Nursing Organizations Alliance TM
Meeting Policies

· The Alliance will not facilitate any outside meetings during the Fall Summit which extends from the Coordinating Team meeting on Thursday through the Coordinating Team meeting on Sunday except during the allotted special interest meeting time set aside by The Alliance.  
· The registration fee will be waived for CT members to attend the Fall Summit and for liaisons to attend their respective meetings.

· Association Management Companies are not allowed to exhibit at The Alliance Fall Summit. 

· Exhibitors are allowed to attend the general sessions at the Fall Summit.

Web Posting Policy

· The Alliance does not allow postings from members or non-members to its website other than events submitted by members for the member events page.  

Mailing List Policy

The Alliance will make its membership mailing list available to The Alliance members upon request in hard copy or electronic format (Excel, Word, or pdf).

The Alliance Coordinating Team will review requests and evaluate from outside parties who request The Alliance membership mailing list and determine if the mailing list will be made available.  If request is approved, the mailing list will be mailed in hard copy format only.  The Alliance does not sell or distribute its mailing list to non-members unless where specified.

The Alliance will distribute the attendance roster from the Fall Summit to those in attendance including members, non-members, exhibitors, sponsors, etc. in hard copy or electronic format (Excel, Word, or pdf).

Membership Dues Policy

· Members who have not paid their dues by March 31st will be considered delinquent and will be removed from the membership roster and from all intended benefits of membership.  Members who lapse in payment and are inactive for 12 months or more must reapply for membership.
Registration Fee Policy

· The registration fee will be waived for CT members to attend the Fall Summit and for liaisons to attend their respective meetings.

Election Policy

I
Objectives

The Coordinating Team shall be responsible for the recruitment and slating of candidates,  for presenting the ballot to the voting membership, and for overseeing and maintaining the integrity of the election process. Activities shall be implemented in a fair and consistent manner. All information will be maintained in a confidential manner.

II
Responsibilities and Timeline

1) The Lead Coordinator presents a call for nominations at least three months prior to the date of the annual Fall meeting (August 1, 2006). Nominations are to be sent to the management company and recorded as to date of receipt.

2) The call for nominations shall be publicized at least six weeks prior to the deadline for nominations (September 30, 2006). The Campaign Rules shall accompany the call for nominations.  See number 7 below.

3) All nominees must complete a Candidate Application form. It is the nominee’s 

responsibility to assure that the completed application is submitted by the application date and as per instructions on the application form.

4) The Management Company in collaboration with the Coordinating Team Leader reviews candidates to assure they meet qualifications as published. The right is reserved to disqualify any candidate who submits an incomplete or incorrect application (i.e. instructions are not followed).

5) The deadline for submitting applications may be extended by unanimous approval of the Coordinating Team. Any extension of the deadline will be communicated to the membership via the Alliance listserve.

6) The Lead Coordinator will present the slate of qualified candidates to the Coordinating Team at least 4 weeks prior to the election and will notify slated candidates immediately following the process (October 9, 2006). 

7) Candidates will adhere to the campaign rules:

a. Information regarding the candidates will be communicated to the membership by the Coordinating Team. Ballot information will include only data submitted on the official Biosketch Form/Application for Nomination.

b. All campaigning activities are prohibited by potential or actual slated nominees to include direct mail, electronic communication, or written campaign materials or solicitation of any kind by the candidate or their colleagues.

c. Each candidate will have the opportunity to address the membership on the day of the election.

8)
The Coordinating Team shall have the right to remove a candidate from the ballot or void a candidate’s election as a result of violation of the campaign policy.

9)
Ballot information will be posted on the Alliance website at least 3 weeks prior to the election and members notified of the posting at that time (October 25, 2006).

10.)
Information about the candidates will be published in the syllabus which the

 members receive at the fall meeting.

11.)
Printed ballots shall be distributed and collected during the Business Meeting by members appointed by the Coordinating Team. Those same members will count the ballots. The winners will be announced by the Lead Coordinator prior to the conclusion of the fall meeting.

Listserv Policy 

The Nursing Organizations Alliance listserv is a valuable networking and communication tool for members.  The types of messages that are acceptable for the listserv include spot surveys/polling questions, Alliance sponsored activities, and requests for information assistance and project partners.  The listserv should not be used for job searches, newsletter distribution, press releases or meeting announcements.   The Alliance has set up a calendar on the website for meeting announcements.  Announcements can be sent to Laura Singler at lsingler@amrms.com.  

It should be understood by listserv participants that any postings are those of individual members and not The Alliance, unless otherwise specified, and do not convey or imply an endorsement by The Alliance.   Misuse of this policy will result in a warning and in the case of repeated abuses could result in the termination of a participant’s access to the listserv.  
Antitrust Policy

CT members shall comply fully with trade regulations and antitrust laws, and avoid all conduct which is unlawful, or which may give the appearance of being unlawful.  All CT meetings and activities are to be conducted in accordance with these laws.
The Alliance Web Site Copyright Statement
www.nursing-alliance.org is the official Web site of the Nursing Organizations Alliance, Inc. (The Alliance). Content found directly on this Web site is copyrighted by The Alliance unless otherwise indicated. The Alliance holds no copyright of content found on other Web sites linked from The Alliance's Web site. No part of this Web site shall be reproduced without the written or e-mailed consent of The Alliance. Requests for permission to print or use material posted on this Web site shall be made directly to The Alliance at alliance@amrms.com. Reproduced content must be attributed to The Alliance.

The Alliance Website Privacy Statement

Privacy is Important

Privacy is important to The Alliance. To better protect a user’s privacy, The Alliance provides this notice explaining its online information practices and the choices a user can make about the way information is collected and used.

Information Collection and Use 

This notice applies to all information collected or submitted on the www.nursing-alliance.org Web site. The Alliance is the sole owner of the information collected on this site. It is necessary to be a member of The Alliance to use some parts of this Web site.  Member contact information is sometimes provided to organizations in hard copy format that have information or services relevant to nursing.  

Conference Registration 

The Alliance requests information from the user on our registration form. Here a user must provide contact information (i.e. name and shipping address) and financial information (i.e. credit card number and expiration date). This information is used for billing purposes and to process the registration. If The Alliance has trouble processing a registration, this contact information is used to get in touch with the user. The Alliance uses the information a user provides when registering only in the context of the user’s involvement with The Alliance.  The Alliance does not share this information with outside parties except to the extent necessary to complete the user’s registration. 

Our Commitment to Data Security 

The Alliance takes every precaution to protect its users’ information. To prevent unauthorized access; maintain data accuracy; and ensure the correct use of information, The Alliance has put in place appropriate physical, electronic, and managerial procedures to safeguard and secure the information it collects online. 

When The Alliance’s order form asks users to enter sensitive information (such as credit card number), that information is encrypted and protected with Secure Socket Layer (SSL) software. While on a secure page, such as the order form, the lock icon on the bottom of Web browsers such as Netscape Navigator and Microsoft Internet Explorer becomes locked, as opposed to un-locked, or open, when a user is just “surfing.”

Links

This Web site contains links to other sites. Please be aware that The Alliance is not responsible for the privacy practices of such other sites. The Alliance encourages its users to be aware when they leave the site and to read the privacy statements of each and every Web site that collects personally identifiable information. This privacy statement applies solely to information collected by this Web site.

Choice/Opt-out
Established members will occasionally receive information on products and services. Out of respect for the privacy of its members, The Alliance presents the option to not receive these types of communications.  If a user prefers to opt-out, please contact The Alliance at alliance@amrms.com.  

How To Contact The Alliance

Should a user have other questions or concerns about these privacy policies, please contact The Alliance at alliance@amrms.com or (859) 514-9157. 

WHISTLEBLOWER POLICY

The Alliance is committed to conducting its business under the highest standards of business and personal ethics and integrity and to comply with all applicable laws and regulations.  This whistleblower policy (a) encourages staff and volunteers to come forward with credible information on illegal practices or serious violations of adopted Alliance policies; (b) specifies that The Alliance will protect the person from retaliation; and (3) identifies where such information can be reported.

Encouragement of Reporting

The Alliance encourages complaints, reports or inquiries about illegal practices or serious violations of The Alliance’s policies, including illegal or improper conduct by The Alliance itself, by its leadership, or by others on its behalf.  Appropriate subjects to bring forward under this policy would include financial improprieties, accounting or audit matters, ethical violations, or other similar illegal or improper practices or policies.  

Protection from Retaliation

The Alliance prohibits retaliation by or on behalf of the organization against volunteers or management company staff for making good faith complaints, reports or inquiries under this policy or for participating in a review or investigation under this policy.  This protection extends to those whose allegations are made in good faith but prove to be mistaken.  The Alliance reserves the right to discipline persons who make bad faith, knowingly false, or vexatious complaints, reports or inquiries or who otherwise abuse this policy.

Where to Report

Complaints, reports or inquiries may be made under this policy on a confidential or anonymous basis.  They should describe in detail the specific facts demonstrating the bases for the complaints, reports or inquiries.  They should be directed in writing to The Alliance’s Account Executive and Lead Coordinator; if both of these individuals are implicated in the complaint, report or inquiry, it should be directed to the Treasurer.  Upon receipt of a complaint, report or inquiry, the recipient shall inform the Coordinating Team, which shall oversee a prompt, discreet, and objective review or investigation.  Staff or volunteers must recognize that The Alliance may be unable to fully evaluate a vague or general complaint, report or inquiry that is made anonymously. 

DOCUMENT RETENTION AND DESTRUCTION POLICY

This document retention and destruction policy of The Alliance identifies the record retention responsibilities of management company staff, volunteers, members of the Coordinating Team, and outsiders (i.e., independent contractors via agreements with them) for maintaining and documenting the storage and destruction of the association’s documents and records.

All paper and electronic documents indicated under the “terms for retention” below will be maintained to include:

· Collection and recording of important association records in an orderly fashion (well organized, properly filed & indexed, etc.);

· Removal and destruction of old records only in accordance with prescribed timeframes for retention;

· Prevention of records from alteration without authorized approval;

· Protection and safeguarding of records from damage, deterioration and unauthorized access (eg., secure off-site climate controlled facilities).

Terms for Retention

No paper or electronic documents will be destroyed or deleted if pertinent to any ongoing or anticipated government investigation or proceeding or private litigation.  

Otherwise, the association will follow the timeframes (Permanent vs. 7-Year) for retention of association records as enumerated below.

Permanent Files (Itemized List)

100
Conferences

200
Board/Committees


Action items/Agendas


Minutes

300
Finance


Audits/Agreed Upon Procedures Reports


Budgets


Cancelled Cks. (tax, legal & special contractual matters)


Depreciation Schedules, when applicable


Year-End Financial Statements, Trial Balance, General Ledger & Journals


Investment Reports


IRS Determination Letter & related exempt status correspondence


Tax Returns & related worksheets & correspondence


400
General


Articles of Incorporation


Bylaws


Charter


Constitution


Correspondence 


(legal & important matters only)


Strategic Plan


Vision/Mission Statement


Deeds, Mortgages, Bills of Sale


Insurance Records, Current Accident Reports, Claims, Policies, etc.


Property Records & Appraisals, when applicable


Retirement & Pension Records, when applicable


Trademark Registrations and Copyrights


Training Manuals


Contractual WorkPlan / Service Agreements

800
Publications



Final Printed Copy

7-Year Files (Itemized List)

100
Conferences


Agendas


Brochures


Conference Insurance


Convention Contracts


Food & Beverage


Hotel Contracts


Programs


Registrations


Registration Packets


Remarks


Speakers


Sponsors

200
Board/Committee


Correspondence


Reports

300
Finance


AP Ledgers & Schedules


AR Ledgers & Schedules


Bank Statements


Cancelled Checks 


(except for ones to be kept Permanently)


Expense analyses/expense distribution schedule


Invoices to Customers/Members


Invoices from Vendors


Notes Receivable Ledgers & Schedules, when appl.


Publications Sales


Purchase Orders


Sales Records


Subsidiary Ledgers


Vouchers for Payments to Vendors, Staff, etc.   (including: allowances and reimbursement of staff, officers, etc. for travel & entertainment 
expenses)

400
General


Contracts


D&O Insurance


Employment Applications, when appl.


Employee Personnel Records, when appl. 


Payroll & timekeeping records, including benefits, when appl.


Withholding tax statements, when appl.


Garnishments, when appl.


Historical Strategic Planning Docs


Insurance Policies (expired)


Internal Reports


Inventories of Products, Materials, & Supplies


Legislative


Physical Inventory Tags, when appl.


Related Organizations

500
Grants


Contracts


Correspondence


Proposals


Reports (including grant financial)

600
Media/Public Relations


Clipping service


Correspondence


Media Kits


Press Releases


Reports

700
Members


Applications

800
Publications


Correspondence


Draft Copies


Final Draft

AUDIT COMMITTEE CHARTER

The Audit Committee of The Alliance will have the oversight responsibility, authority, and specific duties as described below.

COMPOSITION 

The Committee will be comprised of the Coordinating Team and chaired by the Treasurer. 

RESPONSIBILITY 

The function of the Committee is to assist the Coordinating Team in fulfilling its oversight responsibilities with respect to (i) the annual audit, review or compilation of the association’s books and records; (ii) the selection of an independent accountant; and (iii) the internal controls over financial management and reporting. 

MEETINGS 

The Committee is to meet in separate executive session with outside, independent certified public accountant(s) at least once each year that an Annual audit is performed, and at other times when considered appropriate.  

SPECIFIC DUTIES 

In carrying out its oversight responsibilities, the Committee will:

1. Review with the Account Executive the association’s accounting and financial reporting controls.  

2. Review with the Account Executive significant accounting and reporting principles, practices and procedures applied in the preparation of the financial statements.      

3. Authorize the annual selection of an independent certified public accountant to perform an (a) Audit, (b) Review or (c) Compilation.

4. Authorize the scope and general extent of the annual (a) Audit, (b) Review or (c) Compilation by evidence of the signed engagement letter, as provided by independent accountant to document the understanding of the terms & conditions of engagement.

5. At the completion of an annual Audit, meet with the Account Executive and the independent accountant(s) to have presented the final results of the Auditor’s report and accompanying financial statements; discuss any relevant significant recommendations that the outside accountant(s) may have, particularly those characterized as ‘material’ or ‘reportable conditions.’  As part of this annual meeting, an opportunity will also be provided for the Committee to meet in separate executive session with outside accountant(s), excluding staff.

PROCEDURE FOR REVIEW OF 990 PRIOR TO IRS FILING

An electronic copy of The Alliance’s annual IRS Form 990 (including required schedules) will be provided to each voting member of the governing body prior to its filing with the IRS. 

Upon tax preparer completion of IRS Form 990, the form and accompanying schedules will first be reviewed by the association management company’s President and Vice President of Finance.  Thereafter, an electronic copy of Form 990 (and accompanying schedules) will also be made available by Account Executive to each voting member of governing body via a secure area of The Alliance’s website, with electronic e-mail notification and instruction for contacting association headquarters with comments or questions, if any.  A 2-week open timeframe will be provided for governing body comments or questions. 

Following the open timeframe for governing body comments & questions, and following the resolution of any questions or other matters that have arisen, the paper filing version of the Form 990 and accompanying schedules will be provided by Account Executive to the designated association officer (Treasurer or Lead Coordinator) for final authorizing signature.

The signed Form 990 will be returned to association management company for copying and then mailed to the IRS by the due date of return.

ANNUAL QUESTIONNAIRE TO DISCLOSE BOARD INDEPENDENCE, RELATIONSHIPS, AND CERTAIN REPORTABLE TRANSACTIONS PURSUANT TO IRS FORM 990

(To be completed: Following Closure of the Organization’s Tax Year – Ended 12/31) – may also consider incorporating the annual Conflict of Interest Policy disclosure

PRINT NAME:







TITLE:








PART I - BOARD INDEPENDENCE   (_____ check if section does not apply)

This section is to be completed only by voting members of the governing body.

As a voting member of the governing body, you are considered to be independent as long as none of the following 3 circumstances applied at any time during the organization’s tax year:

1. Were you compensated as an officer or other employee of this organization (or a “related organization,” such as a parent/ subsidiary/ supporting organization to this Organization)?  Yes____No____

2. Did you receive total compensation or other payments > $10,000 from this Organization (or a related organization) as an independent contractor, other than expense reimbursements and reasonable compensation for services provided in the capacity as a member of the governing body (eg., a person who receives exp reimbursements & reasonable compensation as a director does not cease to be independent merely by also receiving  payments for other arrangements).Yes____
No____
3. Were you, or any family member of yours, involved in any of the following “Organization’s Transactions with Interested Persons,” enumerated in Part II, with this Organization (or any related organization)? Yes____No____
PART II - ORGANIZATION’S TRANSACTIONS WITH INTERESTED PERSONS

This section is to be completed by current officers, directors, trustees, and key or highly compensated (>100K) employees (if any) pertaining to transactions during the Organization’s tax year.  Also, should be completed by former (5-year lookback pd.) officers, directors, trustees, or key employees receiving at least $10,000 compensation (W-2/1099) in the Organization’s tax year. 
For any question answered “Yes,” please attach a description of the transaction(s).

1. Were you involved in any loans to or from this Organization (including salary advances, and other advances or receivables)?  Yes____No____

2. Did you (or a person related to you) receive a grant or other financial assistance (including provision of goods, services, or use of facilities), regardless of amount, at any time during the Organization’s tax year? Yes____No____

3. Are you aware of any grant or other financial assistance being provided by the Organization to a “substantial contributor” (a person that contributed at least $5,000 during the Organization’s tax year), or a family member, employee (or child of an employee) of the substantial contributor? Yes____No____

4. Were you involved in “business transactions” with this Organization for which payments during the tax year exceeded one or more of the following reporting thresholds described below:

a. Total payments for all transactions between you and this Organization exceeded $100,000? Yes____No____
b. All payments during the year from a single transaction exceeded $10,000? Yes____No____
c. The transaction(s) involved payment of compensation to a family member in excess of $10,000? Yes____No____
Note: “Business Transactions” include but are not limited to contracts of sale, lease, license, and performance of services, whether initiated during the Organization’s tax year or ongoing from a prior year.  Also included are joint ventures.  Yet, the Organization’s charging of membership dues to its officers, directors, etc. is not considered within the definition for these reporting purposes.

5. Were you involved in business transactions with this Organization, through ownership of > 35% in another entity (individually, or collectively with other current or former officers, directors, trustees, key employees, or their family members), and meeting the above thresholds? Yes____No____
6. Were you involved in business transactions with this Organization, through service as an officer, director, trustee, key employee, or partner/shareholder of a non tax-exempt entity doing business with this Organization, and meeting the above thresholds? Yes____No____
PART III – RELATIONSHIPS AMONG OFFICERS, DIRECTORS, TRUSTEES OR KEY EMPLOYEES

This section is to be completed by current officers, directors, trustees, and key employees, pertaining to relationships at any time during this Organization’s tax year.
For any question answered “Yes,” please attach a description of the relationship.

1. Did you have a family relationship with any other officer, director, trustee, or key employee? Yes____No____
2. Did you have a “business relationship” with any other officer, director, trustee, or key employee? Yes____No____
Note: “Business Relationship” as defined here includes any of the following: 

· One person is employed by the other or within an organization by which the other is associated as officer, director, trustee, key employee, or >35% owner; or

· One person is transacting business with the other (except in the ordinary course of either party’s business on the same terms as are generally offered to the public) directly in (or indirectly, as an officer, director, trustee, key employee, or >35% owner) one or more contracts of sale, lease, license, loan, performance of services or transactions involving transfer of cash or property >$10,000 in the aggregate during tax year; or

· The two persons are each an officer, director, trustee, or >10% owner in the same business or investment entity.

I declare that the answers I have provided herein are true, correct, and complete, to the best of my knowledge and belief.

Signature of Person Completing Form 


Date

