the Morija Chief; and as an HIV/AIDS NGO Health Advisor with Dr. Letsie in Mazenod. Through her Mazenod assignment, she became involved with the Lesotho Child Counseling Unit (LCCU), an emergency shelter for orphans and vulnerable children located in Mazenod. As a result, most of her 2nd year and all of her 3rd year were dedicated to working with LCCU and other Mazenod based HIV/AIDS support groups. 
 
Prior to the Peace Corps, Dyann spent 25+ years in the Human Resources Management field with small to mid-size companies in the San Francisco area, including several financial institutions and a privately owned publishing house. Dyann was raised in Michigan, moved to Washington, D.C. in 1970 where she worked for 7 years prior to her move to San Francisco. Since returning from Lesotho, Dyann is enjoying "retirement" with her husband on 7 acres in Mariposa; close to her stepdaughter and 3 granddaughters.

Organizational Chart – 2009


Officer Positions 

	Officers
	Terms of Office

	
	President
	Vice President
	Secretary
	Treasurer

	Bill Dunn
	2004-2006

2006-2008
	
	
	

	Richard Rowan
	2009-2011
	2005-2006

2006-2008
	
	

	Ella Kwisnek
	
	
	2004-2006

2006-2008
	

	John Hollister
	
	
	
	2004-2006

2006-2008

2008-until?

	Kevin Freer


	
	
	2008-2010
	

	Martha Munson


	
	2008-2010
	
	


Past Board Members

Founding Board Members 1986

	Scott Brumburgh

Chevy Chase, MD  
	Thomas G. Carroll

McLean, VA  

	Don Spicer

Silver Spring, MD 
	Robert Kerr

Silver Spring, MD  

	Ted Hochstadt

Falls Church, VA  
	David Bertocci

Alexandria, VA  


Board Members 1986-2003

Scott Brumburgh, President  1986-1988

Don Spicer, Vice President/Secretary 1986

Ted Hochstadt, Legal Counsel 1986-2004

Don Spicer, President/Treasurer 1988-2003

Scott Brumburgh, Vice President/Secretary 1988-2001

Lisa LaBella Mitchell, 1986-1998, Newsletter 1986-1993

George Fanelli, 1990-1996, Newsletter 1994-1996

Dorothy Holland, Newsletter 2000 to 2004

Delton Allen 
Ian Duncan  - 2003-2004

2004-2005

	Officers
	Directors

	Bill Dunn, President

Kevin Freer, Vice President

Ella Kwisnek, Secretary

John Hollister, Treasurer
	Kevin Freer

Claire Hilger

Jim Mueller

Martha Munson


2005-2006
	Officers
	Directors

	Bill Dunn, President

Richard Rowan, Vice President

Ella Kwisnek, Secretary

John Hollister, Treasurer


	Kevin Freer

Claire Hilger

Jim Mueller

Martha Munson

Elizabeth Perry

Todd Vetter


2006-2007

	Officers
	Directors

	Bill Dunn, President

Richard Rowan, Vice President

Ella Kwisnek, Secretary

John Hollister, Treasurer
	Kevin Freer

Claire Hilger

Martha Munson

Elizabeth Perry


2007-2008

	Officers
	Directors

	Bill Dunn, President

Richard Rowan, Vice President

Ella Kwisnek, Secretary

John Hollister, Treasurer


	Paula Fitzpatrick

Kevin Freer

Mary Beth Kwenda

Martha Munson

Scott Rosenberg


2008-2009
	Officers
	Directors

	Richard Rowan, President

Martha Munson, Vice President

Kevin Freer, Secretary

John Hollister, Treasurer


	Ronna Abbott

Dyann Van Dusen

Deena Rowe-Krumdick

Bill Moore

Scott Rosenberg


Meeting Dates – 2009

	January 18
	Board Meeting

	February
	

	March 15
	Board Meeting

	April 
	

	May 17
	Board Meeting

	June
	

	July 19
	Board Meeting

	August 
	

	September 20
	Board Meeting

	October 4
	Annual Meeting 

	November 15
	Board Meeting

	December 
	



Appendix B

Fundraising Committee 2009 Workplan

Objective:  Responsible for sustaining the organization and securing donations and other funds for annual distributions to Lesotho.

Goal 1:  Raise $2,000 in real dollars or in-kind contributions to cover administrative 

                expenses for the Board for the year
Strategy 1.1 Continue selling Moshoeshoe T-shirts and Basotho Music CDs 


Strategy 1.2 Mail out end of year tax exempt letters for additional donations 



       and/or feature an article in the newsletter 


Strategy 1.3 Recruit two individual, organizational or corporate sponsors to 

                                 cover expenses for mailouts of any of the three newsletters or the 

                                 Annual Report 


Strategy 1.4 Recruit a sponsor for Membership Drive mail-out


Strategy 1.5 Expand sales offerings of logo-line products for the organization 

                                 through cafepress.com or other on-line opportunities; market 



       calendar as signature event for 2008

Goal 2: Raise $500 in additional funds to be sent to projects by the Distributions 

             Committee.

   
Strategy 2.1 Coordinate with Donations Committee to raise funds for one cause-

                                 related project advertised in the newsletter, website and special mailing.


Strategy 2.2 Add credit card option from justgive.org as donation option on 

                                 membership form and donations section of the website; advertise in     

                                 newsletter.


Strategy 2.3 Promote and publicize Memorial Gift Donations in Annual Report, website, newsletter articles.    

Goal 3:  Increase endowment fund by $1,000


Strategy 3.1 Coordinate with the Membership Committee to promote Lifetime 

                                Memberships through flyer mailed out to members, newsletter 

                                articles, website postings, and recognition in Annual Report

Fundraising Committee 2008 Budget

	Line item
	Planned

Budget

	Cafepress Premium Shop monthly fee
	($83.40)   In-Kind

	Membership Drive printing and mailing
	($150.00) In-Kind

	Postage (CD sales)
	($60.00)   In-Kind

	Lifetime Membership flyer printing, envelopes and postage
	($150.00) In-Kind

	Printing and mailing of cause related marketing 
	($150.00) In-Kind

	Total
	($593.40) In-Kind


Calendar of Events for the Fundraising Committee

	January
	Budget approved

	February
	

	March
	March 1st deadline for newsletter committee report

	April
	

	May
	

	June
	June 1st deadline for newsletter committee report

	July
	

	August
	

	September
	September 1st deadline for committee’s summary of accomplishments for Annual Report



	October
	Committee formed

	November
	Annual work plan developed

	December
	December 1st deadline for newsletter committee report

Budget requests sent to Treasurer


Membership Committee 2009 Workplan
Overview:  Responsible for increasing membership; retaining members and creating an organizational culture which provides opportunities for active involvement and support of all members. Works closely with the Newsletter Coordinator, Fundraising Committee and Database Manager to achieve goals.   

Goal 1:   Increase the number of FOL members and donors

Develop a Welcome Packet with gift for distribution to new appointees, prior to their departure for Lesotho and/or for distribution at their Swearing In;  

Develop method to ensure FOL newsletters reach current PCVs;

Review and up-date, if needed, FOL membership information for COS packet and develop system for post-COS follow-up to e-mail or home address of record to be sent within 45 days of COS date;

Conduct a membership drive involving all Board, Committee and General members through Newsletter and Website promotion followed by personal letter;  Target: Increase membership by 15%.
Conduct a special Life Time Membership Campaign; i.e.,  all members with 5+ years continuous membership; Target: Double the number of Life Time memberships
E-mail personal response to all inquiries and requests for membership information 

Contact international donors/foundations (UK, Canada, Ireland, Denmark) as possible endowment sources, in conjunction with Fundraising Committee.

Goal 2:   Design strategies to retain current members and donors

Mail out reminder postcards for membership renewals; thank you letters to renewing members; and thank you letters to donors

Provide personalized response to all member and donor inquiries in a timely manner

Conduct a member survey in conjunction with Annual Report and communicate results in Year End newsletter

Contribute articles and membership promotion information for quarterly Newsletters and Annual Report

Mail out certificates to Lifetime Members; recognize in newsletters, Directory and Annual Report

Goal 3: Provide opportunities for member involvement

Make personal contact with RPCVs to encourage Committee participation

Advertise committee member opportunities in newsletter and website

Target:  2 new Committee Members by April 1, 2009.

Membership Committee Budget




2009
Line Item







Budget
Postage (new members (50), postcards(300), 


renewal thank you (300), delinquents (75)


$378

Photocopy (directory, annual report, newsletter  for


new member mailings--45 pgs @ .04 x 50)


$90

Staging Welcome;  Swearing In and COS Packets 


(50 @ $1 each x 3)





$150
 

Lifetime Membership Promo Mailing (letter & 1-pg flyer)


Members with 5+ years (150 ?)  



$75

Reminder Postcard (200 on  hand)

Reprint less expense 2-color version (300)



$50

New Member Gift (bumper sticker) 50 in stock


$N/A

Stationery Supplies (labels, envelopes, 


paper, printer cartridges)




$120

TOTAL:







$863

NOTE:  Likely will pick up some of the above as in-kind contribution. 

Calendar of Events for the Membership Committee


Workplan and budget approved.

On-going contact with PCV, RPCV, Donors

Solicit new Committee Members

	
	


Solicit new Committee Members

Conduct Lifetime Membership Campaign 

COS materials sent to Lesotho by month end

	
	


1st of month Newsletter Submission-Committee Report

	
	

	April
	


Welcome Packet sent to Lesotho for new PCV Swearing In

	
	


1st of month Newsletter Submission-Committee Report

	
	

	July
	


COS materials sent to Lesotho by month end

	
	


1st of month--submit Committee summary of accomplishments for Annual Report 

	
	


Committee formed for next year

	
	


Annual Workplan developed

Welcome Packet sent to Lesotho for new PCV Swearing In

	
	


1st of month Newsletter Submission-Committee Report.

	Budget requests sent to Treasurer
	


Operating Plan (2009) Donations/Distributions Committee

Objective:  Provide funds for projects in Lesotho and the US that comply with the organization’s goals and objectives through a clear, stream-lined process of review, approval/denial, funds disbursement, reporting, and monitoring/evaluation.

Goals:

1. Assist, in any way possible from our vantage point, PCVs, PC Country Director, and others to create the Lesotho NGO – “Friends of Lesotho.”

2. Once NGO officially recognized by Lesotho government, establish Memorandum of Understanding with Lesotho NGO, for on-going distribution of funds to PCVs and others.

3. Streamline application and review process and respond to distribution requests efficiently.

4. Update organization’s website regarding donations/distributions committee procedures - clarifying links and setting forth explicit procedures and deadlines for processing applications.

5. Integrate new members within the Committee.  

6. Establish better reporting system for newsletter publication.

7. Work with Treasurer to maintain good records of funds disbursement and reporting, and to establish written procedures for the transfer of funds through ING account

8. Explore better alternatives for monitoring and evaluation of funded projects, including long-term impact reporting.  Consider use of staff, if any, of the Lesotho NGO.

Strategies:

1. Create subcommittee (consisting of Scott Rosenberg and Ronna Abbott) to work on Lesotho NGO creation and MOU approval.  These two committee members will be travelling to Lesotho in 2009 enabling them with the best option to establish the connections needed to fulfill this important objective.  

2. Restructure the Committee to distribute responsibilities by project whereby one committee member will take responsibility for each application on a rotating basis.  This process will provide for consistent communication with the applicant from the first contact through final reporting and evaluation and completion article for newsletter.

3. Create checklist of application review, approval, monitoring/evaluation, and project publicity for use by all committee members.

4. Establish regular committee meeting schedule set for the third Sunday of every even-numbered month at which time all outstanding applications will be reviewed and evaluated for (i) recommended approval to the Board, (ii) additional research/ information, or (iii) denial.  This timing allows for submission of recommendations to Board of approval and/or for gathering more details permitting committee email approval prior to Board meetings in odd-numbered months.

5. The Committee will brainstorm and research ways to improve our (i) website presence, (ii) monetary reporting and (iii) long-term impact evaluation of projects.  

6. Use our connections in –country to assist with monitoring and evaluation of funded projects and potential projects to assist.

7. Determine how Lifetime Membership Dues should be managed and used to fund projects – possibly set up endowment.

Budget Requirements:

None, other than the expectation of in-kind telephone and postal expenses.

Calendar of Events for the Donations/Distribution Committee

	January
	

	February
	 15th  - Committee Meeting to consider current applications and review status of outstanding applications/ funding/ reporting and Lesotho NGO progress; brainstorm ways to increase our committees presence on website; consider continued use of Google database; review procedures outlined for application process

	March
	March 1st deadline for newsletter committee report

	April
	19th  - Committee Meeting to consider current applications and review status of outstanding applications / funding/ reporting and Lesotho NGO progress; review status of Donations Committee website upgrade; report from Ronna as to Lesotho visit; requests and planning (as well as bon voyage) to Scott for his journey to Lesotho

	May
	

	June
	21st  - Committee Meeting to consider current applications and review status of outstanding applications / funding/ reporting and Lesotho NGO progress; report from Scott on outcomes from travels

June 1st deadline for newsletter committee report

	July
	

	August
	16th  - Committee Meeting to consider current applications and review status of outstanding applications / funding/ reporting and Lesotho NGO progress 

Consider potential speakers from pool of donees for submission to Annual Meeting Coordinator

	September
	September 1st deadline for committee’s summary of accomplishments for Annual Report



	October
	18th  - Committee Meeting to consider current applications and review status of outstanding applications / funding/ reporting and Lesotho NGO progress

	November
	2010 work plan developed

	December
	20th (or possibly 13th)  - Committee Meeting to consider current applications and review status of outstanding applications / funding/ reporting and Lesotho NGO status

December 1st deadline for newsletter committee report

Budget requests sent to Treasurer


Finance Committee – Organizational Workplan (2008 -2009)
	January
	December 2007 – Send Material for Committee Orientation and Schedule Kickoff Meeting.

- Email prior IRS/State references on tax requirements.

- Email 2006 internal review references.

- Email 2007 account references to date (at the same time when sending expenditure summary to Board as budgeting reference).

- Schedule kickoff meeting via free conference at a time when Paula has telephone access (with backup date if needed due to problems).  Knowing that a load of information will be going out for review and that the holidays get very busy, I suggest we target this meeting for January 2008.



	January
	(suggested for kickoff meeting) Review Background on FOL Organizational growth since 2003 (when JH became treasurer), current banking and expenditure practices.

- Bank account(s) and authorized signers, income sources.

- Past and proposed operating budget and expenses. 

- Procedures for approving and sending project expenditures as well as any other routine transactions and procedures.

	February
	(suggested for kickoff meeting and subsequent follow up) Review need/approach for Accounting Services.

- Review 2006 internal review recommendations and past and present tax filing issues.

- Review state and federal requirements for records and audits.

- Review funds FOL might have for accounting services along with preliminary cost inquiries on the matter by John H.

- Discuss possible approaches and recommendations to Board on this issue.

	March
	Committee Formation

March 1st deadline for newsletter committee report

	April
	

	May-July
	Recommend approach for Review/Audit of 2007 Accounts to the Board.

- Consider after addressing items #1 and #2, make approach recommendations by May 2008.

- Review how we might meet requirements to register with Wise Giving, the Better Business Group of Non-Profits within our current and future means of operation.

- Report on any follow ups to Board by July, 2008.

	June
	

	July
	

	August
	

	September
	Review longer term FOL Finance Issues.

- Look at how other Friends Groups approach audits amongst other issues listed below.

- Endowment Fund?

- Fund management?

- Committee/Treasury recruitment and transitions.

- Other management issues (e.g., funding schedule and transfers for new NGO, others by committee or Board)?

- As time allows, make recommendations for future plan of action or follow up study to the Board.

	October
	

	November
	

	December
	


Newsletter Operating Plan 2008 - 2009

Overview

The FOL newsletter is generally 12 to 14 double-sided pages (6-7 sheets of paper). The content is regularly comprised of the letter from the president, a treasurer’s report, pictures or written descriptions of FOL funded projects and their outcomes, an ad regarding fundraising, brief news clippings about Lesotho, and one or two main articles on a topical subject pertinent to Lesotho. The newsletter is produced quarterly. The deadlines for content and mailing follow:

	Quarter
	Content
	Mailing

	1
	March 1, 2009
	March 15, 2009

	2
	June 1, 2009
	June 15, 2009

	3 (annual report)
	September 1, 2009
	September 15, 2009 or 21 days prior to the annual meeting, whichever is earlier

	4
	December 1, 2009
	December 15, 2009


The following roles have been identified as essential to the successful production of the newsletter:

	Position
	Requirements
	Individual for 2009

	Coordinator
	Able to receive content via email, edit pieces for clarity and length, send content to Layout (~10 hours/quarter)
	Faye Farmer

	Layout
	Able to place content from the coordinator into appropriate and consistent layout, incorporate edits from proofers (~10 hours/quarter)
	Nicole Haber

(Janissa Balcomb is backup)

	Proof
	Able to open and comment on file from layout, confident in editing/copy edit skills (~2 hours/quarter)
	Dyann Van Dusen

	Print/mail
	Able to send PDF to printer, pick up (fold if necessary), secure sides of paper, attach stamp(s) for domestic and international newsletters (reimbursed for expenses ~$300) (~5 hours/person/quarter, less time if more than one person is involved)
	Faye Farmer (Q1, Q4)

Alcatel-Lucent (Q2)

? (Q3)


Goals 

1. Increase member participation in the process of producing the newsletter.

2. Streamline the production process.

Strategies

1. Placement of regular advertisements in the newsletter that detail the production requirements and assistance needs. This would include asking individuals to contact area copy shops to see if they will subsidize the cost of printing.

2. Creation of a newsletter manual (expected to be only 2 – 3 pages in length).

Budget Requirements

The newsletter costs approximately $350/quarter. This is with a substantial discount on duplication and folding costs courtesy of Alternative Copy Shop in Tempe, AZ. This cost is also directly related to the number of members subscribing to the paper newsletter. Approximately 225 members receive the paper version of the newsletter. 

	Option
	Annual cost

	3 newsletters paid, 1 in-kind (Alcatel-Lucent)
	$1050

	4 newsletters paid
	$1400


Operating Plan (2009) for the By-Laws Committee
Goals:

1. Perform an annual review of the By-Laws, making recommendations to the Board.

2. Evaluate and respond to proposals in a timely manner.

3. Add one member to committee.

Strategies:

1. Monitor actual practice within the Board activities versus written Bylaws requirements for inconsistencies and raise these with the Executive Committee, as appropriate.  

2. On an as-needed basis but well in advance of the Annual Meeting, the Committee shall conduct teleconferences in order to review necessary Bylaws amendments and submit them to the Board for approval to the membership.

3.  The committee shall report on activity at every Board meeting, regardless of progress, so as to transition the perceived activity from a once-a-year task to an ongoing one and requesting input from the Board-at-large.

Budget Requirements:

None, other than the expectation of in-kind telephone expenses. 


Appendix C
PC - VAC:

Tom Krusic, tkrusic@yahoo.com, cell number in Lesotho is 58077065.

Andrew Hoffmeister

Chris Dobson

Susanna Sherer.

Sharon Zeiden - in Masianokeng and cell is 58079110.

PC - Education Sector (TAP):


P.O. Box 554, Maseru 100, Lesotho

PC - Country Director's Office:

P.O. Box 554, Maseru 100, Lesotho

Hillard Denham (PCD - Lesotho): 

Pullanikkatil, Deepak (PC-L IT Specialist): deepakp@ls.peacecorps.gov 

Peace Corps Lesotho

Box 554

5 Bowker Road

Maseru 100, Lesotho

Telephone:  266 22 313871

Fax:  266 22 310287

PC - DC Contacts:

Alberto Sanchez (PCL-desk-officer): asanchezperojo@peacecorps.gov 






202-692-2332

*There is a link to PC Lesotho website on the Contacts Page of the FOL website.

Lesotho Embassy 

http://www.lesothoemb-usa.gov.ls/ 

EMBASSY OF THE KINGDOM OF LESOTHO
2511 MASSACHUSETTS AVENUE, N.W.,
WASHINGTON, DC. 20008
TEL.: 1-202-797-5533
FAX: 1-202-234-6815
EMAIL: lesothoembassy@verizon.net 
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