MANUAL OF PROCEDURES
PART I

PRESIDENT

The following is a suggestion for Board Meeting Agenda:

1.
2.

3.

Nl

The presiding officer calls the meeting to order at set time.
The roll call may be verbal or sign in.

The minutes of the previous meeting are approved. (The President asks for
corrections. If none, “They stand approved as corrected or printed.”) If a
committee is appointed, for the year, they will correct and approve the minutes.
The Treasurer’s report will be placed on file for audit, if there are no questions.
Reports
a. Officers
b. Boards
¢. Standing committees
1. Bylaws/Manual of Procedures
ii. Budget & Finance
iii. Education and Program
iv. Membership
v. Public Relations/Web site
vi. Special and additional Committees(No action is taken on progress
reports of Standing committees unless recommendations are made,
and then action is taken on the recommendations)

6. Communications/Correspondence

7. Unfinished Business

8. New Business

9. Bills read and presented for payment

10. Announcements

11. Adjournment is usually accomplished by unanimous consent. The President

states, “Is there any further business to come before this meeting, if not, we
stand adjourned.

The following is a suggestion for Annual Session Agenda:
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The presiding officer calls the meeting to order at the set time
Opening Ceremonies( Invocations/Inspiration—Pledge of Allegiance)
Address of Welcome and Response (Optional)

Appointment of Committee to approve the minutes.

Report of Credentials Committee

Report of Standing Rules committee

Report of the Program

Report of all Officers and Committee chairmen

Annual] Finance Report

Report of Board of directors ( Secretary may read)

. Report of Budget

Other Business—FElections, Bylaws Amendments, and Resolutions

. Adjourn or Recess.



RECORDING SECRETARY
Guidelines for preparing minutes.

Minutes should contain the following accurate information:

1. Minutes should be typewritten and completed within thirty (30) days of stated
meeting.

2. All motions shall contain the content of the original motion (the name of the
maker of the motion may be deleted. )(It is recommended that the entire
motion is bolded)

3. Allow space for the signature of the Secretary on the last page.

4. Place a line for approval date and minutes review committee signatures on the

last page.

Submit minutes unfolded and in corrected form to the Historian.
Use the following format for constructing minutes:

Call to Order

Roll call (Quorum)

Minutes review report or approval of the minutes
Treasurer’s Financial Report (attach to but not in the minutes)
Committee Reports

Correspondence

Unfinished Business

New Business

BILLS(included in the minutes)

Announcements

Adjournment (time)

Guidelines for Annual Session Minutes

Call to order

Invocation/Inspiration

Presentation of the colors (may be optional)

The Pledge of Allegiance to the Flag of the United States of America(may be
optional}

Welcome

Response

Introductions

Appointment of committee to approve the minutes
Appointment of pages

IO Credentials committee report

11. Establish a quorum

12. Convention Rules

13. Adoption of the Program

14. Nominating Committee Report

15. Awards Committee Report (file with the minutes)

16. Final Registration Report

17. Total Membership number at Annual Session

18. The tellers report in full if not unanimous. April 16, 2006

&

ATIRER MO S O

N

00 N O A



ACCESS TO THE MINUTES

Any member has a right to examine the minutes of the Association at a reasonable
time and place, but this privilege must not be abused to the annoyance of the
Secretary. When a committee requires certain records for the proper performance
of its duties, the Secretary should review the minutes and consult with the
President in locating the information.

Upon review of the Annual Session minutes by the review commuattee, the
Recording Secretary will forward a corrected, unfolded copy of the minutes to the
Historian. (Most all copy paper is now acid free. If not, acid free paper should be
used for the minutes.)

SAMPLE MINUTES

Type minutes on this side leaving a 1” margin

for binding. Use capital letters on these

headings and BOLD

CALL TO ORDER
INVOCATION
INSPIRATION
PRESENT COLORS
PLEDGE OF
ALLEGIANCE
WELCOME
RESPONSE
INTRODUCTIONS
MINUTES REVIEW
PAGES
CREDENTIALS REPORT
QUORUM
CONVENTION RULES
PROGRAM ADOPTION
NOMINATION REPORT
COMMITTEES
ETC

May 1, 2006



TREASURER’S RESPONSIBILITIES

The bills will be submitted to the treasurer on the NDAA expense
voucher form after they have been initialed by the President and
Recording Secretary. All receipts must be presented and attached to the
expense voucher before they can be paid.

Adoption of the budget does not authorize the expenditure of funds. The
budget is only a guide.- All bills must be approved by the Board.

The Treasurer shall close out all business of the term before turning the
files over to the successor. Within ninety (90) days following the end of
the fiscal year, provide ledger/records, checkbook, bank statements,
interest statements and treasurer’s reports to the Audit Committee.

The Treasurer will forward the Audit report to the CPA for income tax
purposes.

The Audit Committee report is kept for seven (7) years in the
Treasurer’s file and sdfe storage box.

Record account numbers:

Savings Account # is on file with the Treasurer.

Certificates of Deposit on file with the Treasurer.

Checking Account # is on file with the Treasurer.

" Annual Session: ' o

a. - Prepare a report for the Pre-Board Meeting

b. Present all bills at the Pre-Board Meeting

¢. Deposit all monies from pre-registration and registration,

- luncheons, speakers, etc. (Separate deposits for each
- function

d. Hotel, catering and all functions are paid at Annual Session
or when the bill is received.

e. Obtain signature cards for checking, certificates of deposit

" ete, if a new Treasurer is elected. Inform the bank of the
name and address of the new Treasurer.

£ The treasurers bond is kept in the safe storage box.



GUIDELINES FOR RETAINING ASSOCIATION FINANCIAL RECORDS

1. Bank depostt slips 3 years
2. Bank reconciliation 3 years
3. Bank Statements 7 years
4. Check registers 10 years
5. Checks (paid/cancelled) AD*
6. Financial reports: Audited P*
Annual p*
Interim p*
7. Ledgers and journals:
Accounts payable ledger 7 years
Accounts receivable ledger 7 years
Cash journal 10 years

*AD means after disposal of the underlying asset
*P means that the records should be retained permanently.

RECORDS NECESSARY FOR AN AUDIT:

Copy of previous audit report to show cut off date and balances.

Bank statements and check copies for the entire period.

Check register, recapped by type of disbursement and totaled.

Receipt books.

List of assets: CDs, Bonds, etc.(Verify amount, identify by number and where
deposited.)

Minute books to show the expenditures were authorized, and any outstanding bills
or disbursements.
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AUDIT COMMITTEE REPORT(sample)
September 24, 2000
In compliance with the bylaws, the Audit Committee has reviewed the Treasurer’s
books and records for the XYZ Association for 1999-2000.

The Secretary’s minutes were checked to document authorization for payment of
bills.

Audit Commitiee Summary

The XYZ Association checking account #4567 is in the Midland Bank in Omaha,
NE., and the savings account #12345 is in the Midland Bank, Omaha, NE

Balance on Hand September 1999 $713.35

Interest earned $ 3944

Deposits 1,332.00 $1.371.44
$2,084.79

Disbursements -1,510.05

Balance on Hand July 2000 $ 57474

This report includes one outstanding check for $20.00, #170 to E. Weedin
Savings account #12345 is $500.00

Outstanding bill of $150.00 from Arrow Printing Company for year books.
Audited and found correct.

/s/ Jane Doe

/s/ Betty Jean

The Audit Commitiee may be a Special or a Standing Committee.

The bylaws provide for the appointment of an Audit Committee for a specific period.
The Committee should consist of at least two (2) people. It should be appointed in
advance of the Annual Meeting. The Chairman of the NDAA Audit Committee will
write a motion indicating the exact amount of money to be deposited into the reserve
fund saving account. It is best to have the Audit Committee from the same town as
the Treasurer as this will save mailing the books.



