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Policy 1 – Operation of the Friends  Board 

 
 

Policy Number:    1 
Policy Name:    Operation of the Friends Board  
Sponsor:    Stevie Cote 
Date Approved:    

First draft presented - 5/24/2000, Approved 6/6/2000 
Revision proposed – 8/21/01, Approved: 9/15/01 
Revisions: 
�  5/17/02 – Updated meeting agenda format and report timing (Stevie Cote) 
�  7/17/04 – Major refresh (Stevie Cote) 
�  11/28/04 – General update including replacing Intranets with email and adding Secretary responsibilities, 

document standards, and committee meetings (Stevie Cote) 
�  8/31/05 – General update to meeting rules and responsibilities (Stevie Cote) 
�  2/16/07 – Updated standard Board agenda to discussion of red items, any associated questions, and 

introduction of new business by each Committee 
 

Content: 
 
Friends For the Dearborn Animal Shelter  Board Recurring Meeting Schedule  
 
The Friends Board meets the 3rd Tuesday of every odd month, 6:30pm – 8:30pm, with the following meeting purpose: 

 
January �  Committee Status, Red Issues, and Debriefs 

�  Final review of any outstanding strategic plans 
March �  Committee Status, Red Issues, and Debriefs 
May �  Committee Status, Red Issues, and Debriefs 
July �  Committee Status, Red Issues, and Debriefs 
September �  Committee Status, Red Issues, and Debriefs 

�  Confirm Strategic Planning Preparation, Next Year’s Budget, and Master Plan including the 
Strategic Calendar 

�  Invitation to Honorary Board to attend 
November �  Committee Status, Red Issues, and Debriefs 

�  Approve strategic plans from Committee presentations  
 
In addition, Board members are requested to attend the annual volunteer holiday party in December which is held on the last 
Saturday of January. 
 
Committee meetings are held as needed and are scheduled at the discretion of the Committee Chair.  The Executive 
Committee meets monthly on the 1st Tuesday of every month. 
 
Board Meeting Responsibilities 
 

Timing Who What 
1st  Tuesday of a Board 
meeting month (two (2) 
weeks in advance of a 
Board meeting) 

Secretary Send an email to all Committee Chairs calling for submission of 
written Committee reports (including updates to tasks logged in the 
prior meeting minutes) and any requests for new business items.  

Thursday prior to a Board 
meeting of a Board meeting 
month  

Committee 
Chairs or 
designees 

Requested information must be returned to the Secretary (within 1 
week) and any associated reports must conform to the Friends 
Document Standards (Policy 7).   

The Friday in advance of 
the Board meeting 

Secretary Distributes the agenda and all associated reports to all Board 
members.  Board members are responsible for reviewing all 
reports in advance of the meeting.   
 

The Monday in advance of 
the Board meeting (any 
emergency absences after 
this time must be phoned 
in) 

Any Board 
member who can 
not attend a 
meeting 

�  Letting the Board Chair or Secretary know  
�  If they wish, they may send their proxy with another Board 

member.  They must let the Chair know if they have 
designated a proxy. 

�  If they have an agenda item to be reviewed during the meeting 
they cannot attend, they must ask another Board member to 
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Timing Who What 
handle the report in the meeting or request that the item be 
rescheduled for the next meeting. 

Prior to the meeting All Board 
members 

�  Review the agenda and all associated reports in advance of 
the meeting. 

�  Print the agenda and associated reports should they want to 
have “paper” for the meeting. 

At the meeting Secretary Records the minutes 

By the Friday after the 
Board meeting 

Secretary Distributes the minutes to the Executive Committee for any 
updates and approval 

By the Sunday night after 
the Board Meeting 

Executive 
Committee 
Members 

Respond to the Secretary with their approval of the minutes or 
return any changes.  If changes requested, they must cc other 
Executive Committee members.  A nonresponse within the allowed 
time is taken as an approval.  

4th Tuesday of the month 
(one week after the 
meeting) 

Secretary Distributes the minutes to the Board members (formal approval of 
the minutes occurs at the next Board meeting) 

 
 
Board Meeting Format 
 

Standard Agenda 
 

What Who 
Call to order Board Chair or Designee 
Recognition / introduction of any new or visiting persons Board Chair or Designee 
Formal approval of minutes from the prior Board meeting Secretary 
Executive Committee Report 

�  Review of any red items and handling of any questions relative to 
predistributed materials 

�  Any new business including Bylaws or Policy updates or changes to the 
strategic plan 

Board Chair or Designee 

Animal Committee Report 
�  Review of any red items and handling of any questions relative to 

predistributed materials 
�  Any new business  

Executive Director or Designee 

Development Committee Report  
�  Review of any red items and handling of any questions relative to 

predistributed materials 
�  Any new business 

Development Director or 
Designee 

Finance Committee Report  
�  Review of any red items and handling of any questions relative to 

predistributed materials 
�  Any new business 

Finance Director or Designee 

Governance Committee Report  
�  Review of any red items and handling of any questions relative to 

predistributed materials 
�  Any new business 

Governance Director or Designee 

Public Relations Committee Report  
�  Review of any red items and handling of any questions relative to 

predistributed materials 
�  Any new business 

Public Relations Director or 
Designee 

Close and confirmation of next meeting  
 

Meeting Rules 
 

�  Meetings will start and end on time. 
�  The first item of business will be approval of the prior meeting minutes. 
�  In general, the reporting person as stated on the agenda will first conclude their report with questions afterward. 
�  Agenda times will be adhered to.  Should a discussion need to continue past the ending time on the agenda, the 

involved parties may continue it at the conclusion of the meeting.   
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·  Meeting minutes will be taken by the Board Secretary and distributed via email within seven business days after the 
meeting. 

 
 
Requesting New Business and Establishing Policy 
 

·  Requests for new business or changes to the Bylaws or Policies must be introduced by an officer and submitted to 
and approved by the Executive Committee prior to recommendation to the Board with a report / explanation of the 
requested item that conforms to the Friends Document Standards.  

·  Bylaws or Policy Change Approvals: 
o Proposed changes must be presented and discussed at one Board meeting. 
o The Board Chair will take the proposal and format the formal Bylaws or Policy changes.   
o Voting to enact the formal policy will occur at a second meeting or by email.  

·  New Business Approval:  The Board may approve new business proposals by a majority vote of attending 
members.  They may also request additional information to be presented at the next meeting prior to any vote. 

 
Committee Meetings 
 
Meeting agendas should be emailed to Board members at least two days in advance of the meeting.  In conformance with 
audit requirements, meeting minutes must be taken at all Committee meetings, conform to Friends Document Standards, 
and emailed to the Board Secretary within one week following the meeting.   Minutes must contain decisions made, any red 
or yellow items, as well as an ongoing task list including the task owner and due date.   
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Policy 2 – Shelter Animals 
 
Policy Number:     2 
Policy Name:     Shelter Animals 
Sponsor:      Mary Mueting – Adoption Screening, Elaine Green - Intake, Stevie Cote - Declawing 
Date Approved:   Screening -First draft presented –6/6/00, Approved – 6/20/00  

     Intake – First draft presented – 9/19/00, Approved – 10/3/00 
     Consolidation – Draft presented and approved – 11/21/00 
      Adoption Costs Revision Approved:  8/21/01 

        Updated Adoption Fees:  5/17/02, Stevie Cote 
Added Animal Care, Isolation Protocol, Offsite Adoptions – 8/31/05, Elaine Greene 
Updated fee structure and sterilization and vaccination protocols, added Adoption Follow-up Flowchart 
– 2/16/07, Elaine Greene 

Content:  
 
                            
Animal Intake 
 
     All animals to be placed by the Friends are required to be screened at the Shelter, by the Shelter Director or designee.  
This will require: 
 

·  Completion and filing at the Shelter of a DAS intake form. 
·  Documentation of known medical history. 
·  Signed release from previous owner if applicable. 
·  Information on any known history and behaviors of the animal. 

 
Persons holding strays should be directed to contact the Shelter directly.  The City of Dearborn requires turn-in fees on 
owner-surrendered animals ($30 for Dearborn residents, $50 non-residents as cage space allows – turn-in may be denied at 
the discretion of the Shelter Director). 
      
The Shelter staff will examine all incoming animals to determine health, temperament, and adoptability.  Appropriate 
vaccines, treatments, and testing will be done at the Shelter prior to placement for adoption or foster care.  Any additional 
medical care will be done on a case-by-case basis at the discretion of the Shelter Director.  Sterilization is done at the time of 
adoption,(unless animal is too young or due to health issues) but may be arranged earlier at the discretion of the Shelter 
Director. Animals that cannot be sterilized due to reasons mentioned above, will be adopted under contract for the 
sterilization to be done by a pre-deterimined date. All sterilizations are to be scheduled by Shelter staff. 
 
Animal Care and Adoption Process 
 
Animals are brought into the shelter: 

�  Strays are held for 4-7 days (evaluated during holding process) 
�  Owner Surrenders are evaluated within 3-4 days. 

 
Evaluation consists of temperament evaluation, physical evaluation, fecal testing, worming, DA2PL/CPV, Bordetella, CVR/C 
vaccinations, heartworm test for dogs, Feline leukemia test for cats, and treatment for problems detected in the physical 
evaluation. 
 
After an animal completes the evaluation process and holding period if applicable, it is available for adoption.  Stray animals 
may be subject to bid process (as required by the City). 
 
Pictures of newly available animals are taken weekly for the PetFinder web site. 
 
Animals are placed in the adoption area or in foster care while available for adoption. Ill animals are isolated.   
 
Animals are put on pending status when an adoption application is taken.  Additional pending applications may be taken on 
animals and are marked numerically as they are taken.   
 
The application process generally takes the shelter staff 24-48 hours to process.  If the process cannot be completed due to 
applicant problems within a day or so, the animal will be taken off pending or offered to the next-in-line applicant.  Only 
persons designated by the Executive Director may approve an adoption application.  Once the application is approved, the 
applicant is contacted to come into the shelter and finalize the adoption.  The adoption contract is completed and signed; the 
adoption fee is paid at this time. 
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Previously sterilized animals go home at this time.  Animals too young or too ill to be sterilized go home at this time on 
contract to be done by a certain date indicated on the contract.  Animals old enough and in good health are sent to one of 
our participating veterinarians to be sterilized as soon as schedules permit.  Those animals are released to the adopter by 
the clinic.  All animals (except for young kittens and small puppies) are micro chipped and given ID tags prior to going to their 
new home.  All dogs have collars with their tags attached prior to leaving the shelter.  Kittens and small puppies will be micro 
chipped at the time of sterilization. 
 
All tag and microchip information is recorded in tag logs and electronically.  A copy of the adoption application check sheet is 
placed in the check back folder for the volunteers to call on.  Any concerns that the check backs uncover are reported to the 
Executive Director.  A copy of the written notes from the contacting volunteer is filed. 
 
Illness and Isolation Protocol 
 
Only employees or volunteers designated by the Executive Director may medicate an animal. 
 
Only employees or volunteers designated by the Executive Director may be in the Isolation ward. 
 
Anyone entering the isolation room will be required to wear an isolation gown, latex gloves, and protective footwear.  This is 
to be done in the Isolation locker area. 
 
The Isolation gown, gloves, and protective footwear must be removed when leaving the isolation ward. This is to be done in 
the Isolation locker area.  Isolation wear must not be worn in other areas of the shelter. 
 
All individuals must wash their hands prior to leaving the ward. 
 
Each employee assigned to work in the Isolation ward will be assigned their own gown and footwear.  The employee is 
expected to keep these items clean and laundered. 
 
Extra gowns and booties will be provided for staff, designated volunteers, and veterinarians.  Note:  Persons handling or 
walking isolation dogs will be required to wear protective covering. 
.  
Adoption Statement of Policy and Belief 
 
We will strive to match the correct animal to home lifestyle.  This includes screening to find loving, responsible and lifetime 
homes for the animals. 
 
We will set aside negative feelings about humans in general.  We will remember that people are coming to our shelter 
instead of a pet store or breeder.  We will accept that most people may not fit into our mold of a “perfect pet owner” in terms 
of their knowledge of animals or even past experiences.  It is our responsibility to help them become better or more 
knowledgeable pet owners. 
 
Adoption Objectives 
 
The objective of adoptions is to increase the number of shelter animals finding good homes while maintaining quality 
adoption standards. 
 
Our goal is to expand the pool of adoption applicants by helping prospective pet owners make the vital connection between 
search for a companion and the fact that shelters are overflowing with homeless, adoptable animals. 
 
Adoption Applicants will be evaluated by the 3 “C’s”: 

1. COMMITMENT to the life and needs of the animal, to being (or becoming) a responsible pet owner, and a 
willingness to make adjustments when trouble arises. 

2. COMPASSION, and a desire for mutual companionship instead of utility (e.g., mouser, guard dog, yard ornament) 
3. CAPABILITY  of providing the essentials of a healthy, happy life for the animal (adequate finances, time, 

appropriate living quarters, etc.) 
 
We will educate, educate, educate about good pet ownership without being condescending or pushy. 
 
We will look to ensure that people want a pet for the right reasons.  Our concern should be more focused on basic care, 
physical, emotional and financial, rather than details.  Adopters should receive advice and educational assistance during 
adoption process and when needed thereafter. 
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Adoption application process should be non-intimidating.  The questions on the application are to be used as tools that 
springboard for discussion and education.  We will learn more by putting the applicant at ease. 
 
Adopter Suitability 
 

·  Persons with past cruelty convictions, repeated animal control violations, or previous violations of adoption contract 
are prohibited from adoption. 

·  Those living in rental homes or apartments must receive written or oral permission from landlord. 
 
Adopter Suitability for Special Adoption Dogs 
 
To place animals that require a specialized environment and additional owner responsibility because of the characteristic of 
the animal’s breed, temperament, or behavior traits. 
 
For a candidate to be considered for a special adoption, the following criteria must be met.                                    
Requirements 

·  Applicants must be at least 25 years of age. 
 

·  Applicant must have previous dog ownership and history that can be verified by FFDAS staff through veterinarian 
records. The history must show proper and responsible care of previous/current pets to include sterilization. 

 
·  Applicant must agree to register and attend the special adoption pet in a FFDAS approved obedience school for a 

minimum of one complete class (6 weeks or more) .Receipt of payment for class registration must be presented at 
time of adoption. 

 
·  The applicant and or others in the household may not have any history or intent of involvement, or exposure in 

illegal activities involving animals.  The applicant 
must reside in a community accepting and friendly to the breed of dog . 

 
Rigid Standards (reasons for denial if not accepted ) 
 
All of age or healthy animals must be sterilized before going home. Under aged/unhealthy animals must be adopted on 
contract to be sterilized by a pre-determined date. 
 
 
All animals are adopted ONLY as companions and pets.  No dog will be adopted as “guard dog” “”watch dog” or “hunting 
dog”.  No cat will be adopted as “barn cat” or “mousers”. 
 
There will be a 24-hour (or overnight) waiting period for all adoptions, exceptions done at Executive Director/Shelter 
manager’s discretion.  This is to discourage impulse adoptions, provide time for adopters to buy pet supplies and pet proof 
their home, and to allow time for shelter to make appropriate background checks. 
 
Flexible Standards (discussions instead of denial) 
 
These issues are ones that should involve discussion with prospective pet owners and not outright “denial of adoption”.  It is 
important to educate on responsible pet ownership in a friendly, non-judgmental way.  Evaluate first on the 3 “C’s” and if they 
meet them, be flexible for these issues: 
 
Outdoor (day only) Dogs  
The realities of modern life may require that dogs spend part of the day in the backyard.  Look to make sure in these 
instances that the dogs will receive plenty of love and attention in the evening and weekends and adequate physical shelter, 
food and water when they must be left outside. 
 
No Fenced-in Yard 
Many, new residential communities are restrictive in putting up fences.  Daily leash walking, dog parks or supervised outside 
yard play is more important. 
 
Cat Declawing 
Declawing is not recommended.  If the customer persists, an information sheet will be provided to the customer on the 
declawing procedure and alternatives.  This encourages adopters to use alternatives such as nail trimming, soft paws, and 
training to use a scratching post.  It also states that the procedure is less traumatic for cats one year or younger, but provides 
specific instructions on post surgical care for older cats.  If the customer remains adamant about declawing, it will be strongly 
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recommended that only the front feet be declawed and that this be done at the same time as sterilization to reduce physical 
stress and recovery time.  An adoption will not be denied based on the adopter wishing to declaw the front feet.    
 
Indoor Cats 
Adoptions will be granted only to adopters who commit to keeping their cat indoors.  Should the prospective adopter ask, this 
does not exclude the opportunity for owners to take and supervise their cats out-of-doors.  Supervision is the crucial element 
here and means that the owner is with the cat and has the cat under their control during the entire out of doors experience.  
Allowing cats outside unsupervised endangers the safety of the pet (disease and injury) and endangers other animal wildlife 
(songbirds). 
 
Adoption Process and Costs 
 
All adoption applicants are to complete the The Friends Preliminary Application Form.  Shelter staff designated by the 
Executive Director will screen the completed forms.  All approved applicants will complete the The Friends Adoption Contract 
and pay the adoption fees at the Shelter. 
 
The adoption fees are included in Policy Attachment 2.1. 
 
 
No additional fees will be charged to the adopter with exception of required dog licenses ($7) or fees incurred in the 
Ordinance required bidding process (bidding money goes entirely to the City). 
 
For each animal adopted, $30 is turned over to the City (contract requirement).  Of this $15 is revenue for the City budget 
and $15 to the discretionary fund controlled by the Ordinance Sergeant.   
 
Costs for selective surgeries, such as dentistry and declawing (refer to the above policy on declawing) will be the 
responsibility of the adopter.  The adopter shall be encouraged to have those procedures done at the time of sterilization 
when possible, to benefit both the animal and the adopter. 
 
The Friend for a Friend program allows a feline adopter to adopt a second feline at the same time at a 50% fee reduction. 
 
All animals, 16 weeks and older, will be sterilized at a Shelter participating veterinarian prior to release to the new adopter.  
Animals that have been previously sterilized will be picked up at the Shelter upon approval of the Adoption Form and 
completion of the Contract.  Animals to be sterilized will be transported to a participating vet by a Shelter staff member or 
volunteer and will be picked up there by the new adopter.  Animals who are too young to be sterilized will be released to the 
new adopter with the express agreement that they will taken to the prescheduled sterilization appointment as arranged by a 
Shelter staff member. 
 
Adoption Follow-up 
. 

Adoption Follow-up Flowchart 
 

Cat/dog adopted – sheet placed in file #1 
     �  

Within 2 weeks of adoption, mailing packet sent to adoptive parent(s) – sheets taken from file #1 (date of mailing and 
initials of volunteer doing the mailing recorded on top of back side of sheet) 

�  
Mailing packet sent out – sheets taken back to shelter and placed in file #2  

�  
Adoption follow-up volunteer retrieves sheets from file #2 and within 4 weeks of mailing packet being sent out, follow-up 
phone call placed – sheets taken back to shelter and placed in file #3 (date of phone call, summary of conversation, and 

initials of volunteer making the call recorded on middle of back side of sheet) 
�  

Any conversations/information giving concern or requiring additional follow-up taken during the phone call , should be 
reported to  the Executive Director.   

 
Follow-up home visits (post adoptions) may result to insure proper care.  This should be conducted with all family members 
present when there is any question about the suitability of the new home.  We will request the right to remove any animal we 
deem neglected. 
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Standard Process for Offsite Adoption Events 

 
Before January 1 
 
�  Establish calendar (set up dates and times with stores and other venues). 
�  Keep in mind the shelter hours (Saturday and Sunday 9:00 a.m.-4:00 p.m.) when scheduling times. 
 
1 month prior to event 
 
�  Contact venue to verify date and time. 
�  Begin advertising process (Press releases, fliers, posters) 
�  Contact off–site adoption volunteers and develop task/time schedule. Volunteers will be needed to transport 

animals and supplies, set-up, clean –up, show the animals at event, screen potential adopters, and transport 
animals and supplies back to shelter.  Transport volunteers should arrive at the shelter 1 hour prior to event to 
exercise and transport animal to site. 

 
1 week prior to event 
 
�  Put up adoption poster(s) and / or banner(s) at venue. 
�  Contact shelter with numbers of dogs and cats planned to be taken to the event. 
�  Contact volunteers to verify attendance. 
 
3-4 days prior to event  
 
Prepare crates/supplies and paperwork needed for event. 

�  Adoption applications 
�  Adoption book 
�  Animal history 
�  Contracts (if applicable) 
�  Cage cards 
�  Carrying cages 
�  Cat harnesses 
�  Cleaning supplies 
�  Crates 
�  Dishes 

�  Food 
�  Handouts 
�  Leashes and collars 
�  Litter and litter boxes 
�  Office supplies 
�  Towels/blankets 
�  Toys 
�  Visitor sign-in book 
�  Water container  

 
1 day prior to event 
 
Finalize the selection of animal to be taken to the event. 
 
Day of event 
 
�  Arrive at least 1 hour prior to event time to load supplies and animals. 
�  If you do not anticipate returning to the shelter before closing time, contact the shelter to make arrangements for a 

late arrival.   
�  Arrive at venue 30 minutes prior to start time to set up.   
�  Break down event at end of event.   
�  Thank the host of the event. 
�  Send / bring animals back to shelter.     
�  Give appropriate applications and feedback to shelter staff for processing adoptions.  
 
 After event 
 
�  Turn in list of volunteers/ hours worked to shelter.  
�  Inform Executive Director of any concerns or problems regarding event.   
�  Send a thank you to event host.   
�  You must also send out email or written thank yous to volunteers. 
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Policy 3 – Employee Policies 
 
 
Policy Number:     3  
Policy Name:     Employee Policies 
Sponsor:     Elaine Greene 
Date Proposed:    6/18/02 
Date Approved:    6/18/02 
 
Revision History: 

7/17/04 – Incorporated pending requests 
9/9/05 – Included the entire Employee Guidelines Manual as an official Policies Attachment 

 
Content:  
 
Employees  
 
The total amount allocated for staff salaries is determined as a part of the annual strategic planning process.  The hiring of 
staff and the determination of position and full or part time status is the responsibility of the Executive Director.  All staff 
members are given an annual performance review and any salary increases or bonuses are awarded according to the 
following guidelines: 
 
 Performance Rating 

 
% Increase Range  

 O = Outstanding 10 15  
 E = Excellent 8 10  
 S = Satisfactory 5 8  
 NI = Needs Improvement 1 5  
 U = Unsatisfactory 0 0  
 
Actual amounts are proposed by the Executive Director and approved by the President and Finance Director.  Salary 
increases and/or bonuses may be suspended or deferred at the discretion of the Finance Director. 
 
Discipline and firing of any staff members are the responsibility of the Executive Director. 
 
Employee Guidelines Manual 
 
All employee policies are included in the Employee Guidelines Manual that is Friends Policies Attachment 3.1.   
 
Appreciation 
 
The Friends For the Dearborn Animal Shelter participate in the national Shelter appreciation week which occurs in 
November.  All Board members and volunteers should strive to show appreciation to all Shelter staff throughout the year.  
Donor Management and the Executive Committee will determine the formal recognition to occur in November. 
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Policy 4 – Financial Management and Controls 
 
Policy Number:     4  
Policy Name:     Financial Management and Controls 
Sponsor:     Stevie Cote and Joy Geng 
Date Proposed:    8/31/05 
Date Approved:     
 
Financial Responsibility 
 
Responsibility for handling the day-to-day intake and distribution of funds rests with the Executive Director.  Additionally, the 
President and Board Chair, Vice President, and Finance Director have signature authority on the Friends bank account, but 
write checks only in an emergency.   
 
Responsibility for the Friends bank accounts, account reconciliation, compilation and filing of all required legal reports, 
compilation of the annual budget and periodic reporting of performance against the budget, and oversight of all financial 
reviews and audits is the responsibility of the Finance Director.   
 
Internal Controls 
 
All monies are taken in through either the shelter or the Friends web site. 
 
For monies taken in through the shelter: 

·  All monies and gifts-in-kind must be accompanied by documentation that fully states the source of the funds, from 
whom they came, the date, the associated transaction code, along with any other explanation. 

·  Monies collected external to the shelter from offsite events, donation canisters, etc. must be turned into the shelter 
within 3 business days of the receipt of the funds along with the appropriate documentation. 

·  At the end of each business day (alternate frequency may be determined by the Executive Director): 
o Monies received are totaled and a bank deposit is made by the Executive Director or their designee.   
o The detailed documentation associated with the bank deposit and all in-kind documentation goes to the 

Donor Database Manager for entry into the Friends Donor Database.   
o The summary documentation goes to the Finance Manager for entry to the financial records and for 

balancing the checking accounts. 
·  The Donor Database Manager will provide a written thank to all donors within two weeks.   Any recipient of donor 

information must first be approved by the Executive Committee and must comply with the Friends Confidentiality 
rules. 

 
For monies taken in through the web site: 

·  Monies are taken in through two donor opportunities: 
o Financial Donations including honorariums and memorials 
o Shopping Cart which includes merchandise, event tickets and sponsorships, etc. 

·  Receipt of funds is handled by PayPal.  The Friends have no access to credit card or bank information.  Received 
funds are deposited to the Friends interest-bearing PayPal bank account.  Only the Friends President and Board 
Chair and the Friends Finance Director are authorized to withdraw funds from the Friends PayPal bank account. 

·  An ongoing record of all funds received is automatically updated by PayPal and an extract may be generated at any 
time by the Friends President and Board Chair and the Friends Finance Director.   

·  In addition to the record within PayPal, an email is generated for every PayPal transaction. These emails are sent 
to: 

o Financial Donations are sent to the Donor Database Manager for entry to the Donor Database 
o Shopping Cart Transactions are sent to the Merchandise Director for order fulfillment or to send on to 

event chairs.  The Merchandise Director also forwards all shopping cart transactions to the Donor 
Database Manager for entry into the Donor Database.  

 
The Finance Director and the Development Director with the assistance of the Donor Database Manager reconcile the 
financial records to the Donor Database on a monthly basis. 
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Policy 5 - Strategic Planning  

 
Policy Number:    5 
Policy Name:    Strategic Planning Policy 
Sponsor:    Stevie Cote 
Revision History:   First approved – 2001/01/16  

10/12/03 – Revised from the Standard Event Policy to be the Strategic Planning Process and Policy.  
9/1/05 – Updated to empower the Committees to do the detailed planning with presentation at a 
regular November Board meeting for approval. 
2/16/07 – Refined calendar. 

 
Content: 
 

Friends For the Dearborn Animal Shelter Strategic P lanning Model

Strategic Goals:
1. Operating a first-class Shelter
2. Securing quality adoptions
3. Remaining financially healthy
4. Educating the public about quality pet care and impacting 

associated social and legal behaviors

Strategic Enablers:
1. Planning and Operations 
2. People 
3. Infrastructure

 
 
Process 
 
An ongoing Friends Strategic Plan governs the day-to-day objectives and activities of the Friends.  The process for updating 
this plan is: 
 

�  July  – Committee Chairs propose for approval the major activities with their associated dates for the coming year 
so to the Executive Committee and for approval by the Board so that these events can be included in the Lions and 
City calendars. 

 
�  August - September  - The Executive Committee creates and approves the high level Master Plan for the coming 

year.   This includes strategic goals, budget, and potential project list with any associated fee / sponsorship 
schedules. 

 
�  September Board Meeting  – the Board approves the high level Master Plan.   

 
�  September – November  – Committees meet to determine specific actions needed to fulfill the Master Plan and 

create / update a Project Plan (template included in Attachment 5.2) for each project in the Master Plan.  Each 
responsible Board member creates / updates an Event Planning and Debrief Form (template included in 
Attachment 5.3) for their associated activities / projects. 

 
�  1st Tuesday in November  - Committee Chairs present all proposed Event Planning and Debrief Forms to the 

Executive Committee for approval.   
 

�  2nd Tuesday in November  - Committee Chairs email all approved Forms to the entire Board no later than the 2nd 
Tuesday in November. 

 
�  November Board meeting  – Committee Chairs discuss the specific plans for achieving the Master Plan.   
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�  November – December 
o The Secretary creates the Consolidated Calendar from the proposed Event Planning and Debrief Forms. 
o Performance against goals for the year are compiled and sent to the Board Chair to create the first draft of 

the Annual Report and Strategic Plan which is presented to the January Board meeting for approval. 
 

�  January 
o The final Strategic Plan is presented to the Executive Committee and Board for approval. 
o All collateral materials that are to be publicly distributed must be first presented to the Executive 

Committee and approved by the Board. 
o The Volunteer Engagement meeting is conducted to fully inform volunteers of progress and plans and to 

solicit help for the coming year. 
o The public distributed Paw Prints Newsletter is assembled, reviewed, and sent to the printer. 

 
�  February 

o Annual Report is shared with the community through the annual newsletter and various presentations 
(Mayor and Chief, City Council, etc.) 

 
�  January through December   

o Project Leaders execute their projects according to the approved plans.  Any missed dates or goals, or any 
concerns about missing a date or goal from the approved Project Plan must be escalated to the 
responsible Board Member and Committee Chair as far in advance as possible.   Concern about a date or 
goal turns that project item “yellow” for caution, a missed date or goal turns that project item “red”.  Yellow 
and red project items are reviewed as a regular part of the agenda for both Board and Committee 
meetings. 

o The final column (Actual) of each Event Planning and Debrief Form must be completed and reviewed at 
the associated Committee meeting no later than the month after the activity is concluded.  For ongoing 
activities, this column is completed by the end of the year.  

o At the end of each month, a report of all tasks for that month appearing in the Consolidated Calendar, 
must be updated by the Director / Project Leader by sending an email to the Secretary.  In addition, known 
status of any upcoming tasks also should be reflected.  The updated Consolidated Calendar will be used 
for both Board and Committee meetings. 

 
 
Master Calendar and Goals 
 
The following is presented as a general plan: 
 

Month Activity Timing 
1 Board Meeting 3rd Tuesday 
1 Executive Committee Meeting 1st Tuesday 
1 Offsite Adoptions  
1 Volunteer Orientations  
1 Spay Day Vouchers go on sale  
1 Major Donor Meetings  
2 Approve draft of spring appeal   
2 Executive Committee Meeting 1st Tuesday 
2 National Spay Day USA  
2 Offsite Adoptions  
2 Volunteer Orientations  
3 Board Meeting 3rd Tuesday 
3 Easter Pet Photos  
3 Executive Committee Meeting 1st Tuesday 
3 Volunteer Orientations  
3 Mail spring appeal  
3 National Prevention of Cruelty to Animals 

Month 
 

3 Offsite Adoptions  
4 Executive Committee Meeting 1st Tuesday 
4 Mail Critter Invitational Sponsorships  
4 National Be Kind to Animals Week  
4 Volunteer Orientations  
4 Offsite Adoptions  
5 Board Meeting 3rd Tuesday 
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Month Activity Timing 
5 Executive Committee Meeting 1st Tuesday 
5 Mail Critter Invitational Invitations  
5 Memorial Day Parade Memorial Day 
5 Offsite Adoptions  
5 Volunteer Orientations  
6 Art on the Avenue 1st weekend 
6 Follow-up Phoning in done on Critter 

Invitational Sponsorships and Invitations 
 

6 Critter Invitational Golf Outing 2nd Monday 
6 Executive Committee Meeting 1st Tuesday 
6 Mail Critter Invitational Thank Yous 4th Monday 
6 National Adopt a Shelter Cat Month  
6 Offsite Adoptions  
6 Volunteer Orientations  
7 Board Meeting 3rd Tuesday 
7 Executive Committee Meeting 1st Tuesday 
7 Offsite Adoptions  
8 Executive Committee Meeting 1st Tuesday 
8 Homecoming 1st weekend 
8 Mail Black Tie & Tails Sponsorships and 

Confirm Host Committee 
 

8 National Homeless Animals Day  
8 Offsite Adoptions  
8 Volunteer Orientations  
9 Board Meeting 3rd Tuesday 
9 Executive Committee Meeting 1st Tuesday 
9 Mail Black Tie & Tails Invitations  
9 Offsite Adoptions  
9 Volunteer Orientations  
10 Approve draft of holiday appeal  
10 Follow-up phoning in done on Black Tie & 

Tails Sponsorships and Invitations 
 

10 Black Tie & Tails 3rd Friday 
10 Executive Committee Meeting 1st Tuesday 
10 National Adopt a Shelter Dog Month  
10 Offsite Adoptions  
10 Volunteer Orientations  
11 Board Meeting 3rd Tuesday 
11 Executive Committee Meeting 1st Tuesday 
11 Mail Black Tie & Tails Thank Yous 1st Monday 
11 Mail holiday appeal  
11 National Shelter Appreciation Week  
11 Offsite Adoptions  
11 Volunteer Orientations  
12 Executive Committee Meeting 1st Tuesday 
12 Volunteer Holiday Party 2nd Thursday 
12 Holiday Pet Photos  
12 Offsite Adoptions Home 4 the Holidays 
12 Volunteer Orientations  
12 Volunteer Holiday Party  
12 Major Donor Meetings  

 
 
Project Planning  
 

Project Numbering (Attachment 5.1) 
 
All Projects and financial transactions are assigned a control number according to the following schema: 
 

1000’s – Executive Committee 
2000’s – Animal Committee 
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Development: 
3000’s – Operational Funding 
4000’s – Development Director specific initiatives 
5000’s – Capital Funding 

 
The complete list of Financial Account Numbers / Project Numbers / PayPal Transaction Codes and these are included as 
Policy Attachment 5.1. 
 

Project Plan Template (Attachment 5.2) 
 
The Project Plan Checklist is to be completed, at the discretion of the Committee Chair, by the responsible Director or 
Project Leader for each Project listed in the annual Master Plan.   The form is completed when a Project is added to the 
Master plan and updated annually as a part of the Strategic Planning process.  A template is included at Attachment 5.2.  
The purpose is to: 
 

�  Assist the Project Leader and associated Board Member in doing a thorough job of planning the project. 
�  For events, provide a standard event policy for the Project Leaders. 
�  Provide effective communications about the project through the Strategic Plan approval process to Board members, 

other Project Leaders, volunteer teams for this project and supporting projects, and the volunteer community at 
large. 

�  Serve as input to the annual budget planning and associated progress against budget reporting. 
�  Provide an early warning system so that if any phase of the project experiences difficulties, the full resources of the 

organization can be mobilized to provide assistance. 
�  Capture learnings about the planning, execution, and completion of the project that can be used and reused by this 

and other project teams. 
 

Event Planning and Debrief Form (Attachment 5.3) 
 
In order for a project / activity to be included in the annual strategic plan and to maintain a “green” status, an Event Planning 
and Debrief Form (Attachment 5.3) must be completed by the project Director / Project Leader, approved by the Committee 
Chair, and approved at the November Board meeting.  This Form contains: 

 
1. Budget goals and other objectives are established and a plan to meet them defined  
2. Event logistics are established – date, location, etc. 
3. Event pricing and donor benefits are established and approved  
4. Volunteer teams have been defined and staffed 
5. All materials associated with the project have been created and approved 
6. A marketing plan has been established and approved  

 
It is the responsibility of the Board Director and associated Committee Chair to complete and gain approval for these items. 
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Policy 6 – Donor and Public Relations 
 
 
Policy Number:     6 
Policy Name:     Donor and Public Relations 
Sponsor:      Anna Brown 
  
Revision History: 

�  5/16/02 – Stevie Cote  
�  Enhanced specifics around approvals for External Communications 
�  Added Process for External Communications review 

�  7/17/04 – Stevie Cote – rewritten to place the emphasis on Donor Management 
�  9/1/05 – Refined to include the Fund Development Manager responsibilities 
�  2/16/07 – Updated to include position title revisions and thank you’s being sent from the Database manger. 

 
Content:   
 
Objective:   To create positive publicity, reemphasize our message to the community, generate funds, and grow the donor 
base.   
 
Donor Management Steps 
 
1 Friends For the Dearborn Animal Shelter  Identity 

 The Friends name, logo, and reputation are a valued asset that must be respected and protected.    
 

2 Donors 
We value all donors and respect all donors and prospective donors in accordance with the Donor Bill of Rights 
(Attachment 1).  Donors are defined as those who give in the following ways (detailed description in Attachment 2): 

1. Adopting an animal 
2. Volunteering their time 
3. Making a financial contribution (donation, event sponsorship, underwriting, capital donation, endowment) 
4. Making an in-kind gift (donating an asset including stock, building materials, and professional services) 

 
3 Privacy 

All donor and prospect information created by, or on behalf of, the Friends is the property of the Friends.  The Friends do 
not share mailing lists and do not in any way disclose privileged or confidential information.    
 

4 Responsibility and Accountability 
Oversight of Donor Management rests with the Development Director (position responsibilities in the Friends Bylaws) 
under the direct supervision of the Executive Director and with oversight by the Executive Committee.   
 
All volunteers should view themselves as donor solicitors and managers.  All Board members must actively recruit 
additional donors and additional donations from existing donors and must be familiar with the names and giving histories 
of higher-end donors.   
 
Friends “members” may not engage in activities that harm the Friends’ organization or donors nor may they engage in 
activities that conflict with their fiduciary, ethical, or legal obligations to the Friends.  They may not exploit any 
relationship with a donor, prospect, volunteer, or employee to the benefit of the member or the member’s organization.  
Members must comply with all applicable local, state, provincial, federal, civil, and criminal laws.  They must recognize 
their individual boundaries of competence and are forthcoming and truthful about their professional experience and 
qualifications and must immediately disclose to the Executive Director any potential or actual conflicts of interest. 
 

  
5 Financial Controls 

The Friends processes and procedures adhere to standard accounting and auditing practices as stated in Policy 4. 
 
All donor, prospective donor, and donor contact information is maintained on the Friends Donor Database which is 
managed by the Donor Database Manager through the Development Director. 
 

6 Materials 
All publicly released Friends materials are to be considered donor cultivation and solicitation and must adhere to the 
Friends Style Guidelines and be first formally approved by the Development Director and the Executive Committee.  
Materials include press releases, appeals, newsletters, event materials, donor recognitions, etc.  All materials must be 
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1.  Identification

2.  Cultivation

3.  Solicitation
4.  Recognition

5.  Appreciation

Circle of Donor Management

accurate and correctly reflect the organization’s mission and use of solicited funds.  Any costs listed in materials must be 
first approved by the owning Board Committee and reviewed with the Board as a part of the overall annual strategic 
planning process.  Any midyear cost revisions must be proposed by the owning Committee and approved by the 
Executive Committee.    
 

7 Donor Opportunities 
The Friends offer a complete menu of giving options intended to meet the full range of donor ability and contribution 
interests.  Refer to the Donor Opportunities section of this document.    
 

8 Process and Methodology 
The Friends value Donors according to the following: 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 1.  Identification  – New donors are identified from: 
·  Referral of names from existing donors 
·  New adopters 
·  New donors  
·  New donor campaigns (buying mailing lists, event attendees, Point of Entry Events, etc.) 

 
 2&3. Cultivation and Solicitation  – the Development Director is responsible for the execution of the Raising More 

Money methodology. 
 

 

1.  Point of Entry (quarterly events) 
·  Facts 101 
·  Emotional Hook 
·  Capture Names 

2.  Follow-up 
·  Listen and Involve 
·  Cultivation Superhighway 

3.  Ask for Money (quarterly events) 
·  Units of Service 
·  Multiple Year Pledges 

4.  Introduce Others - Free Feel-Good Cultivation Event 
 

General cultivation involves an exceptional reputation for the organization that is spread by general word of mouth and 
good press.   
 
In addition: 

·  The Development Committee cultivates and solicits donors through appeals, events, merchandise sales, etc.. 
·  The Animal Committee cultivates and solicits donor adoptions, Friend-raising activities, etc.  The Animal 

Committee also is responsible for the City subsidy with oversight from the Executive Committee. 
 
All solicitations and other donor contact materials must be stipulated and agreed upon by the Board as a part of the 
annual Strategic Planning process.   Approval for drafts of specific materials is by the Executive Committee. 
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Direct Donor Solicitation takes place as follows: 
·  Development Director identifies the top 50 donors, prepares customized opportunity packages for them that 

include selections from the Giving Programs (Caring Hearts, Circle of Friends, and Best Friends) and higher 
level sponsorships from signature events (Critter Invitational and Black Tie & Tails).  One-on-one meetings are 
schedule and conducted to express appreciation and secure giving for the following year. 

·  The Public Relations Director oversees the Newsletter and generates other press.  The Newsletter is mailed to 
the entire donor database. 

·  The Development Director generates the Spring Appeal and Holiday Appeal which are mailed to the entire 
database. 

·  Signature event solicitations are mailed to any one who participated in the past, additions to the database since 
the same mailing the previous year, and any one else the Development Director specifies.  Direct event 
solicitations to fill sponsorships or attendance are the responsibility of the event chairs and the Development 
Director along with the entire Board. 

 
 4&5.  Recognition and Appreciation 

The Donor Database Manager will provide the Development with a complete “list” of Donor Information monthly.   Donor 
information learned during donor appreciation calls is forwarded to the Friends Donor Database Manager.  
   
All donations are acknowledged annually in the annual report / newsletter and on the web site.  Certain donations 
receive additional recognition (as stipulated in the Donor Opportunities).  The Donor Recognition matrix is executed by 
the Development Director with the responsible Committees and approved by the Board as a part of the annual strategic 
planning process.    
 
Larger donors receive additional appreciation opportunities (notification of these gifts are made to the responsible 
persons by the Database Manager):  

·  All donations receive a written acknowledgement within two (2) weeks  
·  One-time donations of $100 - $499, not related to a specific event, receive a thank you telephone call within two 

(2) weeks of receipt of the donation from the Thank You phoning team.    
·  One-time donations of $500 - $999, not related to a specific event, receive a thank you telephone call within 

one (1) week of receipt of the donation from the Development Director. 
·  One-time donations of $1,000 and above, not related to a specific event, receive a thank you telephone call 

within one (1) week of receipt of the donation from the responsible Committee Chair. 
·  All event sponsorships receive a thank you telephone call within one (1) week from the Event Chair. 
·  All donors that are at the annual Supporter or above level are invited to an annual Raising More Money Free 

Feel Good event in February. 
 
Additional benefits accrue to donors based on the purpose of their donation (event sponsorships include tickets, capital 
sponsorships include a recognition plaque, etc.).   These are defined and approved as a part of the annual strategic 
planning process. 
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Donor Reporting 
 
The Development Director will compile and report to the monthly meetings of the Executive Committee the following metrics: 

·  For the prior month: 
o Total giving by fundraising activity – dollars and number of donors (both financial and in-kind) 
o Average donation size  
o Comparison of these numbers vs. month-to-date and prior years 
o Giving totals against specific goals (event goals by type of sponsorship, annual giving levels, etc.) 
o Other statistics as requested by Executive Committee members. 

·  Giving trends for the top 50 donors and percentage increases for these and number of donors to add to this 
category, total number of donors, total giving over $5,000 and by what percentage to grow this.   

·  Giving against the planned goal for “targeted” donors. 
·  Analysis of giving trends and recommended additional actions. 

 
Annual Giving Levels  
 
The following are the operating funds Annual Giving Levels.  The Development Director is responsible for growing the 
number of donors within each level. 
 

Level Qualifying Amount 2003 2004 2005 
  Benefactor $10,000 and above 0 0  
  Patron $5,000 to $9,999 0 0  
  Advocate $2,500 - $4,999 6 10  
  Supporter $1,000 - $2,499 13 24  
  Provider $500 - $999 36 46  
  Contributor $100 - $499    
  Donor $1 - $99    

 
Specific giving levels for Giving Programs, events, etc. are included in Policy Attachment 3.1.   
 
The Development Director will prepare and present to the October Executive Committee meeting for approval, a “targeted” 
list of donors that will be approached on an individual level for which giving opportunities, 
 
Donor Opportunities 
 
A Donor Menu Map including opportunity, attendance, and sponsorship pricing  is approved annually as part of the strategic 
planning process.  It is included as Attachment 6.1. 
 
A Donor Bill of Rights 

 
Philanthropy is based on voluntary action for the common good.  It is a tradition of giving and sharing that is primary to 
the quality of life.  To assure that philanthropy merits the respect and trust of the general public, and that donors and 
prospective donors can have full confidence in the not-for-profit organizations and causes they are asked to support, we 
declare that all donors have these rights: 
 

I To be informed of the organization’s mission, of the way the organization intends to use donated resources, 
and of its capacity to use donations effectively for their intended purposes. 
 

II To be informed of the identity of those serving on the organization’s governing board, and to expect the board 
to exercise prudent judgment in its stewardship responsibilities. 
 

III To have access to the organization’s and most recent financial statements. 
 

IV To be assured their gifts will be used for the purposes for which they were given. 
 

V To receive appropriate acknowledgement and recognition. 
 

VI To be assured that information about their donations is handled with respect and with confidentiality to the 
extent provided by law. 
 

VII To expect that all relationships with individuals representing organizations of interest to the donor will be 
professional in nature. 
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VIII To be informed whether those seeking donations are volunteers, employees of the organization, or hired 
solicitors. 
 

IX To have the opportunity for their names to be deleted from mailing lists that an organization may intend to 
share.*  
 

X To feel free to ask questions when making a donation and to receive prompt, truthful, and forthright answers. 
 

 
Developed by: 

American Association of Fund Raising Counsel (AAFRC) 
Association for Healthcare Philanthropy (AHP) 
Council for Advancement and Support of Education (CASE) 
Association of Fundraising Professionals (AFP) 

Endorsed by (in formation): 
Independent Sector 
National Catholic Development Conference (NCDC) 
National Committee on Planned Giving (NCPG) 
Council for Resource Development (CRD) 
United Way of America 
 
 

* Friends For the Dearborn Animal Shelter does not share donor mailing lists. 
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Policy 7 – Style Guide 
 
Policy Number:     7  
Policy Name:     Style Guide 
Sponsor:     Sue Cavallaro with Stevie Cote 
Date Proposed:    1/01/04 
Date Approved:    2/29/04 
 
 
Logo Guidelines 
 
 
The Friends For the Dearborn Animal Shelter has a unique and compelling logo: a paw print inside a heart. Whenever 
people see this logo, they should immediately think of the Friends. The logo is part of the Friends’ brand identity, and as 
such, it is a valuable asset that we need to protect. The logo is protected by a registered copyright.  Accordingly, please 
adhere to the following guidelines when using the logo.  
 
1) The logo must be used as provided. Do not alter the logo in anyway, including changes to the color or design, or 

removal of any words or parts of the artwork. 
 
2) To properly stage the logo, a minimum clearance between the logo and other elements should be maintained. Allow at 

least 1/4-inch of white space around all sides of the logo. 
 
3) The horizontal logo (text to the side) may be no smaller than 1” in height and 2” in width.  The vertical logo (text at the 

bottom) may be no smaller than 1” in height and 1.13” in width. 
 
4) The logo should not be used to represent the words “Friends” or “Friends For the Dearborn Animal Shelter” in text, 

including in a headline or body copy.  It may be used as a document header. 
 
The Friends logo is available in EPS, JPEG and TIFF formats; in vertical or horizontal versions; and in one-, two- and three-
color versions: 
• one color (black) 
• two color (black and PMS 485) 
• three color (black, PMS 485 and PMS 122)  
 
 
 

 
 
Other info TK: 
Margins for letterhead (top 2.3” • bottom 0.75” • left 1.1” • right 1.0” -- SC, verify after letterhead is printed) 
Letterhead template as sample (ffdas letter template.doc) 
Typography 
Paw Prints 
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The heart alone (without the Friends text) may be used only when it 

is impractical to include the organization name, such as in jewelry, etc. 
 
In addition the following logos have been approved for specific Friends events: 
 

Black Tie & Tails 

 
Critter Invitational Golf Outing 

 
Mutt Strut 

 
Stray Cat Strut 

 
 
 

 
 
 
Friends  Document Standards 
 
All official Friends documents (intellectual capital), including meeting agendas and minutes , Board reports, etc., must 
conform to the following standards: 
·  The electronic document name must be YYYY-MM-DD and a descriptive title, such as Friends Board Minutes, that is 

consistent throughout a series of similar documents.  For example, only the date field would change for all Friends 
Board Minutes. 

·  In the content of the document: 
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·  Contain the Friends logo in the upper left corner 
·  The word DRAFT in the upper right corner, if the version issued is a draft. 
·  Have a descriptive document title at the top of the page (it also is recommended that this title be repeated at the top 

of all multipage documents) 
·  Contain a footer on each page that will contain the day and time it was printed and the page number along with the 

total number of pages in the document.  In addition, the footer on the first page will contain the name of the person 
who created the document and the date the document was last updated format YY-MM-DD for example 04-11-06.   

·  If an agenda, the  
o Day, Date, Time, Location, Invitees, and Objectives for the meeting 
o The agenda items, who is responsible for that item, and the time allotted 
o The updated carried over task list from the prior meeting with the task, who owns it, and the due date 

·  lf meeting minutes, they need to be distributed within a week of the conclusion of the meeting and contain 
attendees, decisions made, and resulting new and updated tasks including task owners and projected completion 
dates.   

 
 
Style Guidelines 

 
The key purpose of this style guide is to make life easier for those volunteers working on communications pertaining to the 
Friends. By providing standard formats for the presentation of information about the Friends, this guide is designed to reduce 
the amount of thought you have to put into routine language and style details on an ongoing basis. So instead of trying to 
remember the correct wording of the Friends mission statement, or spending time wondering whether it’s nonprofit or non-
profit, you can focus on big-picture issues such as promoting an event, soliciting for funding, or posting a description of an 
adoptable animal to the Web site. (Incidentally, it’s nonprofit, no hyphen.) 
 
This document is a work in progress; it will be updated on a regular basis and will evolve over time as the needs of the 
Friends organization changes. 
 
This guide is part of the Friends overall branding and corporate identity. For information about using the Friends logo, where 
to set your margins in Word when writing letters, and other topics related to the visual side of the Friends identity, see the 
“Logo Guidelines” document. 
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Policy 8 – New Shelter 
 
Policy Number:     8  
Policy Name:     New Shelter Project 
Sponsor:     Stevie Cote 
Initially approved:    9/1/05 
Revisions:    2/20/07 

·  Updated the campaign dates and sponsorship levels 
 
Name 
 
The formal name for the new shelter facility is Greater-Dearborn Animal Adoption and Education Center.  This name may be 
modified to accommodate the wishes of a naming sponsorship. 
 
 
Slogan and Logo 
 
Slogans: 

·  When appearing with other explanatory campaign materials - “Our Friends New Home” 
·  When appearing “alone” – “Friends For the NEW Dearborn Animal SHELTER” 

 
Logo: 

 
 
 
New Shelter Capital Campaign Donor Levels 
 
The New Shelter Naming Opportunities are included in Attachment 8.1. 
 
 
 
Endowment Campaign 
 
An endowment campaign will accompany the capital campaign to ensure that there is operating capital available.  Per the 
Bylaws, the endowment is funded at $0.25 of every dollar raised. 
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Policy 9 – Special Boards and Steering Committees 
 
Policy Number:     9  
Policy Name:      Special Boards and Steering Committees 
Sponsor:     Stevie Cote 
Initially approved:    9/1/05 
Revisions:    2/20/07 – Added the New Shelter Steering Committee and Governance Overview 
 
Advisory Board 
 
A Friends For the Dearborn Animal Shelter Advisory Board is authorized.  Membership is by invitation.  Board members are 
excluded as they are already part of the overall governance.  Board members may be listed as Advisory Board members 
when the associated spouse is a member.    Requirements for membership are: 
 

1. Provide advice and feedback on our ideas 
2. Publicly endorse our strategic direction 
3. Make a personal financial commitment to the Friends 
4. Assist in identifying and securing additional financial resources and funding 

 
New Shelter Steering Committee 
 
A Friends For the Dearborn Animal Shelter New Shelter Steering Committee is authorized.  Membership is by invitation.  
Board members are excluded as they are already part of the overall governance.  Requirements for membership are: 
 

1. Publicly endorse the new shelter campaign direction 
2. Make a significant personal financial commitment to the New Dearborn Animal Shelter project 
3. Provide the major campaign thrust to identify and secure the required financial resources and funding 

 
Governance Overview 
 

Requirements Board of Directors New Shelter Steering 
Committee 

Advisory Board 

Meeting  6 / year Committee determines 2 / year 
Committee Participation  1 minimum Subcommittees determine 

by Committee 
 

Time  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. 

  

Financial Commitment  What is for the Board 
member, a significant annual 
financial contribution. 

Significant TBD 

Event Participation Assist with at least 1  Attend one major event and 
attend donor recognition 
event 

Major Roles and 
Responsibilities 

Defined in Friends Bylaws Direct and participate in the 
overall capital campaign to 
secure the funds necessary 
to build the new shelter. 

Kelle – you have a definition 
of this. 

Friends Ownership President, Board Chair Vice President Capital 
Development with Executive 
Director 

Development Director 

 
 


