


Non-Profit Operating Rules of
Greater Orlando NOW Chapter (GO-NOW) of FL and National NOW
Operating Rules Adopted April 2020

Preamble
These Operating Rules work in conjunction with the GO-NOW Chapter Bylaws in support of the operation of the GO-NOW Chapter.

Article 1 - Amendment to Operating Rules
These Operating Rules may be amended provided that such amendments are proposed by the Board or by any 5 Chapter members. Written notice of proposed amendments must be given to all Chapter members at least 30 days before the meeting at which the proposed amendment is to be voted on. 
At this time, amendments to these rules must be approved by a majority of members present and voting as long as quorum has been met.

Article 2 - Affirmative Action Plan
As specified in the GO-NOW Chapter Bylaws, GO-NOW actively supports a diverse membership and leadership as well as diversity and the history of race and racism learning.
With more members, the GO-NOW Affirmative Action Plan will include the following:
· The Chapter may maintain current demographic information about the area in which it is located.
· The Chapter may conduct at least one diversity and/or race workshop per year that addresses general diversity or race issues.
· The Chapter will have a standing committee (the Board) which directs this activity as well as other work and outreach.
GO-NOW will provide programs on race, LGBTQ, climate change, keeping abortion legal, feminism, and others both history and issues, including poor and economically disadvantaged communities.

Article 3 - Meetings and Quorums
As specified in the Bylaws at least 8 Membership Meetings and at least 8 Board Meetings are required each year. Quorum requirements are as follows:
· General Membership Meeting Quorum is not fewer than 5 members.
· Board Meeting Quorum is not fewer than 3 members of the Board.
· Annual Membership Meeting, in January of each year, requires no fewer than 7 members.

Article 4 - Dues
Membership is open to all and free. Payment of dues are required for voting rights. Dues are modest and include a sliding scale. Dues are specified by National. See current dues at the National NOW website. 

Article 5 - Grievance Procedure
Grievances will normally be handled by the President and/or the Board or with a mediator. If no settlement can be reached by the parties, the President shall recommend a settlement to the Board for approval or rejection. If the Board does not approve the settlement and the President can offer no other, or if either party to the grievance rejects the Board approved settlement and desires to take further action, they may appeal to the membership at a regular meeting for final settlement. If all parties to the grievance agree to the settlement approved by the Board, the matter should not be taken before the general membership. If no settlement is reached and approved, then the grievance is referred to FL NOW.
Article 6 - Funding Plan of Action
To be developed when necessary.

Article 7 - Spending Procedures
When needed, the requisition of funds shall state the category under which the expense was listed in the approved Chapter Budget, the date and amount of the bill. In the event the Treasurer is unavailable to pay necessary bills, the President is authorized to pay the bills. The President may also sign checks upon receipt of a requisition in case the Treasurer is unavailable. A check doesn’t require 2 signatures.

A record of expenditures by category shall be kept by the Treasurer to assure that there are enough authorized funds in the category to cover the requested expenditure. In the event the requisition is for more funds than were in the approved budget for that category, the Treasurer may transfer funds from another budgetary category, provided the transfer is approved by the Board.

The Treasurer is required to report and read out to the Board and Membership each month the monthly revenue, expenditures, fundraising, and balances. The Treasurer reports compliance with Sunbiz, IRS, bank requirements, credit card use, and bank and PayPal balances, if any, 990 filings as well as budget and actuals.

The President and Treasurer will have the Chapter Credit Card. Board approval is required for an expenditure on the credit card unless an emergency arises. Requests for reimbursement need to be in writing with copy of receipt and can be satisfied with email or text with a picture of receipt—preferred handling. The Treasurer is required to keep a copy of the request for reimbursement and the receipt (can be a credit card bill) for the item(s) being reimbursed.

Article 8 - Nominations
At the first meeting of the Nominating Committee (Or Board for purposes of nominating), the Chairperson/President shall distribute to the Nominating Committee or Board a list of all positions to be filled and shall review the duties of each office. The Committee or the Board shall discuss qualifications and personalities of the people being considered. These discussions are strictly confidential. Information about the various members considered for each position is not to be made public.
All candidates presented shall be added to the list of nominees unless there are valid reasons presented by two members of the Committee or Board that the candidate would not be able to further the cause of the Chapter. If a candidate is controversial, they may be added to candidate list by a majority vote of the Committee or Board.
Note: The Chairperson or Board President only votes when her/his vote will affect the outcome.

The Nominating Committee or Board shall phone the candidates, as the committee comes to a decision for each office. This will allow greater flexibility in preparing the slate. A person offered one position might prefer and be better suited for another. However, a candidate should not be told who has been offered the position prior to them. If any proposed nominee cannot be reached during deliberation, the Chairperson or President is charged with contacting the person afterward. This information is then to be given to the Nominating Committee or Board
The Committee Chairperson or President shall call as many meetings as needed to fill the slate. In the event of an impasse, the Chairperson will bring the unfinished slate to the Board for possible completion by the January Board Meeting. Additional nominations may be made from the floor at the January or February Meeting.
The final slate is communicated to the membership immediately after the January Board Meeting.

Although the entire Board will be on the slate, the first-year term Board members will receive only a confirmation vote for their second year. The new Board members and the existing Board member confirmations are separate votes by the membership.

Prior to the first Nominating Committee or Board Meeting for nominations, the Chairperson or President will list the offices to be filled with the names of incumbents. This list will be shared with the membership in November. It shall be the duty of the Chairperson or the President to present the name of one or more candidates for each office to be filled. Nominees shall be approved by the Board or Nominating Committee at the November or December Board meeting.

Article 9 - Elections
If an election is necessary, ballots will be distributed by the Nominating/Election Committee or the Board during the first 30 minutes of the February meeting after nominations from the floor. At the conclusion of the half hour, the polls will close, and the Committee or Board will count the ballots. Results will be announced by the Committee or the Board as soon as ballots have been counted. At this time, the Chapter does not have or need an absentee ballot option.

Again, there are two elections in February, i.e., One for Board members going onto their second term (confirmation vote) and the other for new Board members (election vote). Members may be nominated again after their 2 consecutive years are complete.

At this time a Board Member can only serve 4 terms. However, the Board can override this limit with a majority of the Board present and voting as long as quorum has been met.

Article 10 Board
The Officers and Directors comprise the Board.

Article 11 - Board Member Responsibilities
PRESIDENT
It shall be the responsibility of the President to:
a) Serve as official Chapter spokesperson and as Chapter coordinator
b) Study and stay informed on issues of National and State NOW and activities of the Chapter
c) Actively seek forums for promoting the Chapter and the issues important to NOW
d) Conduct General Membership and Board Meetings
e) Prepare a President’s report as necessary for general membership meetings and/or Chapter publications.
f) Work with Board to develop the proposed agenda for general membership meeting
g) Receive and mediate grievances except when Mediator is required
h) Oversee the content of official Chapter correspondence, publications and statements representing the Chapter position
i) Recommend membership representatives for special or emergency tasks or ad hoc committees. 
j) Provide liaison with National and State NOW
k) Administer Discretionary Budget, if provided
l) Take on special projects, e.g., draft fundraising letters, update Bylaws for review, develop Operating Rules for review, etc.
m) Manage task list and Chapter Compliance per FL NOW and National NOW requirements
The president shall have the right to serve as an ex-officio member of every committee and receive reports of committee activities.

VICE PRESIDENT OF ACTION
It shall be the responsibility of the Vice President to:
a) Represent the Chapter in the absence of the President
b) Run Board and General Meetings in absence of the President
c) Manage an Action Committee upon more members in the GO-NOW Chapter
d) Inform the Board and the Membership of Upcoming Events
e) Recommend Events we can approach as Actions and Actions we can spearhead
f) Developing an annual and/or quarterly plan of action for events and activities which promote and highlight the goals of National, State and Local NOW and focus community attention on the achievements and status for women.
g) b. Implementing actions or activities highlighting advances and achievements by women.
h) c. Implementing actions or activities to focus attention on the problems of women
i) d. Looking for and communicating events in greater Orlando no matter the group

MEMBERSHIP DIRECTOR
It shall be the responsibility of the Membership Director to:
a) Chair a Membership Committee when feasible
b) Engage the Board in Membership Activities
c) Develop the annual Membership Plan
d) Recruit new members from all parts of community
e) Contact expiring members for them to renew
f) Contact At Large Members to see if they’ll join the Chapter
g) Submit new member applications and dues to the Treasurer
h) Provide a welcoming and sign-up table and information for new members at general membership meetings when required
i) Provide a welcoming packet for new members when required 
j) Ensure that the GO-NOW Membership list is up-to-date.
k) Ensure new members are added to our email list
l) Ensure our Board list is up-to-date on the National portal.
m) Reports membership statistics and results at each Board meeting.

COMMUNICATIONS DIRECTOR
It is the responsibility of the Communications Director to:
a) Develop and execute a Communications plan for the Chapter through a Communications Committee when feasible.
b) Update and keep Facebook, Twitter, and the Web site relevant and current.
c) Determine other social media outlets as necessary, e.g, Instagram
d) Establish and implement other means of external communication including media watch and response system
e) Coordinate press releases with the president
f) Establish and implement internal communications for the chapter including a Newsletter if deemed useful

SECRETARY
It is the responsibility of the Secretary to:
a) Write and send Board Meeting Minutes
b) Write and send General Membership Meeting Minutes
c) Keep the Chapter Document book hard copy and electronic (Google Drive folders for Board Meetings and General Membership Meetings, as well other folders for Compliance, etc.)
d) Respond to National and FL NOW compliance reports and requests working closely with the Treasurer
e) Post to Facebook and Twitter with content provided by all members with input from the Communications Director
f) Review Chapter Agreements briefly at the beginning of each meeting.

TREASURER
It is the responsibility of the Treasurer to:
a) Set up and maintain account books of the Chapter in accordance with the budget and Board votes.
b) Sign checks and disburse funds in accordance with budget and votes of the Board and after receiving requisitions or approved reimbursement requests
c) Collect membership dues and maintain a current membership list with the Membership Director
d) Collect and deposit all chapter funds as expeditiously as possible
e) Inform and pay FL NOW and National NOW for any new memberships, once a month
f) Act as custodian of chapter funds and be responsible for ensuring that funds of the chapter are not spent unless such expenditures meet the letter and spirit of the rules
g) Maintain a continual monitor of the budget and assist in preparing the quarterly budget reports to the chapter.
h) Maintain a record of all reimbursement requests with appropriate receipts.
i) Report to the Board and the Membership the Bank and Paypal balances every month
j) Report spending each month to the Board and Membership
k) Work compliance with Sunbiz, IRS and Bank requirements, including necessary forms and fees as well as 990 forms
l) Keep a calendar of when filings are required

LEGISLATIVE DIRECTOR
It is the responsibility of the Legislative Director to:
a) Inform the Board and Membership of issues and legislation related to the Greater Orlando NOW Purpose.
b) Keep informed of local, state, and national issues and legislation
c) Develop and execute postcard and calling campaigns 

COMMUNITY OUTREACH DIRECTOR
[bookmark: _Hlk34327400]It is the responsibility of the Community Outreach Director to:
a) Identify opportunities for community engagement with schools, colleges, other non-profits, businesses, etc. 
b) Increase GO-NOW visibility in the community, as well as to identify opportunities to collaborate or hold an action. 
c) Keeps the Board and Membership aware of community issues and opportunities
d) Creates Community Outreach Plan through a Community Outreach Committee when feasible.

PARLIAMENTARIAN—No Plan to Staff at this Time
It is the responsibility of the Parliamentarian to:
a) Develop a sound working knowledge of Robert's Rules of Order and of the Chapter Bylaws
b) See that general meetings, Board meetings, and any other meetings of the Chapter, follow parliamentary procedures
c) Prepare the meeting room(s) prior to the arrival of the general membership
d) Provide copies of the agenda to chapter members or display the agenda in such a manner that it is clearly visible to chapter members in the meeting room.
e) Arrange for refreshments to be provided at general membership meetings.

Article 12 - Standard of Care
Board members are expected to follow Standard of Care policies as detailed in the Chapter Bylaws and these Operating Rules.
Conflict of Interest or the Appearance of Conflict of Interest
The purpose of the Conflict of Interest policy is to protect the Chapter’s interest when it is contemplating entering into a transaction or arrangement that might benefit the private interest of one of its officers or directors, or that might otherwise result in a possible excess benefit transaction. This policy is intended to supplement but not replace any applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable corporations/organizations and is not intended as an exclusive statement of responsibilities.
Duty to Disclose
In connection with any actual or possible conflict of interest, an interested person must disclose the existence of financial interest to themselves, their families, or friends and be given the opportunity to disclose all material facts to the directors who are considering the proposed transaction or arrangement.
Establishing Conflict of Interest
After the disclosure of the financial interest and all material facts, and after any discussion with the interested person, the interested person shall leave the Board meeting while the potential conflict of interest is discussed and voted upon. The remaining Board members shall decide if a conflict of interest exists.
Addressing Conflict of Interest
In the event that the Board should establish that a proposed transaction or arrangement establishes a conflict of interest, the Board shall then proceed with the following actions:
a) Any interested person may render a request or report at the Board meeting, but upon completion of said request or report the individual shall be recused from voting while the Board discusses the information and/or material presented and then votes on the transaction or arrangement proposed involving the possible conflict of interest.
b) The President of the Board shall, if deemed necessary and appropriate, appoint a disinterested person or committee to investigate alternatives to the proposed transaction or arrangement.
c) After exercising due diligence, the Board shall determine whether the Chapter can obtain with reasonable efforts a more advantageous transaction or arrangement from a person or entity that would not give rise to a conflict of interest.
d) If a more advantageous transaction or arrangement is not reasonably possible under circumstances not producing a conflict of interest, the Board shall determine by a majority vote of the disinterested directors whether the transaction or arrangement is in the best interest of the Chapter, for its own benefit, and whether it is fair and reasonable. It shall make its decision as to whether to enter into the transaction arrangement in conformity with this determination.
Violations of Conflict of Interest Policy
Should the Board have reasonable cause to believe an interested person has failed to disclose actual or possible conflicts of interest, the Board shall then inform the interested person of the basis for such belief and afford the interested person an opportunity to explain the alleged failure to disclose.
If, after hearing the interested person's explanation, and after making further investigation as may be warranted in consideration of the circumstances, the Board determines the interested person intentionally failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action.
Procedures and Records
All minutes of the Board Meetings, when applicable, shall contain the following information:
a) The names of all the persons who disclosed or otherwise were found to have a financial interest in connection with an actual or possible conflict of interest, the nature of the financial interest, any action taken to determine whether a conflict of interest was present, and the Board's decision as to whether a conflict of interest in fact existed.
b) 	The names of the persons who were present for discussions and any votes relating to the transaction or arrangement, the content of the discussions, including any alternatives to the proposed transaction or arrangement, and a record of any vote taken in connection with the proceedings.
Acknowledgement of Conflict of Interest Policy
Each director, principal officer, and member of a committee with Board delegated powers shall be required to sign a statement which affirms that such person upon taking office:
a) Has received a copy of the conflict of interest policy as stated in the Bylaws and Operating Rules.
b) Has read and understands the policy;
c) Has agreed to comply with the policy; and
d) Understands that the Chapter is non-profit, and in order to maintain its federal tax exemption, it must engage primarily in activities which accomplish one or more of its tax-exempt purposes.
Interested Director(s) may be counted in determining the presence of a quorum at a meeting of the Board of Directors or a committee thereof, which authorizes, approves, or ratifies a contract or transaction as provided for and contained in this section.

Article 13 - Committees
Ad Hoc Committees appointed by the Board for specific purposes may be dissolved when those purposes are fulfilled. Chairs of these committees shall be a member of the Chapter and appointed by the Board.
Standing Committees appointed by the Board for the purpose of collaborative work on issues or administrative tasks, e.g, Keep Abortion Legal, Membership Committee, Communications Committee. Chairs of Standing Committees must by members of the Chapter and shall be appointed by the Board. Committee Chairs are ex officio members of the Board. Standing Committee Chairs have a term of 1 to 2 years. In the case of Committees like the Membership Committee and the Communications Committee, the Board member responsible for that area is the Chair, i.e., Membership Director and Communications 
Director respectively.

Article 14 - Records and Reports 
Preparation of Annual Financial Statements
The Chapter shall prepare annual financial statements using generally accepted accounting principles. Such statements may be audited by an independent certified public accountant, in conformity with generally accepted accounting standards. The Chapter shall make these financial statements available to the Florida Attorney General and members of the public for inspection no later than 120 days after the close of the fiscal year to which the statements relate. The Treasurer is responsible for all financial documentation and reporting. 
Reports
Financial reports shall contain the following information if applicable:
a) The assets and liabilities of this corporation at the end of the fiscal year.
b) The principal changes in assets and liabilities during the fiscal year.
c) The income and expenses or disbursements of the Chapter for both general and restricted purposes during the fiscal year.

Article 15 - Chapter Agreements
The Chapter has a set of Chapter Agreements for interaction among members, e.g., One Mic—only one person speaks at a time. See Chapter Agreements.

Article 16 - Operating Rules Adoption
I, Karen Riveland, certify that I am the current elected and acting Secretary of the Greater Orlando NOW Chapter, and the above Operating Rules are the Operating Rules of this Chapter as adopted by the Board on May 28, 2020 and the Chapter Membership on April 23, 2020, and that they have not been amended or modified since the above.

EXECUTED on this day of 	, in the County of Orange in the State of  Florida.



						(Duly Elected Secretary)
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