
























Member Dalabase and Mailing List 
.',' -

There shall be a singfe CAIR membership database that will be rr:ainlained by lhe ".' 
membership �d�e�p�a�r�t�r�n�e�~�l� of OAIR National. CAIR National shaU/.ihare the "membership . 
information with the chapters for"their respective 9eo9rapliieafare"s. 

Committees 

Committees encourage locaf participation. and broad participation is essential forlhe 
long term health and growth of the chapter. Suggested committees inciude Media 
Watcn. CMI Rights. Education and Special Events. 

Visibility and Stability 

Chapters need to estaofish a stable contact point that will ensure that membership 
queries are addressed. that open communication is maintained and thaI rollow-up take 
place. This contact should be readily accessible by pho!'!e or e-mail. People often do 
not become members right away. They may have an appliC<ltian for weeks before they 
decide to join or give their support. A chapter must continually communicate the value 
olits memoer services to both potential and existing members. 

Fund Raising 

All CAIR Chapters shali organize at least one major fund raising activity for CAIR 
National in their area per year. The Chapter shall be responsible for all organization. 
local publicity. logistic. �v�o�l�u�n�t�~�e�r� support. location, food arrangement (ff dinner meeting) 
etc. CAIR National shall be responsible for providing a speaker. and national publicity 
for the event. --- ---... ----- "'" The funds collected �~�"�g� this fund raiser will be shared by IR National and tne 
chapter in the ratio ot 70% CAIR National I �~�O�%� for the Cilapter Jhis ratio may be 
negotiable �d�e�p�e�n�d�i�n�f�K�l�!�.�1�~�t�:�:� chapter finar �'�i�t�u�a�~� s. 
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CArR Chapter Operations Manual - Part 2 

Section 3: Chapter Activl!ies 

Successful chapters offer a variety of activities to their members. The range extends 
from very simple programs to complex and complicated workshops. These activities 
are offered at a range of costs to both members and non·members. A chapter may 
undertake any ao::tivity reasonably related to and in furtherance of the purposes of CAIR 
in its scope of jurisdiction through, but not limited to the following means: 
• Media Relations 
• Local Political Activism 

Community Outreach 
• Inter-faith Relations 
• Anti~discrimination Work 
" Research on local Muslim community issues 

Outstanding Chapter Award 

Each year a chapter that has sponsored particularly effective activities or has otherwise 
exce!led in serving its membership and the community is eligible to receive the 
Outstanding C.hapter Award. 

One Day Events 

Chapters may offer one-day mini-conferences with a particular theme, If held regularly, 
these events could evolve into larger regional conferences as the chapter matures. 

~!~:-!tshops 

Chapters may stage full-day workshops educational workshops, Chapters may do this 
independently if members have the time and qualifications to prepare a workshop 
curriculum and materials, Chapters maya/so enlist the help of CAIR National. 

Distribution of CAfR Publications:' 

Chapters should conduct activities designed to distribute CAIR publications not only to 
the Muslim community but also in schools, libraries, hospitals and othe rpublic 
institutions and events, ";;;;;:=--

Meeting Activities 

The initial meeting should involve the selection of officers, a well thought out agenda 
and the identification of main issues ths chapter wi!! encounter and involve ibe\f in, 
Meetings should be held to share information and make collective decisions. 
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Chapter Introduction 

After establlsh!n9 the chapter and officers, the next step is to get the word ouf to 
community that a CAIR chapter has been established in the area. The local 
community. local Politicians tmd other professionals could be" Invited to an 
meeting whe're they can leam about the activitie~ and services of CAIR. 

Future Meetings 

Holding a chapter meeting should became a normal occurrence. and the actual time. 
SPflilt in meetings :;hould be reduced in the long run. With good meeting management, ,
a successful meeting should last no more than one hour and a half. Reports from 
officers and committee chairs should include all relevant materia! for the meetings. 

Other Activities 

Chapters may also: 
• Participate in panel discussions and talk shows. 
• Write opinion pieces. 
• Develop a local and national media resource guide. 
• Develop a local and national political resource guide. 
• Connect,with civil rights organizatrons. 
• Develop a listing of local religious institutions. 
• Develop a list of human, physical and financial resources in the local Muslim 

community. 
e Build a strong support base in the Muslim communitj'. 
• Develop activities and ways of increasing membership. 
• Hold voter educationlregistration drives. 

Additional detailed information is also given in Appendix 3 

Public Positions and Statements 

Specific officials of toeal chapterp, may make public statements and take public posjtior~ 
as long as such statements are related to and advance the purposes of CAIR, prepared 
and presented in a professional manner a!1d not likely to give rise to any (egal liability. 
Where there is a question regarding the appropriateness of a public position or 
5tatement, or if a statement is one before an intemational governmental body, the 
chapter must consult with CAIR National for a·ssistar..:e and approval. CAIR National 
shall be informed in advance of atl public positions and statements t-3ken or issued by a 
chapter. All public positions and statements made by a chapter shall clearly indicate the 
source as "CAIR ___ (chapter name)." 

• Quarterly Chapter Activity Report 
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· . ·c __ ",,," .' 

Each chapter is. required to subrrlit awritten quarterly activity report preferably in . 
--electronic fohn on or before the, 15!tl of the following month. December, March, June, 
September. This will keep CAIR Naticnal updated with the activities of the chapters and 
aiso will assist in bringing Importsnt issues to t'1e monthly'CArR Boa-rd meetings. Please 
see Appendix 4 for the sugg_8sted report format. This ~ep()rt should also include updated 
reports on civi! rights complaints that ttle chapter is working on. 

Chapters should also f:;snd a minimum of 'ID copies of their local newsletters, brochures, . 
meeting and event notices, and other publications to CAIR National. All of this material 
and reports should be sent to attention. • 

Director of Op'cmtions 
CAtR National 
453 New Jersey Ave BE 
Washington, [lC, 20003 
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CArR Chapter Operations Manual - Part 2 

Section 4: Finances 

It is essential for chapters to t::stablish and maintain good financial records, All financial 
transactions should require approval of the executive committee or the Treasurer. 
Expenditures should always be documented by written requests and receipts. 

Accounting 

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

Bank Accounts 
Chapters should use bank accounts to manage their funds. To open a bank account, 
U.S. chapters should first obtain an IRS Employer Identification Number (EIN). No 
individual should open an account on behalf of a chapter. 

Keeping Records 

Chapter financial records should be open to the membership, the executive committee 
and the CArR'Board of Directors upon request. 

Budget 

It is advisable that all chapters develop an annual budget to cover anticipated chapter 
activities. All chapter expenditures should be tracked against the budget. CAIR wilt not 
be responsible for any chapter obligation, unless otherwise authorized by the CAIR 
Board of Directors. 

Reporting 

On a periodic basis, the Treasurer may wish to submit a written report on the financial 
standing of the chapter. In addition, the chapter should prepare an annual financial 
statement with a copy gOing to CAIR National. __ 

Fundraising 

Chapters require funds to carry out their activities and to cover unforeseen events. 
Several opportunities exist for raising funds: 

• Membership Dues 
Co Advertising space in a chapter newsletter 
• Booth space at workshops 

Public donation~ and g,a;;~s 
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In addition to 'fufldraising, for itself.. each chapter is- requirec!,- to' hold atJeast. OOf,"-. 
fUildraising event per year to benefit CAIR National. The funds raised will be"divided as'" 
foUows: 30% for the chapter and 70%, for CAIR National. Depending upon -the 
circumstances' of a particular fundraisirig event, this ,formula may be- negotiable. 
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CArR ChapterOperations Manual.- Part 2. 

Section 5: Le9alisslies . 

Legal issues are.of grei!lt Importance.to .organizations and their chaptars, and they are -
everchanghig; th?refor€l. this section may be updated from time ta time. 

Incorporation 

Chapters may choose to become incorpomted and seek1ax-exempt status.- The 
fcHowing is a list .of advantages and disadvantages .of incorporation. 

Advantages 

• Leg.il Entity 
• Limited Liability 

Con'Jnuous Existence 
• Tax Exemption 
o low Po.stage Rates 

Disadv;::mtage,s 

• Cost .of Incorporation 
• Paperwork 
• Lack of Flexibility 

Tax Exemptions and Tax Obligations 

U.S. Chapters 

If [ocallaws allew. each chapter may choose to file and abta!n state and federal tax~ 
exempt status. Tax-exempt .organizations must file legally required forms with taxing 
authorities annually. 

Canadian Chapters .-
Canadian chapters often apply to the provincial ministries responsible for agencies and 
societies in order to be recognized as non~profit agencies. This registration requires 
renewal on an annual basis along with the submission of the current list of officers to the 
ministry. 
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CAin Chapter Operations Manual- Part 2 

Section 6: Headquarters.Assistance . 

CAIR Chapte~ benefit in tangible and intangible ways from the international recognition 
of the CAIR name and logo. Association with the parent organization provides chapters" 
with a reputation that attracts potential members. . 

Chapters are encouraged· to calf CAIR National with any questions and concerns. 
Assistance ir.cfudes, but is not limit!=ld to: ~ 

Administrative Support 
• Workshops 
• Standard Chapter Bylaws 
to Training Manuals 
• Contacts and Resources 
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