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UFSC Chapter Manual
Running Our Chapters Like A Business

INTRODUCTION

The most common trait that our Chapters face today is the lack of resources readily available for 
them to run their chapters like a small business.  We expect companies we transact business 
with—grocery stores, doctor’s office, bank and even our employer to perform good business 
practices.  Why would running our Chapters be any different?  This updated version of the 
Chapter Manual is designed to make available resources for Chapter Leaders and to give new 
incoming Leaders a guide on how to start.

This manual is categorized into 8 parts:

1) The First 90 Days
2) Best Practices
3) Branding and Marketing
4) Chapter Development Guidelines
5) Communication
6) Legal Documentation
7) Sponsorship/Fundraising
8) UFSC Communication & National Information

New information, as it is available, will be emailed to you to add to this manual.  Keeping your 
manual up-to-date will help in the smooth transition of the Chapter’s business and assist 
incoming Chapter Leaders.  

The suggestions, forms and programs in this manual are tools to aid you in enhancing the 
programs and systems you currently have in place or aid you in creating new ones.   They are not 
meant to replace what already works for your Chapter, however, our goal is to work towards 
“Chapter Uniformity”.
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CHAPTER 

LEADERS THE FIRST 90 DAYS
During the first 90 days, it is crucial that incoming Chapter Leaders receive the training needed 
to run their Chapters more effectively. Training for the first 90 days will help with Chapter 
uniformity and provide new Leaders the support they need.  Beginning June 2009, incoming 
Chapter Leaders will receive the first phase of training during the National Conference.  Phase 
Two covering the Chapter Leaders first 30 days in office will be held between June and July, 
followed by Phase Three between July and August and finally Phase Four between August and 
September.  Training schedules, training manuals and training materials will be provided to all
incoming Chapters Leaders at the National Conference.  The following is a summary of the 
scheduled training:

Phase One
Checklist for Chapter President Before Leaving National Conference
Organization's Mission/Vision
National Organization Chart & Contact Information
Articles of Incorporation
By-Laws
Strategic Plan
IRS Tax Filings/Forms
Year End/Interim Financial Statements
Roles/Responsibilities of Officer
Checklist of Organization's Compliance Items
Instructions for Creating/Updating Chapter Book

Phase Two
First 30 Days as Chapter President (Jun - July)
Obtain "Running Your Chapter Like A Business" Manual

Meet with Past President to obtain list of officers; committees; members; sponsors; vendors; 
calendar of National, Regional, Local meetings and outstanding projects, programs, etc

Set up a meeting to meet with each officer and obtain their current agenda and any other 
necessary documents 

Set up meeting with committee chair to obtain their current agenda and any other necessary 
documents
Order Business cards
Update website
Either email or mail Welcome Letter to members, sponsors, vendors, etc
Have current bank account updated to reflect new leadership
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Phase Three
Second 30 Days as Chapter President (Jul - Aug)
Schedule Strategic Planning meeting with Officers & Committee Chairs
Make all necessary contacts with vendors and sponsors

Phase Four
Third 30 Days as Chapter President (Aug - Sept)
Hold Meet and Greet for officers, committee members, members and potential members
Prepare for first monthly meeting
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2008
THIRD 

QUARTER
BEST PRACTICES

CHAPTER INFORMATION HANDOUTS
 Chapter Brochure         Submitted by Dallas 
 Who We Are  (Sponsor One-Pager Handout)          Submitted by Dallas 
 FACTS & FAQs          Submitted by Dallas 

       EVENT INFORMATION
 Event Flyer          Submitted by Greater Kansas City
 Event Checklist          Submitted by Greater Kansas City

MEMBERSHIP INFORMATION
 Retention & Recruitment Plan          Submitted by Greater Kansas City
 Membership Recruitment/Retention Information          Submitted by Dallas
 Guidelines for Communicating & Recognizing          Submitted by Greater Kansas City

Member & Family Member Deaths & Hospitalization
PARLIAMENTARIAN INFORMATION                       Submitted by Christy Bryant
PROGRAM INFORMATION
 Carrie Steele-Pitts Home Partnership          Submitted by Atlanta
 “Real Life” Program          Submitted by Dallas
 Paul Quinn College Workshop Series          Submitted by Dallas
 McMillan 20:          Submitted by Dallas

      College Bound…Reaching for the Possible
 UFSC Toronto Mentoring Program         Submitted by Toronto

SCHOLARSHIP INFORMATION
 Scholarship Application          Submitted by Greater Kansas City
 Scholarship Application          Submitted by Dallas
 Scholarship Flyer          Submitted by Greater Kansas City
 Conditions for Receiving Scholarship          Submitted by Dallas

SPONSORSHIP INFORMATION
 Sponsorship Levels          Submitted by Greater Kansas City
 Sponsorship Levels          Submitted by Dallas

      SURVEY INFORMATION
 Workshop Survey          Submitted by Dallas

      TRAVEL INFORMATION
 Travel Itinerary          Submitted by Dallas
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Handouts & Brochures

CHAPTER BROCHURE – Submitted by Dallas                          

                                                                   (Outside)
         

(Inside)
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                              WHO WE ARE ONE-PAGER - Submitted by Dallas
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FACTS & FAQs – Submitted by Dallas              
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Event Information

EVENT FLYER – Submitted by Greater Kansas City
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EVENT CHECKLIST -  Submitted by Greater Kansas City

Greater Kansas City 

Event Check List

2007-2008

Event Person(s) Responsible

Membership Empowerment Luncheons Held at 
FRBKC

Agree on luncheon topic and guest speaker Ola Truelove

Contact guest speaker, reach agreement, and follow-up 
with confirmation e-mail regarding:

 Luncheon logistics; 
 Equipment and handouts; and 
 Parking

Ola Truelove

E-mail invitation to current and potential members with 
RSVP date.  Send luncheon meeting reminder one week 
before and day before luncheon.  Remind guests that 
they are responsible for the cost of the meal if they RSVP 
and fail to attend the luncheon  

Debra Bronston

Place meeting announcement on website Debra Bronston

Contact Dining to arrange luncheon, complete a Dining 
Request Form, and send to Joyce Mahoney or Ray 
Warren  

Debra Bronston

Contact Protection Department to inform them of meeting Debra Bronston

Contact Facilities Management Department and arrange:

 Hanging of Banner
 Podium and Portable Microphone
 Table in Foyer for Sign-ins 

Debra Bronston
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Solicit door prizes from Board members Ola Truelove 

Create RSVP log and give to person responsible for 
recording RSVPs

Debra Bronston 

Create sign-in sheet Debra Bronston 

Create name badges and final guest list and submit to 
Security Vestibule

Debra Bronston 

Create framed certificate for guest speaker Ola Truelove 

Prepare sign-in table with following information:

 Decorations 
 Sign-in sheet and ink pens
 Welcome signs
 Business card bowl
 Receipt book 
 Information packets:

 Agenda
 Speaker Biography
 Financial Statement
 Flyer on Upcoming Event 

Debra Bronston

Greet guests in security vestibule and escort them to and 
from dining room

Jeff Legette

Greet guests at sign-in table Nigel Davis

Greet guests in dining room Turner Pettway & Ola Truelove 

Record luncheon minutes *

Validate parking at end of luncheon Nigel Davis 

Arrange for banner and other supplies to be removed 
from dining room and placed in UFSC-GKC storage area

Debra Bronston

Place luncheon photos on UFSC-GKC website Debra Bronston 

Send invoices to attendees and no-shows who did not 
pay at the door 

Nigel Davis

Send luncheon minutes to board of directors for review 
and to become a permanent part of UFSC-GKC's records

*

Place sign-in sheet in permanent files Debra Bronston 

Deposit proceeds in checking account Nigel Davis 

Special Events 
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Submit proposal to Board of Directors for approval Ola Truelove

Arrange pre and post media coverage Debra Bronston

Place event on website as a special announcement Debra Bronston 

Arrange logistics with those in charge of meeting place Ola Truelove

Send e-mail invitation to members and others Debra Bronston 

Create event brochure Debra Bronston

Create event sign-in sheet Debra Bronston 

Send reminder one week before and day before special 
event.  

Debra Bronston 

Prepare sign-in table with following information:

 Decorations 
 Sign-in sheet and ink pens
 Welcome signs
 Business card bowl
 Receipt book 
 Event brochure 
 Name badges 

Debra Bronston 

Check meeting room setup early on the morning of 
special event

Ola Truelove 

Greet guests at sign-in table Nigel Davis and Jeff Legette

Greet guests in meeting room Turner Pettway and Ola Truelove 

Arrange for banner and other supplies to be removed 
from meeting room and placed in UFSC-GKC storage 
area

Debra Bronston

Place meeting photos on UFSC-GKC website Debra Bronston 

Send invoices to attendees who did not pay at the door Nigel Davis 

Place sign-in sheet in permanent files Debra Bronston 

Deposit proceeds in checking account Nigel Davis 
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Membership Information

            RETENTION/RECRUITMENT PLAN – Submitted by Greater Kansas City

Greater Kansas City

Retention/Recruitment Plan

Strategy for Current Members:

 Send renewal letters to current members at the beginning of each fiscal year 
that includes previous year's accomplishments, benefits of remaining paid 
members, and encouragement to remain/become involved in committee 
work.

Strategy for New Members:

 New Membership Orientation and identification of committee involvement 
after regular Membership Empowerment Meetings

o Review of Membership Information Packet
o Project solicitation
o Submission of New Membership Orientation Summary Sheets to 

appropriate leaders
 Membership certificates presented and photos taken of new members during 

Membership Empowerment Meetings and placed on website and in 
newsletters 

Strategy for Potential Members:

 Membership drives at chapter events
 Membership drives at community events

Strategy for Corporate Calls:

 Identify contacts at employers of current members and associates who are not 
paid members

 Send Membership Information Packet and cover letter stating that they should 
expect a call 
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 Call contacts and establish a meeting time and location with Corporate Calling 
Team:

o Board member
o Paid members
o Resource Development Leader
o Employee of corporation

 Content of Corporate Calls:
o Request corporate membership and permission to have membership 

drives on premises (Membership Caller)
o Request Financial/In-Kind Contributions (Resource Development Leader)
o Request contact information for Public Relations Coordinator and 

permission to send newsletter and advertise chapter events via internal 
communications (Board Member)

o Recognize new Corporate Sponsors in newsletter and on website

Strategy for Student Members:

 Identify minority student group contacts and events at KU, Rockhurst, and 
UMKC 

 Meet with student group contacts:
o Present Membership Information Packet
o Ask for opportunities to host meetings with groups on campus

 Host meetings:
 Meeting advertisements
 Meeting Sign-In Sheets
 Refreshments
 Membership Information Packet and token gifts
 PowerPoint Slides and Talking Points

 Establish mentor relationships with students and existing members
 Include students in membership database and communications
 Invite students to attend Membership Empowerment Meetings and other 

events
 Assign student committee responsibilities
 Encourage students to participate in scholarship program
 Seek and refer students for internships and full-time employment
 Feature students in newsletters

Workplan

Task Time Frame Person Responsible Comments
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Enhance Membership 
Brochure with photos and 
listing of membership benefits

Maintain current membership 
invoice

Develop renewal letter 
templates:

 Individual
 Corporate

Develop interest letter 
templates:

 Individual
 Corporate

Develop interest ad for 
newsletter

Maintain Membership 
Database

Establish membership 
application website link to  
appropriate board member

Develop welcome 

e-mail template 

Maintain and send E-Birthday 
cards to all members and 
associates and Missing You to 
persons who frequently miss 
meetings and other events

Talking Points:
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 Membership 
Empowerment 
Meetings

 New Member 
Orientation

 Corporate Calls
 Student group 

presentations

Purchase Materials for 
Membership Certificates:

 Mats
 Certificate Paper
 Seals
 Ribbons

Purchase Token Gifts

Develop New Membership 
Orientation Summary Sheets:

 Date and location of 
meeting

 Information of 
attendees to include in 
membership database

 Identification of 
appropriate board 
member to which 
information should be 
forwarded

Monitor newspaper and 
television for community 
events and determine logistics 
of participation in events

Work with Marketing to 
ensure availability of current 
display, banner, camera and 
other marketing materials
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Determine logistics and 
responsibilities of corporate 
calls

Determine logistics of student 
membership development

Establish regular project 
planning meeting dates, 
times, locations, and agendas

Determine yearly budget and 
calendar of events and submit 
information to Board of 
Directors
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MEMBERSHIP RECRUITMENT & RETENTION INFORMATION – Submitted by 
Dallas
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GUIDELINES FOR COMMUNICATING AND RECOGNIZING MEMBER AND 
FAMILY MEMBERS DEATHS AND HOSPITALIZATION – Submitted by Greater 

Kansas City

Urban Financial Services Coalition-Greater Kansas City 
Guidelines for Communicating and Recognizing Member and Family Members Deaths and 

Hospitalization

The communication and recognition of death and hospitalization of Members, Advisory Board 
Members, and family members shall be the responsibility of the Marketing Committee.  

Deaths

Communication 

As the Marketing Committee is notified via telephone, e-mail or media of deaths of paid 
members, Advisory Board members, and their immediate family members (parent, spouse, child, 
sibling), the related obituary information is immediately posted on the website and later in the 
semi-annual newsletter.  Individuals on the UFSC-GKC Members and Friends database are 
notified via e-mail of the deaths, funeral plans, and plans to send flowers or a charitable cash 
contribution on behalf of UFSC-GKC.

Recognition

Based on the information received, the Marketing Committee sends flowers or a charitable cash 
contribution, based on the surviving members' wishes.  The cost of the flowers or the amount of 
the cash contribution shall not exceed $50.  This amount does not include delivery fees and taxes 
associated with sending flowers.  The Marketing Committee shall submit a summary of 
benevolence expenses and all invoices to the Treasurer in time for the expenses to be included in 
the monthly financial statements submitted by the Treasurer to the Board of Directors' at its 
regular meeting.  The Treasurer shall maintain supporting documentation related to these 
expenses, both as a matter of record and to be used as part of the regular audit.

Hospitalization

Communication and Recognition

As the Marketing Committee is notified via telephone or e-mail of the hospitalization of paid 
members and Advisory Board members, flowers are sent to these persons on behalf of the 
UFSC-GKC.  The cost of the flowers shall not exceed $50.  This amount does not include 
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delivery fees and taxes associated with sending the flowers.  The Marketing Committee shall 
submit a summary of benevolence expenses and all invoices to the Treasurer in time for the 
expenses to be included in the monthly financial statements submitted by the Treasurer to the 
Board of Directors' at its regular meeting.  The Treasurer shall maintain supporting 
documentation related to these expenses, both as a matter of record and to be used as part of the 
regular audit.
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Parliamentarian Information

PARLIAMENTARIAN’S BEST PRACTICES – Submitted by Christy Bryant, UFSC 
National Parliamentarian
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Program Information

UFSC ATLANTA AND CARRIE STEELE-PITTS HOMES PROGRAM – Submitted by 
Atlanta

UFSC – Atlanta has a great partnership with a unique institution called the Carrie Steele-Pitts 
home.  Under the leadership of its executive director, Olivette Alison, Carrie Steele-Pitts is a 
private, nonprofit, and nondiscriminatory child caring agency that provides 24-hour state 
approved residency for neglected, abandoned, abused or orphaned children.  Through the 
services of caring, informed, and responsible staff, the home aims to maintain a family 
environment that fosters the physical, social-emotional, mental and spiritual development of each 
child.

UFSC- Atlanta has been a partner with Carrie Steele-Pitts home for over 8 years.  We enjoy our 
annual Back to School drive for them, as well as other great activities.  We recently partnered 
with the United Way for the Carrie Steele-Pitts annual field day. The day was an opportunity for 
the children to enjoy a day full of activities, games, and building camaraderie amongst 
themselves.  The Volunteers from UFSC- Atlanta and the United Way were responsible for 
ensuring that this was a day to remember for the children…. a day of fun, friends, and future 
positive memories.  

UFSC- Atlanta is committed to ensuring that we make at least 3-4 visits per year to Carrie 
Steele-Pitts home, and that we are available for special events whenever possible. 

Our contacts from UFSC-Atlanta are the Chapter President, Andre Sanders and the Chapter Vice 
President, Jibri Fox.  Andre and Jibri are key to ensuring that our partnership remains strong with 
this very important organization in the Atlanta community. 
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“REAL LIFE” PROGRAM – Submitted by Dallas

The “Real Life” Program is a joint project under Urban Financial Services Coalition-Dallas (UFSC-
Dallas) Youth Workshop Series and the ___________________________.

Purpose:  

The “Real Life” Program puts students in simulated “real life” financial situations by allowing them to 
make “real life” financial decisions.  This program will show the students:

- The importance of saving for the future.
- How to manage a budget by learning the difference between a “necessary expense” 

and an “I just want it! expense”.
- What does it mean to have a Good Credit Rating?
- How choosing a career can determine your standard of living.
- What does depositing, withdrawing and borrowing money from a bank mean?

Participants:
Students (elementary or junior high school)
Community Directors, Teachers, 
UFSC Members

Setup:

Students will be issued a “real life” career to act out during this six-week program.  Their career will 
list their average income, their expected bi-weekly average paycheck and their necessary expenses 
such as mortgage, rent, utilities, vehicle, insurance, etc.  Students acting out in their career role will 
have to make “real life” decisions about managing their debt based on their career income.  

Students will also set-up a simulated bank where students will act as Bank Managers, Tellers and 
Lenders.  Students will learn how to make deposits, withdrawals and about borrowing money.   
Students will learn:

- What does it mean to Borrow Money?
- What is an Interest Rate?
- Why it is important to maintain a Good Credit Rating?

End Result:

Most of parents agree that their children have no clue as how household expenses are managed. 
Students will learn first-hand how the household expenses are handled by managing their own money 
while learning about savings for the future, careers choices and accepting personal responsibilities.
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PAUL QUINN COLLEGE WORKSHOP SERVICES – Submitted by Dallas

Program Title:  Paul Quinn College Workshop Series – “All About the I.C.E.” – Inspired, 
Committed, Empowered

Project Need:  Dallas has a high ratio of undereducated citizens in minority community. Only 
12% of African Americans in Dallas have college degrees compared to 61% of the population 
for total Dallas citizens.   The central purpose of the Paul Quinn College Workshop Series is to 
expose students to professional African American role models. The goal is to fortify the benefits 
of a college education. The modules presented in the Paul Quinn College Workshop Series are 
designed to address areas where students are most vulnerable. They include financial literacy, 
health and welfare issues, job readiness, personal and workforce socialization and other issues 
that students face as they prepare for independence and self-sufficiency.  UFSC-Dallas will 
mentor Paul Quinn College students and encourage completion of their college education and 
enhance their technical, social and coping skills to prepare them for life after college.

In recent years Paul Quinn College like many small historically black colleges and universities 
has experienced reduced funding and consequently reduced staffing. The college solicits 
volunteer participation to support activities outside of its core curriculum. UFSC Dallas members 
are professionals in various disciplines across the financial services industry. In addition many 
UFSC members have expertise in other areas such as Human Resource Management and 
Information Technology and volunteer their services to support Paul Quinn College.

Project Description and Plan of Action:  The Paul Quinn College Workshops Series will include 
10 modules to be presented in two hour sessions on a monthly basis during the school year, 
beginning in August 2007 and ending in May 2008. Three modules will address Financial 
Literacy and seven modules will address General issues facing college students. Average 
attendance is expected to be 100 students per session. All presenters will be members of UFSC 
Dallas who will volunteer to be presenters for the workshops. There will be no paid positions. 
Module topics will be: 

Financial Literacy
- Budgeting: Geo or Jaguar?
- Debt & Credit Management
- Employer Investment Vehicles
Pay it Forward: Deposits in the Bank of Reciprocity
Giving Back: Reach One, Teach One - Volunteer Service to the Community
Dorm Room to Boardroom: Student to Employee Transition
Making a Good First Impression
- Professional
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- Socially
Resume Writing Workshop: Selling Yourself on Paper
Mock Interviewing: Leaving a Lasting Impression
The First 90 Days: Setting the Course for Future Success

Program Needs & Collateral:  Printing and Supplies, Program Materials, Refreshments, 
Incentives, Advertising and Marketing, Students Subscriptions to Wall Street Journal and Black 
Enterprise Magazine

Project Start Date:  August 15, 2007

Project End Date:  May 30, 2008

Total Project Budget:  $15,000.00
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MCMILLAN 20:  COLLEGE BOUND REACHING FOR THE POSSIBLE

  Submitted by Dallas

The Dallas Chapter of the Urban Financial Services Coalition (UFSC Dallas) is excited about 
what we hope will increase the chances of college enrollment and graduation of 20 very special 
students.  The program, “McMillan 20:  College Bound…Reaching for the Possible”.

Rosalind Smith, a teacher with J.J. McMillan gave her 2003 3rd graders an assignment to write to 
the Presidents and/or Chancellors of Historically Black Colleges and Universities for college 
information.  The students received personal letters, college memorabilia and an invitation to 
attend their college upon their graduation from high school.  When UFSC learned of the project 
and the impact of what could happen if you started college preparation at a young age, we 
wanted to be involved.  

We support the students and their parents with information, activities and financial aid that will 
be helpful increasing their chances for college enrollment.  UFSC Dallas will credit each student 
$200 per year until they are ready for college in 2012.  

UFSC – Dallas Chapter has committed to work with these 20 students and their parents in order 
for them to achieve their goals of enrolling in college.



Running Our Chapters Like A Business 35

UFSC Toronto
Mentoring Program

Mentoring Program

 Exposes Regent Park youth from Priority 
neighbourhoods to mentorship from successful 
minority financial professionals.

 Toronto chapter volunteers meet one-on-one with 
Grade 7 & 8 students for lunch at least once a 
month.

 Committee Heads, plan one event during the 
school year; Lunch & Learns

 Students plan an appreciation event for mentors at 
end of the school year
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Nelson Mandela Park P.S.

 FORMATION

 MAINTAINANCE

 GROWTH

Bank of Montreal: Lunch & Learn

 In an effort to give these promising minority 
students greater exposure to a corporate 
environment, BMO Financial Group has 
generously sponsored a lunch session at their 
head office.

 The lunch event included:
 Trading Floor Tour
 Sample Stock Chart
 Trading Game
 Prizes
 Lunch
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Our Recommendations

 Develop close relationships with a local School
 Have the following Forms completed:

 Police Check
 Volunteer Information Form
 Parental Consent (Permission Form)

 Marketing:
 Recruit Mentors 2 months prior
 Share Experiences at General Meeting (Mentors & 

School Teachers)

 Testimonials on Chapter website
 Advertisement in Local Magazines and Newspapers
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Scholarship Information

SCHOLARSHIP APPLICATION

  Submitted by Greater Kansas City
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SCHOLARSHIP APPLICATION – Submitted by Dallas

URBAN FINANCIAL SERVICES COALITION – DALLAS
(UFSC DALLAS)

P.O. Box 226991, DALLAS, TEXAS 75222
(214) 233-3932 Phone/Fax

www.ufscdallas.org

SCHOLARSHIP APPLICATION

PERSONAL DATA

Name
Last _____________________________ First __________________________MI ___________
Address
Street___________________________________________________ Apt #_________________

City _________________________________________ State_____________ Zip ___________

Email Address _________________________________ Contact Number __________________

EDUCATION DATA

High School Name
______________________________________________________________________________
Address
Street ________________________________________________________________________

City__________________________________________ State ____________ Zip____________

Anticipated Graduation Date: _____________________________________________________

Acceptance at College/University?      Yes   or    No  (Circle One)

College/University Applied to _____________________________________________________
______________________________________________________________________________

Career Goal ___________________________________________________________________
_____________________________________________________________________________
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Intended College Major __________________________________________________________

GPA:  
Senior Year of High School ___________
Junior Year of High School ___________
Current GPA: ___________

Student Signature __________________________________ Date ___________________

Parent/Guardian Signature ___________________________ Phone Number ___________

High School Counselor ______________________________ Phone Number ___________

High School Principal _______________________________ Phone Number ___________

ATTACHMENTS TO BE INCLUDED WITH YOUR APPLICATION
Verification Letter of Acceptance to College/University
Three (3) Letters of Recommendation from High School Counselor, Major Studies Teacher, 
Non-related Advisor, etc.
Transcripts from Junior and Senior Year
Essay on “My Career Goals:  How the UFSC Dallas Scholarship Will Help Me to Attain Them”
(Essay Maximum of 2 typed pages)

MAIL COMPLETE SCHOLARSHIP APPLICATION PACKAGE TO:

UFSC Dallas

P.O. Box 226991

Dallas, Texas  75222

ATTN:  Rosie Fayson, UFSC Dallas Scholarship Chair
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SCHOLARSHIP FLYER – Submitted by Greater Kansas City
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CONDITIONS FOR RECEIVING SCHOLARSHIP – Submitted by Dallas

                       CONDITIONS FOR RECEIVING THE SCHOLARSHIP

1. Scholarship will only be awarded to qualified applicants who are seeking to earn a degree 
or career in the financial services industry.

2. UFSC Dallas scholarship awards are to be used towards college expenses during the four-
year university or 2-year college term.  Once the scholarship is depleted, no more funds 
will be issued.

3. UFSC Dallas will issue the scholarship funds to a college account designated for the use 
of the scholarship recipient only.  No funds will be issued directly to the scholarship 
recipient.

4. Funds can only be used to pay for college room and boards, books, lab fees, classroom 
fees, entry fees and school supplies purchased through the college.

5. Scholarship Recipient must show proof of college acceptance and enrollment date before 
scholarship funds will be sent to the college.

6. UFSC Dallas reserves the right to contact the college to verify student’s current 
enrollment before issuing scholarship funds.

7. Fax, email or call for scholarship advance by contacting:

Urban Financial Services Coalition – Dallas
P.O. Box 226991
Dallas, Texas 75222
214-233-3932
214-233-3932 fax
emailus@ufscdallas.org
ATTN:  Scholarships
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Sponsorship Information

                SPONSORSHIP LEVELS – Submitted by Greater Kansas City

Greater Kansas City Corporate Sponsorship Levels

Sponsorship 

Level

Gold 

Level

$5,000

Silver

Level

$2,500

Bronze 

Level

$1,000

Program/Event 
Sponsor Level

$ Varies

Individual 

Level

$150

Annual 
Memberships

10 5 2 0 1

Invitations to 
Programs and 
Special Events 


(no cost 

for 
members)


(discounted 

cost for 
members)


(discounted 

cost for 
members) 


(cost for attendees)


(discounted 

cost)

Invitations to 
Holiday Reception

    One per 
member

Honored as UFSC-
GKC Corporate 
Partner at Holiday 
Reception 

Award Plaque Certificate Honorable 
Mention

Marketing 
Opportunities:

Corporate Logo and 
Link on UFSC-GKC 
Website 

Display of Corporate 
Logo at Programs 
and Special Events

Job Postings on 
UFSC-GKC Website

Opportunity to 
Address UFSC-GKC 
Constituency at 
Programs and 
Special Events 





Unlimited







Unlimited







Unlimited 
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SPONSORSHIP LEVELS – Submitted by Dallas
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Survey Information

WORKSHOP SURVEY – Submitted by Dallas

Workshop Survey

Name of the workshop: ___________________________________________________

Please evaluate this workshop. Fill in the corresponding circle next to the number that best describes 
your opinion.

1 = strongly disagree   2 = somewhat disagree   3 = neither agree nor disagree

4 = somewhat agree   5 = agree

The workshop met the stated objectives: 1 o        2 o         3 o        
4 o        5 o 

I learned something valuable that I didn’t know and can use in my everyday life:  1 o        2 o         3 o        
4 o        5 o 

The speaker was clear, interesting and easy to understand:              1 o        2 o         3 o        4
o        5 o 

I would like to see this speaker return: 1 o        2 o         3 o        
4 o        5 o 

I would recommend this workshop to others: 1 o        2 o         3 o        
4 o        5 o 
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Travel Information

TRAVEL INTINERARY – Submitted by Dallas

(NAME)_________________

Airline Information (One-Way or Two-Way)

Travel Confirmation: 

CONFIRMATION

Date Issued

Passenger Information

Party of 1 Dividend Miles # Ticket # Seat # 

Flight Itinerary 

Depart Flight # From To               Arrive Details
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07:05 AM

Sat, Feb 23

1831 DFW/DALLAS-FT. WORTH, TX

To Be Determined

           10:30 AM

           Sat, Feb 23

Meal: 

Class: Coach 

11:30 AM

Sat, Feb 23

           01:28 PM

           Sat, Feb 23

Meal: 

Class: Coach 

Hotel Information

Renaissance Dallas Hotel

Reservation for __________________________________________

 Confirmation Number: 

 Check-in: 

 Check-out: 

2222 Stemmons Freeway, 

Dallas, Texas 75207 USA 



Running Our Chapters Like A Business 50

Phone: 1- 214- 631-2222 Fax: 1- 214- 905-3814

Dear 

We are pleased to confirm your reservation with Renaissance Hotels and Resorts. Below is a summary of 

your booking and room information. Enjoy your stay at Renaissance--delightfully, dependably unique. Let 

Renaissance entertain you.

 Confirmation Number: 

 Your hotel: Renaissance Dallas Hotel 

 Check-in: 

 Check-out: 

 Room type: 1 King or 2 Queen 

 Number of rooms: 1 

 Guests per room: 1 

 Guest name:

 Reservation confirmed: Thursday, February 14, 2008 (03:43:00 GMT) 

 Guarantee method: Credit card guarantee, Visa 

Special request(s):

 •1 King Bed, Guaranteed 

 •Extra Towels, Request Noted 

 •Extra Feather Pillows, Request Noted 

 •High Floor Room, Request Noted 

Schedule Information

 Thursday, February 21, 2008 

 Arrive at DFW Airport at 2:00 pm
 Check into Renaissance Hotel (17 miles from airport)
 Leave Hotel for _______________________ at 4:30 pm (13 miles from hotel)
 Arrive at ___________________________ by between 5:30 & 5:45 pm
 Security Guard should direct you the ___________________________ on the 

left side of the _________________
 Workshop to begin between 6:15 – 6:30 pm
 Leave ____________________________ for Hotel between 8:00 – 8:30 pm

 Friday, February 22, 2008
 Leave Hotel for Lunch @ _____________________________ at 11:30 am (6 

miles from hotel)
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 Arrive at ______________________ @ noon 
 Meet with UFSC Dallas Members, ________________________________ 

(tentative)
 Leave _______________________ between 1:30 & 2:00 pm
 Arrive at Hotel at 2:30 pm
 Leave Hotel for Home of ______________________ at 5:30 pm (16 miles)
 Arrive at _________ between 6:00 and 6:30 pm
 Leave event at 9:00 pm

 Saturday, February 23, 2008
 Leave Hotel for Airport between 4:45 and 5:00 am
 Flight leaves at 7:05 am
 Arrive in ______________________________ at 1:28 pm

Directions

FROM AIRPORT TO HOTEL

FROM HOTEL TO ____________________________________

(PRINT MAPQUEST DIRECTION HERE)
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BRANDING & MARKETING
What brands instantly come to mind when you crave a soft drink, shop for sneakers or cheer for 
your favorite sport team.  If you said Coke™, Nike™ or the Lakers it because these brands have 
been etched into mind and often their brand names are interchangeable with the items itself.  
Some companies are so successful in marketing their brand image that just the mention of the 
brand name tells you what the product is.  The American Marketing Association 
(www.marketingpower.com) defines brand image as “the perception of a brand in the minds of 
persons. The brand image is a mirror reflection of the brand personality or product being. It is 
what people believe about a brand--their thoughts, feelings, expectations”.  

The key to branding the UFSC or Urban Financial Services Coalition name is to consistently use 
it in our marketing and advertising, tag all our outgoing communications with our official logo,
wear clothing tagged with our logo when hosting public events and brand our financial literacy 
programs. The UFSC National Board have taken steps to make it easier for Chapters to purchase 
official UFSC merchandise from our approved national merchandise marketing supplier Already 
Gear (www.alreadygear.com).

Already Gear has priced the most commonly ordered UFSC merchandise and apparel at a cost 
competitive with most wholesale and retail outlets.  Already Gear specializes in a wide range of 
promotional products and provides a large selection of quality products that fit our budget.  The 
strong relationships they have built with their manufacturers enable them to provide us with 
superior service while expediting your orders in a timely and efficient manner.  Already Gear 
backs up every product with unrivaled customer support and the latest imprint technology.  Our 
Already Gear Representative is:

                      

Myra Morris
myra@alreadygear.com

214-333-0180
214-331-5373 fax
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Business Cards
Business Cards are our calling cards in our everyday work life and they also serve as a branding 
tool to conduct business on behalf of our Chapters.  All Chapter Leaders conducting business for 
their Chapters should carry business cards with the UFSC logo and contact information of the 
Chapter.  Some recommended low-cost solutions are:

Prints Made Easy (www.printsmadeeasy.com) is an on-line printing service of competitively 
priced business cards and stationary service.  Their service lets you design your own card where 
you can select from hundreds of templates to fit your need.  Prices start at $17.99 or 100 double-
sided cards.

Office Max (www.officemax.com) Offers an on-line or in-store print store with business cards 
starting at $23.99 for 1,000 cards.   

Bizcard (www.bizcard.com) uploaded design cards start at $19.95 for 250 cards

VistaPrint (www.vistaprints.com) offers 250 free unlimited high quality full color business 
cards.  In order to take advantage of this free offer, Vista Prints requires:

 You pay the appropriate shipping/ handling charge applied to each order.

 Vista Print’s logo and tagline be printed on the back of your business card (there is a 
small fee to remove their logo and tagline from your free order).

All four sites have a stationary service where you can bundle and match your business cards, 
letterhead and envelope merchandise for a discount and save your Chapter money.

Website & Domain Services
Homestead Technologies, Inc. (www.homestead.com) is a provider of affordable, easy-to-use 
tools and services that help you create an easy, low-cost website. them tap the Web to compete 
more effectively and win more business.  Prices start at $4.99 per month for starter website and 
up to $49.99 per month for website, domain, email and traffic monitoring.

GoDaddy (www.godaddy.com) is the world's largest domain name registrar.  As an ICANN-
accredited domain registrar, Go Daddy has more names under management than any other 
registrar, offers products at prices up to 70% less than the competition and has 24/7 live 
customer service.

Google Apps (www.google.com/apps) is an easy and inexpensive way to get a custom domain 
and start building your business' online presence. Your domain will be automatically configured 
to work with Google services including Google Sites and Gmail for custom email addresses.  
Domain registration for one year are $10.00.
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Active–Domain (www.active-domain.com) offers free with new registration:

 No setup fee, sales tax or hidden cost

 Email forwarding addresses

 Unlimited URL redirections

 URL frame/cloaking

 Sub-domains or Host Names

 60 days of free trail web hosting (after trail period, prices start at $8.95 per month)

EarthLink – Website-Hosting (www.earthlink.net/offers/site-builder/) website builder can be 
done in less than 1 hour.  The FREE Website Builder is point-and-click simple. You’ll get a free 
domain name and all the hosting features you need.  The site also features:

 Free domain name for 2 years

 Free setup 

 Free 24/7/365 live phone support

 No contracts or hidden fees 

Yahoo Small Business Web Hosting (www.webhosting.yahoo.com/ps/sb/index.php) 
Offers low cost webhosting depending on your choice of 1-month term - $12.95/month; 3-month 
term - $8.96/month for the first 3 months, $11.95/month after; 12-month term - $7.46/month for 
the first 3 months, $9.95/month after.  One-time setup fee of $25.00 is waived for all terms.  The 
site also offers:

 Free, easy-to-use tools to build your web site
 Hosting of your web site 
 24-hour toll-free phone support 
 Unlimited disk space, which allows you to build as many web pages as you want
 Unlimited data transfer, which allows you to support as many visitors as you want
 1,000 business email addresses (such as jimhanks@learn2yoga.com)
 Unlimited email storage 

Marketing Sources
Facebook Advertising (www.facebook.com/advertising) offers and easy 5-Step process to 
setting up your advertising with prices that you control according to your budget.

Linkedin (www.linkedin.com) is an online network of more than 30 million experienced 
professionals from around the world, representing 150 industries.  It’s a great tool to keep your 
chapter members engaged with each other and it works as the new electronic business card for 
other seeking for you and your members.  Its most famous Linkedin member is President Barack 
Obama!
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Constant Contact (www.constantcontact.com) is a low-cost email marketing service that allows 
you to set up a database of email recipients to receive email blasts and communications from 
your chapter.  The site features hundreds of templates to customize your announcements and 
newsletters.  Constant Contact allows you to set up your chapter’s template and upload the UFSC 
logo and other pictures into your account where you can easily drop in news items and updates to 
quickly and timely send out your communication. Constant Contact offers:

 Free 60-day Trial

 No contract

 Unlimited emails to your email database

 Up to 5 images in your newsletter or email communication at no additional cost

 Automatic management of opt-ins, opt-outs and bounces

 Free unlimited customer support

 Hundreds of marketing and newsletter templates to choose from

 Pricing starting at $15.00 per month with a 20% discount for non-profits with a 6 month 
prepay

SurveyMonkey (www.surveymonkey.com) is an online survey tool that enables people of all 
experience levels to create their own surveys quickly and easily. SurveyMonkey gives thousands 
of people the feedback they need to make more informed decisions, including more than 80% of 
the Fortune 100.  Prices start at free to $200 per year.

Constant Contact Surveys (www.constantcontact.com/survey) offers a 60-day free trial for up 
to 100 survey responses.  After the free trial period, prices start at $15.00. 

Other Useful Branding Tools
Microsoft Templates (www.microsoft.com).  Select “templates” on this website for free 
hundreds of office forms, word and excel templates to create multimedia documents.

Animoto (www.animoto.com) is a web application that, with the click of a button, produces 
videos using images and music that a user selects.   Your photos from your chapter’s events can 
be made into a video has the impact of a movie with music and visual effects.

Muvee (www.muvee.com) is provides the quickest and easiest way of making great-looking 
movies and slideshows of our chapter’s events.  You can mix as many video, picture and music 
files together as you need in 3 simple steps.

Picasa (www.picasa.com) is a free downloadable photo service from Google.  Use this service to 
download chapter photos for archiving.
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INSERT
CHAPTER DEVELOPMENT 

GUIDELINES  
HERE
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COMMUNICATION

Communication with our Chapters is vital to the growth and camaraderie of our organization.    
Consistent communication, whether it is by email, newsletter, phone or meetings keep your 
members informed of the state of our organization.  

Electronic communication is the easiest and fastest way to timely distribute information to our 
members.  There are several no cost and low cost services available for your use. 

Constant Contact (www.constantcontact.com) – see “Branding and Marketing” for information 
on this service.

Evite (www.evite.com) is a free online invitations website.  Evite has meeting and event 
planning tools to help your chapters be more successful while saving time, paper supplies and 
postage.  Evite, allows you to set up an email database for quick distribution of your 
communication as well as allow you to drop in the UFSC Logo on your Evite.
Evite also features: 

 A feedback report showing who opened your Evite and when

 Hundred of free invitations templates

 Budget Estimator for calculating event cost

 Event Planner checklist

 eCards for sending thank-you cards after your events

Accessline (www.accessline.com) is a low cost way to obtain a phone, fax, 1-800 number or 
conference line for our Chapters.   Accessline is a full service voice mail system that instantly 
contacts you via an email or cell phone text message the moment you get a voice mail or fax.  
Callers can listen in and leave a voicemail message to a UFSC Chapter instead of members’ 
work voicemail.  Incoming voicemail messages and or faxes are re-routed to designated 
member’s work or personal email.  The designated UFSC members can listen to the voicemail 
messages or view a fax message on the computer and transfer the call via email or fax to the 
appropriate UFSC member.   This service sets up a virtual office and allows us to conduct our 
Chapters more like a business.  This is especially important when we are conducting business 
with corporate sponsors or potential members.  Accessline offers:

 No contract, no term commitment

 Voicemail and fax on one number

 Instant message alert

 Storage to save your voicemail messages and fax messages up to 60 days

 Forward voicemail message and fax via email
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 24-hour Free Customer Service
 $25.00 set-up fee with monthly local calls starting at $8.95 plus tax per month.

Free Conference Call (www.freeconferencall.com) is a free conference call service  requiring 
only a name and email account to set up a conference call number for your chapter.  There is no 
contract, no fees and no services charges.  Only normal long distance charges by each caller’s 
carrier applies.  There will no bill or charges from Free Conference Call for the service.  The 
service also includes recording of your conference call for playback.   

GoToMeeting (www.gotomeeting.com) is a web conferencing tools that allows you to meet 
online rather than in a conference room.  It allows your chapters and its members to do more and 
travel less.  You can try it for free with prices for the service starting at $49.00 a month or 
$468.00 a year. way to bring your members or committee together without actually meeting in 
one place.  
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LEGAL DOCUMENTATION
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SPONSORSHIP/FUNDRAISING

What Does Your Sponsorship Package Look Like?

Are you producing a sponsorship package that best represents what your chapter is doing in your 
community?  Are you clearly communicating the need for the type of services your chapter 
provides?  Are you highlighting your signature programs to potential sponsors and detailing 
specific funding needs?   Here are some tips and questions to ask yourself before you mail your 
sponsorship request:

1. Does your Sponsorship package identify a specific program for funding that clearly
defines it is a “financial literacy program”, “directed to the education of youth”, 
“provides information to senior citizens” or highlight your chapter’s signatures program?

2. Does your Sponsorship Package include a copy of your 501(c)3?

3. Does it have your chapter’s latest financials including a current 990?

4. Does it contain your Chapter’s Mission Statement and a list of your Chapter 
accomplishments?

5. Does it contain a list of your Directors?

6. Does is contain proof that the recipients of your services are in LMI areas?

7. Does it contain a slick graphic of pictures with subtitles highlighting your event?

8. Does is contain thank you letters or recommendation letters from other joint partners or 
sponsors?

9. Does it contain a grid of Sponsorship Levels?

10. Is your copied data clear and streak-free?

11. Finally, did you package all your information in attractive presentation folder that is color 
coordinated? 
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Sample Sponsorship Letter (Potential Sponsor)

Dear  Sponsor:

The ____________ Chapter of the Urban Financial Services Coalition (UFSC_______) is 
requesting your financial support for programs and activities that benefit inner city youth, college 
students and urban neighborhoods and communities.  Through our 501(c)3 non-profit entity  
UFSC ____________, an organization of minority professionals in the financial services industry 
has a mission to “provide professional development programs, support educational advancement 
and promote economic empowerment for its members and minority/urban communities”.  UFSC 
____________ is an affiliate of the national Urban Financial Services Coalition, which has over 
21 chapters throughout the United States and Canada.

UFSC members bring considerable expertise, experience and knowledge of financial services 
and products to underserved communities.   Our members and volunteers are actively engaged in 
providing and promoting the following programs and activities:

 Financial Literacy Workshops
 Financial Awareness Information Sessions for Senior Citizens
 Professional Development Seminars
 Scholarships for High School Seniors and College Students
 Community Services Initiatives
 Mentoring Programs for Youth and Young Adults

Our _____________________________________________ Program is our Mentoring Program
(give a brief description of your chapter’s signature program).    (Finish with a belief statement 
such as this) We believe that continuous encouragement of our students in the early grades to get 
a college education will increase the likelihood of them attending.

If you have any questions or need more information about our exciting programs, please contact 
our Chapter President, ___________________ at ___________________.  Thank you for your 
consideration, we look forward to your support.

Sincerely,

Chapter President
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Sample Partnership Letter (Current Sponsor/Partner)

Dear Partner:

As a Partner with Urban Financial Services Coalition - _________ (UFSC _______), we are 
pleased to provide you information about our mentoring program, ________________________.   

Since 1978, UFSC ______________ has provided financial literacy for community groups and 
individuals in low-to-moderate income areas and professional development for those seeking to 
advance their career within the financial service industry.  The 
________________________________ is our mentorship program (give a brief description of 
your chapter’s signature program)..

Some statistics about the students and their parents in the program:

 All the students live in a low-to-moderate (LMI) area in __________________.  A 2005 
U.S. Census Data report shows that the… (provide data to show proof of low-to-
moderate income stats).

 Over ____% of our students/families receive of public assistance whether it through the 
lunch program at their school or outside public assistance.

 Many of our students live in a single parent household.

_________________’s continued commitment to UFSC ___________________ and the 
___________________Program will help ensure that these students attend college and give back 
to their community.   Thank you for your support both now and in the future.  If you have any 
questions, please contact our President ______________________ at ______________.  

Sincerely,

Chapter President
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UFSC COMMUNICATION &
NATIONAL INFORMATION


