
PHILANTHROPIC CHAIRMAN

Be sure to read the General Procedures section of these Guidelines. It contains important information pertaining to all Board positions.
Voting Member of: General Board

Primary Duties:

1. Act as a resource to Chapters and Districts as they plan their Philanthropic programs.
2. Coordinate with the Easter Seals and St. Jude Coordinator to assure that Chapters are informed of the activities of the State Projects.
3. Obtain the IRS Business rate for mileage for the current year in which reports are filed.  Inform all chapter of the rate.
4. Receive the year-end Philanthropic Report from the Chapters and compile.

5. Serve as Head Judge, as provided in the State Awards Rules, for the Philanthropic Awards.
Check the ESA website www.epsilonsigmaalpha.org for updates on the Philanthropic IC reporting form, allowed mileage, guidelines and most frequently asked questions. 
The Philanthropic annual report is not an option. That report is what validates ESA’s standing as a non-profit group. 

CALENDAR CHECKLIST

April/May/June/July:
1. Review the predecessor’s files. 

2. The final report to IC is not due to the IC Philanthropic Chairman until June 10th. Obtain a copy of your predecessor’s Year-end Report sent to IC, along with all the originals of the Chapter reports that support the State Philanthropic Report, and place them in the files.
3. Assure that the most current Philanthropic Report Form is in the President’s Yearbook. (Look for the forms on the ESA website after July IC Convention) 
4. Write an article for the Grapevine 
August/September: 
1. If asked, present a Workshop at Leadership. 
2. Communicate with the State President, Easter Seals Chairman and St. Jude Coordinator regarding the Leadership Meeting. Coordinate with them to avoid duplication. 
3. Prepare written information to share with individual Chapters and Districts during a Workshop at Leadership or as a handout for the mailboxes.
4. Familiarize yourself with Philanthropic “most asked questions” (ESA website) for discussions at Leadership.

5. Prepare a report for Leadership with copy for the President and Recording Secretary.
October
1. Check in with Chapters to see if there are any questions regarding the reports and encourage all of them to submit the report.
2. Prepare articles for the Grapevine      
3. Make yourself available to speak with Chapter and/or District meetings about the Philanthropic program.
March  
1. Inform all chapters of the IRS Business Rate for mileage for the current year in which the report is filed.
April:
1. The Chapter report filing deadline is April 1st and only those chapters meeting that filing deadline are considered eligible for the Philanthropic Awards at State Convention. However, other reports received after those dates are included in the totals sent to IC in Oregon’s Year-end Report.
2. All entry envelopes should be kept until after Convention in case of a question of eligibility. Write on each one the date you received the forms. Postmarks are not always posted now. 
3. All Chapter totals should be double checked for accuracy. 
4. Pull out the Easter Seals hours/monies/miles, St. Jude hours/monies/miles and Hope for Heroes hours/monies/miles and forward to those Chairmen; they need those totals to complete their awards. Confirm that they have received them.
5. Taking each chapter’s totals for Hours, Money, and Miles and dividing that number by the number of members in that chapter establishes the Philanthropic Awards. Use past files for reference.

6. After judging, send the names of all winners to the Awards Chairman, she will provide the signed Certificates to be awarded at State Convention.  

7. Coordinate with the Awards Chairman and President regarding when the Awards will be presented. Prepare your presentation. 
8. Prepare final report for Convention, one copy to the President and one to the Recording Secretary. 
9. Prepare files and take to Convention to turn over to your successor. Include copies of all communications, with the exception of the final Philanthropic Report to IC and the actual Chapter reports that support that report. Those are to be sent to your successor after June 10th.

June:
1. Complete the final State Philanthropic Report and send to the IC Philanthropic Chairman by June 10th (due the 15th). Form is found on the ESA website. 
2. Send a copy of that filing, along with all supporting documentation for the report, to the new Oregon State Council Philanthropic Chairman.
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