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HAZINGPREVENTION.ORG (HPO)

HISTORY AND OVERVIEW


	HISTORY
	The work of HPO grew out of a meeting hosted by the Association of Fraternity/Sorority Advisors in 2003. A brainstorming session generated the idea of a national symposium on hazing. CAMPUSPEAK, a college speaker’s agency, hosted the event in November, 2004. Once the symposium was reality, a national prevention week followed. Both programs were operated by CAMPUSPEAK with the help of sponsors for three years.

During the summer of 2007, both programs were donated by CAMPUSPEAK to the newly formed non-profit, HazingPrevention.Org, to expand hazing prevention efforts and reach even more students, parents, advisors, campus professionals and national organizations.



	MISSION
	To empower people to prevent hazing. 

	VISION
	By developing our own programs and harnessing external resources HazingPrevention.Org will diminish society’s tolerance of hazing and inspire everyone’s belief in their own ability to prevent and stand up to hazing

	ORGANIZATIONAL VALUES
	Human Dignity

Advocacy

Collaboration & Partnership

Facilitation

Education

Fostering & Mentoring

Justice

Science & Research

	STRATEGIC GOAL AREAS
	1. Leadership (Board and Executive Director Transition)

2. Funding

3. Marketing and Resource Development 

4. Assessment

5. Programming and Evaluation (skill development) 

	GUIDING DOCUMENTS
	The guiding documents of the Organization can be found on the HPO website, many in the Get Involved section. These include:

Strategic Plan

Job Descriptions              Annual Reports

Committee Descriptions    Volunteer Management Plan



	APPOINTED LEADERSHIP
	The Organization is led by a team who serve as members of the Board of Directors. Information pertaining to their qualifications, selection procedures, duties, etc. can be found in the HPO Bylaws, Article III - IV.



	Board of Directors
	The HPO Board of Directors is responsible for setting policy and governing the Organization and holds the power to conduct the nonprofit’s business and to delegate that power as needed to an agent of the board, usually the Executive Director. Directors often serve as volunteer leaders or committee liaisons. They can serve up to three consecutive terms.



	Officers of the Board
	The officers serve two-year terms and are limited to three consecutive terms.  

The officers are president, secretary, treasurer, and past president. They, plus an appointed at-large member of the Board of Directors, comprise the Executive Committee. 



	Volunteer Leaders
	Persons who lead committees are referenced as “volunteer leaders” or “committee chairs.” They manage committees and report to the Board of Directors President. 

	Committees and Work groups
	Committees shall be populated with general volunteers and supporters of the Organization. Abbreviated versions of the committee descriptions can be found in the HPO Bylaws article VI. Extended job descriptions are found at the “Get Involved” section of the HazingPrevention.Org website. The Volunteer Coordinator appoints these positions. Their management is explained in the Volunteer Management Plan.


HAZINGPREVENTION.ORG

VOLUNTEER GUIDELINES


	GENERAL 
	1. A VOLUNTEER MANAGEMENT PLAN will be used to manage all volunteer matters. It will be updated annually prior to any volunteer appointments.

2. TRAINING for volunteers and new Board of Director orientation will be covered annually as needed and will include general responsibilities, timelines, strategic plan priorities and good practices for success in your each position.

3. PLAN specific amount of time for HPO work on a routine basis. Being intentional will allow you to keep up with the responsibilities of your position. Most volunteer positions require at least two hours a month, often more depending on the project.

4. COMMUNICATE with your volunteer supervisor and those you manage on committees. 

5. GOALS can guide your work. They should be determined in accordance with your position description and the Strategic Plan, not only for your area of responsibility, but for yourself and the volunteers you supervise. The Board of Directors, the Executive Director and the Volunteer Coordinator approve goals.

6. RESOURCES are available to any volunteer. Volunteer leaders will receive a list of committee members and their contact information. A list of HPO officers and all volunteer leaders and liaisons will be included in volunteer leaders’ initial toolkit and is available upon request. 

7. RECRUIT new volunteers throughout the year. Every person, from the President to committee members, should always look for ways to expand our volunteer base. Interested individuals should fill out the volunteer form found on the web site.

7.    APPOINTMENTS will be for one year (October 1-September 30) or the duration of specific projects. The Executive Director and Board of Directors will discuss continued opportunities with volunteers once their current service is done.
8.   DO NOT COMMIT the Organization to anything unless the Board of Directors has specifically approved it in advance. This is particularly important with financial considerations.

9. SPECIFIC POLICIES may be procured through contact with the Executive Director. This includes the following: conflict of interest, document destruction, materials usage, and whistleblower’s.


	REPORTS & RECORDS
	1. Volunteer leaders (chairs, board of directors) should submit a project plan (Appendix G) to the Volunteer Coordinator. Volunteer leaders will be provided feedback from the Board of Directors on an ongoing basis or as determined by the Board of Directors and Executive Director.  The Volunteer Coordinator provides feedback via the Board of Directors Chair. She/he will provide the final reviewed plan to the Volunteer leader

2. Status reports should be submitted via email quarterly: February 1, May 1, August 1, October 1 (end of year report).

3. Budget requests should be submitted to the Finance Committee. Proposals are considered twice a year or as needed in emergency situations. The appropriate form is in Appendix B.

4. Proposals to the Board of Directors should be made using the form provided in Appendix F.

5. Keep records throughout the year, so that you can pass them on to your successor in your transition meeting. Please be sure to give this person a copy of everything you (and/or your committee) have done during the year so that the work can pick up where you left off.

	CORRESPON- DENCE
	1. All volunteers should copy their volunteer supervisor on correspondence. Additionally, items of interest to other volunteers may also merit a cc. Volunteer supervisors should inform the Board President or respective board liaison, the Executive Director and the Volunteer Coordinator as necessary.

2. All external correspondence on behalf of the Organization should be typed in a professional font, such as "Times Roman" or "Palatino," on official HPO letterhead, and will be coordinated through the Executive Director. 

3. You should always sign all Organization correspondence with your HPO title, in addition to your professional, institutional/organizational title.

4. In all correspondence, the full name of the Organization should be written when first referenced followed by the abbreviation, which can be used as appropriate throughout correspondence: HazingPrevention.Org (HPO). 

5. When referring to HPO, it is appropriate to call it “the Organization.” Note the capital O on organization. 

6. All printing should be completed in black.

7. All special publications or printing needs should be cleared through the Executive Director to ensure consistency with other Organization projects.

8. No volunteer shall obligate the Organization to any undertaking unless the Board of Directors has approved it in advance.

9. An official HPO Facebook group has been created by the HPO Executive Director and closely monitored by such. The purpose of the official HPO Facebook group is to promote programs and events related to HPO and direct discussion to the Online Community. HPO committees are not to be formed in online social networking sites, such as Facebook or MySpace. The HPO name, logo, mission, tagline, or any other information owned by HPO should not be posted on such sites. Discussing HPO business, services, products, etc. on such sites could lead to issues of intellectual property and trademark infringement. Any group wishing to establish an online communication tool should contact the Central Office to explore alternative options.



	COMMITTEE/

WORKGROUP VOLUNTEER LEADERS
	1. General Duties of Volunteer Leaders include:

· Manage committee on projects/tasks as approved by the Executive Director and Board of Directors.

· Educate and work with committee members to identify needs in regard to areas of committee focus.

· Support committee members in meeting their professional goals.

· Correspond regularly with volunteer supervisor.

· Submit project plans and status reports as requested by supervising volunteer and Executive Director. 

· Volunteer leaders may be asked to attend Board of Director meetings. 


Specific position descriptions found at the HPO website in the “Get Involved” section.




HAZINGPREVENTION.ORG
FINANCIAL POLICIES & PROCEDURES


	AUDIT
	1. HazingPrevention.Org will have financial records reviewed by a licensed service every two to three years.

2. The Finance Committee will provide annual updates. 


	BOND INSURANCE
	1. All HPO elected officers, other volunteers, and staff are covered by the Organization’s Bond Insurance policy for $1,000,000.



	BUDGETS
	1. The fiscal year for the Organization is June 1 to May 31.

2. The Finance Committee will work with the Executive Director in the development of an annual report that will be approved by the Board at the end of each fiscal year.

3. The Executive Director will provide budgetary reports at each quarterly meeting/conference call.

4. ANY expense, which exceeds an approved budget, requires approval from the Board member to whom you report AND the Board of Directors Treasurer. The Finance Committee may be involved in approval of such an expense. If in doubt about any expenditure, call your volunteer supervisor.

5. Volunteer leadership is responsible for communicating all financial procedures with committee members (provide a copy for their files, if necessary).  The Finance Committee must approve exceptions to any financial policy. 

6. Financial forms may be duplicated as needed.



	CHECKS
	1. Signatures/Writing Privileges

a. The Executive Director and Board of Directors Treasurer are the only valid signatures on a check.

b. Any HPO check written for an amount of $10,000 or more requires two signatures.



	EDUCATION
	1. HPO will provide a predetermined allotment of funds for the Executive Director to attend professional development seminars as approved by the Board of Directors.



	FINANCIAL INSTITUTION
	1. HPO will conduct financial business at a financial institution that is not connected to the Organization or its paid employees in any way.



	FORMS
	1. Budget Request

a. A Budget Request Form (Appendix B) facilitates budget requests for the following fiscal year. The Form helps the Finance Committee with budget creation and approval.

b. Requests are considered twice a year, May 1 and December 1, unless otherwise determined appropriate by the Board of Directors.

c. Requests to cover costs prior to actual expenditures can be made using the Advance Request/ Reconciliation Form (Appendix C).

d. Advance requests for checks can be submitted using Appendix D.

2.   Organization Reimbursement

a. A Reimbursement Form (Appendix E) is necessary to detail expenses related to work on behalf of the Organization. Expenses should be approved by the Finance Committee at least one month in advance

b. Complete and submit a Travel Reimbursement Form to the Finance Committee within 30 days of expense and two weeks prior to the end of the fiscal year.  Attach all receipts and provide a detailed account of all expenses.

3.    Travel Reimbursement Guidelines

i. Transportation

1) Travel will be reimbursed for the least expensive mode of reasonable transportation.

2) Plane tickets must be coach/economy class on the least expensive major airline; specials, discounted fares and advanced purchases with Saturday layovers apply whenever possible.  Tickets must be purchased at least 21 days prior to travel or the individual may be subject to paying the difference between the ticket price at 21 days prior to travel and the price at the time of purchase.

3) Airport parking or transportation to/from the airport are reimbursed for authorized HPO travel. Taxi/Shuttle (including tips) between the airport and hotel will be reimbursed.

4) Ground mileage is reimbursed at $.50 per mile. If claiming mileage as a volunteer, you may claim up to $.14 per mile

5) Rental cars will be reimbursed only when other transportation is not readily available or when a rental car is less expensive than another method of transportation.  The least expensive vehicle class that will sufficiently accommodate the number of passengers should be selected.  

ii. Hotel stays are reimbursed at the conference rate. Members should share rooms to control costs.

iii. Meals (including tips) will be reimbursed up to $35.00 a day per diem, when receipts are submitted. Money may not be transferred to subsequent days. 

iv. Misc. gratuities (baggage, tips, etc.) are limited to $6.00 per day

v. Non-Reimbursable Expenses

1) While the Organization is able to reimburse volunteers for most budgeted expenses, in some instances established budget allocations may not be sufficient to cover volunteers’ actual expenses.  Legitimate personal costs directly related to HPO involvement may be considered tax-deductible business expenses.  Volunteers are advised to retain all receipts of expenditures and to seek tax counsel for applicable exemptions on personal tax returns.



	INSURANCE
	1. The Organization purchases coverage on a yearly basis for the following items. These policies are reviewed annually by the Executive Director to ensure that they meet the current needs of the Organization.

a. General Liability

b. Directors and Officers

c. Event Cancellation



	INVESTMENTS
	1.   Any investments will be made between the Executive Director and appropriate board members. 



	INVOICES
	1. Invoices of the Organization are due and payable upon receipt. Payment due dates will be no fewer than 30 days following the invoice date to allow for payment. Billing policies, information and payment due dates will be printed on Organization invoices.

2. Second notices will be issued after 30 days, demanding immediate payment and asking for the individual to please contact the Executive Director.

3. Third invoices are issued after 60 days and if the individual does not respond by the 75th day, invoicing will be sent to a collections agency. 

4. This procedure will be shared with vendors or any person with whom the Organization has entered into contract. It will be included in the contract provided by HPO.



	TAX-EXEMPT STATUS
	1. The Organization is sales tax exempt in the State of Colorado only, though other states often honor this as well. Contact the Executive Director for the tax-exempt number and/or copy of the certificate.



	NON-PROFIT STATUS
	1. The Executive Director will file all IRS and state reports and report to the Finance Committee on tax or other filings as required.



	MODIFICATION OF FINANCIAL POLICIES
	1. Modification of financial policies and procedures requires Board of Directors approval.




HAZINGPREVENTION.ORG

PROCEDURES


	USE OF THE HPO NAME AND LOGO
	The identity of the Organization relies on the recognition and correct use of its name and logo. 
1. Name

a. The constitutional name of the Organization is "HazingPrevention.Org"

b. When used in abbreviated form refer to the Organization, the name should appear as "HPO." 

2. Logo - the yellow/green is a 50% Pantone 382 (solid to process).  And the purple is Pantone 2603. See Appendix A.

3. An official HPO Facebook group and Twitter account have been created by the HPO Executive Director and closely monitored by such. The purpose of these social media is to promote programs and events related to HPO and direct discussion to the Online Community. HPO committees are not to be formed in online social networking sites, such as Facebook or MySpace. The HPO name, logo, mission, tagline, or any other information owned by HPO should not be posted on such sites. Discussing HPO business, services, products, etc. on such sites could lead to issues of intellectual property and trademark infringement. 

	USE OF HPO MATERIALS
	The Executive Director may at her discretion approve the use of HPO materials, portions or all parts of publications or other items for use by educational institutions, public or community service organizations or non-profit organizations or associations with the understanding that items or materials will not be used for direct profit.

	ARCHIVES
	If you have materials that are no longer relevant to your area of responsibility, please catalogue these materials and send them to Central Office:

HazingPrevention.Org

PO Box 440470

Aurora, CO 80044-0470

1. Include a letter to the Executive Director noting when the materials were sent and what is included. 

2. An officer or volunteer should forward appropriate materials and files to Executive Director within one month of the conclusion of his/her term of office.

	PROCEDURES MANUAL REVIEW and Publication
	The Procedures Manual is a guide to the Organization’s leadership and volunteers as they carry out the business of the Organization. To do so effectively, the policies and procedures outlined here are regularly reviewed. Proposed changes will be considered by the Board of Directors and, if approved, announced to the Organization’s volunteers.

1. Annual Review: A new edition of the Procedures Manual will be released each calendar year to coincide with the transition of volunteer leadership. Each summer the Governing and Nominating Committee will solicit feedback from key volunteers responsible for the procedures outlined. The Governing & Nominations Committee will compile suggested changes and present them to the Board of Directors for consideration. Approved changes will be incorporated in the next year’s edition of the Procedures Manual and will be distributed to incoming volunteer leaders in their transition and training process that is conducted in October.

2. Periodic Review: Any volunteer of the Organization may propose amendments or additions to the Procedures Manual by submitting a Board Proposal (Appendix F). The Board of Directors will consider such proposals at any time throughout the year. Approved changes will be incorporated in the Procedures Manual and announced to the volunteer leadership.

3. The Procedures Manual will be provided electronically annually and can be retrieved as needed from the “Get Involved” section of the HPO Web page. 


HAZINGPREVENTION.ORG
SERVICES


	PUBLICATION SCHEDULE
	Volunteers are encouraged to submit articles to HPO publications to update members on the activities of their committees and/or educate embers on topics related to the committee’s purpose. Additionally, volunteers are encouraged to write articles for other publications promoting the work of HPO.



	HPO Newsletter

	This electronic newsletter is the Organization’s official e-communications vehicle. The Editor coordinates the newsletter and manages the Editorial Board. Volunteers should consider this resource for disseminating information to constituents.

1. Publication Dates: The newsletter is typically distributed bi-monthly.

2. Submissions: Information to be included should be submitted to the Editor at least three weeks prior to each publication date – the 15th of every-other month.



	TRAININGS & PROGRAMS
	HPO hosts several educational programs both virtual and physical each year. Currently these include:

The National Hazing Symposium – held in the fall (usually November); The Novak Institute for Hazing Prevention – held annually in the early summer (May/June); Webinars – these online programs will be held several times a year as needed for professionals & students; and National Hazing Prevention Week (NHPW) – held on campuses the last week in September or whatever time is most convenient for them. 



	WEBSITE
	The HPO website is located at www.HazingPrevention.Org. The Executive Director in concert with the appropriate volunteers from the Marketing Committee are responsible for all content and updates to the site. Because of the time and expense of design work for the website, if a volunteer wishes to add something to the website that involves significant time or cost, a proposal for the addition must be submitted to the Executive Director for consideration. 



	RESOURCES
	HPO develops a number of resources annually – some as a part of its programs including the National Hazing Symposium program guide and Novak Institute on Hazing Prevention binder. Others are developed for educational purposes and to support National Hazing Prevention Week programming such as brochures, posters, guides and others.



	SUPPLIES
	Basic supplies and resources are available from the Central Office. Some of these include:

1. Organization letterhead, note cards, and envelopes

2. Mailing labels and email addresses

3. NHPW resource and planning guides

4. Brochures and promotional materials

5. Research and assessment results




HazingPrevention.Org  2010-2011 Board of Directors and Staff

Effective October 2010

President (Executive Committee)



Chad Ellsworth




cwe640@gmail.com 

Treasurer (Executive Committee)

Marilyn Fordham



mmfordham@aol.com 

Governance & Nominating


Finance 

Secretary (Executive Committee)








Joe Gilman




jmg1@bellsouth.net



Past President (Executive Committee)







Allison Swick-Duttine



allison.swick@plattsburgh.edu 

Programming 

Eliot Hopkins




ehopkins@nfhs.org 

Matt Jarrard




mjarrard@thelaurusgroup.net
Development 

Malinda Matney




mmatney@umich.edu
Assessment and Evaluation



Kim Novak




knriskybiz@gmail.com 
Resources

Hank Nuwer




hnuwer@franklincollege.edu
Gina Lee-Olukoya



gina.lee@wichita.edu
Novak Institute 

Dave Westol




david.westol@gmail.com



Mary Wilfert




mwilfert@ncaa.org
Anna Zinko




azinko@sunymaritime.edu
Webinars

David Stollman




stollman@campuspeak.com 

Director Emeritus

Dan Bureau




dbureau29@yahoo.com 

Director Emeritus

Non-Board Volunteer Coordinator

Erin Huffman




erinh@deltagamma.org 
Volunteer Coordinator


Staff

Tracy Maxwell




maxwell@hazingprevention.org
Executive Director
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Appendix B

HazingPrevention.Org

Budget Request Form

Reviewed May 1 and December 1 annually

Prepared by: 












Office/Committee: 












Current Fiscal Year budget: 











Instructions:

1) Use the following format for each budgetary request (attach sheets as necessary).

2) List (in priority order) all projects, activities, programs, travel, etc. you think are necessary or desirable for the position you currently hold during the 2010-2011 Fiscal Year. 

3) For travel requests, include the name of the event name, date, and location.

4) Your explanation should describe how the request relates to the Organization. Include a breakdown of anticipated expenses (printing, postage, travel, etc.).

Priority #
: 













Explanation: 












































Budget breakdown: 


Airfare











Mileage (
miles @ $.50/mile)







Hotel











Parking











Meals











Registration










Photocopies/Printing









Telephone










Supplies










Other:











Total Budget Request







Total 2010-2011 Fiscal Year Requested Allocation: $




Submit to:

Tracy Maxwell, Executive Director

PO Box 440470

Aurora, CO 80044-0470

Appendix C

HAZINGPREVENTION.ORG

ADVANCE REQUEST/RECONCILIATION FORM
Name of Person Submitting Request: 












Make Check Payable To: 













Mailing Address:













Email:            






Telephone:   (         )




FAX:
(         )






Amount Requested (Attach Itemized Budget): 











Purpose of Advance: 














* Expense Advances must be reconciled within 30 days.

**************************************************************************************************

ADVANCE RECONCILIATION

Amount of Advance









$ 


Income
Date

Income Item


Interest on Deposit





$ 













$ 













Total Income  +
$ 













        Subtotal  = $ 


Expenses
Date

Expense Item


Travel (attach detail on Check Request Form)


$ 




Photocopies/Printing





$ 




Telephone






$ 




Office Supplies






$ 




Postage/Shipping





$ 












$ 












$ 











         Total Expenses -
$ 












BALANCE  =
$ 



**************************************************************************************************

	For Office Use
Date Approved:

Advance Budget Line:

Date Reconciled:

Amount Returned:

Closing Statement Received? 
      Yes

 No


	Submit to:

Tracy Maxwell, Executive Director

PO Box 440470

Aurora, CO 80044-0470

303-325-7831 maxwell@hazingprevention.org


Appendix D

HAZINGPREVENTION.ORG

CHECK REQUEST FORM
Individual Requesting Check: 













Make Check Payable To: 













Mailing Address:













Email:            






Telephone:   (         )




FAX:
(         )






Special Instructions: 














Budget Line Item for Request: 





Total $: 






Purpose of Expense: 














Expense Approved By: 














	For Office Use
Expense Budget Line:
	Submit to:
Tracy Maxwell, Executive Director

PO Box 440470

Aurora, CO 80044-0470

303-325-7831 maxwell@hazingprevention.org -3981


Appendix E

HAZINGPREVENTION.ORG

REIMBURSEMENT FORM
Individual Requesting Check: 













Make Check Payable To: 













Mailing Address:













Email:            






Telephone:   (         )




FAX:
(         )






Special Instructions: 














Destination/Purpose of Reimbursement: 










Approved By: 














**************************************************************************************************

LIST ALL EXPENSES:
Airfare*:








Mileage (       miles @ $.50/mile)**: 




Hotel: 








Taxi/Shuttle (Include Tips): 





Parking: 







Meals*** (Include Tips):








Misc. Tips/Gratuities****:






Other:








TOTAL EXPENSES:






*Flight expenses will only be reimbursed if tickets were purchased with a 14-day advance – 21-day preferred. 

**Claiming mileage on your taxes must be done at the volunteer rate of $.14/mile. Reimbursement.

***Clearly identify date and meal on receipt. Meal reimbursements are limited to $35 per day with a recommended 

breakdown of: Breakfast - $7.00, Lunch - $10.00, Dinner - $18.00

****Tips and gratuities are limited to $6.00 per day. Include tips for meals and transportation in those items.

*************************************************************************************

	For Office Use
Expense Budget Line:
	Submit to:
Tracy Maxwell, Executive Director

PO Box 440470

Aurora, CO 80044-0470

303-325-7831 maxwell@hazingprevention.org


Appendix F

HAZINGPREVENTION.ORG

BOARD PROPOSAL

This form should be used by volunteer leaders, board members, and staff to request specific Board action.

Date Submitted:

Proposal Title:

Indicate, for reference purposes, the nature of the proposal.  (Example: Sell Perspectives subscriptions to college/university libraries.)
Proposed By:

List name and volunteer title of person submitting the proposal.
Description/Purpose of the Proposal:

Briefly describe the proposal and the outcomes to be achieved
Strategies for Achievement:

Outline specific steps which will be taken to achieve the proposed outcomes, including a timeline for completion.
Evidence or Rationale That Will Support this Proposal:

Outline proposal's relationship to the Strategic Plan.

Budget Implications:

Provide detailed information as to any expenses the Organization will incur should this proposal be implemented.

Questions for or Feedback Needed from the Board:

Board Action Taken (For Board Use):
Appendix G

HAZINGPREVENTION.ORG

PROJECT PLAN

This form should be used to outline work plans. The project plan should explain how the volunteer expects to work toward accomplishing the position impact, standards, and expectations set in his/her position description. Any new initiatives should be thoroughly described and explain how they achieve the position description and/or support the Organization’s Strategic Plan.

Deadline 

Project Plans should be submitted to Tracy Maxwell, Executive Director at Maxwell@hazingprevention.org no later than October 15.

The Volunteer Leader, Executive Director, and the supervising board member will review project plans. Supervising board/staff members will provide summary information to the entire Board for discussion during the Fall 2010 Board meeting. Volunteer leaders will be provided feedback immediately following this meeting.

List Your Name

List Your Position Title


Project Plan
Outline the steps that will be taken to accomplish the position’s impact, standards, and expectations. Be as specific as possible about the work that will be done throughout the term of office. Please include the following information:

Action Steps:
Outline the specific tasks and action steps necessary to accomplish the goals of your position..  

Timeline:
Set a realistic timeline, using incremental deadlines for longer-term projects.  

Person Responsible for Completion of Goal:
Indicate the volunteer responsible for coordinating the effort toward achieving this goal, as well as any other volunteers assigned with specific tasks to be completed.

Relation to Strategic Plan (for new initiatives):

For any new initiatives not outlined in your position description, identify the areas of the Strategic Plan that will be enhanced by this initiative.

Board Action/Feedback Required:
List specific feedback needed from either all or designated Board members related to the project plan. If Board action on a proposal for a project or initiative is desired, also work with your supervising Board member to submit a Board Proposal (Appendix F).

Budget Implications:
List any potential expenses related to the completion of the project plan and discuss this matter with your supervising Board member. The budget for the current fiscal year is set prior to the submission of project plans. Projects or initiatives resulting in expenses greater than amounts previously allocated may need to be scheduled for completion in the following fiscal year. In these cases, a Budget Request Form (Appendix B) must be submitted by December 1, 2010 and May 1, 2011.
Please designate below whether you wish to donate these expenses or be reimbursed.





   Donation	Reimbursement





Donation in part of: _________





Volunteer Leaders


Non-Board Members





Norm Pollard


National Hazing Symposium





Kaye Schendel


Awards





Corin Wallace


Marketing





TBD


National Hazing Prevention Week
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