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COLLEGE PARK COMMUNITY FOUNDATION
BYLAWS

BOARD OF DIRECTORS

The Board of Directors shall be composed of no fewer than 7 and no more than 15
members and shall be as representative as possible of the diversity of the City of College
Park.

All reasonable efforts will be taken to ensure representation from the different geographic
areas of the city, including Sunnyside, Hollywood, Daniels Park, Autoville/Cherry Hill,
College Park Woods, Branchville, Berwyn, Lakeland, Crystal Springs, Old Town,
Calvert Hills, Yarrow, the College Park Estates, and the University of Maryland campus.

Board members should represent various sectors and stakeholders within the community,
such as: housing, arts, business, education, service organizations, environmental groups,
faith-based groups, youth groups, cooperatives, and seniors.

The term of each Board member is 2 (two) years. Board members may serve two
consecutive terms but must then step down for a minimum of one year before being
eligible for nomination again. The terms of one half of the initial Board shall be for 3
(three) years to provide for orderly transition.

Members of the Board of Directors will be expected to make a minimum donation of
$100 per year to the College Park Community Foundation.

Vacancies or additions to the Board of Directors shall be filled annually through
recommendations of the Board Development Committee. The Board Development
Committee shall respect the diversity of the City and the stakeholder groups listed above.
The slate of nominees shall be forwarded to the members of the Board of Directors at
least four weeks prior to the regularly scheduled Board meeting when the nominations
are presented for approval.

A member of the Board of Directors who is absent at three consecutive meetings, without
prior notification, is automatically removed from the Board. A member of the Board of
Directors may also be removed for cause by a vote of 2/3 of the remainder members.

OFFICERS

The officers of the Board of Directors shall include the Chair, Vice Chair, Treasurer,
Secretary, and one At Large member, and shall be elected annually. The Board
Development Committee will announce the slate of officers at the regularly scheduled
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meeting prior to the meeting at which the election will take place. Additionally, other
Board members may nominate candidates for officer positions from the floor.

The term of each elected officer shall be for one year. No officer may hold the same
office for more than two consecutive terms

The Chair will:
• Preside at meetings of the Board of Directors & the Executive Committee
• Monitor the performance of Committees
• Serve as an ex-officio member of all committees with the exception of the Board

Development Committee
• Speak on behalf of the Foundation to public audiences, including at community

events, to the news media, and in interactions with other nonprofit groups
• Act as a point of contact for with the Community Foundation for the National

Capital Region and its affiliates
• Work with the Board Development Committee to cultivate prospective successors
• Manage passwords and login information to the organization’s accounts and

subscriptions

The Vice Chair will:
• Perform the duties of the Chair in his/her absence
• Act in an advisory capacity to the Board Chair
• Serve as a liaison with grant recipients and assure all obligations and

commitments are met by both parties
• Serve as Chair of at least one committee
• Participate in the Executive Committee

The Secretary will:
• Take the minutes of each Board of Directors meeting and distribute them prior to

the next meeting
• Draft an annual report each calendar year
• Work with Committee Members to prepare and review official correspondence,

including meeting notices and notices to grant applicants
• Maintain archives to sustain institutional memory
• Participate in the Executive Committee

The Treasurer will:
 Monitor CFNCR reports and communicate with CFNCR as necessary to resolve

issues, discrepancies
 Maintain internal donor records and track progress toward fundraising goals
 Prepare an annual operating budget for Board approval
 Provide an annual review of the previous year’s budget
 Ensure that budgets support the organization’s long-term goals
 Provide the Board with monthly updated reports on operating income and

administrative expenses
 Maintain budgets for committees and events, as needed
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 Participate in the Executive committee

The At Large member will:
 Represent the rest of the board members at Executive Committee meetings
 Cast tie-breaking votes in the Executive Committee

COMMITTEES

Standing Committees and ad hoc committees shall be established as deemed necessary by
the Board of Directors. Membership and responsibilities shall be designated by the
Board.

The standing committees are: Executive, Board Development, Outreach, Grant Review,
and Resource Development. Every Committee will be responsible for documenting its
accomplishments annually and setting goals for the following year. The roles and
responsibilities are as follows:

The Executive Committee administers the day to day activities of the foundation,
including logistics and accounting. It consists of the officers and one additional At Large
member of the Board of Directors and acts between meetings as delegated by the full
Board. Specifically, the Executive Committee:

• Reviews bylaws annually, including the roles and responsibilities of officers and
committees, forwarding any recommended updates to the full Board

• Solicits feedback from the full Board on the bylaws, at least annually
• Administers all business processes, including but not limited to contact

management, knowledge management, and accounting
• Provides direction for and management of the CPCF brand
• Monitors timeline and implementation of milestones
• Set strategic goals for organization prior to the annual Board Retreat

The Board Development Committee will identify donors, committee members, and
other members of the community for nomination to the Board of Directors; annually
prepare a slate of nominees for election along with a slate of officers and, as the need
arises, nominate individuals to fill vacant positions. Specifically, the Board Development
Committee:

• Identifies professional development opportunities for board members
• Advises the chair of the board on efficacy of board meetings
• Spearheads training of new board members
• Develops and maintains of “board book”
• Recruits volunteers for committees and events
• Plans annual board retreat

The Outreach Committee informs the community of the work and mission of the
College Park Community Foundation and works with College Park organizations to assist
them in applying for grants. Specifically, the Outreach Committee:
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• Promotes College Park events and ensures CPCF participation
• Drives social media and website presence
• Manages contact lists
• Maintains a communications calendar
• Implements brand management as directed by the Executive Committee
• Communicates with media for the promotion of CPCF events and

accomplishments.

The Grant Review Committee is responsible for the grant-making activities of the
College Park Community Foundation. Specifically, the Grant Review Committee:

• Creates the grant application package, including  recommending eligibility and
scoring criteria to the Board

• Implements a workshop for potential applicants in each application cycle
• Reviews and scoring applications
• Recommends grant recipients to the Board
• Notifies applicants of the disposition of their application

The Resource Development Committee raises money to fund the Foundation’s
grantmaking and operations while also building relationships with individuals,
businesses, foundations, and public sector entities that advance the Foundation’s overall
goals. Specifically, the Grant Review Committee:

 Maintains lists of potential donors
 Creates donor designations, giving levels, and sponsorship benefit packages
 Ensures that donors and appropriately thanked and recognized
 Seeks out new information and training opportunities relevant to nonprofit

fundraising

Standing committees and ad hoc committees must be chaired by members of the Board of
Directors.  Membership of the Board Development and Proposal Review Committees
shall be limited to current Board members, while membership of any other standing or ad
hoc committees may consist of a combination of Board members and others from the
community whose interest or expertise will contribute to effectively carrying out the
duties of the committee. The Board Development committee shall bring forth a slate of
committee members for consideration by the Board of Directors.

MEETINGS

The Board of Directors shall hold a minimum of 4 meetings a year.

Notice of meetings, with an agenda, must be sent to Board members at least one week
before the date of the meeting. Notices will be distributed via email. Meetings are not
open to the public unless otherwise decided by a majority vote of the full Board.

A majority of the members appointed and qualified shall constitute a quorum.
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A period of twenty minutes after the established meeting time will be allowed for
determining the presence of a quorum. In the event a quorum is not reached, at the next
duly noticed meeting those present shall be deemed to constitute a quorum.

Board members arriving to a meeting late without prior notice will be expected to make a
contribution to the College Park Community Foundation equal to $1 for each minute of
lateness.

The act of a majority of the Board members present at a meeting at which there is a
quorum shall be the act of the Board of Directors unless the act of a greater number is
required by law or as elsewhere provided in this document.

The Board of Directors shall hold a minimum of 1 (one) meeting annually to which the
College Park community shall be invited. At this meeting, the Board shall provide its
annual report, present its current objectives and solicit input from the community. This
meeting shall be effectively advertised to the community.

LIMITATION OF POWERS

No individual member of the Board of Directors may commit the Foundation’s resources.
A majority of the full Board must approve all recommendations for expenditures.

RULES OF ORDER

The Board of Directors shall utilize Robert’s Rules of Order unless it adopts its own rules
of order.

TERMS OF AMENDMENT

These may be amended by an affirmative vote of 2/3 of the full Board of Directors,
provided that such amendments are announced at the previous meeting, properly noticed.


