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PREFACE


This fifth edition of the Air Force Cadet Officer Mentor Action Program (AFCOMAP) Operations Manual is effective upon receipt.  It provides standard guidance for the organization at the national and chapter levels.  The current volume is a consolidation of the previous Operations Directives, Volume One and Operations Directives, Volume Two.


Changes to this volume should be sent to the National Secretary and will be reviewed for adaptation on a yearly basis.
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CHAPTER ONE

1. Purpose

1.1. The purpose of the Air Force Cadet Officer Mentor Action Program (AFCOMAP) is to promote the professional and leadership development of Air Force officers and to assist officer candidates (cadets) with their transition into the Air Force by 

1.1.1. fostering professional enhancement for all Air Force officers and cadets,  

1.1.2. supporting the professional development and retention of minority officers in the Air Force

1.1.3. promoting the image of the Air Force in minority communities and seeking to stimulate the interest of minority youth in an Air Force career in the service of our nation

1.1.4. engaging in such activities that will carry out the purposes stated herein
1.1.5. 
1.2. AFCOMAP is a nonprofit, nonpartisan, and nonsectarian organization.  

1.3. General policies of AFCOMAP are established by the National Headquarters Executive Committee.

1.4. The vision of AFCOMAP is embodied in the statement:  “Every officer mentored; every officer a mentor.”

1.5. Members of AFCOMAP are committed to refrain from using their names or personal activities as members in connection with civilian political or international activities.

1.6. History

1.6.1. AFCOMAP owes its origin to a private army organization called the ROCKS, an organization that started a visitation program to Army ROTC Detachments at the Historically Black Colleges and Universities (HBCU) to facilitate the cadets’ transition from life on campus to life in the Army.  Recognizing a similar need for this type of program in the Air Force, Col Paul Patton joined the ROCKS and set out to tailor the program for Air Force use.  In 1982, he reached out to a small group of friends in the Washington DC Metropolitan area, including Colonel James Crump, Colonel Wade Gatlin, and Colonel Russell Davis to help define the program.  Perceiving a need for senior leader support, the team asked Lieutenant General Winston D. Powers, Director of the Defense Communications Agency, to serve as the Senior Executive Advisor.  Based upon their shared mission with the Army ROCKS, the group called itself the Air Force ROCKS Briefing Team (AFRBT).  They conducted their initial AFROTC visit with the financial support of the Army ROCKS but still incurred some out of pocket expense for this noble initiative.  
1.6.2. Motivated by the ever-increasing requests for visits, the group expanded to 12 members in 1986.  Maj Thomas L. Bain served as the Air Force ROCKS Briefing Team (AFRBT) coordinator.  General Bernard P. Randolph, Commander of Air Force Systems Command, became the team’s new sponsor following General Powers’ retirement.  In his September 12, 1988 letter to Lieutenant General Thomas J. Hickey, Deputy Chief of Staff, Personnel, General Randolph requested that General Hickey investigate officially sponsoring the briefing team through Air Force personnel channels.  On January 23, 1989, General Hickey officially endorsed the efforts of the Air Force "ROCKS" Briefing Team and solicited strong support of all ROTC personnel.  Following this great news, the team changed its name and founded AFCOMAP on June 30, 1989 under the leadership of Lieutenant Colonel Donald W. Newton.  Colonel Paul G. Patton became AFCOMAP’s first president.  Captain Alphronzo Moseley, an original founding member, gave the organization its name.  
1.6.3. With a new name and charter, the members once again petitioned General Hickey but this time for official sanctioning of the new AFCOMAP organization.  Following official sanctioning on June 1, 1990, AFCOMAP expanded its ROTC visitation program beyond historically black colleges and universities to include all AFROTC detachments, and it also included within the scope of its mission fellowship luncheons and junior officer professional leadership development seminars.  In concert with this renewed vision, the organization developed a strategic plan to expand its mentoring reach by activating chapters at key Air Force bases nationwide. 
1.6.4.  On November 19, 1994, the Secretary of the Air Force (The Honorable Sheila E. Widnall) and Chief of Staff of the Air Force (General Ronald R. Fogleman) officially chartered AFCOMAP for service in the Air Force and further expanded its mission to include recruitment and retention of cadets and junior officers.  The charter also called for the establishment of chapters at Air Force bases throughout the world


1.6.5. 
1.6.6. 
1.6.7. 
2. Structure

2.1. National Headquarters.  The National Headquarters organization is the governing body of the AFCOMAP which is organized by Chapters at United States Air Force installations world wide.  All AFCOMAP chapter members are members of the AFCOMAP National organization and can be active at the chapter nearest their home, duty station or members at large.

2.2. National Conference.

2.2.1. The National AFCOMAP Conference is the general assembly which shall be the body which meets to conduct AFCOMAP business.

2.2.2. The National Headquarters manages the direction and overarching affairs of the organization and has full power and authority to act for AFCOMAP in all matters pertaining to the affairs of AFCOMAP which are consistent with the charter.   

2.2.3. In the event of national military operations resulting in such large numbers of AFCOMAP members being deployed that calling a national Presidents’ Meeting or Conference would be impractical, the National Headquarters has the authority to cancel the meeting.  

2.2.4. In the event of national military operations resulting in large numbers of AFCOMAP members being deployed, chapters can designate the National Headquarters as governing body for the chapter or, with the permission of the National Headquarters, can suspend operations until a stipulated time after the operations are concluded.  

2.3. National Headquarters Members

2.3.1. Members of the National Headquarters must be members in good standing of a local chapter organization.

2.3.2. All members of the National Headquarters are voting members.

2.3.3. All chapter presidents may be voting members of the National Headquarters when in attendance at a National Headquarters meeting.

2.3.4. Those in advisory positions are non-voting members.

2.4. Senior Advisory Council 

2.4.1. The Senior Advisory Council (SAC) serves as the senior advisory body to the National Headquarters President.

2.4.2. The SAC is composed of no less than three and no more than five active, retired, and honorary members of AFCOMAP.  

2.4.3. The SAC are individually nominated by the National President and serve at his discretion.

2.5. National Officers

2.5.1. General Information

2.5.1.1. AFCOMAP is led by AFCOMAP members elected and appointed to national office annually by members and the National President.  The national officers are President, Vice President, Treasurer, Secretary and Chapter Liaison.  

2.5.1.2. National officers also serve as the National President’s staff officers.

2.5.1.3. General qualifications for national officers require that they are active duty, reserve or guard officers on active duty, member in good standing of a local chapter, able to attend monthly National Headquarters meetings generally held in Washington, D.C.  

2.5.1.4. Hold positions for not less than one year.

2.5.1.5. Any officer may be removed from office by the affirmative vote of a majority of the voting members of the National Headquarters when, in their opinion, the officer has failed to reasonably perform the duties of his office, his disability or prolonged absence renders it impossible for him to properly perform the duties of his office, or he has conducted himself in a manner unbecoming his position as an officer in the USAF.   

2.5.2. President 

2.5.2.1. Must be at least an O-6  

2.5.2.2. Desired to be an active, regular AFCOMAP member for at least two consecutive years immediately preceding the candidacy

2.5.2.3. Desired to have attended one National Conference in the last three years

2.5.3. Vice President

2.5.3.1. Must be at least an O-5 

2.5.3.2. Must be an active, regular AFCOMAP member 

2.5.3.3. Acts on behalf of the President in the event of the President’s delegation of duty/duties or in the event of the President’s inability to fully function as the National President

2.5.4. Treasurer

2.5.4.1. Must be at least an O-3 

2.5.4.2. Must be an active regular AFCOMAP member 

2.5.4.3. Must have knowledge of Air Force accounting and finance policies and procedures

2.5.4.4. Must have a working knowledge of financial management responsibilities and standard accounting practices including preparation and comprehensive abilities relative to financial reports

2.5.5. Secretary

2.5.5.1. Must be at least an O-3 

2.5.5.2. Must be an active regular AFCOMAP member 

2.5.6. Chapter Liaison

2.5.6.1. Must be at least an O-3 

2.5.6.2. Must be an active regular AFCOMAP member 

2.5.7. Auxiliary National Officers.  Historian, Parliamentarian, Chaplain, Membership Officer, Public Affairs Officer, Judge Advocate 

2.5.7.1. Must be at least an O-3 

2.5.7.2. Must be an active regular AFCOMAP member 

2.5.7.3. Must have specific knowledge of the Air Force in the areas to which they have been elected or appointed.

2.6. Elections and Appointments

2.6.1. Officers of the National Headquarters may be elected or appointed.  

2.6.2. Elections

2.6.2.1. General Guidelines

2.6.2.1.1. All National Officers and National Auxiliary Officers shall be empowered to supervise the nominations and elections process.  A quorum is not valid for nominations or elections.

2.6.2.1.2. Elections for national office are held at a national  or presidents meeting, and new officers may take office at the first national executive meeting following the elections.

2.6.2.1.3. The National Secretary shall review and certify all nominees and announce the nominees at the business session of the General Assembly at the National Presidents’ Meeting or Conference.

2.6.2.1.4. Nominees shall be notified of the results immediately following the election, sworn in during the National Presidents’ Meeting or Conference  and may take office at the first national executive meeting following the elections..

2.6.2.1.5. Voting shall take place at the National Presidents’ Meeting or Conference by secret ballot and shall only be cast by members in good standing and in attendance.

2.6.2.2. Nominees

2.6.2.2.1. Nominees must be volunteers for the position to which they are nominated.

2.6.2.2.2. Nominees must meet stated qualifications at the time of nomination.

2.6.2.2.3. Nominees should be aware that any proposed amendments to the organization’s by-laws or Operations Manual may affect the office they are about to enter.

2.6.2.3. Nomination

2.6.2.3.1. The chapter secretary shall consolidate the packages and submit to the National Secretary NLT 60 days prior to the National Conference.

2.6.2.3.2. All National Officers shall validate the submitted packages and present qualified candidates to the National  Presidents’ Meeting or Conference  for a vote. 

2.6.2.3.3. Nominations may be made from the floor only if there is only one candidate or less nominated for a position.

2.6.3. Appointments

2.6.3.1. National Auxiliary Officers and National advisory members are appointed by the National President and serve at his discretion.

2.6.3.2. In the event that there are not sufficient candidates for election to a National Headquarters position, the National President or the SAC may appoint someone to the position.  The appointee must meet the qualifications for the position.

2.7. Committees

2.7.1. Standing and ad hoc committees assist the presidents in specific or recurring operations.

2.7.2. The National Committees consist of the National Officers (President, Vice President, Secretary, Treasurer, Chapter Liaison) and any other voluntary AFCOMAP members leading or assisting with a specific committee.  The National Officers will be the decision making body for committee matters that impact beyond the immediate scope of the committee purpose or for matters suitably dealt with by a national level organization or by a general officer.

2.7.3. National Standing Committees

2.7.3.1. Executive.  

2.7.3.1.1. Consists of the President, Vice President, Secretary, Treasurer, Chapter Liaison.

2.7.3.1.2. With the President or Vice President chairing the meeting, 4 out of the 5 members of the executive committee members (President, Vice President, Treasurer, Secretary and Chapter Liaison) constitute the minimum quorum needed for a meeting to be considered valid.

2.7.3.1.3. With the President or Vice President chairing the meeting, 4 out of the 5 members of the executive committee members (President, Vice President, Treasurer, Secretary and Chapter Liaison) constitute the minimum quorum needed for making a binding decision.

2.7.3.1.4. The Executive committee is responsible for achieving the purposes of AFCOMAP as stated in the Charter and in this Operations Manual in a manner reflecting credit upon  AFCOMAP, the United States Air Force, and the United States.

2.7.3.1.5. National Auxiliary Officers will attend meetings as required or upon specific request by the President or Vice President.

2.7.3.2. Scholarship.

2.7.3.2.1. Consists of a quorum of the Executive Committee at minimum and such other members as the President directs.  

2.7.3.2.2. Creates monetary awards to Junior Reserve Officer Training Corps (JROTC) and ROTC students explicitly for the purpose of defraying tuition, books or housing costs in a degree-seeking program at an accredited college or university.

2.7.3.2.3. Presents these awards to JROTC and ROTC students in an appropriate manner.

2.7.3.2.4. Coordinates with other committees as necessary to create scholarship criteria, decide on awardees, and present the award(s).

2.7.3.3. Mentoring.

2.7.3.3.1. Consists of a quorum of the Executive Committee at minimum and such other members as the President directs.

2.7.3.3.2. Responsible for development and implementation of guidelines for mentors, protégés and mentor/protégé relations.

2.7.3.3.3. Coordinates with other committees and organizations as necessary to achieve this purpose.

2.7.4. National Ad Hoc Committees

2.7.4.1. Banquet

2.7.4.2. Programs/New Initiatives

2.7.4.3. Public Affairs

2.7.4.4. President’s Meeting

2.7.5. Chapter Standing Committees

2.7.5.1. Executive Board

2.7.5.2. Scholarship

2.7.5.3. Mentoring

2.7.6. Chapter AD Hoc Committees

2.7.6.1. Programs/New Initiatives

2.7.6.2. Public Affairs

2.7.6.3. Events (social, networking, etc.)

2.7.6.4. Such other committees as the Chapter President may charter to conduct Chapter business

2.8. Meetings

2.8.1. National Executive Board.  

2.8.1.1. Quorum meets no less that once per month

2.8.1.2. Meeting is held in the Washington, DC area.  The meeting is normally held the second Saturday of each month at 1130 in the Bolling AFB Officer’s Club.  

2.8.1.3. Changes to the normal meeting date, time or location should be announced to all AFCOMAP members who might reasonably be assumed to attend.

2.8.1.4. Senior members of Army ROCKS and National Naval Officers Association may attend with prior coordination with the President, Vice President or Chapter Liaison.

2.8.1.5. As technology permits, it is encouraged that meetings are held via teleconferencing or videoconferencing to encourage maximum participation.

2.8.2. National President’s Meeting.

2.8.2.1. To be held once each fiscal year.

2.8.2.2. Mandatory attendees are chapter presidents, National and National Auxiliary Officers.

2.8.2.3. Optional attendees are AFCOMAP members, active duty Air Force officers, reserve Air Force officers, Air National Guard officers, JROTC and ROTC cadets who have AFCOMAP member mentors.

2.8.2.4. Senior members of Army ROCKS and National Naval Officers Association may attend based on prior coordination with the President, Vice President or Chapter Liaison.

2.8.2.5. As technology permits, it is encouraged that meetings are held via teleconferencing or videoconferencing to encourage maximum participation.

2.8.2.6. As much as possible, move the meeting location to the chapter bases to get to know the chapters and facilitate esprit de corps.

2.8.3. Senior Advisory Council.  

2.8.3.1. Meets with the National President and or the National Officers at least once per fiscal year.

2.8.3.2. Consults with the National President on an individual or group basis at the discretion of the National President but no less than once per quarter.

2.9. Conferences

2.9.1. AFCOMAP General Assembly

2.9.1.1. All AFCOMAP members in good standing may attend and vote.

2.9.1.2. Purpose is to get consensus of the general body on strategic decisions affecting the workings of AFCOMAP for the coming year(s).

2.9.1.3. Matters before the General Assembly may be carried with a majority vote.

2.9.1.4. As technology permits, it is encouraged that meetings are held via teleconferencing or videoconferencing to encourage maximum participation.

2.9.2. Tuskegee Airmen, Inc. (TAI) Recognizing the complimentary purposes and past rich relationship between AFCOMAP and TAI, AFCOMAP supports and promotes AFCOMAP member attendance at the annual TAI convention.

2.10. National Monetary Assessments

2.10.1. Purpose:  AFCOMAP uses chapter assessments to support the activities of the National Organization, (e.g., travel, legal fees, awards presented to cadets and members, and software and operating fees for web service).  These activities are not supported by the Air Force as they are not supported for other private organizations. 
2.10.2. Structure.  Chapters are responsible for collecting and submitting their assessment in accordance with paragraph 4.4.1 of this manual.

2.10.3. Delinquency.  Chapters must submit their assessments no later than 31 January of the current fiscal year.  A delinquency notification letter will be sent to the chapter at that time.

2.10.3.1. Probationary period 1 February to 30 September is the probationary period where a reminder letter is sent to the Installation Commander, Installation Services Chief, and the Chapter President.

2.10.3.2. If the assessment is not received by 30 September of the current fiscal year, the National Headquarters shall notify the Installation Commander in writing that the chapter is decertified.  A chapter may not be recertified until their assessment is brought current.  

2.11. National Communications

2.11.1. AFCOMAP Mentor.  Quarterly newsletter prepared and published by the National Chapter Liaison Officer and is accessible to all AFCOMAP members via the AFCOMAP Homepage on the World Wide Web to keep the general membership informed on issues, problems and actions of interest.

2.11.2. President’s Newsletter.  The National President’s communique published as required and distributed to the chapter presidents to provide senior level information on issues, problems and items of interest.

2.11.3. Chapter Roster.  The National Liaison will provide each chapter with a roster of all AFCOMAP National and chapter officers no less than twice each year.

2.11.4. National Headquarters Monthly Meeting Minutes

3. Coordination With Other Associations and Government Agencies

3.1. AFCOMAP maintains continuous close relations with other associations that are oriented toward the professional development of military officers and national defense matters. Such coordination is accomplished, not only through common membership in multi-association organizations, but also through bilateral/multilateral meetings on specific issues of mutual interest.

3.2. AFCOMAP’s policy is to cooperate with and support the activities of organizations that share the purposes and goals of AFCOMAP.  Such organizations include, but are not limited to, the TAI, Army ROCKS, and the National Naval Officers Association (NNOA).  

3.3. Coordination, cooperation and support shall include maintaining a liaison with each of these organizations, sharing information, supporting events of mutual interest, and collaborating on issues of mutual concern.

3.4. AFCOMAP will also seek out mentoring materials and information to develop mentoring capabilities of individuals and chapter programs.  Chapters are encouraged to do the same and share with others chapters through the National Headquarters.

4. Local Chapter Management and Activities

4.1.  Structure. Chapters are chartered and activated under the provisions of the national articles and by-laws.  They are responsible for implementing the policy decisions and programs of AFCOMAP determined by the National Headquarters and the members of the National Conference.  The chapters constitute the "action" level of organization and management of AFCOMAP. 

4.1.1.  Chapter Officers.  AFCOMAP members are elected to office bi-annually to lead each chapter.

4.1.2. Duties.  The duties of chapter officers correspond to those of national officer counterparts as prescribed in the AFCOMAP by-laws and this manual.  (See also Sample Chapter Charter)

4.2. Chapter Committees.  

4.2.1. Committee at the chapters, as at National Headquarters, may be standing or ad hoc.  

4.2.2. Standing chapter committees are determined by each chapter but at minimum consist of an Executive Committee.  

4.2.2.1. The Executive Committee will consist of the President, Vice President, Secretary, Treasurer, and Advisor.

4.2.2.2. A quorum of the President or Vice President, Treasurer and Advisor (06 or above) are necessary to make any binding decision.

4.3. Management

4.3.1. Successful chapter management depends on many factors.

4.3.1.1. Elect and appoint qualified, committed chapter officers and committee chairpersons.

4.3.1.1.1. Establish and maintain strong mentoring relationships between junior and senior officers.

4.3.1.1.2. Encourage junior officers to strengthen their leadership skills.

4.3.1.1.3. Involve all members in meaningful chapter work.  

4.3.1.1.4. Motivate participation and support of chapter members through positive and effective chapter leadership, relevant and timely Air Force and mentoring information, an awards program to recognize member achievements.

4.3.1.2. Update the Chapter Charter and By-Laws periodically.

4.3.1.3. Establish and maintain effective communications and a sound financial program.

4.3.1.4. Chapters shall submit quarterly reports of their meetings, committees and activities each October, January, April and July in a format including but not limited to the chapter officers, number of members, number of new members since the last report, Chapter activities to include JROTC and  ROTC visitations as well as guest speakers and panel discussions, financial report, scholarships awarded.

4.3.2. Chapter Order of Business.  The Chapter President should conduct the meeting in a professional and orderly manner.  During the course of the meeting the order of business can be set aside or changed by a majority vote or by general consent.

4.3.3. Chapter Officers 

4.3.3.1. General. A strong chapter will have a history of choosing its officers and committee chairpersons for competence in their areas of assigned responsibility. Every AFCOMAP chapter officer should be familiar with the national objectives and programs, and their application to local environment.  Junior officers should be utilized in capacities commensurate with demonstrated skill or desired skill development.  This theory is particularly and equally pertinent to AFCOMAP chapter activities.  A well-balanced Executive Committee will always include junior officers.  This inclusion should also be carried on to balance committee chairperson appointments as well as committee membership. Special activities which can capitalize on the experienced officers' broad knowledge should be developed, planned and implemented.   Many chapters have an Advisory Committee of experienced officers to advise the Chapter Executive Committee.   Immediate past presidents or any members competent in chapter administration should be considered for nomination for service in the AFCOMAP national organization.

4.3.3.2. Nominations

4.3.3.2.1. A Nominating Committee should be selected based on recommendations of the Chapter Executive Committee. It is essential to include on the Nominating Committee those members who have taken an active part in chapter work and who know what service is required of each chapter officer. The Nominating Committee should be cognizant of those abilities and potential for leadership or such special skills that will enhance the chapter's program.  Candidates should have the ability, the time and be willing to devote both to fulfill the responsibilities of the office. The Nominating Committee should present a slate at the chapter meeting or secondarily via other media at least one month before elections.  All candidates named by the Nominating Committee or from the floor should carry the recorded consent of the nominee.

4.3.3.3. Elections and Appointments

4.3.3.3.1. Elections will be conducted biennially not later than the month of June of the election year.   Newly elected officers will assume their duties at the first regular meeting following the chapter elections.

4.3.3.3.2. Appointments can be made throughout the year as the need arises if an elected position is vacated out of cycle for all positions, except the President.  In the event the office of the President becomes vacant, the most senior ranking Vice President will assume the duties of the President until the next regularly scheduled election.

4.3.4. Chapter Communications

4.3.4.1. The purpose of the chapter newsletter is to provide a medium of communication between the chapter officers and members concerning items of interest, including chapter plans and operations, meeting; and implementation of AFCOMAP national policies and actions as may be required or desirable. The chapter newsletter is recommended to be published quarterly by the chapter staff and includes information generated at the chapter level and excerpts from the AFCOMAP National publications. 

4.3.4.2. NOTE: Electronic Media should be used to the maximum extent possible.

4.3.4.3. Chapters are encouraged to share their newsletters with other chapters.  A current list of AFCOMAP chapters may be obtained from the National Chapter Liaison.

4.3.5. Public Relations 

4.3.5.1. Local Chapters.  The chapter public affairs officers should implement the policies, projects, and programs in their chapters in accordance with National AFCOMAP policies and as requested by the National PAO and the National Headquarters.  Examples are brochures, glasses, coins, base paper etc. Keep local news media informed of chapter activities and accomplishments of individual members.  Good public relations are beneficial to AFCOMAP, and also give the Air Force additional "presence" in the area.  PAO efforts should be coordinated through the Chapter President.

4.3.5.2. Individual Members.  Individual members of AFCOMAP should provide maximum assistance in publicizing policies, programs and projects of AFCOMAP by informing their chapter and the national PAO of personal contacts with the media which can be utilized in obtaining media coverage on issues ad events involving the chapters.  

4.4. Fiscal Matters

4.4.1. Assessments.  

4.4.1.1. Purpose is to provide for the expenses of the chapter and national organization including but not limited to purchasing coins, recognition and scholarship awards, chapter travel to JROTC and ROTC detachments and travel of the National President to Chapter chartering ceremonies.

4.4.1.2. Calculations are made by 

4.4.1.2.1. Determine the number of company grade officers (O-1 through O-3), field grade officers (O-4 through O-6), and general officers (O-7 through O-10).  

4.4.1.2.2. Multiply the number of officers in each category by ten dollars ($10), twenty dollars ($20), and thirty dollars ($30) respectively.  This is the amount to be sent to the National Headquarters.  

4.4.1.3. Funds may be gathered by assessing dues or conducting fund raisers.  

4.4.1.4. Assessments are due annually in the first quarter of the fiscal year - between 1 October and 1 January.

4.4.1.4.1.1.1. For Chapters with initial charters starting 1 Oct, Chapters will forward chapter assessments based on calculation in para 4.4.1.2. by 30 Sep of current fiscal year.
4.4.2. Fund Raisers.  

4.4.2.1. Chapters may initiate fund raising activities that are approved by appropriate military base and or civilian authorities.  

4.4.2.2. Some successful examples include military art exhibits and sales, professional networking events, working concessions at air shows and local public events, raffles, sales of memorabilia, scholarship banquets, etc.

4.4.2.3. All fund raisers must be in keeping with the good name of the local base, AFCOMAP and the United States Air Force.

4.4.3. Sponsors.  Chapters may solicit corporate or other sponsorship only after requesting and receiving specific approval from the National Headquarters.

4.4.4. Financial Management

4.4.4.1. A report, which summarizes the financial operation of the chapter for the fiscal year just concluded, shall be submitted to the National Treasurer by 30 September annually.  This report shall include the following as a minimum.

4.4.4.1.1. Listing all assets (cash; accounts/notes receivable; bank accounts/instruments; other real property) and liabilities.

4.4.4.1.2. Tax Exempt Status 
4.4.4.1.2.1. Chapters requiring tax-exempt status will need to complete the application process to obtain federal, state, or local identification number.

4.4.4.1.2.2. Federal Identification numbers can be obtained through the following Internal Revenue Service (IRS) forms:

4.4.4.1.2.2.1. Form SS-4: Application for Employer Identification Number

4.4.4.1.2.2.2. Form 1023: Application for Recognition of Exemption

4.4.4.1.2.2.3. Form 8718: User Fee for Exempt Organization Determination Letter Request

4.4.4.1.2.3. Chapters must obtain State and Local Identification number applications from their state and local tax departments.

4.4.4.1.2.4. Chapters that possess the National’s tax exempt Federal Identification Number prior to the implementation of this operations manual shall perform the following:

4.4.4.1.2.4.1. Obtain a tax exempt Federal Identification Number in the Chapter’s name and discontinue the use of the National’s Federal Identification Number by Mar 31, 2003

4.4.4.1.2.4.1.1. See para 4.4.4.1.2.1 for procedures to acquire a tax exempt Federal Identification Number    

4.4.4.1.2.4.2. Prior to the deadline identified in para 4.4.4.1.2.4.1, Chapters will follow all IRS guidelines and rules for a non-profit tax-exempt organization under Sec 509(a) Organizations in IRS Publication 557 Tax Exempt Organizations

4.4.4.1.2.4.3. Chapters will deliver a copy of their monthly bank statements to the National Treasurer starting from October 2002 until they obtain a federal Identification Number 

4.4.4.1.3. The annual budget for the current fiscal year and projected two year financial plan with the actual amounts received and disbursed during the prior year.

4.4.4.1.4. A copy of the audit of the chapter’s records for the previous year.

4.4.4.2. Budgeting is a financial expression of the desired activity limited to the allocated resource available. 

4.4.4.2.1. The chapter budget should be prepared annually by the chapter treasurer, reviewed by the chapter executive committee, and presented to the chapter president for approval.  The chapter members may be included as non-participants at any point in the budget process.

4.4.4.2.2. Review the previous year's budget as a basis for future year considerations.   Through discussions with the executive board and the committee chairpersons, the agenda will be created, which provides budget preparation guidance.  All chapter-related activities should be included in the aforementioned discussions.

4.4.4.2.3. The budget should include:

4.4.4.2.3.1. encompass all activities that require the receipt or expenditure of funds

4.4.4.2.3.2. group income and expenditures into logical categories

4.4.4.2.3.3. not exceed the allocated resources available

4.4.4.2.3.4. provide for unexpected contingencies

4.4.4.2.4. The treasurer shall submit the proposed budget to the executive board and the president. Any agenda changes should not imperil the financial condition of the chapter.

4.4.4.2.5. An independent auditor appointed by the president, shall examine the accounts and financial records for the chapter and make a report of findings annually.

4.4.4.3. Cash Control and Management. 

4.4.4.3.1. Of the various types of real property, cash is the easiest to divert to unauthorized purposes.  For this reason, the chapter will strictly adhere to the following cash control guidelines:

4.4.4.3.1.1. The chapter will open and maintain a chapter checking account.   This account will require a minimum of two signatures to draft checks.  Anyone with signature authority to expend chapter funds must be a chapter officer.  It is strongly suggested that the Treasurer and either the President or Vice President be the primary check signers. 

4.4.4.3.1.2. All receipts (income) will be deposited in the aforementioned checking account and entered into the "Receipts Ledger".

4.4.4.3.1.3. All expenditures will be made by check, entered in the "Expenditures Ledger," and be supported by proper documentation.

4.4.4.3.1.4. In cases where checks contain money due to the National and the local chapter, the check will be deposited in the chapter checking account by the local chapter.   The local chapter must then write a check to AFCOMAP and forward it to the National Treasurer with supporting documentation within five (5) working days.   Supporting entries are to be made on the two chapter ledgers.

4.4.4.3.1.5. The conduct of fiscally sound chapter business demands that consideration be given to activity's cash flow.   Briefly stated, cash flow is the product of considering an activity's timing of income generation juxtaposed against the timing of its expenditures.   Or stated another way, cash management attempts to ensure that cash is available when needed. 

4.4.4.3.1.6. The simplest way to generate the data required to support this analysis is by creating two time lines.   One will detail the receipt of cash, while the other details its expenditure.   The timing of cash receipts should be based on historic data from previous years.  The timing of cash expenditures will be based on information generated during discussions with committee chairpersons and the executive board.  An analysis should be conducted when the year's program and budget have been finalized, as well as whenever a substantive change is made to the aforementioned documents to ensure that projected expenses do not exceed expected receipts.  

4.4.4.4. Property Management.  It is expected that the chapter will exercise due diligence in safeguarding and caring for all property under its charge.

4.4.4.5. Accounting. The following sections will comprise the heart of the chapter's financial record keeping.  The detailed recording of income and expenditures will permit the generation of a chapter's fiscal history; provide the raw data required for tax compliance; permit budgetary analysis; and verify the soundness of the chapter's financial management procedures.

4.4.4.6. Income.

4.4.4.6.1. The chapter will record all receipts on a "Receipts Ledger."  As a minimum, the following column headings will be used: Date, Name, Local Membership Dues, National Membership Dues, Misc., Total, Payment Method, and Description.  Additional headings will be added for events which generate receipts (income).

4.4.4.6.2. Each line should balance.  The entries on each line will equal the "Total" column entry (for that line).   The total of all the columns, when added, should equal the total of the "Total" column.

4.4.4.7. Expenditures.

4.4.4.7.1. The chapter will record all expenditures on an “Expenditures” ledger.  At a minimum, the column headings used will correspond to the expense groupings contained in the budget.

4.4.4.7.2. Each line should balance.  The entries on each line will equal the "Amount" column entry (for that line).  The total of all the columns, when added, should equal 

4.4.4.7.3. Documentation.

4.4.4.7.3.1. Ledger entries' accuracy can only be proven through the retention of appropriate supporting documentation.

4.4.4.7.3.2. Receipts and invoices will support expenditure ledger entries.  Explanation notes should be used for clarity.  The receipt pages are to be filed in chronological order for easy retrieval.

4.4.5. Chapters will seek approval of National prior to making any contributions to organizations that do not qualify as a tax exempt organization under Section 501 (C) (3) of the Internal Revenue Code of 1954 or the corresponding provisions of any future United States Internal Revenue Law.  (Amended April 1982, Recorder of Deeds, and July 1984).

4.5. Chapter Activities

4.5.1. Develop an Annual Program.  Underlying all program planning must be a sense of why the AFCOMAP exists and what it is trying to accomplish.  In planning the year's work, a chapter must set up a program to engage and develop the professional capacities of its membership.  The chapter program should also forward the vision of the National President and the chapter’s base commander’s goals for officer professional development.

4.5.2. Chapters generally face many challenges such as analyzing the situation to determine what needs to be done, developing a plan to achieve immediate and long range goals, focusing chapter efforts to meet desired accomplishments, executing the plan and monitoring the impact.

4.5.3. When the chapter's proposed program is ready for presentation and adoption, reappraise it with questions such as:

4.5.3.1. Does the program have a purpose or is it only a mere collection of ideas?

4.5.3.2. Does it emphasize military subject interest?

4.5.3.3. Does the program motivate and provide for membership participation and action in raising community consciousness?

4.5.3.4. Is the chapter's program for the ensuing year flexible enough to meet chapter requirements?  

4.5.3.5. Does the program maximize the capabilities of chapter members?

4.5.3.6. Is the chapter's program in consonance with AFCOMAP National goals and objectives?

4.5.3.7. Does the program contribute to improving the image of the Air Force in minority communities?

4.5.3.8. Does the program provide for the mentoring and development of junior officers?

4.5.3.9. Identify chapter resources - experience, personnel, availability of time - which can be mustered on behalf of a continuing informational service to the community or an informal chapter speaker’s bureau.

4.6. Minimum Requirements

4.6.1. One monthly general meeting 

4.6.2. Permanent address (P.O. Box, mail service, etc.)

4.6.3. IRS tax exempt status or have access to the National tax exempt status

4.6.4. Chapter Bank Account

4.6.5. One professional development event per quarter

4.6.6. ROTC Visitation Program (or JROTC Visitation Program if an ROTC program is not available)

4.6.7. Chapter Awards Program

4.6.8. Air Force Recruiting

4.6.9. Professional Development Projects including speakers, literature and books

4.6.10. Work closely with local commanding officers to support their goals and agendas.

4.6.11. Keep local commanders informed of chapter meetings, special projects and accomplishments.

4.6.12. Establish adequate chapter files to provide a tangible record describing chapter activities and provide details of past chapter history of accomplishments and eliminate reliance on memory.  This should consist of correspondence, records, bulletins, directives chapter meeting minutes.

5. National Awards 

5.1. General.  AFCOMAP awards are established to recognize the achievements of those who excel in the accomplishments of AFCOMAP goals and objectives; and to motivate other members to assist in the accomplishment of these goals and objectives.

5.2. Awards Committee Appointment.  

5.2.1. In most cases, the Awards Committee will consist of three to five National Officers and National Auxiliary Officers.  The National President may appoint an Awards Committee independent of current National Officer holders as necessary.  

5.2.2. Upon appointment by the National President, the National Secretary will publish an announcement requesting award nominations from the chapters.  The National Secretary or National Chapter Liaison should create release announcements for the awards as well as preparing notifications to the various PA offices at bases where winners are declared. 

5.2.3. Individuals may be submitted for more than one award (e.g. member may be nominated for the Bain and Distinguished Service Awards), however, they will only be awarded one National Award in a calendar year. 

5.3. Nomination Package 

5.3.1. All nominees must submit a completed package before the announced deadline to compete for an award.  Incomplete or late packages will not be considered.

5.3.2. Cadet Package

5.3.2.1. AF Form 1206 (use the headings: leadership and perfomance in primary job, significant self-improvement and base and community involvement)  endorsed by the Professor of Aerospace Science

5.3.2.2. The cadet’s two most recent evaluations

5.3.3. Company Grade Officer Package

5.3.3.1. AF Form 1206 (use the headings: leadership and performance in primary job, significant self-improvement and base and community involvement)  endorsed by the Chapter President

5.3.3.2. Nominee’s Military Resume

5.3.3.3. Nominee’s three most recent Officer Performance Ratings

5.3.3.4. Lieutenants may submit as many OPRs as they have if less than three

5.3.4. Field Grade Officers

5.3.4.1. AF Form 1206 (use the headings: leadership and performance in primary job, significant self-improvement and base and community involvement)  endorsed by the Chapter President

5.3.4.2. Nominee’s Military Resume

5.3.4.3. Nominee’s three most recent Officer Performance Ratings

5.4. Each award nominee's commander will be officially notified by the National President no later than thirty days prior to the National Annual Conference.

5.5. At a minimum, the following awards and honors will be presented every year at the annual conference. 

5.5.1. Lt Col Thomas L. Bain Leadership Award 

5.5.1.1. This is the highest AFCOMAP award presented annually to a member who excels in the overall accomplishment of the goals and objectives of AFCOMAP.

5.5.1.2. Any Air Force (active duty, reserve, guard or retired) AFCOMAP member in good standing is eligible for this recognition except for National Executive Committee members.

5.5.1.3. Judging will be based on outstanding performance in leadership, recruitment, mentoring, and the professional development of the officer and the officers around them.  

5.5.2. The General Daniel “Chappie” James Award  

5.5.2.1. This award is presented annually to a junior officer  (0-3 and below) in good standing who excels in the demonstration of leadership in accomplishment of goals and objectives of AFCOMAP

5.5.2.2. Any Air Force (active duty, reserve or guard) AFCOMAP member in the pay grade of 0-3 and below in good standing with AFCOMAP is eligible for this recognition.  National Headquarters members are not eligible for consideration.

5.5.3. The Distinguished Service Award

5.5.3.1. This award should go to any officer who has shown outstanding dedication to volunteering and serving the chapter as a chapter member or as a chapter officer in various events

5.5.4. Individual Membership Recruiting Award

5.5.4.1. This award is presented annually to a chapter member in good standing who excels in recruiting new members to join AFCOMAP.

5.5.4.2. Any (active duty, guard or reserve) AFCOMAP member (0-4 and below) in good standing is eligible for this recognition.  Chapter officers and national officers are not eligible for consideration.

5.5.4.3. Judging will be based on actual number of new members recruited and innovative techniques employed.

5.5.5. Brigadier General William E. Stevens Award [Chapter Service Award]

5.5.5.1. This is presented annually to recognize chapters with the best visitation program.

5.5.5.2. Nominations are made by the chapter installation commander, the ROTC detachment commander or the JROTC commander based on the AFCOMAP chapter’s support of their organization.

5.5.5.3. Nominating authority will complete an AF Form 1206 for the chapter and submit the original copy to the National President via the National Secretary as well as providing a copy to the Chapter President.

5.5.6.  AFROTC Outstanding Cadet Awards  

5.5.6.1. Award recipient is presented with a plaque and scholarship check.

5.5.6.2. Nominee must be an underclassman (Freshman through Junior) currently enrolled in the AFROTC Professional Officer Corps (POC) or General Military Corps (GMC) and a degree-seeking program at an accredited  institution with a minimum overall 3.0 GPA.  The student must be active in the ROTC detachment as well as campus or local community demonstrating solid leadership ability.  Either the Professor of Aerospace Studies (PAS) or Commandant of Cadets must endorse the student’s nomination.

5.5.7. High School Cadet Leadership Awards

5.5.7.1. Recipient is presented with a plaque a scholarship check

5.5.7.2. Nominee must be a high school senior, a member of the AF JROTC Corps (POC or GMC) with a minimum 3.0 GPA, or equivalent, in all courses.  The student must be active in the JROTC detachment as well as another high school or local community demonstrating solid leadership ability.  The Senior Aerospace Instructor must endorse the student’s nomination. 
6. Membership

6.1. General.  This chapter provides an overview of the membership program.  The chapter membership program will be considerably enhanced if in addition to having an effective membership organization as outlined in Chapter III, each chapter member takes it upon himself/herself to recruit new members. Chapter luncheons, dinners, or other interesting activities are great vehicles for recruiting. Membership growth is the result of effective National and chapter recruiting and retention.

6.2. Chapter Assignment.  Each new member is assigned to a chapter on the basis of their duty station or residence.  If there is no chapter close by in which a member may participate, they will be designated as an “at large" member whose assessment is paid directly to National Headquarters.  This should only be done by exception.

6.3. Membership Cards

6.3.1. The local chapters will conduct distribution of membership cards after receipt of National Assessments at the National Headquarters and authorization from the National Treasurer.

6.3.2. The card identification will be based on a numerical sequence unique to each chapter and indicating the year for which the card is valid.  Membership Card identification numbers will be assigned using following format:  #EME2002-0400

6.3.2.1. 1st character - number sign (#)

6.3.2.2. 2nd–4th  characters - Chapter abbreviation (EME – Emerald Coast)

6.3.2.3. 5th-8th characters - Calendar Year (2002)

6.3.2.4. 9th character - hypen (-)

6.3.2.5. 10th–13th character - assigned member number (0001)

6.3.3. Chapters will provide assigned member numbers within the range designated by the National Treasurer.  If assigned range is insufficient, then Chapter may use a temporary character designation using the same letters for the 10th-13th characters (EX: AAAA, BBBB, etc) to issue membership card until additional member number ranges from the National Treasurer are provided to replace temporary designations.   

6.3.4. Chapters are responsible for updating chapter name, member name, base(s) serviced, and expiration of card. 

6.4. Membership is open to all Air Force officers, cadets and officer candidates regardless of race, color, or ethnicity. 

7. Mentoring Program

7.1. General.  According to the dictionary, a “mentor” is a wise, loyal advisor.  Mentoring is a vital part of the AFCOMAP chapter and is designed to help AFCOMAP members advance their Air Force careers by giving them the benefit of advice and interaction with senior, more experienced officers.  The program is also designed to give senior officers valuable experience in leading, assisting and advising those junior to them.

7.2. Terms

7.2.1. Mentoring Leader: Officer at the top of a mentoring format.  This is usually the senior officer in the pyramid.

7.2.2. Project Officer: An officer assigned to assist the pyramid head with administrative tasks associated with running the program such as scheduling meetings, contacting participants, and confirming locations for meetings.

7.2.3. Mentor:  An officer assigned to advise and assist another officer.

7.2.4. Protégé:  The officer who is being mentored, generally the more junior officer in a mentoring relationship.

7.2.5. Mentoring Relationship: The pairing of a mentor with a protege.

7.2.6. Contract: An agreement between a mentor and a protégé being mentored that establishes the frequency, type and content of contact that the mentoring relationship will have.  Can be written or verbal but must be clear and agreed to by both parties.

7.3. Mentoring Guidelines.  

7.3.1. The Chapter Vice President, or Vice President of Plans and Programs if there are two vice presidents, generally serves as the Mentoring Leader.  The Mentoring Leader is responsible for the mentoring structure and reports directly Chapter President for assigning members to the structure as mentors and proteges and establishing other mentoring structure or responsibilities as necessary.  

7.3.2. After a structure has been established, the Mentoring Leader will call an introductory meeting of the members.   

7.3.2.1.  Members should be asked to bring a copy of their biography and or a military resume with them to the introductory meeting. 

7.3.2.2. The purpose of the meeting is to explain how the program will operate, assign officers to mentors, and to give officers the opportunity to enter into mentoring contracts. 

7.3.2.3. Thereafter, the Mentoring Leader should talk to the people in the structure at least once a month to determine program efficacy.  

7.3.2.4. Ideally the mentoring relationship would be one where the mentor is paired with only one protege.  However, considering the number and ability of the officers involved, each mentor may be assigned up to three proteges.  It is highly discouraged for a mentor to be assigned more than three proteges because of his ability to excel in his assigned military position as well as give the protege the quality of assistance required.

7.3.2.5. Field grade officers may mentor officers one rank below and will use their judgement as to the number of officers they are able to correctly mentor.  This is allowed at the field grade ranks because the frequency and level of most mentoring interactions at this level are less than at more junior levels.  This concept places more emphasis on the Mentor/Protege agreement being clear and agreed to by both parties with additional emphasis on the periodic review of that relationship.

7.3.2.6. Senior captains may mentor one or two lieutenants, however, they should be encouraged to mentor only one.  Again, their focus should be on mastering the skills required in their assigned military positions.  

7.3.2.7. Lieutenants may mentor one cadet with their focus on mastering their assigned military positions

7.3.3. After they have been paired, a mentor and protégé who are not already well-acquainted should get together informally to establish a mutual rapport.  

7.3.3.1. All initial dialogues should reassure both parties of professional confidentiality of their conversations.  

7.3.3.2. Should professional legal, mental or physical assistance be required, the senior member is obligated to encourage the junior member to seek professional help.

7.3.3.3. Subsequent to the first meeting, mentors and proteges should meet whenever necessary, but at least as often as established in the mentoring contract.  

7.3.4. The mentoring relationship should serve as a sounding board on a wide range of issues including but not limited to, career planning, OPR inputs, personnel records, and workplace issues.  Most importantly, the relationship should give younger officers someone to talk to when necessary.  In the event the mentor cannot adequately advise a protege on an issue, the mentor should contact someone else in the organization for assistance taking into account the confidential nature of mentor/protege conversations.  

7.3.5. Either party may terminate the mentoring contract at any time with cause stated to the other party as well as the mentoring leader.  

8. New Chapter Establishment

8.1. The National Chapter Liaison is primarily responsible for the establishment and development of new chapters.  The objective is the establishment of an active chapter contiguous to each Air Force activity (base, station, detachment, etc.) where there is a viable opportunity for new membership and where there are cadets and officers who can benefit from affiliation with AFCOMAP.  The achievement of AFCOMAP’s purpose and objectives can thereby be enhanced through coordinated chapter activities.

8.2. Interim Presidential Duties

8.2.1. At lease one field grade officer who is dedicated to the future well being of the Air Force is required to begin the process and will be designated the Interim President serving until the first duly constituted elections occur.  

8.2.2. This person must understand the purposes and objectives of AFCOMAP and must motivate other dedicated officers to form the nucleus to begin the organization process.  

8.2.3. The leading Field Grade Officer should request starting documents from the National Chapter Liaison which will include but not be limited to the Operations Manual, draft letter of interim officers, draft request for charter and chartering ceremony and a list of National Officer and other Chapter President contact information.

8.2.4. The Interim Chapter President should gain interest at the base level by publishing announcements about the organization, its purpose and goals in the base newspaper, base bulletins, flyers, wing commander stand up briefings, base newcomer orientations, etc.

8.2.5. At the first meeting of interested personnel, the interim president should review the history of AFCOMAP, reinforce the purpose of the organization, detail the vision for the Chapter’s first year and seek volunteers who will assist with Chapter organization and initiation.  The contact information for these interim Chapter officers should be forwarded to the National Chapter Liaison.

8.3. Interim Officers.

8.3.1. Conduct a vigorous membership drive encouraging local active duty, reserve, Air National Guard and retired officers to become AFCOMAP members.  The minimum requirement for chartering a chapter is seven (7) members with at least one 0-4 or above.

8.3.2. Enlist the assistance of commanding officers and their staffs

8.3.3. Establish a small committee to make plans for chapter chartering and election of chapter officers ensuring documentation is kept for Chapter and National historical files.

8.3.4. After elections, transfer the Chapter to the new Chapter Executive Committee and officers

8.4. Rechartering a Chapter is accomplished by the same procedures as chartering a new Chapter.  Although a chartering ceremony is not required in this case, it is often a desirable event.

8.5. NOTE:  A chapter is not officially sanctioned until it has received verification and acceptance in writing from National Headquarters.

9. Chapter Development

9.1. The Chapter President should call an Executive Committee (chapter officers) meeting to include other interested officers as soon as possible after the charter presentation for effective planning of the affairs of the chapter.

9.2. Much of the chapter work should be done by committee, and the committee chairs should report regularly to the president.

9.3. Discuss and plan chapter projects and the program for meetings for the entire year; assign subcommittees to carry out the plan.

9.4. Implement appropriate joint projects with other Service and civilian organizations in conjunction with events such as Air Force Anniversary, Memorial Day, Armed Forces Day, etc.

9.5. Announce the time and place for subsequent meetings. Publish a calendar of AFCOMAP activities for the year.   Send copies to the National Headquarters Liaison officer via electronic media, if possible.

9.6. Set a schedule of regular Executive Committee meetings.

9.7. Determine the amount of chapter dues or in what manner the expenses of the chapter will be met.  Draw up a budget or "target" on which to base chapter dues.

9.8. Communication is essential for a strong Chapter and National organization.  Electronic media, telephone, memoranda, news media and word-of-mouth methods of communications must be employed to the greatest extent.  A periodic chapter (at least quarterly) newsletter is highly recommended.  Use electronic media to the maximum extent possible. 

9.9. Stress quality mentoring relationships and encourage all members to work at recruiting and retaining new members.
10. Format And Preparation Of National Resolutions

10.1. Resolutions proclaim the policies of AFCOMAP to inform members, the Department of the Air Force, the Department of Defense, and other appropriate bodies, both internal and external on the views of AFCOMAP.

10.2. Quite often Resolutions involve controversial issues; therefore, considerable thought and research must go into preparation before approval and publishing by AFCOMAP.  Resolutions must be fully supported by facts to enable our National   and the general membership to support and take firm implementing actions.

10.3. Resolutions may only he proposed and voted upon at a National Presidents’ Meeting or Conference.  The package must be submitted to the National Headquarters No later than thirty (30) calendar days before the National Conference.  The National Headquarters will vote on presenting resolution to the National Presidents’ Meeting or Conference.  The National President may reserve the right to not sign a resolution into active policy if it is determined to not be in the best interest of the organization as a whole.  The record of the National Conference would reflect the vote as well as the refusal to sign.

10.4. The following procedures should be followed before presenting a resolution before the National Conference. 

10.4.1. Determine the actual need and goal for a National resolution.

10.4.2. Initiate and prepare the resolution as early as possible by thoroughly researching the subject prior to preparing the resolution.

10.4.3. Cover only one subject in a resolution.

10.4.4. Prepare the resolution as briefly as possible (omit all unnecessary words or phrases).

10.4.5. Submit the resolution package to the National Secretary for presentation to the National Conference.

10.4.5.1. The package shall consist of all background research on the subject including but not limited to USAF, DoD, federal and state instructions and policies.

10.4.5.2. Should also contain prospective implementation procedures as applicable

10.4.5.3. Should include impetus for the resolution

10.4.5.4. Should contain noted support from chapter, base, Major Command, Air Force, Department of Defense

10.4.5.5. Should include dissention from the same.

10.4.6. Word the clause(s) to provide a clear statement of the entire action desired, to stand by itself as a complete resolution if read independently.

10.4.7. If the resolution involves a cost to AFCOMAP, include an estimate of the cost of implementing the action, since an adopted resolution may require study and consideration by the National Headquarters.

10.4.8. Certify the origin of the resolution by signatures of the sponsor(s).

10.5. Chapters supporting the resolution should be indicated by the signature block of the Chapter President.

10.6. Actions by National Headquarters

10.6.1. Vote on presenting the resolution to the National Conference.  If the resolution is not presented the sponsor and supporters must be presented with a detailed statement of why it was not presented within five days of the decision.

10.6.2. Approve for recommendation to the National Conference

10.6.3. Vote to recommend approval or disapproval to the National Conference

10.6.4. Vote to approve for recommendation to the National Conference with the following changes.

10.6.5. Enact the resolution.

11. Obtaining AFCOMAP Materials.

11.1. Initial materials to assist Chapters in maintaining a professional appearance must be obtained through the AFCOMAP National Secretary via the National Chapter Liaison or visit the resources section of the national website: www.afcomapnational.org.  This includes those materials used in the promotion of AFCOMAP by an individual or chapter.  These materials include but are not limited to:

11.1.1. Letterhead and envelopes (letterhead available via electronic media)

11.1.2. Chapter Charters (available via electronic media)

11.1.3. AFCOMAP promotional materials

11.2. Stationary should be further personalized to each Chapter with the chapter address.

11.3. The name “Air Force Cadet Officer Mentor Action Program,” the abbreviation “AFCOMAP” and the AFCOMAP logo are trademarks of AFCOMAP.  The use of the insignia (logo) must be requested from the National Headquarters before being used by chapters.  Requests must include intended use and duration of use.  Submit requests to the National Chapter Liaison.   

SAMPLE APPLICATION FOR CHARTERING
From:   __________________________

To:  
National President

Air Force Cadet Officer Mentor Action Program

1000 Air Force Pentagon

Washington, DC 20330-1000

Dear (Name of National President),

It is requested that a Charter be granted to a new chapter established at _______ Air Force Base be granted.  The name of the chapter will be the _____ Chapter.  Your attendance is requested at the Chartering Ceremony scheduled for _______________________.  The names of the Chapter interim officers are listed below with their interim positions and contact information.


Position

Officer


 


Phone

Very Respectfully,

JOHN A. JINKLEHEIMER, Lt Col, USAF

Acting Chapter President

----------------------------------------------------------

From: ___________ NATIONAL CHAPTER LIAISON 

To:  NATIONAL PRESIDENT

This application for the _____Chapter is forwarded with my recommendation for approval/disapproval (if you are recommending disapproval, state your reasons).

Sincerely,

AMELIA G. ERHART, Captain, USAF

NATIONAL CHAPTER LIAISON 

Copy to:

Chapter Secretary

National Secretary

SAMPLE APPLICATION FOR RECHARTERING

From:  ______________________________

To:  
National President

Air Force Cadet Officer Mentor Action Program

1000 Air Force Pentagon

Washington, DC 20-330-1000

Dear   (Name of National President),

It is requested that the ____________________________ Chapter at _____ Air Force Base be again recognized as an official AFCOMAP Chapter.  The original Charter name of the Chapter was _______________ Chapter, and will remain so.  A chartering ceremony is/is not requested.

The names of the Chapter interim officers are listed below with their interim positions and contact information.


Position

Officer


 


Phone

Very Respectfully,

JOHN A. JINKLEHEIMER, Lt Col, USAF

Interim Chapter President

----------------------------------------------------------

From: ___________ National Chapter Liaison 

To:  National President

This application for rechartering the _____Chapter is forwarded with my recommendation for approval/disapproval (if you are recommending disapproval, state your reasons).

Sincerely,

AMELIA G. ERHART, Captain, USAF

National Chapter Liaison 

Copy to:

Chapter Secretary

National Secretary

SAMPLE CHAPTER CHARTER

Preface

The purpose of this Charter is to serve as an example of a potential chapter document setting forth the fundamental principles which provide the foundation for AFCOMAP and this local chapter.  This Charter declares the Chapter’s purpose, objectives and the general parameters for its operation and management.  The purpose of these by-laws is to provide the necessary rules and regulations for implementing the provisions of the Charter in an orderly and effective manner.

Article I

Chapter Name and Air Force Base

The name of this chapter shall be the _____________ Chapter of the Air Force Cadet Officer Mentor Action Program (AFCOMAP) and it shall constitute an integral part of the higher echelons of the AFCOMAP organization.

This chapter was officially chartered on ________________ by the AFCOMAP National Headquarter’s organization.

Article II

Purpose

The purpose of the Air Force Cadet Officer Mentor Action Program (AFCOMAP) is to promote the professional and leadership development of Air Force officers and to assist officer candidates (cadets) with their transition into the Air Force by fostering professional enhancement for all Air Force officers and cadets,  supporting the professional development and retention of minority officers in the Air Force promoting the image of the Air Force in minority communities and seeking to stimulate the interest of minority youth in an Air Force career in the service of our nation engaging in such activities that will carry out the purposes stated herein making contributions to organizations that qualify as tax exempt organizations under Section 501 (C) (3) of the Internal Revenue Code of 1954 or the corresponding provisions of any future United States Internal Revenue Law.  (Amended April 1982, Recorder of Deeds, and July 1984).

Article III

Chapter Policies

This chapter shall be non-profit, non-partisan and non-sectarian.

The policies of this chapter shall be established by its members and shall not be in conflict with this Charter, the AFCOMAP National Charter or AFCOMAP Operations directives.

The _______ Chapter membership is solely liable under the laws of the Chapter’s state for organizational debts.  

The ________ Chapter will operate on ________ AFB only with the consent of the Installation Commander.  Operation is contingent on compliance with the requirements and conditions of all applicable Air Force Instructions particularly those as outlined in AFI 34-223 for Private   (PO) Programs.  Consent may be withdrawn at any time the Installation Commander determines such with-drawl to be in the best interest of the base and or the Air Force.

 The _________ AFCOMAP Chapter will not conduct any program that will prejudice or discredit the United States Air Force (USAF) or any other agency of the Federal Government; not conduct any business in the name of any USAF installation; not engage in programs that conflict/compete with NAF activities of the USAF; not engage in any hazing or harassment (physical or mental).

Article IV

Membership

Every member will be issued a membership card and number from this Chapter to be updated annually.

Article V

OFFICERS.  The elected officers of this chapter shall be the following:  President, Vice President, Secretary, Treasurer, Liaison.

Optional elected officers are Vice President Operations, Vice President Plans and Programs, Membership Chairperson.  Other officers may be added upon coordination with the National Headquarters via amendments to this Charter.

APPOINTED OFFICERS.  The following additional chapter officers may be appointed by and serve at the discretion of the Chapter President:   Judge Advocate, Public Affairs Officer, Chaplain, and Historian Chairmen of Chapter standing committees and such other officers as the Chapter President determine are required.

POSITIONS.  An individual may not hold more than one elected chapter officer position.

DUTIES.  The duties of the chapter officers are be described in the chapter by-laws and conform to the corresponding National Headquarters officer position.

COMMITTEES.  The committees of the chapter shall consist of such standing committees that are necessary to be active during the majority of the year and such ad hoc committees which may be constituted by the Chapter President or Chapter Executive Committee.

Article VI

CHAPTER EXECUTIVE COMMITTEE

MEMBERS:  The Chapter Executive Committee shall be composed of the elected chapter officers or their duly authorized representatives and advisory members as specified by the chapter president.

DULY AUTHORIZED REPRESENTATIVES.  Any member in good standing unable to be present at a meeting of the Chapter Executive Committee may, by written authorization, appoint a chapter member to represent him in his absence.  The member so appointed shall be accorded the same voting rights and authority, which the appointing voting member would have if present.

RESPONSIBILITIES AND AUTHORITY. The Chapter Executive Committee shall manage the affairs of the chapter and shall have the authority to act for the chapter provided that such actions are not inconsistent with guidance, mandates or AFCOMAP.

VOTING.  Voting rules and procedures shall be set forth in the Chapter by-laws and shall not conflict with the National Headquarters.

A quorum is needed for any vote to be held as legal and binding.  A quorum shall exist when a majority of the elected Chapter officers are present.  

Each member of the Chapter Executive Committee shall have one vote upon any question before the Committee.  

Whenever a question arises which, in the opinion of the President, does not need to wait for a regular or special meeting of the Committee, a polling of the Committee members by mail, electronic mail or by voice ballot directly to the President is authorized.  A minimum of five business days shall be allowed for return of such ballots unless the issue is resolved by a majority vote at an earlier date.

Article VII

Emergency Governing Body

EXISTENCE.  In the event of a national emergency resulting in the mobilization of greater than 50% of the chapter, the Executive Committee shall contact the National Headquarters to advise the National Headquarters of the chapter’s need to convey trusteeship to the National Headquarters.  The Chapter Executive Committee shall name three members not subject to mobilization as sustaining trustees to maintain contact with National Headquarters, to govern the affairs of the chapter, to maintain intact the chapter's records and finances, and to reactivate the chapter from the National Headquarters upon return of the elected officials.

Article VIII

Finance and Accounts

FISCAL YEAR.   The fiscal year of the chapter shall begin on the first day of October and end on the last day of September of the following year.

REVENUE.  The _________ Chapter will be self-sustaining.  The revenue of the chapter may be derived from chapter dues and/or such other sources as may be approved by the Chapter Executive Committee and chapter members.

EXPENDITURES.  All Chapter shall be approved by the Chapter President.

AUDIT.  An independent auditor appointed by the President who is not an AFCOMAP member shall audit the financial accounts of the chapter annually within the 30-day period prior to the election of chapter officers. The auditor shall report findings to the members present at the annual meeting for the election of chapter officers. 

Article IX

Awards

The National President shall publish the criteria and evaluate local Chapter submissions for any award by and in the name of AFCOMAP.  Chapter awards may be presented at a Chapter meeting, National Banquet or other appropriate function where the chapter is represented and officially recognized.  

Annual national awards presented at the National AFCOMAP Banquet are the Lt Col Thomas L. Bain Leadership Award, the General Daniel “Chappie” James Award, The Brigadier General William E. Stevens Award; The Distinguished Service Award(s), Individual Membership Recruiting Award and Outstanding Cadet Award, JRTOC Cadet Mentor and Leadership Awards.  

All nominations for Chapter Awards shall be submitted in writing to the Chapter Executive Committee at least forty-five (45) calendar days in advance of the estimated presentation date and provide sufficient information to permit a thorough review of the nominee's consideration for the award.

Chapter nominations for National Awards shall be submitted in accordance with National Directives.  

National award nominees will be submitted to the National Secretary by the Chapter Secretary.

Article X

By Laws

Charter which is required to implement the principles and provision of this Charter will be amended or adopted by the chapter membership under guidelines stipulated here.

Article XI

Amendments

This Charter may be amended at any meeting of the chapter or by mailed ballot by two-thirds of the members voting provided that the proposed amendment and rationale therefore has been given to the members at least fifteen (15) working days in advance of the voting date.  Administrative changes may be made at any time by the Chapter Executive Committee to correct errors or to remove ambiguities and not affecting substance.

Article XII

Ratification

This Charter shall be effective immediately upon ratification by two-thirds of the eligible chapter members.  All prior Charters and amendments thereto are revoked and shall become null and void immediately upon the ratification of this Charter.

Article XIII

Elections

All elective Chapter Officers shall be elected by a majority of the chapter members present at a duly constituted meeting, provided the chapter members have been notified of such meeting and its purpose at least fifteen (15) working days in advance of the meeting date.

The chapter shall hold its annual election of officers at the first regular meeting in June.   The successful candidates shall take office at the first regular meeting the succeeding October.

Elected Chapter Officers shall hold office for a term of two years from the date of their inauguration. 

No Chapter Officer shall be eligible for election to the same office for more than two consecutive terms.

Nominations for elective Chapter Officers may be made from any Chapter member in good standing present at a duly constituted chapter meeting for election of Chapter Officers.

When more than one candidate has been nominated for an elective chapter office and no candidate receives a majority of the votes cast, there shall be a second ballot at which the two candidates receiving the highest number of votes on the first ballot shall be the only candidates voted upon for such office.

Following the election and appointment of Chapter Officers, a copy of the Chapter Officers' roster shall be forwarded to the National Secretary and National Chapter Liaison officer within ten (10) business days.

Article XIV

Office Vacancies

In the event of the Chapter President's death, resignation, removal from office, or inability to serve, the authority and duties of the Chapter President shall fall to the senior ranking Vice President until the next regularly scheduled election.   

In the event that a Chapter Officer, other than the office of Chapter President, is vacated for any reason, the Chapter President shall appoint another chapter member to assume the title and duties of the office until the next regularly scheduled election.   

Article XV

Removal From Office

Any elected Chapter Officer may be removed from office by the affirmative vote of a majority of the voting members of the Chapter when, in their opinion, the Officer has failed to reasonably perform the duties of his office, his disability or prolonged absence renders it impossible for him to properly perform the duties of his office, or he has conducted himself in a manner unbecoming to his position as an officer in the USAF.   

Article XVI

Duties of Chapter Executive Committee Officers

CHAPTER PRESIDENT.   The Chapter President shall be the chief executive of the Chapter with authority to contract obligations within the approved budget and to represent the Chapter in all matters pertaining to its affairs.   They shall preside at the general meetings of the Chapter, and at the regular and special meeting of the Chapter Executive Committee.  They shall enforce the provisions of the National and Chapter Charters and Charter, and carry out the mandates of the National Conference.  Submit an annual strategic plan of activities, mentoring goals, etc. to the National Headquarters in the Annual Chapter President’s Report.  They shall be responsible for directing/coordinating the overall __________ Chapter (1) operation management; (2) mentoring and efficient leadership development of officers under his charge (3) ensuring accurate and accountable financial practices; (4) performing other duties as required to promote good order and discipline to achieve the purposes and objectives of the National Headquarters and ______ Chapters.

VICE PRESIDENT.   The Vice President shall assist the Chapter President in the discharge of his duties as required by the Chapter President.  The Vice President shall acquaint himself with all the duties of the President and shall be prepared to succeed to the presidency if necessary.  He shall assist the President with knowledge of the policies and procedures of the United States Air Force and AFCOMAP.  He shall assist the President in matters dealing with the administrative and operational activities of the chapter.  He may request the President form a special committee (ad hoc or standing) as necessary to assist him.  He shall perform such other duties as may be delegated by the Chapter President.

TREASURER. The Chapter Treasurer shall be responsible for accurate and timely account and resolution of chapter assets and debts.  They shall deposit all funds received on behalf of their AFCOMAP Chapter within three calendar days of receipt.  They shall prepare a monthly financial report to the Chapter President and an annual financial report presented to the National Treasurer no later than 30 September of each year.  The Chapter Treasurer shall perform such duties as may be delegated by the Chapter President.

SECRETARY. The Chapter Secretary shall maintain a roster of the contact information for all chapter members, shall hold minutes of the meetings of committees, shall consolidate reports of all chapter activities and hold at chapter, shall submit a Quarterly Activity Report to the National Secretary in October, January, April, and July of each year, shall submit any change in Chapter Officers with the new Officers’ contact information to the National Secretary, shall handle all correspondence matters essential to the work of the chapter, and perform such other duties as are usually incident to such office and as may be herein contained in the chapter Charter and Charter or as may be directed by the Chapter President.  The Chapter Secretary will also be responsible for maintaining the chapter’s electronic media (i.e. Internet homepage, etc.).

LIAISON.  The Chapter Liaison shall perform the duties of being a liaison between their chapter, AFCOMAP National Headquarters and other base or local organizations as deemed necessary by the Chapter President.

Article XVII

Duties of Chapter Appointed Officers

HISTORIAN.  Working closely with the Chapter Secretary, the Chapter Historian shall keep a record of the events, growth and progress of the Chapter, prepare and maintain a record of recipients of Chapter awards, and perform such duties as may be directed by the Chapter President.

PARLIAMENTARIAN.  The Chapter Parliamentarian shall normally, but not necessarily, be an officer of the JAG Corps.  It shall be their duty to give legal opinions upon questions of law for the benefit of the Chapter when called upon to do so by the Chapter President or by the Chapter Executive Committee as requested via the President or Vice President.

PUBLIC AFFAIRS OFFICER.  Working closely with the Vice President and Secretary, the Chapter Public Affairs Officer shall be responsible for planned dissemination of information pertaining to the activities of all elements of the Chapter through news releases, special articles, and bulletins at the base level.  They will coordinate these items through the National Vice President for Major Command, Air Force or Department of Defense release.  The Chapter Public Affairs Officer shall also perform such other duties as may be delegated by the Chapter President.

CHAPLAIN.  The Chapter Chaplain shall perform divine and non-sectarian services at any meeting of the Chapter.  Insofar as may be practicable, an ordained clergy member should hold the office of Chapter Chaplain.

Article XVIII

Meetings

EXECUTIVE.  The Chapter Executive Committee shall meet within two weeks following the annual installation of officers.  Subsequently, at least a quorum of the Executive committee shall meet at least quarterly during each fiscal year on dates and at such places as the Committee shall determine.   A quorum of the executive committee shall be the President or Vice President and a majority of the remaining elected officers in attendance.  Notice of such meeting shall be given to each member of the Committee at least ten (10) business days prior to the date of such meeting, and such notice shall specify the time and place of such meeting and a written agenda.  Meetings of the Chapter Executive Committee shall be open to all Chapter Members.  Meetings and discussions may occur, but no binding decisions may be made.

REGULAR.  Chapter meetings shall be held at least once each month and at other times as deemed necessary or desirable by the Chapter President or by a majority of the members of the Chapter Executive Committee.  Notice of such meetings shall be provided to chapter members at least ten (10) business days in advance and include the agenda, time and place.  A Chapter meeting shall be a quorum with a quorum of the Executive Committee and a majority of the Chapter membership.  If no quorum exists, a meeting can be held, but no binding decisions may be made.

FOCUS.  The focus of AFCOMAP chapter meetings will be mentoring, professional development and those activities that lend themselves directly toward these objectives.  Meetings shall be conducted in accordance with expeditious, thorough, impartial and progressive conduct of business.

AGENDA.  The agenda at any Meeting shall be as established by the President or his duly appointed representative and shall normally include but shall not be limited to a call to order, introduction of new members and visitors or guests, the program (mentoring or professional development activity), review, correction and acceptance of previous meeting minutes, old business, committee reports, the Treasurer’s Financial Report, and any new business.

NOTE:  Resolutions formed in a committee meeting on matters referred to the committee become recommendations in the committee’s report and are handled as such by the Chapter Executive Committee.

SPECIAL.  Special Meetings of the Chapter Executive Committee may be called by the Chapter President or by a majority of the voting members of the Committee.

MINUTES.  Copies of the minutes of all meetings shall be distributed to each member of the Committee and the Chapter Executive Committee at their next regularly scheduled meetings respectively.  A digest of such minutes shall be published in the official publication of the Chapter for dissemination to all members as soon as practical but not later than thirty (30) calendar days after each meeting.

VOTING. Each chapter member in good standing shall be entitled to one vote upon any question before the Chapter membership.  Voting by proxy shall not be authorized.

Article XIX

Chapter Committees

GENERAL.  Two types of chapter committees may be established for conducting the affairs of the chapter.  Standing committees are required to perform ongoing professional or administrative chapter functions, and are chaired by chapter members appointed by the Chapter President.  Ad hoc committees are established on a temporary basis to perform a special function or task and are chaired by chapter members appointed by the Chapter President.  The Chapter President shall be a non-voting member of all chapter committees.

Articles XX

Chapter Revenues

Each chapter may determine whether it will collect dues.  The ______ Chapter will/will not collect dues.  The chapter’s decision does not negate its responsibility toward chapter assessments to National Headquarters no earlier than 1 October and no later than 1 January of each fiscal year according to the rates specified in paragraph 3.3.7.1 Assessments of the National Operations Manual.

The Chapter Executive Committee shall determine the necessity of other sources of chapter revenue.  A list of possible fundraising events is given in Appendix __.

All revenues are to be collected by the Chapter Treasurer and deposited in the Chapter account with three (3) business days of receipt.

Article XXI

Amendments

This Charter may be amended at any meeting of the members by a majority vote, provided the proposed amendment has been submitted to the membership fifteen (15) working days prior to the day on which it is presented for adoption.  Correction of errors may be made without prior submission or publication but must be correctly presented for Chapter approval and voted on by a Chapter quorum and ratified from the National Headquarters.

Article XXII

Dissolution

Upon the written agreement of two-thirds of the membership of the organization and approval from the National Headquarters, the _____ Chapter will be dissolved.  The Chapter Executive Committee will be responsible for executing dissolution actions.

The Chapter President is responsible for duly notifying the National Treasurer prior to any redistribution of residual assets.  Residual assets will be disposed of by satisfying all outstanding debts first external to the Chapter, then those owed to the National Headquarters.  Monetary assets left available will be forwarded to the National Headquarters Treasurers.

SAMPLE AUDIT REPORT FORMAT

From:    (auditor’s name and rank), Auditor

To:
  Chapter President

Subject: Audit of Chapter Financial Records

Ref:  AFCOMAP Operations Manual

1.  The Auditor was appointed by the President on ________ 200X to examine and report the financial condition of the chapter.  The audit covers the period ______ 200X to ______ 200X and was conducted with the assistance of the Chapter Treasurer, (officer’s name and rank).

2.  The auditor examined chapter financial records consisting of monthly financial reports, bank statements, receipts and invoices, the budget and the audit report for the previous year.

3.  The audit questions and the Chapter Treasurer’s responses are the following with negative replies fully detailed:  

a.  How many bank accounts does the chapter have?  

b.  Are these accounts in the chapter's name?  

c.  What are the name(s) of the financial institution(s) where the accounts are located?  

d.  Are they interest bearing or non-interest bearing accounts?  

e.  Are the bank statements reconciled monthly?  

f.  Does each monthly financial report address all accounts owned by the chapter?

g.  Are all expenditures of chapter funds supported by appropriate receipts and/or invoices?

h.  Are all checks required to have and do they contain signatures of two chapter officers, one of which is the Chapter Treasurer, to expend chapter funds?

i.  Are all chapter debts paid via checks?

j.  Did the treasurer make deposits of funds to chapter accounts within the required three (3) calendar days?

k.  Were there unauthorized delays in sending Chapter assessments to the National Treasurer?

o.  Have required annual financial reports been filed with the National Treasurer?

q.  What equipment, if any, does the chapter own?  What is its condition? Is it being or has it been depreciated?  What method of depreciation did you use?

p.  How were losses (if any) handled?

r.  List of liabilities if any, to whom and for what purpose?

s.  Does the chapter have an annual budget?  If yes, attach a copy.

t.  Are there sufficient funds in the chapter's coffer to pay its liabilities?

4.  The audit was conducted fairly and without bias.  Further, this report is accurate and complete to the best of our knowledge and efforts.






Sincerely,







JOHN Q. PUBLIQUE, Major, USAF






Auditor

Attachments

1.  Chapter Budget

2.  Annual Financial Reports

cc:  AFCOMAP National Treasurer

AFCOMAP CHAPTER ANNUAL FINANCIAL REPORT
CHAPTER

LOCATION

TREASURER

OPERATING FUND

Beginning Cash Balance (October 1)      


$ ________ (A)

Cash received during the year

    Dues                              




$ ________

    Interest on savings & temporary investments

$ ________

    Dividends                            



$ ________

    Donations                          




$ ________

    Other                             




$ ________

    Total                                




$ ________ (B)

TOTAL CASH AVAILABLE DURING THE YEAR (A + B)
$  ________ (C)

CASH DISBURSED DURING THE YEAR

Chapter Operations

    Supplies, postage and printing  



$  ________

    Rental of Room for meeting place 



$  ________

    Expenses for attendance to Annual Conference    

$  ________

    Donations to & memberships in other organizations 
$  ________

    Total                          




$  ________ (D)

Other (explain)                




$  ________ (E)

TOTAL CASH DISBURSED DURING THE YEAR (D + E)
$  ________ (F)

ENDING CASH BALANCE (C - F)              

$  _______ (G)

TRANSACTIONS ASSOCIATED WITH FUNDRAISING

    Total Receipts                        



$  ________ (H)

    Total Expenditures               



$  ________  (I)

    Total Net Balance  (H - I)   



$  ________  (J)

Disbursement  of Net Balance:

                                   Scholarships    

$________

                                   Donations     

$________

                                   Program     

$________

                                   Other (explain)    
$________

CHAPTER FINANCIAL STATUS

CHAPTER ASSETS

    Cash in Checking Account     


$   ________

    Savings & temporary cash investments            
$   ________

    Value of unused postage, supplies & stationary    
$   ________

    Equipment                    



$   ________

    Other (explain)              



$   ________

TOTAL CHAPTER ASSETS               

$   ________

CHAPTER LIABILITIES

    Accounts payable             



$   ________

    Uncollected NSF              



$   ________

    other (explain)             



$   ________

TOTAL CHAPTER LIABILITIES          

$   ________

CHAPTER 501(c) (3) tax identification number 
 ___________

                     Date received           


 ___________

Attach IRS 990 Form for past fiscal year

We, the undersigned, with the knowledge that these statements are to be used for group filing with the U.S. Treasury Department and Internal Revenue Service, voluntarily declare under penalty of perjury that this information has been provided and to the best of our knowledge is true, correct and complete.

___________________________________________

Chapter President             Date                                     

___________________________________________

Chapter Treasurer             Date

SAMPLE MENTORING CONTRACT

AFCOMAP MENTORING PROGRAM CONTRACT

_________________ agrees to serve as a mentor to ___________________ in the AFCOMAP Mentoring Program.  We agree to speak in person or by phone at least once every (circle one) week/ two weeks/ thirty days.  In addition, we agree to meet at least once every (circle one) thirty days/ forty five days for a face to face meeting.  This agreement may be canceled at the mutual agreement of the parties.  This agreement takes effect on the day it is signed by both parties and is effective until terminated by the parties above.

Mentor   ________________________     Date   ______________________

Protégé   ________________________      Date  ______________________
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