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AAF-Great Falls

GENERAL OPERATING POLICIES AND PROCEDURES MANUAL
Revised December 2009 by the Board of Directors

POLICY FORMATION, ADOPTION, AND DURATION

The General Operating Policies and Procedures of AAF — Great Falls are to be reviewed and
adopted annually.

MISSION STATEMENT

AAF — Great Falls (Ad Club) is an award winning organization dedicated to furthering effective

advertising, marketing, and public relations.

Core Values:
a) Foster higher standards of practice in advertising;

b) Further educate members in the business of producing, buying and selling advertising
and allied subjects;

c) Encourage the use of good advertising;
d) Encourage legislation beneficial to the advertising industry;
e) Inform the public regarding the importance of advertising;

f) Engage in civic projects for the good of the Great Falls area.
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SECTION 1: BY-LAWS

Governed by approved by-laws in accordance with national association with American
Advertising Federation, the by-laws of AAF — Great Falls are incorporated by reference. By-laws
are as follows:

ARTICLE | - NAME
Section 1. The name of this organization shall be “AAF — Great Falls.”

ARTICLE Il — OBJECTIVES
Section 1. The objectives of this Federation shall be to:

g)

Foster higher standards of practice in advertising;

h) Further educate members in the business of producing, buying and selling advertising

j)
k)

1)

and allied subjects;

Encourage the use of good advertising;

Encourage legislation beneficial to the advertising industry;
Inform the public regarding the importance of advertising;

Engage in civic projects for the good of the Great Falls area.

ARTICLE Il - MEMBERSHIP
Section 1. There shall be three classes of membership: active, non-resident, and special.

a)

b)

c)

Active members are persons of good standing in the community who believe in the
objectives of AAF — Great Falls. Active members shall pay dues as specified by the
Governing Board and shall have the right to vote and to hold office in this organization.

Non-resident members are persons residing outside of Great Falls and surrounding
communities, yet maintain business interests in the State of Montana and believe in the
objectives of AAF — Great Falls. Non-resident members pay reduced membership dues
as specified by the Governing Board and receive reduced membership benefits. Non-
resident members shall not have the right to vote or hold office in this organization.

Special Members fall into two categories:

i.  Honorary memberships may be granted by a majority vote of the Governing
Board, to any individual it deems worthy of the honor by virtue of extraordinary
contribution to or support of AAF — Great Falls. Honorary Members shall pay no
regular dues and shall have the right to attend general meetings with meals
furnished at the expense of the Federation. Honorary Members shall have the
right to vote and hold office.
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ii. Life memberships may be granted by a majority vote of the Governing Board, in
recognition of any individual who has been a member of AAF — Great Falls,
continuously or with interruption, for a total of 20 years. Dues shall be the same
as for an Active Member. Life Members shall have the right to vote and hold
office.

Section 2. An Application For Membership Must:
a) Be presented to the Membership Committee.

b) Be presented to the Governing Board to be accepted or rejected by a majority vote of
the Governing Board.

Section 3. REPLACEMENT MEMBERSHIP: If @ member discontinues his or her membership which is
paid for by the member's company, another member may be proposed by that company. The
application must be proposed as set forth in Article Ill, Section 2.

Section 4. MEMBER TRANSFER: If @ member transfers from one company to another, the AAF —
Great Falls office must be notified. Membership dues will be charged where applicable.

ARTICLE IV — DUES AND FEES
Section 1. The Dues of this Federation shall be set by the Governing Board. Dues are payable
annually in advance.
a) Members who are 45 days past due will receive notice from the Governing Board. At 90
days that member may be terminated by the Governing Board.

b) The dues for new members shall begin at the first of the month closest to their
membership approval date and shall be billed and due on that anniversary date in the
future.

ARTICLE V — MEETINGS
Section 1. The regular membership meetings of this Federation shall be held at a time and day
during the first and third weeks of each month, except for the months of June, July and August,
as decided upon by the Governing Board.
a) The Governing Board shall have the power to cancel or change the time of any meeting
upon 15 days notice to the membership.

Section 2. A special meeting of the members may be called by the Governing Board.

Section 3. The Governing Board shall call a special meeting of the members upon the written
request of 10% of the members whose dues are current and have voting privileges.

Section 4. The Annual Meeting and Election of Officers shall be held on the last regular meeting
in May each year.

MAd Club

— AAF-Great Falls Page 4



Section 5. The Governing Board shall meet at least once a month, at the board’s discretion.

Section 6. The Governing Board shall meet at least once a month, unless a Special meeting is
called as set forth in Article V, Section 7.

Section 7. A special meeting of the Governing Board shall be called upon the written request of
seven members of the Governing Board.

Section 8. The President may call an Executive Committee meeting or a special meeting of the
Governing Board when necessary.

Section 9. For a period of 45 days prior to any primary election and for a period of 60 days prior
to any general election the Federation will not permit candidates or public office holders to be
introduced or to act as speakers. In order to avoid requests for equal time, no political
announcement of any kind, including table fliers, campaign posters and other types of political
advertisements will be permitted during these periods.

ARTICLE VI — OFFICERS
Section 1. The officers of this Federation shall consist of President, First Vice President and
Second Vice President, and Past President and shall be called the Executive Committee.

Section 2. All officers are elected (with the exception of the Past President) at the Annual
Meeting and the term of all offices shall be one year. Should the in-coming Past President be
unable to serve, the previous Past President would fill that position.

Section 3. No member may be elected to any office for more than two consecutive full terms.

Section 4. Elected or appointed office vacancies shall be filled for the unexpired term by
appointment of the President with the approval by the Governing Board.

ARTICLE VII — DIRECTORS
Section 1. There shall be nine Directors of the Federation serving for terms of three years.

Section 2. At each annual election, three directors shall be elected.
Section 3. No Director may be elected to more than two consecutive terms.

Section 4. If an officer is elected which results in the removal of a director in the middle of a
term, the replacement will be the director candidate who received the next highest vote tally
until the vacancy is filled. That replacement will complete the term of the director being
removed and the partial term will not count when calculating consecutive terms as described in
Article VII, Section 3.
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Section 5. Vacancies on the Board of Directors shall be filled for the unexpired term, by the
director candidate with the next highest vote tally until the vacancy is filled.

ARTICLE VIII = GOVERNING BOARD

Section 1. The Governing Board shall consist of the elected officers (the Executive Committee),
the Directors and Immediate Past President of this Federation (3 elected officers, 9 directors
and immediate past president).

Section 2. A quorum of seven Governing Board members shall be necessary to conduct any
business.

ARTICLE IX — DUTIES OF OFFICERS AND DIRECTORS

Section 1. PReSIDENT: The President shall preside at all meetings of the Federation at which
he/she is present; appoint all Standing Committees and any other committee that may be
needed; appoint all vacancies with the approval of the Governing Board; and perform such
other duties as are incidental to the office. The President is responsible to the membership and
shall bring to the office knowledge of the official duties of this position and shall be well
acquainted with the Federation's bylaws. The President will provide a budget and financial
statement to the membership annually. The President will insure that all committees adhere to
their approved budgets. The President will provide direction to the Executive Director and
office staff as needed.

Section 2. FIRST ViICE PReSIDENT: The First Vice President shall preside in the absence of the
President and shall perform such services of the office that may be required of him/her.

Section 3. SEconD Vice PResiDENT: The Second Vice President shall preside in the absence of the
President and the First Vice President and shall perform such services of the office that may be
required of him/her. The Second Vice President shall also be known as the Treasurer and
perform duties necessary to that office which include presiding over the Finance Committee.

Section 4. DirecTors: The Directors shall at all times be concerned with the welfare of the
Federation and its conformance with the objectives and shall attend and give their counsel at
the Governing Board meetings. Directors shall act as liaison between the Governing Board and
any committee assigned by the President.

Section 5. Should additional committees be established in the future, the President shall assign
the responsibilities for them to the Directors as deemed appropriate.

Section 6. Any member of the Governing Board may be expelled by other members for three
consecutive unexcused absences.

ARTICLE X — EXECUTIVE DIRECTOR
Section 1. The Executive Committee shall hire the Executive Director with the approval of the
Governing Board.
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Section 2. The Executive Director shall keep the records of the regular meetings of the
Federation, all minutes of the Governing Board, carry on the correspondence of the Federation,
be the custodian of all funds of the Federation and disburse them on order of the Governing
Board and make a monthly financial statement to same, collect the dues and fees from the
members and perform any other duties assigned to the office by the Governing Board.

Section 3. The salary shall be set by the Governing Board.

Section 4. The Executive Director shall not be a member of the Federation and, therefore, will
have no vote.

Section 5. The Executive Committee shall hire the Executive Director with the approval of the
Governing Board. The Executive Director shall be answerable only to the Executive Committee
and will be evaluated at least annually by the Executive Committee with input from the
Governing Board.

ARTICLE XI — STANDING COMMITTEES
Section 1. The presiding President shall be a member of each committee except the Nominating
Committee. The Standing Committees of AAF — Great Falls are:

a) FINANCE CoMmiTTEE: This committee shall prepare a yearly budget for approval by the
Governing Board no later than the regular September meeting of the Governing Board
and shall propose ways and means of meeting Federation operating costs to the
Governing Board. The President shall appoint the Chairperson of this committee and
present the name for approval to the Governing Board no later than the final meeting of
the membership year.

b) MEemBERsHIP CommiTTEE: The President shall appoint the Chairperson of this committee
and present the name for approval to the Governing Board no later than the final
meeting of the year. This committee shall promote membership in this organization.

c) C.M. RUSSELL AUCTION STEERING CoMMITTEE:  Annually, the committee will present their
nomination for second vice chairman of the committee to the Governing Board for their
approval. This committee is responsible for the production of the annual C.M. Russell
Auction, which is the primary fund raising project for the Federation.

d) NomINATING COMMITTEE: At the first regular meeting in February each year, the President
shall announce a Nominating Committee of five members whose dues are current. The
Immediate Past President shall be Chairperson of this committee. If unavailable, the
nearest predecessor shall be Chairperson. At least two other members of the
Nominating Committee shall have served as officers or directors of the Federation.

Section 2. A committee chairperson’s list shall be published at least twice a year for the general
membership.
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Section 3. At the request of the President, or the Governing Board, any chairperson must meet
with the President or Governing Board and make a report of the activities and plans for his/her
committee.

Section 4. No committee shall spend any money or incur any obligations in excess of their
approved budget without the approval of the President and Governing Board.

Section 5. No committee shall commit the Federation to any policy or endorsement or
condemnation without approval of the Governing Board.

Section 6. The President shall have the authority to create new committees as needed.

Section 7. A quorum of the majority of the committee members shall be necessary to conduct
committee business.

Section 8. Each Chairperson will outline their proposed committee activities and budget and
submit to the President when requested.

Section 9. At the end of each fiscal year, each Chairperson shall submit a completed written
committee report, including any and all income and expenses incurred, to the Executive
Committee.

ARTICLE XII — ELECTIONS
Section 1. NOMINATIONS
a) The Nominating Committee shall present its list of candidates at the first meeting in
April. The Nominating Committee shall see that its final list of candidates for each
elective office shall be published in the Federation newsletter (Advents) that will reach
members before the first meeting in May. The Nominating Committee shall present
only those candidates who are willing to accept the respective office and its
responsibilities.

b) At the first meeting in April, additional nominations may be made from the floor.

c) Eligibility requirements for all nominated candidates:
i.  BOARD OF DIRecTORS shall have been a qualified member for at least two years and
whose dues are current;

ii.  Seconp Vice PresiDenT shall have been a qualified member for a least two years
and whose dues are current and who has served at least two years on the
Governing Board;
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iii.  FIRST Vice PResIDENT shall have been a qualified member for at least two years and
whose dues are current and who has served at least two years on the Governing
Board;

iv.  PResIDENT shall have been a qualified member for at least two years and whose
dues are current and who has served at least two years on the Governing Board.

d) All candidates nominated by the Nominating Committee and by the members shall be
published in the Federation newsletter (Advents) that will reach members before the
last meeting in May, and shall be placed on the Official Ballot and be voted upon by the
members whose dues are current at the Annual Meeting.

e) The Nominating Committee shall nominate three members whose dues are current and
have served on the Governing Board for at least two years and have been members for
at least two years for the position of Second Vice President. They shall nominate at
least one person for all other offices, and no person's name shall appear on the ballot
for more than one office.

Section 2. ANNUAL MEETING: The Annual Meeting and election of Officers and Directors shall be
held at the last meeting in May each year. The President shall appoint four Election Tellers.
Voting shall be by ballot, extending only to members whose dues are current and who have
voting privileges. All ballots and election teller records which show the actual number of votes
cast for each candidate will be destroyed after completion of the election. The order of finish
will be kept as part of the official records required by Article XIlI, Section 6.

Section 3. The candidates for Directors shall be voted on in a body. According to the number of
Directors to be elected, that number of candidates receiving the greatest number of votes shall
be elected. In case a tie-vote prevents the correct number of Directors, Second Vice President,
First Vice President, or President from being declared elected a runoff vote shall be conducted
between the candidates in the tie-vote. The runoff vote will be immediately conducted by mail
with all member ballots being due in the Federation office no later than seven days after being
mailed. The Election Tellers will count the vote with the Executive Director present to record
the results.

Section 4. VoTinGg PROCEDURE: A ballot shall be sealed in an envelope and mailed to each eligible
member no later than seven business days prior to the day of the Federation Annual Meeting.
The completed ballot may be mailed or delivered to the Federation office during regular office
hours prior to the day of the Federation Annual Meeting, or members may deposit their ballot
at the Annual Meeting until 15 minutes after the meeting is called to order when the ballot box
will be closed and ballot counting will begin. Ballots shall be deposited in a ballot box under the
control of the Federation Executive Director.

Section 5. Officers and Directors who are elected at the Annual Meeting shall be installed and
take office on August 1 of the year elected.
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Section 6. Minutes of the Federation Annual Meeting will be kept by the Executive Director and
made a part of the official records of the Federation. They will include election results.

ARTICLE XIII — FISCAL YEAR
The Fiscal Year of this Federation shall be from August 1 through July 31.

ARTICLE XIV — ORGANIZATIONAL YEAR
The Organizational Year for this Federation shall be from August 1 through July 31.

ARTICLE XV - BUDGET
Section 1. The annual budget shall be adopted in preliminary form by the Governing Board at
its last regular meeting of the Federation year.

Section 2. A final budget shall be approved by the Governing Board at its second regular
meeting of the new Federation year.

SECTION 3. TRAVEL EXPenSES: Travel expenses paid by the Federation to its members will be
limited and must be approved in advance by the Governing Board. Further, only actual travel
expenses, hotel fees, and convention fees may be reimbursed. Meals and other expenses may
be reviewed by the Governing Board for reimbursement.

ARTICLE XVI — AFFILIATIONS

This Federation is an affiliate of the AAF (American Advertising Federation) under the terms of
the Constitution and Bylaws of that Association, and may maintain reciprocal relations with
other Advertising Clubs in the territory of the AAF.

ARTICLE XVII - AMENDMENTS

The Constitution and Bylaws of this Federation may be amended by a majority vote of the
entire membership whose dues are current and are eligible to vote, at any regular meeting, as
set forth in Article V, Section 1. The amendment must first have been approved by a majority
vote of the Governing Board and two weeks written notice been given to the membership at a
regular meeting of the Federation.

ARTICLE XVIII — RULES OF ORDER
Robert’s Rules of Order shall be the parliamentary authority of the Federation.
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SECTION 2: HARASSMENT

1. HARASSMENT POLICY: AAF — Great Falls is committed to providing a safe and appropriate
working environment for staff. No harassment or intimidation of any type, either verbal or
physical, or any other type of interference with staff performance will be tolerated. Any
member who is determined to engage in inappropriate conduct toward staff may be
reprimanded, placed on probation, suspended, or have his or her membership terminated.
Complaints alleging improper conduct by a member to staff shall be investigated by a team
comprised of the President, 2™ and 1% Vice Presidents and one other member of the Board of
Directors selected by the highest ranking officer not named in the complaint. If the complaint
names the President, 2" and/or 1% Vice Presidents, they may not participate in the proceedings
and shall be replaced by another member of the Board of Directors selected by the highest-
ranking officer not named in the complaint.

2. SEXUAL HARASSMENT: Any member of AAF — Great Falls may be reprimanded, placed on
probation, suspended, or expelled for sexual harassment of an AAF — Great Falls member or
employee. The decision of the appropriate disciplinary action to be taken shall be made by the
investigating team comprised of the President, 2" and 1% Vice Presidents, and one member of
the Board of Directors selected by the highest ranking officer not named in the complaint, upon
consultation with legal counsel for the board. If the complaint names the President, 2" and/or
1% Vice Presidents, they may not participate in the proceedings and shall be replaced by the
Immediate Past President or, alternatively, by another member of the Board of Directors
selected by the highest ranking officer not named in the complaint.

SECTION 3: USE OF MEMBERSHIP LIST

The membership list of AAF — Great Falls is intended solely for the use of Ad Club members. Its
purpose is to facilitate members getting in touch with each other to exchange information and
to share professional experiences. Statements and opinions conveyed via mail or e-mail should
not be considered official statements of Ad Club, its staff, or members unless these statements
are sent directly from the Ad Club office. Members may not use the membership list for
commercial and/or political purposes without written permission from Ad Club’s Board of
Directors. Ad Club members are asked to report any improper use of this list to Ad Club staff or
board members.

SECTION 4: DISSEMINATION OF INFORMATION

AAF — Great Falls office staff will only disseminate communications/information pertinent to
AAF — GF or AAF. It is prohibited for AAF — GF staff to forward advertisement and promotions
for anything not related to AAF, AAF — GF, or the C.M. Russell Auction. Members are welcome
to distribute information to other members on their own time and at their own expense. In
addition, members are encouraged to utilize the Ad Club newsletter, Advents, as a way to
distribute information to fellow members.
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SECTION 5: MEDIA AND PUBLIC RELATIONS

Ad Club: The President of AAF — Great Falls is the primary spokesperson for the Federation. In
the event the President is unable to perform this task, the 1% Vice President shall take on the
role as spokesperson.

C.M. Russell Auction: The Chairperson of the C.M. Russell Auction is the primary spokesperson
for the Auction, along with a designated Publicity Chair. In the event the Chairperson or
Publicity Chair is unable to perform this task, the 1% Vice Chairperson shall take on the role as
spokesperson.

SECTION 6: MEETING AND PODIUM USAGE

AAF — Great Falls does not permit its general meetings to be used for anything other than AAF,
AAF — GF or C.M. Russell Auction business. Members or committees needing to present
information related to AAF, AAF — GF, or the C.M. Russell Auction must present a written
request to the Executive Director one week prior to the meeting to be assured a spot on the
meeting’s agenda. The written request must include meeting date requested, topic to be
presented, time needed, and equipment to be used (if any).

AAF — GF, a non-profit organization, reserves the right to protect its membership from any
unwanted solicitation and seeks to minimize any interference of its members’ needs. Non-
compliance with any of these criteria is cause for refusal or dismissal from AAF — GF meetings
and/or podium. AAF — GF will not endorse any one political or religious organization or take a
stand on a controversial issue with the exception of advertising industry-related legislation.

SECTION 7: ADS AT MEETINGS

Members are not permitted podium time at Ad Club meetings to advertise their products or
events. Instead, members are allowed to place a flyer, brochure, or other information on each
table or on the reception table at the meetings. No information regarding political or religious
agendas is permitted.

SECTION 8: LENDING/USAGE POLICY

AAF — GF maintains a lending library of books, videotapes, or other electronic media and
reference materials for use by its members. All members are entitled to use the library under
the following guidelines:
a) The member is entitled to keep the material for two weeks. Additional material cannot
be checked out until the original material is returned.
b) Members who borrow items must return them directly to the AAF — GF office.
c¢) Members are not permitted to pass borrowed items along to other members.
d) Areminder notice will be sent to any member who has not returned the material within
the time limit specified.
e) If the member has not returned the borrowed materials within one month of the
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reminder notice, the member may be charged for the replacement of the item.

The AAF — GF office has a conference room available for use by its members.

a)
b)
c)

d)

The conference room is available for member use on a first come/first serve basis.
Reservations should be made through staff.

The reserving party is responsible for all setup, clean up, refreshments and activity while
the room is in use.

The conference room is available during the normal business hours of AAF — GF.

SECTION 9: TRAVEL POLICY

1.

AAF — GF officers & state officers; Executive Director/Staff: A Travel Reconciliation
Report is required prior to payment of allowed expenses.

The Board of Directors retains the right to increase, reduce or eliminate the travel
allowances indicated as the budget allows.

AAF — GF pays in advance for airfare and reimburses all other travel expenses. This
means travelers must have a personal credit card for hotel check-in and a credit card or
cash for other expenses. Please see Section 10: Financial Policies, number 9 for more
information on travel reimbursements.

AAF — GF covers the following costs for persons traveling on club business:

a) Room and tax

b) Transportation costs: Airfare + tax; rental car; taxi fare; mileage if you use your own
vehicle.

c) Registration fees for attending a conference.

d) Meals and tips (maximum of $75 per diem). When the conference or event fee
includes meals, Ad Club will not reimburse for additional or alternative meals.

AAF — GF does not cover:

a) Hotel in-room movies.

b) Personal long distance phone calls.

c) Other expenses unrelated to Ad Club business or convention attendance.
d) Personal entertainment and alcoholic beverages.

You are required to turn in the following receipts to the AAF — GF office:

a) Itemized hotel statement with all charges for each room. Must include anything
charged to your room.

b) Itemized receipts for meals (not just the credit card receipt), rental cars, and other
transportation. Claims for reimbursements that do not include an itemized receipt
may be denied.

c) Cabs typically do not take checks or credit cards so make sure you have enough cash
on hand and get a receipt. In addition, it is recommended travelers carry enough
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cash to tip luggage handlers, especially when taking a free airport shuttle to the
hotel.

SECTION 10: FINANCE POLICIES
1. CHECKS RETURNED UNPAID BY BANK:
a) A member who provides “NSF” checks three times in a 12-month period will be placed
on a cash only basis for the next 12-month period.
b) Returned checks will be re-deposited and a “Non-Sufficient Funds” (NSF) fee assessed.
c) If returned a second time, payment must be made in full within three business days.
Payment must be made with cash, money order or certified check, including the amount
due plus all fees. If payment is not received, a letter will be sent by certified mail,
advising the maker that, at the Board of Director’s discretion, the check may be turned
over to collections or the County Attorney in compliance with the Montana “Bad Check”
Law.
d) If a cashier’s check or money order is not received within three working days after
notice, the appropriate County Attorney will be contacted and the bad check reported.
e) If the check is not made good per bullet c) above, membership shall be terminated,
subject to approval by the Board of Directors.

2. FEES & FINES
a) Non-Sufficient Funds fee shall be $30 per occurrence.
b) All fees/invoices and fines assessed must be paid within 30 days of date of
invoice/notice.

3. CASH/CHECK TRANSACTIONS & DEPOSITS

a) All cash receipts received by staff shall be placed in a secure location until deposited.

b) Prior to bank deposits, at least one staff person in addition to the Executive Director
shall review all deposits. The review shall include verifying checks deposited, amounts
posted, and cash receipts checked against sales invoices. The deposit slip shall be dated
and initialed by the reviewing staff person.

c) All outstanding checks issued by AAF — GF must be cashed within 90 days. Checks still
outstanding after 90 days will be voided and may be reissued if requested by the payee.

4. PETTY CASH
a) No more than $100 to be held on hand in a secure location.
b) To be placed as a line item on the budget.

5. CREDIT CARD
a) AAF — GF will make a credit card available to the Executive Director, Auction Director,
and Art Director.
b) Use is limited to AAF — GF and C.M. Russell Auction expenses, budgeted purchases or
travel expenses per travel policy. Cannot be used for personal purchases outside of AAF
— GF authorized expenses.
c) Expenses to be approved within 60 days of the event by the Executive Director.
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6. ACCOUNTS RECEIVABLE

a) Receipts will be entered into the receipts log book. Exceptions for the log will be during
the Auction when receipts are accounted for on an Auction Receipts Report form.

b) Receipts will be recorded in the accounting software and/or in a bank deposit book.

c) Receipts will be deposited on a daily basis, or other schedule as defined by the Executive
Director.

d) The bookkeeper and Executive Director will periodically audit the receipts log, the bank
deposit book and the accounting software deposits record for agreement.

7. ACCOUNTS PAYABLE
a) Invoices and/or reimbursement requests are approved by the Executive Director (E.D.)
for payment. The approval is physically noted on the bill and charged to a specific
account relating to Auction or Ad Club expenditures.
b) The bookkeeper will routinely pay approved requests on a schedule defined by the E.D.
c) The bookkeeper will:
I.  Prepare checks after properly entering the payment and expense information in
the accounting software.
II.  Stamp all requests as paid, with the check number and payment date.
lll.  The request form (if applicable) will be maintained alphabetically with paid
invoices in an area readily accessible in the office.
IV.  The audit copy of the reimbursement check will be maintained numerically in an
area readily accessible in the office.
d) The E.D. or other authorized signor will sign all accounts payable payments.
e) Payments for $1,000 or over must carry two signatures.
f) All paid request forms will be maintained with paid invoices for seven years.

8. MONTHLY BANK RECONCILIATION
a) The AAF — GF checking account will be reconciled once a month by a non-staff member.
The Board of Directors will authorize the non-staff member responsible for the
reconciliation.
b) The reconciliation will include the following:
a. Reconciling all transactions — cash, check, and credit card — that flow through the
checking account.
b. Verifying that the Cash Receipts log is being maintained with:
i. Two signatures for mail and walk-in receipts.
ii. An adding machine tape of daily receipts.
iii. Evidence (initials) of periodic inspection of the ledger by the GFAF
bookkeeper.
c. Verifying that the Deposit Book is maintained with:
i. All deposits being recorded.
ii. Evidence that all deposits are made in a timely manner.
iii. All deposit records must have a bank deposit receipt attached.
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iv. Evidence that the bookkeeper has reviewed and recorded all deposit
records.
d. Reviewing that all 50/50 transaction have:
i. Cash Verification sheets that have signatures of two staff members.
i. Verification of AAF — GF portion being deposited (bank receipt).
¢) Non-checking accounts may be reconciled by the AAF — GF staff with verification by the
Executive Director and review by the Finance Committee.

9. PURCHASING/PAYABLE GUIDELINES

When procuring services or products needed for office or committee use, Ad Club has a
longstanding policy of doing business with current Ad Club members as much as possible.
Non-member vendors may be used at the discretion of Ad Club staff and members. If there is
more than one member who provides the same service/products, a bid is requested from
each. In deciding who is awarded the bid, it is essential that, to the extent possible, the
services/products are of the same type and quality. Simply awarding a bid to the lowest
bidder does not ensure that you will receive the quality necessary to accomplish your
objectives.

In the event that there is not more than one member offering the same product and services,
non-member vendors may be used.

10. REIMBURSEMENTS FOR MEMBERS AND STAFF (TRAVEL)
According to the AAF — GF Bylaws, Article XV, Section 3: “Travel expenses paid by the
Federation to its members will be limited and must be approved in advance by the Governing
Board. Further, only actual travel expenses, hotel fees and convention fees may be
reimbursed. Meals and other expenses may be reviewed by the Governing Board for
reimbursement.” Members and staff must follow the procedures below to be reimbursed for
travel expenses:
a) Complete Request for Payment or Reimbursement form.
b) Attach original invoices, or copies of invoices to the request form.
c) Deliver form and attachments to the Executive Director for approval.
d) Invoices are approved by the Executive Director for payment. The approval is
physically noted on the bill.
e) The bookkeeper will routinely pay approved requests on a schedule defined by the
Executive Director. The bookkeeper will:
a. Prepare checks after properly entering the payment and expense
information in the accounting software.
b. Stamp all requests as paid, with the check number and payment date.
f) The request form will be maintained alphabetically by the name of whom the
reimbursement is paid, with paid invoices in an area readily accessible in the office.
g) The audit copy of the reimbursement check will be maintained numerically in an
area readily accessible in the office.
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11. REIMBURSEMENTS FOR MEMBERS AND STAFF (NON-TRAVEL)
Members and staff will be reimbursed for reasonable and budgeted non-travel expenses.
The procedures below must be followed for reimbursement:

a) Complete Request for Payment or Reimbursement form.
b) Attach original invoices, or copies of invoices to the request form.
c) Deliver form and attachments to the Executive Director for approval.
d) Invoices are approved by the Executive Director for payment. The approval is
physically noted on the bill.
e) The bookkeeper will routinely pay approved requests on a schedule defined by the
Executive Director. The bookkeeper will:
a. Prepare checks after properly entering the payment and expense
information in the accounting software.
b. Stamp all requests as paid, with the check number and payment date.
f) The request form will be maintained alphabetically by the name of whom the
reimbursement is paid, with paid invoices in an area readily accessible in the office.
g) The audit copy of the reimbursement check will be maintained numerically in an
area readily accessible in the office.

12. OTHER FINANCIAL POLICIES

a)

b)
c)
d)

e)
f)

Immediately following AAF — GF elections, the incoming and outgoing Executive
Committee and the Executive Director shall review the finances for the previous year.
Post-dated checks will not be accepted.

Members may prepay annual dues.

The Executive Director and the bookkeeper shall review bank statements upon receipt.
The statement and reconciliation report shall be signed and dated by both parties upon
review and approval.

Two signatures are required for all checks written over $1,000.

Budgets and Club related financial statements will be shared with Board members,
Finance Committee members, Auction Steering Committee members, and other
members as needed. In addition, all Ad Club members in good standing shall have
access to Club financials upon request. When requested, financials will be available to
the member in the privacy of the Ad Club office; requested financials, reproductions of
the financials, or information from the financials may not leave the premises of the Ad
Club office.

SECTION 11: CONTRIBUTIONS

Any requests for contributions must be submitted in writing to the Special Projects Committee
for budget consideration.

SECTION 12: 50/50 MONEY

Money raised from 50/50 sold at meetings and Ad Club events will be used to send a Board of
Director member or an Ad Club Committee Chair to the annual AAF Western Region
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Conference. Eligible members will be notified. Interested parties must go through an
application process; the Executive Committee will select the conference attendee.

SECTION 13: LEGAL COUNSEL

1. AAF — GF may retain an attorney for periodic advice and counsel.

a) Counsel must be available to represent AAF — GF without any conflicts of interest.

b) Counsel’s agreement for representation to be reviewed annually by the Board of
Directors.

c) Retainer fees and hourly charges to be negotiated and approved annually.

d) Calls made to the legal provider must go through the President or Executive Director for
approval. Charges for any contact made by members other than the President or
Executive Director without authorization will be billed to the individual making the
contact.

SECTION 14: SAFE DEPOSIT BOX

A safe deposit box is rented by AAF — GF and managed by the staff and Executive Committee.
Signature cards for the lock box system are updated annually following officer elections. Signors
include the Executive Director and Executive Committee of the Board of Directors.

SECTION 15: OFFICE EQUIPMENT

Members may not utilize the office equipment of AAF — GF without prior permission from staff.
At the staff’s discretion, the user will pay long distance fees and $1 per page for faxes or copies.

SECTION 16: MEMBERSHIP POLICIES

1. The Membership Committee Chair or Staff Liaison is to handle new member
applications and prospective member inquiries.
2. Processing Membership Applications:

a) Applications are received and routed to the Membership Committee Staff
Liaison, who reviews applications for proper signatures. A copy of the application
is sent to the Membership Committee Chair.

b) Applications are routed to the Executive Director for review and approval at the
Board of Directors meeting following receipt of the applications.

c) Upon approval of applicants by the Board of Directors, applications are returned
to the Membership Committee Staff Liaison who then routes a copy of approved
applications to the Bookkeeper for billing.

d) Staff Liaison updates Ad Club database with new member information.

e) Original applications are filed in the Membership File for the current Ad Club
year.

f) Staff Liaison prepares “New Member Resource Guides” for presentation to the
new members meeting following approval of the applications.

SECTION 17: RECORD RETENTION AND DOCUMENT DESTRUCTION
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AAF — Great Falls shall retain records for the period of their immediate or current use, unless
longer retention is necessary for historical reference or to comply with contractual or legal
requirements. Records and documents outlined in this policy includes paper, electronic files
(including e-mail) and voice mail records regardless of where the document is stored, including
network servers, desktop or laptop computers and handheld computers and other wireless
devises with text messaging capabilities.

In accordance with 18 U.S.C. Section 1519 and the Sarbanes Oxley Act, an Association shall not
knowingly destroy a document with the intent to obstruct or influence an “investigation or
proper administration of any matter within the jurisdiction of any department agency of the
United States...or in relation to or contemplation of such matter or case.” If an official
investigation is underway or even suspected, document purging must stop in order to avoid
criminal obstruction.

In order to eliminate accidental or innocent destruction, AAF — GF has the following document
retention requirements:

Type of Document Minimum Requirement

Accounts payable ledgers and schedules 7 years
Audit reports Permanently
Bank Reconciliations 2 years
Bank statements 3 years
Checks (for important payments and purchases) Permanently
Contracts, mortgages, notes and leases (expired) 7 years
Contracts (still in effect) Permanently
Correspondence (general) 2 years
Correspondence (legal and important matters) Permanently
Correspondence (with customers and vendors) 2 years

Deeds, mortgages, and bills of sale

Permanently

Depreciation Schedules

Permanently

Duplicate deposit slips 2 years
Employment applications 3 years
Expense Analyses/expense distribution schedules 7 years
Year End Financial Statements Permanently
Insurance Policies (expired) 3 years

Insurance records, current accident reports, claims,
policies, etc.

Permanently

Internal audit reports 3 years
Inventories of products, materials, and supplies 7 years
Invoices (to customers, from vendors) 7 years

Minute books, bylaws and charter

Permanently

Patents and related Papers

Permanently

Payroll records and summaries

7 years
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Personnel files (terminated employees) 7 years
Retirement and pension records Permanently
Tax returns and worksheets Permanently
Timesheets 7 years
Trademark registrations and copyrights Permanently
Withholding tax statements 7 years

SECTION 18: WHISTLEBLOWER PROTECTION POLICY

AAF — Great Falls encourages its members and employees to report suspected or actual illegal
or improper activity, financial or otherwise, to the Executive Director or board president. AAF —
GF will not condone any activity that is illegal or improper, whether done by a board member or
employee.

Members and employees will be protected against retaliatory actions resulting from reporting
unethical conduct. Any employee who feels that adverse action has been taken toward him/her
due to a report of improper activity should notify the Executive Director or board president as
soon as possible.

Anyone filing a complaint concerning a violation or suspected violation must be acting in good
faith and have reasonable grounds for believing the information disclosed indicates a violation
of the organization’s code of ethics, policy or law. Any allegations that prove not to be
substantiated and have been made maliciously or with knowledge they were false will be
treated as a serious disciplinary offense.

SECTION 19: NON-MEMBER INVOLVEMENT

If efforts to involve Ad Club members to work events fail, AAF — GF will solicit non-members to
work. AAF — GF allows non-members to handle money and art work only when supervised by an
Ad Club “employee” (with employee being defined as an Ad Club staff member or an Ad Club
member).

SECTION 20: ALCOHOL CONSUMPTION

Ad Club members and Auction workers are ambassadors of both Ad Club and the City of Great
Falls. Auction Chairs are expected to communicate the importance of professional conduct to
their committee members and other Auction workers. The policy for Auction workers is no
alcohol consumption immediately prior to and when working the event.

The policy is based on two issues:
1) Insurance: Ad Club insurance is difficult to obtain due to the risks inherent in handling
valuable art. Alcohol consumption by Auction workers further increases the risk.
Maintaining insurance coverage is vital to continuation of the Auction, and as such, the
Ad Club enforces a “no alcohol consumption policy” during shifts.
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2) Professionalism: The reputation of the Auction requires professional conduct by all
involved. Alcohol limitations are a component of a professional code of conduct.

Committee chairs are authorized to dismiss any volunteers who are drinking while performing
any responsibilities related to the operation of the Auction.
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