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Part I: Ethics and Accountability

1. Mission
The mission of the Montana Weed Control Association is: Working together to strengthen and support
noxious weed management efforts in Montana.

2. Values

a)
b)
c)
d)
e)
f)
g)
h)

Commitment to the public good

Accountability to the public

Respect for the worth and dignity of individuals

Inclusiveness

Respect for diversity

Transparency, integrity, and honesty

Responsible stewardship of resources

Commitment to excellence and to maintaining the public trust

3. Code of Ethics

MW(CA'’s mission can only be realized through a common code of ethics upheld by our officers, board of
directors, and staff.

a)

b)

c)
d)

e)

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

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

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

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

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

4. Conflict of Interest

The purpose of this Board conflict of interest policy is to protect MWCA's interests when it is contemplating
entering into a transaction or arrangement that might benefit the private interests of an officer or director of
MW(CA or might result in a possible excess benefit transaction.

4.1. Definitions

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.

Financial interest -- A person has a financial interest if the person has, directly or indirectly, through
business, investment, or family:
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o An ownership or investment interest in any entity with which MWCA has a transaction or
arrangement,

o A compensation arrangement with MWCA or with any entity or individual with which MWCA
has a transaction or arrangement, or

o A potential ownership or investment interest in, or compensation arrangement with, any entity
or individual with which MW(CA is negotiating a transaction or arrangement.

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

o Afinancial interest is not necessarily a conflict of interest. A person who has a financial interest
may have a conflict of interest only if the Board or Executive Committee decides that a conflict
of interest exists, in accordance with this policy.

¢ Independent Director -- A director shall be considered “independent” for the purposes of this policy if
he or she is “independent” as defined in the instructions for the IRS 990 form or, until such definition is
available, the director --

o is not, and has not been for a period of at least three years, an employee of MWCA or any entity
in which MWCA has a financial interest;

o does not directly or indirectly have a significant business relationship with MWCA, which might
affect independence in decision-making;

o is not employed as an executive of another corporation where any of MWCA’s executive officers
or employees serve on that corporation’s compensation committee; and

o does not have an immediate family member who is an executive officer or employee of MWCA
or who holds a position that has a significant financial relationship with MWCA.

4.2.Procedures for Addressing the Conflict of Interest

a) 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 Board or Executive Committee.

b) Recusal of Self — Any director may recuse himself or herself at any time from involvement in any
decision or discussion in which the director believes he or she has or may have a conflict of
interest, without going through the process for determining whether a conflict of interest exists.

c) 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 Board or
Executive Committee meeting while the determination of a conflict of interest is discussed and
voted upon. The remaining Board or Executive Committee members shall decide if a conflict of
interest exists.

d) Aninterested person may make a presentation at the Board or Executive 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.

e) The Chairperson of the Board or Executive Committee shall, if appropriate, appoint a disinterested
person or committee to investigate alternatives to the proposed transaction or arrangement.

f) After exercising due diligence, the Board or Executive Committee shall determine whether MWCA
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.

g) If a more advantageous transaction or arrangement is not reasonably possible under circumstances
not producing a conflict of interest, the Board or Executive Committee shall determine by a
majority vote of the disinterested directors whether the transaction or arrangement is in MWCA's
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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.

h) Records of Proceedings The minutes of the 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 Board's or Executive 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.

4.3.Violations of the Conflicts of Interest Policy

a) If the Board or Executive 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 Board or Executive Committee determines the member has failed to disclose an
actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action.

4.4. Compensation

a) A voting member of the Board who receives compensation, directly or indirectly, from MWCA for
services is precluded from voting on matters pertaining to that member's compensation.

b) A voting member of any committee whose jurisdiction includes compensation matters and who
receives compensation, directly or indirectly, from MWCA for services is precluded from voting on
matters pertaining to that member's compensation.

c) No voting member of the Board or any committee whose jurisdiction includes compensation matters
and who receives compensation, directly or indirectly, from MW(CA, either individually or collectively, is
prohibited from providing information to any committee regarding compensation.

4.5. Annual Statements

Each director, principal officer and member of a committee with Board delegated powers shall annually sign a
statement which affirms such person:

a) Has received a copy of the conflict of interest policy,

b) Has read and understands the policy,

c) Has agreed to comply with the policy, and

d) Understands MWCA 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.

e) Each voting member of the Board shall annually sign a statement which declares whether such person
is an independent director.
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f) If at any time during the year, the information in the annual statement changes materially, the director
shall disclose such changes and revise the annual disclosure form.

g) The Executive Committee shall regularly and consistently monitor and enforce compliance with this
policy by reviewing annual statements and taking such other actions as are necessary for effective
oversight.

4.6.Periodic Reviews
To ensure MWCA 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 (if reasonably available), and the result of arm's length bargaining.

b) Whether partnerships, joint ventures, and arrangements with management organizations, if any, conform
to MWCA's written policies, are properly recorded, reflect reasonable investment or payments for goods
and services, further charitable purposes and do not result in inurement or impermissible private benefit
or in an excess benefit transaction.

5. Confidentiality
Confidentiality is a hallmark of professionalism. MWCA employees and trustees
a) Ensure that all information that is confidential or privileged or that is not publicly available is not
disclosed inappropriately.
b) Ensure that all nonpublic information about other persons or firms acquired by MWCA personnel in
dealing with outside firms on behalf of MWCA is treated as confidential and not disclosed.

6. Whistleblower & Non-Retaliation Policy

MW(CA'’s Code of Ethics requires directors, officers, employees, and volunteers to observe high standards of
business and personal ethics in the conduct of their duties and responsibilities. Employees and representatives
of MWCA, must practice honesty and integrity in fulfilling our responsibilities and comply with all applicable
laws and regulations.

6.1. Reporting Responsibility
It is the responsibility of all directors, officers, employees, and volunteers to comply with and to report
violations or suspected violations of the Code of Ethics, MWCA policies, or laws in accordance with this policy.

6.2.No Retaliation
No director, officer, employee, volunteer, or contractor who in good faith reports a violation of the Code,
MWCA policies, or law shall suffer harassment, retaliation or adverse employment consequence. An employee
who retaliates against someone who has reported a violation in good faith is subject to discipline up to and
including termination of employment. This Whistleblower Policy is intended to encourage and enable
employees and others to raise serious concerns within MWCA prior to seeking resolution outside MWCA.

6.3. Reporting Violations

Directors, officers, employees, and volunteers should share their questions, concerns, suggestions or
complaints with someone who can address them properly.
In most cases, employees and volunteers should report to the MWCA Executive Director.
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However, if an employee or volunteer is not comfortable speaking with the Executive Director or is not
satisfied with the response, that employee or volunteer is encouraged to report to any officer of the Board.

6.4.Acting in Good Faith

Any good faith report, concern or complaint is fully protected by this policy, even if the report, question or
concern is, after investigation, not substantiated. Anyone filing a complaint concerning a violation or
suspected violation must be acting in good faith and have reasonable grounds for believing the information
disclosed indicates a violation of the Code, MWCA policy, or law. Any allegations that prove not to be
substantiated and have been made maliciously or with knowledge that they were false will be treated as a
serious disciplinary offense.

6.5. Confidentiality
Upon the request of the complainant, MWCA will use its best efforts to protect the confidentiality of the
complainant for any good faith report. Violations or suspected violations may be submitted on a confidential
basis by the complainant or may be submitted anonymously. Reports of violations or suspected violations will
be kept confidential to the extent possible, consistent with the need to conduct an adequate investigation.

6.6. Handling of Reported Violations
All reports will be promptly investigated and appropriate corrective action will be taken if warranted by the
investigation. The complainant will be informed that follow-up has or is occurring within two weeks after the
Executive Director or board officer has received the complaint or report. The Executive Committee shall be
informed of all such complaints or reports.

7. Record Retention and Document Destruction

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

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

Corporate Records

Annual Reports to Secretary of State/Attorney General Permanent
Articles of Incorporation Permanent
Board Meeting and Board Committee Minutes Permanent
Board Policies/Resolutions Permanent
Bylaws Permanent
Construction Documents Permanent
Fixed Asset Records Permanent
IRS Application for Tax-Exempt Status (Form 1023) Permanent
IRS Determination Letter Permanent
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State Sales Tax Exemption Letter Permanent
Contracts (after expiration) 7 years
Correspondence (general) 3 Years
Accounting and Corporate Tax Records

Annual Audits and Financial Statements Permanent
Depreciation Schedules Permanent
IRS Form 990 Tax Returns Permanent
General Ledgers 7 Years
Business Expense Records 7 Years

IRS Forms 1099 7 Years
Journal Entries 7 Years
Invoices 7 Years
Sales Records (box office, concessions, gift shop) 7 Years
Petty Cash Vouchers 7 Years
Cash Receipts 7 Years
Credit Card Receipts 7 Years
Bank Records

Check Registers 7 years
Bank Deposit Slips 7 years
Bank Statements and Reconciliation 7 years
Electronic Fund Transfer Documents 7 years
Payroll and Employment Tax Records

Payroll Registers Permanent
State Unemployment Tax Records Permanent
Earnings Records 7 years
Garnishment Records 7 years
Payroll Tax Returns 7 years
W-2 Statements 7 years
Employee Records

Employment and Termination Agreements Permanent
Retirement and Pension Plan Documents Permanent
Records Relating to Promotion, Demotion, or Discharge 7 years after termination
Accident Reports and Worker’s Compensation Records 5 years
Salary Schedules 5 years
Employment Applications 3 years

I1-9 Forms

3 years after termination

Time Cards

2 years

Donor and Grant Records

Donor Records and Acknowledgment Letters

7 years
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Grant Applications and Contracts 7 years after completion

Legal, Insurance, and Safety Records

Appraisals Permanent

Copyright Registrations Permanent
Environmental Studies Permanent

Insurance Policies Permanent

Real Estate Documents Permanent

Stock and Bond Records Permanent

Trademark Registrations Permanent

Leases 6 years after expiration
OSHA Documents 5 years

General Contracts 3 years after termination

Electronic Documents and Records

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

Emergency Planning

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

Document Destruction

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

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

Compliance

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

1. Role of the Board
a) Acts as the fiduciary and guardian of the organizational assets
b) Reviews and approves MWCA’s program budget
c) Establishes short- and long-term goals
d) Assesses progress toward goals
e) Assumes stewardship responsibility for MWCA’s finances
f) Sets policies for the overall management and operation of the organization

2. Expectations of the Members of the Board

a) Attend regularly scheduled board meetings. A board member must attend a minimum of 50% of
MWCA meetings over the course of a year. If a board member misses more than two meetings, it
constitutes grounds for removal and re-appointment of the position under the discretion of the
Executive Committee.

b) Participate in committee work.

c) Become informed about the policies and programs of MWCA.

d) Participate in fundraising activities and special events sponsored by MWCA.

e) Contribute financially according to ability.

f) Participate in board orientation activities.

g) Act as an informed advocate of MWCA.

3. Board Member Agreement
MWCA agrees to provide each member of the board with the following:

a) Access to the management of MWCA, as needed for proper operation of the board

b) Ample notice of all meetings

c) Minutes of all board meetings

d) Relevant information to conduct his or her job as a board member

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

f) Reimbursement for reasonable expenses in conducting and attending to MWCA board business

g) D&O insurance liability coverage

h) Respect for his or her time

i) The use of his or her talent effectively

The board member agrees to do the following as an MWCA policy volunteer:

a) Learn about MW(CA, read financial reports and other MWCA documents, and keep up-to-date on
MWCA programes, finances, and management.

b) Attend as many board and committee meetings as practicable, and participate in all such meetings,
using fair, independent judgment and due care in conducting the business of MWCA.

c) Avoid all direct or indirect political campaign intervention (such as supporting or opposing candidates
for public office) in the name of MWCA and when using MWCA assets.

d) Contribute to the financial well-being of MWCA and seek financial support from others for MWCA as
well.
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e) Avoid all conflicts of interest with MWCA.

f) Be loyal to MWCA, always exercising board powers in the interest of MWCA, and not for the interest of
yourself or others.

g) Keep all MWCA matters confidential.

4. Board Officer Job Descriptions

4.1.President

The President shall be the chief volunteer executive officer of the Association and shall have general direction
and control of the affairs of the corporation. They shall preside at the meetings of the Association, the Board
of Directors, and the Executive Committee. They shall perform such other duties as are usual to the office.

4.2.Vice President

In the absence or disability of the President, the Vice President shall perform all the duties of the President;
when so acting shall have all the powers of, and be subject to all the restrictions upon the President. The Vice
President shall have such other powers and perform such other duties prescribed for them respectively by the
Board of Directors or the President. The Vice President shall normally accede to the office of President upon
the completion of the President’s term of office. The Vice President will reside as chair of the annual
conference work group.

4.3. Treasurer

The Treasurer shall ensure all the records of the Association are accurate and current. The Treasurer shall be
the principal accounting and financial officer of the Montana Weed Control Association. The Treasurer will
reside as chair of the finance committee.

4.4.Past President (Immediate)

The past president will be encouraged to facilitate a smooth transition with the new president, board or
directors, and partners outside of the MWCA,; the past president will work with the new president on goals
and objectives for the organization to facilitate continuity within the MWCA. The past president will serve on a
committee(s) that they have a vested interest in, and will be encouraged to utilize the strengths and
achievements made during their tenure as president.

5. Other Board Descriptions

5.1.Industry Representative

a) will be elected to a biennial position;

b) must be an MWCA member;

c) bring an industrial point-of-view to the table;

d) submit newsworthy articles for the Weed Times and provide electronic notices for the membership
when applicable;

e) help MWCA staff and board identify and work with potential partners in the industrial
communities;

f) assist research, education and networking where possible in developing needed support for
programs, both financially and politically where appropriate; and

g) sit as an active member on a committee or work group that best fits their interests and/or
qualifications.
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5.2.Conservation Representative

a) will be elected to a biennial position ;

b) must be an MWCA member

c) bring a conservation point-of-view to the table;

d) submit newsworthy articles for the Weed Times and provide electronic notices for the membership
when applicable;

e) help MWCA staff and board identify and work with potential partners in the conservation and
environmental communities and;

f) assist research, education and networking where possible in developing needed support for
programs, both financially and politically where appropriate; and

g) must sit as an active member on a committee or work group that best fits their interests and/or
qualifications.

5.3. Agricultural Representative

a) will be elected to a biennial position ;

b) must be an MWCA member

c) bring an agricultural point-of-view to the table;

d) submit newsworthy articles for the Weed Times and provide electronic notices for the membership
when applicable;

e) help MWCA staff and board identify and work with potential partners in the agricultural communities;

f) assist research, education and networking where possible in developing needed support for programs,
both financially and politically where appropriate and;

g) must sit as an active member on a committee or work group that best fits their interests and/or
qualifications

5.4. Member at large

a.) will be elected to a biennial position ;

b.) must be an MWCA member

c.) submit newsworthy articles for the Weed Times and provide electronic notices for the membership
when applicable;

d.) help MWCA staff and board identify and work with potential partners;

e.) assist research, education and networking where possible in developing needed support for programs,
both financially and politically where appropriate and;

f.) must sit as an active member on a committee or work group that best fits their interests and/or
qualifications

5.5. Area Members

a) will be elected to a biennial position ;
b) must be an MWCA member
c) is aliaison between their area council and the MWCA.
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d) submit newsworthy articles for the Weed Times and provide electronic notices for the membership
when applicable;

e) help MWCA staff and board identify and work with potential partners within your area;

f) must sit as an active member on the coordinator support committee and public policy committee.
Other committee and workgroup participation is encouraged.

g) the responsibility of the area member is to facilitate education and networking in the area, to promote
the MWCA through encouragement of membership and participation at trainings and to seek
commonality among all weed managers. It is left up to the area member and the area council to
determine how best to reach these responsibilities in their respective area.

5.6. Education Committee Representative

a) will be elected to a biennial position;

b) must be an MWCA member

c) the education committee representative chairs the MWCA Education Committee and is encouraged to
serve on other committees or working groups.

d) submit newsworthy articles for the Weed Times and provide electronic notices for the membership
when applicable;

e) provide written or oral reports to MWCA board;

f) provide a budget upon request from the board;

g) help MWCA staff and board identify and work with potential partners;

h) assist with education and networking where possible to develop needed educational materials and
support for programs;

i) develop and/or locate educational programs useful for weed management and distribute to weed
management organizations and;

j) collaborate with other educational organizations to work on areas of focus.

5.7.Coordinator Support Committee Chair

a) will be elected to a biennial position at the fall coordinator training;

b) must be an MWCA member

c) provide written or oral reports to MWCA Board;

d) provide a budget upon request from the board ;

e) submit newsworthy articles for the Weed Times and provide electronic notices for the membership
when applicable;

f) assist with education and networking where possible to provide support for programs;

g) work with local coordinators hosting the annual spring and fall trainings for coordinators to provide
constructive and timely trainings;

h) provide support to coordinators with unique problems and attempt to help resolve those problems;

i) correspond with new coordinators in matters of the Association and weed management;

j) provide coordinator recognition through certificates of appreciation, achievement awards, and pins
annually at the spring/fall training;
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5.8.Integrated Pest Management Committee Chair

a) will be elected to a biennial position;

b) must be a MWCA member

c) provide written or oral reports to the MWCA Board,;

d) provide a budget upon request from the executive officers;

e) encourage communications and MWCA membership with all integrated pest management interests as
identified as potential partners;

f) submit newsworthy articles for the Weed Times and provide electronic notices for the membership
when applicable and;

g) monitor and strengthen of the components of the state weed plan regarding integrated weed
management strategies.

5.9. Public Policy Committee Chair

a) chair will be the MWCA Past President;

b) must be an MWCA member;

c) will lead the committee in the development and implementation of MWCA public policy;

d) will adhere to public policy procedures and timelines;

.Jwill provide assistance to MWCA Executive Director and MWCA lobbyist in necessary duties
and actions as needed.

a) 5.10 MWCA MACo Committee Representativesmust be MWCA members;

b) four representatives from MWCA will serve on the following Montana Association of Counties (MACo)
Committees: Agriculture, Public Lands, Transportation, and Land Use & Planning;

¢) attend MACo committee meetings to represent noxious weed issues and the MW(CA;

d) upon vacancy or poor attendance of representative to a committee, a call for nominations to fill the
position will go out to the membership. The MWCA President will make the appointment from the list
of nominations;

e) representatives are appointed by the sitting MWCA President upon request of MACo and;

f) representatives are asked to report back to the MWCA Board on relevant MACo committee activities.

5.11. Montana Dept of Ag (MDA) appointed positions

a) The director of MDA appoints MWCA positions. Trust Fund terms are re-instated every year and at that
time, the MWCA may make recommendations to the MDA director regarding the position. There are
no terms with the Governor’s Noxious Weed Advisory Council. The current MWCA president will
appoint these positions but if appointees violate MWCA policy or position, the president can remove
them. Additionally, an MWCA president would be able to change appointments if they desired.
must be MWCA members;

b) Representatives will serve on the Noxious Weed Governor’s Summit Advisory Council and on the
Montana Noxious Weed Trust Fund Council.

c) attend MDA council meetings to represent noxious weed issues and the MWCA,;

d) upon vacancy or poor attendance of representative to a council, a call for nominations to fill the
position will go out to the membership. The MWCA President will make recommendations to the MDA
Director from the list of nominations;

e) representatives are appointed by the sitting MDA Director;

f) representatives are asked to report back to the MWCA Board on relevant MDA council activities.
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5.12 Liaison Board Member
A job description can be found in the back of the policies as Appendix A.

6. Compensation of Board Members

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

7. Board Member Expense Reimbursement

Whenever possible, board members are expected to bear all travel-related costs associated with attending
board meetings, committee meetings, or discharging any other governance responsibilities assigned by the
board chair. When a board member is unable to bear such costs, in whole or in part, appropriate receipts
should be submitted to the executive director of MWCA for reimbursement by the organization. The MWCA
will reimburse board members state rate for hotel expenses, per diem for meals, and actual gas receipts as
requested and based upon genuine need.

8. Board Self-Assessment

The board of MWCA will conduct a self-assessment every year at the fall board of director’s meeting. The
board should review the most recent organizational strategic plan for the organization adopted by the board.
After reviewing the goals achieved, the goals unmet, and the goals that need modification, the board will
conduct a self-assessment. A review of these plans should provide the framework for the assessment. The
board should also review its previous self-assessment summaries and may find the use of a consultant
especially helpful. The President shall submit a summary report to the Executive Committee and the board at
the conclusion of the assessment. This report will provide a basis for improving the board member orientation
and other programs of continuing education for board members.
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Partll: Finance and Investments

1. Budgeting

The board of MWCA shall approve a biennial operating budget for two calendar/fiscal years that will project
income and expenses and will provide for programs and support services as outlined in the work plan for the
two years. The board will approve the biennial budget prior to the start of the fiscal/calendar year.

Upon request of the Treasurer, committee chairs and board members have two weeks to submit their budgets
prior to the spring retreat/budget meeting.

Requests made after the budget has been approved must be submitted first to the finance committee, who
then makes their recommendation to the board. The board then votes on the request at the following board
meeting

The board authorizes the Executive Director to manage the organization in accordance with the approved
annual operating budget. Programmatic or operational changes that may have a significant impact on the
annual budget shall be reviewed by the board between budget cycles and may lead to a budget revision.

2. Capital Expenditures
Definition - A capital acquisition is an individual asset and/or class of assets that has a useful life of more than
one year and a cost of $2,500 or more.

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

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

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

Discretionary Fund - The Executive Director shall have the authority to spend up to $2,500 from the
discretionary fund on any single acquisition without prior approval from the board. Such acquisitions shall be

reported to the board and finance committee at their next regular meeting.

Property - The finance committee must approve the purchase or disposition of any capital asset with a value
of $2,500 or more. The purchase or sale of any capital asset of higher value shall be approved by the board.

3. Financial Controls
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a)

b)

d)

e)

f)

The Treasurer, Executive Director, and if appropriate one staff/board member, as designated by the
board, are authorized to sign checks.

Credit cards will be distributed to the Treasurer and Executive Director and if appropriate one
staff/board member in the name of the Montana Weed Control Association.

The Finance Committee has oversight of expenditures on credit cards and checking accounts. The
Executive Director reports to the Treasurer on a monthly basis, with a copy of all statements and
reconciliation report Payroll summaries will be submitted to the treasurer prior to payroll deposits
each month. Quarterly reports will be distributed to the Finance Committee on a quarterly basis.

The Executive Director will maintain the checking and investment accounts and the Executive Director
and Treasurer will ensure that accurate and concise financials are submitted to the board at each
regular board meeting.

MW(CA ED will split bookkeeping and accounting duties to ensure checks and balances with treasurer.
Whenever possible no one person will be responsible for a complete financial cycle.

All materials will be kept on file and submitted to a CPA to complete yearly taxes for the organization
within IRS timelines.

4. Credit Card Data Security
In order to be compliant with US law regarding Payment Card Industry Data Security Standard MWCA will
adhere to the following:

a)
b)
c)
d)
e)

f)
g)

h)

MWCA relies on third-party service providers to process cardholder data.

MWCA will confirm annually that the third party is PCI DSS compliant.

MW(CA will not store any cardholder information in electronic format.

Paper reports with cardholder data will not contain full cardholder data.

All paper reports will be considered confidential and will be physically secured when not in use. These
reports will only be made available to staff who have a need to know to complete their work duties.
Reports will not be removed from MWCA offices without prior approval of the board.

When reports are no longer needed they will destroyed in one of the following methods: cross-cut
shredded, incinerated or pulped so that cardholder data cannot be reconstructed.

If in the future, cardholder data is shared with service providers, policies and procedures will be
established and approved by the board to ensure that cardholder data is secure in a written
agreement that maintains PCl security requirements.

Only employees with the need to know will have access to credit card information and that
information will be in graduated levels to ensure that employee’s only have access to data at a level
required to do their job.

5. Speaker Fees
Attending conference:

In-state speakers, upon request, will receive a banquet dinner ticket, hotel rooms and mileage
reimbursement based on current state rates. They must pay registration fees if they are applying for
credits.

Out-of-state speakers will receive waived registration and room and travel expenses upon request and
within MWCA budget if their agency will not cover costs. Moderators or MWCA Staff will ask if their
agency can cover costs upon invitation to speak.

Only presenting their session:
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In-state speakers, upon request, will receive a luncheon ticket and mileage reimbursement based on
current state rates.

Out-of-state speakers will receive luncheon ticket (if desired) and travel expenses will be reimbursed
upon request and within MWCA budget if their agency will not cover costs. Moderators or MWCA Staff
will ask if their agency can cover costs upon invitation to speak.

6. Penalties and Refunds

a)

b)
c)

d)

MW(CA will invoice for payment if requested. Payment of all invoices is net 30 days. There will be a
18% finance charge per year on outstanding balances (including prior finance charges) and fees will not
assessed until 45 days from the date of the invoice.

The MWCA will have a returned check fee in the amount of $50.00

Refunds will be given for unforeseen circumstances for an MWCA event with 25% retained for
administration costs to the organization.

If a bill remains unpaid after 4 months or 120 days, the business or individual will not be allowed to
attend any future MWCA events until the bill (with penalties) is paid in full and the business or
individual will not be allowed to use credit at any future MWCA events and will be required to pay their
fees in full at the time of registration. Appeals can be made to the MWCA Executive Committee.

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

Policy
a)

b)

c)

d)

)
g)

The finance committee will review investment status and future opportunities that need to be
considered prior to the spring retreat.

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

Accounts such as interest-bearing checking accounts, money market accounts, certificates of deposit,
investment-grade commercial paper, and government securities are to be the primary investments.
Investing in any other type of investment vehicle requires prior approval by the finance committee.
Investments should be limited in term. The committee must approve any investments with a term
longer than 3 years.

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

All securities are to be written in the name of MWCA.

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

8. Reserves and Endowments

Reserve Funds; The financial objective of MWCA is to establish a financial reserve to provide for 6 months of
operating income. The board needs to authorize any disbursements from this fund. The funds for the reserve
fund will come from the surplus from operations, or the net operating excess for each fiscal year.
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Endowment Funds

Description- Endowed funds usually require that the principal of the fund remains intact and the income is
paid out.

Investment Objective- Preservation of principal to allow distribution of income for designated uses

Authority- These funds shall be invested in the same manner as board-designated reserves, and paid out
according to the terms of the endowment.

9. Permanent restricted funds
Permanently restricted assets are any assets that are given to a not-for-profit by an outside individual or
agency with restrictions on their use or purpose. Restrictions can only legally be placed on funds by the
donor.

ACCOUNTING REQUIREMENTS

Once a contribution or grant is identified as restricted, the accounting and recordkeeping requirements are of
paramount importance. Two principles are at the core of the accounting requirements. First, restrictions are imposed by
the donor when they make the gift or grant. Second, income must be recognized, or recorded in the accounting records,
in the year that an unconditional commitment for the funds is received regardless of when the related expenses will
occur. These principles add a complexity to nonprofit financial reports due to the timing of funding, which makes
accurate and reliable accounting especially important.

It is strongly recommended that organizations that have restricted funds produce their financial reports in columnar
format showing the three asset categories. While you are not required to have a columnar report, a one-column
statement with all asset classifications combined (unrestricted, temporarily restricted and permanently restricted) will
not give a true picture of the organization’s finances, and details, either negative or positive, will be buried.

MWCA Policy for Permanent Restricted Funds

All restricted funds, once donated to MWCA are the property of the MWCA, not a working group or committee,
although the board may set a working group to oversee the funds.

MW(CA staff would be responsible for any accounting related to the restricted fund based on recommendations of the
working group and approved by the board.

MW(CA staff would be responsible for program related duties relating to internal MWCA protocol: website transactions
(i.e. ticket sales), event insurance, advertising on website, etc.

MWCA will retain a percentage set by the MWCA BOD (right now it is 5%) in MWCA policy for any events involving
registration or tickets.

Specific to Big Hole Watershed Donation

Funds donated to MWCA will be placed into a permanent restricted fund.

Funds will be used for weed management efforts in the Big Hole Watershed and 5% of gross income from the
Weed Whacker Ball or any other future event with a ticketed admission will be transferred to the MWCA
general fund. The 5% from ticked events does not cover expenses included in hosting a ticketed event such as
catering, building rental, and other costs usually associated with hosting an event. A 5% fee will not be assessed
on the original funds transferred to the permanent restricted fund.
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3. MWOCA administration will be based on accurate costs directly related to activities of the restricted fund
including but not limited to - accounting oversight (checks, invoices, contracted accountant costs, mailing, etc.),
staff time dedicated specifically to the permanent restricted fund accounting or projects, additional insurance
costs, additional website use and fees associated with online transactions. These expenses will be charged to
the restricted fund account.

4. The working group retains the option to donate an additional amount above the 5% to the MWCA general fund
each year.

5. MWOCA has established a working group (Big Hole Basin Cooperative Weed Management Area Working Group)
to oversee the budgeting of those funds and implementation of projects the funding is used for.

6. The Big Hole Cooperative Weed Management Area working group will make recommendations for funding (i.e.
grants) to the MWCA board and the working group will establish a tentative budget for the funds each year in
accordance with MWCA budgeting guidelines. Deviations from the budget will need to be approved by the
MW(CA board of directors or Executive Committee for budget amendment.

7. The working group will draft objectives for the year in accordance with MWCA organizational criteria.

8. Inthe event that the Big Hole Cooperative Weed Management Area working group dissolves the remainder of
any restricted funds will be transferred to the SW Area of the Montana Weed Control Association to continue
noxious weed efforts in the Big Hole Valley.

10. Financial Audits

In order to ensure financial accountability, MWCA complete internal financial audits on a biannual basis. If an
external audit is deemed necessary by the financial committee, the selection of the firm to conduct the audit
will be approved by the board. The auditor’s report, management letter, and IRS Form 990 will be presented
to the board for approval. A copy of the audited statement will be distributed to the full board and the
Executive Director. The audited financial statements will also be made available to anyone who requests them.

11. IRS Form 990
The executive director shall ensure that tax payments and other government-ordered payments or filings are
filed in a timely and accurate manner.

The executive director shall sign and certify that the IRS Form 990 is accurate and complete.

The financial committee shall review and approve the IRS Form 990 annual tax filing prior to submission. The
full board shall be notified that they are able to receive a copy of the IRS Form 990 within 30 days of its
submission if they desire.

Consistent with the requirements of §6104(d) of the Internal Revenue Code and the regulations thereunder,
copies of the organization’s Form 990 shall be made available, upon request, in a timely manner, and [without
charge OR subject to the charges permitted by law] to any individuals who request it.

The organization’s current form 990 shall also be made available on the organization’s website at all times.

10.Membership
Dues
Membership dues will be established for the following calendar year at the spring board retreat.
MWCA membership is to be renewed on a yearly basis. A membership is valid for one year from the time
membership dues are received at the MWCA office.
MW(CA Policies-rev June 2015
page 18



Registration fees for MWCA events shall be amended by the finance committee and presented to the
board for vote and membership dues will be established at the spring board retreat for the following year.
MW(CA dues are set as follows:

e INDIVIDUAL MEMBERSHIP

e HOUSEHOLD MEMBERSHIP - includes two memberships and one mailing of the Weed Times to the
household address.

e GROUP MEMBERSHIP- includes up to ten members. Please submit names, addresses and emails for all
members.

e BASIC BUSINESS MEMBERSHIP- includes one membership, a listing in MWCA Directory and for
consumer weed control business a listing on the website advertising page.

e PREMIER BUSINESS MEMBERSHIP - includes three memberships, business card listing in the MWCA
Directory, the Weed Times, and the website partnership page. Consumer weed control businesses
also receive a business card listing on the website advertising page.

e LEGACY MEMBERSHIP- includes four memberships, a % page add or double sized business card listing
in the MWCA Directory, the Weed Times, and the website partnership page. Consumer weed control
businesses also receive a business card listing on the website advertising page. Additional benefits
include articles reflecting education or information associated with your business advertising in the
Weed Times, and recognition at all MWCA sponsored events and publications, and recognition at the
annual convention.

e FOUNDING MEMBERSHIP - includes 4 memberships, % page ad in the MW(CA Directory, the Weed
Times, and a double sized business card listing on the website partnership page. Consumer weed
control businesses also receive a business card listing on the website advertising page. Other benefits
include or articles reflecting education or information associated with your business, recognition on as
a Founding Member on the MWCA home page and recognition at all MWCA sponsored events and
publications, and recognition banners and an award at the annual convention.

Suspension of Membership
Membership will be cancelled if:

e An address change is made without notification to the MWCA office

e Dues are 60 days in arrears.

e A memberis deemed to be in gross violation of MWCA policy or does not represent the best interests
of the MWCA as determined by the board

Member and non-member Rates:

Member Non Member
Weeds of the Prairies S35 S40
Why Should | Care Brochure S.75 $1.50
Noxious Weed Field Guide Costs TBA
MWCA Directory S10 S15
Spring Training $100 $120
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Fall Training $100 $120

Late registration fee +25% of registration fee for events that have a late fee.
Annual Conference S175 $250
Vendor Booth $375 $425
Vendor Booth Educ/NPO $225 $275

11. Area Council Trainings
An MW(CA area council-hosted training will be required to provide 25% of the income to the MWCA and 75%
of the income to the area council hosting the event.

12.Risk Management

Insurance

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

Insurance against employee theft and dishonesty

Commercial Auto

General liability (personal and property damage and punitive damage)

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

Workers’ Compensation
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Part lll: Fundraising

1. Board Member Fundraising

Fundraising is a major part of a board member’s responsibility, and financial support of the annual appeal and
special events is expected. Board members are expected to make an annual financial contribution according to
their personal means.

2. Donor Relations

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

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

Recognition. Formal recognition of donors includes methods that convey appreciation to the donor and
provide opportunities for public acknowledgment.

Public Notice. MWCA will respect a donor’s wish to remain anonymous.
Confidentiality. The fund development unit shall maintain confidentiality concerning all correspondence

regarding contributions, gift records, prospect cards, and other data on donors, and will ensure that this donor
information is used on a need-to-know-basis only for the support of fund development for MWCA.

Gift Acceptance
MWCA actively solicits gifts and grants to further the mission of the organization. There is a potential that the
acceptance of certain gifts could compromise the ability of the organization to accomplish its goals or could
jeopardize its tax-exempt status. Hence, the following gift acceptance policy applies:
1. The MWCA staff and board have the authority to solicit and/or accept gifts on behalf of MWCA.
MW(CA'’s responsibility is to productively pursue gifts that will further the organization’s mission, goals, and
objectives. The primary consideration in the pursuit of gifts is how they can benefit the organization in
the most ethical and unencumbered manner. To that end, the following caveats must be considered:
Core Values - Is the gift one that is consistent with the organization’s standards, principles, and core
values?
Compatibility of Cause - Will the gift unnecessarily challenge the organization’s ability to further its
mission, goals, or objectives?
Public Relations - Does the acceptance of the gift present the organization in an unfavorable light?
Does it appear that there may be a conflict of interest between the donor and the organization?
Motivation - Is there clear charitable intent and a commitment to the organization?
Consistency - Will the acceptance of the gift be compatible and in agreement with other fundraising
activities or gifts of the organization?
Credibility - Are the circumstances surrounding the donor and the gift believable?
Organizational Stability - If controversy develops, will it be significant enough to weaken the
structure of the organization?
Form of Gift - Will the nature of the in-kind contribution create problems, such as in advertising or
sponsorship?
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Source of Gift - Who is the donor? Is the gift from an individual or a corporation? Does the donor
represent a perceived conflict of interest, or might the donor’s objectives not fit with the
mission of the organization?

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

MWCA will not endorse the policies or views of its funders or donors.

MWCA will not promote corporate products without approval by the board.
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Part IV: Personnel

1. Responsibility for Human Resources
In relating to staff, the Executive Committee shall not fail to:
1. Establish human resource policies and to acquaint staff with the organization’s personnel procedures
in developing these policies, the Executive Director shall consult with a professional.
2. Ensure that the rights of the employees to equitable and humane treatment are not impaired and
establish procedures through which employee complaints will be resolved.
3. Develop a plan for periodic and systematic review of employee performance and of compensation and
benefits package for MWCA employees.
4. Establish management policies and procedures that protect the rights of the employees and of the
organization.
5. Initiate appropriate intervention or advocacy on behalf of any employee or agent of MWCA who in the
course of duty is unlawfully detained, subjected to physical harm, or otherwise placed in jeopardy.

2. Equal Employment Opportunity

MWCA is an equal opportunity employer committed to principles of the broadest form of diversity. We

therefore

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

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

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

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

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

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

4. Sexual Harassment

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

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

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

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

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

5. Complaints

If an employee has a problem or complaint regarding any aspect of employment with MWCA, the matter
should first be discussed with the President. If the issue is not resolved through discussion, the employee
should submit a formal written submission to the Executive Committee. Every attempt will be made to resolve
the issue by the employee at this level.

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

If a member of MWCA or a board member has a complaint against MWCA staff, they are to notify a member
of the executive committee (if it is against the Executive Director) or the Executive Director (if it is against
staff). The grievance must be submitted in writing to the executive director (or if against the ED to the
president) in a timely fashion.

The executive director or the staff person involved must also submit their account of the incident or issue in
writing as well. The executive committee will meet to investigate the matter and make a decision on whether
or not the employee or ED should be disciplined. A letter shall be submitted back to the member of the
board’s decision. The nonprofit’s decision is final.

6. Performance Review
Although employees are continually evaluated by their immediate supervisor, an initial performance appraisal
will generally be conducted prior to completion of the first 180 days of employment. Annual performance
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appraisals will be conducted by July of each year. Supervisors will solicit input from the employee and the

board.

7. Executive Compensation Policy
Purpose:

a)
b)

c)

Drafted to comply with the rebuttable presumption in Treas. Reg. § 53.4958-6 of the Excess Benefits
Regulations and to address revised Form 990, Part VI, Section B, question 15;

To assure that MWCA is able to retain high quality executive leadership of MWCA by providing
reasonable compensation and;

To assure that decisions regarding executive compensation are made through a process free of
potential conflicts of interest.

Persons whose compensation is subject to this policy

o The Executive Director’s compensation shall be reviewed under this policy.

Procedure

a)
b)

c)

d)

e)
f)
g)

The Executive Committee of the board is authorized to make recommendations to the Board regarding
executive compensation.

Only those members of the Executive Committee who are free of conflicts of interest may be involved
in evaluation of executive compensation.

The Executive Committee should, to the extent reasonably available, rely upon appropriate data as to
comparability prior to making its recommendation, and shall contemporaneously place such data and
other reasons for its recommendation in the minutes.

If the Executive Committee does not have data as to comparability, it shall document any other bases
for believing the proposed compensation is reasonable.

The Executive Committee shall make this determination at least once annually.

Only those directors who are free of conflicts of interest may vote on executive compensation.

The Board shall review and approve executive compensation, after a review of comparability data or
other evidence that compensation is reasonable, and shall contemporaneously substantiate its
deliberation and decision in the minutes.
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Part V: Communications

1. Media Relations

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

be enforced:

All media inquiries are to be handled by the Executive Committee and Executive Director regardless of who
the media representative is, whom he or she represents, or how innocuous the request.

All press releases or other promotional materials are to be approved by the Executive Committee or Executive
Director prior to dissemination.

Failure to comply with the MWCA’s media policy shall be grounds for disciplinary action.

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

No one is authorized to speak to the news media in a crisis without clearance from the Executive Committee.
The Executive Committee will be responsible for developing a crisis communication strategy if the need arises.

Crisis Prevention
The Executive Committee will maintain regular contact with staff, advising the staff when internal issues or
developments appear likely to lead to public relations problems.

Similarly, MWCA'’s staff will regularly notify the Executive Committee of internal developments that may
escalate into public relations crises.

The Executive Committee will also monitor local, state, and national news coverage of field issues, advising the
staff of issues and/or trends that might lead to negative stories or opportunities for MWCA to support public
dialogue on issues central to its work.

Crisis Response

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

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

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

Broadcast system
MWCA provides member-only broadcast system to provide up-to-date information and promote discussion
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among members. Members will be added to, or subtracted from, the list upon their request. All members
have access to post information on the broadcast in accordance with MWCA standards.

4. Surveys
Proposal for surveys requested by members:

1. The requestor must be a current member of MWCA

2. The survey must be related to noxious weeds.

3. The requestor must develop and submit the survey to MWCA. MW(CA staff will not write surveys not
done by the organization.

4. MWCA may reformat the answers to facilitate use of the survey tool.

5. MWCA will donate the staff time to set-up the survey and report on the data.

6. The survey requestor will be charged $100 per survey with the first two hours of staff time included in
that fee.

7. MWHCA has the right to decline any survey, which shall be left to the discretion of the Executive
Director.

5. Lobbying and Political Activity

Lobbying Expenditures

MW(CA engages in limited lobbying to advance its mission. It is MWCA policy to adhere strictly to limitations
on lobbying expenditures imposed by the Internal Revenue Service. Lobbying expenditures are reported
annually to the IRS on Form 990.

To ensure adherence to this policy, lobbying expenditures must be included in the approved MWCA budget or
authorized in advance by the Executive Committee. The Executive Committee will alert the staff to any
significant lobbying expenditures in advance, to facilitate compliance with the limits on direct and grass-
roots lobbying expenditures.

Both expenditures and staff time must be charged to a lobbying project code, which will indicate whether the
lobbying is “direct” or “grass-roots.” Below is some general guidance about lobbying, as defined by the IRS.
Please contact the general counsel’s office if you have any questions about lobbying.

The following organization-wide policies apply to field offices just as they apply to the national office.

Definition of Lobbying
Lobbying is generally defined as communicating, directly or indirectly, with policymakers for the purpose of
trying to influence legislation, whether federal, state, local, or foreign (non-U.S.).
U.S. law divides lobbying into two principal categories: “direct” lobbying and “grass-roots” lobbying.
Direct lobbying involves communications that
Are directed towards government officials;
Refer to specific legislation; and
State or strongly imply a position on it.
Grass-roots lobbying involves communications that
Are directed to segments of the general public;
Refer to specific legislation;
State or strongly imply a position on the legislation; and
Encourage the recipient of the communication to contact government officials with respect to the specific
legislation. (This is sometimes called a “call to action.”)
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In order to be considered lobbying, an activity must generally meet all the parts of either one definition or the
other. In addition, there are certain exceptions to the definitions of lobbying that may apply. Please
consult the Secretary of State’s office.

When recording lobbying expenditures, it is critical to specify whether the spending was for direct lobbying or
for grass-roots lobbying.

The Secretary of State’s office can provide further advice on applying the lobbying policies.

Lobbying with Foundation Funds

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

If a project gets only part of its funding from a foundation, the project can include lobbying, so long as the
lobbying expenditures are funded by sources that do not exclude lobbying.

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

Lobbying with Government Funds

In general, we are prohibited from using any government funds for lobbying, including using government funds
to hire consultants or make grants that involve lobbying. If you have any questions, please contact the
Secretary of State’s office.

Responsibility — Lobbying Expenditures by Field Offices

In each year’s budget request, the Treasurer is responsible for identifying and labeling any proposed
expenditures for lobbying.

In carrying out the approved budget, the Executive Director is responsible for accurately recording the actual
allocation of staff time and other expenditures for lobbying.

The Executive Committee is responsible for obtaining authorization before incurring any unbudgeted
expenditure for lobbying. Requests for authorization are to be submitted to the [designated senior staff].

In addition to reporting our lobbying expenses annually to the IRS, we are required to report to Congress twice
yearly on our lobbying activities that involve trying to influence U.S. federal programs, policies, and practices
through communications with congressional employees and certain high-ranking agency employees. If you
engage in any activity along these lines, or retain others to do so on our behalf, please contact the general
counsel’s office.

At no time will MWCA endorse a candidate, or allow a candidate to speak at a MWCA event where they are
speaking to seek votes, nor publish in any MWCA publication any materials which would seek to endorse or
request voting for a candidate.

6. MWCA Public Policy

Policy recommendations are developed through democratic processes that, on approval of the Board of
Directors, set policy to guide MWCA activities and programs.

The policy/resolution process is as follows:
1. The deadline for resolution submissions by members will be August 1 of each year. After August 1*
they may or may not be acted upon in that calendar year.
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2. The public policy committee and/or the executive committee will review each submitted resolution to
ensure it meets with MWCA mission and approve or disapprove of it.
3. All approved resolutions will be proposed to the membership.

4. All seven areas to hold an informational fall meeting to discuss resolutions that have been submitted
by the due date. If no resolutions are presented, these area meetings are optional.

5. Resolutions will be added to the annual ballot which includes board of director positions and proposed
bylaw changes.

6. If resolutions pass the membership vote, they become public policy on January 1* of each year.
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Part VII: Committees

1. Effective Committees
To ensure that committees help the board do its work better:

e Assess the effectiveness of your present committee structure. Eliminate any unnecessary committees.

e Turn some committees into task forces with specific time frames.

e Draft a clear job description for each committee. Do not allow the committees themselves to
determine their charter.

e Choose committed members who can advance the objectives set for the committee and who are able
to actively participate in the work.

e Set meeting schedules well in advance. Take advantage of electronic communication and virtual
meetings.

e Regularly assess the productivity of the committees. Don’t tolerate substandard results.

e All standing committees and working groups will provide written reports to the Board of Directors
when a meeting is held by them. Meeting minutes serve to record what was done (the actions) at a
meeting, not what was said at the meeting. Minutes serve as the legal record of what was decided at a
meeting. Written reports/minutes will include: date, place, who was present, agenda, voting actions
(results & manner), action items with who is responsible and the date due and adjournment.
Discussion of items on the agenda is NOT included in minutes.

2. Executive Committee

a) shall consist of the officers of the board and the Executive Director. The executive committee shall
meet upon request of the President for the purpose of performing business, and may meet as often as
necessary. The executive committee may exercise all the powers and authority of the board in the
management of the business and affairs of MWCA between board meetings. The executive committee
shall not have power to amend MWCA’s charter, bylaws, or to fill vacancies on MWCA’s board. The
executive committee shall perform such other duties as may from time to time be delegated to it by
the board;

b) all action by the executive committee shall be reported at the next board meeting, except as the board
may waive compliance with the requirement. The board may reconsider any action by the executive
committee, and take action thereon, provided that no such reconsideration shall adversely affect the
rights of third parties who have acted in reliance on action of the executive committee taken in
accordance with the authority of these bylaws;

c) asimple majority of the voting members of the executive committee shall constitute a quorum of that
committee, and;

d) members of the executive committee may submit their votes on issues being considered by the
executive committee either in person, by facsimile, transmissions or by electronic mail (to the extent
permitted by state law).

3. Finance Committee

Objective: To ensure sound financial management of the Association. The Finance Committee will assist the
MWCA Board of Directors in its oversight responsibilities relating to fiscal management. The Committee will
consist of Board Members, the Treasurer will chair the committee and at- large community members will be
selected as deemed necessary. To fulfill its purposes, the Committee shall:
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a) review of the Financial Results: Members of the Committee will receive and review financial
statements consisting of the then current year-to-date: 1) statement of financial position, 2) operating
statements, 3) cash flows; and 4) key financial performance benchmarks that the Committee deems
relevant from time-to-time. These financial statements will be accompanied by a narrative from
management highlighting any financial issues and, where necessary, management actions related
thereto.

a) be comprised of a minimum of 5 members. The treasurer will chair the committee and the
President will appoint additional members from the board membership in January;

b) have a chair and a vice-chair;

c) develop a preliminary budget by the June budget webinar based upon current and future
objectives of the Association and plans for the following year.

d) require committee budgets from all standing committees before the spring planning meeting;

e) approve a current P & L from the executive director for inclusion in the annual meeting
proceedings;

f) plan for future financial needs of the Association and develop new sources of revenue for the
Association,

g) oversee the management of financial assets - the committee will consider the management of
financial assets, their protection and sufficiency in order to determine the sustainability of the
MWCA

h) develop long-term financial plans for the Association, including investment of excess funds when
necessary. Establish a 25% reserve of the regular operating budget for future Association needs,
and;

i) review and evaluate internal controls and make recommendations as needed.

4. Education Committee
Objective: To encourage educational events, training, publications, and other activities to further the
knowledge and expertise of MWCA members and the public. The Education Committee will:

a) be comprised of a minimum of 5 members;

b) include committee members who shall be members of the Association;

¢) have a chair and a vice-chair;

d) provide a budget upon request from the executive officers;

e) maintain a current contact list of their members and provide to the Executive Director;

f) be encouraged to submit articles for MWCA publications and will provide a review of the Association
web site;

g) encourage area councils in the production of educational programs and events in their respective areas
and coordinate with the Coordinator Support Committee to develop a workable fall area meeting/tour
to encourage educational activities in each area;

h) provide networking for educational and/or professional development programs as requested;

i) collaborate with other educational organizations to work on areas of focus;

j) to encourage the monitoring and strengthening of the awareness and educational components of the
state weed plan and;

k) produce and manage a silent auction in conjunction with the annual conference as a fundraiser for the
committee.
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5. Coordinator Support Committee

Objective: To encourage professionalism, and provide operational and educational direction for Weed District
Coordinators.

The Coordinator Support Committee will:

a)
b)
c)
d)
e)
f)
8)

h)
i)

j)
k)

be comprised of a minimum of 7 active weed coordinators, one from each area;

include committee members who shall be members of the Association;

have a chair and a vice-chair;

provide a budget upon request from the executive officers;

maintain a current contact list of their members and provide to the Executive Director;

be encouraged to submit articles for MWCA publications;

help organize annual spring and fall trainings for coordinators that will not interfere with the
traditional weed control season and will provide informal training through suitable topics by guest
speakers. It is helpful if trainings provide credits;

help organize an annual fall meeting of coordinators to provide the opportunity for interactive group
discussions of issues and problems that coordinators face;

provide support to coordinators with unique problems and attempt to help resolve those problems;
correspond with new supervisors in matters of the Association and weed management and;

provide coordinator recognition through certificates of appreciation and achievement awards annually
at the annual conference. Chair will keep an updated awards list and budget within constraints of
board approved amounts.

6. Integrated Weed Management Committee
Objective: To encourage the development, research, and demonstration of sustainable, integrated weed
management strategies. The IPM Needs Committee will:

a)

be comprised of a minimum of 5 members, including one representative from each of the key
components as identified for managing weeds: risk analysis and prevention, management, inventory
and monitoring, and research;

include committee members who shall be members of the Association;

have a chair and a vice-chair;

provide a budget upon request from the executive officers;

maintain a current contact list of their members and provide to the Executive Director;

be encouraged to submit articles for MWCA publications, and;

encourage the monitoring and strengthening of the components of the state weed plan.

7. Nominations and Board Development Committee

Objective: To actively solicit qualified, engaged and enthusiastic individuals to serve on the board as well as to
provide quality professional training for board members as opportunities arise. The Nominations and Board
Development Committee will:

a)

b)
c)

be comprised of a minimum of 5 members, including one representative from each of the key
components as identified for managing weeds: risk analysis and prevention, management, inventory
and monitoring, and research;

include committee members who shall be members of the Association;

have a chair and a vice-chair;
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d) provide a budget upon request from the executive officers;
e) maintain a current contact list of their members and provide to the Executive Director;

f)

g)

Actively solicit qualified, engaged, and enthusiastic individuals to serve for board positions on a year-
round basis, and;

Work with the education committee to provide professional educational trainings for the board and
committee members.

8. Public Policy Committee
Objective: To help MWCA create a system of resolutions and public policy and work on creating resolutions as
the need arises. The Public Policy Committee will:

be comprised of a minimum of 5 members;

m) include committee members who shall be members of the Association;

n) have a chair and a vice-chair;

o) provide a budget upon request from the executive officers;

p) maintain a current contact list of their members and provide to the Executive Director;
g) be encouraged to submit articles for MWCA publications and provide updates;

work with area councils in the creation of proposed resolutions as needed;
review and provide input of proposed resolutions as they are put forth to MWCA;
collaborate with other organizations to work on areas of legislation as necessary;

u) help coordinate area informational fall meetings and provide input as necessary, and;

be an engaged and informed committee member during legislative sessions.

9. Governance Committee
Objective: To identify, research, cultivate, recruit, orient, involve, acknowledge and evaluate strong new board
members appropriate to current and future needs of the nonprofit.

review the basic responsibilities and “best practices” literature of nonprofit boards;

plan for leadership development—for the board, itself, and standing and ad hoc committees;

prepare annual schedule for a board, all standing and ad hoc committees and individual board and
committee member reviews and evaluations;

Assess the current makeup of the board, recognizing strengths as well as weaknesses and identifying
potential board members to fill gaps;

cultivate and recruit new board and committee members;

implements board’s responsibilities in accordance with the organization’s governance calendar; ensure
all members of the board and committees are active in meaningful work that furthers the organization’s
mission and vision. Acknowledge and appreciate participation and contributions of individuals as
appropriate.

* The MWCA Board of Directors may also establish work groups/sub-committees in order to assist in the
facilitation of projects and/or support committee activities on an as-needed basis.

9. Appointed positions
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The Montana Department of Agriculture has one appointed MWCA representatives to the Montana Noxious
Weed Trust Fund Council This position is appointed by the director and recommended by the MWCA.

The Montana Association of Counties has four MWCA representatives to the following committees:
Agriculture, Land Use, Public Lands and Transportation. These representatives are appointed by the standing
president at the time of the request from MACo to reappoint these positions.

Representatives to these committees and councils are to provide written reports of relevancy to the MWCA
following meetings and decisions made by those committees and councils.

Representatives are to relay the positions, views and policies (including public) of the MWCA to these
committees and councils. They are also to provide the MWCA with rule changes, positions, views and policies
of relevancy to the Association which may be shared with the membership as necessary.

If a representative violates MWCA policy or engages in conflict of interest while representing the MWCA, the
representative may be removed from the position by the standing MWCA president.

(Adopted January Winter Meeting, 2007, updated Early Fall Meeting, 2007, updated Spring Retreat, 2008, updated
Winter Board meeting, 2009, updated Winter Board meeting, 2010, updated Fall Board Meeting, 2011, updated Spring
Board Meeting, 2012, updated Executive Committee Consensus, Oct 2012, updated Spring Board Webinar, 2013,
updated November board meeting, 2013, updated March board meeting, 2015)
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Appendix A - Governance calendar

Duties
January Start newly elected officer terms, strategic plan, annual plan and fundraising plans finalized,
board meeting in conjunction with annual conference, schedule board meeting dates and
locations for year, approved resolutions take effect.

February New board member orientation, new members paired with mentors, MWCA policies reviewed
and recommendations drafted for board meeting in March.
Spring board meeting, MWCA committees and work groups approved by board, board members

sign conflict of interest agreements.

Committee and work groups submit budget and objectives for fiscal year in accordance with
annual plans.

End of fiscal year, ED evaluation completed, ED completes staff evaluation, MWCA budget
designed and set by board, budget webinar.

Start of new fiscal year.

Board nomination packets reviewed and ready for submission, MWCA member-submitted
policies and resolutions due.

Sl S8 Board recruitment starts, board webinar to discuss business and board approve of filing IRS 990,
board review and approve of public policies and resolutions submitted by public policy
committee.

October Staff and board begin work on recommendations for annual plan, strategic plan and fundraising
plan for next fiscal year.

([0 008 Fall board retreat, development of annual plan, strategic plan and fundraising plan for next
fiscal year, board development if budgeted, board evaluation completed, MWCA Trust Fund
grants presented to board, elected board nominations due Nov 15th, November 15" official
membership roster prepared for voter packet.
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LTS December 1 MWCA ballots distributed (board positions, bylaw changes, resolutions and policies
voted on by membership), Trust Fund grants due December 1, staff and board members count
ballots.
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Appendix B. Liaison Board Member Job Description MWCA Organization/Agency

Liaison

What Liaison Members Provide

What Liaisons Can Expect in Return

1. As a Liaison | will give my best effort to “hit the
ground running” when beginning my service with
the board.

1. The organization will provide me with a full
orientation, including background information on
work accomplished to date.

2. | will learn about the organization’s mission and
programs as they relate to my
Organization/Agency and be able to describe them
accurately.

2. The organization will provide me with relevant
materials and education.

3. lunderstand that the board meets 2 — 3 times
per year plus one annual spring retreat. | will do
my best to attend each meeting or make myself
available for questions that involve my
Organization/Agency when | am unable to attend.

3. I expect that board meetings will be well-run
and productive, with a focus on decision-making
and not merely reporting and updates. |
understand that agendas will be distributed at
least one week in advance. If | wish to add items to
the agenda, | will contact the chair at least one
week in advance.

4. 1 will provide oversight to ensure that any
programs that are related to my
Organization/Agency run effectively.

4. | expect regular reports from the executive
director, program updates, press clippings, etc.

5. | accept ethical responsibility and will help to
hold fellow board members and the executive
director (and, by extension, the full staff) to
professional standards.

5. The organization will provide me with relevant
training.

6. | will serve as an ambassador to the board to
assist its members with any questions concerning
the work of my Organization/Agency as it relates
to the MWCA . | will also promote the assistance
that the MWCA gives my Organization/Agency.

6. | will need materials and may need training
(public speaking, weed I.D., etc.) to do this job
effectively.

7.1 commit to increasing my skills as an
Organization/Agency Liaison.

7. The organization will provide me with
appropriate training and support.

8. | will support the MWCA by means that are
appropriate and as approved by my
Organization/Agency.

8. I will be able to choose from a range of
fundraising activities, and | expect relevant training
and support to help me fulfill my obligations. | will
have the option of fulfilling my personal pledge
based on the menu of options provided to me.
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Appendix C. Director and Officer Annual Conflict of Interest Statement

1. Name: Date:

2. Position:
Are you a voting Director? Yes No
Are you an Officer? Yes No
If you are an Officer, which Officer position do you hold:

3. | affirm the following:

e | have received a copy of the MWCA Conflict of Interest Policy. ___(initial)

e | have read and understand the policy. (initial)

e | agree to comply with the policy. (initial)

e | understand that MWCA is charitable and in order to maintain its federal tax exemption it must engage
primarily in activities which accomplish one or more of tax-exempt purposes. (initial)

4. Disclosures:

a. Do you have a financial interest (current or potential), including a compensation arrangement, as defined in the
Conflict of Interest policy with MWCA? Yes No

i. If yes, please describe it:
ii. If yes, has the financial interest been disclosed, as provided in the Conflict of Interest policy? Yes No

b. In the past, have you had a financial interest, including a compensation arrangement, as defined in the Conflict of
Interest policy with MWCA? Yes No

i. If yes, please describe it, including when (approximately):
ii. If yes, has the financial interest been disclosed, as provided in the Conflict of Interest policy? Yes No

5. Are you an independent director, as defined in the Conflict of Interest policy? Yes No

a. If you are not independent, why?

Signature of Director Date

Date of Review by Executive Committee:
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