






































CAIR Chapter Opefations Manual — Part 2

Section 3: Chapter Activities

Successiul chapters offer a varisty of activities o their members, The range exiends
from very simple programs to complex and complicated workshops. These activities
are offered at a range of costs fo both members and non-members. A chapler may
undertake any activity reasonably related to and in furtherance of the purposes of CAIR
in its scope of jurisdiction through, but not limited to the fol!owmg means:
» Media Relations
= Local Political Activism
= Community Outreach

Inter-faith Refations

Anti-discrimination Work

Research on local Muslim community issues

Outstanding Chapter Award

Each year a chapter {hat has sponsored panicularly effective activities or has otharwise
excelied in serving #s membership and the community is eligible to recelve the
Outstanding Chapter Award,

One Day Events

Chanters may offer one-day mini-conferences with s particuiar theme, 1 held reguiarly,
these events could evolve into larger regional conferences as the chapter matures.,

Wwierkshops
Chapters may stage full-day workshops educational workshops, Chaplers may do this

independent'y i members have the time and qualifications to prepare a workshop
curriculum and materials. Chapters may also enlist the help of CAIR National.

Distribution of CAIR Publicatioris?

Chapters should cenduct activities designed to distribute CAIR publications not only to
the Muslim community but alse in schools, libraries, hoepltals and othe rpublic
instiutions and events. . S
Meeting Activities

The initial meeting should involva the selection of officers, a well thought out agenda

and the identification of main issues the chapter will encounter and invclve itzelf in,
Meetings should be held to share information and make collective decisions.
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Chapter iniroguction

After establishing the chapter and officers, the next step Is to get the word out to the
community that a2 CAIR chapler has been established in the area. The local Musiim
community, local Politiclans and other professionals could be'invited fo ‘an. "crpen
mesting where they can leam about the aclivities and services of CAIR.

Future Meetings

Holding a chapter meeting should become a normal ocourrence, and the actuatl 'ﬁrr.:,é
spent in rmestings should be reduced in the fong run. With good meeting management, ©

& successiul meeting should ast no more than one hour and a half. Reporis from ..
officers and committee chairs should include all relevant materiai for the rneetings. -

Cther Activities

Chapters may also:
Participate in panei discussions and talk shows,
Write opinion pieces.
Develop a local and national media resource guide.
Bevelop a local and national political resource guide.
Connect with civil rights organizations,
Develap a fisting of focal religious institutions.
Develop a st of human, physkeal and financial resources in the locai Musiim
community.
Build a strong suppon base in the Muslim community.
Bevelop activities and ways of increasing membership.
Ho'ld voter educationfregistration drives.

Additiona! detailed information is also given in Appendix 3

Public Positions and Statements

Specific officials of local chapters may make public statemants and take public positions
as long as such statements are related to and advance the purposes of CAIR, prepared
and presented In a professional manner and not fikely to give rise to any legal fiability.
Where there is a guestion regarding the appropriateness of a public position or
staternent, or if 2 statement is one before an international governmental body, the
chapter must consuit with CAIR National for assistance and approval. CAIR National
shall be informed in advance of all public positions and statements taken or issued by a
chapter. All public positions and staterments made by a chapter shall clearly indicate the
souree as "CAIR {chapter name).”

Quarterly Chapter Activity Report




“Each chapter is requsred tu subm:t a Wntten quartariy actwaty repart prefelahly in"
~electronic form on or hafors the 15 of the following month, December, March, June,
Septgmber, This wil keep CAIR Naticnal updated with the activities of the chapters and
also will assist in bringing important issues to the monthly CAIR Board meetings. Please.
see Appendix 4 for the suggested raport format. This report should also mclude updated
reparts on civit rights complaints that the chapter is workmg on,

'Chapters should also send a minimu:ﬁ of 10 capies of their local newsletters, brochures,
meeting and avent rotices, and cther publications o CAIR Nai!onai All of this matetial
and reporis should be sentto attenixon.

Ditector of Ogorations
{;£IR Nationas -

453 New Jersey Ave SE
Washington, ©XC, 20603
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Section 4: Finances

itis essential for chapters to estabfiéh and mgintain good financial records, Al financial
transactions should require approval of the executive commiltee or the Treasurer
Expenditures should always be documented by wiitten requests and receipls.

Accounting
Chapters should use good standard accounting methods for all accounting and record
keeping.

Bank Accounts )

Chapters should use bank accounts o manage their funds. Ta open a bank account,
U.5. chapters should first obtain an IRS Empioyer Identification Number (FIN), No
individual sheuld open an account on behalf of & chapter.

Keeping Recoids

Chapter financial records should be open to the membership, the executive commitiee
and the CAIR Board of Directors upon reguest,

Budget

It is advisable that ali chaplars develop an annual budget to cover anticipated chapter
activities. All chapter expenditures should be fracked against the budget. CAIR will not
he respansible for any chapler obiigation, unless otherwise authorized by the CAIR
Board of Directors.

Reporting

On a perindic basis, the Treasurer may wish to submit a written repert on the financial
standing of the chapter. in addition, the chapter should prepare an annua! financhal
statement with a copy going to CAIR National, oy

Fundraising

Chapters require funds to carry out their aclivities and to cover unforeseen events.
Saeveral opportunities exist for raising funds: '

+ Membership Dues

«  Advertising space in a chapter newsletter

+ Booth space at workshops




i “addition to fundraising for itself;: each chapter.is. required. fo- hold at Jeast one:;
funidraising event per year to behefit CAIR National. The funds raised will be divided ds™
follows: 30% for the chapler and 70% for CAIR Matonal. Repending upon the ..
clrcumstances of a particular fundraising event, this formula may be negotiable.
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-Section 5: Legal Issues . -

Legal issues are of great importa_nce,tb organizations and their cﬁapters. énd they are. -
evarchanging; therefore, this section may be updated from time fo fime.

f ncorpnratibn

Chapters may choose {0 become incor;ﬁo'ratad and sesktax-exempt status. Tha ‘
following is a list of advantages and disadvantages of incorporation. © -

Advaniages

Legal Entity

iLimited Liability
Confinuous Existence
Tax Exemption

Low Postage Rates

Disadvantages

a  Cost of Incorporation
« Paperwork
« Lack of Flexibility

Tax Exemptions and Tax Obligations

U.8, Chaptars

Hiocal laws allow, each chapter may choose {o file and obtaln state and federal tax-
exempt status. Tax-exempt organizations must file legally required forms with taxing
authetities annually.

Canadian Chapiers

Canadian chaplers often apply to the provincial ministidies responsible for agencies and
sociglies in order to ba recognized as non-profit agencles. This registration requires

renewal on an annual basis aiong with the submission of the current list of officers fo the
ministry, '




Section 6: Headquaﬁers_Assistance .

CAIR Chap‘ers benefit in iangnbie and intanglb!e ways from the mternatsoraai recogmhon
of the CAIR name and logo. - Association with the parent organ:za!:sn provldes chapiers
with a repulation !hat at!racis potenhal members.

Chapters are encnumged 1o calf CAIR Nationat with _any quastzens and concems.
Assistance includes, but is not hmn{eci
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Administrative Suppcrt
Warkshops ‘
Standard Chapter Bylaws
Training Manuals
Contacts and Resources




