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Article 1 -- Name and Organization 

 
The name of this nonprofit corporation is Friends For the Dearborn Animal Shelter  (hereinafter referred to as 
the Friends).  The corporation was organized and incorporated pursuant to the provisions of the Michigan Act 
162, Public Acts of 1982, Michigan Department of Commerce – Corporation and Securities Bureau, on August 
19, 1993 (#705-917). 
 
 
Article 2 – Purpose and Mission 

 
The purpose  for which Friends For the Dearborn Animal Shelter has been organized, as set forth in the Articles 
of Incorporation, is to help the animals through the Dearborn Animal Shelter (hereinafter referred to as the 
Shelter) by: 
 

• Providing loving care for animals at the Shelter,  
• Reuniting lost pets with their owners,  
• Securing quality adoptions for animals,  
• Raising money to assist with medical and other care, 
• Increasing public awareness about the Shelter and good animal care practices, and  
• Assisting the community where appropriate in animal related needs. 

 
The Mission  Statement is: 
 

Provide loving care and sanctuary to animals,  
encourage adoptions and reunions, and 

promote respect, responsibility, and compassion for all animals. 
 
The Slogan  is:   

Animals Are the Heart of Our Mission 
 
 
Article 3 – Board of Directors 
 
Function  
 
The management of the Friends will be vested in a Board of Directors consisting of 6 Officers and a maximum of 
35 additional positions.  The function of the Board is to: 

• Uphold the Mission of the Friends 
• Exercise the corporate responsibilities and fiduciary duties consistent with applicable provisions of 

law 
• Transact business in accordance with the Friends Bylaws, Policies, and Strategic Plan; 
• Develop an annual strategic plan including budget and monitor progress against the plan; 
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• Establish and maintain major administrative policies governing the affairs of the Friends that provide 
for growth and development; 

• Promote the humane treatment of all animals and ensure quality homes for 100% of the adoptable 
animals at the Shelter; 

• Oversee the management of the Shelter facility; 
• Coordinate, support, and monitor all volunteer activities; 
• Institute projects and appoint project leaders; 
• Develop and maintain effective donor management policies and procedures 
• Review, modify, approve, and ensure the success of all fund raising activities; 
• Liaison with and be responsive to the City of Dearborn; 
• Be committed to maintaining high quality financial records and ensuring that all government-

reporting requirements are satisfied.  
• Determine audit and any personal bond requirements. 

 
Powers and Authority  
 
The business and affairs of the Friends and all corporate powers will be exercised by or under authority of the 
Board of Directors, subject to limitations imposed by Michigan Act 162, Public Acts of 1982, the Articles of 
Incorporation, or these Bylaws to action which requires authorization.   
 
Board Member Requirements and Election   
 
In order to be considered for Board membership, an individual must: 
 

• Have actively participated with the Friends for at least one year -- 100 hours or more of service per year 
as agreed by the current Board.  Exceptions to this requirement may be approved by a majority of 
attending members at any Board meeting or a majority affirmation in response to an email. 

• Make a personal commitment to assume and fulfill required responsibilities as stated in the Board 
Member Commitment Agreement section. 

�  Be able to work electronically utilizing the Friends web site, email, and related Microsoft tools (Word, 
Excel, etc.).  maintain current Member information on this site, and log my volunteer hours worked on 
behalf of the Friends to the www.dearborn-animals.com (or through an email to the Volunteer Director). 

 
 
Any person meeting the requirements for a Friends Board member may submit an application to join the Board 
at any time.  Any Board member may recommend nomination of a person to the Board.  The Executive 
Committee is responsible for reviewing all nominations and proposing a vote to the Board.  The Board of 
Directors fills any vacancy by a majority vote of attending members at any Board meeting or by a majority 
affirmation in response to an email nomination. 
 
Board Member Commitment Agreement   
 
As an acting Board Member of the Friends, each person must recognize and agree to the following commitment: 
 
1. Mission : 

�  I will commit to memory and support enthusiastically the mission of the Friends. 
�  I will work continuously, in whatever capacity, to find quality homes for all adoptable animals. 
 

2. Governance : 
�  I will become familiar with, and abide by, the Friends Bylaws and Policies.  
�  I will review and become knowledgeable about key Friends information including annual reports, 

budgets, and any other pertinent reports. 
�  I will prudently and proactively fulfill my responsibilities and objectives as a Board member, not only for 

my specific position but also to the entire organization regarding any and all aspects of the Friends and 
its programs and fiduciary health.  
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�  I will participate in the strategic planning process to establish annual goals and the plans to achieve them 
for the Board and the Friends.  

�  I will actively serve on at least one of the three Board operating Committees to own and fulfill my share 
of these goals and plans. 

�  I will support all the decisions passed by the Friends Board, even if I voted against a particular motion.  
In my role as a Friends Board Member, I will put aside my personal agenda to focus on what is healthy 
for the animals – and the organization.  

�  I will work with the Director of Volunteers to enlist any volunteers needed to staff the project teams I 
need to meet my strategic objectives and tactical requirements.  I will ensure the successful 
coordination, retention, and recognition of these volunteers for the work that they do for my projects. 
 

3. Volunteer Time and Financial Commitment : 
�  I agree to donate 500 points annually.  A point is equivalent to one dollar or one hour of volunteer time.  

At least 50% of this donation must be in time.  In addition, I will make what is, for me, a significant 
financial contribution each year to the Friends.   

�  I will make every effort to attend all Friends Board meetings (requirement is 5 out of 6) and all meetings 
of the Committees upon which I serve (requirement is 80%).  

�  I will maintain current contact information with the Board Secretary.  
�  I will record all my volunteer hours worked and submit this record to the Director of Volunteers upon 

request. 
 
4. Public Relations : 

�  I will represent the Friends at outside functions with pride and dignity.  I will make sure to be 
knowledgeable about the Friends and its programs in order to serve as an informed ambassador.  

�  I will work to engage, energize, and recognize all those associated with the Dearborn Animal Shelter – 
adopters, staff, volunteers, and donors. 

�  I will actively recruit additional donors and additional donations from existing donors and be familiar with 
the names and giving histories of higher-end donors. 

�  I recognize the need to raise money to fulfill the objectives of the Friends and regardless of my other 
responsibilities, will also participate in fundraising efforts on behalf of the Friends.   

 
Meetings  
 
Board meetings are held semi-monthly in accordance with the schedule in the Board Operating Policy. Board 
business may be conducted with a majority vote of attending members.  Non-attending members may send 
proxy-voting authority with an attending member from their Committee.  Additional meetings may be held to 
manage operational considerations.   Decisions requiring emergency action may be made by any three Board 
Officers and reported to the Board at the next meeting. 
 
Term of Office and Leaves of Absence  
 
Board positions are held until death, resignation, or removal.  A Board member may be removed for failure to 
meet the responsibilities of their Board position or for failure to adhere to the spirit of the Friends organization.   
 
The Executive Committee reviews Board member performance semi-annually or as requested by the Director of 
Volunteers.  Any non-performing Board member is first consulted and offered an opportunity to bring their 
performance into compliance.  Failing this, the Executive Committee may make a recommendation to the Board 
to retire a Board member.  A unanimous vote of the Board Officers is required to retire a Board member. 
 
A Board member may request a leave of absence for a specific period of time.  A formal leave must be 
requested of the associated Committee Chair and approved by a majority vote of the Executive Committee.  Any 
Board member should, to the best of their ability, secure other Board members to enact their responsibilities 
during their absence. 
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Board Positions:  
 
Officers  
 
The seven (7) Officers of the Board have the following requirements and responsibilities: 

1. President and Board Chair 
2. Executive Director 
3. Medical Director 
4. Treasurer and Finance Director 
5. City Relations 
6. Vice President – Major Event Fundraising 
7. Vice President – Community Fundraising 

 
1.  President and Chairperson of the Board: 

Position Requirements: 
�  Demonstrated commitment over time to the Friends 
�  Previous experience with the successful management of large organizations 
�  Significant experience with other Friends Board positions 

Position Responsibilities: 
�  Principal Executive Officer 
�  Overall coordination of Friends 

o Strategic direction 
o Overall activities 
o Fulfillment of annual objectives 
o Calendar 

�  Overall coordination of Board of Directors 
o Coordination with Board Development Director for member acquisition, coordination, responsibility, 

and fulfillment 
o Coordination with Board Secretary for meeting coordination and record keeping 

�  Overall Coordination of Friends Charter  
o Mission 
o Vision 
o Bylaws 
o Guiding Principles and Policies 
o Trifold 
o Website  

�  Chairperson for the Board Executive Committee 
�  Chairperson for the New Dearborn Animal Shelter Committee 
�  Development of annual Strategic Plan 

o Coordination of strategic goals 
o Coordination of annual objectives 
o Coordination and publication of consolidated Annual Report 

�  Coordination with City Relations Director for City contract renewal 
�  Coordination with Shelter Executive Director for staff salaries, bonuses, and benefits 
�  Review of externally distributed materials 
�  Signature authority on Friends bank account 

 
2.  Executive Director: 

Position Requirements: 
• LVT - Licensed Veterinary Technician with knowledge of common diseases, knowledge of basic 

medications, and euthanasia experience 
• 3 years experience in either an animal shelter or veterinarian hospital with animal  management 

experience -- care/handling, understanding of Shelter processes, and knowledge of Shelter legal and 
regulatory requirements 
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• 2 years experience in managing an operation/business with vendor/purchase experience, money 
handling/accounting/management/budgeting, and inventory experience 

• Exceptional interpersonal skills with people management experience and public management 
experience 

Position Responsibilities: 
�  Serve as President in the event the President is unable to participate 
�  All Shelter activities: 

�  Animals 
- Intake 
- Maintenance 
- Maintenance and calling on lost, found, and wish lists 
- Interface with and coordination of local veterinarians 
- Behavior Modification 
- Foster Care 
- Adoptions 
- Adoption Follow-up 

�  Staff 
- Overall management 
- Hiring and termination 
- Development and maintenance 
- Performance assurance 
- Authorization and coordination of salaries and benefits 

�  Coordination with animal control including dispatch and cruelty investigation 
�  In-Shelter volunteer coordination 
�  Facility coordination 

�  Financial: 
�  Budget and expenses 
�  Bill paying 
�  Control cash and bank deposits 
�  Signature authority on Friends bank account 

�  Community: 
�  Coordinate Satellite Adoption programs and Adoption Promotions including PetFinder 
�  Coordinate adoption promotions – newspapers, flyers, media, etc. 
�  Review of all external material involving the Shelter 

�  Chairperson for the Animal Committee. 
�  Serve as a member of the Executive and New Shelter Committees 

 
3.  Medical Director 

Position Requirement:  The Medical Director must be a licensed veterinarian with an operational veterinary 
clinic in the Dearborn area. 
Position Responsibilities 
�  Serve as the Primary Shelter Veterinarian 
�  Shelter: 

o Definition and amendment of animal-related processes and policies with Executive Director 
o Process execution oversight – vaccinations, medications, housing, etc.  
o Authentication of adherence to approved processes 

�  New Dearborn Animal Shelter (with Executive Director) 
o Requirements specifications, design oversight, equipment determination, and approval  
o Determination of procedures and processes  
o Veterinarian selection, development, and performance  
o General oversight of Clinic operation  

�  Cruelty documentation and associated legal requirements 
�  Serve as member of the Executive, Animal, and New Shelter Committees 

 
4.  Treasurer and Finance Director 
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Position Requirements:  Previous corporate financial management experience or CPA.  Position also 
requires experience and education in accounting, state and federal taxes, and spreadsheet and financial 
software.  Position also requires knowledge of nonprofit corporation licensing and reporting requirements. 
Position Responsibilities: 
�  Creation of annual budget 
�  Manage Friends bank account and reconcile monthly 
�  Coordination and reporting of performance against budget 
�  Compilation of income statement and balance sheet 
�  Approval of spending 
�  Quarterly reporting to Board 
�  Handle all required legal filings and reports including IRS 
�  Ensure fulfillment of all audit requirements 
�  Signature authority on Friends bank account 
�  Keep up-to-date financial records 
�  File all government reports and tax returns on or before the due date 
�  Prepare annual operating budgets 
�  Review financial statement operating results quarterly  
�  Review operating results vs. budget quarterly 
�  Review event level operating results  
�  Ensure financial controls are in place 
�  Ensure proper insurance coverage is in place 
�  Recommend annual level for the City of Dearborn subsidy 
�  Ensure adequate return on working and reserved capital 
�  Serve as a member of the Executive Committee 
 

5.  City Relations: 
Position Requirement:  Police Department Sergeant responsible for the Shelter 
Position Responsibilities: 
�  Coordinate all interaction with City activities – Mayor, City Council, Police Department, Legal, Finance, 

etc. for Friends, Shelter facility, and new shelter 
�  Review of all external material involving the City 
�  Lead Contract renewal process 
�  Serve as a member of the Executive Committee   

 
6.  Vice President Major Event Fundraising:   

Position Requirement:   
�  Demonstrated commitment over time to the Friends 
�  Previous experience with fundraising, marketing, and sales 
�  Recognized networking into the community 

Position Responsibilities: 
• Chair the Major Event Fundraising Committee and ensure adherence to all Bylaws and Policies 
• Deliver against shared goal of meeting the annual budget requirements for major event fundraising 
• Oversight of all major event fundraising activities including Critter Invitational Golf and Black Tie & Tails 

including the associated auctions, and the Detroit Lions Calendar. 
• Serve as a member of the Executive Committee 

 
6.  Vice President Major Event Fundraising:   

Position Requirement:   
�  Demonstrated commitment over time to the Friends 
�  Previous experience with fundraising, marketing, and sales 
�  Recognized networking into the community 

Position Responsibilities: 
• Chair the Major Event Fundraising Committee and ensure adherence to all Bylaws and Policies 
• Deliver against shared goal of meeting the annual budget requirements for major event fundraising 
• Oversight of all major event fundraising activities including Critter Invitational Golf and Black Tie & Tails 

including the associated auctions, and the Detroit Lions Calendar. 



Friends For the Dearborn Animal Shelter – Bylaws (continued)                                                         
 

 
S. Cote – Created: 3/28/94, Printed: 07/17/06, 9:46 AM – Page 8 of 20 

• Serve as a member of the Executive Committee 
 
 
 
Board Directors 
 
In addition to the Officers, up to an additional thirty-five (35) persons may serve as Directors on the Board.  
Director positions include: 
 

Committee Responsibilities 
Animal Committee:  
1. In-Shelter Cat Team  Provide Cat Care Crew Team Orientation, assist volunteers in becoming dedicated 

cat cuddlers, contribute to overall cat processes and procedures 
2. In-Shelter Dog Team Provide Dog Walking (S.I.T.) Team Orientation, assist volunteers in becoming 

dedicated dog walkers and socializers, contribute to overall dog processes and 
procedures 

3. Offsite Adoptions Coordinate Friends and MAAN offsites, including Zoo Do, Home 4 the Holidays, and 
having animals at Friends events (BTT, Golf, etc.) 

4. Adoption Promotions Responsible for Adoption Flyers, Phoning (lost, found, wish), Newspaper Pet of the 
Week, PetSmart cat placements, new ideas, etc. 

5. Adoption Follow-ups Work to ensure successful adoptions through phone follow-up, questions handling, 
and follow-up mailings.  Help ensure all adoptors are added to Friends database. 

6. Education  
 

Provide the community with responsible pet ownership information and skills by 
coordinating and/or conducting classes and presentations.  This includes the general 
population 
, schools, retirement communities, and annual updates to other service groups.  
Maintain educational materials available at the shelter and the Education section of 
the Friends web site.  Ensure that all training, presentations, and other materials are 
first approved by the Medical and Executive Directors.  

7. Community 
Outreach 

Coordinate structured Friend-raising and community service events including  
sterilization clinics, microchip clinics, Dearborn’s Memorial Day parade, etc.  
Recommend, establish, and successfully complete any other community events 
relating to overall community awareness regarding animal adoptions. 

8. Disaster 
Preparedness 

Create and implement a strategy in cooperation with local agencies and veterinarians 
to ensure preparedness for both the shelter animals and the facility as well as owned 
animals in the community. 

Development 
Committee 
9. Appeals and 

Auctions 
– Appeals:  Achieve annual budgetary target for appeals.  Draft, gain approval of, 

oversee mailing, and compile relevant response data for Spring, Holiday, and any 
additionally planned mailed appeals. 

– Auctions:  Achieve budgetary target for appeals.  Secure, manage, and recognize 
the donors for all items to be offered for auction. 

10. Merchandise   Achieve annual budgetary target for merchandise.  Conduct merchandise sales at 
Friends events and other venues including Dearborn’s Art on the Avenue and 
Homecoming.  Own the Online Shoppe portion of the Friends web site. 

11. Lions Calendar Achieve annual budgetary target for the Lions Calendar. This involves the Lions 
liaison, creation and approval of the calendar content, marketing, and sales.   

Events:  
12. Black Tie & Tails Achieve annual budgetary target for the annual Black Tie & Tales event.  Coordinate 

all related activities including date, location, mailings to and recognition of sponsors 
and attendees.  Also includes the vehicle raffle and related ticket sales, drawing, and 
fulfillment.   Coordinate with the Director of Appeals and Auctions for related auction 
items. 

13. Critter Invitational  Achieve annual budgetary target for annual Critter Invitational Golf Outing.  
Coordinate all related activities including date, location, mailings to and recognition of 
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sponsors and attendees.  Coordinate with the Director of Appeals and Auctions for 
related auction items. 

14. Tier 2 and 3rd Party 
Activities 

Achieve annual budgetary target for Tier 2 and 3rd Party Activities.  This includes 
coordination of donation jars and Tier 2 events as well as the promotion of and 
providing a presence for 3rd party events. 

New Shelter Committee   
15. Campaign Manager Maintain and achieve plan and schedule for capital campaign, grant writing, in-kind 

donations, building planning and construction, and associated events.  Work with 
associated other Directors to achieve objectives.  Recommend the addition of 
Special Board members as needed to ensure successful completion of the new 
shelter facility – to be approved by the Executive Committee.   

16. New Shelter Special 
Programs 

 

– Stray Cat Strut:  Includes coordination of cat design and manufacture, 
sponsorships, artists, display, auction, and associated events.  Reports to New 
Shelter Committee, matrix to Development for donor management.   

– Bricks & Benches:  Includes program design and pricing, sponsorship sales and 
recognition, and coordination with the building team for actual placement. 

Shared Support Shared membership of Animal, Development, and new Shelter Committees. Meeting 
Attendance as indicated.  May be invited to attend other meetings as needed. 

17. Development 
Director 

Refer to the detailed position description in Article 4. 

18. Legal Provide guidance and advice to help ensure all Friends activities are above board 
and ethical 

19. Marketing • Plans and directs advertising, public relations, and promotional campaigns and 
strategies. Develops media relations policy.  

• Directs the production of printed publications. Writes materials for and directs the 
layout of informational materials such as newsletters, bulletins, pamphlets, 
directories, and posters.  

• Produces and/or directs radio or audio-visual productions. 
• Develops the material and script, and oversees production. 
• Oversees any use of contracted advertising. 
• Review and approve for all publicly released material. 
• Attends Animal and Development Committee meetings. 

20. Public Relations • Plans and directs public relations and strategies. Develops media relations 
policy.  

• Initiates, develops, and maintains media and public contacts for disseminating 
information. Researches and writes news releases. 

• Recommends public relations course of action in crisis and in routine public 
relations situations. 

• Identifies potential public relations problems and advises company officials of 
appropriate preventative actions. 

• Coordinates ceremonies, press conferences, and other events or special 
projects. 

• Oversees any use of contracted public relations. 
• Review and approve for all publicly released material. 
• Attends Development and Animal Committee meetings.   

21. Secretary �  Prepares agendas, attends, and captures minutes (including task lists) for all 
Board and New Shelter Committee meetings. 

�  Coordinates with Animal and Development Committee minute takers to collect 
and store all Committee minutes. 

�  Maintains Board contact information. 
�  Maintains Strategic Consolidated Calendar 
�  Ensures collection and retention of all intellectual capital  
�  Collects and distributes other Committee minutes  

22. Technology  o Responsible for in-shelter computers and software, donor management software, 
Friends web site, and other uses of technology. 
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o Attends Animal Committee meetings 
23. Volunteers  o Responsible for the recruitment, orientation, database maintenance, position 

descriptions, position assignments, ongoing training, performance, and 
recognition of volunteers and associated reporting. 

o Responsible for Board Development - the recruitment, nomination, orientation, 
mentor assignment, ongoing training, performance, and recognition of Board 
members. 

o Attends Animal and Development Committee meetings 
 
Special Board Members  
 
Special Board Members may be elected by a majority vote of attending members at any Board meeting or by a 
majority affirmation in response to an email nomination.  Special Board Members are defined as those who join 
the Board to fulfill a specific purpose for a limited time.  Special Board Members are expected to: 
 

�  Enthusiastically adhere to the mission of the Friends For the Dearborn Animal Shelter. 
�  Abide by the Friends Bylaws and Policies.  
�  Proactively fulfill their specific responsibilities and objectives as a Board member. 
�  Record and submit volunteer hours worked.  
�  Represent the Friends with pride and dignity. 

 
Special Board members are invited to, but not required to attend Board meetings and do not have Board voting 
rights. 
 
 
Board Committees  
 
Three operating committees manage the work of the Friends with oversight from the Executive Committee.  
Committees meet at least every other month. 
 
Executive Committee 
 

Chair:  Board President 
Strategic Goal:  Ensure the success and continually improve the overall operation of the Friends 
organization. 
Tactical Responsibilities: 
�  Membership is Board Officers with invited attendance of the New Shelter Director, Development 

Director, and Secretary. 
�  Business Strategy including:   

�  Coordinate the annual Strategic Planning and the January Volunteer Engagement meeting 
�  Target objectives, calendar, and recommended tactics (revenue models, marketing plans, etc.) to 

achieve the plan 
�  Monitor performance against previously established plans and adjust as necessary using 

green/yellow/red system 
�  Handle any issues that Committees are not able to resolve or refer them to the Board 
�  Oversight Responsibilities: 

�  Committee Performance 
�  Shared Support Directors  
�  Financial Health  
�  City Relations  
�  Shelter Staffing 
�  New Shelter  

�  Report to the Board 
 
 
Animal Committee 
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Chair:  Executive Director 
Strategic Goal:  Ensure that 100% of adoptable animals are saved. 
Tactical Responsibilities: 
�  Assist the Executive Director with any Shelter operational requirements – animals, adoptions, staffing 

needs, customer satisfaction, facility maintenance, etc. 
�  Plan, execute, and ensure the success of all animal and Friend-Raising Community Events including 

adherence to Friends policies:  
�  Offsite adoption events including adherence to Friends policies 
�  Friend-Raising Events – Dearborn Memorial Day Parade, Microchip Clinic, Spay, Neuter Clinic 
�  All national animal holidays 

�  Own and ensure accuracy of the Adoption, Shelter, Wish List, Education sections of the web site and 
contribute appropriate entries to the Calendar and News sections 

�  Plan and execute community outreach and education activities: 
�  Own and maintain the Adoption Package given to new adoptors 
�   Presentations to service clubs, schools, corporations, senior activities, etc.   
�  Organized educational activities including schools, dog training, etc. 

�  Ensure appropriate publicity for all events and objectives 
�  Provide reports to monthly Executive Committee meetings and to Board meetings 

 
 
Development Committee 
 

Chair:  Vice President 
Attain Strategic Goal:  Ensure that the operational funding requirements for Development are met 
Tactical Responsibilities: 
�  Create an annual strategy of fundraising actions to fulfill financial requirements 
�  Own and ensure successful completion of all Tier 1 and Tier 2 events: 

o Secure event leader. 
o Ensure event conforms to the Standard Event Policy. 
o Approve event budget. 
o Inform and coordinate with revenue activity owners including participation in planning 

reviews for major fundraising activities. 
o Ensue that attendee, sponsorship, and budget objectives are met. 

�  Obtain auction items for related events and oversee event distribution, auction coordination, advertising, 
revenue generated, etc. 

�  Conduct two (2) Appeals a year – Spring and Holiday 
�  Initiate and oversee other fundraising activities needed to achieve budget goals: 

�  Sponsorships and underwriting opportunities 
�  Merchandise – ensure appropriate items are being offered and that budget objectives are met 
�  Donation Jars 
�  Miscellaneous other activities as determined by this Committee and approved by the Board 

�  Provide reports to monthly Executive Committee meetings and Board meetings 
 
New Shelter Committee 
 

Chair:  New Shelter Director 
Attain Strategic Goal:  Attain necessary funding to break ground on a new shelter in 2006 with oversight of 
building design and construction. 
Tactical Responsibilities: 
�  Maintain New Dearborn Animal Shelter Facility Strategy and associated presentation packages 
�  Coordinate architectural design 
�  Manage Governance:  Working Committee, Governing Board, and Advisory Board 
�  Coordinate City requirements 
�  Create and maintain major donor strategy with timing and goals including Corporate and individual 

solicitations, Planned Giving Programs, grants, and the Best Friends Program.  Secure Board approval 
and responsible ownership for programs.  Monitor execution to assure achievement of goals. 
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�  Develop a strategy for sustainable funding sources for operating requirements through such programs 
as an Endowment Program. 

�  Coordinate construction 
�  Control and report on all spending assuring adherence to approved budgets 
�  Provide reports to monthly Executive Committee and Board meetings 

 
 
Compensation  
 
No Board member will receive compensation of any kind for volunteer services rendered to the Friends.  Board 
members providing animal-related professional services as a part of their business or employment (veterinarian, 
Shelter management, Development, etc.) may charge reasonable fees directly associated with the rendering of 
such services that are approved in advance by the members of the Board who do not provide such professional 
services.   
 
Article 4 – Staff Employees 
 
Paid salaried employee positions must be approved by the Board as a part of the annual strategic budget 
planning process.  If additional positions are required after budget approval, a majority vote of the Executive 
Committee with an identified budgetary offset is required. 
 
The following are approved salaried staff positions: 
 
Executive Director  
 
Position description and responsibilities are defined in Article 3 – Board of Directors, Section – Board Positions, 
Officers.  The Executive Director is authorized to hire, manage, and if necessary, dismiss the appropriate 
number of full or part time employees as needed to care for the animals in the shelter.  This hiring must conform 
to the approved budget with any deviation approved by a majority vote of the Executive Committee with an 
identified budgetary offset.  All personnel decisions shall conform to the spirit as well as the letter of the law 
relative to equal opportunities for employment. 

 
Development Director  
 
The Development Director for Friends For the Dearborn Animal Shelter is responsible for the successful 
development, approval, and execution of the annual strategic plan for fundraising including donor management.  
This position reports to the Executive Director, is a member of the Development, New Shelter, and Executive 
Committees, and attends Board meetings.  It is not the responsibility of this position to perform any work 
associated with other Board positions, but rather to provide broad oversight of all donor contact and direct 
contact to major donors with the intention of continually growing the Friends donor base.   
 
Personal Qualities: 
 

�  Ability to effectively work with and lead others 
�  Strong organizational and reporting skills 
�  A friendly, outgoing, and open manner 
�  Strong results orientation with the ability to follow through  

 
Skills Required: 
 

• Ability to deliver a successfully completed project on time 
�  Excellent writing skills  
�  Excellent oral presentation skills 
�  A proficiency with personal computers including Microsoft Office (Word, Excel, PowerPoint, Access) 

applications and internet usage 
�  Process Oriented 
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�  Management skills: 
o Ability to create schedules and plans of work 
o Ability to track processes 
o Ability to track and report progress against plans 

�  Background in business or development 
 
Position Responsibilities: 
 

1. Strategy:  Create, gain approval for (from the Executive Committee), and ensure the successful 
execution of a robust strategy for fund development including associated donor management that 
achieves or exceeds the annual budgetary requirements.  Work with the Finance Director to develop and 
plan for funding requirements for five (5) years forward.  Suggest any ongoing improvements to this 
strategy and update it annually as part of the Friends Strategic Planning process. 

 
2. Methodology and Process: 

o Become proficient in the Raising More Money methodology and apply it to the Friends fundraising 
strategy and activities.   

o Adhere to the Friends Donor and Public Relations Policy (#4) recommending any appropriate 
changes to this policy for approval by the Executive Committee. 

o Develop, gain approval for, and ensure adherence to internal control procedures  
 
3. Donor Management:  Own and manage the overall donor management program including the 

identification, cultivation, solicitation, recognition, and appreciation of and communication with all donors 
(adoptors, financial donors, gifts-in-kind donors, event attendees, auction donors, sponsors, and gifts-of-
time donors - volunteers).   
o Continually seek new donors and ways to grow existing donors 
o Monitor donations and ensure appropriate response and recognition  
o Update the consolidated calendar for all donor contact ensuring that these contacts are consistent 

and appropriate 
o Develop a schedule for and participate in face-to-face donor meetings 
o Maintain general donor information.  Provide guidance to Board members who communicate with 

donors (event leads, etc.) to maintain their donor materials.  Gain approval from the Executive 
Committee for all donor materials as a part of the annual strategic planning process. 

o Work with Board Public Relations Director to ensure a proactive stream of positive press is being 
generated.  Work with Marketing Director to ensure all fundraising activity are effectively marketed. 

o Ensure donor contacts are conducted in a professional, timely, and effective manner.  Assist Board 
Directors responsible for events or other activities in planning appropriate proactive donor contact  

o Ensure that the donor database is consistently up-to-date for all donor activity and work with the 
Finance Director to do quarterly reconciliation to the financial records. 

o Provide monthly donor statistics and analysis data to the Executive Committee as well as overall 
donor activity as stated in the Donor Management Policy. 

 
4. Fundraising:   

o Work with the Development Committee and the Board Development Directors to monitor adherence 
to the Strategic Plan and Policies, ensure consistency, and suggest new ways to increase revenue, 
monitor results, and provide constructive input to revisions of the strategic plan.  

o Until the new shelter facility is constructed and operational, spend 25% of time working with:  
�  New Shelter Committee and Board Directors to ensure consistency of approach and 

management of capital donors with expense donors providing assistance where 
requested. 

�  New Shelter Committee Chair to oversee the Advisory Board for both donations and 
prospect identification. 

 
5. Volunteers:  Establish and manage the appropriate volunteer teams to assist in accomplishing the work 

and provide training and recognition for all volunteers involved.  Certain volunteer positions are 
specifically required (responsibilities of vacant positions must be fulfilled by the Development Director): 
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�  Donor Database Manager – Update the donor database for all donations and contacts in 
accordance with the Friends Donor Management and Internal Controls Policies.  Deliver scheduled 
donor database extracts such as mailing labels, solicitation lists, etc.  Be responsive to addition 
requests.  Deliver the appropriate donor lists for the annual report by the end of January. 

�  Donor Appreciation and Recognition – Ensure all financial and in-kind donors receive written 
appreciation within two weeks of their donation.  Express additional appreciation and recognition as 
called for in the Friends Donor Policy. 

�  Grants - Achieve annual budgetary target for grants for both Operations and capital grants for the 
New Shelter.  Write, submit, and follow-up on all appropriate grants.  Maintain associated 
relationships with target foundations. 

�  Giving Programs: 
�  Corporate Partnerships - Achieve annual budgetary target for both event and program 

underwriting as well as the new shelter campaign.   Includes promotion and awareness of 
Corporate matching programs.  Giving program is geared to large corporations. 

�  Caring Hearts - Achieve annual budgetary target for operational underwriting for individuals and 
smaller businesses. Includes coordination of operational in-kind giving (Wish List). 

�  Circle of Friends - Planned Giving and Endowments 
�  Best Friends - Achieve annual budgetary target for Capital Contributions including major in-kind 

giving.  Reports to the New Shelter Committee with a matrix to the Development Committee for 
overall donor management. 

�  Mailings - Responsible for handling all mailings including appeals, Tiger Game ticket mailing, Lions 
Calendar mailings, Tier 1 event mailings – host, sponsorship, invitations, and thank yous; etc. 

�  Archives – Maintain a record of all publicly released materials including newspaper articles, press 
releases, event programs, all mailings, etc. 

 
6. Accountability:   

o Responsible for the achievement of the annual expense budget. 
o Provide the monthly Executive Committee with donor statistics as specified in Policy 6. 
o Membership in and attendance of Development and Executive Committee meetings.  Participation in 

the New Shelter Committee as it relates to capital fund development. 
o Attends and provides appropriate reporting at Board meetings. 

 
 
 
Article 5 -- Volunteers 

 
Volunteers and Volunteer Teams  
 
To accomplish the work of the Friends, the Board has established several standing Volunteer Project Teams.  
Teams may be added or dissolved at the discretion of the Board and/or Committees. The Volunteer Director is 
responsible for obtaining and managing Friends volunteers.  Engagement, coordination, and retention of 
volunteers is the responsibility of the associated Board member (refer to Board member responsibilities).  Board 
members may secure a Project Leader(s) for each project team.   
 
 
Volunteer Requirements  
 
Anyone may apply to become a volunteer of the Friends.  New volunteers must complete a volunteer application, 
which is approved by the Executive Director and the Chief of Police or his designee.  All new volunteers should 
complete the Volunteer Orientation.   Exceptions to this must be approved by both the Executive Director and the 
Director of Volunteers. 
 
Volunteers must adhere to the Friends Bylaws, Policies, and Volunteer Handbook Guidelines.   
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Upon annual review, any volunteer who does not donate at least $1 and 25 hours (10 hours for student 
volunteers) is removed from the active volunteer list.  In addition, Volunteers may be asked to discontinue their 
participation with the Friends for inappropriate behavior. 
 
Project Leaders  
 
Project Teams are confirmed as a part of the annual strategic planning process. Committee Chairs must secure 
an owning Board member for each Project Team.  The owning Board member must secure their associated  
Project Leader(s). 
 
The Director of Volunteers or their designee will email an updated volunteer list to all Board members monthly.  It 
will indicate which volunteers have been added since the last update and their preferred projects.  Within a week, 
the associated Board member or their designee must notify the respective project leader of any new team 
members.   
 
Project Leader responsibilities: 

• Initially develop and maintain the associated Project Plan as outlined in the Strategic Planning Policy. 
• Make phone contact and/or email contact with any new volunteer (either new to the Friends or an 

existing volunteer who has indicated a new interest in a team) and existing project team volunteers. 
• Ensure volunteers record their hours worked. 
• Take the lead at volunteer meetings and other venues to solicit participants / new volunteers for their 

team. 
• Execute their associated project in conformance with the Friends Bylaws, Policies, and Strategic Project 

Plan. 
 
Volunteer Meetings  
 
Volunteer meetings are held at least 2 times a year.  A Volunteer Engagement and Recognition meeting is held 
in January to recognize superior volunteer performance, deliver status information concerning the annual report, 
and engage volunteers in support of the strategic plan.  A volunteer holiday party is held in December. 
 
Volunteer Recognition  
 
Friends Honorary Board 
 
Membership in the Friends Honorary Board (FHB) is to specifically recognize extraordinary contributions by 
persons who devote their time to working with and for the animals.  The Friends Board of Directors established 
the FHB with a charter set of members.  Members must meet the criteria on an annual basis.   
 
Criteria for nomination to the FHB include: 

�  500 or more hours per year of volunteer time (this is a little over 40 hours per month and must be 
exclusive of foster hours) 

�  Being an ambassador for the Friends 
 
Honorary Board members are publicly recognized in the Friends Newsletter, on the Friends web site, at the 
Shelter, and at Volunteer Meetings. 
 
The FHB is self-governing with the Volunteer Director as the leader.  Member responsibilities include: 

�  Continuing their extraordinary contributions 
�  Providing the Friends Board of Directors, through the Volunteer Director, with any suggestions or 

issues that would enhance the overall quality of the Friends organization 
�  Provide a status to the Board of Directors at least annually including any FHB members that no 

longer qualify for membership 
 
FHB members are welcome at any regularly schedule Friend Board of Directors meeting and may request an 
addition to the agenda through the Volunteer Director. 
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Home Away From Home Foster Program 
 
The Home Away From Home Foster Program was created in 2003 to recognize those volunteers who provide 
over 2,000 hours a year of ongoing foster care until animals can be adopted.   
 
Student Star Program 
 
The Friends Student Star program was launched in July 2002 to help students ages 12 to 17 learn more about 
the Dearborn Animal Shelter and the activities that support it. The ultimate goal is to encourage students to 
become active, informed, and responsible shelter volunteers. As students progress through the various Student 
Star levels they earn more privileges and are given special recognition for their contributions.     
   
All students at level 2 and above are allowed to walk dogs in Bark Park (the woodchip path that runs along the 
canal behind the shelter) and to groom shelter cats. The students are given this freedom because they have 
volunteered at the shelter for at least 6 months and logged in at least 40 hours of shelter time. Plus, they have 
taken advanced dog training classes, classes on cat grooming, and they have been tested on their animal 
handling skills.  
   
Friends Student Stars also participate in activities away from the shelter. For example, students represent the 
shelter by walking in the Memorial Day Parade. They serve as shelter ambassadors at the Dearborn 
Homecoming and Art on the Avenue booths. They are also star workers at designated fundraising events.  
 
 
 
Article 6 -- Membership 
 
• Any person who volunteers their time or donates financially or in-kind is considered a member of  the 

Friends. 
• All members receive the Paw Prints newsletter. 
• Members may attend any Friends Board or Volunteer meetings. 
• Members are nonvoting. 
 
Article 7 – Financial / Contracts / Records 

 
Contracts  

 
The Executive Committee may recommend to the Board authorization of contracts.  The Board may authorize 
contracts by a majority vote of attending members at any Board meeting or by a majority affirmation in response 
to an email sent by the Secretary.  The Board may authorize any officer, or agent, to enter into any contract or 
execute and deliver any such instrument in the name and on behalf of the Friends and such authority may be 
general or confined to a specific instance.   All such authorizations must be in writing and must be signed by the 
Board Chair, Financial Director, and the Secretary.  No officer or agent shall purport to have the authority to enter 
into any contract without the specific authority of the Board. 

 
Loans  
 
No loans will be contracted on behalf of the Friends and no evidence of indebtedness will be issued in its name. 

 
Checks, Drafts, etc.  
 
Checks are controlled by the Executive Director.  In general, all checks are written by the Executive Director.  
The President, Vice President, Treasurer, and Executive Director have the authority to issue checks and drafts in 
the amount of $5,000 or less.  Checks over the sum of  $5,000 must be signed by any two of the following: 
President, Vice President, Treasurer, or Shelter Executive Director.   
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Deposits  
 
All funds of the Friends not otherwise employed will be deposited in such banks, trust companies, or other 
depositories as the Treasurer may select. 
 
Funds received for the sale of items through the Friends website are deposited to a money market account with 
PayPal (an affiliate of eBay).   
 
Disbursements  
 
All Friends fund disbursements must be approved as a part of the annual strategic planning process.  Any 
additional disbursements throughout the year must first be approved by a majority vote of attending members at 
an Executive Committee meeting or by any three Board officers with official notification to the Secretary. 
 
At her/his discretion, the Friends Executive Director is authorized to immediately offer a $1,000 reward for any 
cruelty case.  
 
Restricted Funds  
 
“Rainy Day Operations Reserve” 
 

Fundamentals 
• A “Rainy Day Operations Reserve” will be established 
• Use of the reserve will be restricted  
• Reserve will be funded at five cents from each dollar of unrestricted operations revenue  
• Release of the reserve will require Board approval  
• Reserve funds will be invested in socially responsible institutions & mutual funds  
 

Restrictions 
• Funds may be released only for unusual, non recurring conditions  
• Funds will be released only if one of the following conditions exist: 

o Insufficient funds are available to meet payroll requirements (including IRS) 
o Insufficient funds are available for an unanticipated non-budgeted required cost 

 
Funding 

• The reserve will be funded beginning January 1, 2006. 
• Quarterly funding actions include the following: 

o Restoration of any prior emergency withdrawal 
• Addition of 5% of the previous quarter unrestricted revenue 

 
Release of Funds  

• There will be a two level approval process for release of funds 
o First level allows the release of up to an aggregate of $6,000  

�  Requires approval of the Chairperson, Executive Director, and Treasurer 
o Second level allows the release of amounts exceeding $6,000  

�  Requires approval of three-quarters (75%) of the Board of Directors 
 
Investment of Funds 

�  Funds will be invested in a money market account at a market rate of interest 
�  Up to 50% of reserve funds may be invested in Growth & Income Mutual Funds 
�  All financial institutions that hold investments must be socially responsible 

 
New Shelter Capital Campaign 
 



Friends For the Dearborn Animal Shelter – Bylaws (continued)                                                         
 

 
S. Cote – Created: 3/28/94, Printed: 07/17/06, 9:46 AM – Page 18 of 20 

Funds raised through a new shelter capital campaign to build and furnish a new shelter building and surrounding 
area are restricted to this purpose and to the New Shelter Endowment Fund.  These restricted funds will be 
invested in socially responsible instruments.  All interest income earned on new shelter fund balances shall be 
restricted to use only for new shelter activities.   
 
New Shelter Endowment Fund 
 
A Friends For the Dearborn Animal Shelter Endowment Fund is established effective January 1, 2006.  This 
endowment establishes a permanent fund, which provides perpetual, annual support for the operations of 
Friends For the Dearborn Animal Shelter.     

• The New Shelter Endowment Fund will be funded at the rate of twenty five cents from every dollar of 
new shelter campaign revenue.   

• The primary investment objective is preservation of principal with current income and capital 
appreciation secondary.  Investments in this Fundl should be of high quality and adequately diversified 
so as to produce a minimum variance of the market value of the portfolio. 

• Endowment funds will be invested in socially responsible institutions, mutual funds, and other 
investments which protect its principal.  Endowment funds investments will be diversified to provide 
reasonable assurance that no single security or class of securities will have a disproportionate impact on 
the performance of the total fund 

• Donations may be made directly to the Endowment Fund. 
• Investment income is reinvested in the Endowment Fund unless required to support the ongoing 

operations of the Friends.   The decision to utilize investment income to support operations requires a 
75% Board approval. 

 
Fiscal Year  
 
The fiscal year of the corporation will be January 1 to December 31, or otherwise as fixed by resolution of the 
Board of Directors. 
 
Books of Account  

 
The corporation shall keep and maintain adequate and correct accounts of its properties and business 
transactions, including accounts of its assets, liabilities, receipts, disbursements, gains, losses, capital, and 
surplus.  These books will be audited by a certified public account as required by government regulations.   
Financial controls are adhered to as stipulated in the Friends Policy – Financial and Internal Controls. 
 
 
Article 8 – Consolidated Calendar 
 
An annual calendar shall be developed as defined in the Friends Strategic Planning Process.   
 
Article 9 -- Amendments 

 
The power to make, alter, or repeal the Bylaws of the Friends shall be vested in the Board of Directors.  
Coordination of the Bylaws is the responsibility of the President and Executive Committee.. 
 
Article 10 -- Indemnification 

 
1. The corporation may indemnify any person who was or is a party, or is threatened to be made a party to any 

threatened, pending, or completed action, suit, or proceeding, whether civil, criminal, administrative, or 
investigative (other than an action by or in the right of the corporation) by reason of the fact that the person is 
or was a director, officer, employee, or agent of the corporation, or who is or was serving at the request of 
the corporation as an officer, agent of the corporation, or who is or was serving at the request of the 
corporation as an officer or agent of another corporation, partnership, joint venture, trust or other enterprise, 
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against expenses (including attorney’s fees), judgments, fines, and amounts paid in settlement actually and 
reasonably incurred by the person in connecting with such action, suit, or proceeding, if the person acted in 
good faith and in a manner reasonably believe to be in, or not opposed to the best interests of the 
corporation, and with respect to any criminal action or proceeding, had no reasonable cause to believe the 
conduct was unlawful.  The termination of any action, suit or proceeding by judgment, order settlement, 
conviction, or upon a plea of nolo contendere or its equivalent, shall not, of itself, create a presumption that 
the person did not act in good faith and in a manner which the person reasonably believed to be in or not 
proposed to the best interests of the corporation, and with respect to any criminal action or proceeding, had 
reasonable cause to believe that the conduct was unlawful. 

 
2. The corporation may indemnify any person who was or is a party, or is threatened to be made a party to any 

threatened, pending, or completed action or suit by or in the right of the corporation to procure a judgment in 
its favor by reason of the fact that the person is or was a director, officer, or agent of the corporation, or is or 
was serving at the request of the corporation as a director, officer, employee or agent of the corporation, or 
is or was serving  at the request of the corporation as a director, officer, or agent of another corporation, 
partnership, joint venture, trust or other enterprise, against expenses (including attorney’s fees actually and 
reasonably incurred by the person in connection with the defense or settlement of such action or suit, if the 
person acted in good faith and in a manner reasonably believed to be in, or not opposed to, the best 
interests of the corporation and except that no indemnification shall be made in respect of any claim, issue or 
matter as to which such person shall have been adjudged to be liable for negligence or misconduct in the 
performance of the person’s duty to the corporation, unless, and only to the extent that the court in which 
such action or suit was brought shall determine upon application, that despite the adjudication of liability, but 
in view of all the circumstances of the case such person is fairly and reasonably entitled to indemnity for 
such expenses as the court shall deem proper. 

 
3. To the extent that a director, officer, or agent of the corporation has been successful, on the merits or 

otherwise, in the defense of any action, suit or proceeding referred to in paragraphs (1) and (2), or in 
defense of any claim, issue or matter therein, the person shall be indemnified against expenses (including 
attorney’s fees) actually and reasonably incurred in connection therewith. 

 
4. Any indemnification under paragraph (1) and (2)  (unless ordered by a court) shall be made by the 

corporation as authorized in the specific case, upon a determination that indemnification of the officer, 
employee, or agency is proper in the circumstances because the person has met the applicable standard of 
conduct as set forth in paragraphs (1) or (2).  Such determination shall be amended by the Directors. 

 
5. Expenses incurred in defending a civil or criminal action, suit, or proceeding may be paid by the corporation 

in advance of the final disposition of such action, suit or proceeding, as authorized by the Directors in the 
specific case, upon receipt of an undertaking by or on behalf of the director, officer, or agent to repay such 
amount, unless it shall ultimately be determined that the person is entitled to be indemnified by the 
corporation as authorized in this article. 

 
6. The indemnification provided by this article shall not be deemed exclusive of any other rights to which those 

seeking indemnification may be entitled under any by-law, agreement, vote of Directors, or otherwise, both 
as to action in the person’s official capacity and as to action in another capacity while holding such office, 
and shall continue as to a person who has ceased to be an officer, or agent and shall inure to the benefit of 
the heirs, executors, and administrator of such a person.  The corporation may purchase and maintain 
insurance on behalf of any person who is or was a director, officer, employee, or agent of the corporation or 
who is or was serving at the request of the corporation as an officer, employee or agent of another 
corporation, partnership, join venture, trust or other enterprise, against any liability asserted against and 
incurred by the person in any such capacity, or arising out of the person'’ status as such, whether or not the 
corporation would have the power to indemnify the person against such liability under the provisions of this 
article. 

 
Article 11 -- Dissolution 
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Upon the dissolution of the organization, all assets of any kind shall be distributed to local government (the City 
of Dearborn). 
 
Upon the dissolution of the organization, assets shall be distributed for one or more exempt purposes within the 
meaning of section 501 (c) (3) of the Internal Revenue Code, or corresponding section of any future federal tax 
code, or shall be distributed to the federal government, or to a state or local government, for a public purpose. 
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