
 

 

	 

	 

	 

 

	 

	 

	 

	 

	 

	 

	 

	 
	 
	 

	 

U.S.	 Navy	Supply	Corps	Foundation 
	 

	 

Chapter	Operations	Guide		

										 	 2023	

	

	 

	 

	 



U.S.	Navy	Supply	Corps	Foundation	 

Chapter	Operations	Guide	 
		 		 	 

	 

 

2	 

Preface:  

  

This edition of the U.S. Navy Supply Corps Foundation, Inc., Chapter Operations Guide is 

effective upon receipt. The Guide provides guidance and procedures for all Foundation 

Chapters. This Guide empowers Foundation Chapters to execute the Foundation’s 

mission in a consistent and standardized manner commensurate with the Foundation’s 

501(c)(3) tax exempt status limitations.   

 

All Chapters are encouraged to use this Guide to support the Navy Supply Corps 

Community. A copy of this Guide is posted on the Foundation’s website www.usnscf.com, 

and is available to download.     
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CHAPTER I: FOUNDATION  
  

1. Introduction  
  

a. This guide is intended for the U.S. Navy Supply Corps Foundation  

(NSCF) Chapter Presidents and the Chapter Leadership Team to inform 

them of how best to operate a Chapter under the Foundation nonprofit 

construct in today’s Non-Federal Entity (NFE) environment. This 

document will be reviewed on an annual basis and updated as needed.  

 

The Foundation considers the Chapters as the face and first point of 

contact for the Supply Corps Community, and Chapter management is 

considered a no-fail element of the Foundation’s overall success.   
  

b. The NSCF Chapters are an integral part of this larger nonprofit network; 
a 501(c)(3) that provides benevolent support to the U.S. Navy Supply 
Corps Community. In this regard, the Chapters assume inherent 
responsibilities to:   
 

i. Execute all business, program and events in alignment with the 

NSCF Bylaws, governance and guidance.  
  

ii. Be mindful of the NSCF’s one-team approach as a nonprofit 

organization. What each of us does reflects on the entire 

organization.  

  

iii. Report to the NSCF required information to ensure the business 

aspects of the nonprofit are executed properly.   
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2. Foundation Vision, Mission and Chapter Objectives  

  

a. Foundation Vision:  To be the “go to” non-profit that globally supports and 

unifies the Navy Supply Corps Community and preserves its heritage 

and traditions.   

  

b. Foundation Mission:  The Navy Supply Corps Foundation provides 

programs and services to support the Navy Supply Corps Community 

and promote its heritage and traditions. 

  

c. Chapter Relations Objectives: To provide the Chapters with the 

guidance, support, and ability to execute their element of the 

Foundation’s mission.  

  

  

  

3. Foundation Objectives  

  

a. The primary objective of the Foundation is to perpetuate the values, 

traditions, and history of the Navy Supply Corps throughout the lives of 

individuals in the Supply Corps Community. In this regard, the 

Foundation will count in its membership anyone who has ever honorably 

worn the Supply Corps Oak Leaf. The Foundation shall pursue its 

mission by providing services and programs to support the ongoing 

needs of the Supply Corps Community.   

 

b. The second objective is to engage or participate in activities or 

enterprises necessary to procure contributions required for the 

maintenance and growth of the Foundation. In addition, the Foundation 

shall not attempt to influence legislation, nor shall it participate in, or 

intervene in, any political campaign on behalf of any candidate for public 

office.   

 

c. The third objective is to develop local Chapters of the Foundation 

wherever there is a concentration of Supply Corps Officers – active, 

reserve, retired or prior service. The local Chapter will be the supporting 

organizational element of the Foundation, and will be officially chartered 

and sanctioned. The importance of the local Chapter will be enhanced, 

guided, and developed by the Foundation. The Foundation Chapter 

Relations Committee chairperson, under the auspices of the Executive 

Director, is responsible for maintaining ongoing communications with all 
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existing and prospective local Chapters, as well as encouraging 

additional Chapter development.   

  

   

4. Foundation Organizational Intents and Purposes  

  

a. To foster and build officer camaraderie.   

  

b. To support all phases of the Supply Corps career. To support the 

recruiting of outstanding men and women into the Supply Corps.   

  

c. To participate in the development of newly commissioned officers and in 

the mentoring of career officers.   

  

d. To assist Supply Corps Officers separating from active duty and 

transitioning to retirement.   

  

e. To support the Supply Corps Family through college scholarships to 

dependents and descendants of active, retired, reserve, and former 

Supply Corps Officers and Warrants and Supply Enlisted ratings.   

  

f. To support long-range planning through development and execution of 

the Foundation’s Strategic Plan.   

  

g. To provide a communication link with the Navy Supply Community 

through the Navy Supply Corps Newsletter, the Navy Supply Corps 

Foundation website, the OAKLEAF, and other communication tools.    

  

h. To perpetuate and preserve the history and traditions of the Navy Supply 

Corps through the Foundation’s Heritage Committee.   

  

i. To provide support for special projects that fall outside the limits of 

appropriated fund support.   

  

j. To raise funds to increase the endowment.   

  

k. To execute all Foundation affairs under a non-profit construct.   
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CHAPTER II:  CHAPTERS  
  

1. Chapter Governance:  

  

Principles of Nonprofits. As a 501(c)(3) organization, Chapters are 

empowered to operate as a non-federal entity in support of the Navy 

Supply Corps Community, in accordance with the Foundation Bylaws, 

Mission, Vision, and Objectives.   

  

2. The U.S. Navy Supply Corps Foundation Federal Tax ID number is 23-7066533.  

Appendix A is provided as reference to our Tax ID.   

  

3. Insurance:  The Foundation has insurance to cover its responsibilities. D&O, Business 

Fraud and Cyber Insurance.  

  

4. Chapter Organization:  

  

a. A Chapter shall have the following duly elected officers:  President, Vice 

President, Secretary, and Treasurer. In addition, it may choose to have 

additional elected officers such as Program or Social Chairman, 

Webmaster, Civilian Deputy, Retired Representative, FAST 

Representative, and others as identified by the Chapter President.  

  

b. A Chapter Board of Directors consisting of the elected officers, directors, 

and committee chairmen selected by the President, with the approval of 

the elected officers, shall manage and control the affairs of the Chapter.  

The Board will adopt Chapter Bylaws and Regulations that are consistent 

with the Foundation Bylaws, and with the policies, purposes, and 

objectives of the Foundation. It is desirable to have Board representation 

from as many local active and reserve commands as possible on the to 

ensure maximum communications (at least one board member should be 

from the retired community).   

  

c. Each Chapter President will be considered a member of the Foundation’s 

Chapter Relations Standing Committee.   

  

d. The Chapter President may appoint members to committees approved 

by the Chapter Board of Directors for the conduct of business.  

Committees may determine their own procedures subject to Chapter  

Board approval. The number of committees may vary with the 

membership and size of a Chapter.    
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e. The following committees are suggested:  

  

1) Membership  

2) Finance  

3) Program  

4) Fundraising  

5) Nominating  

6) Communication  

7) Transition  

  

f. Membership:  Any active, retired, or former commissioned or warrant 

officer of the U.S. Navy Supply Corps are automatically members of the 

U.S. Navy Supply Corps Foundation.  

  

g. Bylaws:  Chapter Bylaws will be submitted to the Foundation for approval 

and filing. They are expected to be congruent with the bylaws of the 

Foundation and are subject to review with regards to the Foundation’s 

501(c) (3) tax status terms. Any future amendments to the Chapter 

Bylaws must also be submitted for approval and filing with the 

Foundation. A recommended model set of Chapter Bylaws is included as 

Appendix B.  Chapter Bylaws must be signed by the Chapter President 

and Chapter Leadership with the turnover of Chapter Officers. A signed 

copy will be forwarded to the Foundation Executive Director. 

  

h. Local Elections:  When possible, local elections should be held in 

May/June to ensure new officers are in place by the fall of each calendar 

year. Once approved, the Chapter is required to forward the slate of 

officers and their contact information to the Foundation Executive 

Director with copy to the Foundation Chapter Relations Committee 

Chairperson.   

  

i. Chapter Official Address:  The official address of a Chapter should be a 

post office box not on Government property and paid for out of the 

Chapter checking account.   

  

j. Turn-Over Letters:  A Turn-Over letter is required for the officers of 

President and Treasurer. The Turn-Over letter for the President is to be 

sent to the Foundation Chair, and a copy to the NSCF Executive 

Director, preferably as attachments to an email addressed to the NSCF 

Chair and the Executive Director. The Treasurer’s Turn-Over letter is to 

be retained in the Chapter President’s local file but it shall be similar to 
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the Presidential Turn-Over Letter in form and content. Template #2 

provides the form and content of the Chapter President’s Turn-Over 

Letter.   

  

 

5. Chapter Fiscal Responsibilities:  

  

a.  As a registered non-profit, Chapters are obligated to account for their 

fiscal matters. The Chapter President will appoint a Treasurer who can 

meet the following requirements:   

  

i. Maintain the chapter bank account. This account should be 

registered with the Foundation.   

ii. Create the profit and loss statements for each event.   

iii. Compile annual reports per the Foundation’s Treasurer 

requirements.   

iv. Work with the Foundation Treasurer to satisfy Foundation 

reporting requirements.   

  

b.  It is recommended that the Chapter President identify a retired Supply 

Corps Officer to be the Treasurer to provide continuity of financial 

operations to the Chapter. This stability will ensure a more effective 

accounting and reporting of Chapter finances.   

  

  

6. Chapter Program Requirements:  

  

a.  The Foundation and its Chapters are an organization that executes 

programs in direct support of the Navy Supply Corps Community.  

Chapters should support the Foundation level programs referenced 

below:   

  

i. Family Aid and Support Team (FAST)  

ii. Transition Assistance  

iii. Scholarships – the application for this program is online.  

iv. Social, Family, and Community Events to promote as well as 

enhance the Supply Corps Community and Foundation.  

v. Heritage  

vi. Volunteer Recognition  

vii. Fundraising  
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b. In addition to the programs cited above, the Community Values and 

Traditions (CVT) Program enables a Chapter to obtain financial 

resources to assist with bringing the Community together. CVT funds 

may be requested via an email to the Chapter Relations Chair, info the 

Executive Director. Include in the request its intended use, the amount 

requested, and the impact it will make in meeting the Foundation’s 

mission. The Foundation asks that recipients of CVT funds recognize the 

Foundation during their event and provide the Foundation 

Communications Director with photographs, testimonials, and quotes for 

the Foundation’s communication outlets. See attachment J for the CVT 

policy. 

  

c. Although not a program per se, each Chapter has dedicated and 

involved spouses. The efforts of the spouses are recognized as a 

strength in the Community and it is recommended that the Chapter utilize 

this resource. Two attachments are included in the Appendix to provide 

guidance for the creation of a Chapter Spouse Representative (CSR) 

and assistance with a spouse turnover.   

  

  

7. Chapter Activities:  

  

a. Chapter Meetings:  Given the diversity of Chapter composition, it is up to 

the Chapter President and leadership to determine the frequency of 

Chapter meetings. The large Chapters will be required to meet more 

frequently to manage the many events, efforts, and engagements they 

run. The small Chapters will not be required to meet as often and the 

Chapters in the field that are made up of command Supply Officers and 

retirees will meet when necessary. No two Chapters are alike completely 

and it is inherent for the President and the Officers to find the right 

rhythm for their Chapter.   

  

b. Suggested Calendar of Events:  It is recommended that each Chapter 

prepare a Calendar of Events for the year. This calendar should be 

distributed along with the roster of new officers and directors to all 

current and prospective members.   

  

  

  



U.S.	Navy	Supply	Corps	Foundation	 

Chapter	Operations	Guide	 
		 		 	 

	 

 

12	 

8. Chapter Fundraising:    

 

The Internal Revenue Service granted the Foundation a 501(c)(3) Tax 

Exempt status based on our stated mission and vision. As all Chapters of 

the Foundation are included under the Foundation's tax exempt status, all 

Chapters are required to comply with the requirements necessary to 

maintain that status. They are also to comply with the ethics guidance 

provided in attachment C. Refer to attachment F, Fundraising Policy, for 

further guidance.  

  

  

9. Chapter Communications:  

  

a. Public Affairs: Chapters seeking Public Affairs assistance are 

encouraged to contact the Foundation Communications Director to 

ensure appropriate staffing and coordination of all communication efforts 

are conducted.   

  

b. NSCF Website:  The Foundation website has a webpage for each 

Chapter. At a minimum, each Chapter should have its officer’s names 

and contact info on that page. In addition, a photograph of something 

representative of that region/base/community and any newsworthy 

information deemed appropriate. We recommend that each Chapter 

utilize this tool to keep the Community updated.   

  

c. E-Mail: E-Mail is a powerful tool that can be used to communicate 

information about upcoming events. Email also serves a means of 

communicating instantly to multiple addressees and to record and 

confirm the receipt of e-mail correspondence.   

  

d. Social Media: The use of Social Media is encouraged, mindful that the 

information placed in the public domain represents both the Foundation  

and, as a Non-Federal Entity aligned with the U.S. Navy. Caution should 

be used when utilizing this communication tool.   

   

e. The Oakleaf: The official newsletter of the NSCF is designed to reach our 

desired stakeholders to inform them on Foundation and Navy Supply 

Corps topics of interest. The Foundation recommends maximum 

distribution of this quarterly communication vehicle.  

  



U.S.	Navy	Supply	Corps	Foundation	 

Chapter	Operations	Guide	 
		 		 	 

	 

 

13	 

f. Telephone: One-on-one calls are the most effective method to generate 

enthusiasm and encourage participation. If each major command is 

represented on the Board of Directors, the communications job is 

simplified.   

  

g. Flyers: Chapter can use one-page flyers very effectively to advertise 

coming events, special meetings, or to communicate general information.   

  

h. Retired and Reserve Officer Involvement:  The active participation of 

Retired and Reserve Officers in the local Chapters is strongly 

encouraged.  

  

  

10. Volunteer Recognition:  

  

a. Chapters and Individuals.  The Foundation cannot accomplish its mission 

without the dedicated efforts of its volunteer force. Each year the 

Foundation recognizes the outstanding Chapters and individuals that are 

exceptional in their service to the Foundation’s Mission and Vision. 

Chapters are encouraged to use these recognition efforts to highlight 

their members and accomplishments.   

  

i. For the most outstanding individual Chapter Volunteer, the Chapter 

President is encouraged to nominate one of their members for 

recognition by the Foundation Board. The Chapter President must 

determine the materials to submit to best showcase the volunteer’s 

accomplishments.    

 

ii. For exceptional Chapter-wide volunteer programs, Chapter 

Presidents are encouraged to submit appropriate write-ups of the 

Chapter’s accomplishment to the Foundation Board for consideration 

and recognition.    

  

  

11. Chapter Summary  

  

The U.S. Navy Supply Corps Foundation is a worldwide connector, able 

to meet the needs of today’s Navy Supply Corps Community. Through its 

non-profit status, and a construct of representative Chapters, the 

Foundation is able to create events to bring individuals together, raise 

funds, support those in need, assist with those transitioning, recognize its 
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volunteer corps, and highlight the heritage of this special and unique 

community. This one-team concept is doing what’s right for the Supply 

Corps Community as the Navy Supply Corps’ Non-Federal Entity of 

choice. The Foundation executes its mission in part through the strength 

of its Chapters that provide the local impact to the Community. This 

guide is a tool to assist Chapter leaders in executing the duties of a U.S. 

Navy Supply Corps Foundation Chapter.   
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