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Article I: Membership 
1. Definition and classification  
a. Any Muslim or Muslimah 18 years or older and chooses to become a member of ISGKC may become a member by:  
i. Submitting a membership form to the ISGKC office and paying the nonrefundable annual membership dues, as determined by the ISGKC Board of Directors (BOD).  
ii. The membership form must include information needed to determine eligibility, i.e., name, address, and required dues to be paid, as well as other information deemed necessary.  
b. The application will be reviewed by the Membership committee and will be approved or denied within 30 days. Decision will be made based on compliance with the ISGKC policies and guidelines.
c. Membership will continue indefinitely, if dues are paid, other membership requirements are fulfilled, and ISGKC Policies and Guidelines are followed.  
2. Rights and privileges 
a. A member who resides in the Kansas City and surrounding area  can vote after 6 months of membership. 
b. A voting member shall be eligible for a BOD nomination after 12 months of being approved as a member. 
c. A member’s spouse is automatically considered a member with the same privileges without any additional fees. Other family members are not covered by this privilege. 
d. A member will have the priority for facility rentals.  
e. A member will be eligible for special discounts on facility usage. 
3. Termination of membership 
a. A member may voluntarily withdraw from membership by notifying the office  or by declining to pay the Annual membership dues. 
b. If a member is known to no longer have their primary residence in metropolitan Kansas City and surroundings as determined by the Membership committee, the member can no longer participate in the voting process or run for any BOD position. 
c. If a member fails to comply with the ISGKC policies and guidelines, the Membership committee may file a complaint with the Board of Directors (BOD). The BOD will hold a hearing during its regular meeting or in a special BOD meeting with a quorum in attendance. The BOD will decide whether to terminate the membership with a majority vote. 
d. Member’s Recourse 
i. If a member has had their membership terminated for any reason, and the member wants to appeal the decision to the next General Body, they may submit a written request to the office who will forward it to the Membership committee. The decision of the BOD to terminate the member may be voided at a GB meeting with a quorum of members present by a simple majority vote. 
ii. If the membership is terminated, the Membership committee will determine based on termination reason if and when the petitioner can be reinstated. 

Article II: Meetings 
1. General Body meetings: Official meetings and Town Hall meetings 
The General Body is the final decision-making authority in all matters of the Society. 
a. The General Body shall have 2 official meetings and 2 Town Hall meetings each year. 
i. The Official meetings are used to conduct the Society’s affairs such as elections, voting, passing constitution or bylaws changes, etc.  
ii. The Town Hall meetings are for informational purposes only where the BOD presents year-to-date accomplishments, and plans.  
b. The meetings will be held according to the following schedule: 
i.    2nd Saturday of March - Town Hall 
ii.   2nd Saturday of May - GB Official 
iii. 2nd Saturday of September - Town Hall 
iv. 2nd Saturday of December - GB Official  
c. The election for the Board of Directors members will be held during the December General Body official meeting. 
d. All agenda items that require voting will be finalized 2 weeks before the corresponding GB meeting. 
e. Notice of meetings                                                                                        
i. Members shall be informed of General Body meetings at least two weeks prior to the date of the meeting, and reminded through electronic means, fliers, and announcements. 
ii. BOD may allow virtual attendance at General Body meetings. 
iii. Financial reports and prior-meeting minutes should be made available one week before the General Body meeting. 
	f.	Order of business for official meetings 
i.    Member Sign-in sheets 
ii.   Opening duaa 
iv. Reading and approving of minutes of  preceding meeting 
v. President and Officers’ reports 
vi. Reports from the functional and ad-hoc committees 
vii. Pending items from last meeting 
viii. General Discussions 
ix. Elections at December GB Meeting only (except the first election on March 2024) 
x. Closing Duaa  
	g.	Quorum 
i. Except as provided by law, thirty (30) members or 15%, whichever is less, of the voting members will constitute the quorum for a General Body Meeting. 
ii. At any GB meeting with a quorum present, any resolution regarding general business of the ISGKC will require a simple majority vote. 
iii. At any GB meeting with a quorum present, any amendments, additions or deletions to the By-Laws will require a two-thirds (2/3) majority vote. 
iv. At any GB meeting with a quorum present, any amendments, additions, or deletions to the Constitution will require a three-fourths (3/4) majority vote. 
v. The Membership committee shall verify membership and Election committee shall verify voting eligibility.  
2. Special Meetings 
A Special General Body meeting shall be called by the Board of Directors when: 
a. An emergency or extraordinary conditions exist for the Society, or  
b. Requested by a Quorum of the voting members of the Society.
3. Other meetings 
Organized groups can meet to conduct any activity that complies with ISGKC rules and regulations on ISGKC property after receiving approval from the BOD. 

Article III: Organization 
1. Conduct of affairs 
a. Conduct of affairs of the Society shall be managed by the Board of Directors (Policy, Decision-Making and Operations Management) and functional/ad-hoc committees of the ISGKC.  
b. Each member of the BOD will serve as the leader/BOD representative of the functional or ad-hoc committees. BOD members can hold the office of no more than two functional committees but can hold the office of multiple ad-hoc committees. 
2. Responsibilities of the General Body 
a. The General Body of ISGKC is the final authority that will determine the course of action of all issues presented. 
b. Approve annual budget and projects.   
c. No confidence motion against any BOD member must be approved at a GB meeting with a quorum present by a two-thirds (2/3) majority vote, as indicated in Article II, section 1g. 
d. The liquidation of any asset valued more than $100,000.00 (One Hundred Thousand dollars) must be approved at a GB meeting with a quorum present by a three-fourths (3/4) majority vote, as provided in Article II, section 1g. 
e. The General Body may ratify constitutional amendments per the provisions of Article II, section 1g. 
f. The GB approval is required for projects costing more than fifty thousand dollars.   

3. Board Of Directors 
a. Composition  
i. The Board of Directors (BOD) shall consist of seven (7) members.  The President, Vice President, Secretary, and Treasurer are directly elected by the GB for the specific roles.  The remaining 3 positions will be elected by the GB but the roles will be decided within the BOD. 
ii. The following table shows the board members and their area of responsibility (refer to the corresponding appendix for a detailed description of responsibilities): 
 	 




	Board member
	Area of Responsibility
	Link to 
Appendix

	President
	Leadership and governance, strategic Planning, hiring and evaluation, signatory authority, community Engagement, structural organization, employee supervision and work culture, cooperation with other partner entities, public relations and Imam committee.
	A1

	Vice President
	Assistance to the President, special assignments, Involvement with committees, GB organization, evaluation of personnel and projects, outreach, Technology committee 

	A2

	Secretary
	Record keeping, internal communication, BOD meeting coordination, governance support, legal support, engagements with other Islamic organizations, membership committee, and election committee.
	A3

	Treasurer
	Financial planning and budgeting, financial reporting, signatory authority, fundraising collaboration, statements and transactions oversight, zakat, donation and relief disbursements: , audit and tax compliance 
HR/ Payroll / Accounting department
	A4

	Events Director
	Youth  
Sisters events committee 
Media/ publicans/ PR committee 
Event Planning, Volunteer Recruitment Guest Lecture Preparation
	A5

	Operations Director
	Maintenance department 
WIC department 
Welfare programs committee 
Facility management, security, key fob programming, committee engagement
	A6

	Education Director
	Educational program coordination & planning, programs enrollment, and engagement with Events Director. Khateeb/Special speakers committee 
	A7


                           Board Of Directors 
b. Policies 
i. The BOD will make decisions by  majority vote. In case of emergency, the President of the Board may call a meeting on short notice; every effort shall be exercised to inform the members of the Board. 
ii. To conduct any business, the presence of five (5) BOD members will constitute a quorum. 
iii. In case of the absence of the President, the Vice President will lead the meeting. 
iv. In case both President and Vice President are absent, the Secretary will lead the meeting. 
v. The Meetings can be in person, online or hybrid. 
vi. In case of a vacant BOD position, BOD will select a member from the General Body voting members eligible for BOD nomination to fill the vacant position until the annual election.
c. Meetings 
The BOD shall meet at least once a month (twelve times a year). The BOD may also conduct additional BOD meetings as needed.  
d. Term of office 
i. The President, Vice President, Treasurer and Secretary will be elected for 3 year terms.   
ii. The remaining board members will be elected for 2 year terms. 
iii. iii. Board members shall serve for a maximum of 2 consecutive terms and eligible to serve again after one election cycle that corresponds to their role. 
e. Responsibilities 
i. Vision and Mission: Board members help define and articulate the organization's vision and mission. They ensure that the organization's activities align with its core values and objectives. 
ii. Governance and Leadership: Board members are responsible for providing overall governance and leadership to the organization. They set the strategic direction, establish policies, and ensure compliance with legal and Islamic principles. 
iii. Strategic Planning: Board members are responsible for strategic planning processes. 
iv. Financial Oversight: Board members are responsible for overseeing the organization's financial affairs. This includes preparing budgets, monitoring financial performance, and ensuring proper financial controls are in place. 
v. Fundraising and Resource Development: Board members are responsible for fundraising efforts, identifying potential donors, cultivating relationships, and participating in fundraising activities. 
vi. Hiring: Board members are responsible for hiring personnel. Evaluation: Board members are responsible for evaluating ISGKC employees and perform peer-review of Board members including the President. 
vii. Community Engagement: Board members serve as ambassadors of the Society, representing it in the community and building relationships with stakeholders. They Implement the decisions of the General Body and keep it apprised of Society’s activities, challenges, and accomplishments. 
viii. Risk Management: Board members are responsible for identifying and managing risks that may impact the Society. 
ix. Record Keeping: The BOD must maintain all records, and documents of ISGKC including but not limited to, deeds of trust, donors list, members list, financial record, employee and BOD evaluations, project evaluations, project performance, investment records, meeting records and outreach products such as articles and interviews. 
x. Contracts: The BOD will publicize and obtain bids to execute and award contracts. Any contract work over Ten Thousand Dollars ($10,000.00) will require at least three bids. 
xi. Fees for Memberships and Facilities: The BOD will set the membership fee requirements for the General Body and gym memberships. The BOD will also set fees for all facility usage. 
xii. Other: At each December General Body meeting the BOD shall present an annual Report. Such a report shall be filed with the records of the Society and entered in the minutes of the proceedings of such Annual meeting of members.
xiii. Capital contribution: In the event any capital contribution shall be made or accepted pursuant to authorization conferred by the Certificate of Incorporation if the Society, each certificate evidencing such capital contribution shall conform to the law of the State of Incorporation.  The Board of Directors shall determine the detailed procedure. 
xiv. The Board of Directors shall manage the resources of the Islamic Society  effectively, prepare the annual budget in  accordance with the bylaws.   
xv. The Board of Directors has the authority to approve expenses that cost up to fifty thousand dollars ($50,000.00). 

f. Termina-on of BOD membership  
i. The termination of a Director shall require at-least 4 affirmative votes in a BOD meeting with 5 or more members in attendance. 
ii. The General Body may remove a Director with a two-thirds (⅔) vote in  a General Body meeting with a quorum present at the time of voting. The pretext for removal shall be based on  documented evidence.  
iii. The reasons for termination could be as follows: 
(a) Absence without prior notification to the Secretary for three (3) consecutive meetings. The vacancy created will be filled in accordance with the policy set forth in Article III 
(b) Inappropriate behavior or conduct that is not in accordance with Islamic principles. 
(c) Unfit to perform duties due to physical or mental ailments. 
(d) Performing activities that are not documented and pre-approved by the BOD, and are perceived as hindrance to the core agreed upon objectives of BOD. 
iv. The terminated board member may petition to reverse the termination decision in a special or regular GB meeting. 
v. If the termination decision stands, the GB will decide on the membership and eligibility for future elections. 
g. Succession  
Upon resignation or termination of a BOD member from his/her position, or in case of becoming incapacitated, the order of succession shall be as follows: 
i. The Vice President shall succeed the President. 
ii. The position of Vice President shall be filled by new election within the BOD. 
iii. If other BOD  positions become  vacant, they shall be filled by a GB voting member eligible for BOD nomination chosen by the BOD until a special election at the December GBM.
h. Hand over 
Within thirty (30) days of the election, the outgoing BOD  and other Committees members shall hand over to the respective incoming officers: 
i. All documents, records, files, and other properties. 
ii. Financial records including cash, check books, and appropriate signatures cards to operate the accounts. 
iii. Keys to the Islamic Center and other properties. 
iv. Keys to the Mailbox at the Post Office. 
v. List stating all unfinished business, outstanding accounts, and other pertinent matters. 
vi. Both the out-going and in-coming officers should complete a checklist as developed for the purpose stated in the Section 2 above. 



4. Functional committees 
The following table  shows the committees/departments, and who they report to (refer to the corresponding appendix for a detailed description of the committee or department function): 
        Functional committees 

	Committee/ department
	Reports to
	Link to Appendix

	Membership committee
Elections committee
	Secretary
	B1

	Finance / Endowment / Fundraising committee
	Treasurer
	B2

	Khateeb committee
	Education Director
	B3

	Media// PR / outreach committee
	Events Director
	B4

	Welfare programs committee
	Operations Director
	B5

	Islamic Education/ programs committee
	Education Director
	B6

	Technology committee
	Vice President
	B7

	Imam committee
	President
	B3



Composition and Terms:  
Except for the Election committee, the composition, and terms of service for the committees are discretion of the BOD. The Election committee shall comprise of five (5) members.  One of the committee members shall be the office manager, three members shall be from the voting members outside of BOD, and another member shall be BOD member who will serve only as the liaison between the BOD and the Election committee. The BOD member who will serve as the liaison shall not be the chairperson of the committee and shall not participate in the election process.  None of the three voting Election committee members shall be eligible to run for the office.  
5. Ad hoc committees 
The BOD may create  any number of   ad-hoc committees and assign any number of General Body members in good standing with ISGKC to accomplish the goals and objectives of ISGKC in accordance with its Constitution. 


Article IV: Fiscal year 
1. The fiscal year of the Society shall begin on the first day of January and shall end  on the last day of December.   
2. 

Article V: Elections 
1. Election process 
Two months before the election, the Election Committee shall:   
A. Make available the list of all members who are eligible for BOD nomination through announcements or posting on the Bulletin Board.  
B. Solicit nominations .  
C. All nominations shall be in writing and must be received by the Election committee at least four weeks prior to the election.   
D. The Election Committee shall finalize a list of nominees for each poison, in accordance with guidelines established in Article IV of the Constitution (Definition of Muslim) and article I of bylaws. For a valid nomination, the nominee needs at least two separate nomination recommendation forms (Section 2) signed by two different voting members. 
E. Nominations must be received 4 weeks prior to the election. 
F. The Election committee must finalize the list of nominees and prepare a ballot to include all relevant voting matters 3 weeks prior to the election, making it available to voting members.
G. In case of lack of nomination, the election for the vacant position will commence in the next official GB meeting.  
H. At the conclusion of the election, all documents of the Election Committee shall be turned over to the Secretary for record and safekeeping.   
2. Nomination Recommendation Form 

Nomination Form
I, ______________, a voting member of the ISGKC, am nominating _________________for the office of _____________________.
Signature of nominating member _________________		Date ______________

Acceptance Form
I, ________________________________, a voting member of the ISGKC having been nominated for the office of ___________________________________,  hereby declare that I accept the nomination with my free will. I further declare  that I shall dedicate the time and effort needed to carry out the responsibilities of  the office. May Allah (SWT) be my witness to this consent and give me the  wisdom and strength to carry out the responsibilities of the office to which I may  be elected.   
Signature of nominated member _________________		Date ______________

3. Election date  
The Board of Directors elections are held at the annual General Body meeting on the second Saturday of December. 
4. Voting procedures   
a. Election shall be carried out by secret ballot cast by the voting membership. A simple majority in votes shall decide the election of a candidate to any office.   
b. The Election committee will prepare the ballot with all related voting items listed.
5. Extended Voting: enhancing participation 
a. To promote inclusivity and ensure ample time for voting, the Election committee will diligently compile the ballot, encompassing all relevant voting matters, three weeks prior to the election day. 
b. Extended voting will serve as a substitute for proxy voting, encouraging all members to exercise their voting rights in person. However, recognizing that some individuals may be unable to physically attend, due to traveling, or sickness, extended voting will be introduced, spanning three weeks leading up to the election date. This allows voting members the flexibility to cast their votes by visiting the office during this extended period. 
  

Article VI: General rules 
1. Conformity 
a. All activities at the Center shall conform to Islamic Sharia, Sunnah, and applicable local laws. 
b. No activity shall cause any harm or disturbance to members, visitors, or neighborhood. 
2. Rules for using ISGKC facilities 
a. Rules regarding the use of the Islamic Center and its facilities shall be laid out by the BOD. 
b. Rules shall be posted where all community members can access (email, poster board, ISGKC website, etc.) 
c. Rules shall include hours of operation, permissible activities (sports, community gatherings, celebrations, etc.)  
d. Additional rules that govern the use of the facilities may include fees, after event cleanup, etc. 

Appendix A1: BOD - President 
The following committees and other personnel report to the President: 
• Imam committee 
• Public Relations committee 

1. Leadership and Governance: The President and Vice President provide overall leadership and governance; the President manages the board of Directors and ensures the activities of the Society are in compliance with the Islamic principles. 
2. Strategic Planning: The President collaborates with the rest of the BOD to define the mission statement and long-term vision, and the execution plan. 
3. Hiring and Evaluation: The President and the Vice President take lead in ISGKC’s employee and contractor hiring process and their evaluations; this includes oversight in job description, interviews, on-boarding, employee management and evaluations  
4. GB Meeting Roles: The President presents progress and reports to the GB and is responsible for follow ups.  
5. Signatory Authority: The President signs all documents on behalf of ISGKC. 
6. Community Engagement & Resource Development: The President is responsible for presiding over community engagement and public relations related activities. This may involve networking for fundraising, interfaith engagements, community building efforts, media relations and others. 
7. Structural Organization: The President enables logistical arrangements for review and or approval of all amendments to the Constitution or Bylaws by the General Body in accordance with the Constitution. 
8. Employee Supervision and Work Culture: The President works towards enabling a healthy work culture for ISGKC employees and contractors. This may involve identification of hierarchy, regular employee interaction, enabling of evaluation structure and metrics, periodic evaluations and tending to employee needs. 
9. Cooperation with other partner entities: The President and the Vice President represent ISGKC in collaborating with ISCGKC and cemetery. 
10. Conflicts of Interest: The President manages conflicts of interest forms of all board members and employees. 
11. Documentation: The President documents self-activities to present in BOD and GB meetings, and for inclusion in his/her performance self-evaluations. 
12. Risk Management: The President collaborates with other board members to identify and manage risks that may impact the Society. 


Appendix A2: BOD - Vice President 
The following committees and other personnel report to the Vice President: 
• Technology committee 
1. Assistance to the President: The Vice President works closely with the President for overall leadership and governance and serves as the interim President in the absence of the President.  
2. Special Assignments: The Vice President performs specialized tasks assigned by the President. Examples of such tasks can be fundraising coordination for a new project, initiation of new joint programs with other entities, grant applications, endowment pilot programs, etc. 
3. Signatory Authority: In addition to the President, the Vice President has the signing authority. 
4. Involvement with Committees: The Vice President coordinates the activities of standing and ad hoc committees and is integrated with 2 or more committees. 
5. GB Organization: The Vice President organizes the GB meetings and is responsible for conducting the meetings. Relevant tasks include but are not limited to GB meeting announcements, BOD preparations, preparation of stationery items, presentations and facilities, virtual meeting preparations when appropriate, food and beverages when appropriate and maintaining order.  
6. Evaluation of Personnel and Projects: The Vice President assists the President in defining evaluation structure for both personnel and projects.  
7. Personnel evaluations: shall follow the reporting  hierarchy both for employees (e.g., ISGKC and WIC staff) and volunteers (e.g., board members, committee participants, etc.), and have BOD approved formats. The evaluations shall be done on a yearly basis. The Vice President reports to the BOD on evaluation strategy and activities on a quarterly basis. 
8. Project evaluations: shall be performed against their purpose and value in different phases. An example of a construction project evaluation constitutes data collection and definition of metrics for effective fundraising, inspection of construction work and management against best practices, and impact assessment post construction in near term and after a duration of operations.    
9. Outreach: The Vice President takes the lead in public relations and outreach activities and ensures representation of ISGKC to the public. Example activities include engagement with outside visitors, state and local Govt. delegates, and communication with the media. 
10. Documentation: The Vice President documents self-activities to present in BOD meetings, and for inclusion in self-evaluations. 



Appendix A3: BOD - Secretary 
The following committees and other personnel report to the Secretary: 
• Membership committee 
• Elections committee 
1. Record Keeping: The Secretary records BOD, permanent committee and GB meetings, and any other important information. The Secretary shall ensure that all records pertaining to the operation of the Society are kept at the principal office of ISGKC.  This includes but not limited to all books of account, official seal, meeting minutes of BOD meetings and GB meetings, list of the names and addresses of all members, list of BOD members and their contact information, contact information within and outside of ISGKC, and all legal documents required by local government. 
2. Internal Communication: The Secretary serves as the primary point of contact for board members to relay information to other board members, committees and ISGKC employees. 
3. BOD Meeting Coordination: The Secretary assists in coordinating board meetings, including scheduling, and ensuring that necessary materials and resources are available.  
4. Governance Support: The Secretary provides support to the board in matters related to governance. This may include assisting with the bookkeeping and revisions of review of bylaws, policies, and procedures, as well as ensuring compliance with legal and regulatory requirements. 
5. Legal Support: The Secretary will ensure that all legal, tax documents, and forms are filed on time to keep ISGKC in good standing with local, state, and federal agencies. 
6. Engagements with Other Islamic Organizations: The Secretary acts as the liaison for ISGKC’s communication and coordination with other Islamic organizations for events, programs, and social and religious matters. 
7. Documentation: The Secretary documents self-activities to present in BOD and GB meetings, and for inclusion in evaluations. 
8. Other: The Secretary shall affix and attest the seal of the Society documents duly authorized by the BOD and shall have charge of all books and records of the Society. 

Appendix A4: BOD - Treasurer 
The following committees and other personnel report to the Treasurer: 
· Finance/Endowment/ Fundraising committee 
· HR/Payroll/ Accounting department 
1. Financial Planning and Budgeting: The Treasurer works with the President and the Vice President to forecast income and expenses, develop financial goals, policies and annual budgets.  
2. Financial Reporting: The Treasurer is responsible for overseeing financial activities in the Society and prepares and presents financial reports. The fiscal year of ISGKC begins on the first day of January and ends on the last day of December of each year. Financial reporting may include income, expenses, liquid assets and liabilities. 
3. Fundraising Collaboration: The Fundraising Coordinator is the point-of-contact for all fundraising activities and works closely with the board members in all fundraising efforts for the Society and external organizations coming to the Society.   
a. Creates a process for fundraising including forms a fundraiser, whether internal or external, shall fill out and be approved prior to fundraising. 
b. Collaborates with the Treasurer, President, and the Vice President to develop both long -term and short -term fundraising strategies for ISGKC. 
c. Works closely with the school and the cemetery to understand and strategize fundraising campaigns. 
d. Works with external fundraisers, regional masjids and other non-profits to coordinate fundraising activities. 
e. Oversees all regular donation campaigns and analyzes data for ISGKC’s healthy finances. 
f. Donor Engagements: The Fundraising Coordinator leads in developing strategies for donor engagement in collaboration with the office. The engagement involves both pre and post collection efforts such as outreach and communication prior to an event, appraising donors of project activities, and mailing year-end tax documents. 
g. Grant Management: The Fundraising Coordinator takes lead in grant activities from private and federal sources. The responsibilities include outreach, planning, teaming, execution and evaluation activities related to grants. 
h. Endowment Management: The Fundraising Coordinator acts as the endowment manager, identifies and manages ISGKC’s investments in collaboration with the office. 
4. Committee Involvement: The Fundraising Coordinator is an integral part of the finance and fundraising committee and works closely with the Treasurer. 
5. Documentation: The Fundraising Coordinator plans and documents activities to present in BOD and GB meetings, and for inclusion in self-evaluations. 
6. Statements and Transactions Oversight: The Treasurer works closely with the office to oversee weekly collections and counting, monthly bank statements and credit card transactions. The Treasurer also substitutes the manager for collections, deposits and withdrawals in his/her absence. 
7. Zakat, Donation and Relief Disbursements: The Treasurer leads in developing strategies for annual zakat, donation and relief disbursements according to Islamic Principles.  
8. Brotherhood Fund: The Treasurer oversees the brotherhood fund and keeps track of various financial assistance programs.  Any request for financial assistance goes to the office first and gets relayed to BOD through the Treasurer 
9. Audit and Tax Compliance: The Treasurer coordinates the Society's audit or financial review process. If needed, the Treasurer works with external auditors or accountants to ensure compliance with tax laws and regulations. 
10. Documentation: The Treasurer documents financial activities and presents them in BOD and GB meetings, and for inclusion in evaluations. 

Appendix A5: BOD - Events Director 
The following committees and other personnel report to the Events Director: 
• Media/ PR/ Outreach committee
• Youth committee 
1. Event Planning: The Events Director collaborates with the office, Youth Affairs Director and Fundraising Coordinator to plan for events such as guest lectures, fundraising dinner, sporting events, picnics, rallies, etc. The planning for events should commence well in advance and be approved by the BOD. 
2. Volunteer Recruitment: The Events Director collaborates with the community welfare committee for volunteer recruitment and management.   
3. Ramadan Planning: The Events Director serves as the ‘Ramadan Planner’ and presents a plan to BOD for the events in Ramadan including Iftar preparations, Imam selection for taraweeh and laylatul Qadr, fundraising events and fundraisers. 
4. Eid Prayer and Celebration Planning: The event Director initiates and oversees Eid prayer planning. The tasks include but are not limited to Eid venue selection, preparation, Khateeb selection and organization for Eid prayers in collaboration with the office. The Director also oversees special events related to the Eid such as Eid socials, bazaars, carnivals, and others. 
5. Coordination with Local Authority: The Events Director coordinates with the law enforcement and other local and state authorities for event planning and execution.  
6. Guest Lecture Preparation: The Events Director is responsible for outreach and bringing of guest lecturer and other dignitaries, and arranging for their hospitalities, and respective events.   
7. Committee Involvement: The Events Director is an integral part of the public relations committee to ensure outreach. 
8. Documentation: The event Director documents activities to present in BOD and GB meetings, and for inclusion in evaluations. 
9. Youth Coordinator: The Youth Coordinator reports to the Event Director 

Appendix A6: BOD - Operations Director 
The following committees and other personnel report to the Operations Director: 
· Welfare / social programs committee / Brotherhood
· Office manager 
· WIC 
1. Personnel Management: The Operations Director will be responsible for overseeing the Office Manager and WIC staff.

2. Facility Management: The Operations and Facilities Director collaborates with the office and other board members for regular maintenance, structural integrity, updates, and major planning.  
a. The Director is responsible for overseeing interior and exterior update planning for ISGKC and works with the board members for new constructions/updates. 
b. The Operations and Facilities Director collaborates with the Treasurer and Fundraising Coordinator for financial planning of projects. 
c. ISGKC office is responsible for leading day to day maintenance and construction efforts. 
d. The Facilities Director oversees overall efforts but does not engage in direct labor to avoid conflicts of interest. 
e. Through the various committees and staff, the Operations Director will strive to see that the various activities on ISGKC property will run smoothly and efficiently. 
f. The Operations Director will ensure that all procedures and rules determined by the BOD will be executed.
3. Security: The Operations and Facilities Director collaborates with the Technical Director and is responsible for security management of the facilities and events; this includes system upgrades, surveillance of the ISGKC facilities, volunteer recruitments and coordination with law enforcement agencies. The Operations Director will coordinate his Security duties with the Technology Committee thru the Vice President.
4. Key Fob Programming: The Operations and Facilities Director collaborates with the office to program key fobs for entry to ISGKC facilities and maintains personnel lists who were granted permission. 
5. Committee Engagement: The Operations and Facilities Director chairs the construction committee and creates a structure for engagement. 
6. Documentation: The Operations and Facilities Director documents activities to present in BOD and GBM meetings, and for inclusion in self-evaluations. WIC staff and the Assistant Manager will not be documented by the Operations Director.


Appendix A7: BOD - Education Director 
The following committees and other personnel collaborate with the Education Director: 
· Islamic education / programs / Khateeb committee 
· Quran program 

1. Educational Program Coordination & Planning: The educational Director is responsible for collaborative planning, curriculum development and oversight of ISGKC’s educational programs such as Quran academy, Sunday programs, Summer School and Hifz school. The Education Director collaborates with the Youth Coordinator Director when there are overlaps in functions. 
2. Enrollment and Financial Reporting: The Education Director oversees advertising and enrollment in educational and special programs, projects fees and reports on actual financial to BOD.  
3. Khateeb, Lectures and other Invited Talks: The Education Director collaborates with relevant committees to oversee khateeb selection, lectures and solicits guests for events and presentations. 
4. Community Engagement: The Education Director serves as the point of contact for community feedback and complaints regarding the educational activities and relevant personnel. The educational Director is an integral part of the Imam/ Khateeb/ Speaker and Educational committees. 
5. Documentation: The Education Director documents all activities to present in BOD and GB meetings, and for inclusion in self evaluations. 

Appendix B1: Membership committee 
1. Membership management: The committee is responsible for maintaining an accurate and up-to-date membership list. They handle new member applications, review eligibility criteria, and ensure that members meet the requirements set by the organization. 
2. Membership communication: The committee serves as a point of contact for members, addressing their queries and providing information about membership benefits. 
3. Membership recruitment: The committee actively promotes membership and encourages individuals to join ISGKC. They may organize membership drives, outreach programs, or informational sessions to attract new members. 

Appendix B2: Finance/ Endowment/ Fundraising committee 
1. Fundraising strategy:  
a. The committee develops and implements a comprehensive fundraising strategy to support the organization's activities and initiatives. They identify potential funding sources, such as grants, donations, sponsorships, and fundraising events, and create plans to maximize revenue generation. 
b. Creates a process for internal and external fundraising including filling out forms. Fundraiser shall complete and submit for approval prior to fundraising.   
c. Collaborates with the Treasurer, President, and the Vice President to develop  both long -term and short -term fundraising strategies for ISGKC.   
d. Collaborate with the school and the cemetery to understand and strategize fundraising campaigns.   
e. Works with external fundraisers, regional masjids and other non-profits to coordinate fundraising activities.   
f. Oversees all regular donation campaigns and analyzes data for ISGKC’s  healthy finances.   
2. Donor cultivation and stewardship: The committee builds and maintains relationships with donors and supporters of the organization. They engage in donor cultivation activities, such as organizing donor appreciation events, issuing donation receipts and tax forms, sending thank-you notes, and providing regular updates on the impact of donations. 
3. Grant writing and management: The committee identifies grant opportunities and prepares grant proposals to secure funding for specific projects or programs. They also manage the reporting and compliance requirements associated with grants, ensuring that the organization meets all obligations to the funding sources. 
4. Financial policies and procedures: The committee establishes and maintains financial policies and procedures to ensure transparency, accountability, and compliance with legal and regulatory requirements. They review and update financial policies as needed and provide guidance to the organization's leadership and members on financial matters. 
5. Internal controls and risk management: The committee implements internal controls to safeguard the organization's assets and prevent fraud or misuse of funds. They assess financial risks and develop strategies to mitigate them, such as insurance coverage or contingency plans. 
6. Financial education and training: The committee provides financial education and training to the organization's leadership, members, and staff. They may organize workshops or seminars on topics such as budgeting, financial planning, and fundraising techniques to enhance financial literacy within the organization. 

Appendix B3: Khateeb/Speakers committee 
1. Khutbah, Khatira and Lecture Oversight: This committee oversees regular  khatiras, khutbahs and guest lectures, ensures authenticity and integrity of  educational programs, and serves as the community point-of-contact for comments  and complaints.   
2. Khateeb Scheduling: The committee collaborates with relevant personnel  within and outside ISGKC for Khateeb scheduling.  
3. Outreach: The committee performs outreach to solicit guest lecturers and other personnel for inhibited talks and events.  

Appendix B4: Media, Public Relations and Outreach Committee  
1. Media management: The committee oversees the organization's media presence, including managing social media accounts, website content, and other digital platforms. They create and curate content that aligns with the organization's values and mission and engage with the online community. 
2. Publication management: The committee is responsible for producing and distributing publications, such as newsletters, magazines, and brochures. They coordinate with writers, editors, and designers to ensure that the publications are informative, engaging, and reflect the organization's messaging. 
3. Public relations: The committee handles the organization's public relations activities, including building relationships with the media, responding to media inquiries, and issuing press releases. They work to enhance the organization's public image and promote positive coverage in the media. 
4. Event promotion: The committee promotes the organization's events and activities to the public. They develop marketing strategies, create promotional materials, and utilize various channels, such as social media, email newsletters, and local media outlets, to reach the target audience. 
5. Crisis communication: In the event of a crisis or controversy, the committee manages the organization's communication response. They develop crisis communication plans, coordinate messaging, and ensure that accurate and timely information is provided to the public. 
6. Branding and messaging: The committee ensures that the organization's branding and messaging are consistent across all media and publications. They develop and maintain brand guidelines, create templates, and provide guidance to other committees or departments within the organization to ensure a unified and cohesive message. 
7. Media training: The committee may provide media training to the organization's leadership, members, and staff. They equip individuals with the skills and knowledge to effectively communicate with the media, handle interviews, and represent the organization in public settings. 
8. Community outreach: The committee engages with the local community and other stakeholders to build relationships and promote the organization's activities. They may organize community events, participate in community initiatives, and collaborate with other organizations to enhance the organization's visibility and impact. 


Appendix B5: Welfare/social programs committee 
1. Needs assessment: The committee conducts assessments to identify the needs and challenges faced by the community. They gather data, conduct surveys, and engage with community members to understand their concerns and priorities. 
2. Program development: Based on the needs assessment, the committee develops and implements programs and initiatives to address the identified needs. These programs may include social services, educational programs, health and wellness initiatives, and support for vulnerable populations. 
3. Volunteer coordination: The committee recruits, trains, and coordinates volunteers to support the community welfare programs. They ensure that volunteers are matched with appropriate roles and provide ongoing support and supervision. 
4. Resource mobilization: The committee works to secure resources, including funding, donations, and in-kind support, to sustain and expand community welfare programs. In collaboration with the fundraising committee, they may engage in fundraising activities, seek grants, and collaborate with external partners and organizations. 
5. Collaboration and partnerships: The committee collaborates with other organizations, government agencies, and community stakeholders to leverage resources and expertise. They build partnerships to enhance the impact and reach of community welfare programs. 
6. Advocacy and awareness: The committee raises awareness about social issues and advocates for policies and actions that promote the well-being of the community. They may organize awareness campaigns, participate in advocacy efforts, and engage with policymakers and community leaders. 
7. Emergency response: In times of crisis or emergencies, the committee plays a crucial role in coordinating relief efforts and providing support to affected community members. They develop emergency response plans, establish communication channels, and mobilize resources to address immediate needs. 
8. Monitoring and evaluation: The committee monitors the effectiveness and impact of community welfare programs. They collect data, evaluate outcomes, and make adjustments to ensure that programs are meeting the needs of the community and a 
9. achieving desired outcomes. 
10. Youth Engagement: The committee helps define long-term and short-term  strategies for youth engagement and empowerment and oversees coordination and support for youth programs. The coordination may include advertising of events, management of liabilities, volunteer base formation and participations.   
11. Sports Membership and Facility Fees: The committee oversees  gym membership, usage, and fees for sports and youth related events, and reports  to BOD.   

Appendix B6: Islamic education committee 
1. Quran Academy, Sunday School and Other Educational Activities: The committee assists the Quran Academy and Youth Directors in execution of various educational programs. The scope of assistance can range from coordination of teachers, curriculum development, progress tracking to technical and security arrangements and others. The committee may set the stage for educational competitions.   
2. Collaboration with the Islamic School for Joint Program: The committee identifies pathways for collaboration with the Islamic School and engages in development of joint programs and initiatives.  
3. Teacher Training and Development: The committee facilitates professional development workshops for Quran and Hifz teachers. 
4. Student Engagement and Support: The committee organizes social and recreational activities for students and parents and offers individual mentorship and guidance. 
5. Evaluation and Improvement: The committee assists in regular evaluation of the effectiveness of education programs and implementation of strategies to improve student learning outcomes. The committee may conduct surveys and gather feedback from stakeholders. 


Appendix B7: Imam committee 
1. Oversight: This committee oversees Imam performance and serve as liaison between Imam and BOD. 
2. Consultation: The committee collaborates with Imam to resolve fiqh issues.  
3. Reconciliation: The committee performs outreach to resolve any conflicts that might arise due to difference in Mazahib or other schools of thoughts.  
4. Evaluation and Improvement: The committee assists in regular evaluation of the overall Imam performance and implement strategies to improve community learning outcomes. 
5. 

Appendix B8: Elections committee 
1. Election management: The committee oversees the election process for BOD positions as laid out in Article V. This includes setting election guidelines, establishing nomination procedures, verifying attendance during the GBM and the quorum, and ensuring a fair and transparent voting process. 
2. Election result announcement: Once the election is complete, the committee announces the results to the members and the wider community. They may also handle any disputes or challenges related to the election process. 

Appendix B9: Technology committee 
1. Technical Oversight: The committee oversees technical matters including website, prayer times, apps and social media  presence.   
2. Signage, Posters and Flyers: The committee is responsible for signage,  posters and flyers for events, campaigns and general needs.   
3. Recordings: The committee collaborates with the office to manage recordings for events, and security  feeds.   
4. Security Collaboration: The committee collaborates with the ISGKC management to manage security sensors, cameras and programming of key fobs.   
5. Operation Manual: The committee collaborates with the ISGKC management and  the maintenance person to ensure smooth operation of the communication and  media equipment (e.g., TV, mic, audio systems, presenters, etc.) and help  maintain an operation manual.   

Appendix C: HR/ Payroll/ Accounting department 
This department reports to the Treasurer. 
The HR, payroll, and accounting departments play important roles in managing the organization's finances, ensuring compliance with legal and regulatory requirements, and supporting the needs of the staff and volunteers. Here are some specific responsibilities of each department: 
1. HR Department 
a. Recruitment and hiring: Managing the recruitment process, including advertising job openings, screening resumes, conducting interviews, and making hiring decisions. 
b. Employee onboarding: Facilitating the orientation and onboarding process for new employees, including providing necessary paperwork, explaining policies and procedures, and ensuring a smooth transition into the organization. 
c. Employee benefits: Administering employee benefits programs, such as health insurance, retirement plans, and paid time off. This includes enrollment, communication, and addressing employee inquiries or concerns. 
d. Employee relations: Handling employee relations matters, such as conflict resolution, disciplinary actions, and performance management. This may involve conducting investigations, providing guidance to supervisors, and ensuring compliance with employment laws and regulations. 
e. Training and development: Identifying training needs, coordinating training programs, and supporting professional development opportunities for staff and volunteers. 
f. Policy development and compliance: Developing and implementing HR policies and procedures, ensuring compliance with employment laws and regulations, and keeping up-to-date with changes in labor laws. 
2. Payroll Department 
a. Payroll processing: Calculating and processing employee salaries, wages, and benefits, including deductions for taxes, insurance, and retirement contributions. 
b. Time and attendance tracking: Managing systems or processes to track employee attendance, lave, and overtime hours. 
c. Payroll tax compliance: Ensuring compliance with payroll tax laws and regulations, including filing payroll tax returns, remitting payroll taxes to the appropriate authorities, and providing necessary documentation to employees. 
d. Payroll reporting: Generating payroll reports for management and finance purposes, such as expense analysis, budgeting, and forecasting. 
e. Recordkeeping: Maintaining accurate and confidential payroll records, including employee information, tax forms, and payroll reports. 
3. Accounting Department 
a. Financial management: Managing the organization's financial activities, including budgeting, financial planning, and financial reporting. 
b. Bookkeeping: Recording financial transactions, such as income, expenses, and donations, and maintaining accurate and up-to-date financial records. 
c. Accounts payable and receivable: Managing invoices, payments, and collections from vendors and donors. 
d. Financial reporting: Preparing financial statements, such as balance sheets, income statements, and cash flow statements, and providing financial reports to the board of Directors and other stakeholders. 
e. Audit and compliance: Coordinating with external auditors for annual audits, ensuring compliance with accounting standards and regulations, and maintaining proper internal controls. 
f. Grant management: Managing financial aspects of grants, including budgeting, reporting, and compliance with grant requirements. 
g. Overall, the HR, payroll, and accounting departments work together to ensure proper financial management, compliance with legal and regulatory requirements, and support for the organization's staff and volunteers. 

End Of Bylaws 
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