Financial
Responsibility
and Risk
Awareness

www.nonprofitcenter.com

[RCH|CAE|

| RobertCHarris,CAE



http://www.nonprofitcenter.com/

RCH CAE

RobertCHarris,CAE |







Robert C.

Harris, CAE

THE NOmenamim “ENTER: PROMOTING THE ASSOCIATION MANAGEMENT PROFESSION

[} SHARE =

SEARCH

MAVIGATION

Homn.—

About

Contact

Books & Products
Management Tips & Templates
seminars & Training
Strategic Planning - Resources &

Facilitatian

Operating Frameworks and Inventory

Tools far NPs

Guest Column Downloads

PowerPoint Presentations - OK to

save & adapt.

Online Education

Traning Videos

References

Photos - PR Purposes

We —ome

Bob hi 5 25+ years experience with associations, chambers and other
nonp ofits. His seminars are interactive, focused on core-knowledge and

mr aber needs. He utilizes case studies, trends and headlines board orientation,
craining, strategic planning, staff training and consulting. He is the author of
Association Management 101 Online®@; creator of the Association Self-Auditing

Process®© and co-author of “Building an Association Management Company.

He 1s known around the world for sharing best practices and promoting

sustainability of associations and chambers.

“Your Assocration Efficrency Symposium was the most practical, idea generating,

light a fire” meeting that ['ve been to in a long while”.
‘Based on your leadership program 'm excited to start my year as president.
“Your session is the most practical | have ever attended.”

Congratulations on being honored as anm ASAE Alf-3tar Award winner for
professional development! Our association couldn’t agree more with the

selection.

You've made major differences in our associaton, and the ripple effect jusr keeps
multiplying the benefits! ft's mice to see that youwr commutment is recogmzed by

your peers as well as your clienes!”

"My philosophy
is to promote
the association
management
profession

and share

the tools of
success.”




Tool Kit Policies

Policy Management

Policies serve many purposes in an association. They represent the wisd
board of directors in interpreting the governing documents and identifying
methods to advance and protect the organization. Record Retention

Meeting Minutes

Contents CEO Performance Evaluation
The Purpose of Policies Consent Agenda

Definitions Executive Session of the Board
Logo Usage

Liquor Service..............

Board Confidentiality
Whistleblower

Policy Development
IRS Policies

Errors in Policy Adoption ]
. ) Guests Attending Board Meetings
Creating a Policy Manual ) )
Authority of Committees

From Minutes R
Diversity

From Bylaws Listservs and Bulletin Boards

Policy Management CEO Compensation.....

Common Policies Conflicts of Interest

Appendix Strategic Planning
Antitrust Avoidance Operating Framework for an Association
Savings Reserve
Insurance Coverages

Financial Audit

Tool kit developed by Bob Harris, CAE. For samples and tips on association
Policy Management Tool Kit governance and management, visit www.nonprofitcenter.com.




Risk Awareness-Avolidance

Financial Risks

Form 990 Filing/Review
Financial Report Review
Audits

Policies

Safeguards

Credit Card Safeguards — PCI
Record Retention

Dues Notices

Legal Risks
Antitrust
Apparent Authority — Speaking
Copyright, IP
Electronic Meetings
Endorsements
Harassment
Dues Notices
Protections for the Board
Record Retention
Public Records
Social Media
Software Licenses RCH %gfaf%%:'
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Section B. Policies (This Section B requests information about policies not required by the Internal Revenue Code.)
Yes | No
10a Did the organization have local chapters, branches, or affiliates? . 10a | Yes
b If"Yes," did the organization have written policies and procedures governing the activities of such chapters,
affiliates, and branches to ensure their operations are consistent with the organization's exempt purposes? 10b| Yes
11a Has the organization provided a complete copy of this Form 990 to all members of its governing body before filing
the form? . 11a No
b Describe in Schedule O the process, If any, used by the organization to review this Form 990
12a Did the organization have a wnitten conflict of interest policy? If "No,"go tofine 13 . 12a | Yes
b Were officers, directors, or trustees, and key employees required to disclose annually interests that could give
rse to conflicts? . 12b No
¢ Didthe organization regularly and consistently monitor and enforce compliance with the policy? If "Yes," describe
In Schedule O how this was done |12 No
13 Did the organization have a wnitten whistleblower policy? . 13 No
14 Did the organization have a wnitten document retention and destruction policy? 14 | Yes
1E DA bha wuasmnsn fap dabavima i mimm anmanaman biaw mbbloa ballayinmm mavmpme maliuda o vaamnd smmpaynl by
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m Governance, Management, and Disclosure For each "Yes"” response to lines 2 through 7b below, and for a

“No" response to lines 8a, 8b, or 10b below, describe the circumstances, processes, or changes in Schedule O.
See instructions.
Check if Schedule O contains a response or note to any lineinthisPartVl . . . . . . . +« +« . « . . W
Section A. Governing Body and Management
Yes No
la Enter the number of voting members of the governing body at the end of the tax 1a 29
YEAI v &« a e a e e e e e e e e e e e
If there are matenial differences in voting rights among members of the governing
body, orif the governing body delegated broad authority to an executive committee
or similar committee, explain in Schedule O
b Enter the number of voting members included in line 1a, above, who are
independent . . . . . . & & + 4 4 4 4 4 4 w4 4w 4w | 1D 29
2 Did any officer, director, trustee, or key employee have a family relationship or a business relationship with any
other officer, director, trustee, or key employee? . . . . . . .+ .+ . . o+ e e 2 Yes
3 Did the organization delegate control over management duties customarily performed by or under the direct 3 No
supervision of officers, directors or trustees, or key employees to a management company or other person? .
4 Did the organization make any significant changes to i1ts governing documents since the prior Form 990 was
1= 4 No
5 Did the organization become aware during the year of a significant diversion of the organization’s assets? . 5 No
6 Didthe organization have members or stockholders? . . . . . .+ . .+ .+ .+ .+ .« . . . 6 Yes
7a Did the organization have members, stockholders, or other persons who had the power to elect or appoint one or
more members of the governing body? . . . . . . . . . v 4 e e e e e e e 7a Yes
b Are any governance decisions of the organization reserved to (or subject to approval by) members, stockholders,| 7b No
or persons other than the governing body? . . . . .+ .+ +« « +  «  + v e e e e e e
8 Didthe organization contemporaneously document the meetings held or written actions undertaken during the
year by the following
a Thegoverningbody? . . . . . .+ .+ +« « + « & + « &« « 4 4 4 4 4 = « = . | Ba | Yes
Each committee with authority to act on behalf of the governingbody? . . . . . . . . . . . .| 8b No




IRS Policies

e Public Records — Form 990
e Financial Audit
o Conflicts of Interest

e Record Retention/Document Destruction
o Whistle Blower

e Compensation

e Minutes — Board and Committee
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PCIl Policy Statement

(12.1) All card processing activities and related technologies must
comply with the Payment Card Industry Data Security Standard
(PCI-DSS) in its entirety. Card processing activities must be
conducted as described herein and in accordance with the
standards and procedures listed in the Related Documents section
of this Policy. No activity may be conducted nor any technology
employed that might obstruct compliance with any portion of the
PCI-DSS.

(12.1.1) This policy shall be reviewed at least annually and
updated as needed to reflect changes to business objectives or the
risk environment
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Photo Release

Audio/Video Release Statement

SCCAOR is permitted to reproduce photographs/video
footage featuring my image in SCCAOR's promotional
publications.

This agreement applies to both printed, film/video and
electronic media including the World Wide Web.

The image(s) may be retained by, and will only be accessed
by, authorized persons of SCCAOR or its agents and may
be used in the future in SCCAOR publications and marketing
materials and the image(s) will only be retained for the
stated purpose.




March 16, 2009

FIC to Associations: Lack of Antitrust
Comphance Can Factlitate Coordination and

Violate the FTC Act

by Richard Liebeskind, Jerald A. Jacobs, Jefferson C. Glassie, Alvin Dunn and Cynthia Robertson

In a recent enforcement action, the Federal Trade Commission has made clear

that it expects trade associations to adopt antitrust compliance measures to

prevent discussions among competitors that would facilitate coordination on
prices or competition. Failure to adopt customary antitrust compliance

measnres, coupled with discussions of pricing policies, might constitute an

“unfair method of competition” in violation of the FIC Act




Multi-purpose sign in sheet to record attendance, promote the mission statement, and increase awareness of
antitrust, conflicts and confidentiality. (Sample for adaptation.)

Meeting Sign-In Sheet

Meeting Date Location

ATTENDEES SIGNATURES REQUIRED

ANTITRUST AVOIDANCE
Meeting attendees are reminded that state and federal laws prohibit the exchange of information among
competitors regarding matters pertaining to price, refusals to deal, market division, tying relationships and
other topics which might infringe upon antitrust regulations, and that no such exchange or discussion will
be tolerated during this meeting. These guidelines apply not only to the formal meeting sessions, but to
informal discussions during breaks, meals or social gatherings.

CONFLICTS OF INTEREST
There is a fiduciary duty to disclose any conflict or potential conflict of interest at the meeting. Should a
conflict arise, please inform the chief elected officer.

CONFIDENTIALITY
Meeting discussions and handouts are for the purpose of discussion and deliberation. Please respect
confidentiality after the meeting and recognize that the chief elected officer is the spokesperson for the
board unless otherwise specifically indicated.

MISSION STATEMENT
The mission of the organization is to advance and protect.....[insert your mission
statement.]

Meeting Sign In Sheet 2-12
bob@rchcae.com
www.nonprofitcenter.com




Welcome to the new website!

AIA

Architects Career Advocacy ents Practice

Antitrust compliance

AIA and its members are committed to the highest ethical standards and full compliance with all laws and
regulations, including federal and state antitrust laws.

By complying with both the letter and spirit of antitrust laws, we protect the integrity of our professions and the
reputation of the ATA.

Responsibility for antitrust compliance

The AIA's General Counsel provides guidance on antitrust matters, but members are responsible for ensuring that
their actions, and the actions of others under their direction, comply with all antitrust laws.

Antitrust viclations may result in substantial fines for corporations and in fines or imprisonment for individuals.

Antitrust guidelines

In all AIA operations and activities, members must avoid discussions or conduct that might violate antitrust laws or
even raise an appearance of impropriety.

Here are some guidelines to maintaining compliance with antitrust laws.
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FTC to Associations: Lack of Antitrust
Compliance Can Factlitate Coordination and

Violate the FTC Act

by Richard Liebeskind, Jerald A. Jacobs, Jefierson C. Glassie, Alvin Dunn and Cynthia Robertson

In a recent enforcement action, the Federal Trade Commission has made clear

that it expects trade associations to adopt antitrust compliance measures to

prevent discussions among competitors that would facilitate coordination
prices or competition. Failure fo afmpr cnsmmum* antitust comph'ance

measures, coupled with discussions of pricing policies, might constitute ar
‘unfair method of competition” in violation of MT( Act
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Multi-purpose sign in sheet to record attendance, promote the mission statement, and increase awareness of
antitrust, conflicts and confidentiality. (Sample for adaptation.)

Meeting Sign-In Sheet

Meeting Date Location

ATTENDEES SIGNATURES REQUIRED

ANTITRUST AVOIDANCE
Meeting attendees are reminded that state and federal laws prohibit the exchange of information among
competitors regarding matters pertaining to price, refusals to deal, market division, tying relationships and
other topics which might infringe upon antitrust regulations, and that no such exchange or discussion will
be tolerated during this meeting. These guidelines apply not only to the formal meeting sessions, but to
informal discussions during breaks, meals or social gatherings.

CONFLICTS OF INTEREST
There is a fiduciary duty to disclose any conflict or potential conflict of interest at the meeting. Should a
conflict arise, please inform the chief elected officer.

CONFIDENTIALITY
Meeting discussions and handouts are for the purpose of discussion and deliberation. Please respect
confidentiality after the meeting and recognize that the chief elected officer is the spokesperson for the
board unless otherwise specifically indicated.

MISSION STATEMENT
The mission of the organization is to advance and protect.....[insert your mission
statement.]

Meeting Sign In Sheet 2-12
bob@rchcae.com
www.nonprofitcenter.com
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Meeting Minutes
. Audio Recordings

No Side Bar Conversations

Protect Organization w/ Self
Serving Statements

Distribution Policy

Committee Minutes, 100. oy

- = | =
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Counsel

Be sure to rely on the counsel of legal,
accounting, insurance and personnel
professionals.

RCH | mé:
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BOARD RESPONSIBILITIES GUIDE

Hmm Tdeal for Leadership Developmenr
e e e ey b, Easy to Use and Explain

Thousands used by Every Kind of Board

Topics Covered —Idesl for Board Discussion
= Governamce-Manapement Felationship

= Special Terms of MNon-Profits

= Board Responsibilities

Just 510 each if ordered as 2 or more

Beard Respencibilities Guide - Lomunaied [312; T or more 310 each]

FAX THIS ORDER FORM TO 850.297.2800
RobertCHamis CAE

fbam

Guantify Shipping & Handling Totals

Ome Incloded $ 12
Beard Respomsibilities Guide - Lammaied [$10] T ar A et - T

Al T4 e ki abavs 20 :
[] smme [[] Mating Chack Total $
Ty, e carda’

Beard Eesponsibilities Guide - Lammated [$12]

Mdail check payable to “Harris Memt Grosp™ ois Bob Harriz, CAF 335 Beard Soreet - Tallabazwee. FL3133

EMATL bobidirche secom for more info o
strategic plazning, beand seminars and seaff tradning
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