


























OPNAVINST 1754.5
20 Sep 06

Section 3. Dues (if desired)

a. Dues of this group shall be
(year) .

per (month) or

b. Payment of dues shall (or shall not be a required
condition of membership) .

Article IV - Slate of Officers

a. The elected officers of this group shall be a
(President/Chairperson), a

(Vice President/Vice or Co-chairperson), a
Secretary (can be split between Corresponding Secretary and
Recording Secretary), and Treasurer. They shall govern and
operate the group per these by-laws. The term of office shall
be for (1 year/6 months) and no officers may
succeed themselves. All elected officers must be up-to-date,
dues-paying (if required) members of this group.

b. The Executive Board shall consist of the elected
officers of this group, the advisors (if any), the Chairman of
all standing committees, and other members as the Executive
Board may invite.

Article V - Nomination and Election of Officers

a. All officers shall be nominated by a committee headed by
a Chairperson, appointed by the (President/
Chairperson), plus three to five members.

b. The slate should be presented to the commanding officer
for approval and then to the Executive Board.

c. At the next regularly scheduled meeting, the slate
should be presented to the group members to be voted on by
secret ballot. All members present will be eligible to vote.

d. Nominations from the floor will not be allowed at the
voting meeting since the ability to inform the commanding
officer of new nominations will not be feasible.
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e. The newly elected officers will assume their duties at
an installation ceremony which will be arranged by the outgoing
Executive Board.

Article VI - Duties of Officers (Use enclosure (5) for examples
of officer duties.)

a. The (President/Chairperson) shall preside
at all regular meetings of the group and necessary to carry out
the business of the group. The President shall be an ex officio
member of all committees except the Nominating Committee.

b. The Vice President/Vice Chairperson or Coordinator shall
assist the President and in their absence shall assume the
duties of the President. (Often, the Vice President may be
Secretary of the Nominating Committee, the Parliamentarian, or
Chairman of Special Committees formed as needed.

c. The Secretary shall keep the minutes of all meetings of
the group and the Executive Board. They shall have the minutes
ready for duplication upon request by the next regularly
scheduled meeting. They are the custodian of all the permanent
records of the group. The Secretary shall handle all the
correspondence of the group as directed by the President or
Chairperson and the Executive Board.

d. The Treasurer shall be responsible for all funds
pertaining to the calendar year in time for tax preparation (if
applicable) .

e. Two signatures will be required to sign checks or to
withdraw cash. Both the Treasurer and the

(President) shall be authorized to sign checks on
the group bank accounts. Any expenses incurred by the routine
operations of the group or its activities may be reimbursed by
the authorization of either the Treasurer or President. Any
expenses for other than routine operations must be approved by a
two-thirds vote of the board members present at any duly
constituted meeting.
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Article VII - Meetings

a. The regular meetings of (Name of Group) shall be held at
the of every month at a place designated at the
previous meetings and approved by the Executive Board.

b. Should a meeting have to be called prior to the regular
meeting or a decision made, the President or two officers shall
give their approval.

c. All members should be notified of general meetings.

Article VIII - Amending the By-laws

The by-laws may be amended by a two-thirds vote of the
participating members during a regularly scheduled meeting,
provided the elected officers are present, and notice of the
proposed amendment is given 30 days prior to the meeting.

Article IX - Termination

Upon dissolution of the group, after paying or making provision
for payment of all debts, the remaining money shall be
distributed to charitable organizations chosen by the final
members of the group.

Sample of Standing Rules

The Standing Rules may be changed by a simple majority vote.
Standing Rules should include any rules which the group feels
will need to be changed or altered frequently. This will
eliminate the need for rewriting these by-laws each time a minor
change is desired. Such rules might be:

a. The amount of dues.

b. The amount of money to be kept in the ugeneral morale"
sub account.

c. The number of meetings to be held each month.
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RECOMMENDED ROLES/OFFICER FUNCTIONS

Advisor. An advisor makes recommendations, consults, and
provides information and is typically the spouse of the CO, XO,
CMC or COB or another representative by command appointment.
The role of the advisor depends on the interest level of the
individual spouse. Duties are defined by the individual and can
include, but are not limited to:

a. Mediator (assist in reconciling disputes)

b. Cheerleader (provide encouragement) .

c. Liaison (provide command information, when appropriate,
and knowledge of how FRGs work) .

d. Resource (share knowledge)

e. Coach (tutor from the sidelines)

ombudsman. FRG advisor(s), officers, and command ombudsmen are
equally important in family support, but have separate and
distinct responsibilities. Ombudsman's duties are established
by command and reference (d) and require specific training for
the position. Duties in regard to FRGs:

a. May provide assistance in starting an FRG.

b. Provide information, resources, and referrals.

c. Communicate command information.

d. Maintain confidentiality.

e. Provide encouragement to and inspire camaraderie among
command families.

President/Chairperson/Coordinator. The incumbent represents the
command to the spouses and anyone they may come in contact with
while in this role. Duties:

a. Know the current by-laws/procedures.
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b. Prepare agendas for meetings.

c. Start and end meetings, make arrangements for opening
the building/room, arranging the room, cleaning and locking up.

d. Sign official correspondence.

e. Appoint committee chairpersons and maintain list of
committees.

f. Establish a working relationship with the
advisors/sponsors.

g. Recognize committee volunteers.

h. Delegate responsibility evenly throughout the group or
among committee members.

i. Is familiar with basic parliamentary law and procedure
(Robert's Rules of Order) for more formal meetings.

Vice President/Vice Chairperson/Co-Coordinator. This position
is probably the least defined. The incumbent traditionally
performs the duties of the president/chairperson in their
absence. The position may be combined with being the group's
program coordinator and may act as greeter at each meeting.
Duties:

a. Chair the meeting in the president's absence.

b. Secure guest speakers.

c. Know the by-laws/procedures.

d. Lead the Pledge of Allegiance.

e. Coordinate publicity.

f. Perform other duties as assigned in the group's by­
laws/procedures.
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Program Coordinator. The program coordinator, often the Vice
President, is responsible for setting up a schedule of programs,
activities, or events for the group. In large groups, the
coordinator may head a program committee. Duties:

a. Learn what program topics, activities, and events the
group is interested in or needs.

b. Secure guest speakers or facilitators for programs or
activities.

c. Make logistical arrangements for the meetings and guest
speakers (obtain visitor passes or escort guests onto and off
installation if necessary) .

secretary (Corresponding/Recording). The secretary is
responsible for taking minutes at meetings and keeping a record
of the group's meetings and what was accomplished. The
secretary is also responsible for preparation of group
correspondence. Duties:

a. Write up minutes of meetings.

b. Keep attendance records of participants (optional).

c. Maintain membership list.

d. Compose correspondence.

e. Maintain file of incoming and outgoing correspondence.

Treasurer. The treasurer manages the group's finances.
Treasurers need to be trustworthy, good with money, and have
excellent bookkeeping skills. Duties:

a. Maintain records of all funds.

b. Provide a statement of finances as often as required by
group and command.

c. Provide complete financial report after an aud~t.
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d. Reconcile bank statements monthly.

e. Submit receipts within 30 days of purchase.

f. Deposit money within 7 days of receipt.

g. Check with command for information regarding tax-exempt
status and setting up a checking account. Seek out further
checking account information from your local credit union.

h. Require two signatures on checks to maintain "checks and
balances" and do not hand out blank checks.

l. Submit records annually for audit to the commanding
officer or designated reviewer.

Standing Committees or Functions. These may include, but are
not limited to the following suggested committees and functions:

a. Welcome Committee is a committee comprised of volunteers
(not necessarily officers) who agree to welcome new members to
FRG meetings, make hospital visits, and visit a new mom or new
members at home. Members may put together and hand out "goodie
bags" of appropriate small items for the occasion. Members may
also send out birthday, get well, or other greeting cards.

b. Communications or Publicity Committee is comprised of
one or more volunteers who prepare meeting announcements, news
items, and articles for publication in the ombudsman or command
newsletter, be "Web master" for the FRG Web page, and otherwise
handle communications and publicity for the group.

c. Special Events Committee will assist the Program
Coordinator in planning special activities and events for the
group that may include holiday parties, homecoming events, group
picnics, and similar events.

d. Fundraising Committee will plan and arrange for
fundraisers for the group, researching the applicable local
regulations, obtaining necessary permissions, and arranging and
managing logistics for the events.
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*Note: Information for this enclosure was excerpted from the
"Family Support Group How-to Handbook," prepared and available
from:

Family Support Group Coordinator
Fleet and Family Support Center
7928 14 th Street, Suite 102
Norfolk, VA 23505-1219
www.ffscnorva.navy.mil

5 Enclosure (5)



OPNAVINST 1754.5
20 Sep 06

RULES AND REGULATIONS FOR
FAMILY READINESS GROUP FUNDS

1. Authorized Purposes and Functions. FRG funds may be
authorized to support legitimate FRG activities. Legitimate
purposes and activities for FRG funding include, but are not
limited to, classes and workshops, Sailor and family welcoming
activities for newcomers, holiday parties, command or FRG
parties or outings, volunteer recognition, and supplemental
deployment, and homecoming activities.

a. Use of Funds. Use of funds is limited to expenses
consistent with the purpose and function of the fund to support
the goals and missions of the FRG.

(1) FRG fundraisers shall be used as stated in the
fundraiser event. The event's purpose should be in writing and
approved by the CO, or representative, prior to the event taking
place.

(2) FRG informal funds should be maintained for specific
planned purposes and all acquired funds should be earmarked
accordingly in the FRG fund ledger. Funds should only be
collected for a specific goal, event, or activity. For example,
if an FRG is planning a Holiday Ball, the FRG must be able to
state the planned use of the funds, i.e., total cost is $3,000
(dinner $2,000, hall rental $250, and band $750). Any
disbursements that are made should be for those purposes and
should be for the benefit of the FRG members as a whole.

(3) FRG funds should not augment other unit command
informal funds such as "sunshine funds" (used to provide cards,
flowers for illness or deaths, birthday cakes, or other mementos
for command members) or provide traditional military gifts, such
as Sailor farewell gifts, which are not related to family
readiness. FRG funds are to benefit the entire FRG organization.

(4) FRGs should not fund events that are the command's
responsibility to conduct and fund.

(5) The use of FRG funds should not d~pljcate

other organizations or agencies already provide. This
establishment of a loan fund or emergency food locker.

what
includes

Such
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requirements should be fulfilled by Navy-Marine Corps Relief
Society, American Red Cross, and other organizations.

(6) The FRG should ensure that general sub-accounts,
such as "general morale/" are carefully monitored to insure that
the entire FRG membership has an opportunity to benefit. A sub­
account could cover modest expenditures such as unit packets for
newcomers, new baby welcome gifts, and FRG officers (volunteers)
farewell gifts. While these expenditures might not directly
benefit each and every member, they affect the morale of the
organization.

b. FRG Treasurer. The CO should sign a letter designating
the FRG treasurer and an alternate. The treasurer or alternate
are responsible for fund custody, accounting, and documentation
and are volunteers covered by reference (e).

(1) The FRG Treasurer and alternate are liable for any
personal loss or misuse of funds under their control. The
treasurer should not allow misuse of FRG funds by others.

(2) The FRG treasurer or alternate may establish a bank
account under the FRG/s name (never an individual's name). The
FRG officers authorize opening of the account and prepare a
letter naming the person(s) authorized to sign checks drawn on
the account. Two signatures should be required on checks and
for cash withdrawals.

(3) The treasurer should provide quarterly reports to
the FRG advisor and president and/or FRG members consistent with
the unit FRG's by-laws and/or policies. Fund audits are
recommended upon change of command, upon change of treasurer,
and whenever there is a suspicion of irregularity. FRG books
may be maintained like a personal check register. FRG quarterly
reports should summarize the fund's financial status to include
current balance, total amount earned, and how funds were spent.

c. Fund Cap. Although there is no fund cap for informal
funds maintained, it is recommended that FRG funds be capped at
$5/000 average balance per year, to avoid Federal income tax
liability. Should FRG funds exceed this cap, a plan should be
instituted to reduce those funds to appropriate levels to insure
that the average FRG fund value remains below $5,000 per year.
All fundraising should cease until the FRG funds are reduced.
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(1) FRGs are not required to register with the Internal
Revenue Service (IRS) as a non-profit organization by
maintaining an average fund balance of less than $5,000 per
year. If an FRG desires to maintain an average balance higher
than the recommended cap, they may be required to register as a
non-profit 501 (c) organization with the IRS and abide by all IRS
procedures regulating non-profit organizations found in
reference (f). Consult with the Staff Judge Advocate (SJA) or
Regional Legal Service (RLS) provider if considering becoming a
non-profit organization.

(2) The requirements of Status of Forces Agreements
(SOFA) may require a fund cap for some Outside Continental
United States (OCONUS) FRGs. COs and fund custodians in
overseas locations should consult their SJA or RLS provider to
ensure they comply with the SOFA and any local policy or rules
regarding informal funds.

d. Audit. Account records should be reviewed at least
annually and at change of command by a command member appointed
by the CO who shall certify the accounts to the CO. Receipts
for expenditures and authorization documentation as well as
copies of the quarterly reports and bank statements must be
provided to the auditing official.

2. Family Readiness Group Fundraising. The FRG mission is to
provide activities and support that enhance the flow of
information, morale, and esprit de corps within the unit. The
FRG is not established for the purpose of being a fundraising
organization. Nonetheless, FRGs may conduct limited fundraising
to meet the needs of the organization within their own
membership. FRG fundraisers should be conducted for specific
planned purposes and all acquired funds should be earmarked
accordingly in the FRG fund ledger. Use of government vehicles,
official postage, and reimbursement of volunteer expenses with
APFs are not authorized for FRG fundraising.

a. Approval. FRGs may only raise funds to support
activities approved by the CO. It is recommended that the local
SJA or RLS provider review FRG fundraising issues for the
command.

b. Endorsement. FRG members may only raise funds in their
private capacity. Due to the close relationships between FRGs
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and DOD organizations, it can become difficult for an outside
observer to distinguish between the FRG and the Navy unit with
which they are affiliated. Thus, it is very important for FRGs
to prevent the impression that they are acting on behalf of, or
with the endorsement of, the Navy command. In order to avoid
this perception, FRG members (and participating servicemembers
who are off-duty) should do the following:

(1) FRG members should clearly state they do not
represent the Navy or the command, but rather that they are
members of "USS Eversail's Family Readiness Group."

(2) FRGs should never use Navy or command letterhead,
symbol, motto, or documents officially signed by members of the
chain of command. FRG members should prepare written
correspondence on FRG letterhead. The FRG letterhead may not
include the phrase "Department of the Navy" or "Department of
Defense" and may not use the official DOD emblem. FRGs shall
use a prominent disclaimer on all print and electronic media
distributed to members clarifying that the FRG is not a part of
Department of the Navy (DON) or the command (e.g., "USS
Eversail's Family Readiness Group is an organization of family
members and friends and does not officially represent the
Department of the Navy or the USS Eversail.").

(3) Off-duty personnel who are assisting with FRG
activities may not wear their uniforms under any circumstance
while fundraising for the FRG. Sailors should also refrain from
using their titles and ranks.

c. Location Rules. The location where fundraising is
conducted is critical to determining which rules apply. All
fundraising must comply with reference (a) and require the
approval of the CO and installation ethics advisor.

(1) Fundraising within Navy offices and workplaces.
Generally, no fundraising should take place at Navy offices and
workplaces. Limited fundraising may be permitted when the
fundraising is conducted within the command.

(2) Fundraising on base. Any organization, including
FRGs, may request permission from the regional or installation
CO to engage in limited fundraising on base. Installation CO's
may provide the same limited logistical support they provide any
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other organization requesting permission to raise funds on base.
Sailors are not allowed to wear military uniforms when
fundraising on base and cannot be compelled to participate in
FRG fundraising activities.

(3) Fundraising off base. The Navy may not officially
support or endorse FRG fundraising off base. All Federal
employees, including military personnel and family members must
be careful to avoid implying that the Navy officially endorses
FRG off base fundraisers. Sailors may not wear military
uniforms and are prohibited from using their command, rank, or
duty position when fundraising.

(4) Local ordinances. FRGs should check with the local
city, county, or State government in advance for any permit
fees, health ordinances, liability insurance requirements, tax
liabilities, and other requirements necessary to conduct
fundraising off base.

d. Advertising. Fundraising conducted by the FRG must not
be advertised as a command event. Example:

NO:
YES:

USS Eversail Bake Sale
Bake Sale for USS Eversail Family Readiness Group

The fundraising event, and any communications including flyers,
posters, or signs, must also include a disclaimer that the event
is not sponsored or endorsed by DOD, Navy, or the command.

e. Combined Federal Campaign (CFC) , Navy Marine Corps
Relief Society (NMCRS), Navy Exchange (NEX) , and Morale,
Welfare, and Recreation (MWR). FRG fundraising activities may
not conflict with the CFC and NMCRS campaigns. FRG fundraising
activities must not compete with NEX or MWR.

f. Fundraising Incentives and Prohibitions. FRGs will not
hold military leave or pass auctions or sell tickets for
fundraising that allow Sailors to wear civilian clothes on duty
or be absent from physical training. COs are prohibited from
offering military benefits (i.e., passes, training holidays, or
authorized wear of civilian clothes during the duty cay) to
Sailors involved in fundraising as an incentive or reward for
their participation or donation to the fundraiser.
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g. Voluntary Participation and Donation. All donations and
participation in fundraising activities must be on a voluntary
basis.

3. Solicitations and Donations. FRG members must be careful to
avoid implying that the Navy officially endorses their
solicitation of local businesses to support their fundraising.
Disclaimers, such as that noted in paragraph 2b(2) and 2(d)
apply.

a. Acceptance of Gifts. The local SJA or RLS provider
should provide guidance to the commander when an FRG is offered
unsolicited donations.

b. Recognition for Donors and Gifts. FRGs may recognize
businesses for their contributions and donations by letter or in
the newsletter. However, neither the FRG nor the CO may endorse
the business, or encourage command members to patronize a
particular business. Thank you letters are encouraged and
should be on FRG letterhead (not command) and signed by the FRG
leader (not the CO) .

(1) Businesses donating prizes or goods cannot receive
any special privileges, concessions, or military or command
endorsement by virtue of their contribution. Example: a
Certificate of Appreciation from the CO to a local business
would be a prohibited endorsement.

(2) FRGs may recognize donors for gifts and donations so
long as the recognition is not required as part of a negotiated
agreement with the donor (see prohibition against commercial
sponsorship in paragraph 3c). Recognition should be kept low
key and may be given at FRG meetings or events.

c. Other Rules

(1) All communication and coordination with local
businesses for fundraising events must be by FRG
leaders/members. FRG members who are Sailors must not discuss
fundraising with businesses while on duty, in uniform, nor
identify themselves by command position or rank.

•
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The FRG must not imply that donations are tax
Businesses may be encouraged to speak with their

regarding business tax deductions.

(3) FRGs should avoid seeking or accepting private
donations that exceed their approved needs or fund cap. FRGs
are not organized to cope with the complex tax ramifications and
stringent accountability requirements that can result from
handling large donations. FRGs who are offered large donations
should consider referring the prospective donor to government or
private organizations such as NMCRS, American Red Cross (ARC),
United Service Organization (USa), local tax qualified
charities, foundations, fraternal or service organizations, or
to the installation CO to make a gift to the Navy or MWR
programs.

d. Solicitations

(1) Door-to-door solicitation is prohibited on base.

(2) DOD employees will not solicit donations for FRG
fundraising from their subordinates, defined as those who are
junior in grade, rank or position, or to the family members of
such personnel.

e. Commercial Sponsorship. FRGs may not enter into
commercial sponsorship agreements with local businesses.
Commercial sponsorship is an agreed upon arrangement under which
a sponsor provides assistance, funding, goods, equipment, or
services in exchange for public recognition or other promotional
opportunities on the base. Per reference (e), commercial
sponsorship is only authorized for official MWR programs and
events.
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SYNOPSIS OF CHOPS
OPNAVINST 1754.5

CNIC - Delete all reference to CNIC (N2). Added Family Readiness Alliance (FRA) to
paragraph 1. Paragraph 4c(2) added appropriate Installation Commanding Officer. Included
definition of Family Readiness Alliance in enclosure (1).

MCPON - CONCUR, NO CHANGES

PERS-OOJ - CONCUR, MINOR GRAMMATICAL CHANGES.


