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Wings Ministry

Board Membership Application Date

Please complete the following questionnaire and give it to the Wings Executive Director
or Board Chair so that we can make the best use of your talents and expertise and offer
you the most rewarding experience as a Board Member. We appreciate your interest in
the Wings Ministry!

Name

Spouse Name: Your Birthday:

Children (Name/Age):

Mailing Address

Business phone Home phone

Cell phone Fax

Email

Occupation: Company:

Position or Role: Address:

How long there? City: Zip:
Church Name: How long attended/member?
Pastor’s Name: Areas of involvement/roles?
Church Address: 1.

Church Phone Number: 2.

May we contact your pastor? 3.

Please list two Business or Personal References:

Name Relationship Phone Type of Relationship
Number B = Business P = Personal

What is your reason for desiring to serve on the Board of Directors of Wings Ministry?
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Please check the skills or gifts you desire to contribute to the work of Wings Ministry?

L] accounting/financial [J management U] public relations
L] investment [ marketing 0] fundraising

L] special events [ community relations L] lobbying

0] education L] training L] strategic planning
0] public speaking L] other

Describe previous experience in or awareness of the incarcerated and prison ministry.

What do you perceive your role to be as a Board Member?

What is your experience as a member of other Board of Directors? (Professional, social, religious,
etc.)

Organization Role/Position Describe Participation
1.
2.
3.
Are you a convicted felon? [ yes L no Please explain.
Will you attend regular Board meetings and special meetings? Lyes Uno
How many hours a month can you serve Wings Ministry?
Will you attend the annual Board retreat? Uyes Uno
Will you commit to an annual financial commitment of $ ? Lyes Uno

Please provide a resume if you have one.
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BY-LAWS
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BY-LAWS

OF

WINGS MINISTRY

CORPORATE OFFICE

A. Principal Office: The principal office of the corporation in the State of New

Mexico shall be located at 2270 D Wyoming N.E. #130, Albuquerque, New Mexico 87112. The
corporation may have such other offices, either within or without the State of New Mexico, as
the Board of Directors may determine or as the affairs of the corporation may require from time
to time.

B. Registered Office & Agent: The corporation shall have and continuously

maintain in the State of New Mexico a registered office, and a registered agent whose office is
identical with such registered office, as required by the New Mexico Nonprofit Corporation Act.
The registered office may be, but need not be, identical with the principal office in the State of
New Mexico, and the address of the registered office may be changed from time to time by the

Board of Directors.
1

MEMBERSHIP

The corporation shall have no members.
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DIRECTORS

A. General Powers: The affairs of the corporation shall be managed by its

Board of Directors. Directors need not be residents of the State of New Mexico.

B. Number, Tenure & Qualifications: The Board of Directors shall consist of a

number of persons, divisible by three (3), not less than nine (9),but not to exceed eighteen (18)
and can be adjusted annually by a vote of the directors. One third (1/3) of the total number of
members of the elected Board shall be elected annually at the Annual Meeting by a simple
majority vote (over one half) of the directors and in accordance with these By-laws to serve for a
term not to exceed three (3) years. The Board may select a term of less than three (3) years to
balance the expiration dates of the overall Board. No person shall serve as a Director for more
than nine (9) consecutive years. The Board of Directors shall at all times have an adjunct, non-
voting member who will under the age of eighteen years, but no less than 14 years of age, which
shall be designated the “Youth Representative” of the Wings Ministry. Qualifications for being
a Board Member shall include:

e Love God

e Care about family members of inmates

e Has a gift to share

e Willingness to sign the Wings Ministry Board of Directors Commitment Letter

(Attachment 1)

e Subscribe to the Wings Ministry Statement of Faith (the Apostle’s Creed)
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C. Regular Meetings: A regular annual meeting of the Board of Directors shall be
held without other notice than this by-law, by the 31* day of January, at 7:00 pm. each year (i) to
elect directors to those directorships whose term expires that year, (ii) to elect officers, and (iii)
to transact such other business as may come before the directors. The Board of Directors may
provide by resolution the time and place, either within or without the State of New Mexico, for
the holding of additional regular meetings of the Board without other notice than such resolution.

D. Special Meetings: Special meetings of the Board of Directors may be called

by or at the request of the President or any two directors. The person or persons authorized to
call special meetings of the Board may fix any place, either within or without the State of New
Mexico, as the place for holding any special meeting of the Board called by them.

E. Notice: Notice of any special meeting of the Board of Directors shall be
given at least two days previously thereto by notice delivered by telephone or e-mail to each
director at his/her contact telephone number or e-mail address as shown by the records of the
corporation. If notice is give by phone, such notice shall be deemed to be delivered when
contact is made or message is placed on answering machine. The person making telephonic
contact must record time and date of call. If notice is given by e-mail, such notice shall be
deemed to be delivered when the message is added to the Board e-mail distribution list message
archive. Any director may waive notice of any meeting. The attendance of a director at any
meeting shall constitute a waiver of notice of such meeting, except where a director attends a
meeting for the express purpose of objecting to the transaction of any business because the
meeting is not lawfully called or convened. Neither the business to be transacted at, nor the

purpose of, any regular or special meeting of the Board need be specified in the notice or waiver
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of notice of such meeting, unless specifically required by law or by these by-laws.
F. Quorum: A majority of the directors shall constitute a quorum for the
transaction of business at any meeting of the Board. If less than a majority of the directors are

present at said meeting, a majority of the directors present may adjourn the meeting.

G. Manner of Acting:  The act of a majority of the directors present at a meeting at
which a quorum is present shall be the act of the Board of Directors, unless the act of a greater
number is required by law or by these by-laws.

H. Vacancies/Removal: Any vacancy occurring in the Board of Directors and any

directorship to be filled by reason of an increase in the number of directors may be filled by the
affirmative vote of a majority of a quorum (see section I11.F above). A director elected to fill a
vacancy shall be elected for the unexpired term of his predecessor in office. A director may be
removed by a majority vote of the other directors, or may resign by giving fifteen (15) days
written notice to the other directors. Upon the removal or resignation of a director, the remaining
directors, though less than a quorum, may elect by a majority vote a new director to serve until
the expiration of the term of the director who was removed or resigned.

l. Compensation: Directors as such shall not receive any stated salaries for
their services, but by resolution of the Board of Directors a fixed sum and expenses of
attendance, if any, may be allowed for attendance at each regular or special meeting of the
Board; but nothing herein contained shall be construed to preclude any director from serving the

corporation in any other capacity and receiving compensation therefore.
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J. Informal Action By Directors: Any action required by law to be taken at a

meeting of directors, or any action which may be taken at a meeting of directors, may be taken
without a meeting if a consent in writing, setting forth the action so taken, shall be signed by all
of the directors.

K. Telephonic Meetings: Directors may participate in a meeting through use

of a conference telephone or similar communications equipment, so long as all directors
participating in such meetings can hear one another. Participation in a meeting pursuant to this
paragraph constitutes presence in person at such meeting.

L. Electronic Meetings may be held for informational purposes and to expedite

business. If any Board Member questions, objects, or the discussion becomes contentious, the

issue will be tabled until the next Board Meeting. The Board e-mail distribution list shall be

maintained by the Wings Ministry Postmaster and shall provide automatic distribution and
archival of messages to all directors and the Executive Director. Any director or the Executive
Director may propose an action or provide information to the distribution list. Each recipient
shall reply to the list to indicate reception of the proposal. Forty-eight (48) hours after the initial
posting, the postmaster shall notify the list if a quorum of the directors has read the proposal.
List members may discuss the proposal at any time. After forty-eight hours from the initial
posting and if a quorum has read the proposal, a director may move for a vote on the proposal
and another director may second the motion. Up to forty-eight (48) hours shall be allowed for
all participating members votes to be sent. After all votes have been received or forty-eight (48)
hours have expired, the postmaster shall announce the results of the vote. The postmaster shall

maintain an archive of all messages and votes on the proposal as the minutes of the electronic
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meeting. The postmaster shall submit the minutes at the next Board meeting for approval.

Participation in a meeting pursuant to this paragraph constitutes presence in person at such

meeting.
v
OFFICERS
A. Officers: The officers of the Corporation shall be a President, one or more

Vice Presidents (the number thereof to be determined by the Board of Directors), a Secretary, a
Treasurer, a Postmaster, and such other officers as may be elected in accordance with the
provisions of this Article. The Board of Directors may elect or appoint such other officers,
including one or more Assistant Secretaries and one or more Assistant Treasurers, as it shall
deem desirable, such officers to have the authority and perform the duties prescribed, from time
to time, by the Board of Directors. Any two or more offices may be held by the same person,
except the offices of President and Secretary.

B. Election & Term of Office: The officers of the corporation shall be elected

annually by the Board of Directors at the regular annual meeting of the Board of Directors. If
the election of officers shall not be held at such meeting, such election shall be held as soon
thereafter as conveniently may be. New offices may be created and filled at any meeting of the
Board of Directors. Each officer shall hold office until his successor shall have been duly
elected and shall have qualified.

C. Removal: Any officer elected or appointed by the Board of Directors may be
removed by the Board of Directors whenever in its judgment the best interests of the corporation

would be served thereby, but such removal shall be without prejudice to the contract rights, if
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any, of the officer so removed.

D. Vacancies: A vacancy in any office because of death, resignation, removal
disqualification or otherwise, may be filled by the Board of Directors for the unexpired portion
of the term.

E. President: The President shall be the principal executive officer of the
corporation and shall in general supervise and control all of the business and affairs of the
corporation. The President shall preside at all meetings of the Board of Directors and may sign,
with the Secretary or any other proper officer of the corporation authorized by the Board of
Directors to do so, any deeds, mortgages, bonds, contracts, or other instruments which the Board
of Directors has authorized to be executed, except in cases where the signing and execution
thereof shall be expressly delegated by the Board of Directors or by these by-laws or by statute
to some other officer or agent of the corporation; and in general the President shall perform all
duties incident to the office of President and such other duties as may be prescribed by the Board
of Directors from time to time.

F. Vice President: In the absence of the President or in event of the
President’s inability or refusal to act, the Vice President (or in the event there be more than one
Vice President, the Vice Presidents in the order of their election) shall perform the duties of the
President, and when so acting, shall have all the powers of and be subject to all the restrictions
upon the President. Any Vice President shall perform such other duties as from time to time may
be assigned to him/her by the President or by the Board of Directors.

G. Treasurer: If required by the Board of Directors, the Treasurer shall give a

bond for the faithful discharge of his/her duties in such sum and with such surety or sureties as
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the Board of Directors shall determine. The Treasurer shall have charge and custody of and be
responsible for all funds and securities of the corporation; receive and give receipts for moneys
due and payable to the corporation from any source whatsoever, and deposit all such moneys in
the name of the corporation in such banks, trust companies or other depositaries as shall be
selected in accordance with the provisions of Article VII of these by-laws; and in general shall
perform all the duties incident to the office of Treasurer and such other duties as from time to
time may be assigned to the Treasurer by the President or by the Board of Directors.

H. Secretary: The Secretary shall keep the minutes of the meetings of the Board
of Directors in one or more books provided for that purpose, submit copies of minutes for
approval at the next meetings, see that all notices are duly given in accordance with the
provisions of these by-laws or as required by law, be custodian of the corporate records, keep a
register of the post-office address of each director which shall be furnished to the Secretary by
such director, and in general perform all duties incident to the office of Secretary and such other
duties as from time to time may be assigned to the Secretary by the President or by the Board of
Directors.

l. Assistant Treasurers & Assistant Secretaries: If required by the Board of

Directors, the Assistant Treasurers shall give bonds for the faithful discharge of their duties in
such sums and with such sureties as the Board of Directors shall determine. The Assistant
Treasurers and Assistant Secretaries, in general, shall perform such duties as shall be assigned to
them by the Treasurer or the Secretary, or by the President or the Board of Directors.

J. Postmaster:  The Postmaster shall ensure proper operation of the Board e-mail

distribution list, other Wings Ministry e-mail distribution lists, and maintain official Wings
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Ministry e-mail accounts. The Postmaster shall provide support for electronic meetings
described in section I1.L.
\%

COMMITTEES

A. Committees of Directors: The Board of Directors, by resolution adopted by a

majority of the directors in office, may designate and appoint one or more committees, each of
which shall consist of two or more directors, which committees, to the extent provided in said
resolution, shall have and exercise the authority of the Board of Directors in the management of
the corporation, except that no such committee shall have the authority of the Board of Directors
in reference to amending, altering or repealing the by-laws; electing, appointing or removing any
member of any such committee or any director or officer of the corporation; amending the
articles of incorporation; restating the articles of incorporation; adopting a plan of merger or
adopting a plan of consolidation with another corporation; authorizing the sale, lease, exchange
or mortgage of all or substantially all of the property and assets of the corporation; authorizing
the voluntary dissolution of the corporation or revoking proceedings therefore; adopting a plan
for the distribution of the assets of the corporation; or amending, altering or repealing any
resolution of the Board of Directors which by its terms provides that it shall not be amended,
altered or repealed by such committee. The designation and appointment of any such committee
and the delegation thereto of authority shall not operate to relieve the Board of Directors, or any

individual director, of any responsibility imposed upon it or him by law.
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B. Other Committees:  Other committees not having and exercising the authority

of the Board of Directors in the management of the corporation may be appointed in such
manner as may be designated by a resolution adopted by a majority of the Directors present at a
meeting at which a quorum is present. Except as otherwise provided in such resolution,
members of each such committee shall be members of the corporation and the President of the
corporation shall appoint the members thereof. Any member thereof may be removed by the
person or persons authorized to appoint such member whenever in their judgment the best
interests of the corporation shall be served by such removal.

C. Term of Office: Each member of a committee shall continue as such until
the next annual meeting of the directors of the corporation and until his/her successor is
appointed, unless the committee shall be sooner terminated, or unless such member be removed
from such committee, or unless such member shall cease to qualify as a member thereof.

D. Chairpersons: One member of each committee shall be appointed chairperson by
the person or persons authorized to appoint the members thereof

E. Vacancies:  Vacancies in the membership of any committee may be filled by
appointments made in the same manner as provided in the case of the original appointments.

F. Quorum: Unless otherwise provided in the resolution of the Board of
Directors designating a committee, a majority of the whole committee shall constitute a quorum
and the act of a majority of the members present at a meeting at which a quorum is present shall
be the act of the committee.

G. Rules: Each committee may adopt rules for its own government consistent

with these by-laws or with rules adopted by the Board of Directors.
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VI

CONTRACTS, CHECKS, DEPOSITS & FUNDS

A. Contracts:  The Board of Directors may authorize any officer or officers, agent
or agents of the corporation, in addition to the officers so authorized by these by-laws, to enter
into any contract or execute and deliver any document in the name of and on behalf of the
corporation, and such authority may be general or confined to specific instances.

B. Checks, Drafts, Etc.: All checks, credit cards, or orders for the payment of

money, notes or other evidence of indebtedness issued in the name of the corporation, shall be
signed by such officer or officers, agent or agents of the corporation and in such manner as shall
from time to time be determined by resolution of the Board of Directors. In the absence of such
determination by the Board of Directors, such documents shall be signed by the Treasurer or an
Assistant Treasurer and countersigned by the President or a Vice President of the corporation.

C. Deposits: All funds of the corporation shall be deposited from time to time to
the credit of the corporation in such banks, trust companies or other depositaries as the Board of
Directors may select.

D. Gifts: The Board of Directors may accept on behalf of the corporation any
contribution, gift, bequest or transfer of real property for the general purpose or for any special
purpose of the corporation.

E. No Compensation: ~ No director or officer shall receive, directly or indirectly,

any income, profit, compensation or pecuniary benefit from the corporation, except that a
director or an officer may receive fair market value for services rendered and the corporation

shall reimburse such director or officer from funds of the corporation upon presentation of proper
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documentation for expenses incurred on behalf of the corporation in pursuit of the corporation’s
purposes. No director or officer shall receive at any time any of the net earnings of the
corporation or share in any of the corporate assets upon dissolution of the corporation.

F. Conflicts: Subject to applicable law, no transaction of the corporation shall be
affected because a director, officer or employee of the corporation is interested in the transaction.
Where the transaction is subject to a vote by the Board of Directors, authorization, approval or
ratification of the transaction shall be made by a majority of the directors not interested in the
transaction, and in such case, such majority shall constitute a quorum for taking action on the
transaction. Any interested party shall not be liable to the corporation for the party’s profits, or

the corporation’s losses, from the transaction.

Vil

BOOKS AND RECORDS

The corporation shall keep correct and complete books and records of account and shall
also keep minutes of the proceedings of its Board of Directors and committees having any of the
authority of the Board of Directors, and shall keep at its registered or principal office a record
giving the names and addresses of the directors serving on the Board of Directors. All books and
records of the corporation may be inspected by any director, or his agent or attorney, for any

proper purpose at any reasonable time.
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VI

FISCAL YEAR

The fiscal year of the corporation shall begin on the first day of January and end on the
last day of December in each year.
IX

WAIVER OF NOTICE

Whenever any notice is required to be given under the provisions of the New Mexico
Nonprofit Corporation Act or under the provisions of the articles of incorporation or the by-laws
of the corporation, a waiver thereof in writing signed by the person or persons entitled to the
notice, whether before or after the time stated therein, is equivalent to the giving of the notice.
The attendance of a member in person or by proxy, or of a director, at a meeting constitutes a
waiver of notice of the meeting except when attendance is for the sole purpose of objecting
because the meeting is not lawfully called or convened.

X

AMENDMENTS

These by-laws may be altered, amended or repealed and new by-laws may be adopted by
a majority of the directors present at any regular meeting or any special meeting, if at least two
days’ notice (see section I1l.E above) is given of intention to alter, amend or repeal or to adopt

new by-laws at such meeting.
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Xl

DISSOLUTION

The officers and directors of the corporation hereby renounce the right for themselves
and their successors in office to receive the proceeds of any distribution of assets upon the
dissolution of the corporation. The officers and directors of the corporation hereby bind
themselves, their heirs, assigns, and successors in office to distribute any assets remaining at the
time of the dissolution for one or more exempt purposes to another organization or organizations
that meet the requirements of Section 501(c)(3) of the Internal Revenue Code of 1986 (or the
corresponding provision of any future United States Internal Revenue Code) at the time of such
dissolution. Any such assets not so disposed of shall be disposed of by a court of competent
jurisdiction of the county in which the corporation’s principal office is then located, exclusively
for such exempt purposes and to such organization or organizations as the court shall determine,
which are organized and operated for such purposes as in the judgment of the court will best
accomplish the general purposes for which the dissolved corporation was organized. All officers
and directors of the corporation, present and future, expressly agree to this provision and further
agree to execute such instruments of conveyance as may be necessary or proper in order to
assign all their right, title and interest in and to any assets of the corporation to such an
organization or organizations. Such organization(s) may include a successor club, organization,

corporation or trust formed by the then active officers and directors of the corporation.
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Xl

POLITICAL ACTIVITY

No substantial part of the activities of the corporation shall be applied to carry on
propaganda, or otherwise attempt to influence legislation or to participate or intervene in any
political campaign on behalf of any candidate for public office.

ADOPTED THIS day of , 2008.

Paul C. Collins, President

Beth Rose, Secretary
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Programs
&

Services
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Meeting Minutes
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Board Member

Job Descriptions
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Wings Ministry

Board of Directors Job Description

TITLE: Member, Wings Ministry Board of Directors

REPORTS TO: Board President

ROLE: To serve as a non-compensated, voting member of the Board of
Directors for the Wings Ministry developing policies, procedures and
regulations, monitoring financial performance, and participating in
and/or oversee Wings Ministry programs.

TERM: 1-3 years.

CALLING: Love God.
Care about family members of inmates.
Have a gift to share.

WINGS MINISTRY STATEMENT OF FAITH: The Apostle’s Creed (see below)

TIME EXPECTATIONS:
1. Attend regularly scheduled Board meetings.

2. Attend scheduled Board retreats, planning meetings, workshops, or other Board
development activities.

3. Attend, support, and participate in Wings activities.

OBLIGATIONS:

Fully understand and support the vision and mission of Wings Ministry.
Establish policy in accordance with the Wings Ministry by-laws.

Hire, supervise, and evaluate the Executive Director.

Make annual personal financial commitment as the Lord leads.

Monitor the agency's financial performance.

Develop and monitor short and long-range planning and goals.

AN A o

Represent Wings Ministry to the public and private sector; serve as an advocate for the
Wings Ministry.
8. Bring personal/professional expertise and that of others to support the mission of the
Wings Ministry.
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Apostles' Creed

I believe in God the Father, Almighty, Maker of heaven and earth:

And in Jesus Christ, his only begotten Son, our Lord:

Who was conceived by the Holy Ghost, born of the Virgin Mary:

Suffered under Pontius Pilate; was crucified, dead and buried: He descended into hell:
The third day he rose again from the dead:

He ascended into heaven, and sits at the right hand of God the Father Almighty:
From thence he shall come to judge the quick and the dead:

I believe in the Holy Ghost:

I believe in the holy catholic church: the communion of saints:

The forgiveness of sins:

The resurrection of the body:

And the life everlasting. Amen.
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Wings Ministry
President of the Board of Directors Job Description

TITLE: Board President, Wings Ministry Board of Directors

REPORTS TO: Executive Director

ROLE: To serve as a non-compensated voting member of the Board of Directors

tfor the Wings Ministry, developing policies, procedures and regulations,
monitoring financial performance, and participate in and/or oversee Wings
Ministry programs.

TERM: 1-3 years.

CALLING: Love God.

Care about family members of inmates.
Have a gift to share.

TIME EXPECTATIONS:

1.
2.

Attend regularly scheduled Board meetings.

Attend scheduled Board retreats, planning meetings, workshops, or other Board development
activities.

Attend, support, and participate in Wings activities.

OBLIGATIONS:

S B A

Serve as a member of the Board.

Fully understand and support the visions and missions of Wings Ministry.

Establish policy in accordance with the Wings Ministry By-Laws.

Hire, supervise, and evaluate the Executive Director.

Make annual personal financial commitment as the Lord leads.

Monitor the agency's financial performance.

Develop and monitor short and long-range planning and goals.

Represent Wings Ministry to the public and private sector; serve as an advocate for Wings
Ministry.

Bring personal/professional expertise and that of others to support the mission of Wings
Ministry.

10. Serve as Chief Volunteer of the organization.

11. Partner with the Executive Director in achieving the organization's missions and visions.
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Wings Ministry
President of the Board of Directors Job Description

Continued:

12.

13.
14.
15.
16.
17.

18.

19.
20.
21.

22.
23.

MINISTRY,

Provide leadership to the Board of Directors, who sets policy and to whom the Executive
Director is accountable.

Chair meetings of the Board after developing the agenda with the Executive Director.
Encourage Board's role in strategic planning.

Appoint the chairpersons of committees, in consultation with other Board members.
Serve ex officio as a member of committees and attend their meetings as necessary.

Review and discuss any issues of concern confronting the organization with the Executive
Director.

Guide and mediate Board action with respect to organizational priorities and governance
concerns.

Monitor financial planning and financial reports.
Play a leading role in fundraising activities.

Formally evaluate the performance of the Executive Director and informally evaluate the
effectiveness of the Board members.

Annually evaluate the performance of the organization in achieving its missions and visions.

Perform other responsibilities assigned by the Board.
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Wings Ministry

Vice President Job Description

TITLE: Vice President, Wings Ministry Board of Directors

REPORTS TO: Board President

ROLE: To serve as a non-compensated voting member of the Board of Directors

for the Wings Ministry, developing policies, procedures and regulations,
monitoring financial performance, and participate in and/or oversee Wings
Ministry programs.

TERM: 1-3 years.

CALLING: Love God.

Care about family members of inmates.
Have a gift to share.

TIME EXPECTATIONS:

1.

Attend regularly scheduled Board meetings.

2. Attend scheduled Board retreats, planning meetings, workshops, or other Board development
activities.

3. Attend, support, and participate in Wings activities.

OBLIGATIONS:

This position is typically successor to the Board President. In addition to the responsibilities
outlined in the Board President job description the Vice President will:

1.

no

o gk w

Serve as a member of the Board.

Perform Board President responsibilities when the Board President cannot be available (see
Board President Description).

Report to the Board President.

Work closely with the Board President and other staff.

Participate closely with the President to develop and implement officer transition plans.
Perform other responsibilities as assigned by the Board.
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Wings Ministry

Board Treasurer Job Description

TITLE: Board Treasurer, Wings Ministry Board of Directors
REPORTS TO:  Board President

ROLE: To serve as a non-compensated voting member of the Board of Directors
tfor the Wings Ministry, developing policies, procedures and regulations,
monitoring financial performance, and participate in and/or oversee Wings
Ministry programs.

TERM: 1-3 years.

CALLING: Love God.
Care about family members of inmates.

Have a gift to share.

TIME EXPECTATIONS:
1. Attend regularly scheduled Board meetings.

2. Attend scheduled Board retreats, planning meetings, workshops, or other Board development
activities.

3. Attend, support, and participate in Wings activities.

OBLIGATIONS:

Serve as a member of the Board.

Manage finances of the organization.

Administrate fiscal matters of the organization.

Provide annual budget to the Board for members' approval.

Ensure development and Board review of financial policies and procedures.

o gk~ wh e

Submit financial report monthly to secretary for inclusion in the Board packet.
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Wings Ministry

Board Secretary Job Description

TITLE: Board Secretary, Wings Ministry Board of Directors

REPORTS TO: Board President

ROLE: To serve as a non-compensated voting member of the Board of Directors

for the Wings Ministry, developing policies, procedures and regulations,
monitoring financial performance, and participate in and/or oversee Wings
Ministry programs.

TERM: 1-3 years.

CALLING: Love God.

Care about family members of inmates.
Have a gift to share.

TIME EXPECTATIONS:

1.

Attend regularly scheduled Board meetings.

2. Attend scheduled Board retreats, planning meetings, workshops, or other Board development
activities.

3. Attend, support, and participate in Wings activities.

OBLIGATIONS:

1. Serve as a member of the Board.

2. Maintain records of the Board and ensure effective management of organization's records.

3. Record and distribute monthly Board meeting minutes.

4. Ensure monthly Board meeting packet is distributed to Board members at least 7 days prior to
Board meeting.

5. Assemble and have on hand potential Board Member Packets.

Page 1 of 1

Wings Ministry - www.WingsMinistry.org
2270 D Wyoming NE #130
Albugquerque, NM 87112 * 1-505-291-6412 * AnnEdenfield@WingsMinistry.org



Wings Ministry
Committee Chair Job Description

TITLE: Committee Chair, Wings Ministry Board of Directors

REPORTS TO: Board President

ROLE: To serve as a non-compensated voting member of the Board of

Directors for the Wings Ministry, developing policies, procedures and
regulations, monitoring financial performance, and participate in
and/or oversee Wings Ministry programs.

TERM: 1-3 years.

CALLING: Love God.

Care about family members of inmates.
Have a gift to share.

TIME EXPECTATIONS:

1.
2.

Attend regularly scheduled Board meetings.

Attend scheduled Board retreats, planning meetings, workshops, or other Board
development activities.

3. Attend, support, and participate in Wings activities.
OBLIGATIONS
1. Serve as a member of the Board.

2. Ensure members have information needed to complete assigned tasks.
3.
4. Works closely with the Executive Director and other staff as agreed to by the Executive

Oversee the logistics of committee's operations.

Director.

Assign work to the committee members, set the agenda, run the meetings and ensure
distribution of meeting minutes for inclusion in monthly Board packet.

Report to the full Board on committee's decisions/recommendations.

Initiate and lead the committee's annual evaluation.
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Commitment Letter
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Wings Ministry Board of Directors
Commitment Letter

I ] agree to serve as a member of the Board

of Directors of the Wings Ministry. I understand that my term of office begins

[ ] and extends for |, ] years, ending |. ]

As a member of the Board of Directors, I agree to:

Abide by the Bylaws and Constitution of the organization;

Make an annual financial contribution as the Lord leads;

Attend meetings of the Board, including special meetings, unless excused;
Avoid conflict of interest or appearance of a conflict;

Participate in short and long range planning activities;

Participate in the oversight of effective fiscal controls and accountability;

Approve the annual budget;

N I I I R I A N O A

Participate in the oversight of the Wings Ministry so that it meets all legal and corporate

requirements;

I agree that if, at any time, I am unable to fulfill the commitments of a member of the Board
of Directors of the Wings Ministry, I will give appropriate notice of resignation to the

President of the Board.

Name Signature

Date
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Wings Ministry Board of Directors
Commitment Letter

I ] agree to serve as a member of the Board

of Directors of the Wings Ministry. I understand that my term of office begins

[ ] and extends for |, ] years, ending |. ]

As a member of the Board of Directors, I agree to:

Abide by the Bylaws and Constitution of the organization;

Make an annual financial contribution as the Lord leads;

Attend meetings of the Board, including special meetings, unless excused;
Avoid conflict of interest or appearance of a conflict;

Participate in short and long range planning activities;

Participate in the oversight of effective fiscal controls and accountability;

Approve the annual budget;

N I I I R I A N O A

Participate in the oversight of the Wings Ministry so that it meets all legal and corporate

requirements;

I agree that if, at any time, I am unable to fulfill the commitments of a member of the Board
of Directors of the Wings Ministry, I will give appropriate notice of resignation to the

President of the Board.

Name Signature

Date
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Conflict of Interest Policy
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Wings Ministry
Contflict of Interest Policy

1) I agree to readily disclose any potential conflict of interest, making it a matter of
record, either through an annual procedure or when the interest becomes a matter of
Board action.

2) I agree that I will not vote or use my personal influence on any matter which might
constitute a conflict of interest. I will ensure the minutes of any meeting where this
might occur duly show that I have abstained from voting due to the potential of or
occurrence of a conflict of interest.

3) I understand that I may state my opinion or position on any matter described above,
or answer pertinent questions to which I may lend my expertise, so long as I absent
myself from a Board vote on the matter.

Name

Signature

Date
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Wings Ministry

Contflict of Interest Policy

)

2)

3)

I agree to readily disclose any potential conflict of interest, making it a matter of
record, either through an annual procedure or when the interest becomes a matter of
Board action.

I agree that I will not vote or use my personal influence on any matter which might
constitute a conflict of interest. I will ensure the minutes of any meeting where this
might occur duly show that I have abstained from voting due to the potential of or
occurrence of a conflict of interest.

I understand that I may state my opinion or position on any matter described above,
or answer pertinent questions to which I may lend my expertise, so long as I absent
myself from a Board vote on the matter.

Name

Signature

Date
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Whistleblower Policy
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Wings Whistleblower Policy

This policy is intended to encourage Board members, staff (paid and volunteer) and others to report
suspected or actual occurrence(s) of illegal, unethical or inappropriate events (behaviors or practices)
without retribution.

10.

11.

The Whistleblower should promptly report the suspected or actual event to his/her supetvisor.

If the Whistleblower would be uncomfortable or otherwise reluctant to report to his/her
supervisor, then the Whistleblower could report the event to the next highest or another level of
management, including to an appropriate Board committee or member.

The Whistleblower can report the event with his/her identity or anonymously.

The Whistleblower shall receive no retaliation or retribution for a report that was provided in
good faith that was not done primarily with malice to damage another or Wings Ministry.

A Whistleblower who makes a report that is not done in good faith is subject to discipline,
including termination of the Board or employee relationship, or other legal means to protect the
reputation of Wings Ministry.

Anyone who retaliates against the Whistleblower (who reported an event in good faith) will be
subject to discipline, including termination of Board or employee status.

Crimes against person or property, such as assault, rape, burglary, etc., should immediately be
reported to local law enforcement personnel.

Supetvisors, managers and/or Board members who receive the reports must act promptly to
investigate and/or resolve the issue.

The Whistleblower shall receive a report within five business days of the initial report, regarding
the investigation, disposition or resolution of the issue.

If the investigation of a report, that was done in good faith and investigated by internal
personnel, is not to the Whistleblower’s satisfaction, then he/she has the right to report the
event to the appropriate legal or investigative agency.

The identity of the Whistleblower, if known, shall remain confidential to those persons directly
involved in applying this policy, unless the issue requires investigation by law enforcement, in
which case members of the organization are subject to subpoena.
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Wings Document
Retention/Destruction Policy

This policy specifies how important documents (hardcopy, online or other media) should be
retained, protected and eligible for destruction. The policy also ensures that documents are
promptly provided to authorities in the course of legal investigations or lawsuits.

Document Retention Schedule
Corporate Records

Avrticle of Incorporation to apply for corporate status Permanent
IRS Form 1023 to file for tax-exempt and/or charitable status Permanent
Letter of Determination granting tax-exempt and/or charitable status | Permanent
By-Laws Permanent
Board policies Permanent
Resolutions Permanent
Board meeting minutes Permanent
Sales tax exemption documents Permanent
Tax or employee identification number designation Permanent
Annual corporate filings Permanent

Financial Records

Charts of Accounts Permanent
Fiscal Policies and Procedures Permanent
Audits Permanent
Financial statements Permanent
General Ledger Permanent
Check registers/books 7 years
Business expenses documents 7 years
Bank deposit slips 7 years
Cancelled Checks 7 years
Invoices 7 years
Investment records (deposits, earnings, withdrawals) 7 years
Property/asset inventories 7 years
Petty cash receipts/documents 3 years
Credit card receipts 3 years
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Wings Document Retention/Destruction
Policy Continued:

Tax Records

Annual tax filing for the organization (IRS Permanent
form 990)

Payroll registers Permanent
Filings of fees paid to professionals (IRS form | 7 years
1099)

Payroll tax withholdings 7 years
Earnings records 7 years
Payroll tax returns 7 years
W-2 statements 7 years

Personnel Records

Employment contract Permanent

Benefits descriptions per employee Permanent

Pension Records Permanent

Employee applications and resumes 7 years after termination
Promotions, demotions, letter of reprimand, 7 years after termination
termination

Job descriptions, performance goals 7 years after termination
Workers” Compensations records 5 years

Salary ranges per job description 5 years

1-9 Forms 5 years after termination

Insurance Records

Property Insurance policy Permanent
Director and Officers Insurance policy Permanent
Workers’ Compensation Insurance policy Permanent
General Liability Insurance policy Permanent
Insurance claims applications Permanent
Insurance dispersements/denials Permanent
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Wings Ministry
Non-discrimination Policy
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Wings Ministry Non-discrimination Policy

Wings Ministry is a Christian organization whose Board Staff and “Official VVolunteers” (passed
NCIC clearance) abide by the Apostle’s Creed as a Statement of Faith. Our parties & programs
are open to all regardless of age, ethnicity, gender, national origin, disability, race, size, religion,
sexual orientation, or socioeconomic background. Wings Ministry does not promote any specific
Christian denomination.

Wings for L.1.F.E. Non-discrimination Policy

Wings for L.1.F.E. is open to all. Wings for L.I1.F.E. does not advocate, support, or practice
discrimination based on age, ethnicity, gender, national origin, disability, race, size, religion,
sexual orientation, or socioeconomic background. Wings for L.1.F.E does not propagate a belief
in a specific faith.

Wings Ministry - www.WingsMinistry.org
2270 D Wyoming NE #130
Albugquerque, NM 87112 * 1-505-291-6412 * AnnEdenfield@WingsMinistry.org



