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ATTACHMENT #1:  Document Owner: ACA National Board
	AMERICAN CAMPING ASSOCIATION®

BOARD OF DIRECTORS POLICY

Policy Name:
Global Ends Statement
Number:
E-1  


Policy Type:
Ends 
Date Approved:
Oct. 28, 2001



Date Amended:   April 28, 2003



Mega End Statement

Enriching Lives Through the Camp Experience

This is further interpreted to include, but is not limited to:

End Statements

1. There will be greater public understanding of and support for the value of the camp experience.

2. An increasing number of children, youth, and adults of all social, cultural, and economic groups, will have a camp experience.

3. The camp experience will be of high quality.
ATTACHMENT #2: Document Owner: Project VIII Committee
American Camping Association®
Graphics Display Policies
Graphics Display policies will be developed during the branding process.

ATTACHMENT #3: Document Owner: ACA Field Service Committee
American Camping Association®
Current Delegate Formula
CURRENT DELEGATE FORMULA is described in the current ACA By-Laws, Article II, Section 4, F:

3. “As of January 1, 2002, the number of delegates for each chartered Section shall be as follows:

a. One delegate from each Section with membership in good standing of not more than sixty.

b. Sections with membership in good standing larger than sixty shall have one additional delegate for each additional sixty members or fraction thereof in excess of thirty members.

4. … the number of delegates shall be based on the membership counts of June 30 of the previous year.

5. … delegates (one of whom shall be Section President) shall be elected by the Board of Directors of the Section for the term of the Section President

ATTACHMENT #4: Document Owner: ACA National Board
National Board Financial and Fiscal Policies

(EL-3, EL-4, EL-5)
	AMERICAN CAMPING ASSOCIATION®

BOARD OF DIRECTORS POLICY

Policy Name:
Financial Planning and Budgeting
Number:
EL-3  


Policy Type:
Executive Limitations 
Date Approved:
4/27/2001


Date Amended: 04/2003



In financial planning for any fiscal year or the remaining part of any fiscal year the Executive Director shall not deviate materially from the Board-stated Ends priorities in allocation of resources (Board-stated “Ends”define what benefit ACA is to produce, for whom, at what cost) risk fiscal jeopardy, fail to develop and operate from a twelve month budgeting system with appropriate Board communication, nor fail to derive the budget from a multi-year plan.

Further, without limiting the scope of the above statement by the following list, the Executive Director shall not allow budgeting that:

1. Contains too little information to enable credible projection of revenues and expenses, separation of capital and operational items; cash flow, and disclosure of planning assumptions. 

1.1. Fails to contain a line item for operating reserve equal to at least 2% of the annual budget, with a goal of six months of operating expenses in cash and cash equivalents.

1.2. Fails to contain a line item for contingency equal to at least 1% of the total operating budget with a goal of a contingency of 2.5%.

2. Increases dues or camp fees by more than the Consumer Price Index as of December 31 of the prior year.

3. Plans expenditures that project a deficit in any fiscal year. 

4. Allocates year end surplus of revenues over expenses.

5. Fails to provide funds as determined annually by the Board for the Board’s direct use during the year, such as costs of fiscal audit, Board development, Board and committee meetings, and Board legal fees.

6. Endangers the fiscal soundness of future years or ignores the building of organizational capability sufficient to achieve Ends in future years.

7. Fails to put the audit out for bid every five years, or at any time at the direction of the Board.

	AMERICAN CAMPING ASSOCIATION®

BOARD OF DIRECTORS POLICY

Policy Name:
Financial Condition
Number:
EL-4  


Policy Type:
Executive Limitations 
Date Approved:
4/27/2001


Date Amended: 10/19/2003                                                                                                     



With respect to the actual, ongoing financial condition and activities, the Executive Director shall not cause or allow the development of fiscal jeopardy or a material deviation of actual expenditures from Board –stated Ends priorities.

Further, without limiting the scope of the above statement by the following list, the Executive Director shall not:

1. Expend more funds than available.

2. Fail to settle payroll and debts in a timely manner.

3. Allow tax payments or other government-ordered payments or filings to be overdue or inaccurately filed.

4. Fail to aggressively pursue receivables after a reasonable grace period. 

5. Use any long term reserves.

6. Without the approval of the Audit and Financial Policies Committee and the Executive Committee of the Board of Directors, with respect to a Bank Line of Credit, herein known as the BLOC, as it may pertain to the ongoing financial operation of the association:

6.1 Access the BLOC unless the anticipated drawn down amount does not exceed either current pledges or grants receivables;


6.2 Access the BLOC of more than 20% of the ongoing Line balance within a 30 day period;


6.3 Access the BLOC for any projects or purposes other than CAMPaign ’07;


6.4 Exceed interest only payments past 90 days;


6.5 Fail to repay at least 10% of the outstanding principle balance within the same 90 day period;


6.6 Fail to repay all interest and principle of the BLOC within the one year term in accordance with bank documentation;


6.7 Fail to make all monthly interest only payments on time as designated by the bank statements;


6.8 Fail to establish a separate line item accounting of the BLOC


6.9 Fail to renew the BLOC with the administering institution 30 days prior to the one year term in accordance with bank documentation.

General assumption notations:

· The BLOC is directly linked to the CAMPaign ’07, thus it is restricted use

· The drawing down of the BLOC is linked to current receivables, both pledges and grants.

· At the conclusion of CAMPaign ’07, said BLOC shall be reviewed by the Audit and Financial Policies Committee for further action.
	AMERICAN CAMPING ASSOCIATION®

BOARD OF DIRECTORS POLICY

Policy Name:
Asset Protection
Number:
EL-5  


Policy Type:
Executive Limitations 
Date Approved:
4/27/2001


Date Amended: 4/26/2003



With respect to all assets the Executive Director shall not allow them to be unprotected, inadequately maintained, or unnecessarily risked.

Further, without limiting the scope of the above statement by the following list, the Executive Director shall not:
1. Fail to insure against theft and casualty losses to at least 80 percent of replacement value. 

2. Fail to insure against liability losses to Board members, staff, and the organization itself in an amount greater than the average for comparable organizations.

3. Allow unbonded or uninsured personnel access to material amounts of funds. 

4. Fail to provide association director/officer liability insurance for Board and chartered sections in amounts approved by the Board or its designee.

5. Subject plant and equipment to improper wear and tear or insufficient maintenance.

6. Make any purchase or commitment (1) wherein normally prudent protection has not been given against conflict of interest; (2) of over $25,000 without having obtained comparative prices and quality.

7. Enter any contract exceeding 5 percent of the operating budget or any multi-year contract without review by legal counsel.

8. Fail to protect intellectual property, information, and files from loss, significant damage, or improper or illegal use.

9. Receive, process, or disburse funds under controls that are insufficient to meet the Board-appointed auditor’s standards.

10. Fail to invest operating reserves in short-term low risk  investment instruments.

11. Acquire, encumber or dispose of real property.

ATTACHMENT #5: Document Owner: ACA Audit and Financial Policies Committee
American Camping Association®
Thresholds for Financial Reporting (from the current charter)

Annual Financial Statements

1.
If the Section’s annual gross revenue is less than $75,000 and it incurred no significant expense for lobbying, and it received no income from advertising, unrelated business activities, or government grants or contracts, an informal financial statement shall be prepared by a Section officer (other than the treasurer) or committee.

2.
If the Section’s annual gross revenue is at, $75,000 but less than $150,000 and it incurred no significant expense for lobbying, and it received no income from advertising, unrelated business activities, or government grants or contracts then the financial statements and IRS Annual Information return (Form 990 or 990EZ) shall be “reviewed,” by a Certified Public Accountant (“CPA”.)

3.
In all other cases, the Section shall obtain an “audit” by a CPA who shall render an opinion concerning their fair presentation of the Section’s finances, and the CPA shall review the Section’s Form 990 or 990EZ before it is filed.

4.
The Section shall, in any case, file a copy of its financial statement and Form 990 or 990EZ with ACA upon their preparation or filing, respectively.

ATTACHMENT #6: Document Owner: ACA Audit and Financial Policies Committee
American Camping Association®
501 (c)3 Limitations from the Internal Revenue Code
Publication 557: Tax-Exempt Status for Your Organization will go here.  It can be found on-line at:
http://www.irs.gov/pub/irs-pdf/p557.pdf
ATTACHMENT #7: Document Owner: ACA National Standards Commission
American Camping Association®
National Standards Commission Requirements for Sections

 (From the Standards Administration Manual – which can be found at: http://www.acacamps.org/members/sam/)
Section Personnel and Responsibilities

Responsibilities of the Section Board

The following duties and responsibilities belong to the Section Board of Directors. Normally, it will be the responsibility of the Section Standards Chairperson to remind the Section President/Board to see that these are accomplished.

President appoints the Standards Chair. (See Appendix for Standards Chair job description.)

Standards Chair recommends Standards Committee for appointment by the Section President and approval of the Section Board of Directors.

President provides supervision to the Standards Chair to see that the Committee meets to fulfill its responsibilities on: 

Training section personnel 

Scheduling visitors & visits 

Handling Section reviews 

Maintaining reports & records

Board verifies accuracy of the visitor list (by June 1). 
Board acts on any recommendations from the Standards Committee for extensions and/or revisits.

Board holds a meeting in mid-late October to act on the accreditation status of ALL camps in the Section. This report (.pdf 101K) must be filed at National before October 31 of each year. Prior to November 10, the Section Board shall notify each camp visited the previous summer of their status as voted on by that Board and/or the Section Executive Committee. (Charter criteria)

Camps not accredited should be notified by certified mail, return receipt requested, and reminded of the policy regarding the use of logos, signs, etc. 

Responsibilities of the Section Standards Chair and Committee

The Section Board of Directors is responsible to see that the Section Standards Committee, under the direction of the Section Standards Chair, carries out its responsibilities in the following categories:

Training of Section Personnel

This includes scheduling courses for directors and visitors and the recruitment, training and evaluation of standards personnel.

Training must follow standardized curriculum and procedures as approved by the National Standards Board.
Scheduling of Visitors and Visits

This involves the planning and logistics of matching visitor pairs with camps due a visit.

Sections must visit at least 90% of the camps due and requesting a visit each year. 
At least 90% of the visits each year must be conducted by at least two certified visitation personnel.
Handling Section Reviews

Any camp not meeting the accreditation criteria is entitled to a hearing, according to nationally established guidelines. The committee then makes a recommendation to the section board for accreditation or non-accreditation.

Maintaining Reports and Records

This involves working with camps that have failed visits and/or may lose accreditation. This includes maintaining section standards records according to national guidelines, and submitting reports to meet section charter requirements.

Responsibilities of Visitors and Instructors

The job descriptions of Associate Visitors, Visitors, and Instructors are included in the Appendix.

ATTACHMENT 8: Document Owner: ACA National Ethics Commission
American Camping Association®
National Ethics Commission

Requirements for Sections
(From the Complaint Resolution Manual which can be found at: http://www.acacamps.org/volunteers/complaint/)
RESPONSIBILITIES FOR ACA’S SECTION COMPLAINT RESOLUTION PROCESS AND NATIONAL ETHICS PROGRAM

As the public becomes more aware of the value of the camp experience and more aware of the American Camping Association role in  accrediting camps, it is natural to assume that they will turn to us any time the camp experience does not meet their expectations.

As a 501(c)(3) organization, ACA has a responsibility both to the public and to its members.  Our public responsibility requires us to assist the public in finding resolution to complaints when the camp is accredited by or affiliated with ACA.  This process will occur best when the complainant and the camp can find a mutually agreeable resolution.  Our role at the section level is to help/encourage these parties to find that resolution.

A.
Structure of the Complaint Resolution Process at the Section Level and Qualifications for Section Complaint Resolution Chair and Committee Members

Each section shall appoint a Complaint Resolution Chair who will serve as needed in the complaint resolution process.  It is further recommended that a committee of persons be available to assist the chair as needed.

In some sections where there are relatively few complaints, a single person may be able to handle the complaint resolution responsibilities.  However, it is frequently helpful to have other persons with whom you can discuss, in confidentiality, the nature of particular situations.  (See page 10 for a sample job description for the Complaint Resolution Chair.)

Some sections assign the task of Complaint Resolution Chair to the immediate past president of the section, assuming that this person has a knowledge of camps in the section and the respect of section members to handle sensitive matters.  Other sections find an individual with strong people skills who is able to communicate effectively with both complainants and camps.  In either case the person must be an  individual with  integrity and excellent communication skills.

The Section Complaint Resolution Chair should: 


have background or experience in the American Camping Association and the capacity for fairness and objectivity. 


be available at all times to give prompt attention to each complaint. 

be familiar with ACA functioning and have been a participating member of ACA for at least ten years. 

When committees are appointed to assist in this process, the committee members should:


be familiar with ACA functioning; 

have at least five years experience with ACA or experience with conflict resolution or mediation;

have a familiarity with ACA’s Standards Program and experience as a Standards’ Visitor is particularly helpful.
B.
Confidentiality

Administration of ACA’s Ethics Program requires a high level of confidentiality. Individual cases should not initially be brought before the Section Board nor discussed with individuals not directly involved.

The chair should feel free to discuss with the Section Board the number, type and disposition of complaints while not identifying the names of those involved.  It is important that board members understand what types of complaints come to the section.

Following resolution of a complaint:


Sections will supply copies of the complaint, all correspondence, and the Complaint Resolution Report to the national office; 


The national office will maintain the records of complaints for five years and then destroy them;

Sections may maintain copies of complaint records at the section level for up to two years at which time they shall be destroyed. Sections shall be responsible for all legal costs related to the accessibility of records retained at the section level longer than the two-year maximum.
C.
Processing Complaints at the Section Level

Each section shall have a trained, active Complaint Resolution Chair, and depending on the size of the section and number of complaints processed, a committee to assist the chair in carrying out this program.

A copy of this manual should be in the hands of any individual who is involved in the administration of the Complaint Resolution Program. Each Section Complaint Resolution Chair, Section President, and Section Executive should have a copy.  An updated version will always be available on the ACA Web site at www.ACAcamps.org/volunteers/complaint/.

The Section Complaint Resolution Chair should advise the Section Board of the procedures of the program. 

In addition to furnishing individual complaint resolution reports, a report on complaint resolution activity shall be made to the national office annually.

D.
Role of Section Staff and Volunteers

Each section will determine appropriate roles for staff and volunteers in this process.  Complaints will often come to the section office.  Therefore, volunteers and staff should be properly trained in your section’s procedures to handle complaints.  The complaints may come initially by telephone, e-mail, or letter.  

Refer to chart on page 15 to determine the nature and appropriate disposition of complaints coming to ACA.

E.
Service to Sections by National Ethics Committee

Upon request by sections, a member of the National Ethics Commission will provide any of the following functions:


Interpret the Ethics Code and procedures to the Section Complaint Resolution Committee or the Section Board of Directors;



Confer with the Section Complaint Resolution Committee regarding procedures for processing complaints;


Confer with the Section Complaint Resolution Committee regarding procedures for processing a complaint against a Section Board Member.
F.
Jurisdiction

The section where a member has placed his/her membership is responsible for reviewing all complaints that are filed against that member or camp with which he or she is affiliated.  Sections receiving a complaint addressed to the wrong jurisdiction should forward the complaint to the correct section. The complainant should be notified of the action taken and provided with the name and contact information of the Complaint Resolution Chair of the appropriate section.

ATTACHMENT #9: Document Owner: Executive Director
American Camping Association®

Section Directories Policies

The following policies have been established concerning the publication of section directories of ACA-Accredited Camps:

1) General

a) Sections may produce and market directories of ACA-accredited camps within their sections. (Sections may also choose not to publish a directory)

b) The list (electronic) of ACA-accredited camps for each state is available from the National Office each year after November 15th.  For those sections that simply reprint the listings as shown in the Guide to ACA-Accredited Camps, the final proof pages are available in early December.

2) Production

a) Section directories must include all ACA-accredited camps within the boundaries of entire state(s) covered in the publication, whether affiliated with that section or not.  The database of the national office is the only valid source for information on camps to be included, thus the database provided by ACA must be used.  Since Sections are using this database, the national office does not need to proof the list after the Section desktops it.  (This is a change from previous policy when Sections were maintaining their own lists.)  

b) A section directory may be issued for only one year at a time.  The life of the directory cannot exceed limits of the accreditation period specified in the directory.

c) All interpretative information (introduction, all non-listings information) shall be cleared prior to publication with the national office for legal protection of the section and national organization.  At least two completed copies of the directory need to be sent to the Field Service Department at the national office.

d) Space must be provided for a full-page advertisement for the Guide to ACA-Accredited Camps within the directory.  This space shall be provided free of charge to the national office.

e) Advertising in the section directories must conform to policies governing advertising in the Guide to ACA-Accredited Camps and Camping Magazine.

f) The directory must clearly state that it is being published by a section of the American Camping Association.

3) Sale of Section Directories 

a) Though sections may choose to sell their directories through some type of retail jobber, they must provide their directories free of charge from the section office.  This is to be consistent with the national media message about free listings of camps being available from the local sections of ACA.


ATTACHMENT #10: Document Owner: Executive Director
American Camping Association®
Section Event Scheduling Policies

A Section cannot schedule Section educational offerings six weeks before or three weeks after an ACA National Annual Conference, if the offering will be held within 500 miles of the national site, includes commercial exhibitors, and is conducted over a period lasting more than 24 hours.

ATTACHMENT #11: Document Owner: ACA Field Service Committee
American Camping Association®
Charter Definitions

· 501(c)3 Tax Status: A status given by the Internal Revenue Service.  Organizations that are labeled as “501(c)3” are limited in some of their activities.  The latest update on limitations can be found at: http://www.irs.gov/pub/irs-pdf/p557.pdf
· Actively participate (in the Council of Delegates): attend in-person delegate meetings, and vote when asked.  For meetings not in-person, participate by dialing in to the teleconference call or log in to the provided Web site.  Proxies are allowed by the operating code of the Council of Delegates.
· Conduct: hold a meeting either in-person or through electronic media.  In the case of an electronic medium, all parties must be able to provide input during the meeting.
· Council of Delegates: The Council of Delegates consists of the Delegates elected by each local Section chartered by the Corporation to accomplish the purposes of the Corporation.  The Council of Delegates is created by the by-Laws of ACA.
· Educational offerings: Events, courses, or programs which are used to increase participants’ knowledge and/or skills.  These offerings may be held in-person, or via electronic media.
· Ends: the ways that ACA wants to impact the world.
· Frequently (communicate): systematically, habitually, with regularity.  Often enough to keep the membership appraised of the general operation of ACA, informed of upcoming ACA programs and initiatives, made aware of emerging issues facing the camping community and other issues as deemed appropriate.
· Generally accepted financial and fiscal policies: policies of work and checks-and-balances defined as “generally accepted” by certified public accountants and U.S. government law.
· Generally accepted principles (governing operations): principles of work defined as “generally accepted” by non-profit law.
· Geographic jurisdiction:  The area, granted by the American Camping Association, in which a Section may serve members and the public.
· Local directory of camps:  A listing of all ACA-accredited camps in a Section.  This must conform to the Section Directories policies.
· Monitor (state legislation and regulations): To maintain a system (electronic, consortium, etc…) which allows Section members to be aware of current legislative/regulatory issues in the states which constitute the Section.
· Restricted assets: Economic resources, including cash, receivables, property and intangibles for which a special use has been designated by the contributor.
· Section: Per the By-Laws of the American Camping Association… “In furtherance of the objectives of the Corporation, the Board of Directors may charter any local unit within any specified geographical area, hereinafter referred to as a "Section", and shall have the power to establish such terms and conditions relating thereto as it considers desirable.”  

· Substantial breach of charter: An element of the legal or operational portion of the charter that is purposefully and consistently ignored and/or refused to adhere to by one of the parties of the charter.
· Their state:  The state in which an incorporated Section is incorporated.  For a non-incorporated Section, it is the state where the Section office is located.
· Unrestricted  assets: Economic resources, including cash, receivables, property and intangibles for which a special use has not been designated by the contributor.
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