PRELIMINARY NOTES FOR FORMATION OF 

GOOD NEIGHBORS ORGANIZATIONS

Haddon Heights Good Neighbors, Inc., ("HHGN") was established in 1981 as a non-profit corporation to provide residents of Haddon Heights Borough, Camden County, New Jersey, with material assistance on a short-term emergency basis. 

This presentation has been prepared by HHGN as a guide to those interested in establishing the Good Neighbors concept in their communities. 

Each organization that starts a Good Neighbors program will be governed and managed by its own local Board of Trustees and Officers. It will be a non-sectarian, non-political corporation with no payroll. All work will be done by volunteers, and anyone who makes a donation will be a member. (It is anticipated that members would be non-voting, since decisions can be made and carried out most efficiently at the Board and Officer level). 

Purpose. The committee decided on the following statement of purpose for the new organization, which was inserted into its corporate charter, filed with the New Jersey Recording Office in September 1981:

"The purpose of the Corporation is to aid residents of Haddon Heights Borough, Camden County, New Jersey, in time of need by providing appropriate material assistance on a short-term emergency basis." 

This Statement of Purpose has been crucial as a clear guideline to the delivery of timely support to residents of Haddon Heights for more than two decades, and we strongly recommend its use by those who would like to start a Good Neighbors program in their own communities. Its elements are: 

1. Geographical. Its recipients must be residents of Haddon Heights. 

2. Temporal. The situation must be genuinely short-term and not chronic. 

3. Financial. The aid provided is of a material nature only. Referrals are made to other programs for which the resident may qualify. 

STARTING A GOOD NEIGHBORS PROGRAM 

Use of these Materials. The materials below cover the organization and procedures established by Haddon Heights Good Neighbors, Inc. for its own operations. You are invited to use these materials freely and modify them as your group thinks advisable. Note: No guarantee or assurance is made that this information will be appropriate or effective in operating your organization. 

Your Program will be Independent. Haddon Heights Good Neighbors, Inc. is offering this information for your use in starting your own organization to fit the needs of your local community. You will run your organization as an independent firm to carry out the purposes you choose to establish. You will not be a subsidiary or affiliate of Haddon Heights Good Neighbors, Inc. or subject to its rules and regulations in any way. You will not be required to pay any dues or other stipend to Haddon Heights Good Neighbors, Inc. 

The Use of the "Good Neighbors" Name. Haddon Heights Good Neighbors, Inc. has not registered "Good Neighbors" as a national or statewide trademark or trade name. It is the official corporate name of the organization registered with the New Jersey Recording Office and with the Internal Revenue Service, but we make no special claim to any other rights to use the name, and we can make no assurances that the use of "Good Neighbors" in your organization's name will be legal or valid. We recommend that you consult with an attorney in your area in choosing a name for your organization. 

The "All Volunteer" Nature of the Good Neighbors Program. Haddon Heights Good Neighbors, Inc. has worked efficiently over the years, with a minimal amount of its revenues devoted to administrative costs. This is primarily because the organization has no paid employees or outside advisers. All work is done on a voluntary basis by local residents. We strongly recommend that you set up your Good Neighbors program on the same basis. We feel there is no stronger foundation than those who step forward to help out in a good cause. 

The Right Sized "Good Neighbors" Community.  Haddon Heights Good Neighbors, Inc. operates in Haddon Heights, New Jersey, a suburban community of about 8,000 residents. We have not operated in any other community, and we are not aware of a Good Neighbors program the same as or similar to Haddon Heights Good Neighbors, so our recommendations on the "right" size of a community for a Good Neighbors program do not have the support of experience or data. Because of the many dynamics in carrying out a "Good Neighbors" program,  we feel that the ideal community consists of up to 15,000 residents. We feel that if the community consists of more than 20,000 residents, the all-volunteer nature of the program would be lost. The sheer work load required to handle a larger community could require the services of one or more regular or full-time employees. While we cannot predict that the presence of paid employees would be fatal to the program, it would require a larger percentage of revenues to be dedicated to administrative staff and services, payroll, possible rental of office space and equipment, etc., leaving less money available for those in need. 

If you would like to start a Good Neighbors program but your municipality or community seems too large for an all-volunteer arrangement, we suggest that you start by operating in a smaller, definable neighborhood or section of your community, repeating the process in adjoining neighborhoods with separate organizations, each confining its scope of operations to its locality. 

Getting Started

1. Meet with Representatives of the Churches and Other Local Organizations. Discuss the Good Neighbors concept with sympathetic friends, neighbors or work associates. With their help, obtain a list of all the churches, other non-profit organizations and businesses in your community and send a letter, inviting them to a meeting to discuss the formation of a Good Neighbors group. Many churches are deluged with requests for financial and other aid, so you may find them open to explore the advantages of Good Neighbors. 

2. Form a Non-Profit Corporation. Upon the agreement of the representatives,  have a certificate of incorporation (also known as a corporate charter) filed with your state's corporate filing office. (See the Haddon Heights Good Neighbors, Inc. Certificate of Incorporation in the Appendix and attached comments). It would be best to consult a local attorney and solicit his or her advice as a contribution to the newly-formed organization. You can pay the filing fees and other out-of-pocket costs needed to establish the corporation and be reimbursed from the corporation when it receives its first revenues. Your attorney will also order a corporate kit and help you establish a set of Bylaws. 

Your attorney or accountant will help you file an application to the Internal Revenue Service for recognition of your corporation as a tax-exempt organization. This is very important, since you do not want any of the revenues to go to the taxing authorities, and you want your donors to be able to deduct their contributions as charitable donations. In New Jersey, you will have to list your corporation with the Charitable Registration Directory and file an annual report to them concerning income and expense. (This is not a tax return). 

3. Hold your first Corporate Meeting and adopt Bylaws. The Bylaws describe the committees and their functions, the officers and their functions, qualifications for membership (or you may choose that the organization shall have no members), and the procedures by which the organization will operate. (See Haddon Heights Good Neighbors, Inc. Bylaws and attached comments in the Appendix). 

4. The Solicitation Letter. Develop a letter soliciting contributions from the community for the new organization. We find that if you stress the fact that the organization is dedicated to help only residents of the community itself, that the aid provided is exclusively on a short-term, emergency basis, that it has no paid employees, and is non-sectarian and non-political, your community will give you a warm reception and make contributions. (See Solicitation Letters in the Appendix and attached comments). 

Send the letter to every address in town. You should be able to acquire a list of all properties in your town. Consult with your local post office, library or town hall for help in getting this information. We find that computerizing a label list streamlines this task immensely. 

The letter should name a contact person and give his or her telephone number. We use the Borough Hall as our address, and the Borough Clerk has always generously set aside the contributions for our pickup. 

Structure of the Corporation
1. Trustees. A non-profit corporation is governed by a set, or "Board," of Trustees. These will be elected by the interested persons at the first meeting of the corporation after it is formed. Or, the initial representatives might select the first Trustees from among their group. Once the corporate charter is filed with the State, the Trustees gather to pass the Bylaws and elect Officers. 

2. Officers. The formal corporate officers are the Executive Director, also sometimes referred to as the President, the Secretary and the Treasurer. 

A. Executive Director. (Define from Bylaws)

B. Secretary. (Define from Bylaws)

C. Treasurer. (Define from Bylaws)

Collection and Handling of Funds

We recommend a strict set of procedures for collecting and handling funds. 

1. Recording Revenue. Most, if not all, of your revenue will be received in the form of donations, either by check or in cash. Each donation should be recorded on a form similar to the one set forth in the Appendix. At the least, it should record the name and address of each donor, the date received, the check number, the amount and any comments. A specific person or committee should be appointed for the collection of revenue. It is not recommended that this function be "movable" from person to person, since that makes accountability less clear. 

A. Depositing Revenue. All funds should be turned over to the Treasurer, preferably within a few days of their receipt, for deposit in the bank account or accounts set up by the corporation. The Treasurer will render a quarterly, semi-annual or annual report to the Trustees of the receipt and disposition of all funds. 

B. Review by Independent Accountant. The financial books of the organization should be turned over once a year to a certified public accountant for review. The accountant can spot any discrepancies at an early date and help you keep the financial records clear. 

2. Rendering Assistance. This is where the real work begins. Your solicitation letter will probably result in several inquiries regarding the availability of money or other aid. 

A. Appointment of an Investigation Committee. This committee, or individual, if you prefer one person to handle this function, is the most important element in the process of examining and granting aid. We refer to this as the "Investigation" committee, but investigating is only one step in the process of getting assistance to your neighbors in a timely manner. The steps are: 

1. The Call for Help and Rendering of Assistance. Your organization should designate and publicize the name and phone number of one Assistance Manager (AM) to receive all calls for help. If calls come in to other members of the organization, they should be referred to the AM. The AM:

· Takes the initial application (see the Intake form in the Appendix), being sure to record as many facts as possible regarding the applicant's situation. 

· Verifies the need. The Good Neighbor process avoids the granting of funds solely on the basis of the recipient's claim of need. It is usually easy to verify the need. For example, if the applicant has just secured a job but has been out of work and must pay her gas and electric bill for the month, Good Neighbors will ask for a copy of the bill to verify the need. The same kind of procedure can be used for phone bills, oil bills, medical bills, etc. Where the debt does not appear in the form of a bill, such as a rental payment being due, call the landlord and confirm the amount due.

· Provides for payment. If the need falls within the program's parameters, the AM issues the check directly to the service  or product provider. 
· The AM should keep accurate records which include the check number and date, the payee, amount, purpose and the number of persons benefiting by the assistance rendered. 
3. Establishing a Cap for Each Recipient. Since the organization will have limited funds, it is best to establish an annual cap on the amount of funds to be received by any one recipient. Haddon Heights Good Neighbors has arrived at $650.00 as its annual cap, but the cap was much lower in our beginning years. While the cap is seldom needed, it does come in handy, especially in light of the habit of a few recipients to treat your organization as if it were an extra source of regular income. Remember that the Good Neighbors mission is short-term emergency relief. 

4. Confidentiality is an Absolute Must. In processing the calls for assistance, workers must be acutely aware of the need for confidentiality. We are dealing with some of our neighbors who have fallen on hard times. Often they are reluctant to call in the first place because they do not want others to know about their plight. So when they do call, their situation should be treated with the utmost privacy, dignity and respect. No information should be shared with anyone other than those who must know in order to be of help to the applicant or to verify the need. In more than two decades of operation, Haddon Heights Good Neighbors has never encountered a situation where its assistance was broadcast or published in writing or by word of mouth, except where the recipients themselves have stepped forward and publicly acknowledged the assistance, usually expressing their thanks and gratitude. 

5. Maintaining the Short-Term Nature of Good Neighbor Assistance. In carrying out the Good Neighbor mission, you will undoubtedly come across situations that are not temporary but chronic. In most cases, you will be able to refer such persons to appropriate governmental or other organizations. But if you find that you cannot be of any help at all, it is heartrending but essential that you resist the temptation to give assistance to those who do not qualify under your mission statement. Once you become involved in a long-term problem, it is difficult to extract your organization from it. 

Volunteers Needed with the Right Talents and Skills.

1. Social Workers. Caretakers and persons with social services skills are especially familiar with the process of assessing a person's true needs. They are also more likely to be aware of other more appropriate social and governmental programs to which the applicant can be referred. 

2. Fund-Raising Researchers and Writers. If you devise a solid annual fund-raising letter and distribute it to every house and business in the community, it should be sufficient to acquire the revenues you need for carrying out your Good Neighbors mission. A good promotional writer is a plus for gearing your annual letter to the specific character of your community. 

Researchers are needed to compile a current list of businesses in the community and to update it on an annual basis. This requires an annual walk around the community to gather the names of new businesses and eliminate those who have left. 

3. Professional Volunteers. It is best to have a local attorney and accountant available for legal and financial help when needed. 

4. Other Volunteers. in Haddon Heights, Good Neighbors joins with other organizations in compiling a list of shut-ins for delivery of Thanksgiving and Christmas meals, and in identifying those families who need help with toys for children. Although strictly speaking this is outside the Good Neighbors mission, these volunteers should be imbued with the Good Neighbors spirit of total confidentiality. 

Additional items to be discussed: 

· United Way registration. 

· Bulk mailing permit. 

· Steps in launching the fund-drive letter. 

· Thank-you notes. Receipt upon request - tell them in the letter. 

· Web site. Please avoid the use of "umbrella." 

· Country Living award. Link? 

