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'SECRETARY OF STATE

CERTIFICATE OF INCORPORATION |

I, Mary Kiffmeyer, Secretary of State of Minnesota,
do cartify that: Articles of Incorporation, duly signed
and acknowledged under ocath, have been filed on thig date
in the Office of the Secretary of State, for the
incorporarion of the following corporation, under and in
accordance with the provisions of the chapter of Minnesota
Statutes ligted below,

This corporation is now legally organized under the
laws of Minnesota.
Corporate Name: National Orxrganization of State QCffices
of Rural Health, Inc.
Corporate Charter Number: 1X-402

Chapter Formed Under: 2317A

This certificate has been iasued on 04/13/2001.
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TO; Nationel Organizatiorn of State Qfflces of Rural Health, Ine,
600 B, Suparisy Strveot, Suite 404
Duluth, MN 33802
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CURRENT INFORMATION ON FILE:

P

. Chareri:  1X-402

2. Corporate Narng:
National Organization of Staks Offices of Rural Health, Inc.

3. Registeted Agent/ Ragismd Offlee Address:

NORE
600 E. Suparior Etraeat, Suite 404
Duluth, MN 53802 ‘

4. Name end Address of the Corporate Bresident:

Frigstina M. Sparks
Name:

Address: 0ffice of Community and Rural Health, p.0, Box 47834

2725 NW Harrison Ave., Suite 300, Olympia, WA 98504-’?334

3. Doesthiscorporation own, leass, or hm ay financial interest in agrieulmural land o iand capable of belng fa:mscw
o Yes ¥ Neo

6. Name and daytime telephone number and/or e-mall address of Gontact persan for the corporation:
Name: Xristina M, Sparks, President Elect (3B0) 70587672 Ext.

E-Mail Address: __ kris, sparks®doh.va,.goy

NOTICE: Failure to file this form by December 31 of this yéar will result in the dissolution of this o mﬁun
without further notice from the Surmly of State, pursuant to Minnesora Statutes, section 3174.823, 1 bdiﬂxion

2, paragraph (b).
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LEADER RESPONSIBILITIES
Policy on Organizational Responsibilities (needs updating)
(revised November 19, 2014)
POLICY

The purpose of this policy is to identify the current organizational responsibilities for all Board and Committee Chairs and members regarding requirements for their leadership role. 

NOSORH ensures the understanding of all Board members and Committee chairs of their role in the organization through consistent application, monitoring, updating and compliance with its bylaws, strategic plan, organizational chart, policies and procedures.

BACKGROUND, "BYLAWS", DEFINITIONS 
Board – The Board of Directors shall consist of two elected representatives from each of the five NOSORH regions, the State Rural Health Association Liaison, the Policy Ex-Officio, the Development Ex-Officio, the SOC Ex-Officio Member, the Communications Ex-Officio and the Executive Committee.  In addition, the President, with the advice and consent of the Board of Directors, may appoint up to five liaison members of the Board of Directors and a Parliamentarian.    

All members of the Board of Directors shall be members of NOSORH at the time of their nomination and election/appointment and during the term of office.  The term of office for the Board of Directors are as follows:

Officers
· President-Elect – elected to serve a 3 year term: one year as President-Elect, one year as President, and one year as Past President. 
· Secretary – one year, limited to 3 consecutive terms
· Treasurer – two years, limited to 3 consecutive terms 

Liaisons

· SRHA Liaison one year, as appointed by President, no term limit

Ex-Officio Members – One year, as appointed by President, no term limit

· SOC Ex-Officio

· Policy Ex-Officio

· Development Ex-Officio

· Educational Exchange Ex-Officio

· Communications Ex-Officio

Regional Representatives – Three year term with a limit of two (2) consecutive terms.

Ex-Officio Member – “The President, with the advice and consent Board of Directors, may appoint up to five ex-officio members of the Board of Directors who will serve without a vote.”  An Ex-Officio Member of the NOSORH Board is appointed based on the need of the Board or for a specialized expertise from among the membership on a policy or programmatic issue on which the Board or a committee is working on and to collaborate with the President or the Committee Chair and the NOSORH Staff in reporting the status of the topic at hand and any recommendations for special action that should be considered by the Board.  If an Ex-Officio member assumes responsibility for chairing an Ad Hoc committee of the NOSORH Board, that member also implements all organizational and reporting duties and responsibilities outlined for Committee Members. 

Committees – The President, with advice and consent of the Board, shall appoint the chair of all committees except the Nominating Committee and Finance Committee.  

NOSORH standing committees do preliminary work on ongoing, long term issues of concern regarding the capacity of the organization.  NOSORH ad hoc committees provide an ongoing focal point for pursuit of particular work which has a specific focus.

The Board of Directors shall establish such ad hoc committees as may be necessary to meet the needs of the membership.  The duties of each committee shall be designated by the Board. 

Each committee shall be chaired by at least one member of the Board of Directors.  The President shall have the authority to appoint a task force to exist until its special duty has been accomplished.  The committee or task force chairs shall be accountable to the Board of Directors for all activities and appointment of NOSORH members to the committee.  

Executive Committee
The Executive Committee shall be a standing committee comprised of the President, Immediate-Past President, President-Elect, Secretary, and Treasurer, and is authorized to act for the Board of Directors between regular meetings as necessary for the conduct of business.  Written minutes of all meetings shall be maintained and circulated to the full Board prior to the next regularly scheduled Board meeting.

The Executive Committee shall be responsible for hiring and evaluating the NOSORH Director.  Procedures for such hiring and evaluation will be submitted by the Executive Committee to the Board for approval.  

Policy Committee
The Policy Committee shall be a standing committee composed of at least five persons and shall include representation from all five (5) NOSORH regions.  The Policy Committee shall be responsible for tracking legislative issues of interest to NOSORH and coordinating legislative communication and educational activities for the organization.  The committee shall report to the membership on its activities at least quarterly.

Nominating Committee
The Nominating Committee shall be a standing committee chaired by the Past-President and comprised of four (4) additional members, at least two (2) of whom are non-Board members.  The committee members shall serve for one (1) year.  The Nominating Committee shall have the responsibility of notifying the membership of the election deadlines, requirements and processes of the elections and soliciting interested candidates for officers and regional representatives.

Awards Committee
The Awards Committee shall be a standing committee responsible for developing awards criteria and presenting them to the Board for approval, prior to implementation.  The committee shall also evaluate and select the awardees and make arrangements for securing appropriate recognition symbols.   

Finance Committee 
The Finance Committee shall be a standing committee responsible for fiduciary oversight of NOSORH including review of an annual budget, financial reporting and ensuring appropriate policies in place for the appropriate financial oversight of the organization.  The Finance Committee is chaired by the NOSORH Treasurer. 

Educational Exchange Committee
The committee shall have the responsibility to support and enhance the opportunities for peer to peer learning and innovation exchange among SORH and is responsible for strategy which supports the education and training of NOSORH members. 

Strategic Planning Committee
The committee shall  be a standing committee and have the responsibility to ensure NOSORH actively engages in meaningful short and long term planning of the organizations business, member and partner services and to support the Board in its evaluation efforts.

2010 AD HOC Committees:

· EMS

· HIT

· FLEX

· Workforce

· Communications

· Development

BOARD MEMBER RESPONSIBILITIES
Board Member Responsibilities – All Members
· Responsible for defining the organization’s mission, for providing overall leadership and strategic direction to the organization.  Is involved in actively setting policy to ensure the organization has adequate resources to carry out its mission.  Works with other members of the Board to evaluate the Board’s effectiveness as a governing body. 

· Have responsibility for supervision, control, and direction of affairs of NOSORH

· Develops and understands policies and procedures for the conduct of business.

· Responsible to understand the content and significance of the organizations financial statements, provide fiduciary policy setting and guard the assets of the organization. 

· Acts as a NOSORH ambassador to link NOSORH Board and staff with members and partners. 

· Articulates the mission of the organization and adopts organizational strategic and business plans that are responsive to the mission.

· It is expected that each Board member will attend at least 75% of all Board meetings and important related meetings and conference calls.

· Prepares in advance, as needed, for NOSORH Board and committee meetings.

· Serves on at least one committee of the Board, and performs other assignments as appropriate.

· Agrees to adhere to the Board’s conflict of interest policy.  Declares a Conflict of Interest as the occasion arises, during Board and committee work.  

· Maintains the confidentiality of the organization. 

· Approves the organization’s annual budget and oversees adherence to it.

· Approves NOSORH legislative priorities as presented by the Policy Committee

Regional Representatives Responsibilities
· Serves as the primary contact with their region when communicating to respective State Offices of Rural Health on NOSORH activities.

· Uses and facilitates the maintenance of the list serve for their region as a communications mechanism.

· Provides at least monthly communication with their region regarding NOSORH activities via e-mail and/or conference call communications (which may include ORHP Regional calls) and reports to the Board at least bi-annually on this communication.

· Serves as a member of the NOSORH Policy Committee as a representative from their region.

· Serves on the planning committee for his or her regional meeting, and may serve in the Chair or Co-Chair capacity.

· Takes the lead in welcoming new State Office Directors within his or her Region to NOSORH and in introducing them to the organization and its Educational Exchange Program, and may serve as a mentor to new directors in his or her respective region.

· Reports any changes in SORH leadership or staffing within their region to the NOSORH Program Assistant.

· Encourages state offices in their region to maintain their NOSORH web listing, participate in NOSORH committee work and other NOSORH activities. 

· Reviews the NOSORH workplan on a quarterly basis with their region and communicates this discussion to the Board.

· Facilitates the nominations and election of regional representatives to the NOSORH Board in coordination with the Past President and the Nominations Committee.

EXECUTIVE COMMITTEE MEMBER RESPONSIBILITIES

President Responsibilities 

· Works closely with the Executive Director to channel communication and interpret the mission and purpose of the organization to the Board, Committees, partners and others. 

· Provides leadership to the NOSORH Board.

· Chairs meetings of the Board after developing the agenda with the Executive Committee.

· Sets the Executive Committee and Board meeting agendas with the Executive Director, and the Executive Committee.

· Chairs meetings of the Executive Committee and the Board.     

· Appoints Strategic Planning and Awards Standing committee chairs. 

· Appoints the Ex- Officio members of the Board:  Communications, Policy, Development, Educational Exchange and SOC. 

· Appoints Ad-Hoc Committee Chairs which may include FLEX, HIT, Workforce, Performance Measures, EMS or others as deemed necessary. 

· May appoint a Parliamentarian and up to five Liaisons. 

· Appoints a State Rural Health Association Liaison. 

· Works closely with the Policy Committee to ensure the adoption of an annual legislative agenda. 

· Is an authorized signer for legal, business and financial matters pertaining to the organization?

· Serves ex-officio as a member of committees and may attend meetings of all committees.

· Communicates individually with Board members who are not performing their assigned duties in a manner deemed acceptable to the Board.

· Presents election results.

· Presents awards. 

· Appoints vacancies of regional representatives with counsel from the region. 

· Participates in the annual review of the Director in collaboration with the Past-President.
· Performs other responsibilities assigned by the Board and the Executive Committee.

President-Elect Responsibilities

· Performs President’s responsibilities when the President cannot be available (see attached list of Presidential responsibilities).

· Participates regularly in Executive Committee meetings as a voting member.

· Facilitates strategic planning efforts of the Board and monitors the organization’s strategic direction.  Ensures members annual review of the strategic plan.

· Is an authorized signer for financial matters pertaining to the organization. 

· Performs other responsibilities as assigned by the Board
· Works with the Parliamentarian (or a task force) to regularly review and update bylaws and present changes to the membership for modification and vote at the annual meeting, as stipulated by the bylaws. 

· NOTE – Removed evaluate director as per policy adopted in 2009

· Serves as Co-Chair for the annual meeting for the year of their Presidency

Past-President Responsibilities 

· Performs President’s responsibilities when the President and President-Elect cannot be available (see attached).

· Participates regularly in Executive Committee & Board meetings as a voting member.

· Chairs the NOSORH Nominations Committee.  In this capacity identifies SORH candidates for NOSORH offices and other NOSORH recommendations for national committees and Boards.  Facilitates nominations process that is adopted by the Board and announced to the membership.  Reports elections results to the President for announcement to the Board and membership.  On behalf of the Nominating Committee, presents a slate of candidates for NOSORH Board and Executive Committee to the general membership at least one month prior to the annual meeting.  Members with an interest in being nominated to an office may not serve on the Nominating Committee
· Facilitates an annual review of the performance of the organization in achieving its mission in collaboration with the President-Elect, the Executive Committee, the Board, and the Strategic Planning Committee. 

· Assists President-Elect as needed in NOSORH strategic planning efforts.

· Notifies the membership of election deadlines at least 60 days prior to annual meeting and slate of officers 15 days prior to annual meeting and elections.  

· Chairs the annual review of the Director in collaboration with the President. 

Treasurer Responsibilities 

· Is a member of and participates regularly in Executive Committee and Board meetings.

· Oversees fiscal matters of the organization according to the Financial Policies and Procedures. 

· Serves as an authorized signer for financial matters pertaining to the organization.

· Works with the Finance Committee, to solicit input from individual Committees, Executive Committee, Director and Board members as needed to develop the annual budget to be presented for Board approval at the winter Board Leadership meeting.

· Oversees the development and/or suggested revisions to the Financial Policies and Procedures, with guidance from the NOSORH Finance Committee and Executive Committee.  Submit to Board for approval when necessary.

· Oversees review and approval of financial reports prepared by the Financial Services Provider with the Director, Executive Committee and Board, monthly and present to Executive Committee and Board meetings (monthly) and additional meetings upon request.

· Presents a financial report to the Membership at the Annual Meeting. 

· The contracted Financial Services Provider will submit printed checks to the Treasurer for approval, signature and disbursement to recipient.

· Work with the contracted Financial Services Provider to ensure that all necessary documents for filing annual tax documents are available.  Assure the documents are submitted in a timely manner.

· Work with the contracted Financial Services Provider, the Development Liaison and the Director for setting of dues and fee amounts and timely collection of member dues and registration fees. 

Secretary Responsibilities 
· Collaborates with the NOSORH Director to ensure that meeting minutes and actions of the Board, Executive Committee and membership are appropriately recorded.

· Ensures the availability of minutes of the Board of Directors to the membership, in collaboration with the NOSORH Director.

· Ensures the availability of minutes of the Executive Committee to the NOSORH Board.

· Coordinates with the NOSORH Director to ensure an accurate registry and email list of NOSORH members and affiliated organizations and partners.

· Ensures distribution of Board documents, proposals, actions and policies to the NOSORH membership.

· Coordinates distribution of information and communication of the Board and the NOSORH with the Director and Communications Liaison.

· Ensures the maintenance of appropriate legal documents of NOSORH.

· Coordinates activities necessitating notice, in accordance with the by-laws, with the NOSORH Program.

· Ensures the actions of the Committees are reported to the Board, and posted on the Website for membership access. 

LiaisonS  

State Rural Health Association Liaison Bylaw Reference – The State Rural Health Association Liaison shall be appointed by the President with advice and consent of the Board of Directors.  The State Rural Health Association Liaison shall represent the organization in other appropriate settings as designated by the President, with advice and consent of the Board of Directors.  The Liaison shall be a current member of NOSORH.  A co-liaison may be appointed by the President, however only one liaison may vote on any given matter.

· Represents NOSORH during meetings of the NRHA State Association Council.

· SRHA Liaison shall coordinate NOSORH activities with NRHA SOC Chair. 

· Serves on NOSORH Educational Exchange Committee.

· Provides updates to NOSORH Board on State Association Council activities.

· Serves as a liaison between NOSORH, SORHs and NRHA to identify opportunities to partner or develop leadership among SRHAs.

· Assists with planning of Educational Exchange activities for SRHAs. 

· Works with Board, Committees and the Director to increase the recognition of NOSORH and SORHs as a leadership and Educational Exchange resource for SRHAs. 

EX OFFICIOs

Policy Committee Ex-Officio Bylaw Reference – The Policy Ex-Officio shall be appointed annually by the President with advice and consent of the Board of Directors.  The Policy Ex-Officio shall represent the organization in other appropriate settings as designated by the President, with advice and consent of the Board of Directors.  The Policy Ex-Officio is a current member of NOSORH.  A co ex-officio may be appointed by the President; however, only one ex-officio may vote on any given matter. 
· Serves as Policy Committee Chair or Co-Chair. 

· Works with the Director, President and Legislative Liaison to ensure oversight for all organizational advocacy activities and ensures compliance with NOSORH policies and procedures.

· Monitors legislative activity of Congress relative to rural health and State Offices of Rural Health (SORH).  The liaison will coordinate this activity with the NOSORH Policy Committee.  The liaison should report areas of activity/interest to the NOSORH Board periodically, including a report at the NOSORH Board annual retreat and as needed during monthly Board conference calls.

· Recommends issues of interest to NOSORH priorities to the NOSORH Policy committee and the NOSORH Board in the development of the NOSORH legislative agenda. 

· Works with the Director and Legislative Liaison to represent NOSORH legislative issues to member of Congress and others.  Contacts made by the liaison will be reported to the NOSORH Board and the NOSORH Policy committee.

· Regularly reports action items to the NOSORH President.

· The appointment of the NOSORH Policy Liaison shall be made on an annual basis by the NOSORH President in consultation with the NOSORH Board.

· Ensures the adoption of an annual legislative agenda. 

Development Ex-Officio Bylaw Reference – The Development Ex-Officio shall be appointed annually by the President with advice and consent of the Board of Directors to chair or co-chair the Development Committee.  The Development Ex-Officio will work to establish and track a fund diversification strategy for the organization, ensure ethical practices are in place, that donors and sponsors are acknowledged appropriately, and that fundraising efforts are cost-effective.  The Development Ex-Officio communicates works directly with the Board, Executive Committee, and their designated committees.
· Serves as the Development Committee Chair or Co-Chair. 

· Works with the Board to establish an annual Development plan for the organization.

· Works with the Board, Director and Fund Raising Committee to identify and solicits funds from external sources of support.

· Is a member of the NOSORH Finance Committee.

· Monitors Development efforts to be sure that ethical practices are in place, that donors and sponsors are acknowledged appropriately, and that Development efforts are cost-effective.

· Communicates regularly with the Board, Executive Committee, and Finance Committee.

· Ensures information on Fund Raising and sponsorships is posted on the NOSORH website and distributed to the membership. 

Educational Exchange Ex-Officio – The Educational Exchange Ex-Officio shall be appointed annually by the President with advice and consent of the Board of Directors to chair or co-chair the Educational Exchange committee.  The educational exchange Ex-Officio shall have the responsibility to support and enhance the opportunities for peer-to-peer learning and innovation exchange among SORH.
· Serves as Educational Exchange Committee Chair or Co-Chair. 

· Provides expertise and coordination with the Director, Education Coordinator, the Board and the Committee on Educational Exchange and the activities of the Educational Exchange Program. 

· With the Director and Education Coordinator provides oversight and ensures compliance with all Educational Exchange Program policies, procedures and activities. 

· Assists the organization to identify SORH Educational Exchange needs and resources. 

PARLIAMENTARIAN

Board Parliamentarian Responsibilities

· The Parliamentarian advises the presiding officer and other officers, committees and members on matters of parliamentary procedure according to the current edition of Robert’s Rules of Order Newly Revised. 

· The Parliamentarian provides advice to the Board on matters concerning the Bylaws and works with the Bylaws committee on updating and revisions to the Bylaws.   

· The Parliamentarian may be appointed by the Board President and shall serve a one-year term.  

· The Parliamentarian is a voting member.

Communications Ex-Officio Member Responsibilities 

The Communication Ex-Officio shall be appointed annually by the President with advice and consent of the Board of Directors to chair or co-chair the Communication committee.  The Communication Ex-0fficio shall have the responsibility to support the internal and external communication of the organization with members and partners.
· Serves as the Communications Committee Chair or Co-Chair.

· Oversees development and implementation of a Communications Strategy for the organization which incorporates both an internal and external component for developing partnerships.

· Ensures Board participation, review and development of strategic partnerships which benefit SORH and NOSORH. 

· Works with the NOSORH Director, Communications Coordinator and Board to ensure that the NOSORH newsletter is regularly sent, the website is regularly updated, and to ensure communication to NOSORH regional representatives when updates have been made.

· Oversees development of all printed NOSORH materials (brochures, etc.) and ensures that those materials are updated on an as-needed basis.

· Works with NOSORH staff to ensure that NOSORH booth is maintained and displayed at the NRHA annual meeting and any other relevant organizational conferences.

· Works with NOSORH staff to ensure that NOSORH website, listservs and any social networking tools are maintained. 

· Assists NOSORH staff to coordinate staffing of the NOSORH booth at all meetings where it is displayed.

Committee Chair & Co-Chair Responsibilities 

· Each committee may have a chair and co-chair who are appointed by the President.  At least one of the Committee Chairs shall be an elected or appointed member of the Board. 

· Responsible for the activities of the assigned committee to ensure the accomplishment of the NOSORH mission, roles and goals. 

· Works with NOSORH staff, Board and committee to establish committee objectives. 

· Ensures the appropriate use of NOSORH resources to accomplish the committee objectives.  

· Establishes Committee meeting schedules, agendas, and facilitates committee meetings, in collaboration with NOSORH staff as needed.

· Recruits committee members from among the NOSORH membership and is responsible for ensuring that committee members have the information needed to do their jobs.

· Oversight of posting committee reports on the NOSORH Website no later than 30 days following a committee meeting.  Where action by the Board is necessary, submits request to the President or the NOSORH staff for inclusion in the Board agenda item.  Provides written or verbal reports as requested by the Board. 

· Reviews the committee charge in consultation with the President and the committee members and is responsible for carrying out that charge.

· Reports regularly to the full Board on committee’s decisions/recommendations. 

· Communicates with the membership, committee members, regional representatives and the Board regarding committee activities. 

· Prepares committee annual budget requests for Board consideration. 

· Provides a written report for membership annual meeting.  

Conflict of Interest

(approved on May 20, 2009)
Article I

Purpose
The purpose of the conflict of interest policy is to protect the interests of National Organization of State Offices of Rural Health, Inc. (“Organization”), a Minnesota nonprofit corporation, when it is contemplating entering into a transaction or arrangement that might benefit the private interest of an officer or director of the Organization or might result in a possible excess benefit transaction.  This policy is intended to supplement but not replace any applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable organizations.

Article II

Definitions

1. Interested Person.  Any director, principal officer, or member of a committee with governing Board delegated powers, who has a direct or indirect financial interest, as defined below, is an interested person.

2. Financial Interest.  A person has a financial interest if the person has, directly or indirectly, through business, investment, or family:
a. An ownership or investment interest in any entity with which the Organization has a transaction or arrangement;
b. A compensation arrangement with the Organization or with any entity or individual with which the Organization has a transaction or arrangement; or
c. A potential ownership or investment interest in, or compensation arrangement with, any entity or individual with which the Organization is negotiating a transaction or arrangement. 

Compensation includes direct and indirect remuneration as well as gifts or favors that are not insubstantial.  

A financial interest is not necessarily a conflict of interest.  Under Article III, Section 2, a person who has a financial interest may have a conflict of interest only if the appropriate governing Board or committee decides that a conflict of interest exists.

Article III

Procedures

1. Duty to Disclose.  In connection with any actual or possible conflict of interest, an interested person must disclose the existence of the financial interest and be given the opportunity to disclose all material facts to the directors and members of committees with governing Board delegated powers considering the proposed transaction or arrangement.

2. Determining Whether a Conflict of Interest Exists.  After disclosure of the financial interest and all material facts, and after any discussion with the interested person, he/she shall leave the governing Board or committee meeting while the determination of a conflict of interest is discussed and voted upon.  The remaining Board or committee members shall decide if a conflict of interest exists.

3. Procedures for Addressing the Conflict of Interest.
a. An interested person may make a presentation at the governing Board or committee meeting, but after the presentation, he/she shall leave the meeting during the discussion of, and the vote on, the transaction or arrangement involving the possible conflict of interest.
b. The chairperson of the governing Board or committee shall, if appropriate, appoint a disinterested person or committee to investigate alternatives to the proposed transaction or arrangement.
c. After exercising due diligence, the governing Board or committee shall determine whether the Organization can obtain with reasonable efforts a more advantageous transaction or arrangement from a person or entity that would not give rise to a conflict of interest.
d. If a more advantageous transaction or arrangement is not reasonably possible under circumstances not producing a conflict of interest, the governing Board or committee shall determine by a majority vote of the disinterested directors whether the transaction or arrangement is in the Organization’s best interest, for its own benefit, and whether it is fair and reasonable.  In conformity with the above determination it shall make its decision as to whether to enter into the transaction or arrangement.

4. Violations of the Conflicts of Interest Policy. 
a. If the governing Board or committee has reasonable cause to believe a member has failed to disclose actual or possible conflicts of interest, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged failure to disclose.
b. If, after hearing the member’s response and after making further investigation as warranted by the circumstances, the governing Board or committee determines the member has failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action.

Article IV

Records of Proceedings

1. Minutes.  The minutes of the governing Board and all committees with Board delegated powers shall contain:
a. The names of the persons who disclosed or otherwise were found to have a financial interest in connection with an actual or possible conflict of interest, the nature of the financial interest, any action taken to determine whether a conflict of interest was present, and the governing Board’s or committee’s decision as to whether a conflict of interest in fact existed.
b. The names of the persons who were present for discussions and votes relating to the transaction or arrangement, the content of the discussion, including any alternatives to the proposed transaction or arrangement, and a record of any votes taken in connection with the proceedings.

Article V

Compensation

1. Interested Member.  A voting member of the governing Board who receives compensation, directly or indirectly, from the Organization for services is precluded from voting on matters pertaining to that member’s compensation unless such member is the only member of the governing Board. 

2. Jurisdiction Issues.  A voting member of any committee whose jurisdiction includes compensation matters and who receives compensation, directly or indirectly, from the Organization for services is precluded from voting on matters pertaining to that member’s compensation.

3. Information.  No voting member of the governing Board or any committee whose jurisdiction includes compensation matters and who receives compensation, directly or indirectly, from the Organization, either individually or collectively, is prohibited from providing information to any committee regarding compensation.

Article VI

Annual Statements

1. Acknowledgment.  Each director, principal officer and member of a committee with governing Board delegated powers shall annually sign a statement which affirms such person:
a. Has received a copy of the conflicts of interest policy;
b. Has read and understands the policy;
c. Has agreed to comply with the policy; and
d. Understands the Organization is charitable and in order to maintain its federal tax exemption it must engage primarily in activities which accomplish one or more of its tax-exempt purposes.

Article VII

Periodic Reviews

1. Review.  To ensure the Organization operates in a manner consistent with charitable purposes and does not engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted.  The periodic reviews shall, at a minimum, include the following subjects:
a. Whether compensation arrangements and benefits are reasonable, based on competent survey information and the result of arm’s length bargaining.
b. Whether partnerships, joint ventures, and arrangements with management organizations conform to the Organization’s written policies, are properly recorded, reflect reasonable investment or payments for goods and services, further charitable purposes and do not result in inurement, impermissible private benefit or in an excess benefit transaction.

Article VIII

Use of Outside Experts

1. Outside Experts.  When conducting the periodic reviews as provided for in Article VII, the Organization may, but need not, use outside advisors.  If outside experts are used, their use shall not relieve the governing Board of its responsibility for ensuring periodic reviews are conducted.

Acknowledgment of

Conflict of Interest Policy

I, _________________, as director of National Organization of State Offices of Rural Health, Inc. (“Corporation”), a Minnesota nonprofit corporation, pursuant to Article VI of the Conflict of Interest Policy of the Corporation (“Policy”) have received a copy of the Policy, have read and understand the Policy, agree to comply with the Policy, and understands the Corporation is charitable and in order to maintain its federal tax exemption it must engage primarily in activities which accomplish one or more of its tax-exempt purposes.

Agreed to upon this _____________________, 20___.


____________________________________


Sign Name


____________________________________


Print Name

Signature Authority 
(approved December 9, 2009)
Policy:  The purpose of this policy is to designate authorized signers for NOSORH.  Authorized signers for any NOSORH business are the President, President-Elect, Treasurer and Director.  In order to assure appropriate financial controls the Director shall not have authority to sign checks for payments which are authorized by the Director. 

Procedure: 
1. Upon annual election of officers the Treasurer shall initiate any needed signature cards for the officers of the organization.  
2. All authorized signers shall be listed on the signature card for any NOSORH account. 
3. The authorized signers may sign correspondence, contracts, purchase agreements, credit card transactions or other orders obligating NOSORH.  
4. No signature shall be made which authorizes any NOSORH liability outside of activities which have not been approved in advance by the Board of Directors. 

LEGAL & OTHER DOCUMENTS
Articles of Incorporation
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ARTICLES OF INCORPORATION, |5 ~U0I_.
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NATIONAL ORGANIZATION OF STATE OFFICES OF RURAL HEALTH, INC.

The undersigned, for the purpose of forming a nonprofit corporation.pursuant to the pravisions -
of the Minnesota Nonprofit Corporation Act, Minnesota Statutes, Chapter 317A, and all future ) —
amandatqry and supplementary laws, adopts the following Articles of Iﬁco:-pnration. ‘
ARTICLE |
Name
The name of the cérpo’r‘ation is National Organization of State Offiees of Rural Health, Inc. m/
| ARTICLE L |
| Purposes
The corporation is organized for charitable .and educati‘onal purposes within the mesning éx.f
sc;,cern 501(c)3) of the Internal Revenue Code of 1986,
ARTICLE ITI.
Powers
The corporation shall have the authority to sxercise all powears as are required by and are
consistent with its purpose, including the power fo acquire and receive funds and property of
cvéry kind and nature, whether by purchase, conveyance, lease, gifi, grant, bequest, legacy,
devise, or otherwise and whether in trust or otherwise, and to own, hold, expend, make é;if:s,
grants, and contributions of, and 1o convey, transfer, and dispose of any funds, property and
income from property in furtherance of the purposes of the corporation, and (o lease, morigage,
encumber and use the same, and such other powers that are consistent with the foregoing
purposes and that are afforded 1o the corporation by the Minnesota Nonprofit

Corporation Act and by any future amendatory and supplementary Jaws.
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[image: image2.jpg]ARTICLE IV,
' No Pecuniary Gain to Members: Activities
The corporation shall not, incidentally or otherwise, afford 0} pay any pecuriary gain,
dividends, or other pecuniary remuneration to its members as such, and no part of the net
income or net earnings of the corporation shzall, directly or indirectly, be distriburable to or

otherwise inure to the benefit of any member or private person.
Notwithstanding any other provision of the Charter, the corporation shall not carry on any
endeavors or activities not permitted to be ¢arried on by a corporation exempt from federal

income tax under section 501(c)(3) of the Internal Revenue Code of 1986, or c'on'esponding

section of any future federal tax code, or by a corporation, contributions to which are
-deductible under Section 170(¢)(3) of the Internal Revenus Code of 1986, or corresponding

secrion of any future federal tax code.
ARTICLE V.
Duzation
The corporation shall have perpetual existence.
ARTICLE VL
‘ Resistered Office
The registered office of the corporation shall be 600 East Superior Street, Suite 404, Duluth,

Minnesoia 55802,
ARTICLE VIL

Incq@ratnr

The name and address of the incorporator, who is a natural person of full age, is as follows:

Terry J. Hill
600 Eagt Superior Street, Suitz 404
Drualuth, MN 55802

b 21,5°d BN 43S NOWTH B HLW3H Wd1S:28  #B. 22 AGRB/TT




[image: image3.jpg]ARTICLE ‘VIIT.. ~
Board of Directors
“I'he name and address of each ofﬁcer of the Board of Dire¢tors is as follows:

Andy Nichols - President

Rural Health Office,
Family and Community Medicine,
University of Arizona
2501 East Elm Street . Lisa Davis - Secretary
Tucson, AZ 85716 - Office of Rural Health

Pennsylvania State University
Kristina Sparks — Past President 202 Beecher-Dock House
Washington State Dept of Health - University Park, PA 16802-2315
2725 NW Harrison Ave., Suite 500 S
P.O. Box 4784 ' John R. Warkins — Treasurer
Olympia, WA 98504-7834 S. Carolina Office for Recruitment

and Retention of Health Professions

Richard Morrissey — President Elect 220 Stone Ridge Drive, Suite 402

Office of Local and Rural Health Systems Columbia, SC 29210
Kansas Dept of Health & Environment

900 8.W., Jackson, Room 1051

Topeka, KS 66612.1290

The number, qualifications, terms of office, method of election, powers, authoriry, and duties

of the directors of the corporation and such other provisions are specified in the Bylaws of the

corporation,
ARTICIE IX.

No Personal Liability

The incorporator, members, officers and directors of the corporation shall bave no personal

liability for corporate obligations.
. ARTICLE X.

No Capital Stock
The corporation shall have no capital stock. |

ARTICLE XI.
Membership

Membership in the corporation shall be as prascribed in the Bylaws.
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[image: image4.jpg]ARTICLE XIL
Management
The management and direction of the business of the corporation shall be vested in the Board
of Directors, its duties and powers as defined in the By-Laws of the Comporation. '
N ARTICLE XTI ' L
Dissolution i

The corporation may be dissolved in accordanice with the laws of the State of Minnesota.

Upon dissolution of the corporation, the Board of Directors shall, after paying or maﬁng
provision for the payment of all expenses and liabilities of the corporation, distribure al}
rémaining assets of thencorporation to such organizations as shall ar the time qualify under
section 501(c)(3) of the Internal Revenue Code of 1986.

ARTICLE XIV.
I imitation of Director Liability

To the fullest extent permitted by the Minnesota Non-Profit Corporation Act, Minnesota
Statute%, Ch. 317A, as ameﬁded from time 1o time, a director of the corporation Ashall not be
personally liable to this corporation or its shareholders for monetary damages for breach of
fiduciary duty as a director. No amendment or repeal of the foregoing sentence shall have any
effect on the liability of any director of the corporation with respect to acts or ‘cmissians of
such director prior to such amendment or repeal.

ARTICLE XV,

cndhent

These Articles of Incorporation may be amended in any mannér now or hereafter prescribed b}"

law, excepr that rwo-thirds (2/3) vote of the entire Board of Directors shall be required for the
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[image: image5.jpg]adoption of any amendment by the Board Directors, cither pursﬁant to authorization of the

members or otherwiss.

The above-named ineorporator has exscuted these Articles of Incorporation this _G_day of

,,ff;fw} [ a0

INCORPORATOR:

gl e 7/%/@? /

TemyJ. Hill 7

STATE OF MINNESOTA

55.

COUNTY OFST.LOUIS )

Subscribed and swom 18] bcf'ors : — iy

me this {g day of _ﬁ____w_l 2001.
d TIMOTHY G, HOLMSTROM

ol ROTARY FUALICMINNESGTA
B My aamnizaton sxpiney 1312008

Nogéry Public

F MINNESOTA
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PLANS
Executive Director Position Description
(Updated 2/7/2013)
Reporting Relationship:  Reports to Board of Directors
Summary:  The Executive Director is responsible for the overall accomplishment of the NOSORH mission and strategic plan. 
Duties: Provide 4 key roles to NOSORH
BOARD DELEGEE 

· Serve as a non-voting Ex-Officio member of the NOSORH Board. Serves as the Board’s direct representative in management of all programs and services subject to the policies and directives of the Board; has necessary authority to carry out these responsibilities; and assures that all directives of the Board are carried into effect.  

· Work in cooperation with the Board, Committees and members to plan, implement, monitor and evaluate a comprehensive plan that outlines future goals, objectives and activities of NOSORH in the areas of communication, education, advocacy, policy analysis, partnerships, and fund development. 
· Facilitates the efforts of volunteers serving NOSORH by supporting the work of the Board of Directors to carry out their responsibilities.  Ensures support for committees and individuals charged with NOSORH responsibilities as well as administering the necessary documentation and procedures associated with such work.  Works to affect the retention of current members, the recruitment of new members, and the identification and development of future leadership.

· Work with the Board to establish and implement policies and procedures related to programs, budget, operations, bylaw revisions, and contracting which translate mission into action. 

· Oversees the draft, execution and monitoring of all grants, contracts, subcontracts and other contractual agreements, to ensure compliance and maximum benefit to NOSORH, its members and partners. 

· Directs the selection, employment, development and discharge of all employees.  Establishes their rates of compensation and ensures the administration of employee benefit programs within the approved budget. Oversees the annual evaluation process of all staff.  

· Direct the work and work products of consultants, and/or contractors to secure cooperation with all those concerned including Board, Committees, members and partners to ensure the highest level of services and products.

· Ensures the documentation and security of organization equipment and files, provides storage for any NOSORH equipment and supplies. 

POSITIONING – COLLABORATION – COMMUNICATION – ADVOCACY
Supports the Board effort to vision and constantly reposition NOSORH based upon the overall rural health needs and the changing environment of State Offices of Rural Health. 

· Serve as the Liaison officer of the organization channeling communication between the Board committees, partners and others.  Interpret the purpose and promote the resources of the organization and its programs to outside organizations and the public. 

· Cultivate relationships for SORH and NOSORH with other partner organizations, ORHP contractors, technical assistance providers and rural research center grantees.  

· Represent NOSORH and SORH at various conferences and meetings. 
DEVELOPMENT – FUNDING – FINANCIAL OVERSIGHT
Works closely with the Treasurer to direct the preparation of an annual budget goals, the expected receipts and expenditures for review and adoption by the NOSORH Board.  

· Ensures regular budget reports for monitoring of the NOSORH Board. 

· Oversees the preparation of all required tax filings, registrations to comply with all federal, state and local reporting requirements. 

· Ensure standard business processes are followed by the organization, including but not limited to payments to vendors, collection of receivables and maintaining all records related to the Cooperative Agreement, tax documents, minutes, historical documents and other NOSORH business interests, which can be retrieved by NOSORH Executive committee members.  
COOPERATIVE AGREEMENT (CA)

· Direct and monitor all activities of the ORHP Cooperative Agreement in collaboration with the ORHP Project Officer and staff.

· Prepare informative, easy to understand reports, for ORHP including Cooperative Agreement work plan activities and written annual proposal requesting continued support through the State Rural Health Coordination and Development Cooperative Agreement.

· Negotiate with ORHP any required or requested changes in scope or timing in the CA work plan.

Sustainability Plan
Draft 2 – updated June 10, 2009
Introduction

The NOSORH mission is to promote the capacity of State Offices of Rural Health to improve health care in rural America through leadership development, advocacy, education, & partnerships.  In order to meet this mission, ensure its sustainability and grow its capacity to serve SORHs/ NOSORH must seek to diversify its funding base.  

The purpose of this document is to highlight the current NOSORH sources of funding and present the Board with an overview of NOSORH financial funding capacity as it exists now and to present some recommendations for initiating a strategy to grow the sustainability of the organization.   

Funding 2008-2009 

The major sources of NOSORH funds are depicted in the chart of estimated funding sources shown below.  
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The federal Cooperative Agreement with ORHP represents at least 78% of funding for the 2008-2009 fiscal year and is expected to be increased by approximately $30,000 of carry forward funding.  Dues are estimated at $25,000 based on current dues structure and assuming all SORHs continue to pay NOSORH dues.  Other funding sources are approximately $25,000 from current year NOSORH sponsors and conference exhibitors the balance is in conference fees.  Approximately 22% of NOSORH funds are not received from the federal Cooperative Agreement. 

Activities to Date:
Cooperative Agreement

Currently, NOSORH funding efforts are primarily focused on the achievement of the ORHP Cooperative Agreement objectives and reporting requirements.  While it is imperative that the CA objectives be achieved with great success, NOSORH must also work to diversify the number and origin of services and revenue. 

The Development Committee

This year the NOSORH Fund Raising Committee was renamed the Development Committee and a Development Liaison was added to the Liaisons who serve on the NOSORH Board of Directors.  The role of the Liaison according to the bylaws adopted by the membership September 2008 is to work to establish and track a fund diversification strategy for the organization, ensures ethical practices are in place, that donors and sponsors are acknowledged appropriately, and that fundraising efforts are cost-effective.  The Development Liaison works directly with the Board, Executive Committee, and their designated committees.  

Staff

All NOSORH staff and contractors have granted writing skills.  The NOSORH Director position developed in 2005 has two specific job functions, not funded by the Cooperative Agreement, which are specifically related to the sustainability of the organization: 

· Works with the Board and the Development Committee on a development plan and oversees and directs the continuous fund development efforts of the organization. 

· Creates and directs the grant writing activities, income development strategies, and other fund development activities  to meet the financial goals of the organization

No financial goals have been established and work on fund development has been limited.  The Director has specifically worked on grant projects with two partner organizations to seek funding for medical ethics education and research on the impact of medical debt in rural communities.  

In addition, the NOSORH Program Writer Liaison has excellent background which could potentially be applied to scanning for grant resources, development and donor relations.  Last year the Education Coordinator reviewed the feasibility of an application to AHRQ for small conference funding focused on the needs of SORH.  

Policies

NOSORH has two policies which guide revenue generation activities a fundraising policy and a funders' policy.  The NOSORH fund raising policy dictates specific levels of sponsorship for the support of the organization.  NOSORH was advised by legal counsel prior to the adoption of this policy that all contributions NOSORH receives should be for the furthering of the mission rather than for specific events.  Sponsors may be acknowledged at any event as NOSORH deems appropriate.  This year a sponsorship and exhibitor list was developed and letters of invitation to sponsor or exhibit were sent to 101 potential organizations.  In March 2007, the Board adopted a “Funders Policy” for NOSORH contracts, grants, and proposals to solicit funds or generate revenue which provides guidelines for revenue generating activities. 

Dues

NOSORH dues are assessed annually in early summer.  The dues amount was established in 2004 and had not been raised since then.  In April of 2009 the membership approved an increase to $1000.  In 2008, one SORH did not pay dues.  No policy is in place which addresses a SORH that does not pay dues.  In the coming year, NOSORH will send out justification of NOSORH membership benefits with the dues invoices.  

This year NOSORH asked SORHs to document the members of their staff who shall be considered NOSORH members.  In addition the non-SORH participants in NOSORH committees have been identified.  A total of 209 SORH staff are listed as NOSORH members and 33 non-SORH staff participate in NOSORH committees. 

A NOSORH Associate Members policy has been approved by the Board.  The membership have been requested to vote $100 dues for individual Associate Members. 

Other Funding 

Conference fees are set by planning committee for each NOSORH conference.  In general, conference fees are calculated to only cover the specific expense for the conference activities including meeting facilities contracts and some speaker expense.  Meeting fees were collected for the annual meeting at a rate of $200 and the Workforce Summit at $100.  

This year the NOSORH Executive Committee approved a fee schedule to provide webinar services to SORHs that wish to sponsor a webinar in their own state.  In addition, NOSORH has offered SORHs access to survey monkey without assessing any fee. 

No fees are currently assessed to any SORH or any partner organizations for any other continuing education event such as regional meetings or webinars.  Two potential education programs being offered in 2009 will have associated fees.  The Leadership Institute and a Certified Rural Health Grant Writing Curriculum will be offered in conjunction with expert partners, planned by NOSORH for SORHs utilizing SORH faculty.  The Leadership Institute requires $2000 fee from participating SORHs.  The Grant Writing course will also have associated fees based upon the expense of the program not supported by the Cooperative Agreement.  See attached initial consultant report on the Grant Writing Course. 

Recommendations:
The following recommendations are offered for consideration by the Board as it pursues the development of a sustainability strategy for NOSORH.  Each recommendation could potentially involve a major investment of staff and committee resources.  

Priority activities are activity #2, 4, 5, 6, 7, 8.  These will be the focus of the Development Committee for the following year. 
1. NOSORH should identify specific goals for a diversified funding strategy based upon the needs of SORH and partners which will support the strategic goals of NOSORH and assist the Development Committee and staff to prioritize its activities. 
2. NOSORH should review and understand legal requirements of non-profits regarding any fund raising, revenue generation including IRS and other federal reporting requirements. 
PROGRESS - ACTION STEP: Work with attorney to understand and provide a Board overview of the IRS and other reporting requirements.  – Teryl 
3. NOSORH should review its membership and dues structure including types, levels of membership and associate membership, potential for including travel in NOSORH membership dues and potential for corporate or alumni memberships.  
PROGRESS - ACTION STEP: Adopted policies and procedures for allowing for Associate Membership.  Hybrid group of Communications and Development committee will advance. 

4. NOSORH should garner other sources of grant funds from federal agencies and foundations by cultivating relationships with potential federal and non-federal funders, routinely scanning for funding opportunities and strategically developing grant applications which have a high probability of funding.  

PROGRESS - ACTION STEP: Bill Hessert will do a simple funding search.  Resources reviewed monthly and serve as point person for funding resources identified by members and the Board. 

5. NOSORH should identify a partnership strategy with its current partners to collaboratively identify opportunities which can potentially provide products or services to SORHs or their partners.  
PROGRESS - ACTION STEP: Partner alignment is key to accomplishment of this.  Communication Committee and Development Committee will work in concert to identify opportunities i.e.:  General Surgery idea or others 

6. NOSORH should identify opportunities for international outreach, partnership and funding resources.  
PROGRESS - ACTION STEP: Karen Madden will lead interest group to study feasibility of developing international partnerships for international service and study tours. 
7. NOSORH should identify a strategy beyond merely sponsor solicitation to engage NOSORH sponsors in meaningful partnerships and cultivating corporate relationships which serve SORHs, partners and the organization which could potentially provide products or services to SORHs or their partners. 

PROGRESS - ACTION STEP: Tommy Barnhart – NOSORH Platinum and Graham Adams will brainstorm this concept with Executive Committee. 
8. NOSORH should review the feasibility for other appropriate opportunities for revenue generation strategies including business services, newsletter or website advertising, continuing education fees, conference/workshop profits, fees for services to SORHs, simple web-based fund raising activities. 

PROGRESS - ACTION STEP: Leadership Institute implemented, Grant Writing course initiated - other opportunities to be reviewed. 

9. NOSORH should review the feasibility for adopting a more comprehensive development strategy including investigating planned giving, major gifts, annual giving campaigns or other fund raising strategies.  Can investigate with attorney and a model community foundation. 

PROGRESS - ACTION STEP: Will review lessons learned from community foundations. 

POLICIES – Finish formatting here
Advocacy – Membership Representation
Advocacy Policy and Procedure (needs to be Updated by board)
(Approved by Board on 6/20/07)

DEFINITION:

Lobbying – Any attempt to influence any legislation through communication with any member or employee of a legislative body or with any government official or employee who may participate in the formulation of the legislation.  Direct lobbying occurs when a nonprofit organization (including its members who reside at the grassroots) contacts a policymaker on behalf of legislation.  You are doing direct lobbying in your communications only if you refer to specific legislation and reflect a view of its merits.  (SOURCE:  The Nonprofit Lobbying Guide, Independent Sector, 1999)  See Attachment B for more information on “is it lobbying?”

POLICY:  

1. No federal funds will be used to engage in any lobbying activity.  

2. NOSORH will actively pursue policy changes, legislation and action to improve rural health in partnership with its members, partners and funding agencies.  

3. The first focus of these activities will be the maintenance and development of the rural health infrastructure. 

4. Advocacy activities will be limited in order to ensure compliance with all federal and state regulations relative to non-profit organizations which receive federal funds.  

5. NOSORH shall elect to fall under the IRS Code 501h substantial expenditure limit of 20 percent and will comply with the federal 45 CFR part 93.  

6. NOSORH will respond on a timely basis for requests for support from membership, trade associations and organizations.  

ROLES:

· Any member or partner of the organization may submit policy recommendations to the NOSORH Policy Committee for the organization’s consideration. 

· The NOSORH Policy Committee will serve as a focal point of activity and be responsible to advise and inform the Board of Directors and the membership on all policy activities of the organization as is described in the NOSORH Policy Committee procedures and Call to Action. 

· The NOSORH Board of Directors has responsibility for monitoring, planning and reporting all policy actions of the organization.  

· NOSORH may engage the services of lobbyists as needed to ensure the accomplishment of the organization’s mission and approved by the Board.  

· The Executive Director and Program Staff serve the Board, Committee or memberships as an extension of the Policy Liaisons to monitor, plan and report on all policy activities and as outlined on the attachment.  

· The role of the Policy Committee is defined in the “Merging the Policy and Legislative Committees” document posted at nosorh.org.  

· The NOSORH Executive Director and staff will document and report any related advocacy activities, time and budget spent monthly

· Any lobbyist contracted to NOSORH shall be accountable to the Board of Directors and will report directly to the Executive Director and Policy Liaisons.  

POLICY COMMITTEE STRUCTURE:

· The Policy Committee will be comprised of two representatives from each NOSORH region, plus a Chairperson appointed by the President. 

· The Policy Committee Chairperson will serve as principal contact person for other NOSORH Committees, as well as external committees, regarding policy issues.

· The Policy Committee shall be charged with drafting an annual platform to be reviewed by the NOSORH Board of Directors and recommended to the membership for approval at its Annual Meeting.  This policy platform should address the issues of greatest importance to NOSORH and its member SORHs for the year to come. 

· The Policy Committee will coordinate appropriate organizations in crafting the NOSORH policy platform to ensure agreement where appropriate.

PROCEDURE:

Call to Action Procedure:

Step one

An issue is brought to the Chairperson by:


Internally (NOSORH member) 

Externally (non-NOSORH member)

The Chairperson sends the “Policy Brief Request” form out to the individual or organization 
Step Two

The Chairperson reviews the returned “Policy Brief Request” 
Step Three

The Chairperson presents the issue to the full committee (by phone, fax, or Email).

Step Four

Potential Policy Committee actions:

· No action;

· The Committee reviews and makes a written recommendation for action to the NOSORH Board of Directors (if it is a time sensitive issue, it is presented to the NOSORH Executive Committee);

· Draft and adopt a policy statement for the NOSORH Board of Directors;

· Notify the NOSORH Legislative Committee, or appropriate NOSORH committee, of the issue.   

Step Five

The Chairperson will keep written records of all policy statements issued on behalf of the Policy Committee, with a copy sent to the Secretary of the NOSRH Board of Directors and post these records at nosorh.org

Step Six

The Chairperson will notify the Executive Committee, Board, Members and Director of all actions taken.  

ATTACHMENT A

	Appropriate PD or PA roles – activities related to advocacy

	Activity
	CA allowed
	Non-CA
	Prohibited

	Post general talking points - information on the website
	X
	X
	

	Develop general talking points
	X
	X
	

	Develop or post specific legislative contact directions talking points or letters on web
	
	X
	

	Follow up emails on specific legislative contacts to NOSORH members or partners 
	
	X
	

	Emails, phone calls, letters, visits to legislators 
	X General discussion points only
	X Specific legislation
	

	Finding out from states who their advocacy partners are.
	X
	
	

	Tracking which states have contacted their legislator on specific issue or which legislators have not been contacted
	
	X
	

	Coordinating requests/responses for  NOSORH support for specific legislation
	
	X
	

	Coordinating legislative strategy with any partners, member’s contractors or agencies.
	
	X
	


ATTACHMENT B

Excerpted from:  

N o n p ro f i t

Lobbying

Guide

b y B o b S m u c k e r

Copyright© 1999 INDEPENDENT SECTOR

ISBN 0-929556-00-3

Resource A

Questions from Real-Life Examples

Regarding Activities Related to

Lobbying and Voter Education by Nonprofits

Nonprofit organizations often have asked INDEPENDENT SECTOR whether certain activities are lobbying under the 1976 lobby law.  Questions also have been raised regarding what voter education activities are permissible during a political campaign.  Following are examples of the kinds of questions asked, with answers, and the page where you can get more information:

Is it lobbying?

1. Issue

A mental health association has a position in support of legislation to provide a range of community services for homeless persons who are mentally ill.  It provided information on the legislation, and the association’s support for it, in the association’s legislative alert to its members, as well as in its Annual Report and several other documents sent to its members.  The information did not include a request that the readers of the publications contact their legislators in support of the legislation, nor did it give any legislator’s name and address or provide a tear off petition to be mailed to a legislator.

Answer

The activity is not lobbying.  The organization can refer to legislation, including the group’s position on it, in its communication to its members, and that activity does not constitute lobbying, so long as the association does not ask its members to contact legislators in support of the measure, (p. 53) or give any legislator’s name and address or provide a tear off petition to be mailed to a legislator.

2. Issue

The same mental health group mentioned above provided information on the legislation and its position on it in a letter to members of the state legislature.  The letter did not ask the legislators to support the legislation.

Answer

The activity is lobbying.  By mentioning the legislation to legislators and the organization’s position on it, the mental health group engaged in lobbying, (p. 56).  105

3. Issue

An environmental organization focusing on safe drinking water was invited in writing by a committee of Congress to testify on legislation being considered by the Committee.  The group’s Board Chairperson testified and stated opposition to the legislation, maintaining that the measure would weaken the current law safeguarding drinking water. 

Answer

The testimony was not lobbying because the Committee had invited the group in writing to testify.  If the organization had requested to testify, or had been asked to testify by a single legislator instead of the Committee, the testimony would have been lobbying, (p. 53).

4. Issue

An association providing disaster relief conducts exhaustive nonpartisan research on methods to respond more rapidly and effectively when disaster strikes.  The research concludes that disaster relief legislation currently being considered by the state assembly should be supported.  The organization distributed the research broadly to its members and makes it available to the public.  The research includes a full and fair exposition of the pertinent facts to permit the audience to form an independent opinion.

Answer

The research is not considered a lobbying expenditure even through it takes a position in support of the disaster relief legislation.  The fact that the association’s research included a full and fair exposition of the facts, made the material generally available, and did not include a direct all for the readers to take action, provides the basis for the research to be considered a non-lobbying expenditure, (p. 54).

5. Issue

An education association that receives federal funds sends a letter to all members of Congress opposing legislation that would curtail the lobbying rights of nonprofits that receive federal funds.

Answer

The letter is not a lobbying expenditure because it is a “self-defense” activity.  Lobbying legislators (but not the general public) on matters that may affect the organization’s own existence, powers, tax exempt status, or the deduction of charitable contributions to it, do not count as direct lobbying expenditures.  However, had the education association taken an ad in the newspaper calling on readers to oppose the legislation it 106 would count as a lobbying expenditure.  While self-defense lobbying activities do not count as direct lobbying expenditures, that exception does not extend to grassroots legislative activities such as the newspaper ad, (p. 53).

6. Issue

Volunteers with a statewide arts organization urge the organization’s members from throughout the state to march on the capitol in support of arts funding.  Four hundred members spend two days, at their own expense, meeting with legislators and the governor.  Members planned and conducted the march, and used their own funds for promotional materials, getting the word out on the march, briefing sheets and all other activities related to the march.  The arts organization spent no money on the march. 

Answer

The march is not lobbying.  Lobbying takes place only when there is an expenditure of a nonprofit’s money on an activity that constitutes lobbying, (p. 53).  If the arts organization had spent any funds urging its members to participate in our march, those amounts would have been considered lobbying expenditures.

LIST OF POTENTIAL DELIVERABLES

Track legislation or appropriations as specified by the Policy Committee. 

Assist NOSORH in developing strategic partnerships with appropriate organizations and agencies. 

Facilitate NOSORH access to and relationship building with key legislative staff or members. 

Represent NOSORH to assure timely response to its advocacy areas. 

Assist the NOSORH Board, Committees, Policy Liaisons and Director to assess advocacy needs and priorities.  

Provide monthly report of all activity to the Director.  

Estimated hours:  10/hours/ week for the period from ____ to _________ no more than $20,000 annually.  

POSSIBLE LOBBYISTS RECOMMENDED BY ALAN Morgan

Sylvia Whitlock – Whitlock Associates

Dan Nickelson – Health Policy Source

Eric Zimmerman – McDermott Will & Emery LLP 

LOBBYING AND ADVOCACY

Similarities and Differences

www.clpi.org

People sometimes confuse the words lobbying and advocacy.  The legal definition of lobbying usually involves attempting to influence legislation.  Advocacy covers a much broader range of activities that might or might not include lobbying.  One way of differentiating between the two terms is to understand that lobbying always involves advocacy but advocacy does not necessarily involve lobbying. 

For example, a group might picket or boycott a store to stop it from selling a particular product.  That action is advocacy and it might result in the store discontinuing sale of the product.

If that advocacy is not successful, the group might, as a next step, urge the city council to pass an ordinance prohibiting sale of the product.  That action, to influence legislation, is lobbying. 

Lobbying is only a small part of the advocacy carried out by nonprofits.  Almost all social change has started with non-lobbying advocacy but ended with major lobbying efforts.

For example, the civil rights movement included sit-ins, marches, and other forms of protest, which were advocating for equal rights.  Ultimately, that advocacy led to the enactment, through extensive lobbying, of the Civil Rights Act of 1964.

This kind of citizen action has been carried out repeatedly over the years by citizen groups working for the protection of women’s rights, child labor laws, stricter laws against drunk driving and smoking, requirements for safe drinking water and clean air, disabled persons, rights, and many more.

All initially combined a broad spectrum of non-lobbying advocacy activities, with lobbying employed somewhat later to achieve the needed change in public policy.

CENTER FOR LOBBYING IN THE PUBLIC INTEREST

2040 S Street, NW, Washington, DC 20009 | phone 202-387-5048 | fax 202-387-5149 | www.clpi.org
	Evaluating Your Nonprofit's Lobbyist

Organizations are asking with increasing frequency how to evaluate the performance of a nonprofit lobbyist.  There is no one set of performance guidelines that provides certainty regarding such evaluation.  However, there are a number of performance clues related to a lobbyist’s activities that can help you judge how well your lobbyist is serving your organization.

Some might assume that it should be easy to judge performance based on whether the legislature acted favorably on a given legislative initiative.  For the most part, whether legislation has passed or failed isn’t a sound basis on which to judge performance.  There are always a number of forces influencing the direction of major legislation over which a single organization or coalition has little control.  Therefore, to judge performance solely on legislative outcome misses the mark.  As David Cohen, a veteran public interest lobbyist, has said, “Some policies take more than a lifetime to achieve.  Some of my lobbying mentors worked for causes all their lives and never completed their work.”  He went on to say that those public interest lobbyists viewed their work as not to complete the task but to start it and find ways to bring their visions alive, both in the minds of the public and policymakers.

While final legislative outcome is not a sound criterion against which to judge performance, some critically important legislation-related activities and required attributes can assist your group in evaluating the performance of your lobbyist:

1)   The essence of lobbying is relationships – with constituents, policymakers, coalition partners and other staff in your organization.  The ability to establish and maintain strong relationships is a top priority to look for in the performance of your public interest lobbyist.  No one person can achieve an important policy change.  You must have the ability to develop strong relationships with people both within and outside your organization.

2)   Perseverance is basic.  Legislation usually takes years to enact and your lobbyist must have the capacity to stay with the process day by day, over the long haul.

3)   Skill in organizing the grassroots to participate in your initiative is very important.  Getting constituents of legislators you are trying to influence to be in touch with those legislators is absolutely basic to accomplishing legislative change.  Being able to develop this kind of network and to use it effectively is of fundamental importance. 

4)   Coalition building is absolutely essential.  Enactment of major legislation almost always requires building a coalition with a strong leader to build trust, openness, honesty and “no surprises” for the rest of the coalition.  Your lobbyist’s understanding of the value of coalitions and ability to build them is indispensable.

5)   It’s important for your lobbyist to have the ability to help your organization understand much of what will have to be involved in the effort to achieve a legislative goal while at the same time helping the group recognize that no legislative process is very predictable.  Related to this is the ability to motivate the Board, membership and grassroots to become enthusiastically engaged in the legislative initiative.

6)   Your lobbyist should be able to communicate effectively with people outside your immediate world.  The lobbyist must have ability to demystify the policymaking process, which allows people distant from that process to learn how to affect it.

7)   Understanding how to use communication technology including audio, video, email and faxes is also fundamentally important.

8)   Your lobbyist also needs to know the basics about the legislative process and the key committee members or other legislators who have either jurisdiction or influence over your legislation and can affect its movement; the details of the bill you are supporting and why its provisions are important to the legislators’ constituents and to your organization; and, the organizational structure of your group and how it communicates with its members.

Obviously, no lobbyist is going to have all these skills and attributes and each organization will have to judge for itself what it needs most.  Over time, the lobbyist will no doubt be able to develop much of what is needed and will be able to help the organization fill in any gaps by tapping resources either inside or outside the organization.

One approach to conducting the evaluation would be to ask the evaluators to rank how the lobbyist scores, from one to five (strong to weak) on a grid on each of the activities and attributes listed above.  The lobbyist might also be asked to score himself or herself and then compare the differences in a discussion with the evaluators.  If your lobbyist was hired to carry out some, but not all of the tasks outlined above the lobbyist would be evaluated accordingly.

A related approach to evaluation that calls for a more specific, short-term review includes evaluating you lobbyist’s progress, perhaps on a quarterly basis.  The lobbyist should, in close cooperation with key staff and volunteers, set clear goals such as recruitment of sponsors for your legislation, developing a coalition, and organizing grassroots contacts.  The goals might be included on a grid that names each goal being addressed, its level of importance, how you are measuring achievement toward the goal, related target dates for meeting those achievements, and the current status of progress toward achieving the goal. 

It’s important to have the evaluation of your lobbyist carried out by those who are acquainted with how a legislature works and who know the most effective ways to organize a nonprofit's resources in support of legislation.  The evaluation might, on occasion, include legislative staff persons who have worked with your lobbyist and who were recommended by your lobbyist as having knowledge of the lobbyist’s work.  It probably goes without saying that the evaluation should be conducted with sensitivity so it’s important to take the path that will be least disruptive of your relationship with your lobbyist.
	
[image: image7]


Membership Policy and Procedures
(adopted 5/18/11) 

Note to Development Committee and NOSORH Board:  This policy replaces the Associate Membership Policy approved by the NOSORH Board of Directors in 2009.  Adoption of the revised policy may necessitate some bylaw revisions; it may also have an impact on other policies, including but not limited to sponsorship, fees for NOSORH services and educational offerings.
The following article from NOSORH’s Bylaws is included as a reference for reviewing the proposed policy:

BYLAWS

ARTICLE II - MEMBERSHIP

Section 1 – State Office Membership

The membership of NOSORH shall be open to all staff of offices of rural health that receive and manage the ORHP SORH grant funding, and that are currently dues-paying NOSORH members.  Each state is limited to one voting member in NOSORH.  The voting member can be the SORH director or her/his SORH staff designee.

Section 2 – Other Types of Membership

Associate Member – Any individual or organization that supports the purpose of NOSORH is eligible to become an Associate Member, subject to approval by the Board of Directors.  The Board of Directors shall determine the rights and privileges of Associate Members except that Associate Members shall not be eligible to vote on matters that come before the membership.

Section 3 – Removal

Any member may be removed for cause by the affirmative vote of not less than two-thirds of the total membership of NOSORH. 

Section 4 – Dues
The Board shall recommend the dues structure for adoption by the membership.  All dues shall be approved by a majority of the voting members.  

Section 5 – Annual Meeting
The membership shall meet annually at a time and place designated by the Board of Directors.  A majority of those voting members attending the meeting shall constitute a quorum.

NOSORH MEMBERSHIP POLICY & PROCEDURES

PURPOSE:

The purpose of this policy is to define membership in the National Organization of State Offices of Rural Health (NOSORH); explain the benefits and privileges associated with membership; and provide guidance on the roles and responsibilities for membership application, recruitment, renewal, acceptance/rejection and termination procedures.

MEMBERSHIP:
Any individual or organization that supports NOSORH’s mission and values (as set forth below) is eligible for membership in the organization.

Mission:  NOSORH promotes the capacity of State Offices of Rural Health to improve health care in rural America through leadership development, advocacy, education and partnerships.

Values:

· Health equity for rural Americans

· Collaboration and active partnership development

· Trust in member capacity to make a difference

· Leadership and innovation

· Creativity in planning, programming, partnering and positioning of SORHs

· Inclusiveness through transparent decision-making within the organization

· Accountability to funding agencies, partners and members

NOSORH offers two types of membership:

· State Office Membership – Open to State Offices of Rural Health (SORHs) that receive and manage SORH grant funding from the Federal Office of Rural Health Policy. All current staff members of eligible SORHs are included on the NOSORH membership roster. 
There are two types of State Office Membership which may be selected at the discretion of the SORH Director. Distinguishing characteristics of the State Office Memberships are related to the benefits and dues paid by the SORH and are described in the following section. 
· Basic State Office Member 
· Supported State Office Member
· Associate Membership – Open to individuals and organizations other than SORHs that support NOSORH’s missions and values. There are three types of associate members: 

· Individual Associate – Open to individuals other than current SORH staff members that support/advance NOSORH’s mission. Examples include, but are not limited to, SORH alumni; employees or representatives of SORH/NOSORH partner organizations; and employees or representatives of any other local, state, regional or national associations, organizations, businesses or corporations with similar missions.

· Nonprofit Associate – Open to nonprofit entities and government agencies or universities other than SORHs that support/advance NOSORH’s mission and values. Examples include, but are not limited to, primary care associations; primary care offices; state and national rural health associations; universities; and other non-profit organizations which support the NOSORH mission and values. Each Nonprofit Associate Member may appoint up to two designees to represent their organization/agency.

· Sponsoring Associate – Open to businesses and corporations that support/advance NOSORH’s mission and values. For-profit entities that sponsor NOSORH will receive a Sponsoring Associate Membership for no additional fee beyond their annual sponsorship contribution. Each Sponsoring Associate Member may appoint up to two designees to represent their business/corporation.

NOSORH maintains a roster of its membership in accordance with the laws of the State of Minnesota.  Members are responsible for reviewing/updating their membership information annually. 

MEMBERSHIP DUES:

NOSORH members must pay annual dues in order to maintain membership in the organization.  Dues are assessed annually in May, with dues rates being established by a vote of the membership in accordance with NOSORH Bylaws.

Membership renewal is automatic, unless the member notifies NOSORH of their intent to discontinue membership.

NOSORH maintains a roster of its membership in accordance with the laws of the State of Minnesota.  Members are responsible for the review and update of their membership information and dues payments, annually.

VOTING PRIVILEGES:

In accordance with NOSORH Bylaws, State Office Members are the only NOSORH members granted voting privileges; Associate Members are not eligible to vote on matters that come before the State Office Membership. The NOSORH President or NOSORH Director (or an appointed designee, including committee chairs) is responsible for excusing Associate Members from any meeting which is considered to be confidential to the State Office Membership.

For State Office Members, voting privileges are limited to one voting member per SORH. That voting member can be the SORH director or her/his SORH staff designee.

BOARD/COMMITTEE MEMBERSHIP:

In accordance with the Bylaws, only State Office Members are eligible to serve on the NOSORH Board of Directors or as officers of the organization.

Associate Members may serve as members of any NOSORH ad-hoc or standing committee as approved by the NOSORH President and/or NOSORH Board of Directors. Committee Chairs reserve the right to excuse Associate Members from any meeting which is considered to be confidential to the State Office Membership. 

These privileges may be revised at any time by a majority vote of the NOSORH Board of Directors.

MEMBERSHIP BENEFITS:

There are two types of State Office Membership: Basic and Supported.

In addition to voting privileges and the right to serve as officers/members of the NOSORH Board of Directors, both types of State Office Members receive the following membership benefits for all listed staff of the SORH:

· Access to all member-restricted sections of the NOSORH website;

· Access to NOSORH Survey Monkey and webinar support services

· Eligibility for all NOSORH annual awards;

· Membership on, and opportunity to serve as chairs or, committees of interest;

· Fee-free registration for NOSORH educational Webinars;

· Access to all NOSORH listserv and Google documents

· Monthly newsletter 

· Travel scholarships for educational exchange

· Eligibility for collaborative sub-contract award funds

· National issues tracking and support by Legislative Liaison 

· Web-based performance measure tool

· SORH profile development

· Access to all NOSORH toolkits, manuals and publications 

· Discounted registration for NOSORH Institutes including the Leadership Institute and NOSORH Grant-Writing Institute.
Supported State Office Members receive all of the membership benefits accorded Basic State Office Members plus:

· One staff member’s travel to the NOSORH Annual Meeting and/or one other NOSORH meeting as selected by that SORH’s Director.
Individual Associate Members receive the following membership benefits:

· Access to all member-restricted sections of the NOSORH website except meeting minutes and reports of the Board of Directors and Executive Committee;

· Eligibility for the NOSORH Recognition Award;

· Membership on committees of interest (as approved by NOSORH President and/or Board of Directors);

· Listing in the Associate Members directory and listserv;

· Invitation to NOSORH meetings (except grantees meetings);

· Access to NOSORH members and NOSORH services

· Discounted registration fee for NOSORH educational Webinars (in those instances which a fee is charged); and

· Monthly delivery of The Branch (NOSORH’s newsletter) via email.
Nonprofit Associate Members receive the same membership benefits accorded Individual Associate Members plus the following:

· Complimentary table display at the NOSORH Annual Conference (member is responsible for setting up, staffing and tearing down display)

· Recognition in NOSORH Annual Conference meeting materials.
Sponsoring Associate Members receive the same membership benefits accorded Nonprofit Associate Members plus complimentary registration for one representative at the NOSORH Annual Conference and the benefits of sponsorship as described on the annual sponsorship prospective.

MEMBERSHIP DUES

Are determined by vote of the membership.  See attached recommendations for 2012 dues. 

MEMBERSHIP REJECTION OR REVOCATION:

In accordance with the NOSORH Bylaws, membership of any SORH Member may be revoked with cause by the affirmative vote of not less than two-thirds of NOSORH’s total voting membership.  Associate membership may be revoked, without cause, by vote of the Board. 
ROLES & RESPONSIBILITIES:

The NOSORH Board of Directors establishes and maintains policies for NOSORH membership which ensure the accomplishment of the NOSORH mission and appropriate oversight of the organization.

The Board may recommend bylaw changes and dues structures for vote by the membership which impact the membership of the organization.  

The Board approves all applications for membership to NOSORH. 

The Development Committee supports the work of the Board in all efforts related to membership including but not limited to recommendations for bylaw changes, dues structure, membership types and benefits.  

The Development Committee seeks to build the capacity of the organization and diversify its funding source, and works with the NOSORH Director to monitor the implementation and evaluation of strategies which support the membership and meet the mission of NOSORH. These activities may include membership recruitment, retention and/or diversification. 

The Development Committee works closely with the staff to ensure the accomplishment of membership strategies, policies and procedures to meet the needs of the membership and fulfill the NOSORH mission. 

PROCEDURES FOR MEMBERSHIP RECRUITMENT:

1. In his/her role as co-chair of the Development Committee, the Treasurer shall support the NOSORH Director in his/her efforts to establish a membership recruitment goal during its budget planning process each year. 

2. The NOSORH Director will inform the Development Committee of the membership goal and support the staff in tracking its achievement of its goal. 

3. On an annual basis and at least 90 days prior to the annual meeting, the NOSORH Development Committee supports an Associate Membership recruitment effort which will include outreach to all types of associate members. 

4. The Development Committee will work with the staff in advance of the annual meeting to review sponsor and exhibitor prospects for the annual meeting. 

5. Potential Associate Members shall be identified by the NOSORH staff and the Development Committee.  State Office Members and current Associate Members, including the annual meeting planning committee, will be recruited to support the recruitment of Associate Members. 
PROCEDURES FOR MEMBERSHIP APPLICATION:
1. Prospective State Office Members are not required to submit a membership application.

2. Prospective Associate Members must submit an application for NOSORH membership; endorsement of the application by a SORH Director prior to its submittal may be requested.

3. The application is reviewed by the NOSORH Director for completeness and appropriateness. If necessary, the Director will seek clarification from the applicant or the endorsing SORH member on application; he/she will also forward any requests to serve on a NOSORH committee to the appropriate committee chair for comment.

4. The completed application is then submitted to the NOSORH President for inclusion on the agenda of the next regular meeting of the NOSORH Board of Directors. The Board of Directors subsequently considers the application and informs the applicant of its decision.

5. If membership is approved, the Associate Member receives an invoice for dues payment along with its notification of membership acceptance. Arrangements will also be made to provide the Associate Member with an orientation to the organization. 

6. All Associate Members are added to the listserv, receive a letter of welcome/thanks, a manual on how to use NOSORH resources and engage in NOSORH activities and a follow up phone call from a staff member.
PROCEDURES FOR MEMBERSHIP RENEWAL: 

State Office Members:  NOSORH will send an annual renewal notice and invoice for basic dues payment to directors of each State Office Member approximately 60 days before the start of the federal SORH fiscal year. SORHs that need to receive notices more than 60 days in advance can make arrangements with NOSORH to do so. 

Annual State Office Membership renewal will occur automatically unless NOSORH receives notification of membership cancellation in writing from the SORH Director.  Dues payment must be made in full within 90 days of receipt of the invoice for dues payment, unless alternative arrangements are made with NOSORH in advance.

In order to maintain an accurate roster of all SORH members, State Office Members are required to review and update (as needed) the staff roster for their respective SORH and confirm the person serving as their designated NOSORH voting member each year.

Associate Members:  NOSORH will send an annual renewal notice and invoice for dues payment to Associate Members approximately May of each year. Associate Members that need to receive notices sooner may make arrangements with NOSORH to do so.

Annual Associate Membership renewal will occur automatically unless NOSORH receives notification of membership cancellation in writing from the Associate Member (or its designated representative). Dues payment must be made in full within 90 days of receipt of the invoice for dues payment, unless alternative arrangements are made with NOSORH in advance.

PROCEDURES FOR CHANGES IN MEMBERSHIP

In the event of a change of SORH staff members, SORH Directors (or their designee) are responsible for notifying NOSORH of any changes of staff to be listed as NOSORH members.  New staff members are added to NOSORH directory and listserv by the member SORH as is described in the NOSORH web manual.  In the event of a change of representation of the Associate Members, the Associate Member shall notify the NOSORH Administrative Coordinator of the change by email.  All new staff members are sent a welcome letter and a NOSORH resource manual by NOSORH staff.

NOSORH Representation

(Approved by Board on 3/21/07)

(revised 3/4/09)

Policy:

The Nominating Committee shall assist the Board of Directors and President to make appointments from the NOSORH membership to provide NOSORH representation to partner agencies or associations.  

Procedure

1. When partner agencies or associations or NOSORH members request NOSORH representation for a Board of Directors, task force, committee or advisory Board the appointee will be selected by the appointment of the President.  The President may defer the matter for a vote of the NOSORH Board or Executive Committee as deemed appropriate by the President.  

2. If time allows the President may inform the Chair of the Nominating Committee of the opportunity.  The Nominating Committee Chair will be responsible for appropriate notice to the members and staff of the available position.  

3. The Nominating Committee Chair may ask for assistance from NOSORH committees, any NOSORH member or staff for this process. 

4. The Nominating Committee Chair will be responsible for identifying and screening potential candidates, as appropriate, for the position.  

5. The Nominating Committee Chair will make a recommendation to the President for the appointment.  . 

	Duties

	Members
	Identify opportunities for NOSORH representation and notify Nominating Committee Chair

	Staff
	Assist members, committees, the Board and President to disseminate information, identify members, make appointments, schedule Board activity.

	Nominating Committee Chair
	Upon direction of the President notify membership of opportunities, solicit and develop NOSORH representatives, coordinate with NOSORH committees, the Board, the President and the Staff

	Nominating Committee Chair
	Identify and screen potential NOSORH representatives, make recommendations to Board for representation.  

	NOSORH Committees
	Identify potential NOSORH representatives.  

	NOSORH Board
	Approve NOSORH representatives for appointment.

	NOSORH President
	Make appointment for NOSORH representative and ensure announcement the appointment to the Board, the member and partner organization.  

	NOSORH Staff
	Ensure publication in the NOSORH Branch, tracking of the appointment on the appointment list, a formal notice to the appointee and the partner agency.  


Letters of Support for Funding Applications

(approved by Board on July 16, 2008)

POLICY:  In general, NOSORH provides letters of support for funding applications as requested when the request is of benefit to partners, members or the constituents they serve, is compatible with NOSORH mission and values and does not conflict with any business or policy concerns of the organization.  

PROCEDURE:  

1. Requests are received by the Director from any member, or potential partner of NOSORH or a member SORH.  Request should include at the least a descriptive paragraph of the proposed work, the budget request and all information for submission of the letter of support or commitment including who should receive the letter, the due date and the addressee.  .  

2. The NOSORH Director will work with the requestor to identify any specific benefits to SORH and/or NOSORH and a specific role or contribution SORH NOSORH can provide for the project which can be provided.  Request for NOSORH funding for part of the project will be negotiated as appropriate for the funding application. 

3. The Director will review the request for the Letter of Support for any potential opportunities or conflicts with business or policy concerns of NOSORH.

4. If deemed appropriate the Director will submit the request with a simple justification for the support and a draft Letter of Support to the President’s signature.

5. The President may sign the letter upon request or refer it to the Executive Committee or Board depending on the issue and the timing of the request. 

6. No commitment for resources beyond the current budget will be approved without prior vote of the Executive Committee or Board. 

7. The Board will be informed of any Letters of Support or Commitment approved at their next meeting.  

Regional Representative Election

as recommended by Board of Directors

(approved by Board October 21, 2009)

(see attached bylaws references)
Policy   NOSORH elections policy regarding election of Regional Representatives is guided by the bylaws of the organization.  The Past-President shall serve as the Nominating Committee Chair and shall provide oversight of the elections. 

Procedure

1. Each year prior to the onset of the regional meetings the Nominating Committee Chair will review the terms of office of Regional Representatives and determine if there is need for an election of any Regional Representatives. 

2. If a Regional Representative term is expiring and the representative is eligible for another term of office the Nominating Committee Chair will inquire as to whether the Regional Representative wishes to serve another term. 

3. The Nominating Committee Chair will email the Region informing them of the election, the duties of the Regional Representative, the qualifications and skills needed by the NOSORH Board, the election procedure and the interest of the current Regional Representative.  

4. Nominations and volunteers for Regional Representative candidates will be confirmed at least 2 weeks in advance of the regional meeting. 

5. At the Regional Meeting the nominations will be announced, candidates will be invited to make comment and the election will be held by voice vote of members present.  One vote per state.  

6. The Board will be informed of the election by the next Board meeting. 

Some Bylaw References Related to Elections and Regional Representatives: 

ARTICLE II – MEMBERSHIP

Section 1 – State Office Membership

The membership of NOSORH shall be open to all staff of offices of rural health that receive and manage the ORHP SORH grant funding, and that are currently dues-paying NOSORH members.  Each state is limited to one voting member in NOSORH.  The voting member can be the SORH director or her/his SORH staff designee.

Article IV ELECTION OF OFFICERS 

Section 1 – Composition and Qualifications

The Board of Directors shall consist of two elected representatives from each of the five

NOSORH regions, the State Rural Health Association Liaison, the Policy Liaison, the

Development Liaison and the Executive Committee.  In addition, the President, with the advice and consent of the Board of Directors, may appoint up to five ex-officio members of the Board of Directors and a Parliamentarian.  All members of the Board of Directors shall be members of NOSORH at the time of their nomination and election/appointment and during the term of office.
Article V BOARD OF DIRECTORS 

Section 3 – Terms of Offices 

Regional representatives: three year term with a limit of two (2) consecutive terms.

Each member of the Board of Directors shall begin the term of office on January 1, following the annual membership meeting and shall continue in the position until the completion of the term of office.

.

Section 8 – Election of Regional Representatives to serve on the NOSORH Board
Each region is responsible for the election of its regional representatives at or before the annual meeting in years when the region has representatives with terms ending.  The Nominating Committee shall ensure compliance with NOSORH election procedures.

Policy and Procedure for Strategic Planning
(adopted 5/13/12)
The purpose of this policy is to guide the actions of the NOSORH Board of Directors and staff in the conduct of strategic planning.  These policies are shaped by the NOSORH bylaws, policies on Leader Responsibilities and policy on Advocacy. 

POLICY:  

NOSORH will actively engage in planning and evaluation of the organization’s business, advocacy agenda, member services and partnership activities on an annual basis. 

ROLES AND RESPONSIBILITIES:

The NOSORH Board will serve as the “standing committee” responsible for the strategic planning efforts of the organization including a review of any strategic planning documents, solicitation of input from the membership (as needed), participation in an annual strategic planning meeting, active participation in setting the direction of the organization, oversight and monitoring of the progress of the organization.  
The President-Elect will facilitate the strategic planning efforts of the Board and work with the staff to ensure ongoing monitoring of the organization’s strategic direction and an annual review of the strategic plan by the membership. 

The Past-President supports the effort of the President-Elect and the Board to conduct an annual review of the performance of the organization in achieving its mission. 

The Policy Committee Chair(s) will support the effort of the Board to adopt a legislative platform as part of its annual strategic plan. 

The NOSORH Director will advise the board on the needs of membership and staff, and present a draft plan for the coming year to the Pres-elect for use in planning the annual meeting. Ensure the availability of staff, contractors and other resources to ensure appropriate strategic planning, and evaluation of the organization.  Resources may include an annual report on the state of the organization including a progress report on the current strategic plan, recommendations from the staff, the development of objectives and strategies to accomplish the goals set by the Board. 

PROCEDURES

The NOSORH Board will meet annually (generally in January)  to think strategically about the needs of the SORH, the capacity of the organization, and trends impacting the organization and the SORH.  The board will assist the Director to formulate a plan to meet those needs for at least the next 18 months. In general NOSORH Board members will seek other funding for participation in the meeting, outside the NOSORH budget.  Any Board members requiring NOSORH to reimburse expenses for any portion of travel expenses to the meeting will be requested in advance.

At least 5 months in advance the President-Elect will make recommendation and seek approval from the Board for the date of and venue for the annual Board focus meeting 

The NOSORH President-Elect will work with the Director, the Board, the Policy Committee and PPMT Chair(s) to plan the specific objectives of the meeting, including an agenda and any additional meeting participants including staff, contractors, partners or funders. Board will vote approval of the final objectives, agenda and other participants. All participants in any face to face planning meeting will be invited 90 days in advance of the meeting to ensure enough time for travel approval.

In the planning of the meeting the Board shall identify potential outcomes of the meeting including any need for updating the existing strategic plan document, the approval of an annual legislative platform, and an evaluation of the work of the Board of Directors. 

Within 2 subsequent meetings of the Board after the planning activity, the Board will adopt the final recommendations of the annual focus meeting and any allocation of resources that might be required.  The Director will monitor the accomplishments, recommend mid-course corrections and disseminate results of the effort to the membership. 

The NOSORH Board will monitor the accomplishment of the strategic plan by scheduling committee reports (as needed) and reviewing the NOSORH report card prepared by the staff at least twice per year.   

Policy and Procedure for NOSORH Awards
(adopted 11/10/10)
POLICY : 

The purpose of this policy is to guide the actions of the NOSORH Board, Awards committee and staff in the recognition of the good work of members and partners.  

NOSORH bylaws provide general direction of for the recognition of partners and members for contributing to the mission of the organization this policy and procedure will further define roles and responsibilities. 

According to the NOSORH bylaws “The awards committee shall be a standing committee responsible for developing awards criteria and presenting them to the Board for approval, prior to implementation.  The committee shall also evaluate and select the awardees and make arrangements for securing appropriate recognition symbols.  Nominations for candidates to receive awards shall be solicited by the awards committee from the NOSORH membership.  The awards shall be presented at appropriate occasions during the annual meeting by the President and Chair of the Awards Committee. The awards shall be:  NOSORH Award of Merit, NOSORH Distinguished Service Award; NOSORH Legislative Award; NOSORH Recognition Award; The Distinguished Andrew W. Nichols Award; and the James D. Bernstein Mentoring Award. 

ROLES and RESPONSIBILITIES: 

· The President shall appoint an Award Committee Chair or Chair(s) prior to January 1 of each year.  At least one chair must be a member of the Board of Directors.  

· The Awards Committee shall be responsible for updating Awards criteria, evaluate nominees and select the awardees and to arrange for the presentation and notice of awards. 

· The Awards Committee shall be responsible for the nomination of SORH for awards by other organizations.

· The Awards Committee shall encourage SORH to submit other nominations for consideration of other organizations’ award programs, for example the NRHA Rural Health awards

· The Awards Committee Chair(s) shall consult with the president and the Board regarding the appointment of committee members.  

· The Awards Committee Chair(s) shall work with the staff to ensure a timely, open nomination and award process in compliance with these policies and procedures. 

· The Awards Committee Chair(s) and President will present all NOSORH awards. 

· The Policy Liaison (or their designee) presents the NOSORH Legislative Award with the President and Awards Committee Chair or other representatives depending on the nature of the award. 

· The NOSORH Board shall have responsibility for approving any changes to the awards categories and criteria, soliciting award nominations from the membership. 

· The staff shall support the work of the committee in scheduling and documenting meetings, participating in committee meetings, providing notices to members,  encouraging nominations, planning for presentation and notices of awards.  

PROCEDURES:

Preliminary Planning for the Award Selection

The Awards committee Chair(s) will plan the annual activities of the committee including ensuring a review the schedule for the annual meeting and allow for award nomination and selection process to be complete within the following timeline:

· Appointment of committee members 

· Develop a strategy for nomination of and by members for award by other organizations

· First meeting of committee to review award categories, procedures and schedule – 14 weeks prior to annual meeting 

· Board approval of award categories and criteria – 12 weeks prior to the annual meeting

· Notice to members, ORHP, NRHA and other partners for award nominations – 12 weeks prior to annual meeting – allow for 30 days to submit nomination

· Review of award nomination and selection of award recipients – 7 weeks prior to annual meeting

· Award decisions made no later than 6 weeks prior to the annual meeting. 

· The Awards committee shall be comprised of at least one member from each NOSORH region, the Policy Liaison and at least one non-voting staff member. 

Solicitation of Award Nominations

Prior to the call for nominations, the Awards committee will have responsibility to update awards categories and may revise the award categories by adding additional awards or making minor clarifications to awards categories established by the bylaws. 

A call for nominations notice, nomination form and due date will be developed by the Awards committee. 

Updates of awards’ categories and criteria will be submitted to the Board for approval prior to the call for nominations. 

The notice shall be disseminated to all NOSORH members, ORHP, NRHA and other partners at least 30 days prior to the nomination due date.  The call for nominations shall be sent to the members at least 3 times prior to the due date. 

Any committee member, NOSORH member, ORHP staff, NRHA staff or NOSORH staff or partner are eligible to submit nominations. 

The Awards committee chair(s) may extend the due dates for nominations, as needed. 

Awards nominations are submitted to the Administrative Coordinator and compiled for dissemination to the committee. 

Selection of Award Recipients – Conduct of the Committee

The selection of the award recipients shall be conducted confidentially.  

The Director will notify the Awards committee chair(s) if any committee members have been nominated or submitted nominations.  

 In the event a committee member is nominated for an award they will be excused from the committee and a replacement from the region will be appointed by the committee chair. 

The Administrative Coordinator will disseminate all nominations to the Award committee at least one week in advance of the decision making meeting. 

The Awards Committee Chair(s) shall facilitate the committee discussion of award recipients.  

The Awards Committee has the discretion to review all awards and revise the category for award if approved by the entire committee. 

Committee members shall be queried regarding  any involvement with the nomination and excuse themselves from the discussion of the award nomination, unless called upon by the Chair(s) or the Chair specifically approves further clarification. 

A 2/3 majority approval of the Awards Committee is required for all final award decisions. 

 No Board approval of the awards is necessary. 

 All decision of the Awards Committee are final. 

Notifications and Presentation of Awards

After final decision of awards is made by the committee the Awards Committee Chair(s) shall ensure all nominators have been informed of the acceptance or rejection of their nomination.  

Successful nominators will make every effort to attend the meeting and ensure the award recipient attends the meeting without revealing the impending award. 

The NOSORH staff will order the award token with approval from the Awards Committee Chair(s) and ensure all the nominations are written up and prepared for presentation at the Annual Meeting or other event.  

The Awards Committee Chair(s), President and Nominator will jointly present the awards during the annual meeting or at the convenience of the recipient. Legislative Awards are typically presented during the NRHA Policy Institute. 

NOSORH staff will ensure the awards recipients will be announced in the Branch and other press releases to the membership, partner organizations, the awards recipients’ immediate superior, local newspaper and newsletter editor. 

Simple letters of notification of the nomination are sent by the President to all awards nominees after the presentation of awards. 

Employment
Personnel Manual (needs updating by board)
I. INTRODUCTION

NOSORH is a nonprofit organization founded in 1995.  NOSORH is governed by a Board of Directors.  The Board of Directors establishes NOSORH’s mission and guidelines and hires the Director to implement them.  It is the Director’s responsibility to hire, supervise, and make personnel decisions regarding employees or contractors within the approved budget of NOSORH and applicable federal, state and local laws and regulations. New positions for employees or contractors are approved in advance by the Board of Directors.  At the time of the adoption of these policies all employees of NOSORH are residents of the State of Michigan and as such are subject to Michigan state laws; the addition of employees who reside in other states will require adaption of these rules to meet all necessary laws and regulations. 

II. IMPORTANT INFORMATION ABOUT THIS EMPLOYEE HANDBOOK and PERSONNEL MANUAL 

This Employee Handbook is intended to acquaint employees with NOSORH and provide basic information about employment at NOSORH.  The language used in this handbook and any verbal statements by management are not intended to constitute a contract of employment, either express or implied, nor is there a guarantee of employment for any specific duration.  No representative of NOSORH, other than the Director of the organization, has authority to enter into an agreement of employment for any specified period and such agreement must be in writing. This agreement will be endorsed by the Board by signature of the appropriate NOSORH signature authority. Employment with NOSORH is at-will.  Either the employee or management has the right to terminate the employment at any time.

Except for the at-will nature of the employment, the organization reserves the right to suspend, terminate, interpret or change any or all of the guidelines mentioned, along with any other procedures, practices, benefits or other programs of NOSORH.  The Director has the authority to make rulings in circumstances not covered by these guidelines.

The contents of this handbook are summary guidelines for employees and therefore are not all inclusive.  If there are questions about the guidelines described in this Handbook contact the Director.

NOSORH may annually review and update the Personnel Manual, Procedures and Guidelines.   The Board shall approve all additions and/or deletions to the Handbook.  Deleted or revised policies may be kept on record indefinitely.  The Board of Directors delegates the authority for the administration and enforcement of these policies and procedures and the authority to hire, promote, transfer, classify, reclassify, make layoffs, demote, release, terminate, discharge, suspend or otherwise discipline employees to the Director.  The Director has the authority to make rulings in circumstances not covered by these policies.

III. EQUAL EMPLOYMENT OPPORTUNITY

NOSORH is dedicated to providing equal employment opportunities to all individuals based on job-related qualifications and ability to perform a job, without regard to age, gender, race, color, veteran status, religion, disability, sexual orientation, marital status, national origin, height-weight distribution  or any other basis prohibited by law.

Any employee who believes that s/he or any other employee of NOSORH has been discriminated against is strongly encouraged to report this concern promptly to the Director.

Any employee who engages in any type of unlawful discrimination will be subject to discipline, up to and including termination.
· TERMS AND CONDITIONS OF EMPLOYMENT

A. Classification of Employees
Full-time Employee – an employee who is normally scheduled to work at least 35 hours per week.  Full-time employees are currently eligible for NOSORH benefits as outlined in this Handbook.

Part-time Employee – an employee who is normally scheduled to work less than 35 hours per week.  

Temporary Employee – an employee who is hired in a job established for a temporary period or for a specific assignment or group assignment; may be full-time or part-time.  Temporary employees are not eligible for participation in NOSORH benefits.

Interns/Volunteers –interns and other individuals who provide services to NOSORH without financial compensation, other than reimbursement of authorized expenses.  Interns/Volunteers are not considered employees of NOSORH and are not eligible for benefits. 

Independent Contractors – are those who are paid on a fee-for-service, hourly basis to perform certain specified services.  Independent Contractors are not considered employees of NOSORH.

B. Exempt & Non-Exempt Employees

NOSORH has exempt and non-exempt positions.  NOSORH policies are based upon federal law, which outlines classification of employees.  Ability to work overtime is a requirement of most positions at NOSORH

1. Non-exempt Employees  - Although there is no limit to the number of hours a non-exempt employee may be required to work, non-exempt employees will be paid at the rate of one and one-half times their regular hourly rate of pay, for any hours worked beyond 80 hours in a given two week pay period. Non-exempt employees must obtain advance permission from the Director before working more than 40 hours in a work week. Unauthorized overtime will not be tolerated.  

2. Exempt Employees - Exempt employees are responsible for working as many hours as necessary to get the job done and are not eligible for overtime pay.  During extraordinarily busy times, exempt employees may check with the Director to arrange for flexibility within their normally scheduled work hours, which may be approved when it is appropriate and circumstances permit.

C. Time Sheets

All non-exempt employees are responsible for completing and submitting time sheets for appropriate allocation of personnel cost.  It is expected that the time sheets are accurate and timely. 

D. Reporting to Work

The standard workweek for NOSORH is 40 hours.  Employees may work a flexible work schedule to accomplish the work of the organization. 

1. Absences - Any employee who is unable to report to work and has not scheduled time off should notify the Director at the earliest possible time, and at a minimum one hour in advance. 

· Any employee who takes an unapproved absence, or does not return to work on or before the agreed upon date, may be terminated.  The termination date is the last day the employee reported to work.

Absence without notice for three days will result in termination.
E. Employment Records

NOSORH shall maintain a personnel file on each employee. All personnel have a right to copies of their personnel file.  Costs of copying personnel files will be paid by the employee.  Employees shall request a copy of their file from the Director.  Personnel files are considered confidential and property of NOSORH.  Current employees who desire to see the contents of their personnel file may do so by requesting such from the Director. The employee may review their file in the presence of the Director, but may not make copies or remove contents.   Personnel files include job description, records of pay, paid time off, performance reviews, reports, letters of merit or discipline or other documents as deemed necessary by NOSORH.  

It is important that employee records are kept up-to-date.  Employees should notify the Director or the appropriate designee if there are changes in the following:

Name

Address

Telephone

Social Security Number

Emergency Phone Contact

All personnel files are property of the organization and will be maintained in accordance with Federal, State, and local laws upon termination of employment.

IV. COMPENSATION AND BENEFITS

A. Pay

NOSORH pay periods are bi-weekly, with pay days on bi-weekly Fridays or the closest prior workday when paydays fall on holidays or weekends.  Overtime pay is based upon actual hours worked in excess of 40 hours per week, as approved by the Director. 

B. Expenses

NOSORH will reimburse employees for reasonable expenses incurred in connection with home based offices, travel and other business of the organization.  Expenses must be properly approved and submitted for payment with receipts or proper documentation attached.

Employees are expected to know and follow travel and reimbursement procedures.

Employees at the Director level are eligible to receive a cell phone or a phone subsidy to cover phone costs incurred from doing NOSORH business.  If other NOSORH employees incur phone charges due to the necessity of their work responsibilities, they can request reimbursement.  

C. Paid Time Off

This section describes the leave time benefits currently available to eligible employees of NOSORH.  Temporary and part-time employees are not eligible for paid time off benefits.

· Paid Time Off - Paid time off is to be used by eligible employees to cover vacation, health leave, or other needs for scheduled periods of time away from work.  Employees are expected to utilize paid time off judiciously and to consider saving a balance of paid time off to ensure some form of pay in the event of an unexpected illness or other need for extended time away from work.  

Currently, full-time employees are eligible to use paid time off benefits after completing three (3) full months of employment.  Longevity is rewarded according to the following schedule: 

· First two years of service – 160 hours paid time off;

· 3rd through 4th year of service- 180 hours  paid time off;

· 5th through 7th year of service– 200 hours paid time off; 

· 8th year of service and beyond – 240 hours paid time off. 

Request to take paid time off must be approved in advance by the Director.  Employees are expected to plan their paid time off with consideration to work schedules and the Director may withhold approval of request and request employees to reschedule if necessary to meet work demands. Director requests for time off will be approved by the President, President Elect or their designee. 

In the event a paid holiday falls within a vacation period, the eligible employee will not be charged for a paid time off day.  
· Paid Holidays - NOSORH observes nine holidays listed below:  

· New Year’s Eve

· New Year’s Day 

· Memorial Day 

· Independence Day 

· Labor Day 

· Thanksgiving Day 

· Day after Thanksgiving 

· Christmas Eve

· Christmas 

Full-time employees are paid for each observed holiday. Holidays are paid at the employee’s regular rate.  Part time employees are paid for holidays on a pro-rated basis. 

When a holiday falls on a Saturday or Sunday, NOSORH will observe the holiday as the federal government observes the holiday.  

NOSORH employees may use paid time off to observe other holidays of their choosing.  

· Leave of Absence - A special need for an extended leave of absence may be granted to full or part time employees, who have completed one year of continuous service.

Approval for leave of absence must be obtained from the Director.  The employee must submit a written statement to the Director outlining the reason, a plan for the use of paid time off for the leave and the estimated time needed.

· When paid time off is exhausted, the remainder of the leave will be unpaid.  

· Vacation and health days will not be accumulated during the leave of absence. 

· Continuation and payment of benefits will be negotiated with each employee by the Director.

At the end of the leave period, employees may be reinstated to their original or equivalent position with equivalent pay, seniority and benefits, if practicable.  NOSORH cannot guarantee job reinstatement. 

Employees who do not return from leave as planned may be terminated.

1. Court on Behalf of the Organization or Jury Duty - Employees selected for jury duty or required to attend a court session as a part of their responsibilities with NOSORH will not be charged with paid time off and will be paid at their normal hourly rate.  Any fees received for such an appearance must be paid to NOSORH.  An employee may be required to submit evidence of jury time at the conclusion of their duty. Employees are expected to return to work immediately if they are excused from jury duty during regular workday hours.

2. Military Leave - NOSORH complies with the applicable laws governing leave for military service.  Employees should check with the Director if they have any questions about military leave.  

3. Bereavement Leave - Full-time employees who have completed at least three months of continuous employment may be granted a paid leave of absence of up to five regularly scheduled work days in the event of a death in the immediate family. Immediate family member is generally defined as spouse, parent, sibling, grandparent or child. Employees may be eligible for bereavement leave for other family members. The length of time covered by this leave will be based upon the family member lost, the need for travel, and other personal circumstances. The amount of paid leave will be determined by the Director and negotiated with the employee.

PTO Accrual
· Employees may accrue a maximum of 320 hours Paid Time Off. 

· Upon voluntary termination, full time employees who give at least 2 weeks’ notice of planned separation shall be paid a maximum of 320 hours of unused PTO balance. Any remaining balance shall be forfeited.
· In the event of involuntary termination payment of any unused PTO balance or percentage of that balance will be paid at the discretion of the Executive Director and the Board of Directors. 
· Employees terminated for cause will not be paid any PTO balance. 

D. Benefits

Benefits of NOSORH employees are defined by an individual benefit contract, these benefits are available to full-time and part-time employees on a prorated basis.  Temporary employees are not eligible for these benefits. NOSORH reserves the right, in its discretion, to change the nature of the benefits offered to employees, or to change insurance carriers, deductibles, premiums, or other features of any benefit.  In addition, NOSORH may decide to discontinue one or more benefits.  Covered and eligible employees will be notified of such changes or discontinuations.  

In general benefits planning will be conducted in March of each year in close collaboration with employees.  A benefit budget will be established and agreed upon by each employee in advance.  Enrollment in the benefit plans will be subject to the identification and schedule of the benefit provider.  

Benefits may include health, dental, life and/or short-term disability insurance, pharmacy plan or other benefits deemed appropriate and approved by the Board. 

1. Workers’ Compensation - Employees are covered for benefits under the Workers’ Compensation Law.  To assure proper protection for employees and NOSORH, any accident that occurs on the job must be reported, even if there are no injuries apparent at the time.  Forms for this policy are available from NOSORH.

2. Unemployment Insurance - Employees of NOSORH are covered by unemployment insurance.   This benefit is provided by NOSORH, and requires no payroll deduction on the employee's part.  Employees are entitled to this plan if they become unemployed through no fault of their own.  

V. PERFORMANCE REVIEWS

Performance reviews of employees are conducted at least annually.  Performance reviews are intended to  provide development plans for employees and  identify aspects of the job that are being performed well and those aspects that need attention. Employees will actively participate in their performance review with the Director. While performance reviews are a formal mechanism for reviewing an employee’s performance, the Director is available throughout the year to meet with employees about issues, problems or questions related to employment outside regularly scheduled performance reviews.  

· WORKPLACE CONDUCT

In addition to expecting employees to perform their jobs competently and reliably, NOSORH expects employees to conduct themselves in a professional, ethical, and responsible manner, which reflects the NOSORH values; promotes a spirit of cooperation and teamwork among employees; and is respectful of the staff, contractors, members, board members, supporters, volunteers, partners and members of the public with whom they interact.

In general, NOSORH employees maintain an appropriate home office. Employees will be responsible for their performance and adherence to a safe work environment. 

Excessive time spent on the phone, internet or other activities for personal use during working hours will not be tolerated.

VI. CORRECTIVE ACTION/TERMINATION

Employment is at-will and neither cause nor progressive discipline are required for termination.  Offenses which will not be tolerated may include, but are not limited to:

· Insubordination

· Unexcused absenteeism

· Fighting/threats of physical damage

· Unprofessional conduct

· Negligence 

· Possession of a firearm or weapon while at work

· Violations of policies and procedures

· Falsifying employee records or time sheets

· Outside criminal activity or other off work activity detrimental to NOSORH

· Breach of confidentiality

· Failure to accomplish tasks

· Disclosure of confidential information

VII. SEPARATION FROM EMPLOYMENT

On or before the last day of work, all NOSORH property, such as keys, files, documents, equipment, and software must be returned to the Director.  

A. Resignation

Employees are asked to give at least two weeks notice of resignation.  Some employees, upon hiring, may be asked to give more notice because of the nature of their employment.  

B. Terminations or Lay-Offs

Under certain circumstances, the termination or lay-off of an employee may be necessary.  

VIII. EMPLOYEE PROBLEM SOLVING

If an employee believes that inappropriate action has been taken against him/her, and the employee has been unable to resolve the matter informally by speaking with their supervisor, the employee may file a written grievance with the Director. The Director will conduct an investigation of the incident as appropriate.  The decision of the Director is final. If the Director is the employee’s immediate supervisor, a written complaint must be submitted to the President –Elect of the Board of Directors.

· CONFIDENTIALITY

NOSORH and its employees have an obligation to respect and maintain the confidentiality of all individuals and agencies in the course of business.  The disclosure, distribution, electronic transmission or copying of NOSORH’s confidential information is prohibited.

If an incident or event involving NOSORH warrants further legal action or investigation, employees will not provide any written or verbal statements as an official statement of NOSORH to the media.  Only the Director and/or designee will speak on behalf of NOSORH to the media.

IX. HARASSMENT

It is a violation of NOSORH policy to harass anyone at work because of his or her gender, race, color, age, religion, veteran status, gender, disability, national origin, creed, sexual orientation, marital status height and weight distribution, NOSORH is committed to maintaining a workplace that is free of any such harassment.

If an employee believes that they have been subject to discriminatory harassment by a co-worker, supervisor, volunteer, member, client, or vendor, or by anyone else in the course of their employment, they should report their concerns immediately to the Director.  Retaliation against an employee by any person under NOSORH’s control for opposing such harassment, for filing a bona fide complaint of discriminatory harassment or for providing information in good faith regarding another employee’s complaint, will be subject to disciplinary action, up to and including termination. 

X. SMOKING, ALCOHOL AND DRUG POLICIES

NOSORH is committed to the well being of our employees, to safety, and to the provision of high-quality services to members.  For all of these reasons, NOSORH will not tolerate the unlawful possession, use, manufacture, distribution, or dispensation of controlled substances during work time.  Moreover, employees are prohibited from reporting to work under the influence of alcohol, illegal drugs, or unlawfully used prescription medications.

Any employee who violates this restriction will be subject to disciplinary action, up to and including termination.

XI. LOBBYING

No employees may lobby or participate in political activities on behalf of NOSORH without permission from the Director.  Employees may not conduct personal political lobbying on the premises or during their normal working hours.  NOSORH employees may not utilize NOSORH supplies, letterhead, or postage to conduct lobbying activities or any other non-business activity without permission from the Director.

The Director and/or their designee will be the person to respond to inquiries for educational information by political representatives.

XII. CONFLICT OF INTEREST

Employees are held to a strict rule of honest and fair dealings with NOSORH, its members and partners.  Employees will not use their positions or knowledge gained there from, so that a conflict might arise between NOSORH’s interest and that of the individual.  Employees will avoid any employment, activity, investment or other interest which might involve obligations which may compete with or be in conflict with the interest of NOSORH, and will promptly disclose the same as they might arise.  Whenever an employee is involved in a transaction, either financial or professional with NOSORH and the potential exists for a conflict of interest, there must be immediate and complete disclosure to the Director.  

BOARD CONSIDERATION AND APPROVAL

This Personnel Manual may be reviewed by the Board of Directors, at least every two years.  Changes to all or parts of the Handbook can be made by the Board or the Director anytime during the interim if necessary due to changes in regulations, staffing, benefits availability, or other circumstances.  Significant changes must be approved by the Board of Directors.

Reviewed by the Board of Directors, NOSORH 

This Personnel Manual was approved by the Board of Directors on August 19, 2009, during the monthly board meeting.  

Welcome 

NOSORH welcomes you.  This manual is designed to help you succeed as an employee.  It outlines policies and procedures that apply to you.  The manual and the attachment is a guide to your benefits and rights, as well as your obligations and expectations.  We want you to understand our policies, procedures and expectations.  NOSORH reserves the right to changes these policies and procedures upon notice to employees.  Unless superseded by a written employment agreement these policies will apply to all employees of NOSORH.  Please acknowledge receipt and understanding below. 
	
	
	Initials
	Date

	1.
	I have received a copy of the NOSORH Personnel Manual.


	
	

	2.
	I understand that these policies and procedures are intended as guidelines and do not constitute a contract either implied or expressed between NOSORH and me.
	
	

	3.
	I understand that the management may amend these policies and procedures at any time. These changes can occur without my consent and without advanced notice.  When changes are made, I will be notified.
	
	

	4.
	I understand that it is my responsibility to know and follow the current policies and procedures.
	
	

	5.
	I understand that my employment at NOSORH is “at will” and that I or NOSORH may terminate at any time for any reason with or without cause and with or without notice and without any right of review at any time.
	
	

	6.
	Rate of pay: 

Other benefits: 


	
	


_______________________________________________

Employee’s Name

_______________________________________________

________________

Director







Date

Director Performance Evaluation POLICY
(approved September 16, 2009)

Policy:  It is NOSORH’s policy that the performance of the Director be reviewed on an annual basis.  This performance review shall be used to document and plan for the improvement of the performance of the Director in meeting NOSORH needs and to guide a discussion regarding the work and pay of the Director and the organization.  The Director’s performance is evaluated in two general categories: accomplishment of duties and attributes which contribute to the success of NOSORH.  

Bylaw Reference: The Executive Committee shall be responsible for hiring and evaluating the NOSORH Director.  Procedures for such hiring and evaluation will be submitted by the Executive Committee to the

Board for approval.
Procedure:

The President will have responsibility for conducting the evaluation of the director.  

The President may seek input (written, verbal or electronic survey) from other members of the organization which may include the Past-President, other members of the Executive Committee or Board or other key informants as they deem appropriate. 

The Director will be informed in advance of the methodology for conducting the evaluation. 

A meeting to conduct the review will be scheduled in advance.  

The Performance Review will include documentation of performance, discussion and establishment of goals and a salary and benefit review. 

The Performance Review will be conducted in _____of each year. 

Recommendation: should happen in conjunction with budget planning to be in sync with initial salary discussions – March or April of each year. 

The attached Tool for Performance Review will be the guiding document for the conduct of the review and may be modified at the President’s discretion.  

Tool for Performance Evaluation for the NOSORH Director

This evaluation is based on the attached position description for the Director, the NOSORH Strategic Roles and the current NOSORH workplan.  Please review the attached documents and this evaluation carefully.  This evaluation is for the period February 2008 through February 2009.  This performance review tool is designed to collect both quantitative and qualitative input to document and improve the performance of the Director in meeting NOSORH needs and to guide a discussion regarding the work of the Director.  The Director’s performance is evaluated in two general categories: accomplishment of duties and attributes which contribute to the success of NOSORH.  

RESPONSIBILITIES:

BOARD DELEGEE

· Provides effective, appropriate leadership direction to the Board, contractors, staff and volunteers. 

3



2


1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

2.
Has a vision of where NOSORH is headed and assists the Board in formulating missions, goals and policies?

3



2


1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

3. 
Implemented objectives to accomplish mission, goals and policies of the Board?

3



2


1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

4. Assisted the Board and the President in agenda preparation, governance and kept Board informed of important matters of the organization and membership? 

3
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1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

5. Manages the organizations resources, volunteer time, contracts and services in a manner consistent with laws, policies and budgets?

3
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1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

POSITIONING – COLLABORATION – COMMUNICATION – ADVOCACY 

6. 
Ensures the establishment and implementation an effective communication strategy to inform and engage NOSORH members.    

3



2


1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

7.
Develop effective linkages with other key organizations in meeting the mission of NOSORH.  

3
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1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

1. Works with the Board to ensure the accomplishment of an annual legislative agenda. 

3
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1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

2. Professionally represents the organization in public and with other agencies.

3



2


1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

DEVELOPMENT – FUNDING

3. Works with the Development Committee and Board to plan and ensure the accomplishment of a NOSORH sustainability plan. 

3
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1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

MANAGEMENT OF THE COOPERATIVE AGREEMENT

4. Directing and monitoring ensuring the accomplishment of all objectives of the Cooperative Agreement in accordance with all applicable policies and guidelines. 

3
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1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

ATTRIBUTES: 

12. Productivity – Manages a fair workload.  Takes on additional responsibilities as needed.  Manages priorities.  Develops and follows work procedures.  Manages time well. 

3
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1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

13. Problem Solving - Cultivates trust, consensus, constructive suggestions and problem solving by evaluating alternative solutions, makes decisions consistent with skills and experience.  Recognizes decisions that have to be deferred until all pertinent facts are gathered and analyzed.  Flexible in modifying decisions. 

3



2


1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

14. Member focused - Fosters enthusiasm for member service, mission and core values of the organization. 

3



2


1

Exceeds 


Meets 


Falls short of 

Expectations

Expectations

Expectations

Total ______/42

General Discussion Questions (Optional response) 

· Has the organization made progress overall compared to the prior year, in what way? 

· If the organization has not progressed as expected, were any factors involved that were beyond the Director’s control? 

· Did the Director meet the goals that were agreed on between the Board and the Director?

· In what ways did the Director excel this past year? 

· In what areas can the Director improve next year? 

· Do the Board and the Director understand and balance their responsibilities leadership, governance and management of NOSORH?  (see Board and Staff Responsibilities document) 

· Does the Board support the Director, how? 
· Is the Directors compensation reasonable? 
· Are the Director’s current capabilities, skills and time sufficient and being fully utilized to the benefit of NOSORH? 
Retirement Plan (needs to be bupdated by board & added to Personnel Manual)
 (September 16, 2009)

Background on Employees’ Benefits

Prior to January 2009 all staff of NOSORH were contractors.  In January of 2009 two staff became employees of the organization.  At the time of the conversion to employees in January NOSORH was mid – budget year and fringe benefit costs were not well established.  The Director requested and was offered life insurance, disability insurance and paid time off.  The Administrative Coordinator was offered up to 10% of salary for benefits of her own choosing. 

In May 2009 the Board reviewed and approved a CA budget request for fringe benefits for employees as follows:

15% of salary for the Director 

10% of salary for the Administrative Coordinator

7% of salary for what was then the Education Coordinator
In August 2009 the Board approved a Personnel Manual which stipulates that  

· “It is the Director’s responsibility to hire, supervise, and make personnel decisions regarding employees or contractors within the approved budget of NOSORH and applicable federal, state and local laws and regulations.”

· “Benefits of NOSORH employees are defined by an individual benefit contract, these benefits are available to full-time and part-time employees on a prorated basis.”  And

· “In general benefits planning will be conducted in March of each year in close collaboration with employees.  A benefit budget will be established and agreed upon by each employee in advance.

· “Enrollment in the benefit plans will be subject to the identification and schedule of the benefit provider.”

· “Benefits may include health, dental, life and/or short-term disability insurance, pharmacy plan or other benefits deemed appropriate and approved by the Board.”

Budget for Retirement Account – SEP account 

All current employees of NOSORH have no need for health insurance benefits through NOSORH and all are interested in having a retirement plan.  

At this time it is estimated that NOSORH can afford to offer employees some combination of life and disability insurance and a 5% SEP retirement plan.  A “SEP” account allows non-profit organizations the capacity to pay up to 25% of employees’ salary to an annuity for retirement benefit.  The employer is not required to pay the retirement in years it is not affordable.  All employees must be offered the benefit.  See attached additional information on SEP accounts. 

Recommendations on Benefits Offered to Employees - from the Director 9/11/09

1. NOSORH should only provide benefits which can be afforded by its annual budget.

2. NOSORH should remain flexible in offering employee benefits which are meaningful and equitable. 

3. NOSORH should provide benefits which require a minimal amount of administration. 

4. NOSORH should increase the 2009 – 2010 budgets for fringe to at least 15% of total salary costs. 

5. The NOSORH Director should implement a benefit contract for each employee, as stipulated by the Board in approving the personnel manual, at the earliest possible date. 

6. NOSORH should establish a SEP account to provide a retirement benefit to all employees. 
7. NOSORH should review the feasibility to establish a small group rate for other insurance and benefit needs of employees, now and in the future. 
Financial
Budget Planning Policies and Procedures – NEED TO MOVE TO FISCAL POLICIES
 (approved on May 20, 2009)
POLICY

NOSORH proactively plans and actively monitors use of all federal, state and private funding in order to best meet the needs of the organization as it serves the needs of its member SORH and their associates.  NOSORH complies with all applicable federal, state and local laws and regulations.  The fiscal year of NOSORH is September 1 through August 30th.  The NOSORH annual budget will include a plan for all revenue and expenses of the organization. 

ROLES AND RESPONSIBILITIES

The Board of Directors is responsible for approval of an annual budget, assisting with the identification of budget needs, revenue generation strategies and program priorities and providing fiduciary oversight. 

The Treasurer works with the Director and Finance Committee, to solicit input from individual Committees, Executive Committee, Director and Board members as needed to develop the annual budget to be presented for Board approval at the winter Board Leadership meeting.
The Finance Committee will recommend an annual budget to the Board. 

The Director is responsible for preparation and compliance with the annual budget.  

PROCEDURES

The NOSORH budget planning process is conducted in order to allow for Board approval in time for major grant application submission, usually in April and May of each year. 

The Treasurer will work with the Director to provide the Board and Committee Chairs with a budget report and budget request forms (including revenue generation) to facilitate budget planning of the organization. 

The Director may work with NOSORH partners to identify and plan budgets for potential special projects which shall be approved by the Board.  

Upon receipt of budget requests the Treasurer and Director will compile a first draft budget and submit the budget with the Finance Committee.  

The Finance Committee will review the budget and provide a recommended budget for review by the Executive Committee.  The Board shall have final approval of the annual budget.  

Company Credit Card Policy (needs to be updated in fiscal policies)
(approved December 9, 2009)

The NOSORH Board authorizes the Director, Treasurer, President and President Elect to approve charges to an organizational credit card as defined below.  Any exceptions to this policy may be made by the full Board of Directors.
Expectations of Credit Card User  
The use of the NOSORH organizational credit card shall be limited to the Executive Committee, Director and Administrative Coordinator (under the direction of the Director). 

It is the user responsibility to understand all NOSORH credit card policies and appropriate use prior to incurring any NOSORH expense.  The user shall always use the most economical means for making purchases on behalf of NOSORH.  The user shall submit original receipts for all expenses charged to the credit card to the Director (or Treasurer) within 10 days of the purchase. 

Eligible Expenses

The NOSORH credit card may be used only for expenses approved in the budget which may include the following:

· Facility fees – hotel, restaurant or conference facility required deposits. 

· Payment of organizational membership dues or display fees approved in advance

· Payment for internet tools such as Survey Monkey, Audio Acrobat etc…

· Supply purchases authorized in advance, from vendors who will not agree to bill the organization – such as recognition supplies, etc…
· Staff travel or meeting registration
Mis-use of the Credit Card

The NOSORH Director or Treasurer shall be responsible for oversight of reconciling every credit card transaction, monthly.  Any mis-use or non-compliance with the NOSORH Credit Card policy will be immediately reported to the Board.  Any mis-use of the credit card will be cause for revocation of the privilege.  Any unauthorized purchases made with the NOSORH credit card will be repaid by the user within 5 business days of notification.  Any mis-use may be subject to criminal or civil action.
fiscal policies and procedures 
(draft from July 2014)
Standards for Financial Management System 

In accordance with OMB Circular A-110, Uniform Administrative Requirements for Grants and Agreements with Institutions of Higher Education, Hospitals, and Other Non-Profit Organizations, NOSORH shall maintain a financial management system that provides for the following: 

1. Accurate, current, and complete disclosure of the financial results of each federally-sponsored project or program, in accordance with the reporting requirements of A-110 and/or the award. 

2. Records that adequately identify the source and application of funds for federally-sponsored activities.  These records shall contain information pertaining to Federal awards, authorizations, obligations, unobligated balances, assets, outlays, income, and interest. 

3. Effective control over and accountability for all funds, property, and other assets. NOSORH shall adequately safeguard all such assets and assure they are used solely for authorized purposes. 

4. Comparison of outlays with budget amounts for each award.  Whenever possible, financial information shall be related to performance. 

5. Written procedures to minimize the time elapsing between the transfer of funds to NOSORH from the US Treasury and the issuance or redemption of checks, warrants, or payments by other means for program purposes by the recipient. 

6. Written procedures for determining reasonableness, allocability, and allowability of costs in accordance with the provisions of the terms and conditions of the award.

7. Accounting records that are supported by source documents.

8. On August 1, 2013, NOSORH began maintaining accrual basis accounting records.

Charging Costs to Programs and Grant Awards

Overview

NOSORH charges costs that are reasonable, allowable, and allocable to a program or grant award directly or indirectly.  All unallowable costs shall be appropriately segregated from allowable costs in the general ledger in order to assure that unallowable costs are not charged to grant awards

Accrued Liabilities

NOSORH shall establish a list of commonly incurred expenses that may have to be accrued at the end of an accounting period.  Some of the expenses that shall be accrued at the end of an accounting period include:

· Salaries and wages

· Payroll taxes

· Paid Time Off (PTO)

· Accounting fees

· Audit fees 

In addition, NOSORH shall record a liability for deferred revenue (revenue received but not yet earned) in accordance with the revenue recognition policies described elsewhere in this manual.  Adjustments to deferred revenue accounts shall be made monthly.
Paid Time Off 

Personnel policies permit employees to accrue carry forward up to 320 hours of unused Paid Time Off (PTO).  Such unused leave is payable to an employee upon termination of employment.

Accordingly, NOSORH records a liability for accrued PTO to which employees are entitled.  The total liability at the end of an accounting period shall equal the total earned but unused hours of leave, up to a maximum of 320 hours, multiplied by each employee’s current hourly pay rate.

Prepaid Expenses

NOSORH treats payments of expenses that have a time-sensitive future benefit as prepaid expenses and will systematically allocate the expense of these items over the corresponding time period.  For purposes of this policy, payments of less than $1,200 shall be expensed as paid and not treated as prepaid expenses, regardless of the existence of a future benefit.

Prepaid expenses with future benefits that expire within one year from the date of the financial statements shall be classified as current assets.  Prepaid expenses that benefit future periods beyond one year from the financial statement date shall be classified as noncurrent assets.

Procedures

As part of the account coding process performed during the processing of accounts payable, all incoming vendor invoices shall be reviewed for the existence of time-sensitive future benefits.  If future benefits are identified, the payment shall be coded to a prepaid expense account.

NOSORH’s accounting firm shall maintain a schedule of all prepaid expenses.  The schedule shall indicate the amount and date paid, the period covered by the prepayment, the purpose of the prepayment, and the monthly amortization.  This schedule shall be reconciled to the general ledger balance as part of the monthly closeout process.

Assigning Costs to Grant Funded Programs

Check Requests

Costs are assigned with the check requests when invoices are received based on the following methods:

· Costs are known to be directly related to the grant, to specific contracts or to other sources of revenue. 

· Costs are allocated based on a percentage. Only administrative costs like insurances, some phone expenses and some accounting services are allocated on a percentage basis - please make recommendation about how to allocate  if this is not appropriate. 

Segregating Unallowable from Allowable Costs 
The following steps shall be taken to identify and segregate costs that are allowable and unallowable with respect to each program or award:

1. The budget and grant or contract for each program or award shall be reviewed for costs specifically allowable or unallowable.

2. Accounting personnel shall be familiar with the allowability of costs provisions included in grant agreements, such as: 

a. Specifically excluded costs, such as alcoholic beverages, bad debts, contributions, fines and penalties, lobbying, etc.

b. Those costs requiring advance approval from grantor agencies in order to be allowable such as certain travel expenses, equipment purchases, etc.

3. No costs shall be charged directly to any program or grant award until the cost has been determined to be allowable under the terms of the program or award.
4. For each program or grant award, an appropriate set of general ledger accounts shall be established in the chart of accounts to reflect the categories of allowable costs identified in the grant award or the program budget.

All items of miscellaneous income or credits, including the subsequent write-offs of uncashed checks, rebates, refunds, and similar items, shall be reflected for grant accounting purposes as reductions in allowable expenditures if the credit relates to charges that were originally charged to a program or grant award or to activity associated with a program or award.  The reduction in expenditures shall be reflected in the year in which the credit is received (i.e., if the purchase that results in the credit took place in a prior period, the prior period shall not be amended for the credit).

Criteria for Allowability

All costs must meet the following criteria in order to be treated as allowable direct or indirect costs under a program or grant award:

1. The cost must be “reasonable” for the performance of the program or award, considering the following factors:

a. Whether the cost is of a type that is generally considered as being necessary for the operation of the Organization or the performance of the program or award.

b. Restraints imposed by such factors as generally accepted sound business practices, arm’s length bargaining, federal and state laws and regulations, and the terms and conditions of the program or award.

c. Whether the individuals concerned acted with prudence in the circumstances.

d. Consistency with established policies and procedures of the Organization, deviations from which could unjustifiably increase the costs of the program or award.

2. The cost must be “allocable” to an program or award by meeting one of the following criteria:

a. The cost is incurred specifically for a program or grant award,

b. The cost benefits both the program or grant award and other work and can be distributed in reasonable proportion to the benefits received, or

c. The cost is necessary to the overall operation of the Organization, except where a direct relationship to any particular program or group of programs cannot be demonstrated.

3. The cost must conform to any limitations or exclusions of the program or grant award itself.

4. Treatment of costs must be consistent with policies and procedures that apply to both grant financed activities and other activities of the Organization.

5. Costs must be consistently treated over time.

6. The cost must be determined in accordance with generally accepted accounting principles.

7. Costs may not be included as a cost of any other grant financed program in the current or prior periods.

8. The cost must be adequately documented.

Indirect and Joint Costs 

Indirect costs are those that have been incurred for common or joint objectives and cannot be readily identified with a particular grant or program.  Joint costs benefit more than one, but not necessarily all, programs. 

Examples of joint costs are:

· Insurances including workers comp, general liability, crime coverage D&O insurance

· Fiscal operations including accounting services or fees including payroll fees, audit,  tax preparation and banking

· Personnel costs

· Travel and local mileage 

Each program or grant will be charged its fair share of costs.  Any costs not reimbursed by a particular funding source will be charged to “non-grant” funds that may cover indirect or joint costs after the allocation process is complete.

Direct Costs 

Direct costs include those costs that are incurred specifically for one award or program.  NOSORH identifies and charges these costs exclusively to each award or program.

Each invoice shall be coded with the appropriate account number reflecting which program received direct benefit from the expenditure.  Invoices are approved by the Executive Director.  In the case that the payment is to the Executive Director the Treasurer shall approve the invoice. 

Time sheets or personnel activity reports are also submitted on a regular basis, reflecting employees' work and which programs directly benefited from their effort.  Time sheets or personnel activity reports shall serve as the basis for charging salaries directly to program or grant awards and non-grant functions.  See the Payroll section of this manual for detailed procedures.

Equipment purchased for exclusive use on a grant award and reimbursed by a grantor agency shall be accounted for as a direct cost of that award (i.e., such equipment shall not be capitalized and depreciated).

Direct Costing Procedures 

Direct and joint costs are allocated to the benefiting programs using cost pools under the following policies and procedures:

1. Costs will be allocated to all programs on an equitable basis regardless of any limits imposed by funding sources.

2. As much as possible, costs will first be charged directly to benefiting programs.

3. All remaining joint costs will be allocated on the most meaningful measures.  The following bases will be used:

a. Insurances including workers comp, general liability, crime coverage D&O insurance shall be allocated based on total budget percentage of each grant or contract and the NOSORH non-grant fund. 

b. Personnel costs will be allocated based upon Personnel Activity Reports

c. Travel and local mileage will be allocated based upon purpose of the travel, local mileage shall be allocated based on total budget percentage of each grant, contract and the NOSORH non-grant funds. 

4. Program-related costs will be allocated based on relevant activity measures, such as number of meals served, number of children or clients.

Personal Activity Reports (PARs)

· Personal Activity Reports (PARs) are used to track grant and non –grant expenses for all exempt employees.   

· The NOSORH PAR are submitted and compiled to meet the following requirements:

· They reflect after-the –fact determination of the actual activity of each employee.  Budget estimates do not qualify for support for charges to awards.

· They account for the total activity for which each employee is compensated.

· They are signed by the employee and supervisor who has first-hand knowledge of the activities performed by the employee.

· They are prepared monthly and coincide pay periods. NOSORH pay cycle is bi-weekly (every two weeks).

· NOSORH complies with the Department of Labor Fair Labor Standards Act and requires reporting the total number of hours worked each day by no -exempt employees and wage and hour laws in its state. 

Non-Exempt Employees PARs

· Non-exempt employees are required by Department of Labor and state employment laws to record the number of hours they work each day.  For non-exempt employees 

· Timesheets account for all time worked.

· Time is recorded as it is worked, that is, after-the-fact, and

· Timesheets are submitted by the employees and approved by the supervisor with first-hand knowledge of the work performed.  We submit electronically no signature is involved a password that is used for e-submission. 

· Therefore, the addition of a brief description of the activity performed, and if the employee’s compensation is charged to more than one grant and it is allocated according to the time spent on each grant by the employee, the number of hours spent on each grant can be added to the timesheet to make it compliant with PAR requirements.

Exempt Employees PARs

· Exempt employees do not prepare timesheets. PARs are used to account for 100% of the time the employee works, time is recorded as percentages.

· Exempt employees must keep track of how they spend their time including activities performed whether or not their compensation is allocated based on hours worked on each grant or percentage of time.

· NOSORH exempt employees will submit a monthly PAR at the end of the last pay period of each month  which lists the activity and percentage of hours spent on each activity (see attached sample) 

Assigning Income to Grant Funded and Other Programs

Revenue Recognition Policies 

NOSORH received revenue from several types of transactions.  Revenue from each of these types of transactions is recognized in the following manner:

1. Contributions – Recognized as income when received, unless accompanied by restrictions or conditions.

2. Fee-for-Service Income – Recognized as income when services are rendered unless collection of amount due is in question.  In this case revenue is recognized when payments are received.

3. Membership Dues – Recognized as income for the pro-rated amount applicable to the related period and the balance is recorded as deferred income.  Deferred membership revenue is earned in subsequent periods based on the membership period.

4. Grant Income – Monthly accrual based on incurrence of allowable costs or based on other terms of the award.

5. In-Kind Contributions – Recognized as income when received. 

6. Program Income – Includes refunds and other applicable credits, and is recognized as a reduction in expenditures in the period in which it is received.

Immaterial categories of revenue will be recorded on the cash basis of accounting (i.e. recorded as revenue when received) as deemed appropriate by the Executive Director.

Definitions
The following definitions shall apply with respect to the policies described in this manual.

Contribution – An unconditional transfer of cash or other assets to the Organization, or a settlement of the Organization’s liabilities, in a voluntary nonreciprocal transfer by another entity or individual.

Condition – A donor-imposed stipulation that specifies a future and uncertain event whose occurrence or failure to occur gives the promisor a right of return of the assets it has transferred to the Organization or releases the promisor from its obligation to transfer its assets.  In practical terms, this means a donor has imposed some type of stipulation other than a purpose or time period stipulation (which is defined as restriction below) and that condition has some degree of uncertainty as to whether or not it will occur, and if the condition is not met, the Organization is not entitled to the contribution.  Conditions may or may not be within the control of the Organization.
Restriction – A donor-imposed stipulation that specifies a use for the contributed asset that is either limited to a specific future time period or is more specific than the broad limits resulting from the nature of the Organization, the environment in which it operates, and the purposes specified in the Articles of Incorporation and Bylaws.  Restrictions on the use of an asset may be temporary or permanent.

Nonreciprocal Transfer – A transaction in which an individual or entity incurs a liability or transfers assets to NOSORH without directly receiving value in exchange.

Promise To Give – A written or oral agreement to contribute cash or other assets.
Exchange Transaction – A reciprocal transaction in which NOSORH and another entity each receive and sacrifice something of approximately equal value.
Cash and Cash Management 

Bank Reconciliation Policy 

NOSORH shall maintain a single operating checking account to provide for all cash (and credit card) deposits and cash disbursements.  Any excess funds in this account can be transferred into a general savings account, short-term investments, or higher interest-bearing cash equivalents.  Cash transfers will be done on an as-needed basis to cover disbursements. 

	Bank Reconciliation - Summary of Duties

	Function
	Responsibility
	Timing

	Retrieve online bank statement and email to FSS, ED and Administrator
	Treasurer
	Monthly

	Review bank statement for all deposits logged on mail log, sign and send to Treasurer. 
	ED
	Monthly

	Receive bank statement, perform bank and general ledger reconciliations, and report unusual items to Treasurer
	FSS
	Monthly

	Email bank reconciliation and missing check report, along with financial statements to ED, Treasurer

and Administrator
	FSS
	Monthly

	Review bank statement and reconciliation for unusual items and report to Board
	Treasurer
	Monthly


Bank Reconciliation Procedures 

1. Bank reconciliation(s) - Bank account statement(s) should be received each month by the Board Treasurer.  The Treasurer shall retrieve the bank statement online and review its contents for unusual or unexplained items, such as unusual endorsements on 
checks, indications of alterations to checks, etc.  Any unusual or unexplained items shall be reported immediately to the Executive Committee. 
a. This review must be performed in a timely manner so that reconciliation of bank account(s) is not delayed.
b. After this timely review, the entire bank statement is forwarded to the FSS where reconciliation between the bank balance and general ledger balance is prepared by someone who is not an authorized bank depositor, check disbursement 
requestor, or authorized check signer.  
c. If this bank statement does not include 
original cancelled checks, but instead has photocopies of cancelled checks, the 
bank statement can be e-mailed to the FSS.  Any unusual or unexplained items shall be reported immediately to the Treasurer who will report immediately to the Executive Committee. 

2. Upon receipt of the bank reconciliation the Executive Director will verify that the deposits on the bank reconciliation and the bank statement match the individual deposit reports for the month and that the deposit report matches the total in the mail logs.  The bank reconciliation will be checked for any missing check numbers.  A missing check report will be prepared by the FSS and included with the bank reconciliation for reference. 
Transfer of Funds Procedures from Checking to Savings Account 

To earn interest on funds available to NOSORH, excess funds will be reviewed and transferred regularly (semi-monthly) from the checking account into the savings/money market account.  After the semi-monthly check requests are paid, the FSS will send a copy of the check register to the Executive Director, Administrator and Treasurer.  The Treasurer would then transfer funds into the savings/money market account leaving a minimum balance of $10,000-$12,000 in the checking account at all times.  The minimum balance would be needed to cover the bi-weekly payroll, related taxes and fees which are automatically withdrawn from the checking account.  If funds are needed to pay the next semi-monthly check requests the FSS would request the Treasurer to transfer funds from the savings/money market account into the checking account. 

Cash Receipts Management 

Policy 

NOSORH’s primary sources of revenue are grant awards, annual meeting registration fees, licensing fees, annual membership dues, and sponsor/exhibitor fees and contributions.  These revenues shall be recognized in the financial statements of NOSORH in the following manner: 

1. Grant income - Monthly accrual based on incurrence of allowable costs or based on other terms of the award 

2. Annual meeting registration fees - Recognized as income when received.

3. Annual membership dues - Recognized as income when received.

4. Sponsor/exhibitor fees and contributions - Recognized as income when received.

5. Licensing fees – Recognized as income during subscription period

All cash receipts are received and/or processed through the Administrator and Executive Director. 

	Processing of Cash Received in the Mail - Summary of Duties

	Function
	Responsibility
	Timing

	Open mail
	Executive Director and Administrator, or other staff as reasonable
	At least weekly

	Create record of funds received for the specific items on the bank deposit OR if single check, make copy of check
	Administrator
	At least weekly

	Restrictively endorse the check.
	Administrator
	Daily

	Deposit in the bank
	Administrator
	Daily when feasible or within 10 business days

	Detailed bank deposit listing (and copy of checks) emailed to FSS, Executive Director and Treasurer
	Administrator
	As deposit is made.


Procedures for Processing of Cash Received in the Mail 

1. When both the Executive Director and Administrator are available, they will open mail together, and, in the presence of one another, create a permanent record of funds received by preparing a log or list of the individual checks.  This list will include the name(s) of the entity(ies) making payment to NOSORH and the individual amounts. When only one member of the program staff is available, that person will prepare the listings so that the bank deposit is not delayed.  Each time the mail is logged, the checks received will be noted in the column of the notebook and totaled and signed and dated by the staff person(s) opening the mail. 

2. Deposits are to be prepared and taken to the bank on a daily basis when staffing permits.  All checks must be deposited within 10 business days of receipt of the payment. 
3. All checks will immediately be restrictively endorsed by the individual who prepares the daily receipt listing(s).  This restrictive endorsement will be a rubber stamp 
that includes the following information: 
a. For Deposit Only 
b. NOSORH 
c. Bank name 
d. Bank account number of NOSORH 

4. The accumulated detailed bank deposit listings (and photocopies of the actual checks) will be e-mailed to FSS for processing through the cash receipts monitoring system and the accounts receivable system on a monthly basis.

Procedures for Processing of Cash Received in Person

1. For each instance where cash may be received in person the Executive Director designates the assignment for receipt of the funds to a specific “receiver” who shall receive all cash for payment and be responsible for tracking of cash received.

2. The Executive Director will provide a receipt book and “cash bank” to allow the receiver of funds to make any necessary change for payments and issue receipts.  The receiver shall count the cash bank and sign for the receipt of the cash bank.  

3. Upon receipt of meeting registrations or other receivables the receiver issues a sequentially numbered receipt noting the:

a. Payor

b. Date of payment

c. Amount of funds received

d. Form of payment

e. Initial of the receiver

4. The receiver keeps one copy of the receipt in the book.  

5. At the close of the event, the receiver counts the amount of the cash bank and returns it to the Executive Director with an itemized, total report of all receipts and copy of all receipts.  The amount of the original cash bank is signed for and paid back to the Executive Director by the receiver The Executive Director will verify the amount of the cash bank to equal the amount of receipts and ensure the safety of the cash until deposited to the NOSORH account. 

6. A deposit is made at the end of each event if a branch of the bank used by NOSORH is nearby.  Otherwise cash will be deposited when travel is completed.

7. The Executive Director and Administrator will prepare a detailed list and make photocopies of the actual checks for the bank deposit.  
8. Deposits are to be prepared and deposited in the bank within 10 business days of receipt of the payment.
9. Endorsement of checks will immediately be restrictively endorsed by the individual who prepares the daily receipt listing(s).  This restrictive endorsement will be a rubber stamp that includes the following information:
a. For Deposit Only

b. NOSORH

c. Bank name

d. Bank account number of NOSORH

10. The accumulated detailed bank deposit listings and photocopies of the actual checks will be e-mailed to FSS for processing through the cash receipts monitoring system and the accounts receivable system upon preparation of the deposit.  A copy will also be sent to the Treasurer and Executive Director. 

Procedures for Processing Credit Card Receipts/Electronic Deposits

1. When an organization requests to pay with a credit card, they will call the Administrator with their credit card number.  

2. The Administrator completes the credit card slip and processes the payment online using Bank of America Merchant Services.  The credit card slip is then shredded and no credit card information is retained by NOSORH.

3. The Administrator records the approval code from Bank of America Merchant Services and records the code in the memo section as the reference number in the NOSORH Quickbooks general ledger.

4. When the Administrator receives the credit card monthly e-statement, the credit card receipts are verified.  Then a credit card transaction report is sent to the accountant, Treasurer and Executive Director along with the monthly deposit report the first week of the next month.

Accounts Receivable Management 

Policy 

Reconciliations of anticipated revenue with actual recorded revenue performed by individuals who do not have access to incoming funds allow for the segregation of these functions.  Those people handling and recording cash received do not have access to the accounts receivable ledgers and those people monitoring and reconciling accounts receivable do not have access to the cash received.  The segregation of duties will need to be addressed as the Administrator presently handles all of these responsibilities.  The Financial Services Support (FSS) is only responsible for the recording of the CA (grant) funds. 

	Accounts Receivable Management - Summary of Duties

	Function
	Responsibility
	Timing

	Set up a A/R system for each known source of funds
	Administrator
	At time of start up

	Record entire CA (grant) as receivable and deferred revenue
	FSS
	At time of award

	Reduce deferred revenue and cash receipt is recorded as CA income
	FSS
	Upon receipt of CA for expenses paid

	Send Reconciliation of the A/R for the general ledger to the Executive Director and Treasurer
	Administrator/FSS
	Monthly

	Review the A/R reconciliation and investigate resolve differences between the mail log and the AR report
	Executive Director
	Immediately upon receipt of report


Procedures for Accounts Receivable Management 

1. An accounts receivable system for each known source of revenue will be set up by the Administrator for each payer.  For payments received electronically the Administrator will record the payment and apply the payments to the proper payer. 

2. Regarding the accounting for any grant: 

a. The entire grant will be recorded as a receivable and as deferred revenue, a liability, upon receipt of the grant during each year, when cash is received for expenses incurred, the deferred revenue account is reduced and the cash received is recorded as grant income 

b. To comply with GAAP requirements, at the end of each fiscal year, the remaining deferred amount will offset the remaining receivable and advance will be recorded as deferred revenue.  The management and the Board will be able to monitor the progress of each individual grant at any time during the year. 

3. On a monthly basis, based on the accounts receivable report from the Administrator, the FSS will record the accounts receivable balance in the general ledger.  The Administrator will prepare the monthly AR report to be sent to the Treasurer and the Executive Director. The Executive Director will review the reconciliation and will investigate and resolve all differences immediately with FSS. 

Accounts Payable Management 

Policy 

It is of primary importance that all cash disbursements are properly authorized, payments are processed in a timely manner and operating cash is properly managed.  For internal control purposes, it is important that assets or expenses are recorded by people other than those responsible for ordering products or services.  All cash disbursements, for whatever reason, shall be properly authorized by the Executive Director.  After the Administrator places the order(s).  To accomplish this, all vendor invoices, CA General Expenses (non-travel) Reimbursement Forms, Travel Reimbursement Expense Report Forms and any other requests for cash disbursements be presented to the Executive Director for payment approval.  The Executive Director approves all expenses except reimbursements to the Executive Director.  These expenses are approved by the Treasurer. 

	Accounts Payable Management - Summary of Duties

	Function
	Responsibility
	Timing

	Prepare numbered, check request form
	Administrator
	Semi-monthly

	Sign all check requests and verify appropriate documentation
	Executive Director
	Semi-monthly

	File all requests and documentation, sequentially
	Executive Director
	Semi-monthly

	The check requests and the appropriate forms are sent to the Treasurer electronically then the Treasurer after approval sends to the FSS electronically
	Executive Director/Treasurer
	Semi-monthly

	Review the forms, enter the check requests as bills (to track check requests with check numbers) then print and mail checks directly since the Treasurer has already approved, file documentation electronically
	FSS
	Semi-monthly

	Obtain Treasurer authorization for check if in excess of 25% budgeted amount
	Executive Director 
	Semi-monthly

	Initiate grant funds (draw) for reimbursement for grant expenses
	Administrator 
	As needed 


Procedures for Accounts Payable Management 

1. Each disbursement request will be made by the Administrator by completing a NOSORH Check Request Form, to be personally signed or electronically stamped by the Executive Director. 

2. Each NOSORH Check Request Form will be accompanied by the appropriate documentation required for such expenditure including all vendor invoices, CA General Expenses (non-travel) Reimbursement Forms, Travel Reimbursement Expense Report Forms and/or any other substantiation available. 

3. After the receipt of Each of these NOSORH Check Request Forms, the Administrator logs the check number on the check request and it is filed  along with the required substantiation, at the Executive Director’ office, filed monthly in sequence by NOSORH Check Request Form number. 

4. The accumulated NOSORH Check Request Forms, along with CA General Expenses Reimbursement Forms and/or Travel Reimbursement Expense Report Forms, as applicable, will be sent electronically to the Treasurer for approval and then the Treasurer will send electronically to the FSS for processing on a biweekly basis. 

5. After reviewing the applicable Forms for completeness, the FSS will print with the Treasurer’s electronic signature and mail checks directly to pay for the expenditures. The FSS will keep electronic copies of the NOSORH Check Request Forms, along with the required substantiation, by month in sequence by NOSORH Check Request Form number. 

6. The Executive Director needs to obtain Treasurer authorization before signing any disbursement check that is either in excess of 25% of the budgeted amount or was not budgeted. 

7. Only one authorized signature needs to be on each check.  In the absence of the Treasurer, the President, and the President-Elect have check signing privileges.  Presently only the Treasurer’s electronic signature is used when the checks are printed. 

8. For selected payments such as the credit card payment and Listserve vendor, the Treasurer reviews the check request and submits an electronic payment.  The Treasurer then forwards the confirmation along with the check request to the FSS and Administrator to record.  The FSS will include the appropriate support along with the check. 

9. In accordance with the provisions of the Cooperative Agreement (CA), the Administrator will apply for reimbursement of appropriate expenses paid above. The Treasurer will provide back up for this function. 

10. Beginning August 1, 2013, all check requests will use the date of the period for which the expense applied.  For example, if an invoice is received in September for services or an expense incurred in the month of August, the check request date would be dated for August.  The check request cut-off date for each month will be the last day of the subsequent month in order that accrual basis (GAAP) financial statements can be prepared by the 10th of each month.  For the fiscal year-end August 31, the cut-off for check requests will be 30th of the following month.  For check requests received after that cut-off date, the expenses will be included in the following month.

Payroll and Form 1099 Reporting 

Procedures 

1. Employees are paid bi-weekly.  All employees enter time on the CBiz time card the Monday immediately following every pay period. 

2. The Administrator reports all payroll to be processed through CBiz Payroll on a bi-weekly basis, no later than the Wednesday before each payday.  For each payroll, reports are automatically emailed to FSS.  Payroll is recorded by the FSS accordingly to the Labor Distribution reports separating the expenses related to the Cooperative Agreement (CA) and non-CA.   Accrued payroll wages and payroll taxes are recorded for accrual basis monthly financial statements.

3. All independent contractors which include individuals, LLC’s, LLP’s but NOT corporations, will submit a signed Form W9 to the Administrator prior to receiving their first payment via a check request.   The Administrator will be responsible for maintaining a Form W9 file and will submit to the FSS as needed each year.  Form 1099’s will be prepared and e-filed by the FSS as required by the Internal Revenue Service.  Generally, 1099’s are required for payments to contractors of $600 or more.  Form 1099’s will be mailed to the Executive Director to review and mail to the recipients by January 31st of each year. 

4. The NOSORH Administrator may elect to pay some contractors through the CBiz Payroll system. 

5. End of year W-2s are prepared and sent to NOSORH by CBiz Payroll for dissemination to all employees. 

6. All applicable state, local and federal taxes are paid and reported by CBiz Payroll. 
Financial Statements 

Policy 

Preparing financial statements and communicating key financial information is a necessary and critical accounting function.  Financial statements are management tools used in making decisions, in monitoring the achievement of financial objectives, and as a standard method for providing information to interested parties external to NOSORH.   QuickBooks is the financial reporting system used for NOSORH by the FSS for the following: 

1. Preparation of computer-generated checks for cash disbursements.

2. Maintenance of a current balance in your operating checking account.

3. Preparation of computerized bank account reconciliations.

4. Maintenance of your accounts receivable system for any number of grants.

5. Maintenance of your general ledger system.

6. Preparation of financial statements including the balance sheet, income statement, accounts payable report, accounts receivable report (n/a), bank reconciliations and budget report.  The reports shall allow for tracking of all sources of funds and expenditure categories. 

	Financial Statements - Summary of Duties

	Prepare monthly financial statements (balance sheet, income statement detailed and condensed, AR report (n/a), bank reconciliation and budget expenditure report, FYTD check detail, FYTD general ledger, grant and non-grant ) and send to Treasurer, Administrator and Executive Director
	FSS
	To be provided 2 working days after the end of month transactions have been submitted 

	Report to Board
	Treasurer
	Board meetings


Procedures for Financial Statements 

1. Cash disbursements by check will be prepared on a bi-weekly basis within two days of receiving appropriate paperwork, including NOSORH Check Request Forms, as discussed in Accounts Payable Management section above.
2. Monthly accrual based financial statements will be prepared and sent via e-mail to the Administrator,  the Treasurer and the Executive Director for their review as soon as possible prior to their presentation at the Executive Committee meeting for approval and acceptance. 

Need to finish this section- Credit Card Policy
(revised 2/15/13 and approved by Board 2/20/13)
The NOSORH Board authorizes the Executive Director and, Treasurer, to approve charges to an organizational credit card as defined below.  Any exceptions to this policy may be made by the full Board of Directors.
Expectations of Credit Card User  

The use of the NOSORH organizational credit card shall be at the discretion of the Executive Director. 

It is the Executive Director’s responsibility to ensure compliance with this policy and to ensure the appropriate use of the card prior to incurring any NOSORH expense. NOSORH shall always use the most economical means for making purchases. Original receipts for all expenses charged to the credit card shall be submitted to the Administrator within 10 days of the purchase. 

Eligible Expenses

The NOSORH credit card may be used only for expenses approved in the budget which may include the following:

Facility fees – hotel, restaurant, and conference facility or event venues required deposits. 

Payment of organizational membership dues or display fees approved in advance

Payment for internet tools such as Survey Monkey, Audio Acrobat etc.
Any supply purchases authorized in advance, from vendors who will not agree to bill the organization. 

Staff or Board travel including meeting registration

Use of the Credit Card

The NOSORH Executive Director shall be responsible for oversight of reconciling every credit card transaction, monthly.  Any use of the NOSORH Credit Card for ineligible expenses will be immediately reported to the Treasurer.  Any misuse of the credit card may be cause for revocation of the privilege.  Any unauthorized purchases made with the NOSORH credit card will be repaid by the user within 30 business days of notification.  Unauthorized purchases may be subject to criminal or civil action.

Budget Planning Policies and Procedures 

(revised February 13, 2013) (approved May 20, 2009)


Policy

NOSORH proactively plans and actively monitors use of all federal, state and private funding in order to best meet the needs of the organization as it serves the needs of its member SORH and their associates.  NOSORH complies with all applicable federal, state and local laws and regulations.  The fiscal year of NOSORH is September 1 through August 30.  The NOSORH annual budget will include a plan for all revenue and expenses of the organization. 

Roles and Responsibilities

The Board of Directors is responsible for approval of an annual budget, assisting with the identification of budget needs, revenue generation strategies and program priorities and providing fiduciary oversight. 

The Treasurer works with the Executive Director and Finance Committee, to solicit input from individual Committees, Executive Committee, Executive Director and Board members as needed to develop the annual budget to be presented for Board approval at the winter Board Leadership meeting.

The Finance Committee will recommend an annual budget to the Board. 

The Executive Director is responsible for preparation and compliance with the annual budget.  

Procedures for Budget Planning

The NOSORH budget planning process is conducted in order to allow for Board approval in time for major grant application submission, usually in April and May of each year. 

The Treasurer will work with the Executive Director to provide the Board and Committee Chairs with a budget report and budget request forms (including revenue generation) to facilitate budget planning of the organization. 

The Executive Director may work with NOSORH partners to identify and plan budgets for potential special projects which shall be approved by the Board.  

Upon receipt of budget requests the Treasurer and Executive Director will compile a first draft budget and submit the budget with the Finance Committee.  

The Finance Committee will review the budget and provide a recommended budget for review by the Executive Committee.  The Board shall have final approval of the annual budget.  

Investment Policy

NOSORH treats all assets of the Organization, including those funds that are legally unrestricted, as though they are held in a fiduciary capacity for the purpose of accomplishing the Organization’s tax-exempt mission.  As such the policies described in this section are to be interpreted in light of that overall sense of stewardship, and the investment standards shall be those of a prudent investor.

Funds to be invested do not include those from Federal awards.  Such funds will be spent on program requirements as budgeted or returned to the awarding agency.  

Delegation of Authority

The Board of Directors of NOSORH has delegated an advisory role for its investing activities to the Finance Committee.  The Finance Committee is responsible for regularly reporting on the Organization’s investments to the full Board of Directors. 

The Finance Committee is authorized to retain one or more Investment Counselors to assume the investment management function.  In that regard, the Finance Committee may advise the Board regarding the necessity to enter into agreements with, delegate investment authority to, pay compensation to, and receive reports from one or more Investment Counselors. 

Investment Objectives

NOSORH’s investment objectives are the preservation and protection of the Organization’s assets, as well as the maintenance of liquid reserves to meet obligations arising from unanticipated activities, by earning an appropriate return on investments.

In meeting these objectives, NOSORH will first use excess funds to pay down interest-bearing debts (loans) prior to investing such funds.

Allowable Investments

Investments of NOSORH shall be made exclusively with the following securities:

Federally-insured Certificates of Deposit, not to exceed $100,000, including interest, at commercial banks or savings and loan institutions;

U.S. Treasury securities and securities of Federal agencies and instrumentalities;

Repurchase agreements with financial institutions, collateralized by U.S. Treasury or Federal agency securities;

Corporate bonds and notes rated A or better by Moody’s and Standard & Poor;

Commercial paper rated P-1/A-1 by Moody’s and Standard & Poor;

Money market funds that invest in securities approved under these guidelines.

NOSORH shall not engage in margin transactions, short selling, commodity transactions or use of derivatives.

Diversification

No more than 10% of the investments of NOSORH shall be in the securities of any one issuer, with the exception of obligations of the U.S. government, its agencies and instrumentalities, and Federally-insured Certificates of Deposit.

Accounting Treatment

All purchased investments shall initially be recorded at cost.  All investments acquired by donation to NOSORH shall initially be recorded at their fair market value as of the date of donation.  Donated investments shall be recorded as unrestricted, temporarily restricted, or permanently restricted income and net assets based on the existence or absence of such restrictions, as defined earlier. 

Subsequent to acquisition, NOSORH carries all equity securities with readily determinable fair market values and all debt securities at their market values.  Adjustments to market value shall be made in the accounting records and financial statements of NOSORH, at minimum, on an annual basis.  

Adjustments to market value result in unrealized gains and losses on investments.  Such gains and losses resulting from contributed investments (or from investments purchased with contributed funds) shall be classified as unrestricted, temporarily restricted, or permanently restricted based on the existence or absence of explicit restrictions on such appreciation and depreciation from the donor, as defined earlier.  Such unrealized gains and losses from investments purchased with unrestricted funds shall be classified as unrestricted.

Procedures and Reporting

The following procedures and reporting requirements will be followed to ensure that investments are properly managed and that these investment policies are consistent with the mission of NOSORH and accurately reflect the current financial condition of the Organization:

1.
The FSS shall maintain a schedule of investments and reconcile this schedule with the general ledger and with investment account statements on a monthly basis.  The schedule of investments shall include the following information with respect to each investment:

Date acquired

Method of acquisition (purchase or donation) 

Cost or basis at acquisition

Description of investment

Interest rate (if applicable)

Date of maturity (if applicable)

Holder/issuer of security

Current market value

Unrealized gain or loss

Accrued interest receivable (if applicable)

Income received, year-to-date (i.e., interest, dividends, etc.)
2.
The FSS shall prepare a schedule of investments for presentation by the Treasurer on at least a quarterly basis, and on an annual basis, for the full Board of Directors.

3.
The investment reports shall detail the portfolio’s composition and performance for the year-to-date, along with a comparison to budget and to the prior year.

4.
The annual investment report shall be presented to the Board of Directors, at a full Board Meeting.  This presentation shall outline in detail the investment portfolio’s composition and performance for the fiscal year, along with a comparison to appropriate market indices.  The report will show results for the most recently-completed fiscal year and for the last three years.

5.
Investment policies shall be reviewed annually by the Finance Committee and the Executive Director, working with the Finance Committee, to determine any appropriate modifications.

6.
Recommendations for any revisions or modifications to the investment policy will be made by the Finance Committee to the Board of Directors for their approval.  These recommendations shall be made at the same time that the annual investment report, as identified in 4 above, is presented.

SPONSORSHIP POLICY 
(Approved May 11, 2011)
PURPOSE
The purpose of this policy is to provide guidance and direction regarding the solicitation of funds from organizations that wish to donate to NOSORH.  In general, NOSORH accepts donations from organizations that wish to support the overall mission of the organization and are recognized for their support at the NOSORH annual meeting.    All solicitation efforts are directed by this policy.

ROLES & RESPONSIBILITIES
Any solicitation of funds for NOSORH shall be coordinated by NOSORH staff with the support of the NOSORH Development Committee. 

NOSORH staff shall support the work of the Development Committee as it supports the work to solicit sponsorship of NOSORH.  Staff support includes the development and drafting of written or e-materials, coordination of committee or other member committees, update and development of lists and tracking of activity with sponsors. 

The NOSORH Development Liaison serves as the Liaison to the NOSORH Board of Directors to ensure the Board’s appropriate oversight on fiduciary and non-fiduciary activities. The NOSORH Development Liaison also co-chairs the Development Committee. 

The NOSORH Treasurer serves as an Ex-Officio member of the committee and ensures close alignment of the activity with the fiduciary role of the committee. 

The NOSORH Development committee will help develop and guide NOSORH’s strategy for sponsor solicitation, including reviewing offers for sponsorship and sponsor benefits. 

All NOSORH members are encouraged to support the solicitation of corporate sponsors in coordination with the Development Committee and in compliance with these policies. 

NOSORH staff will be responsible for ensuring the delivery of all sponsor benefits as determined by the sponsors’ level of support.

PROCEDURES
1. The NOSORH Director, with Development Committee input, recommends proposed budget income levels for NOSORH sponsorships and exhibitor fees during the budget planning process.

2. On an annual basis and at least six months prior to the Annual Meeting, the NOSORH staff plans for its solicitation of sponsors. This process includes:

a. A review of types of sponsorship and sponsor benefits (see attached current levels and benefits of sponsorship). 

b. A target list of potential sponsors

c. Materials and activities which may be used to solicit sponsors

d. Assignment of Development Committee members or other NOSORH members to solicit potential sponsors.

3. The NOSORH Development Liaison and Treasurer ensure Board approval of any sponsorship activity as they deem necessary.

4. Upon review and approval of the sponsor solicitation materials, committee members and staff solicit and monitor sponsors.

5. Sponsors affirm their support of NOSORH by completing the Sponsorship Registration form (see attached example).

6. Any request for exceptions to the sponsorship benefits are reviewed by the NOSORH Director in consultation with the Development Liaison and the Treasurer.

CURRENT SPONSORSHIP LEVELS
NOSORH currently maintains four sponsorship levels.  Those levels, and the benefits provided at each level, include:

General Sponsors ($1,500) receive one complimentary registration to the NOSORH Annual Meeting; a table display; recognition in all Annual Meeting materials; and one complimentary NOSORH associate membership.

Silver Sponsors ($2,500) receive the same benefits as General Sponsors PLUS recognition on NOSORH’s Twitter and Facebook pages; a link to the organization’s website from the NOSORH website; and recognition on Annual Meeting bags or other paraphernalia.

Gold Sponsors ($5,000) receive the same benefits as Silver Sponsors PLUS special recognition at the NOSORH Members Dinner; complimentary registration for one representative to all pre‐ and post‐conference meetings and optional dinners/activities; a more prominent table display location; and prominent logo placement on Annual Meeting bags or other paraphernalia.

Platinum Sponsors ($10,000) receive the same benefits as Gold Sponsors PLUS one additional Annual Meeting registration; one additional complimentary NOSORH associate membership; the opportunity to conduct a focus group with members of the NOSORH Executive Committee during the organization’s sponsorship year; the opportunity to conduct a 1.5‐hour educational Webinar on a pre‐approved topic for SORHs and their partners during the organization’s sponsorship year; and one specific Annual Meeting paraphernalia item (room key, cookie, candy bar) customized with the organization’s logo.

IN-KIND DONATIONS
NOSORH will accept in-kind donations for services which promote the mission and activities of the organization.  The value for these donations will be documented by the donor and approved by the Fund Raising Committee.  In-kind donations will be approved by the committee and applied to the level of sponsorship.

FOR MORE INFORMATION CONTACT: 

Graham Adams


Teryl Eisinger




Development Liaison

Director




(803) 454-3850


(586) 739-9940




adams@scorh.net

teryle@nosorh.org



funders policy (SHOULD THIS ALSO BE 5/11/11)
Policy for NOSORH Contracts, Grants, Proposals to Solicit Funds or Generate Revenue

(Approved by Board on 3/21/07)

POLICY:

The Board of Directors will approve all NOSORH revenue generating contracts.  No commitment of any NOSORH resources (including contractors, staff or members) shall be made without approval of the NOSORH Board of Directors.  

When business organizations, individuals, agencies, foundations or other organizations wish to support NOSORH through any monetary means other than sponsorship they are encouraged to make a donation to support the mission of NOSORH as defined in the Fund Raising Policy.  

When business organizations, individuals, agencies, foundations or other organizations wish to support specific activities this policy shall apply.  This policy shall apply for any contract, grant or other revenue generating activity which NOSORH may receive funds from outside organizations. 

All NOSORH proposals over $5000 shall request indirect costs as allowed by the funder. 

PROCEDURE:

1. All members of NOSORH are encouraged to pursue revenue generating activities which can support SORHs and the mission of NOSORH.  

2. Any members involved in such activity shall work in conjunction with NOSORH staff and/or NOSORH committee to ensure partnership and support of the organization for the pursuit. 

3. No final commitments shall be made to any outside organization for NOSORH resources such as staff or member time or funding without approval of the Board. 

4. A simple proposal for these activities must be submitted to the Board for approval.  Proposal should include: the name of the organization, address, phone and contact, the expected amount of support, the terms of payment, the purpose of the support, services to be provided by NOSORH in return for the funding.  In order for timely review and submission the proposal shall be submitted to the Director at least one week in advance of the scheduled Board meeting. 

5. In the event that timing does not allow for full Board approval, the Executive Committee may act on behalf of the Board. 

6. Upon approval of the Board NOSORH will notify the organization of NOSORH’s acceptance of the funds.

7. NOSORH President signs simple letter of agreement. 

8. The Director will work with NOSORH members to ensure the completion of the services.  
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	DUTIES

	Members and Committees
	Cultivate relationships with business organizations, individuals, agencies foundations and other organizations to identify opportunities and activities to develop revenue generating contracts which support SORHs and NOSORH.  

	Members
	Inform and work with NOSORH staff and appropriate NOSORH committee on such activities.  

	Director
	Support and inform members and committees in these activities and cultivate relationships with outside organizations.

	Member
	Work with outside organization to develop a simple proposal to be submitted to the Board for approval, including request for indirect costs if over $5000.

	Board
	Approve requests for sub-contract approval with due consideration of NOSORH resources, benefit to SORHs, the mission of the organization and any conflicts of interest, in a timely manner.  

	Director, Member and Committee
	Prepare and complete any required written proposal or presentation.  

	Director
	Develop simple letter of agreement.

	President 
	Sign letter of agreement.

	Director
	Work with Board, Members and outside organization to ensure notification to the membership, completion of any NOSORH service required and report on status of the project.
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Support Agreement

NOSORH thanks you for your generous support of our organization.  This funding has been accepted by the Board of Directors and is subject to all NOSORH Policies and Procedures.  For your records the NOSORH Tax Identification Number is:  62-1622563.

Name of the organization:  

Tax ID Number:  

Address: 

Contact name: 

Phone:




E-mail: 



Amount of support:  

Terms of payment: 

Purpose of the support: 

Any services to be provided by NOSORH:

____________________________________

_____________

NOSORH President




Date

____________________________________

_____________

Organization Representative (Signature & Title)
Date


Procurement Policy

(approved by Board on March 17, 2010)
POLICY
The purpose of this policy is guide the actions of NOSORH Board and staff in the purchasing of goods and services with a value in excess of $10,000. 

NOSORH shall ensure the delivery of all goods and services for meeting the needs of members and the organization that are the right product at the right time for the right price, in compliance with all other NOSORH policies and procedures including conflict of interest. 

All procurement activities shall be accomplished in compliance with all applicable federal, state and local laws and regulations, including federal administrative requirements outline in 45 CFR Part 74.40. 

ROLES and RESPONSIBILITIES
The NOSORH Board of Directors approves an annual budget for purchase of all goods and services.  

The NOSORH Board and Committees may be consulted and advise the purchasing of major goods and services including providing input on potential bidders, product specifications, contractor deliverables or other pertinent requirements to ensure the right product at the right price at the right time. 

The NOSORH Board, Committees or other members or advisors may serve as reviewers for proposals submitted to NOSORH. 

The Director provides oversight and has authority and responsibility for appropriate purchasing of all goods and services. 

PROCEDURES
Purchase of all goods and services must be approved in the NOSORH budget. 

Request for Proposals are developed by NOSORH staff which specifically outline the intended use of the good or service, the specifications or deliverables required, and the criteria by which the award will be made for the proposal.  

At least 3 potential bidders are solicited for proposals, unless deemed in advance that it is inappropriate or not feasible. Careful consideration will be applied regarding the eligibility of each targeted bidder in advance.  SORH may not be eligible to propose to provide services or goods to NOSORH, such determination will be made in advance of any release of an RFP. 
American and green products are purchased as feasible. Positive efforts shall be made to utilize small businesses, minority-owned firms, and women's business enterprises, whenever possible. 

The Board of Directors shall approve the documentation of any purchases in excess of $10,000 to be considered “sole source”. 

All proposals will allow for a 30 day advance notice, unless not feasible to meet delivery requirements. 

A review committee may assist the Director in review of proposals. Review of all proposals will be kept confidential and will allow for input regarding all knowledge of a bidders track record, expertise or other abilities. 

All bidders will be notified of final decisions on the RFP within 30 days of that decision. 

All contracts and awards for services will be made within 60 days of proposal submission as is feasible for NOSORH. 
Travel Reimbursement Policy 
(As approved by Executive Committee November 15, 2006; revised March 24, 2016)
The NOSORH Executive Committee authorizes the Treasurer and the Director to approve any requests for travel reimbursement.  Any exceptions to this policy may be made by the Executive Committee.  

Expectations of Traveler

It is the traveler’s responsibility to understand all NOSORH travel policies and eligibility for reimbursement prior to incurring any travel expense.  

The traveler shall travel via the most economical means available including coach or less expensive fare, use of public transportation when feasible, lodging costs at GSA rates (when feasible) and minimum nights to achieve lowest overall trip costs.  

The traveler shall submit original receipts for all travel expenses except meals and an incidental allowance.  If traveler is attending conference or meeting a conference agenda or meeting invitation shall be submitted with the request for reimbursement. 

Eligible Expenses

The reimbursement or payment, if authorized, is limited to actual expenses for transportation, lodging (at GSA rates when feasible) meals (according to the GSA rates for the area) and incidentals not paid by any other means.   

Travel costs will only be reimbursed for any necessary days to accomplish the work of NOSORH.  Extra nights stay or upgrades to services will not be reimbursed.  Any reimbursement for additional days travel expenses must be specifically requested with documentation of significant cost savings to NOSORH for additional travel days, including copies of room rates or transportation costs savings.

Transportation must be completed in the most economical, feasible route and fare.  Mileage is paid at the standard GSA rate.  Parking is reimbursed only with a receipt.  No parking violation fees are paid by NOSORH. Rental car expenses are not reimbursed, unless necessary for travel with pre-approval by Executive Director.
Lodging is reimbursed at the GSA rate.  Traveler may be reimbursed conference hotel rates when GSA rate is not offered.  Published documentation of conference room rate must be submitted with the receipt and request for reimbursement for lodging. 

An allowance of $5 is paid for incidentals for each full or partial day of travel. 

Payment is not made for meals provided at conferences or other events.  Payment of meals is based upon standard GSA rates and commences at the time of time of the travel.   

Travelers will be reimbursed for meals based upon the following schedule:


Breakfast – travel at or prior to 8 AM


Lunch – travel between 11 AM and 1 PM

Dinner – travel at or after 5 PM 

Documentation of Expenses

Travel expenses must be promptly accounted for within 30 calendar days of completion of the activity.  Documentation of all expenses including conference agenda (with meals) is to be submitted on the Request for Reimbursement form with appropriate receipts.  

General

Document Retention Policy
(approved on May 20, 2009)

The corporate records of the National Organization of State Offices of Rural Health, Inc. (the “Company”) are important assets.  Corporate records include essentially all records produced by employee, officers and directors, whether paper or electronic.  A record may be as obvious as a memorandum, an e-mail, a contract or a case study, or something not as obvious, such as a computerized desk calendar, an appointment book or an expense record.


The law requires the Company to maintain certain types of corporate records, usually for a specified period of time (see Schedule A).  Failure to retain those records for those minimum periods could subject employees and the Company to penalties and fines, cause the loss of rights, obstruct justice, spoil potential evidence in a lawsuit, place the Company in contempt of court, or seriously disadvantage the Company in litigation.

All Company records are the exclusive property of the Company and are not the property of the record’s author, creator, recipient or custodian.  No officer, director, employee, or contractor has any personal or property right in any Company record, including any record he or she creates or receives.  


The Company expects all employees, officers and directors to fully comply with any published records retention or destruction policies and schedules, provided that all employees should note the following general exception(s) to any stated destruction schedule:

If you believe, or the Company informs you that Company records are relevant to litigation, or potential litigation (i.e., a dispute that could result in litigation), then you must preserve those records until the Company’s attorneys determine the records are no longer needed.  That exception supersedes any previously or subsequently established destruction schedule for those records.  If you believe that exceptions may apply, or have any questions regarding the possible applicability of that exception, please contact the Company’s attorneys.


From time to time the Company establishes retention or destruction policies or schedules for specific categories of records in order to ensure legal compliance, and also to accomplish other objectives, such as preserving intellectual property and cost management.  Several categories of documents that bear special consideration are identified below and in Schedule A.  While minimum retention periods are suggested, the retention of the documents identified below, in Schedule A and of documents not included in the identified categories should be determined primarily by the application of the general guidelines affecting document retention identified below and in Schedule A as well as any other pertinent factors.


(a)
Tax Records.  Tax records include, but may not be limited to, documents concerning payroll, expenses, proof of deductions, business costs, accounting procedures, and other documents concerning the Company’s revenues.  Tax records should be retained for at least seven years from the date of filing the applicable return.


(b)
Employment Records/Personnel Records.  State and federal statutes require the Company to keep certain recruitment, employment and personnel information.  The Company should also keep personnel files that reflect performance reviews and any complaints brought against the Company or individual employees under applicable state and federal statutes.  The Company should also keep all final memoranda and correspondence reflecting performance reviews and actions taken by or against personnel in the employee’s personnel file.  Employment and personnel records should be retained for seven years.

(c)
Board and Board Committee Materials.  Meeting minutes should be retained in perpetuity in the Company’s minute book.  A clean copy of all Board and Board Committee materials should be kept in the Corporate Record Book of the Company permanently.


(d)
Press Release/Public Filings.  The Company should retain permanent copies of all press releases and publicly filed documents under the theory that the Company should have its own copy to test the accuracy of any document a member of the public can theoretically produce against the Company.


(e)
Legal Files.  Legal counsel should be consulted to determine the retention period of particular documents.


(f)
Marketing and Sales Documents.  The Company should keep final copies of marketing and sales documents for the same period of time it keeps other corporate files, generally three years.


(g)
Development/Intellectual Property and Trade Secrets.  Development documents are often subject to intellectual property protection in their final form (e.g., patents and copyrights).  The documents detailing the development process are often also of value to the Company are protected as a trade secret where the Company:



(i)
derives independent economic value from the secrecy of the information; and



(ii)
the Company has taken affirmative steps to keep the information confidential.

The Company should keep all documents designated as containing trade secret information for at least the life of the trade secret.


(h)
Contracts.  Final, execution copies of all contracts entered into by the Company should be retained.  The Company should retain copies of the final contracts for at least three years beyond the life of the agreement, and longer in the case of publicly filed contracts.


(i)
Electronic Mail.  E-mail that needs to be saved should be either:



(i)
printed in hard copy and kept in the appropriate file; or

(ii)
downloaded to a computer file and kept electronically or on disk as a separate file.

The retention period depends upon the subject matter of the e-mail, as covered in Schedule A.

Failure to comply with this Document Retention Policy may result in punitive action against the employee, including suspension or termination.  Questions about this policy should be referred to the Company’s attorney, which is in charge of administering, enforcing and updating this policy.

READ, UNDERSTOOD, AND AGREED BY _________________________________ (Print Name).

____________________________________



________________________

Signature







Date

Schedule A

The Following Record Retention Schedule is Effective until Amended or Modified

	ACCOUNTING RECORDS
	YEARS TO KEEP

	  Auditors' report and annual financial statements
	Permanent

	  Bank reconciliations
	7

	  Bank statements and deposit slips
	7

	  Budgets
	2

	  Cancelled checks (general, payroll, payroll-related taxes
	7

	  Cancelled checks (fixed assets and income taxes
	Permanent

	  Cash disbursements journal
	Permanent

	  Cash receipts journal
	Permanent

	  Correspondence
	3

	  Currency transactions reports
	5

	  Dividend checks
	Permanent

	  Employee expense records
	7

	  Fixed assets records (invoices, depreciation schedules)
	Permanent

	  Financial statements (annual)
	Permanent

	  Freight bills
	4

	  General ledgers and year-end trial balances
	Permanent

	  Inventory records
	7

	  Open accounts 
	7

	  Petty cash vouchers
	4

	  Production and sales reports
	7

	  Promissory notes 
	7

	  Purchase journals
	Permanent

	  Purchase orders
	7

	  Subsidiary ledgers (accts receivable, accounts payable, etc.)
	7

	ADMINISTRATIVE and CORPORATE RECORDS
	 

	  Annual reports
	6

	  Articles of incorporation (and any amendments)
	Permanent

	  Ballots and proxies
	6

	  Buy-sell agreements
	Permanent

	  By-laws
	Permanent

	  Capitol stock and bond records
	Permanent

	  Contracts and leases (after expiration)
	7

	  Copyright and trademark records
	Permanent

	  Dividend registers
	Permanent

	  Government contracts and subcontracts
	At least 3 years

	  Insurance records, policies, etc.
	Permanent

	  Legal correspondence
	Permanent

	  Liquidation of subsidiaries records
	Permanent

	  Mergers and combinations records (antitrust)
	Permanent

	  Minutes
	Permanent

	  Mortgages and notes (after expiration)
	6

	  Oral contracts memorandum 
	6

	  Patents and patent licenses
	26

	  Partnership agreements
	Permanent

	  Real estate title documents 
	15

	  Reorganization records
	Permanent

	  Securities offer or sales records
	Permanent

	  Stock certificates and ledgers
	Permanent

	  Union (labor) contracts
	Permanent

	ENVIRONMENTAL PROTECTION RECORDS
	 

	  Judicial, administrative and compliance documents
	Permanent

	  Permits
	Permanent

	  NPDES monitoring records
	3

	  RCRA generator's manifest, biennial reports & waste analyses
	3

	  RCRA land ban documents
	3

	  Air emissions - renewable operating permit monitoring records
	5

	  Air emissions - continuous emissions monitoring records
	2

	  EPCRA - TRI reports/documents
	3

	  USTs - sampling, testing and monitoring records
	2

	  USTs - tank and piping tightness testing records 
	5

	  USTs - closure records
	3

	  TSCA - PCB generator manifest
	3

	  TSCA - PCB spill cleanup and decontamination certifications
	5

	  TSCA - Section 8(a) reports and customer notices/receipts
	3

	PERSONNEL RECORDS
	 

	  §6047(b) trust or retirement plan contribution
	Until distributed

	  Collective bargaining agreements
	6

	  Employment application (from date of termination)
	3

	  Employee files (current employees)
	Permanent

	  Employee files (after termination)
	7

	  Employee manuals-handbooks
	Permanent

	  FICA records
	4

	  FMLA documents
	3

	  Form I-9 Eligibility Verification (after date of hire)
	3

	  H-1B labor conditions application public access file
	1 year after expiration

	  Paychecks W-2 Forms W-4 Forms, 1099 Forms
	7

	  Payroll records
	7

	  Time cards and daily time reports
	4

	  Unemployment insurance 
	6

	  Wage and hour records
	5

	  Workers' compensation
	4

	EMPLOYEE BENEFIT PLANS
	 

	  Labor-Management Reporting and Disclosures
	5

	  ERISA plan documents
	6

	  Pension/profit-sharing informational returns (Form 5500)
	Permanent

	  Plan and trust agreements 
	Permanent

	  IRS approval letter
	Permanent

	  Actuarial reports
	Permanent

	Summary Plan Descriptions 
	Permanent

	HEALTH and SAFETY RECORDS
	 

	  Asbestos monitoring/toxic exposure measurements
	At least 30 years

	  Occupational injury/illness records
	5

	  Occupational radiation exposure records
	At least 30 years


	TAX RECORDS
	 

	  Business income tax
	6

	  Employment security tax
	4

	  Federal income tax
	6

	  Financial reports (annual)
	Permanent

	  Financial statements
	4

	  Payroll tax returns
	Permanent


Whistleblower Policy

(approved on May 20, 2009)
I.
General 
The National Organization of State Offices of Rural Health, Inc. (“NOSORH”) requires directors, officers and employees to observe high standards of business and personal ethics in the conduct of their duties and responsibilities.  This includes practicing honesty and integrity in fulfilling responsibilities, and complying with all applicable laws and regulations.  

II.
Reporting Responsibility
It is the responsibility of all directors, officers, and employees to report violations or suspected violations of any applicable laws or regulations by any directors, officers, or employees, including members of management, in accordance with this Whistleblower Policy.  

III.
No Retaliation
The Whistleblower Policy is intended to encourage employees to raise serious concerns within NOSORH.  No employee, including a member of management, who, in good faith, reports a violation or suspected violation of any law or regulation will be subject to any harassment, retaliation, or adverse employment consequences.  A director, officer, or employee, including a member of management, who harasses, retaliates against, or subjects to adverse employment consequences an employee who has reported, in good faith, a violation or a suspected violation is subject to disciplinary action, up to and including discharge.  

IV.
Reporting Violations
Employees should report violations or suspected violations of any law or regulation to their immediate supervisor, another member of management, or the Board of Directors.  Supervisors and managers should report violations or suspected violations of any law or regulation to the Board of Directors.

V.
Compliance Officer
The President Elect shall serve as the Compliance Officer whose responsibilities shall include investigating and resolving reported allegations concerning violations or suspected violations of any law or regulation and for notifying the President and any Executive Vice President of both the results of the investigation and any resolution.  The Compliance Officer will promptly investigate any allegations, and the NOSORH will take appropriate corrective action if warranted by the investigation.  

VI.
Acting in Good Faith
An employee who alleges a violation or a suspected violation of a law or regulation must act in good faith and have reasonable grounds for believing that a violation or a suspected violation of any law or regulation occurred.  An employee who makes any allegation maliciously, falsely, or without reasonable grounds will be subject to disciplinary action, up to and including discharge.  

VII.
Confidentiality
Alleged violations or suspected violations will be investigated on a confidential basis, to the extent possible, consistent with the need to conduct an adequate investigation.  

(DET: 1072661.1)

Operations

NOSORH Committee Work Policies and Procedures

Adopted by NOSORH Board:   February 7, 2013 revised 3/13/13

POLICY

NOSORH committee work is crucial to the success of the organization and SORH.  The work of Committees shall be meaningful to SORH members, support the NOSORH mission and be directly linked to the accomplishment of the NOSORH strategic priorities.  Committee activities are planned as part of the workplan on an annual basis.  All committees shall work to maximize participation in committee activities, ensure transparency, ensure availability of information to members and partners and maintain a reasonable workload for all staff, volunteer leaders and participants.  In general committees serve four major functions: 

1. Service - Educational Exchange, Policy 

2. Subject focus - Flex, EMS, PPMT 

3. Organizational business - Communications, Development, Finance, Strategic Planning,
4. Other specific roles - Annual Meeting, Regional meeting, Awards, Bylaws, Nominating

When appropriate, committees should address relevant policy concerns, develop and maintain partners and provide education to Committee and NOSORH members.   

· Policy concerns may be addressed by bringing issues to the attention of the Policy Committee and responding to requests to review and develop policy by the Policy Committee.

· Partners may be cultivated by inviting partners to join Committees or to present on specific, relevant teleconferences and meetings.

· Education may be addressed by working with the staff to develop webinars.  Committees also may: 

a) Request webinar sessions be scheduled during Committee teleconferences and invite partners and NOSORH members, 

b) Organize separate educational workshops, or 

c) Request regional or annual meeting sessions.

ROLES 

PRESIDENT

· The NOSORH President appoints all committee chairs for a one year term with advice from the committee. 

· The President may appoint any ad-hoc committee or task force as deemed necessary to accomplish the work of NOSORH, in accordance with NOSORH bylaws. 

· The President may call upon any committee chair to report to the Executive Committee, the Board or the members at their discretion. 

COMMITTEE CHAIR 

· Each committee may have a chair and co-chair who are appointed by the President.  At least one of the Committee Chairs shall be an elected or appointed member of the Board. Co-chairs should plan regular communication with each other, and attendance of Chairs in order to ensure continuity of the Committee activities. 

· Reviews the committee charge in consultation with the President, the other members of the Board, in light of the NOSORH strategic priorities and the committee members and is responsible for carrying out that charge. 

· In the spring of each year, the committee shall establish its strategic priorities and identify resource needs, benchmarks of activities and assignments for the accomplishment of those benchmarks at the onset of the year. A standard agenda will be used throughout the year to reflect the committee’s activities and accomplishments. 

· Committee Chairs are responsible for the activities of the assigned committee to ensure the accomplishment of the NOSORH mission, roles and goals. 

· Committee Chairs have no authority to act on behalf of the organization without specific designation from the President. 

· Committee Chairs work with NOSORH staff, Board and committee to establish committee objectives. 

· Establishes Committee meeting schedules, agendas, and Facilitates committee meetings, ensuring participation and assignment to staff and volunteers as appropriate to the task. Recruits committee members from among the NOSORH membership and is responsible for ensuring that committee members have the information needed to do their jobs. 

· Where action by the Board is necessary, submits request to the President for inclusion in the Board agenda item.  Provides written or verbal reports as requested by the Board. 

· Reports as requested to the full Board on committee’s decisions and recommendations. 

· STAFF works with the Chair to communicate with the membership, committee members, and the Board regarding committee activities.

COMMITTEE MEMBERS

· Prepare in advance for meetings by being informed of the agenda, reading materials, and prior meeting notes. 

· Provide their insight on the needs and issues of concern to SORH and SORH partners, support the committee to review options and resources to address the issue, or plan the activity and make recommendation for committee action.  . 

· Assist the Chair with the planning and accomplishment of Committee objectives as they relate to the NOSORH mission. 

· May volunteer for specific, time limited assignment.  

· Each year the committee roster is updated by the Chair and the staff. 

STAFF 
· Ensures the appropriate use of NOSORH resources to accomplish the committee objectives including coordinating with staff to ensure committee notices,  meeting notes, agendas, and web postings are accomplished in a timely manner
· In general the staff are responsible for the “work” of the committee unless volunteers specifically volunteer their time for specific limited assignment of the committee work. 

· The assigned staff shall be responsible for oversight of contractor and other resources to support NOSORH committee work. 

· The role of the NOSORH staff is to assist the Committee Chairs to accomplish the objectives of the committee in compliance with NOSORH policies, in a timely manner. 

· A NOSORH support staff person is assigned to each committee.  

· Staff will work with the Chair plan agendas, set meeting dates, send meeting notices, disseminate committee materials, post committee information to the website, follow up on committee activities or any other duties as requested.  
· In the event that a Committee Chair is not available or does not take action as needed the assigned staff will work on behalf of the committee.

· A summary of volunteer leadership and staff assignments is Attachment 5.  

· Other Committee Resources: toll free numbers, Survey Monkey, Legislative Liaison, Writer, The Branch for updates on Committees, webinar technology, Google docs, NOSORH listserves the NOSORH Facebook page, Twitter account and the WIKI. 

PROCEDURES

A simple checklist to assist with tracking meeting detail is available see Attachment 1.  
Meeting Notice:

· Meeting dates are posted on the NOSORH web page.

· Agendas and meeting materials are planned, sent in advance and posted on the NOSORH web page under the Committee section at least one week in advance. 

· Meeting reminders are sent one day in advance of teleconferences. 

Conducting and planning the meeting 

· In general committee meeting should start during the hours of 1-4 PM eastern to allow for participation by all 50 states.  Meeting agendas should be planned to conduct business efficiently within 1 hour maximum meeting time. 

· NOSORH committees shall use the NOSORH conference call lines or Webex technology to conduct all business of the committee. 
· Prior to the close of each committee meeting next steps and meeting dates are confirmed. 

· In general the work of NOSORH is accomplished according to Roberts Rules of Order.  Committee chairs serve as the meeting facilitator and conduct the business of the committee in a manner in which participation is encouraged to accomplish the role of the committee. 

· If the committee makes recommendation to the NOSORH Board for action by the Board, the committee shall have a quorum and a record of the vote is kept. 
Records of meetings: 

· A list of action items and assignments is kept for follow up and future action of the committee. 

Committee rosters: 

· Committee member lists are reviewed and updated at least annually by the staff and chair. 

· Committee members may include SORH, ORHP staff, partners, associate members or other interested individuals. 

· NOSORH Committee list serves constitute the committee roster and are used to communicate with Committee members. 

Reporting: 

· Any committee needs for budgeted funds shall be considered as part of the regular budget planning process. Committee Chair Board members may make recommendation to the Director for specific committee request.  The annual budget will be considered for approval by the Board with notice to the Committee after the vote.  

· The staff and the Chair shall work together to submit at a written report regarding committee membership, goals and activities as requested by the President.  See Attachment 4. 

Committee Chairs may request Branch Articles be written at any time and use NOSORH listserves as needed to communicate committee activities. 

Attachment 1

Committee Chair – Staff Checklist

	Staff
	Meetings posted on NOSORH web page  calendar 

	Chair 
	Plan any standing meeting dates in December for the upcoming year with the staff. 

	Chair/Staff
	Plan agenda for next meeting at the end of every meeting or at least 7 working days                                                                                                                                                                                             in advance

	Staff
	Send agenda, and materials (minutes, etc.) and post on website calendar one week prior to meeting

	Staff
	Send a reminder one day prior to the meeting 

	Staff 
	Notes posted on NOSORH website when ready (no later than 30 days after meeting)


Attachment 2
Conference Call Minutes

	Date
	


	Present: 
	

	
	

	
	

	Staff: 
	

	Recording link:
	

	
	


All meeting minutes will include a summary of topics and discussion as provided in the format below. 

	
	TOPIC
	DISCUSSION
	ACTION
	KEY PERSON

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	

	7.
	
	
	
	

	8. 
	
	
	
	


Attachment 3

[name of committee] Committee

[year]  Annual Report
Chair:  

Members:

Purpose:
Accomplishments:

Challenge:

Future Plans:

Respectfully submitted, 

[Chair name and State]

Chair

Educational Exchange Program Policies
 (approved  on November 19, 2008)
Jim Bernstein Mentoring Philosophy

BACKGOUND:  Jim Bernstein was a model mentor for many leaders in the national rural health movement in the United States.  During his 35 year career he formed the first state office of rural health, helped rural communities across North Carolina provide health services and served as President of the National Rural Health Association.  

In 2005 the National Advisory Committee on Rural Health and Human Services (NACRHHS) recognized his efforts to improve health care in rural communities throughout his life and until his death in 2005.  A NACRHHS resolution states that “Throughout his life, Jim remained an innovator and a motivator, helping local leaders and communities to come together to find local-based solutions to their health care problems.  Rare is the leader who so many would claim as mentor and friend.”

His work had impact not just in his home state of North Carolina, but across the country.  His gift to everyone was the time and energy he took to mentor.  He inspired hundreds of people and helped to create the next generation of rural health leaders.  “What was magic about Jim was that he could work with such a wide breadth of people," said Nancy Lane, a health care management consultant.  “He encouraged people to tackle the impossible, all the while making it look like lots of fun and an adventure.”  

The Jim Bernstein Mentoring Philosophy has been developed to recognize not only Jim but the qualities of many of the early leaders of the State Office of Rural Health movement, who have been notable in not needing or seeking recognition.  This program will cultivate the next generation of rural health leaders.  Like Jim, these leaders were masters of change.  They knew how to work within existing policy frameworks and built sustainable programs that addressed long-standing problems.  It is this capacity that the Jim Bernstein Mentoring Philosophy will strive to grow.  

State Offices of Rural Health (SORHs) are encouraged to utilize the resources of the program to grow the qualities, abilities, skills and activities which were characteristic of Jim Bernstein’s champion leadership: 

· capacity to see and share the “big picture” 

· ability to identify and implement strategy to reach an inspired vision

· commitment to nurturing relationships with stakeholders and partners

· skilled negotiator of formalized partnerships

· thinking entrepreneurially 

· lifelong learning and understanding rural health issues

· cultivating leadership in others

· facilitating long-term planning processes and strategies 

· developing and managing projects, staff and funds

Purpose Statement
The purpose of the Educational Exchange program is to support and enhance the leadership of State Offices of Rural Health (SORHs) in their efforts to facilitate partnerships, collaboration by facilitating mentoring, education, information exchange and training assistance.  Through this program, SORH staff will become more knowledgeable about the resources of other SORHs and throughout the rural health system.  

Role of the Educational Exchange Committee
10. According to the NOSORH bylaws, the Educational Exchange Committee is a Standing Committee of NOSORH.  The Committee shall have the responsibility to support and enhance opportunities for peer to peer learning and innovation exchange and is responsible for strategy which supports the education and training of NOSORH members.  The Educational Exchange Committee is made up of SORH representatives from each NOSORH region with a range of experience from new directors to experienced SORH staff. 

11. The Educational Exchange Committee is multi-faceted.  It supports the management of the Educational Exchange activities by:

· Fostering peer and mentor learning for SORH staff

· Encouraging, collecting and sharing SORH expertise

· Supporting planning, coordination and evaluation of educational exchange activities 

· Ensuring equitable and appropriate distribution of travel scholarships to SORH staff for the purpose of educational exchange

12. The Committee is led by two Co-Chairs who make all decisions to approve applications.  The lead Co-Chair serves as a member of the NOSORH Board of Directors (Educational Exchange Liaison one year, as appointed by the President, no term limit).  Committee co-chairs serve staggered two year terms.  The Co-chair with the most tenure leads the Committee (e.g., leads Educational Exchange Committee discussion items) with the second Co-chair serving as “lead Co-chair in training” (e.g., leads discussion on minutes, sends letters to new SORH Directors and staff).

13. The Committee will ensure each new SORH Director (and when feasible all new SORH staff) receive a welcome and information about educational exchange resources.

Eligibility, Application, Use, Award & Payment of Educational Exchange Travel Scholarships

1. Travel scholarships link state office staff with a willing SORH mentor or peer.  Funding for this support is typically granted to support travel of individual SORH directors or staff to visit another state office with expertise.  This funding will support travel to assist SORH staff to develop or enhance their expertise and/or leadership skills, adopt a promising practice, and improve effectiveness of program management, or strategy planning and implementation.

2. SORH staff including directors, Flex coordinators, program coordinators or other staff is eligible for travel scholarships for educational exchange activities.  Consultants to SORHs are not eligible.  The NOSORH web-based list of SORH staff will be used to verify whether an applicant is eligible for funding.  In order to be eligible applicants must also have verifiable endorsement of their application for these funds by the SORH Director.  If the Committee Co-Chairs have reason to doubt the endorsement or whether the applicant is eligible the application will be referred to the President Elect for final decision. 

3. Technical assistance for the application process will be available on an as needed basis by the Education Coordinator.  

4. The award of funds will be based upon need for the support, compatibility of project with Educational Exchange purpose, compliance with the Cooperative Agreement, reasonability of the requested budget and availability of funding.

5. Full or partial funds may be used to support travel to meet with another SORH to assist SORH staff to: 

· Develop or enhance their expertise or knowledge and/or

· leadership skills, 

· adopt a promising practice, or 

· improve effectiveness of program management, strategy planning and implementation.

6. These funds will not be used to support the following activities:

· travel required by the ORH grant

· consulting fees for state specific projects

· activities already budgeted for by other funding streams

· conference travel

Operating Procedures
Approval of Travel Scholarship Applications

1. Technical assistance for the application process will be available on an as needed basis by the Education Coordinator.  

2. Upon receipt of the application the Program Assistant sends the application to the Education Coordinator.  The Education Coordinator will review all applications for completeness and verify the following information: SORH Director endorsement, certification that applicant is a SORH employee and reasonableness of travel expenses and accuracy of the application.  Upon completion of initial review the Education Coordinator will forward the application to the Director and the Committee Co-Chairs. 

3. Committee Co-Chairs will approve requests expediently, usually within one week.  If one Co-chair is unavailable within the week time frame, applications will be forwarded to the NOSORH President-Elect for review and approval.  If there is disagreement between any two applicant reviewers, or if the President-Elect is not available, applications will be sent to the NOSORH President for a final decision.  The Education Coordinator will follow-up with the applicant, the endorsing SORH Director, the NOSORH Director and the Program Assistant after approval of funding.  

4. In the event of denial of an application the Education Coordinator will review the decision with the Director, attempt to phone the applicant with the information regarding the decision, send an email confirmation to the endorsing SORH Director and copy the Program Assistant. 

5. The approved application will be used by the Education Coordinator to confirm expectations of both sides.  The Education Coordinator will check progress on a regular basis.

6. As a condition for reimbursement, an evaluation tool will be completed by each funded applicant to determine satisfaction, effectiveness and impact of the program.  Evaluation forms and reimbursement requests will be sent to the Program Assistant.  Evaluation forms are then forwarded to the Education Coordinator for analysis. 

7. Submission of requests for reimbursement is due within 30 days of completion of the experience.  Payment for educational experience expenses is made after receipt of a completed evaluation form.  

8. Travel reimbursement requests which exceed 10 percent of the original request will only be reimbursed with submission of a request to the NOSORH Director to pay exceeded expenses and justification which is then approved by the NOSORH Director.

Tracking of Educational Exchange Activities

1. The Program Assistant is responsible for maintaining a file of all travel scholarship applications and a database of the pending, denied and approved applications. 

2. All educational activities including webinars, mentoring and educational exchange will utilize a standard evaluation form for collecting participant feedback regarding the accomplishment of learning objectives, new topics of interest and satisfaction with the educational activities.  Number and names of SORH participants, partner participants shall be tracked for each event by the Program Assistant.  A monthly report of all educational exchange activities will be provided by the Education Coordinator. 

3. Reports of all activities will be provided to the Director and the Educational Exchange Committee monthly. 

Committee Meetings

Committee meetings are scheduled by teleconference every other month for the purpose of coordinating activities and accomplishments and identifying opportunities.  The Educational Exchange Committee will be updated with any new information by the Education Coordinator during the regular meeting conference calls. 

SORH Expertise

The Education Coordinator will encourage SORHs to maintain an educational exchange data base of SORH expertise.  This database will list individual SORH skills, expertise, size of office, length of time director in office, organizational location of office and number of FTEs in the office.  The database will be used to assist with matching mentors to SORH staff or educational exchanges for those requesting assistance.  

New SORH Staff Welcome

NOSORH Regional Representatives will be requested to inform the Education Coordinator of new staff in their Region.  The incoming Educational Exchange Committee Co-Chair will send a letter of welcome to all new directors and staff which provide an overview of educational exchange opportunities.  The letter will be copied to the Regional Representative, the Education Coordinator and the Director.   

Planning and Conduct of Webinars

The Educational Exchange Committee and Education Coordinator will provide support for the planning and coordination of all webinars.  The Committee will assist with needs assessments, the prioritizing of topics, identification of emerging topics and potential partners.  The Education Coordinator will have day to day responsibility for the planning, conduct and evaluation of all webinar activities with support by the Program Assistant.  The Director will approve webinar agendas, speakers and promotion materials.  The attached checklists will guide the planning of these events.  In general a minimum of one month’s notice shall be provided to the membership for all webinars.  

Planning and Conduct of Other Educational Activities

The Educational Exchange Committee or Education Coordinator may provide support for the planning, coordination and evaluation of other activities including:  membership meetings, regional meetings, partnership meetings, committee meetings or other targeted educational activities such as the Leadership Institute or Grant Writing training.  

Flow Chart
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Guidelines for Planning SORH Regional Partnership Meetings
(Revised 12/03/2014)

The purpose of this document is to provide the SORH meeting planners with guidelines to help plan meetings, ensure cost efficiency and obtain program effectiveness. Included in these guidelines are a definition of key roles, suggested timelines, budgets and designations of responsibilities.

Meeting Purpose

SORH regional partnership meetings tackle issues of regional and national significance and allow for planning of state, community, regional and national activities. Meetings should increase learning, examine possibilities, increase exposure to a range of strategies, increase understanding of complex market forces and rural culture. They should capitalize on assets developed through ORHP investments such as rural health research centers, technical assistance providers, and other partners. Invited partners include other ORHP grantees, Primary Care Offices (PCOs), Area Health Education Centers (AHEC), Office of Regional Operations (ORO), USDA, Veterans Health Administration (VHA), or CMS regional representatives.

Planning Process and Timeline

A timeline for meeting planning benchmarks and responsibilities is attached. The host state for the next meeting is usually selected at the end of each regional meeting and at the end of the annual meeting. The host state agrees to serve as a Co-Chair of the Planning Committee (PC). 
The NOSORH Special Projects Coordinator (SPC) will initiate a series of conference calls with the PC and the respective ORHP Regional Liaisons and NOSORH Board Regional Representatives. The PC should meet as often as needed and should provide regular updates to SORHs during regional teleconferences. 

In the early stages, the PC shall identify the focus of meeting and desired objectives. The committee will identify potential non-SORH participants and speakers such as CMS regional representatives, TA providers, SRHAs, AHECs, ESPC leaders, PCAs, PCOs, CAHs and hospital associations. The NOSORH CA will not support the expenses of partners to attend any meetings, but may fund a limited number of speaker travel and lodging/per-diem. The NOSORH Executive Director (ED) and ORHP Project Officer must review and approve the agenda and all participants / speakers before any invitation is extended. Official written invitations to non-SORH participants will be provided only by the NOSORH staff. SORHs and committee members do not have authority to extend official invitations but may make an initial contact to proposed speakers. Elected state/local officials and speakers of a political nature can generally not attend regional meetings except in very rare circumstances that have been requested and cleared by HHS/HRSA officials. 

NOSORH is the only agent who approves meeting logistics (i.e. location and hotel) and sign meeting related contracts. 
Printed Materials
All printed materials must acknowledge DHHS/HRSA/ORHP funding. The ED will approve all printed materials in advance. Meetings should be promoted as SORH Regional Partnership Meetings. Though coordinated through a CA with NOSORH, the regional and annual grantee meetings events are not sponsored by NOSORH. 

Budget and Fees
In general, the host SORH is not obligated but is encouraged to provide resources to support the meeting, including support of planning optional meeting activities and identification of speakers. 
No travel will be supported for SORH staff or for other target audience members. No expenses for food will be paid from the NOSORH CA. Whenever feasible, rates for all lodging shall be equal to or less than the GSA published guideline. Transportation from local airports to meeting site must be considered since rental cars are generally not approved for participants. Refer to www.gsa.gov for up to date lodging and per-diem rates. 

	
Expense
	Payment

	Meeting room expenses 
	NOSORH CA 

	AV equipment
	NOSORH CA 

	Participant travel and lodging
	Organizations budget

	Speaker fees
	NOSORH CA (if authorized)

	Speaker travel
	NOSORH CA (if authorized)

	Special invitees federal 
	Federal Agency Funds

	Conference promotion and meeting materials
	NOSORH CA 


Key Role

The ORHP Cooperative Agreement Project Officer provides oversight of all Cooperative Agreement activities including the meetings. The ORHP Project Officer approves all meeting sites, agendas and participant lists in advance of any contract signing and the meeting. ORHP will notify ORO and CMS of the Regional Meeting dates. 

The ORHP Regional Liaisons will participate in planning for the SORH Regional Partnership Meetings. They will participate in planning committee conference calls and will inform the planning committee of any ORHP requests for the meetings, ensure linkage with any appropriate Research Center or DHHS technical assistance contractor and provide input on special invitees or suggested speakers. ORHP will make every effort to provide input on special invitees or suggested speakers early in the planning process. Regional Liaisons will attend the meetings. 

The Planning Committees should include representation from a majority of states in the region. The role of the planning committee is to work with NOSORH SPC and ORHP to ensure the meeting serves the SORHs and is planned and approved in accordance with all ORHP and NOSORH requirements. The planning committee members will represent the needs of their states or regions and will provide input into dates, agendas, speakers, and conference activities. 

Host state SORH (Host) staff will serve as the Planning Committee Co-Chair and are the key contact with NOSORH and ORHP. Their responsibility is to co-chair the planning committee meetings and to facilitate/host the meeting itself.

Additional NOSORH Staff Support: Information Assistant (IA), Administrator (Admin), Education and Services Director (ESD).
	
	Task
	Deadline
	Responsible Parties

	1. 
	Identify host state 
	At prior regional meeting (as feasible)
	ESD

	2. 
	Confirm meeting date and location 
	9-12 months in advance 
	Host & ESD

	3. 
	Find hotel
	9-12 months in advance
	IA, ESD

	4. 
	Negotiate hotel contract 
	9-12 months in advance 
	ESD, Admin

	5. 
	Call for planning committee members
	9 months in advance
	SPC, Host

	6. 
	Contract signed
	8 months in advance
	AdminESDED 

	7. 
	Update meeting planning worksheet
	Continuous
	IA

	8. 
	Begin meeting with planning committee
	8 months in advance
	SPC

	9. 
	Send out Save the Date messages

1. Draft card (ORHP approval needed)

2. Confirm distribution list
	8 months in advance
	IA, SPC

	10. 
	Draft meeting agenda complete
	5 months prior
	SPC

	11. 
	Confirm conference speakers

1. Planning committee recommends speakers and makes initial contact, as needed 

2. NOSORH will invite speakers
	5 months prior
	IA

	12. 
	Confirm facilities, rooms & other needs. Set fees (if any)
	5 months prior
	Admin, IA

	13. 
	Draft & design promotional & registration materials 
	5 months prior
	SPC, IA

	14. 
	Final meeting registration sent for review by ORHP
	4 1/2 months prior
	ESD

	15. 
	Project Officer approves meeting agenda
	4 months prior
	ESD

	16. 
	Distribute registration
	4 months prior
	IA

	17. 
	Invite & confirm ORHP, CMS, ORO or other special invitees (VA, USDA)
	4 months prior
	ORHP PO

	18. 
	Collect speaker bios and presentations
	3-1 months prior
	IA

	19. 
	Prepare final agenda, attendee list, evaluation & other meeting materials, as needed
	3-4 weeks prior
	IA, SPC

	20. 
	Final meeting material review
	2 weeks prior
	ESD

	21. 
	Identify AV & other materials needed for all activities
	2 weeks prior
	IA

	22. 
	Receive registrations and fees (if any)
	Depends on last day for hotel registrations
	Admin, IA

	23. 
	Meet with host state on role of state and last details
	3 weeks prior 
	ESD, SPC , Host

	24. 
	Project Officer approves final registration list
	2 weeks prior
	ESD

	25. 
	Re-confirm facilities, rooms or other needs
	2 weeks prior
	Admin

	26. 
	Re-confirm conference speakers
	2 weeks prior
	IA

	27. 
	Prepare conference packets, including name tags
	2 weeks prior
	IA, Admin

	28. 
	Work with NOSORH staff to erve as facilitator for meeting and if feasible provide staff to support speaker timing or other support
	During
	SPC, Host

	29. 
	Collect and compile program evaluations
	Within 2 wks
	IA

	30. 
	Receive & process all final invoices & reimbursements
	Within 2 wks
	ED, Admin 
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