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The following operatonal guide has been developed to provide chapter leaders with suggestons and 
tools they can use to enable their Chapters to thrive while advancing ISOC’s mission to assure “open 
development, evoluton and use of the Internet for the beneft of people throughout the world.” It is 
intended that this be a living document which grows and evolves over tme as the experiences  of 
Chapter leaders are added to each secton. It is NOT intended that this be viewed as a mandatory set of 
procedures. It is, however, expected that Chapter leaders will bring all their intelligence, creatvity and 
experience to the efort and view each new chapter initatve as an opportunity to improve on those 
which preceded it.

Click on the links to explore each area. Feel free to make comments and suggestons and share relevant 
experiences. 
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Annual Planning Model 
The Project Plan

A Chapter leader has many things to atend to, but the most important is project planning:  deciding and 
overseeing what your Chapter will get done in the coming year that will make a meaningful diference 
for the Internet Society and the community we serve. 

If your Chapter is like most Internet Society Chapters, you have limited resources, so having a clear focus 
and well-defned priorites is essental. This usually means keeping the list of potental projects/actvites 
restricted to one or two that have the greatest potental for success. Spreading resources too thinly 
and/or picking the wrong projects can quickly cripple a Chapter—and it will signifcantly diminish the 
likelihood of achieving measurable success.

Ideally, the project-planning process moves forward by asking and answering a series of questons. Start 
by setng a strict deadline for getng the questons answered. This will help keep you and everyone you 
work with on track. 

1. Who are the planners/deciders? 
a. Usually these are Chapter leaders; however, it is ofen useful to bring in others…or at 
least solicit input from individuals outside the core leadership team.  This also serves as a 
means to involve more members in core chapter operatons to grow the chapter’s leadership 
team.
b. It is best, but not always possible, to bring everyone together for a face-to-face planning 
meetng. Whether your meetng is virtual or face-to-face, make sure everyone involved is 
familiar with:
i. The Internet Society’s mission and strategic initatves [link]

ii. The Chapter’s membership and/or target audience which, for example, could include a 
combinaton of local business people, academia, university students, community 
leaders, and representatves of government agencies.

iii. The Chapter’s resources, including fnancial and human like, for example, chapter 
leaders, actve volunteers [link to Volunteer Toolkit], membership, etc.

iv. Local issues that would be of interest to the Chapter, such as access, cyber-security, 
privacy, censorship, and Internet stability, to name a few topics that the Internet 
Society regards as priorites. One way to determine the needs and engage Chapter 
members is to survey your Chapter’s mailing list in advance to get a general sense of 
the issues of interest. This has the added beneft of staying in touch with your 
members [link to info about Chapter portal bulk emailer tool]

2. What project(s) do we want to complete this year? What follows is some advice for planning for 
and completng projects: 
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a. Do what you’re passionate about. Remember, passion is everything. If you and your 
colleagues don’t really care about the project it won’t get done, so be sure to pick something 
that moves you.
b. If you can’t do it well, do something else (or nothing at all). Don’t waste your tme, your 
energy, or the Chapter’s resources if the efort won’t make a diference worth making.
c. Keep the list short—pick one or two projects at the most. When resources are spread too 
thin, projects don’t get done. It is far beter to do one well than several poorly. Success, even 

of a small project, will help atract sponsors and volunteers; failure will drive them away.
d. Decide what you want to accomplish. For each project, put in writng precisely what the 
outcome(s) will be so you know when you are done. For example, if the project is an event, 
then holding the event consttutes an outcome. If the project is an informatonal or training 
document, then the fnal publicaton and disseminaton of the document is the deliverable 
and its use by the target audience the outcome. If you are launching an awareness-raising 
campaign, then write down your benchmarks so you know what you are aiming to 
accomplish.  

3. For each project, create a project plan that includes:
a. A list of who is responsible for what. Every project includes multple responsibilites. 
Break down the project into functons and decide who will be taking care of each functon. 
For example, if you are running a meetng, someone will need to oversee  planning; 
someone else will need to secure a room and make sure it is set up; someone else will need 
to be responsible for promoton, etc. (link to Volunteer Toolkit). 
b. A tmeline for getng the project completed. Be sure to include schedules for completng 
all of the steps along the way. 
c. Interim benchmarks. Include a mechanism that enables everyone involved to check in 
throughout the process to be sure that everything is going according to plan. 
d. Communicatons/reportng. During the project-planning phase, make sure there is a way 
for everyone to report on progress (or lack of progress). You want to know ahead of tme if 
aspects of the project are behind schedule or running into problems. 
e. Celebratng accomplishment. This is a critcal step in the process. If you want to ensure 
future successes, be sure to spread the kudos and thank-you’s far and wide!
f. Budget
g. Risk evaluaton/management. There are various factors that might infuence or hamper 
the project’s advancement. Try to spell out what some of the risks are (e.g. extended power 
cuts that trigger higher operatng costs, if a sponsor that has promised his/her support pulls 
out at the last minute, etc.), how you would deal with such situatons and what the impact 
on your project might be. 

The Operatonal Plan

An operatonal plan ensures you can successfully implement your project(s) by getng your team to:



• Be clear about how you will get the resources for the project
• Use resources efciently, to help allocate scarce resources to the most critcal needs.
• Think about the project(s) outcome in terms of its targets and impacts.

To complete projects successfully, build systems that ensure the right:

• Leadership – Making decisions and recruitng volunteers

• Volunteers – Getng stuf done [link to Volunteer Toolkit]

• Membership – Your Chapter’s audience, consttuency and source of volunteers

• Communicatons – Letng everyone who should know what we’ve done

• Finance – Paying for things

• Administraton – Handling mailing lists, websites, banking, etc. 

Back to Top
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Programs & Activities
The best way to learn how your Chapter can put together a great event, launch a public relatons 
campaign, or develop an informaton product is to tap into the Chapter network to see what other 
Chapters are doing and, if necessary, get advice from them on how they do it. Contact informaton for all 
actve Internet Society Chapters is available at: htp://www.isoc.org/isoc/chapters/list/

Experienced Chapter leaders know that the key is to start small and simple, focus on a topic, and keep 
your objectves manageable. If your Chapter is just forming, we encourage you to think less about 
building an organizaton and more about developing projects and actvites that will advance our joint 
mission to promote the open development, evoluton, and use of the Internet for the beneft of people 
throughout the world. 

Generally speaking, those actvites will fall into a handful of categories:

• Events and presentatons

• Campaigns

• Educaton and training 

• Informaton products

Remember: As part of your Chapter’s agreement with the Internet Society [link to afliaton MoU], you 
are required to conduct at least one mission-related actvity [link to ISOC's mission] every 12 months. 
With a litle planning, and some help from other Chapters and the Internet Society, that goal should be 
easily manageable.  Successful projects, large or small, will more than likely pay dividends in terms of the 
excitement and enthusiasm they generate from those who are actvely involved in making them happen 
as well as those who beneft from the results. 

Don’t forget to explore the fnancial and other resources made available by the Internet Society to help 
Chapters get their actvites up and running. The Community Grants Program [link] has become an 
increasingly popular mechanism for raising funds to create events, campaigns, and and other types of 
projects. Internet Society funding should nevertheless not be the only source of revenue for your 
Chapter, which should be sustainable in its basic functoning even without this additonal funding. 

I. Events and presentatons

Events and presentatons can range from organizing a simple, introductory, ‘About the Internet 
Society’ presentaton to your Chapter’s members and other interested individuals to partcipaton in 
a larger regional event to hostng a regional INET conference. (To fnd out more about hostng an 
INET, contact your Regional Bureau manager. Be sure to familiarize yourself with the Internet 
Society’s regional INETs at htp://www.isoc.org/conferences/inet/.) If you are building your Chapter, 
consider partcipatng in already established technology, business, or policy events that are local or 
regional. 



Using established local or regional meetngs to get in front of a wider audience is a popular strategy 
among Chapters. Some real life examples follow:

 The Internet Society U.S. Colorado Chapter got itself in front of potental new members by setng 
up a booth at a regional event. Armed with enthusiasm, pamphlets, pens, stckers, and other 
giveaways they obtained from the Internet Society, they introduced the Internet Society and their 
Chapter to an interested audience. 

In November 2010, the Internet Society Spain Chapter partcipated in the 6th Spanish Network 
Operators Group (ESNOG) in Madrid, where they gave a brief presentaton about the joint goals of 
the Internet Society and the Chapter to a group of motvated Internet Service Providers, hostng 
companies, hardware vendors, and others. The partcipaton paid of: as reported by Chapter leader 
Carlos Fragoso, “[s]ome atendees were interested in receiving more detailed informaton about the 
Internet Society’s regular actvites and were willing to join our successful Internet Society Spanish 
Chapter bimonthly ‘expert meetngs,’ which we broadcast in real tme from our eight ofcial Chapter 
supportng sites.”

II. Campaigns

Campaigns are a useful and ofen efectve strategy for drawing atenton to a cause as well as to 
your Chapter. By educatng yourself on the Internet Society’s objectves, strategic initatves, and 
other priorites [LINKS] with regard to technology development and public policy, you should be able 
to fnd causes that match up with the issues that concern your Chapter’s consttuents and others you 
want to reach, engage, and infuence. Some real-life examples follow.

The Internet Society Israel Chapter launched a campaign to protect minors from harmful Internet 
content and managed to get several Internet service providers, content providers, and other interest 
groups to partcipate. The Internet Society Tunisia Chapter partcipated in the Your First Step 
Campaign, which was initated by a group of young actvists who took part in the CIVICUS Youth 
Assembly 2008 in Glasgow, Scotland. The Chapter ofered Internet resources and hostng for the 
group as a means for helping support their eforts to demonstrate how to take acton on issues that 
mater most to people. 

III. Educaton and training

Internet Society Chapters are ofen led and populated by technology experts and individuals who are 
knowledgeable about Internet policy, technology, educaton, and cultural issues. Creatng 
opportunites to help train and educate your membership and your community help further the 
Internet Society’s goals and reward the Chapter with new (or renewed) credibility. Some real-life 
examples follow below.

The Internet Society India Bangalore Chapter, which  conducted an Internet Awareness and Training 
Session for Self Help Groups, the Chapter managed to create an actvity that not only was educaton, 
but also rooted in raising awareness (along the lines of a campaign). As the Chapter described, the 
event was designed to create awareness of computers and the Internet among the leaders of the 
self-help groups supportng artsans in and around Bangalore. 
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The Internet Society Serbia Belgrade Chapter One ofers an example of how an actvity can be both 
efectve and fun. They helped organize an ICT quiz with the students of the Anglo-American School 
in Belgrade afer having contacted the school to ask about involving students and teachers in 
learning more about the Internet and its future. The students said they not only enjoyed taking part 
in the quiz, they look forward to similar actvites. The school indicated that they looked forward to 
establishing further cooperaton with the Internet Society Serbia Belgrade Chapter. 

IV.  Informaton and communicaton products

Informaton and communicaton productons—such as brochures, booklets, or pamphlets—help 
establish a Chapter within a desired community and create mechanisms for lastng recogniton. 
When done right, these tools help brand both the Internet Society and Chapters in the minds of 
those who are unfamiliar with the organizaton, and they help establish Chapters as experts and 
reliable and trusted sources. Some real-life examples follow.

The Internet Society Australia Chapter, which, over the years, has cultvated a reputaton in Australia 
as a credible and trusted resource for expertse, knowledge, and authority, fnalized a ‘broadband 
handbook’ for the Australian telecommunicatons consumer peak body ACCAN. The booklet explains 
what the Natonal Broadband Network will be and what it will provide and it speaks to many of the 
issues the NBN is likely to raise. 

The Internet Society Argentna Chapter combined training with an informaton product when it 
created (with the help of the Internet Society's Grants Program) a handbook to be used as a training 
tool by IT professionals and service provider staf that have not yet experienced IPv6. The handbook 
helps teach them to confgure IPv6 in diferent environments through detailed instructons and 
experiments. The Internet Society Italy Chapter created an Italian-language booklet to help sensitze 
the local community to the legal issues around Internet governance.

Build on small success

Again, don’t forget to start small and work your way up to larger projects and actvites. A simple 
pamphlet could lead to a small meetng, which could lead to a larger meetng. Similarly, a small meetng 
could inspire a Chapter to create a pamphlet that outlines pertnent issues, which could then atract 
sponsorships to help your Chapter take on slightly larger or more diverse projects. 

More important than becoming a large organizaton that is concerned with Chapter management is 
staying fexible and responsive to the issues and challenges that are relevant to your Chapter’s 
community. Small events and small projects can help energize your Chapter’s members; and small 
successes will keep everyone interested and involved. Plan ahead.

Whatever actvity you have in mind, your ultmate success depends on good planning (“You get what you 
plan for!”). The plan should include a number of key elements including:

1. The Goal – Broadly, the goal should answer three questons: What will happen? Who benefts? 
Why is it important? More specifcally, the goal should defne the desired outcome in 
meaningful, measureable, specifc, achievable and tme-constrained metrics. These metrics will, 
in turn, drive the resource requirements and producton tmeline.



2. Resource Requirements – Develop a list of all the resources needed to complete the project. 
These should include:

a. Human resources: volunteers with relevant content knowledge (who knows what) 
and/or skills/expertse (who knows how) and/or relatonships (who knows whom)

b. Financial resources: Sources and uses of funds (see also Chapter on “Financial 
Management”)

c. Project collateral: e.g. facilites, documents, registraton, catering, audiovisual, etc. as 
applicable 

d. Marketng & communicatons collateral and channels

3. Producton Schedule – Working backwards from “done”, list all the important benchmarks which 
will help you and your team ensure that the project is on track and on tme. This tmeline should 
clearly identfy who will do what, when and how as well as the resources in play at the tme.

4. Marketng Communicatons Schedule – It’s great to do good work, but the value of that work is 
ofen proportonal to the degree others are aware of that work. Plan ahead who you will tell 
what, when and how. Putng the right words in the right ears at the right tme can boost the 
overall value and impact of your efort exponentally!

5. Celebraton – Be sure to celebrate (and publicize) your success and loudly thank all who helped. 

6. Debrief – While it’s stll fresh in your mind, set up a face to face or virtual meetng with all the 
key players in the project to review the results and identfy what could be improved the next 
tme around. 

To be followed by categorized list of examples from Chapters…

Back to Top
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Volunteer Development 
Internet Society Chapters quickly learn that without an actve and engaged membership, it is hard to 
realize the Chapter’s mission, gain credibility in the community, or grow. In other words, it is one thing to 
get 25 interested individuals to sign up during your Chapter’s formaton; it is another thing to get even a 
handful of those individuals to roll up their sleeves and get involved in specifc Chapter actvites. And 
without volunteers to take on the tasks involved with getng events, campaigns, and other types of 
actvites of the ground, the Chapter will fnd it hard to thrive. 

You don’t have to look far to fnd Chapters that have developed winning strategies for getng members 
and others to spring into acton. For example, the Internet Society Hong Kong Chapter tapped into the 
growing popularity of the Internet Governance Forum (IGF) (and the growing interest in Internet policy 
and governance) to organize the frst Asia Pacifc Regional IGF in Hong Kong (a formidable undertaking—
we recommend you start with smaller projects if your Chapter is just startng up or does not have 
experience with larger events). The Internet Society India Kolkata Chapter responded to the problem of 
rogue elements penetratng public and private servers through unsecured WiFi networks to launch a 
public awareness campaign around the need to keep WiFi secure. And the Internet Society U.S. San 
Francisco Bay Area Chapter addressed the Internet Society’s theme of Internet trust and identty at a 
regional INET meetng it organized.

When it comes to connectng with members, nothing beats face-to-face events. The Internet Society 
Puerto Rico Chapter has been organizing monthly events for members and the general public nearly 
every month of the year for the past fve years. During those actvites, Chapter leader Eduardo Diaz 
personally greets everyone who atends. "First I tell them who I am and what the Internet Society is 
about," Eduardo wrote by email. "Afer that, I ask them what they do and what kind of Internet exposure 
they have had. If I am not sure I understand, I ask other questons to clarify. I ask these questons so 
when I see a possible connecton between atendees with the same interests, I invite the person to meet 
other people who have more or less the same backgrounds and experiences. I also ask them how they 
heard about us and then invite them to become a member of our Chapter. Finally, depending on the 
number of people, I ask everyone to say who they are and what they do. As a result of these 
interactons, I have heard of people who have connected to do future business together or who are 
currently cooperatng with each other in other ways. And I see them coming back to our actvites. It 
feels really good when you see people opening up and start networking with each other."

In all of these examples, the Chapter was able to inspire its members, making it easier to engage 
members in the Chapter’s work.

In order for your Chapter to be actve, the leadership needs to have a plan and it needs to stay focused 
and organized. That means taking the tme to fnd out who your members are, what they can do, and 
how much tme they have to spare for chapter actvites. At most meetngs there are no limits to how 
many great ideas are thrown on the table. The real challenge is knowing which of those ideas is worth 
pursuing and getng your members engaged and excited enough to volunteer to help get them done. 
The Internet Society’s Chapter toolkit on mobilizing volunteers is a great place to start. [LINK]



Back to Top
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Leadership Development 

What qualites should we look for in Chapter leaders?  

We believe an efectve Chapter leader possesses three basic qualites:

• A solid understanding of the Internet Society’s vision, mission, strategic initatves and operatng 

principles and the ability to clearly communicate this understanding to a variety of consttuencies 
and audiences;

• An inclusive and enabling management style that atracts others to the leadership team, values their 

input, shares his/her responsibilites and supports their actve engagement in Chapter management

• A commitment to advancing our joint mission and goals as well as the energy and drive to make it 

happen

What can/should leaders do? Authority and Responsibility

The authority and responsibility of Chapter leaders should be defned by the Chapter’s operatng 
principles. Further clarifcaton should be detailed in a Chapter’s organizing principles and by consensus 
of a Chapter’s leadership and membership. An inclusive planning and budgetng process as in [LINK] also 
describes a Chapter leader’s scope of authority and responsibility in the implementaton of Chapter 
projects and administraton.

Where do we fnd Chapter leaders and how should we choose them? Recruitment & Selecton

Very ofen, individuals who take the initatve to form a Chapter already possess leadership qualites. 
However, as a Chapter grows and develops, leaders almost invariably begin their involvement as 
volunteers in a diferent capacity. In fact, an ideal role for “retred” Chapter leaders is that of a 
partcipant on a leadership development team that monitors and mentors current volunteers. The goal 
of such a team would be to identfy volunteers who consistently demonstrate leadership qualites. It is 
important to keep in mind that a leadership role should not simply be a reward for hard work alone; 
without the essental qualites listed above, the “hard worker” will not be able to efectvely 
communicate the vision or atract and engage others in the efort.

How do we ensure they contnue to grow and stay on track? Mentoring

More ofen than not, successful leaders benefted from one or more senior individuals who were willing 
to help them develop and master the broad range of skills needed to succeed in a leadership role. While 
Chapters don’t necessarily need to establish formal mentoring programs, it is important that current 



leaders accept and embrace mentoring as a key responsibility. Only then can a Chapter ensure a pool of 
qualifed leaders, which is a critcal component of an efectve succession plan.

How do we ensure that leaders move on? Succession planning

There is no single conditon that can undermine the success of a Chapter more than stagnant leadership. 
When members believe that the opportunity to take on leadership roles has been limited to one or two 
individuals, they will slowly but surely walk away from all volunteer responsibilites, leaving the Chapter 
unable to implement current programs or develop new ones that are responsive to the needs of its 
consttuency.

For this reason, as well as others, it is critcal that Chapters establish some form of term limits that 
ensure turnover in all key leadership roles. Whether by electon or appointment, a transparent and 
regularly recurring process that keeps the door open to new leaders will help the Chapter keep members 
engaged and sustain a deep volunteer pool.

How can we ensure the ongoing partcipaton of former leaders? Retrement 

When dedicated leaders reach the end of their leadership term, it should not necessarily mean the end 
of their involvement with the Chapter. These individuals possess a deep insttutonal knowledge worth 
holding onto as well as experience which could be useful in any number of areas. While we don’t want 
their contnued partcipaton to block the development and advancement of new leaders or undercut 
the authority of current leaders, their willingness to serve as advisors and mentors for new leaders could 
be invaluable to both.  This role could be ongoing or ad hoc depending on the capacity and desire of the 
individual.

Back to Top
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Marketing and Communications 

Promoton and marketng are ways in which you tell the world about your Chapter, including 
announcements about its formaton, its projects and events, and its role and positon in the community. 
Anything you do to get the word out—from press releases to announcements on e-lists to a menton on 
a social media site—is promoton. 

Promoton and marketng do not have to be complicated or expensive. The best programs are 
intentonal, well planned, and followed through. Start by coming up with a plan to promote the 
Chapter’s launch. Then follow up with regular announcements about its actvites. And don’t forget to 
tap your membership for individuals who have experience in marketng or promoton or who are good 
writers.  Also, connect with other organizatons/people with similar interests to widen partcipaton (and 
membership).

Here are some tps for spreading the word and atractng atenton: 

• Press Releases. Identfy news agencies in your region. They can range from local news media outlets to 
online publicatons, blogs, or mailing lists that focus on the themes that best represent your Chapter’s 
goals and objectves. If your region has one or more professional technical societes, let them know. 
Rather than seeing your Chapter as competng with other organizatons, look for ways to present your 
Chapter as a potental partner. Be sure to make note of these organizatons and the publicatons that you 
are e-mailing and begin building a database of potental media contacts. 

• Create a ‘welcome’ event. Find a small room or ofce and let the community know that your Chapter 
will be holding a social event/evening to get to know the community. Be sure to have Internet Society 
materials on hand so the community can become familiar with us if they aren’t already. Say a few words 
to explain what your Chapter is about and then give a brief presentaton about the Internet Society and 
its mission and goals. Touch on key topics and issues that are important to the Internet Society, such as 
those derived from the Strategic Initatves. It is usually good to choose a specifc topic that is of 
partcular interest to your region and your audience. This will make atractng partcipants much easier. 
The simple fact of presentng an organizaton and its actvites ofen doesn’t seem partcularly interestng 
to those whom you invite. 

Don’t forget to gather contact informaton from atendees so you can develop a mailing list for future 
events. You might also want to send them a follow-up message afer the event with a “Thanks for 
atending our event” as well as a link to the Internet Society member sign up page at 
htp://www.isoc.org/members/

 Remember: Chapters have access to Internet Society promotonal materials, such as annual reports and 
marketng brochures, which can be used for these types of events. Order from 
htps://www.isoc.org/isoc/reports/order/index.php. There are also Internet Society videos 
(htp://www.youtube.com/results?search_query=internetsociety.org&aq=f) and at 
htp://www.isoc.org/tools/blogs/scenarios/) that you can access and use in Chapter actvites. 

http://www.youtube.com/results?search_query=internetsociety.org&aq=f


• Align the Chapter with local issues. Keep an eye on local and natonal business and technology news 
and fnd opportunites for your Chapter to “weigh in” on developments. For example, if your country is 
considering legislaton or regulatory issues that could afect Internet communicatons, such as spam, 
censorship, or Net neutrality, issue a statement to the media about the Internet Society’s positon on 
those issues. By establishing your Chapter as an authority and as a presence in the community or 
country, you will atract atenton and establish your Chapter as the “go-to” resource when these issues 
arise. 

• Create a ‘fagship’ program. According to Internet Society Regional Bureau manager Dawit Bekele, 
Chapters, partcularly new Chapters, beneft from creatng fagship programs. A fagship program is any 
project, actvity, or theme that your Chapter regards as its most important pursuit. By having a fagship 
program, your Chapter is beter able to form its own identty. The Internet Society Morocco Chapter 
launched a fagship program called Internet ça s’apprend (you can learn the Internet), which consisted of 
going into underserved communites and teaching Internet skills. The Internet Society Mali Chapter set 
up Internet capacity-building training workshops. The Internet Society Ghana Chapter does a weekly FM 
radio program about Internet issues. They also deliver a basic networking-skills course to network 
engineers in partnership with the other members of the Internet community. See 
htp://isoc.org/wp/newsleter/?p=1203. 

• Have a Website: A Chapter's website will add to the credibility of the organizaton as well as to provide 
a place for anybody to be informed as to the chapters mission and goals, actvites, issues, membership, 
links to chapter's social networks, etc. ISOC will launch a funding programme in 2011 to cover the cost of 
webhostng for Chapters.

• Use social media to stmulate interest.  Social media has become a popular and widely accepted 
means for notfying members of actvites and issues and rallying individuals with shared interests. See 
our discussion about social media later in this secton. 

• Issue a comment or statement. Very ofen there are items in the local news about Internet technology 
itself or on specifc topics, such as children and the Internet (safe Internet surfng), educaton, 
censorship/freedom of expression, Net neutrality, online identty management, and identty thef, 
among others (not all have to be specifcally Internet-related, they can be topics where the Internet can 
be part of the soluton, such as making sure that kids have access to educatonal materials). Armed with 
informaton you have gathered from the Internet Society’s website and briefng papers, a Chapter leader 
can write a leter to the editor or issue a formal statement commentng on the issue, explaining the 
Internet Society’s positon on the issue or the principles that drive the our positon. In the case of Net 
neutrality, the Internet Society has adopted a positon on open internetworking that has proved highly 
valuable (and visible) among policymakers and other experts and individuals. By issuing a statement or 
writng an opinion piece, you can draw atenton to your Chapter and help your Chapter build credibility. 
Remember: free publicity is worth far more than paid publicity. 

Back to Top
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Financial Management 

It would be great if we could depend on volunteer efort and in-kind contributons to get things done, 
but invariably there will come a tme when cash is needed to purchase goods and/or services. Cash 
might be required for a project or as part of your Chapter’s general operatng expenses.  

To ensure that adequate funds are available and that they are being appropriately handled, consider the 
following questons: 

How much do we need?  Creatng a budget
Some Chapters are able to operate without any funds at all (they depend on virtual ofces and donated 
services, such as Web hostng, email services, etc) while others have “physical” ofces, part-tme paid staf 
members and other operatng expenses. Even if your Chapter does not require funds for general 
operatng expenses, chances are you will need cash for projects. That means you will want to become 
familiar with creatng a budget. 

Here are a few tps on managing a budget:
• Income and expense estmates need to be realistc and, if possible, based on historical 

performance.
• If you depend on cash for operatng expenses, except in extraordinary circumstances, your 

Chapter should run a positve net income each year, which is then placed into reserves (ideally 
representng around 6 months operatng expenses).

Where will we get it? Generatng Funds
Funds can be generated by a number of sources, including membership dues, sponsorships, event fees, 
and grants, to name a few. For more detailed informaton about generatng funds, click here. 

Where will we keep it? Banking
Funds generated by the Chapter are generally kept in a bank account in the name of the Chapter (not an 
individual). In some cases, a Chapter may be operatng under the aegis of another group, such as a 
university or another nonproft organizaton, which may ofer these types of services. However, as a 
general rule, the individual authorized to write the check (or e-payment) should not be the one who 
signs the check or authorizes the e-payment.

How will we spend it? Cash management
You should determine how much is spent and for what. However, there should always be independent 
validaton/authorizaton for expenditures

How will we track & report it? Accountng
• Balance Sheet (how much do we own/owe)

• Income Statement (how much have we made & spent)



• Cash Flow (how much do we need/have to pay the bills)

Back to Top



ISOC Chapter Guide – Page 17

Administration

When it comes to managing your Chapter, the best advice is “think minimal”. As a volunteer whose frst 
obligaton is to your job and your family, the last place you want to spend your tme is getng bogged 
down with Chapter administraton actvites.

To avoid getng bogged down in details and busy-work, most of which will not contribute to the 
functonality of your Chapter or ensure that projects are launched, regularly ask yourself: “If I don’t do 
this, can we stll get the important things done?” If the answer is yes, then whatever it is should probably 
be dropped from your to-do list, or at least postponed.

Chapter administraton covers the general operatonal functons that support a Chapter’s work. To begin, 
for most of you, this probably means a virtual ofce. 

The rest of the Chapter’s administratve policies and procedures can best be assembled by answering a 
series of questons. 

How do we manage… 

• Member Records? In general, these will be handled through the Internet Society’s Chapter Portal 

or Associaton Management System (AMS).  Whatever system you use, the  Internet Society 
must have an up-to-date and current membership list for each Chapter.

o Decide who in your Chapter will have access to the database (it is always good to have 

two persons in this capacity in order to share the workload and act as backup). Make 
sure the names of these persons is in the list of “roles” in the Chapter portal.

o Create a system for ensuring that the database be kept current (General Chapter data, 

List of members, List of current Chapter Ofcers – this is very important, since otherwise 
the Internet Society HQ will not be able to contact your Chapter and the Ofcers might 
eventually drop of some of the Internet Society mailing lists). 

• Ofce Functons?

o Word processing

o Spreadsheets

o Other

• Chapter promoton? 

o E-communicatons/mailing lists

o Website development and updatng

o Press releases and general outreach



o Social media

• Collaboratve Spaces where Chapter can manage projects?

o Social media

o Wikis

o Other

• Sponsorship?

o Pursuing sponsorship (for direct funding, in-kind, or both)

o Sponsorship relatonships (someone needs to stay in touch with sponsors and keep them 

interested)

• General administraton and legal requirements?

o If your Chapter is incorporated as a nonproft, (which we highly encourage),, annual 

paperwork and flings
o Reportng to the Internet Society (i.e., everything from submitng updates to the 

monthly newsleter to general reportng)
o Finance (if your Chapter is collectng dues or fees for events)–

o Insurance

o Back-ups of important records and documents

• Communicatons?

o Telephone (VOIP, Skype, cell, etc.)

o Email/Text Messaging/Fax

o Postal Mail

o Webcastng

• Filing & Storage?

Where and how are hard copies and e-copies kept?
o How are fles tagged?

o Who has access? 
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