Hopa Mountain Organization Policies

Revised June 2012
4PART I: Ethics & Accountability


4Mission


4Code of Ethics


4Conflict of Interest


4Board Duties


5Confidentiality


5Whistleblower Protection


6Investigation


6Whistleblower Protection


6Record Retention and Document Destruction


7Document Retention


7Corporate Records


7Accounting and Corporate Tax Records


7Bank Records


7Payroll and Employment Tax Records


8Employee Records


8Donor and Grant Records


8Legal, Insurance, and Safety Records


8Electronic Documents and Records


8Emergency Planning


8Document Destruction


9Compliance


9Part II: Board and Board Members


9Expectations of the Members of the Board


10Roles and Responsibilities of the Board


12Hopa Mountain’s Agreement with Board Members


12Board Governance Calendar


12Strategic/Planning


12Board Development – Community Education, Orientation, & Evaluation


12Terms


13Education


13Orientation


13Ongoing Board Training


13Board Officer Job Descriptions


13Terms and Elections:


13Succession:


14President of the Board


14Vice President


15Treasurer


15Secretary


16Compensation of Board Members


16Board Member Expense Reimbursement


16Authorized Business


16Board Self-Assessment


16Part III: Executive Director Oversight


16Executive Director Job Description


17Planning and Goal Setting


17Reporting


17Evaluation


17Records


17Executive Director Compensation


17Part IV: Finance and Investments


17Fiscal Year


17Strategic/Operational Planning


18Fundraising Plan Development


18Budgeting


18Capital Expenditures


19Purchasing


19Executive Authority


19Finance and Accounting Policies and Procedures


20Financial Controls


20Investments


21Financial Audits


21IRS Form 990 and 990-PF


22Risk Management


22Insurance


22Part V:  Reimbursement


22Expenses


22Board Travel


22Employees


22Reporting


22Travel Arrangements


22Board Travel


22Employees


23Travel Reimbursement – Both Board & Staff


23Trip Reports and Penalties


23Travel Advances


23Part VI: Equipment & Inventory


23Equipment


24Inventory


24Part VII: Fundraising


24Registration for Fundraising


24Fundraising Plan Development


24Donor Relations


24Quid Pro Quo Contributions


24Public Notice


24Acknowledgment


24Public Notice


25Confidentiality


25Gift Acceptance


25Sponsorships and Endorsements


26Board Member and Fundraising


26Event Record Keeping


26In-Kind Donations


26Part VIII: Personnel


27Responsibility for Human Resources


27Equal Employment Opportunity


27Nepotism


28Sexual Harassment


29Complaints


29Performance Review


29Confidentiality of Wages and Consultant Agreements


29Independent Contractors


29Vendors


30Part IX: Communications


30Media Relations


30Crisis Communication


30Crisis Prevention


30Crisis Response


30Electronic Media


31Lobbying and Political Activity


31Lobbying Expenditures


31Lobbying with Hopa Mountain Funds


31Lobbying with Government Funds


31Communication Between Board and Staff


32Part X: Committee Charters


32Effective Committees


32Executive Committee


34Finance Committee


36Part XI: Meetings


36Regularly Scheduled Board Meetings


36Minutes


36Staff Attendance




PART I: ETHICS AND ACCOUNTABILITY

Mission

Hopa Mountain invests in rural and tribal leaders, adults and youth, in their efforts to improve education, ecological health, and economic development in their hometowns.

Code of Ethics

Hopa Mountain’s mission can only be realized through a common code of ethics upheld by officers, board of directors, and staff. 

· We expect integrity, honesty, and trustworthiness in our work; courage in our decisions; and dedication to Hopa Mountain’s values and beliefs.

· We expect responsible action on behalf of the organization and are accountable and transparent to our constituents and to one another. We share information when appropriate without sacrificing confidentiality. 

· We expect to be treated and to treat others with respect. We respect the opinions of and the differences among individuals.

· We expect fairness to be evident in our actions internally and externally. We are equitable in our decisions and mindful of their impact on other groups and people.

· We expect our actions to demonstrate our care for others and the community as a whole. We care about the well-being of each other, the community, and the Hopa Mountain organization.

Conflict of Interest

Hopa Mountain, as a nonprofit, tax-exempt organization, depends on charitable contributions from foundations and the public. Maintenance of its tax-exempt status is important both for its continued financial stability and for the receipt of contributions and public support. Therefore, the operations of Hopa Mountain must fulfill all legal requirements, including compliance with the duties of Care, Loyalty, and Obedience.

Board Duties

1. The Duty of Care:  Board members must exercise reasonable care and competency when making decisions regarding the organization; 

2. The Duty of Loyalty:  Board members must avoid conflict of interest and make decisions based on the best interest of the organization, putting aside personal benefit;

3. The Duty of Obedience:  Board members must be faithful to the accomplishment of the organization’s mission

Consequently, there exists between Hopa Mountain and its board, officers, and management employees a fiduciary duty that carries with it a broad and unbending duty of loyalty and fidelity. The board, officers, and management employees have the responsibility of administering the affairs of Hopa Mountain honestly and prudently, and of exercising care, skill, and judgment for the sole benefit of Hopa Mountain. 

To assure that those persons exercise the utmost good faith in all transactions involved in their duties and that they not use their positions with Hopa Mountain or knowledge gained there from for their personal benefit; Hopa Mountain requires that all employees and board members sign and/or update a conflict of interest statement each year.  

Employees will sign a statement upon hire and update annually.  Board members will sign a statement annually.

Confidentiality 

Confidentiality is a hallmark of professionalism. Hopa Mountain employees and trustees:

1. Ensure that all information that is confidential or privileged or that is not publicly available is not disclosed inappropriately.

2. Ensure that all nonpublic information about other persons or firms acquired by Hopa Mountain personnel in dealing with outside firms on behalf of Hopa Mountain is treated as confidential and not disclosed.

To assure that board members and staff are mindful of the need for confidentiality; Hopa Mountain requires that all employees and board members sign a Statement of Confidentiality upon hire are term origination.

Whistleblower Protection

In keeping with the policy of maintaining the highest standards of conduct and ethics, Hopa Mountain will investigate any suspected fraudulent or dishonest use or misuse of Hopa Mountain’s resources or property by staff, board members, consultants, or volunteers.

Supervisors are required to report suspected fraudulent or dishonest conduct to the executive director. Reasonable care should be taken in dealing with suspected misconduct to avoid:

1. Baseless allegations

2. Premature notice to persons suspected of misconduct and/or disclosure of suspected misconduct to others not involved with the investigation

3. Violations of a person’s rights under law

Due to the important yet sensitive nature of the suspected violations, effective professional follow-up is critical. Supervisors, while appropriately concerned about “getting to the bottom” of such issues, should not in any circumstances perform any investigative or other follow-up steps on their own. Accordingly, a supervisor who becomes aware of suspected misconduct:

1. Should not contact the person suspected to further investigate the matter or demand restitution

2. Should not discuss the case with attorneys, the media, or anyone other than the executive director

3. Should not report the case to an authorized law enforcement officer without first discussing the case with the executive director

Investigation

All relevant matters, including suspected but unproved matters, will be reviewed and analyzed, with documentation of the receipt, retention, investigation, and treatment of the complaint. Appropriate corrective action will be taken, if necessary, and findings will be communicated to the reporting person and his or her supervisor. Investigations may warrant investigation by independent persons such as auditors and/or attorneys.

Whistleblower Protection

Hopa Mountain will protect whistleblowers as defined below:

1. Hopa Mountain will use its best efforts to protect whistleblowers against retaliation. Whistle blowing complaints will be handled with sensitivity, discretion, and confidentiality to the extent allowed by the circumstances and the law. Generally, this means that whistleblower complaints will only be shared with those who have a need to know so that Hopa Mountain can conduct an effective investigation, determine what action to take based on the results of any such investigation, and in appropriate cases, with law enforcement personnel. (Should disciplinary or legal action be taken against a person or persons as a result of a whistleblower complaint, such persons may also have the right to know the identity of the whistleblower.)
2. Employees, consultants, and volunteers of Hopa Mountain may not retaliate against a whistleblower for informing management about an activity which that person believes to be fraudulent or dishonest with the intent or effect of adversely affecting the terms or conditions of the whistleblower’s employment, including but not limited to, threats of physical harm, loss of job, punitive work assignments, or impact on salary or fees. Whistleblowers who believe that they have been retaliated against may file a written complaint with the chief executive. Any complaint of retaliation will be promptly investigated and appropriate corrective measures taken if allegations of retaliation are substantiated. This protection from retaliation is not intended to prohibit supervisors from taking action, including disciplinary action, in the usual scope of their duties and based on valid performance-related factors.

3. Whistleblowers must be cautious to avoid baseless allegations (as described earlier in the definitions section of this policy).
Record Retention and Document Destruction

In accordance with the Sarbanes-Oxley Act, which makes it a crime to alter, cover up, falsify, or destroy any document with the intent of impeding or obstructing any official proceeding, this policy provides for the systematic review, retention, and destruction of documents received or created by Hopa Mountain in connection with the transaction of organization business. This policy covers all records and documents, regardless of physical form, contains guidelines for how long certain documents should be kept, and how records should be destroyed (unless under a legal hold). The policy is designed to ensure compliance with federal and state laws and regulations, to eliminate accidental or innocent destruction of records, and to facilitate Hopa Mountain’s operations by promoting efficiency and freeing up valuable storage space. 

Document Retention 

Hopa Mountain follows the document retention procedures outlined below. Documents that are not listed, but are substantially similar to those listed in the schedule, will be retained for the appropriate length of time. 

Corporate Records

Annual Reports to Secretary of State/Attorney General
Permanent

Articles of Incorporation 




Permanent

Board Meeting and Board Committee Minutes 

Permanent

Board Policies/Resolutions




Permanent

Bylaws 






Permanent

Construction Documents 




Permanent

Fixed Asset Records 





Permanent

IRS Application for Tax-Exempt Status (Form 1023) 
Permanent

IRS Determination Letter 




Permanent

State Sales Tax Exemption Letter 



Permanent

Contracts (after expiration)




7 years

Correspondence (general) 




3 years

Accounting and Corporate Tax Records

Annual Audits and Financial Statements


Permanent 

Depreciation Schedules 




Permanent

IRS Form 990 Tax Returns




Permanent

General Ledgers 





[7 years/Permanent] 

Business Expense Records 




7 years 

IRS Forms 1099





7 years 

Journal Entries





7 years 

Invoices






7 years

Sales Records (box office, concessions, gift shop) 

5 years 

Petty Cash Vouchers 





3 years

Cash Receipts 






3 years 

Credit Card Receipts 





3 years 

Bank Records

Check Registers 





[7 years/Permanent]

Bank Deposit Slips 





7 years

Bank Statements and Reconciliation 



7 years

Electronic Fund Transfer Documents



7 years

Payroll and Employment Tax Records

Payroll Registers 





Permanent 

State Unemployment Tax Records



Permanent 

Earnings Records 





7 years 

Garnishment Records 





7 years

Payroll Tax Returns 





7 years 

W-2 Statements 





7 years 

Employee Records

Employment and Termination Agreements 


Permanent 

Retirement and Pension Plan Documents 


Permanent 

Records Relating to Promotion, Demotion, or Discharge 
7 years after termination 

Accident Reports and Worker’s Compensation Records
5 years 

Salary Schedules





5 years 

Employment Applications 




3 years
I-9 Forms 






3 years after termination 

Time Cards 






2 years

Donor and Grant Records

Donor Records and Acknowledgment Letters 

7 years

Grant Applications and Contracts 



7 years after completion

Legal, Insurance, and Safety Records

Appraisals






Permanent

Copyright Registrations 




Permanent 

Environmental Studies




Permanent

Insurance Policies 





Permanent 

Real Estate Documents 




Permanent 

Stock and Bond Records 




Permanent

Trademark Registrations 




Permanent 

Leases







6 years after expiration

OSHA Documents





5 years

General Contracts 





3 years after termination 

Electronic Documents and Records 

Electronic documents will be retained as if they were paper documents. Therefore, any electronic files, including records of donations made online, that fall into one of the document types on the above schedule will be maintained for the appropriate amount of time. If a user has sufficient reason to keep an e-mail message, the message should be printed in hard copy and kept in the appropriate file or moved to an “archive” computer file folder. Backup and recovery methods will be tested on a regular basis.

Emergency Planning

Hopa Mountain’s records will be stored in a safe, secure, and accessible manner. Documents and financial files that are essential to keeping Hopa Mountain operating in an emergency will be duplicated or backed up at least every week and maintained off-site. 

Document Destruction 

Hopa Mountain’s finance manager is responsible for the ongoing process of identifying its records, which have met the required retention period, and overseeing their destruction. Destruction of financial and personnel-related documents will be accomplished by shredding.

Document destruction will be suspended immediately, upon any indication of an official investigation or when a lawsuit is filed or appears imminent. Destruction will be reinstated upon conclusion of the investigation. 

Compliance

Failure on the part of employees to follow this policy can result in possible civil and criminal sanctions against Hopa Mountain and its employees and possible disciplinary action against responsible individuals. The chief financial officer and finance committee chair will periodically review these procedures with legal counsel or the organization’s certified public accountant to ensure that they are in compliance with new or revised regulations.

Part II: Board and Board Members

Hopa Mountain board membership carries with it the expectation that individual directors will have the time and desire to be active during their term of office.  It is the policy of Hopa Mountain that board members are able to fulfill the following expectations during their board tenure.
Expectations of the Members of the Board

1. Be a team member and dedicating the time necessary to become familiar with the purpose, operations, plans, and programs of Hopa Mountain.

2. Approach all Board issues with an open mind, prepared to make the best decision for the whole organization.

3. Exercise authority as a Board Member only when acting in a meeting with the full Board or as the Board delegates.

4. Keep confidential information confidential.

5. Participate in the leadership of Hopa Mountain by taking part in strategic and annual planning; supporting organizational culture by acting in accord with Hopa Mountain’s ethical standards and making a personal annual financial contribution; and promoting the mission, programs, and image of Hopa Mountain in the community in a positive manner consistent with Hopa Mountain’s public relations policies.

6. Govern Hopa Mountain by assuring that resources and structures are in place to accomplish Hopa Mountain’s goals and mission. This includes policies to guide operations, an effective committee structure, a realistic budget, and ongoing oversight of business through consistent attendance at Board and Committee meetings.

7. Assist in securing financial resources for operations as outlined in the annual Fundraising Plan

8. Serve as chair, sub-chair or member on at least one Standing Committee each year.

9. Volunteer, in areas of interest, to provide support to staff for achieving the annual operations plan.

Roles and Responsibilities of the Board

Leadership
Critical responsibilities and activities associated with leadership are:

1. Actively participating in an annual strategic planning process and setting realistic goals for achieving the organization’s vision, mission, and purpose in a proactive and thoughtful manner.  

RESPONSIBILITIES:  

· Participate in the annual Strategic Planning Retreat.

2. Consciously creating and maintaining an organizational culture that inspires public confidence and legal compliance by adhering to the highest standards of ethical action. 

RESPONSIBILITIES:  

· Annually review the Code of Ethics and/or Value Statement with the full board and staff.  

· Annually update/sign Conflict of Interest Policy & Disclosure and Confidentiality Statements.

3. Being an example in the community by financially supporting the organization at a level that is personally significant.

RESPONSIBILITIES: 

· Make a significant, personal financial contribution each year. 

4.  Influencing the community to support the organization through consistent and thoughtful promotion of the organization to all stakeholders.

RESPONSIBILITIES:  

· Once a year develop and practice your personal story and share with other board members.  

· Make it a personal priority to promote your organization in the community.

Governance
Critical responsibilities and activities associated with governance

1. Ensuring that the appropriate organizational structures are in place to support mission and strategic plan; this includes by-laws, policies, committees, and meetings. 
RESPONSIBILITIES: 

· Every two-three years review by-laws.  

· Each year review committee structure and update committee charters.  

· The Executive Director and Governance Committee should review and update policies as needed.  

· Schedule board meetings at the beginning of the year and make sure meetings are ran in a concise and effective manner. 
2. Providing proper financial oversight by assuring that financial controls and accountability are in place.

RESPONSIBILITIES:  

· Create a functioning Finance/Audit committee with a clear, written committee charter.  Allocate funding for financial training as needed.

· Have board-approved financial and investment policies in place and review and update every two years.

3. Ensuring that adequate financial resources are available by assisting in the development and approval of a realistic operational plan, fundraising plan and budget. 
RESPONSIBILITIES: 

· Approve the Annual Strategic and Fundraising Plan along with the Annual Budget.

4. Hiring and compensating a professional executive director and creating specific and realistic goals to be used in performance
· RESPONSIBILITIES:  

· Hire a competent and qualified executive director. 

· Create an annual evaluation plan and process for the Executive Director that is tied directly to the accomplishment of the Strategic Plan.  

· Have a written succession plan that is reviewed and updated each year as part of the annual ED evaluation process.

Stewardship  

Critical responsibilities and activities associated with stewardship that should be performed at least quarterly:
1. Regularly reviewing spending and organizational accounts as compared to the Budget. 
RESPONSIBILITIES:  

· Regular review of Financial Statements – Income Statement & Statement of Financial Position at the minimum.

2. Regularly reviewing of the results of Fundraising Plan implementation.  
RESPONSIBILITIES:  

· Regular review of the fundraising efforts and specific consideration of each fundraising strategies return on investment.  

3. Supporting and regularly giving feedback to the executive director in relationship to the Strategic Plan and other activities and challenges.  

RESPONSIBILITIES: 

· Regularly and ongoing support and time for informal feedback and consultation (at least quarterly) between the President and ED.

Board management 
Critical responsibilities and activities associated with board management are:

1. Identifying, recruiting and training board members. 

RESPONSIBILITIES:  

· Systems in place for active nomination and recruitment of board members.

· Annual board orientation session for new board members 

· On-going board training for all board members

2. Assuring and arranging for board leadership succession.  

RESPONSIBILITIES: 

· Officer Job Description and Orientation

· Systems for nomination and approval of Committee Chairs and members

· Systems in place for transfer of knowledge and leadership

3.  Assuring that board members are accountable for fulfilling their roles and responsibilities, and work together as a cohesive unit.

RESPONSIBILITIES: 

· Annual organizational and board self-evaluation

· Board appreciation and recognition

Highly Engaged Volunteer

Critical responsibilities and activities associated with being a highly-engaged volunteer are:

1. Volunteering per organizational policies to help implement the Fundraising Plan and other Annual Operational Plan activities

RESPONSIBILITIES:  

· Develop an organizational policy that details expectations for its board members regarding fundraising and programs
Hopa Mountain’s Agreement with Board Members 

Hopa Mountain agrees to provide each member of the board with the following:

1. Ample notice of all meetings;

2. Minutes of all board meetings;

3. Relevant information to conduct his or her job as a board member;

4. To the extent allowed by law, indemnification from liability for a board member’s reasonable and necessary actions;

5. Reimbursement for reasonable expenses in conducting and attending to Hopa Mountain board business;

6. D&O insurance liability coverage;

7. Respect for his or her time;

8. The use of his or her talent effectively.

Board Governance Calendar

In order to provide consistency and continuity to board operations, Hopa Mountain’s Board of Directors will keep a calendar of board related activities.  

Strategic Planning

Hopa Mountain will conduct a strategic planning session annually.  

The goal of the planning session is to outline and update the strategic plan, which will be reviewed and approved by the Board.  The Executive Director and staff will develop work plans that outline how the strategic plan goals will be accomplished.

The Board will approve the strategic plan and review it annually.
Board Development – Community Education, Orientation, & Evaluation

Terms

Hopa Mountain Board Members are elected to serve three-year terms.

Board members serve staggered terms.

These terms are renewable up to six years.  At the end of six years, the individual must take one year off the board before re-election.

Education

Every Hopa Mountain Board Member is responsible for assisting in electing/appointing board members that will effectively represent the organization and will carry out the legal and fiduciary responsibilities of a nonprofit board member.

Candidate’s names should be submitted to the Executive Committee for follow-up per the recruiting process.
Orientation 

New Member Orientation

The key to an effective board is that members have a clear understanding of organizational history, goals, and expectations of their position.  

New Board Members will receive an updated Board Manual when attending Board Meetings. This manual will be updated routinely and include a list of board members, the current Governance Calendar, By-laws and Hopa Mountain policies, a brief history of the organization, current strategic plan, and a minimum of 6-months of minutes and financials, an organizational chart with staff names, calendar of board meetings, and any other program /promotional material.


Board Orientation will be designed to help Board members learn about Hopa Mountain’s mission, history, strengths, opportunities, and challenges that will enable them to understand and internalize the values and vision of the organization.  In addition, new board members will sign a Board Commitment Form that outlines the responsibilities that the board member has agreed to and a Conflict of Interest disclosure.

Ongoing Board Training

Board training is an ongoing process.  Staggered terms, the changing environment, and the amount of knowledge to be learned all make board education a critical component for efficient governance.  Hopa Mountain will strive to conduct a minimum of one training session per year in order to enhance understanding of how to effectively govern a nonprofit organization.

Board Officer Job Descriptions

Terms and Elections:

Board Officers are elected per Board Governance Calendar and terms are for one year.  

Succession:

The Vice President or ranking Vice President designated by the Board shall normally accede to the office of Board President upon the completion of the Board President’s term of office.
President of the Board

Hopa Mountain:


1. Assures that the Board fulfills its responsibilities for governance of Hopa Mountain Organization.     

2. Hopa Mountain Board collaborates with the Executive Director in building a productive relationship between the Board and management, assuring that the organization’s vision, mission and core values are met.

Responsibilities:
1. Chairs and facilitates the meetings of the Board.  Works with the Executive Committee in establishing the meeting agendas.                                                               

2. Assures that the Board works on matters of governance that relate to the Board’s responsibilities.

3. Serves, with the Executive Director, as a primary spokesperson for the organization.

4. Acts as the representative of the Board, not as the individual supervisor of the Executive Director.  

5. Reflects to the Board any concerns the Executive Director has about the Hopa Mountain or direction of the Board, and reflects to the Executive Director concerns of the Board and/or membership.

6. Signs contracts or other instruments pertaining to the business of corporation, except when the authority to do so has been delegated to another officer of the Board or the Executive Director.

Qualifications:

1. Served on the Board for a minimum of one year, unless otherwise determined by the Board.

2. Knowledge and understanding about what makes similar organizations successful.

3. Demonstrated capacity to meet the responsibilities described above. 

Vice President 

Hopa Mountain:

1. Takes the place of the President when the President is not able to carry out his or her responsibilities.

2. Collaborates with the Executive Director in building a productive relationship between the Board and management, assuring that the organization’s vision, mission and core values are met.

Responsibilities:

1. Chairs and facilitates Board meetings when the President is not present.

2. Knowledgeable about roles and responsibilities of the President and be prepared to serve as President if the President is not available to carry them out.

3. Serves on the Executive Committee.

4. Lead and facilitate the Board Development Committee.

Qualifications:

1. Has served on the Board for a minimum of one year, unless otherwise determined by the Board.

2. Knowledge and understanding about what makes similar organizations successful.

3. Demonstrated capacity to meet the responsibilities described above. 

Treasurer

Hopa Mountain:

1. Serves as the principal financial officer of the organization.

2. Assures that the vision, mission and core values of the organization are met through the strategic plan, operational plan and associated budgets.

3. Manages the process of periodic and regular review of the organizations fiscal affairs by the Board.

4. Assures that all fiscal records of the organization are accurate, timely, and secure.

Responsibilities:

1. Acts as primary Board contact with the fiscal agent until the responsibilities of the   fiscal agent are transferred to Hopa Mountain.

2. Ensures that quarterly financial reports, at a minimum, are available to the Board in a timely manner unless otherwise specified by the Board.

3. Reports to the Board on key financial events and trends, and on the fiscal health of the organization. 

4. Provides Board oversight for generally accepted accounting practices and fiscal audits and reviews.

5. Partners with the Executive Director who oversees the development and monitoring the annual organizational budget. 

6. Acts as a signer of all financial instruments as required by law.

7. Serves on the Executive Committee.

8. Assures that long term financial planning is in alignment with the strategic plan.

Qualifications:

1. Has served on the Board for minimum of one year, unless otherwise determined by the Board.

2. Demonstrated capacity to meet the responsibilities described above. 

3. Knowledge of basic accounting principles and internal control requirements.

4. Ability to analyze and interpret financial statements and budgets.

Secretary

Hopa Mountain:


1. Assures that accurate and complete records of Board decisions, policies and transactions are maintained by the organization

2. Collaborates with the Executive Director in building the relationship between the Board and management, assuring that the organization’s vision, mission and core values are met.

Responsibilities:

1. Assures that a full and accurate record of Board policies and Board decisions is kept at the registered location.

2. Assures that any legal filings are complete and timely.

3. Reviews Board minutes for accuracy prior to approval.

4. Signs Board minutes, contracts or other instruments pertaining to the business of corporation, as required by Board policy or by-laws.

5. Serves on the Executive Committee.

6. Develop and maintain a record retention and retrieval policy.

Qualifications:

1. Has served on the Board for a minimum of one year, unless otherwise determined by the Board.

2. Familiarity with the legal requirements for Board records and other records pertaining to the business of the corporation.

Compensation of Board Members

Board members shall serve without compensation. Board members shall be allowed reasonable reimbursement of expenses incurred in the performance of their duties, including attendance at board-authorized meetings and conferences.

Board Member Expense Reimbursement

Board Members will be reimbursed for expenses in the transaction of authorized Hopa Mountain Organization business if they have prior approval of the President and Treasurer.  

See Part IV – Reimbursements, of this document for more information.

Authorized Business

Board members will be reimbursed for expenses incurred attending Hopa Mountain Organization’s regularly scheduled and special board meetings were a quorum is required to conduct organizational business.  

Board Members may be reimbursed expenses when attending organizational functions that require representatives of Hopa Mountain and approved by the Board of Directors or Chair and Treasurer.

Individual Board Members may have travel reimbursement under the following conditions:

1. A travel expense form is approved by the Treasurer and is submitted within 30 days of completion of travel.

2. A short presentation is made at the next board meeting to share the experience and learning with the rest of the board.

Board Self-Assessment

The Board of Hopa Mountain will conduct a self-assessment every year at a time determined by the Board Governance Calendar.

Part III: Executive Director Oversight

Executive Director Job Description

The Board will develop the Executive Director’s job description and assure that it is updated on regularly.  This process will be the responsibility of the ED and will be part of his/her annual evaluation.

Planning and Goal Setting 

The Executive Director will be an integral part of the long and short term planning process. The Executive Director is expected to be present and participate in all planning meetings with the Board unless specifically asked otherwise.  

The ED’s main function is to assure that the strategic and operational plans are successfully carried out.  Therefore the ED’s goals and evaluation will be tied directly to the accomplishment of the Annual Operational Plan.

Reporting

The Executive Director will make monthly written reports to the Board of Directors.  Reporting should be linked to the operational plan and be included with the Board meeting notebook.
Evaluation

The Board of Directors will review the performance of the Executive Director at least annually.  The steps in the review process will coincide with the Board Governance Calendar and include an ED self-evaluation as well as input from the full board.

The actual evaluation process will be implemented through a Personnel Task Force of the Executive Committee.  This task force will be comprised of the Past and Current President. The Chair of the Committee will be the Past Board Chairman.

If Board Member has any concern about the Executive Director’s performance at any time during the year, he or she should raise this concern directly with President of the Board of Directors as soon as possible.

Records

Executive Director’s personnel records should be keep in the Hopa Mountain Personnel Files and a separate copy of records kept with the Finance Manager.

Executive Director Compensation

It is the intent of Hopa Mountain to compensate its Executive Director in accord with prevailing wage standards for comparable positions and levels of responsibilities.

The Board will review the ED’s compensation package on an annual basis and make adjustments according to performance and prevailing economic conditions.

Part IV: Finance and Investments

Fiscal Year

The Fiscal Year for Hopa Mountain Organization (Hopa Mountain) shall be a calendar year (January 1 – December 31).

Strategic/Operational Planning

Hopa Mountain will review and update a strategic plan on an annual basis.
The Executive Director and staff will develop work plans that outline how the annual strategic objectives will be accomplished.

The work plans will also identify resources needed to accomplish these objectives.  
The work plans will be integrated into the budgeting process.

Fundraising Plan Development

A Fundraising Plan will be established annually and approved by the Board as part of the Budgeting process.
Budgeting

The Board of Hopa Mountain shall approve an annual operating budget that will project income and expenses to support programs and services. The board will approve the annual budget prior to the start of the fiscal/calendar year.  Additional accounting policies are outlined in Hopa Mountain’s Accounting Policies and Procedures Manual.

Spending requests made after the budget has been approved must be submitted to the Board. The full board then votes on the request.  
The Board authorizes the Executive Director to manage the organization in accordance with the approved annual operating budget. Programmatic or operational changes that may have a significant impact on the annual budget shall be reviewed by the Treasurer and their recommendation will be reported to the Board.  The full Board then votes on the request.

Anticipated capital acquisitions shall be included in the normal budgetary process, and when necessary, as part of the separate capital acquisitions budget. The annual budget shall include purchase requests for all new and replacement acquisitions.
Capital Expenditures

Capital assets are defined as items that will not wear out or completely deteriorate in twelve (12) months. Items that are consumed, used-up, habitually lost or worn-out within one year do not have to be capitalized. For approval purposes, all major purchases (those over the capitalization thresholds listed below) must have the approval of the Executive Director with concurrence by the Board. Equipment purchases can be made only when they are consistent with grants & contract policies. The Executive Director must approve the disposal of any capital asset owned by Hopa Mountain with concurrence from the Board.

Capital assets will be recorded at historical costs or estimated historical costs of the capital assets on hand (including any incidental costs such as shipping, site preparation, etc.) Future asset acquisition will be valued at the acquisition cost for purchased items, and donated items will be capitalized at fair market value on the date of donation. 

Capitalization thresholds (assets whose dollar value is above these thresholds will be added to the capital asset accounts) and estimated useful life of capital assets are as follows:

	Asset
	Capitalization Thresholds
	Useful life

	Buildings and improvements
	$5,000
	20 to 40

	Furniture and Equipment
	$2,500
	5

	Vehicles
	$5,000
	5


Depreciation shall be based on the straight-line method over estimated useful life.

Purchasing

Authority to purchase goods or services using or to obligate Hopa Mountain funds for the purchase of goods or services, or otherwise, shall be limited to the Executive Director and Business Manager or such other administrators designated by the Board of Directors (“Board”).  A signed purchase order must accompany purchases where accounts are not in place. Hopa Mountain is not responsible for financial obligations made by an employee without proper authorization.

Any equipment with an estimated value of $5,000 or more shall be purchased through competitive bidding or comparative pricing by at least three vendors whenever possible. Comparative pricing or competitive bidding should also be used periodically for regularly purchased materials, supplies, services, and insurance. 

No employee, officer or agent shall participate in the selection, award, or administration of a contract if a real or apparent conflict of interest would be involved.  Such a conflict would arise when the employee, officer, or agent, any member of his or her immediate family, his or her partner, or an organization or entity which employs or is about to employ any of the parties indicated herein or in which any of such persons is an owner, shareholder, officer, director, partner, or member, has a financial or other interest in the firm selected for an award.

All procurement transactions shall be conducted in a manner to provide, to the maximum extent practical, open and free competition.  Hopa Mountain shall be alert to organizational conflicts of interest as well as noncompetitive practices among contractors that may restrict or eliminate competition or otherwise restrain trade.  Awards shall be made to the bidder whose bid or offer is responsive to the needs of the organization and is most advantageous to Hopa Mountain, price, quality and other factors considered.

Executive Authority

The Executive Director shall have the authority to make purchases that are part of the approved annual budget without additional approval from the Board. Such acquisitions shall be reported to the Board at their next regular meeting.

Finance and Accounting Policies and Procedures

The Board of Directors has a responsibility to assure compliance with both federal and state financial management laws and regulations and to provide oversight of the organizations funds.  In order to accomplish this, the Executive Director is authorized to create and maintain a Finance and Accounting Policy and Procedures Manual.  The Manual should ensure that the policies and process are in place to effectively and legally manage revenue and donor funds.  

The Manual should address at a minimum:  Division of Duties, Check and Cash Handling, Reconciliations, Purchases, Fixed Asset Management, Equipment and Inventory, Payroll, Financial Reporting, Grant Compliance, Reimbursements, Travel, Investments, and Unrelated Business Tax. 

The Executive Director is encouraged to seek professional and/or legal review of accounting and financial resource policies and procedures before presentation to the Finance Committee for review and input.  The full Board approves the Finance and Accounting Policy and Procedures Manual.
Financial Controls

1. The Treasurer, and/or Executive Director are authorized to sign checks. 

2. The Treasurer has oversight of all expenditures and the Executive Director reports to the Board Treasurer and the Board on a quarterly basis.

3. The Executive Director will maintain the checking and investment accounts of Hopa Mountain, and the Executive Director and Treasurer will ensure that accurate and concise financials are submitted to the Board at each quarterly Board Meeting.

4. A Finance Manager will handle daily financial transactions and monthly financial statements.  All materials will be kept on file and submitted to a CPA to complete yearly taxes for the organization within IRS timelines.

Investments

Hopa Mountain shall invest any distributions that it receives that are not required for immediate operations in interest-bearing accounts of one or more chartered financial institutions insured by the Federal Deposit Insurance Corporation, or in obligations issued by the United States of America, or in Certificates of Deposit issued by chartered federal or state financial institutions having a capital surplus of at least $100 million.  Revenue earned on such deposits shall be used by Hopa Mountain for the purposes of fulfilling the requirements of the organization.

The executive director shall invest Hopa Mountain’s short-term funds in such a way as to maximize return while protecting principal and will follow the guidelines listed below.

1. The Board will review investment status and future opportunities that need to be considered annually during the budgeting process.

2. When held in commercial bank, investment of Hopa Mountain funds should not exceed $250,000 in any one institution for federal insurance purposes, unless approved by the board.

3. Accounts such as interest-bearing checking accounts, money market accounts, certificates of deposit, investment-grade commercial paper, and government securities are to be the primary investments. Investing in any other type of investment vehicle requires prior approval by the Board.

4. Investments should be limited in term. The Board must approve any investments with a term longer than 3 years.

5. A current list of financial institutions approved as depositories for investment will be kept on file and updated regularly by the Finance Manager. This list includes commercial banks, savings and loans, insurance companies, and brokerage houses insured by the Securities Protection Investment Corporation.

6. Within guidelines, maximum interest rates shall be sought, with the maturity of the investments governed by expected cash needs.

7. All securities are to be written in the name of Hopa Mountain.

8. The Executive Director will be responsible for the maintenance and reporting of all investments to the finance committee and the board.

Donated securities

It is the policy of Hopa Mountain to accept securities donated by individual donors. For donor convenience, Hopa Mountain has accounts with several financial institutions for accepting and selling donated securities.  All security donations should be made to Hopa Mountain's investment account, then immediately sold. The funds are deposited to the money market account of that broker.   
Financial Audits

In order to ensure financial accountability, Hopa Mountain will have its financial statements audited by an independent auditing firm on an annual basis. The selection of the firm to conduct the audit will be approved by the Board. The auditor’s report, management letter, and IRS Form 990 will be presented to the Board for approval. A copy of the audited statement will be distributed to the full Board and the Executive Director. The audited financial statements will also be made available to anyone else who requests them.

IRS Form 990 and 990-PF

The Executive Director shall ensure that tax payments and other government-ordered payments or filings are filed in a timely and accurate manner.

The Executive Director shall sign and certify that the IRS Form 990 is accurate and complete.

The Treasurer shall review and approve the IRS Form 990 annual tax filing prior to submission, and the Full Board shall receive a copy of the IRS Form 990 within 30 days of its submission.

Consistent with the requirements of 6104(d) of the Internal Revenue Code and the regulations, copies of the organization’s Form 990 shall be made available, upon request, in a timely manner, and to any individuals who request it.

Risk Management

Insurance

Hopa Mountain will purchase necessary policies to insure the organization against risk. Types of insurance to be purchased will include:

1. Insurance against employee theft and dishonesty

2. Indemnification

3. General liability (personal and property damage and punitive damage)

4. Nonprofit Officers’ and Directors’ Liability (also known as association professional liability)

5. Workers’ Compensation

Part V:  Reimbursement

Expenses

Board Travel

Board Members will be reimbursed for expenses in the transaction of authorized Hopa Mountain business if they have prior approval of the Treasurer.  

Employees

Employees will be reimbursed for expenses in the transaction of authorized Hopa Mountain business with prior approval of the Executive Director or an employee authorized by the Executive Director to carry out such authorization.

Reporting

Anyone who travels on behalf of Hopa Mountain will be required to submit a “TRAVEL JUSTIFICATION FORM” to the business office, within 30 working days upon completion of the travel for reimbursement and auditing purposes. The report should include the dates of the travel, the destination, the nature of the business, and receipts for travel advance. 

Future travel will not be authorized until outstanding Trip Reports has been received by the Finance Manager.  

Travel Arrangements

Board Travel

The Board of Directors will have their travel arrangements made through the central office for the rooms and mode of transportation if necessary (air travel, train travel). Rooms and the mode of transportation will be paid for by the company credit card. 

Board Members will be given a per diem at the state rate for meetings they attend. The per diem will be per days of the meeting plus mileage. The mileage will be Montana state rate as posted at the time of travel. 

Employees

Since certain Hopa Mountain business is with individuals or organizations out of the immediate vicinity of Hopa Mountain’s principal offices and place of business, travel may be essential for its fulfillment.  Individuals traveling on behalf of the Hopa Mountain must always be aware of the need for efficiency and economy in travel.  Hopa Mountain uses the regulations contained in Montana Code Annotated (MCA) Title 2, Chapter 18, Part 5 – Travel, Meals and Lodging, as a guide for all organizational travel.  

In-state and out-of-state travel requires approval from the Executive Director or employee authorized by the Executive Director.   

Travel Reimbursement – Both Board & Staff

Lodging and per diem will be reimbursed based upon the schedule of the function the employee/board member is attending. Sufficient time will be allowed for getting to and from the function.  Additional lodging and per diem will be the responsibility of the traveler.

For out-of-state travel, appropriate arrangements should be made to accommodate the purpose of travel:

Airplane: Staff should make flight arrangements based upon the schedule of the function being attended. If arrival is earlier than the scheduled time of the function or a longer stay is desired, per diem will not be allowed for that time. Car rental is allowable if necessary, but will not be reimbursed for additional days.

Train: Staff should make train arrangements based upon the schedule of the function the employee/board member is attending. If arrival is earlier than the scheduled time of the function or a longer stay is desired, per diem will not be allowed for that time. 

Car: rental is allowable for the purposes described in the grants.

Trip Reports and Penalties

Anyone who travels on behalf of Hopa Mountain will be required to submit a “TRAVEL JUSTIFICATION FORM” to the business office, within 30 working days upon completion of the travel for auditing purposes. The report should include the dates of the travel, the destination, the nature of the business, and receipts for travel advance. 

Travel Advances

Travel advances may be made to either board members or employees if circumstances necessitate such action.

Part VI: Equipment & Inventory

Equipment

Equipment owned by Hopa Mountain shall be used for Hopa Mountain business only.  It is the responsibility of Hopa Mountain staff to ensure for maximum use of all equipment by providing for proper maintenance and following guidelines within equipment warranties and suggested use.

Inventory

Hopa Mountain shall maintain a current and updated inventory of all equipment for insurance purposes covering items with a value of $1000 or more.  The inventory shall include the following:

· Description of item

· Location

· Serial number and /or model number

· Date of purchase

· Purchase price

· Warranty information

Part VII: Fundraising

Registration for Fundraising 
Hopa Mountain complies with all state and federal laws regarding registration of fundraising activities.
Fundraising Plan Development

A Fundraising Plan will be established each year and approved by the Board as part of the budget approval process. 

Any individual or group wishing to do a fundraising event must submit their idea and plan in writing two months before plan development begins.

The fundraising program should be staffed and funded at a level consistent with fundraising expectations.
Donor Relations

Donors’ wishes will be considered to the extent possible, as long as their intended use of funds is in keeping with the purpose of Hopa Mountain and with the policies and priorities of the organization as expressed in the operational plan. Hopa Mountain will not accept a gift for which it is incapable of honoring donor intent.

Quid Pro Quo Contributions
Hopa Mountain informs contributors in writing of a good faith estimate of the nondeductible portion of any quid pro quo contributions made for any fundraising activity of the organization if the contribution exceeds $75 individually.
Acknowledgment

All gifts, regardless of value, form, or stipulations, shall be acknowledged by Hopa Mountain in the form of a written substantiation, including a gift receipt.

Public Notice

 Hopa Mountain will respect a donor’s wish to remain anonymous.

Confidentiality

The fund development unit shall maintain confidentiality concerning all correspondence regarding contributions, gift records, prospect cards, and other data on donors, and will ensure that this donor information is used on a need-to-know-basis only for the support of fund development for Hopa Mountain.

Gift Acceptance

Hopa Mountain actively solicits gifts and grants to further the mission of the organization. There is a potential that the acceptance of certain gifts could compromise the ability of the organization to accomplish its goals or could jeopardize its tax-exempt status. Hence, the following gift acceptance policy applies:

1. The Executive Director of Hopa Mountain and the Board have the authority to solicit and/or accept gifts on behalf of Hopa Mountain.

2. Hopa Mountain’s responsibility is to productively pursue gifts that will further the organization’s mission, goals, and objectives. The primary consideration in the pursuit of gifts is how they can benefit the organization in the most ethical and unencumbered manner. To that end, the following caveats must be considered:

a. Core Values. Is the gift one that is consistent with the organization’s standards, principles, and core values?

b. Compatibility of Cause. Will the gift unnecessarily challenge the organization’s ability to further its mission, goals, or objectives?

c. Public Relations. Does the acceptance of the gift present the organization in an unfavorable light? Does it appear that there may exist a conflict of interest between the donor and the organization?

d. Motivation. Is there clear charitable intent and a commitment to the organization?

e. Consistency. Will the acceptance of the gift be compatible and in agreement with other fundraising activities or gifts of the organization?

f. Credibility. Are the circumstances surrounding the donor and the gift believable?

g. Organizational Stability. If controversy develops, will it be significant enough to weaken the structure of the organization?

h. Form of Gift. Will the nature of the in-kind contribution create problems, such as in advertising or sponsorship?

i. Source of Gift. Who is the donor? Is the gift from an individual or a corporation? Does the donor represent a perceived conflict of interest, or might the donor’s objectives not fit with the mission of the organization?

Sponsorships and Endorsements

Hopa Mountain will not solicit or accept gifts from individuals or entities whose practices, policies, or operations are deemed unacceptable and contrary to the values implicit in its mission.

Hopa Mountain will not promote corporate products without approval by the Board.

Board Member and Fundraising

Nonprofit organizations rely on donations for their income.  As organizational leaders Board Members have the responsibility of setting an example for giving and creating a culture that supports generosity of finances.  To achieve this, it is the policy of this organization for all board members to give an annual financial gift at a level that is reflective of their circumstances and other commitments.  Personal gift amounts are confidential.

In addition to personal giving; Board members are expected to volunteer, as their time and skills permit, to the implementation of the annual Fundraising Plan.

Event Record Keeping

Records of expenditures and revenues shall be kept for all fundraising activities. 

In-Kind Donations

Hopa Mountain accepts equipment that can be of use or can be quickly sold.  This includes office furnishings, vehicles, fixtures, and other operational equipment. 

The donee must supply an appraisal for equipment or goods contributed over $5,000.  If the value appears unreasonable Hopa Mountain retains the right to adjust the value for its accounting purposes.

In-kind donations are to be used exclusively for the organization and are not to be used by board members, volunteers or employees. 

Part VIII: Personnel

The Board of Directors has a responsibility to assure compliance with both federal and state human resource and labor relations laws and regulations.  These include the following:

1.  Age Discrimination in Employment Act (ADEA)

2. American with Disabilities Act (ADA)

3. Consumer Protection Act (CPA)

4. Consolidated Ominibus budget Reconciliation Act (COBRA)

5. Equal Opportunity Employer (EEO)

6. Employee Retirement Income Security Act (ERISA)

7. Fair Labor Standards Act (FLSA)

8. Family and Medical Leave Act (FMLA)

9. Immigration Reform and Control Act (IRCA)

10. Occupational Safety and Health Act (OSHA)

11. Uniformed Services Employment and Reemployment Rights Act (USERRA)

In order to accomplish this, the Executive Director is authorized to create and maintain an Employee/Personnel Handbook. The Handbook should ensure that the rights of the employees to equitable and humane treatment are not impaired and a grievance procedure is established through which employee complaints will be resolved.

The Executive Director is encouraged to seek professional and/or legal review of human resource policies and procedures before publication.

All new employees must read the Employee Handbook before they commence work and sign a document stating that they have read and understood the material contain within.  

Employees are required to review the Employee Handbook annually and re-sign a statement confirming this action.  All paperwork should be kept in the employee’s personnel file.
Responsibility for Human Resources

In relating to staff, the Board shall not fail to:

1. Establish human resource policies and to acquaint staff with the organization’s personnel procedures. 

2. Seek gender, ethnic, and age diversity in the composition of staff consistent with the organization’s staffing requirements.

3. Ensure that the rights of the employees to equitable and humane treatment are not impaired and establish procedures through which employee complaints will be resolved.

4. Develop a plan for periodic and systematic review of employee performance and of compensation and benefits package for Hopa Mountain employees.
5. Establish management policies and procedures that protect the rights of the employees and of the organization.
6. Initiate appropriate intervention or advocacy on behalf of any employee or agent of Hopa Mountain who in the course of duty is unlawfully detained, subjected to physical harm, or otherwise placed in jeopardy.
Equal Employment Opportunity

Hopa Mountain is an equal opportunity employer committed to principles of the broadest form of diversity. We therefore:

1. Value, champion, and embrace diversity in all aspects of Hopa Mountain activities and respect others without regard to race, color, creed, age, sex (including pregnancy, childbirth, or related medical condition), national origin, religion, marital status, veteran or military status, disability, sexual orientation, personal appearance, family responsibility, or political affiliation.

2. Support affirmative action to the extent permitted by law and equal opportunity programs.

3. Refuse to engage in any form of discrimination or harassment by stakeholders or vendors.

Nepotism

Board members and their immediate family members (as defined below) will be excluded from consideration for employment by the organization.

Employees shall not hold a position with the organization while they or members of their immediate family (as defined below) serve on the board or any committee of the board.

Employees may not hold a job over which a member of their immediate family exercises supervisory authority. For purposes of this policy, “immediate family” includes the following: husband, wife, son, son-in-law, daughter, daughter-in-law, father, father-in-law, mother, mother-in-law, brother, brother-in-law, sister, sister-in-law, grandparent, and grandchild.

Sexual Harassment

Hopa Mountain is committed to providing a work environment that is free of unlawful discrimination. In keeping with this objective, Hopa Mountain maintains a strict policy prohibiting unlawful harassment, including harassment based on any of the following categories: race, color, religion, sex, pregnancy, disability, national origin, ethnicity or ancestry, age, or any other protected category.

In particular, sexual harassment is defined as any unwelcome conduct that would not have occurred but for the employee’s gender, including but not limited to sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature that 1) has been made either explicitly or implicitly as a term or condition of an individual’s employment or 2) is used as a basis for employment decisions such as promotions and benefits affecting such individual and other offensive behavior directed toward an employee because of or on account of his or her gender, which substantially interferes with an individual’s work performance or creates an intimidating, hostile, or offensive work environment.

In addition to sexual harassment, Hopa Mountain also prohibits all forms of harassment on any basis prohibited by discrimination laws, such as race, religion, ethnicity, age, and disability. While it is not easy to define precisely what harassment is, it certainly includes slurs, epithets, threats, derogatory comments, unwelcome jokes, teasing, and other similar verbal, written, or physical conduct.

Any employee who believes he or she has been or is being harassed by a coworker, supervisor, or agent of Hopa Mountain should immediately report the facts of the incident(s) and names of the individuals involved to his or her supervisor or, in the alternative, to the human resources office, the chief executive, the board president, or executive committee chair. Employees who report harassment, in good faith, should not fear any reprisal (also, refer to whistleblower policy). All employees should also immediately report any incidents of harassment they witness to a management representative.

After a report of harassment is received, an investigation by management will be undertaken promptly. Any supervisor, agent, or other employee who has been found by Hopa Mountain, after investigation, to have harassed another employee in violation of this policy will be subject to discipline that may range from a warning up to, and including, termination.

Complaints

If an employee has a problem or complaint regarding any aspect of employment with Hopa Mountain, the matter should first be discussed with the Executive Director.

If the issue is not resolved through discussion, the employee should submit a formal written submission to the Executive Committee. Every attempt will be made to resolve the issue by the employee at this level.

After thirty (30) days, if the matter is still unresolved, it may be subject to review by the board.  The board’s decision, or that of the board chair if the board elects not to review the matter, will be final, and will not be subject to further review or appeal within Hopa Mountain.

Performance Review

Hopa Mountain will establish an ongoing evaluation process in writing that gives employees feedback on their work effectiveness. This process should tie employees’ performance directly to the accomplishment of the annual strategic objectives set by the Board of Directors. 

Confidentiality of Wages and Consultant Agreements

It is the policy of Hopa Mountain to treat compensation as confidential information, and employees are prohibited from discussing wage and salary information accordingly. Violations of this policy may subject the employee to disciplinary action.

Independent Contractors

It is the policy of Hopa Mountain to maintain information on each individual it has classified as an independent contractor and to whom it has issued a Form 1099. 

This information will include, but will not be limited to:

Montana Independent Contractors:  Independent Contractors in the State of Montana will be required to submit a copy of their Letter of Exemption.

Individuals qualifying as independent contractors will sign an Independent Contractor Agreement and will be issued IRS Form 1099 if compensation is $1,000 or more.  

Vendors

An IRS Form 1099 for vendors receiving $600 or more from the organization will be issued.
Part IX: Communications

Media Relations

To ensure the quality and consistency of information disseminated to media sources, the following policy shall be enforced:

1. All media inquiries are to be handled by the Executive Director and/or the President regardless of who the media representative is, whom he or she represents, or how innocuous the request.
2. All press releases or other promotional materials are to be approved by the Executive Director prior to dissemination.
Failure to comply with the Hopa Mountain’s media policy shall be grounds for disciplinary action.

Crisis Communication

Hopa Mountain is committed to taking a preemptive approach to public relations crises, using disclosure whenever possible as the preferred strategy for preventing or minimizing public relations crises.

No one is authorized to speak to the news media in a crisis without clearance from the Executive Director and/or President.

The Executive Committee will be responsible for developing a crisis communication strategy if the need arises.

Crisis Prevention

The Executive Director will maintain regular contact with the Board and staff, advising the both when internal issues or developments appear likely to lead to public relations problems.

Crisis Response

When crises erupt, the Executive Director and Executive Committee will gather and verify information about the crisis, assess the severity of the crisis, and develop strategies concerning how information is to be released, who should speak for Hopa Mountain, and who is to be notified.

The Executive Committee and Hopa Mountain staff will distribute verified information as quickly as possible to internal and external audiences.

Electronic Media

A web site will be established to provide access to services and information to the general public. The web site will be updated on a regular basis. Information and updates will be posted by the staff.

Lobbying and Political Activity

Lobbying Expenditures

1. Hopa Mountain engages in limited lobbying to advance its mission. It is Hopa Mountain’s policy to adhere strictly to limitations on lobbying expenditures imposed by the Internal Revenue Service. Lobbying expenditures are reported annually to the IRS on Form 990. 

2. To ensure adherence to this policy, lobbying expenditures must be included in the approved Hopa Mountain budget or authorized in advance by the Executive Committee. 

3. Both expenditures and staff time must be charged to a lobbying project code, which will indicate whether the lobbying is “direct” or “grass-roots.” 


a.  Direct lobbying involves communications that:



Are directed towards government officials;



Refer to specific legislation; and



State or strongly imply a position on it. 


b.  Grass-roots lobbying involves communications that



Are directed to segments of the general public;



Refer to specific legislation;



State or strongly imply a position on the legislation; and 



Encourage the recipient of the communication to contact government 


officials with respect to the specific legislation. 

Lobbying with Hopa Mountain Funds 

1. In general, foundation grant funds may not be used for lobbying. 

2. When designing a project that will include funding from a foundation, any lobbying must be paid for out of general funds or other non–foundation funds that can be used for lobbying. 

Lobbying with Government Funds 

Hopa Mountain is prohibited from using any government funds for lobbying, including using government funds to hire consultants or make grants that involve lobbying. 

In addition to reporting lobbying expenses annually to the IRS, Hopa Mountain is required to report to Congress yearly on lobbying activities that involve trying to influence U.S. federal programs, policies, and practices through communications with congressional employees and certain high-ranking agency employees. 

Communication Between Board and Staff

When communication channels are not clearly defined and understood by all parties the

resulting confusion can, and often does, lead to negativity, decreased productivity, and a

host of other problems.  To lessen the chance that this situation will occur, the following

are policies outlining communication channels between staff and Board members.  

1. Formal channels of communication between the staff and board include written minutes of meetings and the executive director’s regular reports to the board.  

2. Only the Executive Director or a delegated person shall make directives to staff.

3. Any complaints shall be expressed only through the Executive Director.

4. Staff members (other than the Executive Director) must not deal with Directors on     sensitive matters without permission from the Executive Director.  

5. Should any problems develop between the staff and the Board, these matters should be addressed to the Executive Director.  

6. If a staff member has a complaint or grievance, it is expected that it will be discussed directly with the Executive Director.  If a staff member makes a complaint to a Board Director, the Board Director should not react, but instruct the staff member that the ED should be consulted about the grievance.  The board members should then follow-up with the ED and let him/her know of the situation.  

7. The ED has not acted to the satisfaction of a staff member, the staff member may follow the Grievance Procedure as outline in the Employee Handbook.  Problems involving staff will be handled in accordance with Personnel Policies.  

8. If a Director strongly desires to take action which varies from exiting procedures, he/she should address that opinion directly to the President, who will take it under advisement. Only the President may interpret Board decisions to the Executive Director.  

9. In the unusual case that the Executive Director disputes the President’s interpretation of a Board decision, the matter will be referred to the Executive Committee for definitive interpretation.

Part X: Committee Charters

Effective Committees

To ensure that committees help the board do its work better it will be policy to:

1. Assess the effectiveness of the present committee structure each year during strategic

planning and eliminate any unnecessary committees.

2. Use task forces that report to staff were appropriate to assist in the implementation of

the annual plans.

3. Update committee job descriptions each year during strategic planning.  

4. Require that each Board Member serves on a minimum of one committee.

5. Set committee meeting schedules well in advance.

6. Assure that meeting actions are documented through minutes that are reported at

each board meeting in written form. 

Executive Committee

A. Purposes.  

1. The Executive Committee is delegated authority to Act for the Board in fulfilling

the Board’s fiduciary duties by engaging in the activities identified in this Charter and by acting for the Board between meetings of the Board to the extent allowed by law, within the limits established in this Charter and the Bylaws.

B. Chair.  The President of the Board shall be Chair of the Executive Committee.

C. Membership.  Membership on the Executive Committee shall consist of the Board

Officers of Hopa Mountain and the immediate past Board President, if still a director,

plus any other directors or officers appointed by the Board.  

D. Ex Officio Member.  The Executive Director shall be an ex officio member without

vote, invited to attend meetings of the Executive Committee unless requested not to

attend by the person acting as Chair. 

E.  Meetings and Procedures.

1. The Committee shall hold meetings at the call of the Committee chair, Executive

      Director, or any two members.  

2. The Committee shall maintain minutes of its meetings and provide them to the

full Board at regularly scheduled meetings.  

3. A simple majority of the voting members of the Executive Committee shall

constitute a quorum of that committee.

F. Powers.  

1. The Executive Committee may act for the Board between meetings; provided, however, that it may not do the following:  

a. Amending, altering or repealing the by-laws;

b. Electing, appointing or removing any member of the Executive Committee or 
any other director;

c. Amending the articles of incorporation;

d. Adopting a plan of merger or consideration of Hopa Mountain with another corporation;

e. Authorizing the sale, lease, exchange or mortgage of all or substantially all of 
the property and assets of Hopa Mountain;

f. Authorizing the voluntary dissolution of Hopa Mountain or revoking proceedings therefore;

g. Adopting a plan of distribution of the assets of Hopa Mountain; 

h. Amending, altering or repealing any resolution of the board of directors which 
by its terms provides that it shall not be amended, altered or repealed by the 
Executive Committee.

i. Adding or eliminating programs previously authorized by the Board; 

j. permanently relocate the main office.  

2. Investigate Conflict of Interest Transactions.  The Executive Committee shall conduct investigations into potential conflicts of interest and make recommendations to the full Board, in accordance with the Board’s Conflict of Interest policy.  

3. Executive Oversight.  Subject to limitations on its authority established by the

Board, these Bylaws, or law, the Executive Committee shall oversee the performance of the Executive Director and make recommendations to the Board on reasonable executive compensation.  These include:

a. Create, implement, and oversee the hiring and evaluation process for the 
Executive Director;

b. Conduct an annual performance review of the executive director and establish 
compensation based on recommendations of the board;

c. Assure that management succession is properly planned.

4. Personnel Matters.  The Executive Committee shall oversee hiring and firing decisions by the Executive Director and to establish policy for all aspects of human resource management of the organization.  This includes:

a. Review job descriptions, salary ranges, and benefit program on an annual 
bases;

b. Review policy as it pertains to human resource management and safety, including but not limited to the: Employee Handbook; Risk and Safety Manual; Accounting Policies and Procedures Manual employee benefits and the employee evaluation process on an annual bases; 

c. The Executive Committee shall not have powers to supervise, hire or fire, 
evaluate or direct the staff of the organization.

G. Report to Board.  Any action taken by the Executive Committee between meetings of the Board shall be reported, in writing, to the Board at the next meeting.  The Board may reconsider any action by the executive committee, and take action thereon, provided that no such reconsideration shall adversely affect the rights of third parties who have acted in reliance on action of the executive committee taken in accordance with the authority of these bylaws.

Finance Committee

A. Purposes.  

1. This Charter implements the Bylaws of Hopa Mountain with regard to a Finance 

Committee.  

2. The Finance Committee is delegated the authority to act for the Board in fulfilling

the Board’s fiduciary duties by engaging in the activities identified in this Charter and by engaging in other activities assigned to the Committee by the Executive Committee or the Board, within the limits established in this Charter and the Bylaws. 

3. The basic responsibility of the Finance Committee is to oversee the activities of

Hopa Mountain to ensure its fiscal stability and long-term economic health.  Board responsibility for the budget, financial reporting, audits, investments, and financial relationships such as banking shall be addressed by the Finance and Audit Committee.  

B. Chair.  The Treasurer will chair the committee and the Board will appoint additional members at the annual Board Meeting.

C. Membership.  

1.  Except for any ex officio members, Membership on the Finance Committee shall consist of a minimum of two Board members. A director shall be considered “independent” for the purposes of this Committee Charter if he or she:

a.  is not, and has not been for a period of at least three years, an employee of  Hopa Mountain or any entity in which Hopa Mountain has a financial interest;
b. does not directly or indirectly have a significant business relationship with Hopa Mountain which, in the Board’s judgment, might affect independence in 

          

decision making;
c.  is not employed as an executive of another corporation where any of Hopa

        
 Mountain’s executive officers or employees serve on that corporation’s


compensation committee; and does not have an immediate family member who is an executive officer or employee of Hopa Mountain or who, in the Board’s judgment, has a position that has a significant financial relationship with Hopa Mountain.  

2. The members of the Committee shall be able to read and understand basic financial
statements, including a balance sheet, income statement and cash flow statement, and an external audit or financial review report and shall otherwise possess the skills to fulfill the duties established in the Bylaws and this Charter.  The Committee is authorized to provide education to committee members in order to meet the requirements of this section.
D.  Meetings and Procedures
1. The Committee shall hold meetings at the call of the Committee chair, Executive
Director, or any two members.  
2. The Committee shall maintain minutes of its meetings and provide them to the full
Board at regularly scheduled meetings. 
E. Ex Officio Members.  The Executive Director shall be an ex officio member without vote, invited to attend meetings of the Finance and Audit Committee, unless requested not to attend by the person acting as Chair.  

F. Powers.  The duties and responsibilities of the Finance Committee shall include, at a minimum, the following:

1. Auditor or Financial Reviewer.  The Finance Committee shall select an auditor or financial reviewer and assure that the audit or financial review of the Hopa Mountain is conducted by an independent person.  The Committee shall oversee the audit process.  The Executive Director and any other member of management shall not be present during the portion of at least one meeting at which the audit or financial review are discussed with the auditor or financial reviewer.  The committee shall present the results of the audit or financial review and any recommendations to the Board.

2. Internal Controls.  The Board shall approve internal controls consistent with sound financial practices recognized by the accounting industry for organizations of the size of Hopa Mountain, and shall oversee the implementation of sound internal controls by management. 

3. Financial Statements and Records.  The Finance Committee shall oversee preparation and maintenance of the financial records of Hopa Mountain and ensure that appropriate financial statements, including an account of major transactions and the financial condition of Hopa Mountain, are made available to the Board of Directors on a timely basis.

4. Budget.  The Finance Committee shall annually present a balanced budget for approval by the Board of Directors prior to the beginning of the fiscal year and shall monitor performance against the approved budget, developing remedial action recommendations as required. 

5. Oversight of Investments, Grants, and Restricted Funds.  The Committee shall recommend to the Board policies and procedures to make certain that Hopa Mountain manages investments, grants, and restricted funds in accordance with contractual requirements, legally enforceable donor restrictions, accepted accounting practices, and applicable law.  The Committee shall be responsible for overseeing management’s compliance with such board policies and procedures and applicable enforceable obligations of Hopa Mountain. 

6. Financial Policies.  The Finance Committee shall recommend and oversee financial policies and other policies within the scope of its responsibilities under this Charter to the Board.   Any policy within the scope of its authority under this Charter that is approved by the Finance Committee shall go into effect immediately, but shall be presented to the full Board for its information and consideration.

G. Report to Board.  Any action taken by the Executive Committee between meetings of the Board shall be reported, in writing, to the Board at the next meeting.  The board may reconsider any action by the executive committee, and take action thereon, provided that no such reconsideration shall adversely affect the rights of third parties who have acted in reliance on action of the executive committee taken in accordance with the authority of these bylaws.

Part XI: Meetings

Regularly Scheduled Board Meetings

Hopa Mountain Board meetings are annually to be decided by the Chair and Executive Director. 

Minutes

Accuracy of meeting minute content is the responsibility of the Board Secretary.  To this end, the staff person will be charged with completing the minutes and forwarding them to the Secretary for review, revision, and approval before the minutes are distributed to the board. Board minutes will be approved by the board to assure overall accuracy. 

The Secretary is not required to affix his/her signature to the minutes.

Staff Attendance

Hopa Mountain staff persons (with the exception of the ED) are not required or expected to attend board meetings.  However, the ED will designate a staff person(s) to attend all board meetings in order to take minutes of the meeting.  In addition, the ED or Board Chair may invite any staff person to attend a board meeting to report or participate in discussion pertaining to their area of activity.
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