The Tyler Volenec Foundation – Rules of governance


About the foundation and our mission

James and Megan Volenec established The Tyler Volenec Foundation in 1999 to honor the memory of their son Tyler who died at the age of two due to complications caused by leukemia. Throughout Tyler’s illness, the entire Volenec family experienced firsthand the devastating effects of pediatric cancer.

Their collective experiences led them to focus the foundation on improving the quality of life of patients and their families struggling to manage the many personal and professional challenges created by pediatric cancer.

The Tyler Volenec Foundation serves the needs of children and families living in the greater Chicago metropolitan area. Since its inception in 1999, the foundation has directly touched the lives of hundreds of children and their families in a variety of ways.

We go about making the foundation’s mission a reality through funding three primary activities:

· Supporting various core functions at Children’s Memorial Hospital

· Conducting events that improve quality of life

· Easing the financial burdens placed on families

As an organization, we have made the decision not to direct any of the foundation’s resources to cancer research.

We are headquartered in Algonquin, IL and operate as a registered 501(c)3 not-for-profit organization with the IRS and the State of Illinois.

An affiliated organization of Children’s Memorial Hospital

Tyler received nearly all of his care from Children’s Memorial Hospital (CMH). Megan and James developed a close relationship with CMH and many of the hospital’s doctors and nurses throughout his illness.

We are a formal affiliated organization of the hospital. This affiliation is a tool that we use to generate awareness for the foundation and recognition for key contributors.

Composition of the board of directors and appointment of new board members

The board consists of 12 directors. Our focus is to maintain a group of directors possessing a wide range of skills to help the organization achieve its core mission.

Appointment of directors:

1) Nominations for a vacant board seat will be submitted to the president.

2) Submitter of the nomination will be required to provide a verbal or written summation as to the nominee’s qualifications

3) Approval and confirmation of a new director requires a “yes” vote from a simple majority of all board members present at the meeting when the nomination comes up for a vote.

Subcommittees of the board of directors

The board of directors establishes standing subcommittees to manage key business relationships and functions. Creation of a standing subcommittee requires a simple majority of the board members.

Each subcommittee is charged with overall responsibility for that particular activity. Membership of each sub-committee consists of directors and volunteers. The chairperson of each subcommittee serves as the key point of contact. All communications with key business relationships or functions will be managed by the chairperson of the applicable subcommittee.

Additionally, the chairperson or his designee will be responsible for communicating significant developments to the board on a regular basis. 

Subcommittees do not have the authority to make material financial commitments or enter into written contracts on behalf of the foundation. All decisions on these or any other substantive commitments require the approval of a simple majority of the board of directors.

As of January 1, 2004, the board has created the following subcommittees:

· Annual Valentines Day Party

· Chairpersons: James and Megan Volenec

· Tyler Volenec Foundation Golf Outing

· Chairperson: Brian J. Murphy

· Committee members: Dan Burke, Paul Leddy, Gail Volenec, James Volenec and John Wiedemann

· Children’s Memorial Hospital

· Chairpersons: James Volenec, Megan Volenec and John Wiedemann

· LaSalle Bank

· Chairperson: Brian J. Murphy

· Committee members: Dan Burke, Paul Leddy, Jamie Volenec and John Wiedemann

Board meetings

The board meets on a monthly to discuss new and existing business of the foundation. Overall, the board has decided to meet this often in order to help ensure that we support the foundation’s core mission and act as good stewards of the resources provided by our benefactors.

Meeting parameters

1) Meetings take place on the third Monday of each month at 7:00PM

a) All meetings are held at the offices of Joseph M. Wiedemann & Sons, Inc. in Arlington Heights, IL

b) The president calls the meeting to order and performs a roll call to determine if a sufficient number of directors are present to conduct the meeting.

2) Meeting agenda

a) Board members are responsible for submitting items to the president for inclusion in the agenda

b) The president will issue the meeting agenda to all directors by the Wednesday prior to each regular meeting.

3) Recording, approval and storage of meeting minutes

a) The board secretary is responsible for taking the minutes of all meetings

b) Minutes will be distributed to all directors at least one week prior to the next regularly scheduled BOD meeting.

c) The first act of business after completion of the roll call is the review and approval of the prior meeting’s minutes. A simple majority of all board members present is required to approve the minutes.

d) Board secretary will maintain the responsibility for storing electronic versions of each set of minutes and forward a copy each month to the general counsel as a backup.

The grant process

This is one of the fundamental functions performed by the board. We have established the following standards to direct the foundation’s efforts in this area:

· Request and obtain a sufficient level of information about the requesting family and their specific needs in order for the board to make an informed decision

· In collecting this information, avoid placing a significant burden on families requesting assistance

· Review and respond to all grant requests within thirty days of receipt

The standard grant process

The foundation has established the following grant process in order to help ensure that we support our core mission in reviewing and making final informed determinations:

1) Application

a) In order to be considered by the board, a Tyler Volenec Foundation grant request form must be completed by one of the following:

i) A member of the board of directors,

ii) Member or representative of a family in need or

iii) Any medical or patient care professional of Children’s Memorial Hospital or other healthcare facility with a specialty in pediatric cancer.

2) Submission

a) Applications can be submitted in one of two ways:

i) To the general counsel in advance of the monthly meeting or 

ii) To the general counsel and all directors by a board member at the regular monthly meeting

b) If at all possible, the general counsel or submitter should provide timely notice of the grant application to the president so that he can include it in the agenda.

c) The general counsel will perform the following functions: 

i) Review the application to ensure that all fields have been completed

ii) Enter the pertinent information into a master grant request spreadsheet to record and track all submissions. This includes logging in discretionary grants issued by James and Megan Volenec.

iii) Direct the president to place the request on the following month’s regular meeting agenda for consideration by the BOD.

3) Review and final determination

a) The general counsel or director submitting the grant will present the request to all board members for review

b) The board members will then vote on the grant request.

c) A simple majority of all directors present is required for the grant to be approved.

d) Upon completion of the voting, the general counsel will perform the following steps:

i) write the results of the vote, date and decision on the grant request form

ii) Store the original grant request form in a master file

4) Disposition and communication of grants

a) Approved grant requests

i) The treasurer will issue the check, made payable to the designated beneficiary, for the approved amount. This check along with a cover letter will be distributed directly to the beneficiary.

(1) In cases where a director completes and submits the application, said director shall have the authority to send/deliver the check along with a personalized cover letter to the beneficiary.

b) Declinations

i) A letter will go out to the requestor informing him of the board’s decision to decline the application.

(1) In cases where a director completes and submits the application, said director shall have the authority to send/deliver the declination to the family or healthcare facility.

Expedited grant process

The foundation’s main function is to address the needs of children and their families struggling with the challenges created by pediatric cancer. Due to the nature of our mission, needs will arise from time to time that do not coincide with the regular monthly board meeting. As a result, the board has established an expedited process to handle time sensitive grant requests.

This is not the foundation’s preferred process. We will use it only in situations where timing does not permit the foundation to wait until the next board meeting to consider the request.

The following bullet points outline the steps of this process:

1) A director will complete a Tyler Volenec Foundation grant request form and send it to all board members via e-mail. In addition to the form, the submitter will also provide a brief but detailed explanation for the rush request.

a) Expedited requests will be limited to a maximum of $2,000 per submission.

2) All board members will have 48 hours to evaluate and provide a final vote on the proposal. Each director will send his or her vote via e-mail to the submitter with copies to all other members of the board.

a) Should an individual director have one or more questions about the submission, he or she will send an e-mail to the submitter and copy all the other board members. 

b) Once the submitter responds to the query, with copies to all other directors, the director will have 24 hours to vote on the request.

3) Approval of the expedited submission requires a simple majority of all board members – a total of seven “yes” votes.

4) The general counsel will send a summary and final determination of the voting to all directors.

a) In addition, the general counsel will complete the steps outlined in 3), d) of the standard grant process outlined in the preceding section of this document.

5) The treasurer will follow the procedures outlined in 4) of the standard grant process in the preceding section of this document.

Discretionary grant authority for James and Megan Volenec

Megan and James Volenec established the foundation to honor the memory of their son Tyler. Their experiences in dealing with his illness provided a deep familiarity with the personal and professional challenges families must face when dealing with pediatric cancer. In light of their role as the leaders of the foundation, the board has empowered Megan and James to issue grants without board approval subject to the following conditions:

· A maximum of five discretionary grants in any one calendar year, none to exceed $1,000. 

· The treasurer will retain responsibility for issuing the checks at the request of Megan and James and tracking the number of such grants issued each calendar year.

· Ensure that all grants support the core mission of the foundation

· Megan and James must submit a completed application to the general counsel within seven days of the date of discretionary disbursement. See 2) Submission in the standard grant process section for the applicable provisions.

Voting on matters other than grants

The board of directors makes decisions on a variety of matters other than grant requests in the ordinary course of doing business.

All non-grant related decisions require a simple majority of all members present to gain approval.

Legal review of contracts

As a part of fulfilling our mission, the foundation regularly enters into written contracts with a wide range of third parties.

All contracts entered into on behalf of the foundation must be submitted to the general counsel for review and approval.

Cash management and disbursement authority

The foundation maintains a master checking account at the Royal American Bank.

1) Authorized check signers

a) Anita Jannes, Tom Mastri and John Wiedemann

2) Check signing authority

a) One signature is required for all individual disbursements up to $4,999

b) Two signatures are required for all individual disbursements of $5,000 or more.

The Helping Hand Award

The board of directors established the Helping Hand Award to recognize individuals or businesses that have provided substantial support to the foundation. Issuance of this award is subject to the following terms and conditions:

1) No member of the board of directors is eligible to win the award

2) There is no limit to the number of Helping Hand Awards that can be issued in a calendar year

3) Submission

a) Nominations must be submitted by a board member prior to or at the monthly meeting

i) Submitter is responsible for directing the president to include the nomination on the agenda for the next regular meeting.

b) Submitter is required to provide a written or verbal summary of the reasons the nominee deserves the award.

4) Approval

a) Voting for the award will take place at the regular monthly meeting.

b) Approval of the award requires a “yes” vote from two thirds of all directors present.

Marketing - managing our brand

Three elements make up the foundation’s core branding identity

· The “helping hand” image

· Our tag line: “Reaching out to families struggling with pediatric cancer”

· The Children’s Memorial Hospital logo accompanied by “an affiliated organization of” or “The Tyler Volenec Foundation is an affiliated organization of” CMH.

A key to establishing and maintaining the foundation’s brand is consistent use of these elements in all marketing pieces.

Brian Murphy, director, leads the foundation’s marketing initiatives. He maintains responsibility for the creation, design and production of all marketing and communications materials including brochures, newsletters, flyers, press releases, stickers and any other communications vehicles developed for distribution to external audiences.

The foundation has cultivated relationships with three vendors who design and produce our materials for no cost or at a substantially reduced level:

· Eric Wenger of Lucky Penny Productions – print and web design

· Tony Amaro of Colby Printing – commercial printing

· Steve Woo of B&H Industries – sign printing

All board members and our volunteers will submit requests for the development and production of marketing materials to Brian Murphy. This process will ensure consistent use of the foundation’s brand and name.




