ENDOWMENT FUND COMMITTEE CHAIRPERSON

GUIDELINES

A. Purpose

The purpose of the Endowment Fund Committee is to support the development of students in the transportation planning and engineering profession by establishing a self-sustaining funding source for the District’s Student Initiatives.
B. Committee Members
The committee consists of four (4) primary members that include the Endowment Fund Committee Chairperson, District Administrator, District Secretary-Treasurer, and one of the three District International Directors.  To provide continuity for the committee, the appointed International Director would preferably be selected at the start of their term and serve on the committee for the duration of their three-year term.  In addition, the District President is an ex-officio member of the committee.

C. Board Reports

The Western District Board of Direction holds two formal meetings each year.  The mid-year meeting is typically held in late January or early February.  The second meeting is traditionally held on the first day (Sunday) of the Western District Annual Meeting that take place in June or July (or in August for joint International meetings).  The Western District Endowment Fund Committee Chairperson shall provide a report to the Board prior to each meeting.  The report should, at a minimum, detail the activities of the Committee and the status of the Endowment Fund.  The Chairperson is invited to attend these Board meetings to present the report.

D. EF Spotlight
The Endowment Fund Committee Chairperson is responsible for soliciting bi-monthly articles for the “EF Spotlight” from contributors to the fund, Sections, or Student Chapters for inclusion in the WesternITE and posting on the Endowment Fund website.  Articles for the WesternITE are due to the WesternITE Managing Editor by the 25th of each odd numbered month.
E. Website

The Endowment Fund Committee Chairperson is responsible for coordinating with the webmaster for the Endowment Fund Website to ensure that that the fund status, list of contributors, and EF spotlight articles are updated in a timely manner.

F. Accounting
The Endowment Fund Committee Chairperson is responsible for managing the Endowment Fund finances including the fund’s savings account and Paypal account, as well as maintaining and submitting the Quicken register to the District Secretary-Treasurer on an annual basis.  The Chairperson can elect to assign these duties to a designated treasurer for the fund.
In addition, the Chairperson (or their designated treasurer) is responsible for activating the Virtual Terminal feature of the fund’s Paypal account prior to the Annual Meeting and deactivating the feature after the meeting.  The Virtual Terminal feature will allow the fund to accept a higher volume of credit card donations during the meeting period.  Preferably, the feature should be activated after the first business day of the month and deactivated before the first day of the following month to avoid incurring a fee for the feature.

G. Correspondence

The Endowment Fund Committee Chairperson is responsible for preparing thank you and annual billing letters for contributors to the fund in a timely manner.  Thank you letters are typically sent out as contributions are made to the fund and annual billing letters are sent out after the Annual Meeting.  In addition, the Chairperson is responsible for sending out pins and certificates to contributors who have achieved the appropriate contribution levels.
H. Annual Awards
The Endowment Fund Committee Chairperson is responsible for determining the recipients of the annual awards for the Endowment Fund.  The cut-off for all Endowment Fund awards is 30 days prior to the Annual Meeting.  The Chairperson shall forward a list of the awardees to the Vice President after the cut-off date.    The Vice President is responsible for having all the awards made.  The following are the annual awards:
Plaques

Individual contributors are awarded plaques for contributions to the Endowment Fund totaling more than $1,000 and Group Contributors are awarded plaques for contributions totaling $2,500.  Typically, awardees are given plaques when they first reach the minimum level for the award, and they can receive subsequent plaques for contributions during the previous year that meet the minimum award amount.
Highest Overall Contribution to the Student Endowment Fund

The Highest Overall Contribution to the Student Endowment Fund award is awarded to the Section or Chapter who contributes the most to the fund during the previous year.  All group and individual contributions from each Section or Chapter are included in the total.

Highest Contribution Per Member to the Student Endowment Fund

The Highest Contribution Per Member to the Student Endowment Fund award is awarded to the Section or Chapter who contributes the most to the fund per member during the previous year.  All group and individual contributions from each Section or Chapter are included in the total.  Membership numbers for each Section and Chapter can be obtained from the Membership Committee Chair.
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