Association of Northwest Steelheaders, Inc
Offi cer/Chapter Guidelines

V4.a, May 5, 2007

Purpose

Initially presented to the Board of Directors during the May 2007 Officers Training
conducted in Eugene, Oregon by Development Director Greg Harlow.

This document is designed to assist you as a member of the Board of Directors of
Northwest Steelheaders. Serving on this board brings with it responsibilities of which
you must be aware. The guidelines provided in this document are designed to help
make you aware of your responsibilities. If you have any questions concerning any of
the points in this document please contact the association office; your question will be
addressed by the individual best suited.

Welcome

You are being provided with a booklet that describes your duties as a member of the
board. @\ Guide to Nonprofit Service in OregonQis prepared by the Office of the
Attorney General and will help you better understand your legal obligations and rights
as a corporate officer.

Reports

No one likes paperwork! Unfortunately itls a necessity and we look for ways to
minimize it so you can spend more time doing the important things like fishing,
restoration and enhancement and youth events.

The most carefully scrutinized tax returns are those submitted by not for profit
corporations. Because the government is not receiving taxes from the income
Northwest Steelheaders generate they are very particular about how we go about
creating that income. We ask that you complete and submit the required reports on a
timely basis. Without this information we are unable to defend our status as a not for
profit public charity known in the Internal Revenue Code as a 501(c)(3). This IRS
determination is what allows us to use all our income for projects rather than only
being able to use the income available after taxes have been paid. It is also very
important to organizations willing to provide us with grant monies that we are a non
profit organization. The IRS determination may be revoked if we fail to comply with the
regulations that you are about to learn AND we must be able to prove that we are in
compliance with those regulations and the regulations of the State of Oregon. The
reports you provide are that documentation!
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Treasurer!s Report

Youlve probably completed your personal tax return just before this training. The
Treasurerls Report (Chapter Financial Report) is the equivalent of the W-2 form that
you received from your employer. Without that form you could not file your state and
federal tax returns. Without accurate financial reports from each and every chapter we
cannot file the tax returns for the Association. Nearly all chapters are very protective of
their finances and are hesitant to provide that information the Association office. This
may come as a shock to you and your chapter but the funds you have set aside from
your chapter!s fundraising activities do not belong to the chapter. They belong to the
people of the State of Oregon and the Association of Northwest Steelheaders watches
over them. We rely upon each chapter to properly use those funds but it is the
responsibility of the Association to properly document how those funds are being used.
The Association!s ONLY documentation of that use is the monthly chapter financial
report.

So we ask that you mail your treasurer!s report to the Association at PO Box 22065,
Milwaukie, OR 97269 in a timely manner.

Volunteer Hours Report
Why would the Association possibly need to know how many hours your chapter
spends in volunteer efforts each month?

ANWS is a 501(c)(3), a public charity. There is a huge difference between a (c)(3) and
a (c)(4) corporation. We are allowed to do only a very limited amount of legislative
lobbying as a (c)(3). We must carefully document both the time and money we spend
in @ssistingOour law makers and commissioners in making the right decisions. It is
vital that we get every hour documented that the chapters expend in doing @ood
worksOthat benefit the people of the State of Oregon. We must be able to document
that the percentage of time and money we spend on our lobbying effort remains within
the guidelines set forth by state and federal governments. If we did not need these
reports we would not ask for them. The chapters get to process only one report while
the Association must keep track of all the chapters as well as the volunteer work done
at the Association level.

(Attachment 1: Volunteer Hours Report)

Chapter President!s Report

This report is easy and available on-line and takes only a few minutes. It outlines your
chapterls accomplishments and any significant points you!d like to bring to the
ExComls attention over the last month. It asks for three things: A chapter update,
chapter accomplishments, and any additional comments you have.

[Attachment 2: Chapter President!s Report]
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Program/Meeting Report

Did your chapter host a great speaker? Why not share that speaker with other
chapters? Why reinvent the wheel? The information in this report assists the
Association in finding qualified speakers.

[Attachment 3: Chapter Monthly Meeting Report]

Membership Processing
New memberships, no matter who or where they are accepted, should be processed in
a timely manner.

Insurance Coverage Request

Any and all events being conducted or sponsored by a chapter must have been
brought to the attention of the Association. These events, which are outside the normal
conduct of chapter business, must receive a special insurance rider to preclude non
coverage in the event of a claim.

Therefore, if your chapter is participating in a project other than your monthly meeting
you'll need to notify the office for insurance purposes. Give them as much advanced
notice as possible. An online form is available to facilitate the registration of your
event.

Summary of Reports and Reporting

With exception of your chapter!ls treasurer!s report and memberships and renewals,
currently, all reports can be filed online! Just go to our website at
http://www.nwsteelheaders.org Click the Help/FAQ link at the bottom of almost any
page and look for "Monthly Reports - Chapters"

Submit each of those as needed.

Association Communications and Public Relations

Frequently the Association sends letters of support, press releases and other
instruments to further our goals. These guidelines help insure effective communication
of the Association position. Those communications are first reviewed at the
Association level by an editorial committee.

Editorial Committee

The Editorial Committee consists of the Association President, Executive Director,
Business Manager, Government Affairs Representative, Development Director, and
Communications Director. Additionally, individuals who represent the Association as
the @olicyOor rogramOexpert or project manager may also be consulted for clarity
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and direction.

Letters

Use of our letterhead originates in the business office. Ideas for or drafts of letters
should be submitted to the business manager, preferably by e-mail, however, they
may also be submitted on the website.

Letters are signed by an officer or director on Association letterhead. They may also
be co-signed by a chapter representative or member. This makes the letter much more
effective, as it has been issued by the Association rather than a chapter; it makes clear
that this is the position of the entire Association. When response time is limited, the
letter should be submitted directly to the editorial board via e-mail within a minimum of
a one-day time frame for response.

[Future Attachment 3: print out of Letter Request]

Press Releases

The Association has set up templates for a variety of communications to the media
including those for chapter events and meetings. To complete a template we need the
who, what, when where and why. Simply put, we need to know who your presenter is
and what they!ll speak about. Again, we have a form for that too.

[Future Attachment 4: print out of Press Release Request]

Testimony

All testimony must reflect Association policy. No officer, director, chapter officer, or
member may identify him/herself as representing ANWS unless the testimony reflects
ANWS adopted policy. Officers and directors, even chapter officers, must understand
that the testimony they offer may be perceived to be Association policy even though
they begin with a clear disclaimer that they are testifying on their behalf and not as an
officer/director of ANWS. Testimony will be more effective if the person notes that the
testimony presented has been considered by the ExCom or Board prior to
presentation. Testimony is considered lobbying. A lobbying summary report is
provided on the website and should be filed promptly.

[Future Attachment 5: print out of Lobbying/Testimony Summary]

Representing ANWS on Committees, Boards and Commissions
Anyone appointed to a committee, board, or commission as representing ANWS must
communicate regularly with the ExCom and Board of Directors in order to keep officers
and directors informed of reasons for policy developed by these various entities and to
correctly reflect ANWS policy. Their participation in the committee, etc. will be more
effective if it is clear that they represent ANWS policy.

The Association logo may not be modified in whole or in part.
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Our logo is registered and copyrighted. It!s our trademark.

Style Sheet

A style sheet is used by most media outlets to have a clear understanding of how an
entity such as our is referred to. We have a style sheet and most news media now
have it. They know how to properly identify us as an organization. But they may not be
sure about your chapter. Should you be called upon to make a statement for the media
here is the information from the style sheet as it refers to you and your chapter.

Your chapter may be identified as any of the following:

The XYZ Chapter of the Association of Northwest Steelheaders

The XYZ Chapter of the NW Steelheaders

The Association of Northwest Steelheaders, XYZ Chapter

The NW Steelheaders, XYZ Chapter
(For chapters with the word QlorthGor GouthGin it both the first letter or the entire word
may be used interchangeably.)

As an officer of a chapter you may identify yourself in the office you hold. Therefore, as
an example,
President of the XYZ Chapter of the Association of Northwest Steelheaders
President, XYZ Chapter of the NW Steelheaders
The Association of Northwest Steelheaders, XYZ Chapter President
The NW Steelheaders, XYZ Chapter President

¥ The Association acronym is @ANWS.O
¥ O\W SteelheadersOmay also be used.
¥ IWSAQ ONWSHOor any other form are not representative of the corporation.

Reminders on By-Laws, Policies and Procedures

Many of the following guidelines are explained in ANWS By-Laws, Policies or
Procedures. These are reviewed by and registered with the governmental
bodies that regulate us and your failure to adhere to them will most likely violate
laws, placing you, your officers, your chapter and the association in a
precarious situation.

By-Laws
Years of work have gone into the creation of the association!s by-laws. They may only
be changed by a vote of the Board of Directors. Chapters may not modify them in
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whole or in part. They may, however, participate in the revision process.

¥A chapter may not issue policy or directive

The Association has a well developed procedure for the development of policy and it
rests with the membership as a whole. It is the membership!s responsibility to present
suggestions for new policy through their chapter leadership or directly to the
Association. The Association leadership (ExCom) then reviews the request and may
chose to request additional information and/or clarification. It also examines the policy
for legality, discrimination/equal opportunity, and conflict with law and existing policy.
Once the proposed policy clears this hurdle it is introduced to the Association!s
membership for support and may be voted on at a Board of Directors! meeting.

¥A chapter may not enter into contracts

This privilege is reserved to the association level. If your chapter would like to enter
into a contract it must be reviewed by the Assn. for legality, equal opportunity, and
conflict.

¥A chapter may not own real property, only expendable assets.
Because we are a 501(c)(3) a public and charitable institution, we in fact do not own
property. Instead it is the property of the public which we serve. As does the
Association, a chapter is required to maintain a property inventory which is submitted
annually to the Association for audit purposes.

¥A chapter may not affiliate/join any other club, non-profit, entity,
etc.

Exceptions are often made to likeminded groups such as Common Waters, watershed
councils, chambers of commerce and SOLV. In any case, all must be approved by the
ExCom first.

¥A chapter may not employ.
However, it may contract for work after being approved by the ExCom and the
insurance agent for liability.

¥Insurance Coverage

Any and all events being conducted or sponsored by a chapter must have been
brought to the attention of the Association. These events which are outside the normal
conduct of chapter business must receive a special insurance rider to preclude non
coverage in the event of a claim. An online form is available to facilitate the registration
of your event.
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Fundraising

Donations

A chapter may solicit donations almost any time. Previously we were only required to
issue donation receipts for donations in excess of $250. New laws as of 2007 require
us to issue donation receipts for ALL donations and we must be able to demonstrate
where they came from.

Raffle tickets and door prizes may only be offered within the

boundaries of State of Oregon at this time.

We may not sell tickets except on Oregon soil. That also excludes sending them out of
state via mail or shipping services. That does not prohibit someone (a non-member)
from purchasing raffle tickets and sending them out of state, nor does it preclude
someone who resides in another state from buying a ticket and winning.

Raffle tickets may not be sold on the internet

We may not sell tickets over the internet. It!s against Department of Justice rules. That
would also mean we may not offer them over email, on websites, in online chats, blogs
or discussion boards such as iFish.net

Chapters may not conduct raffles
Due to legal requirements currently, no previsions exist for chapters to conduct raffles.

Door Prizes: Winners must be present to win.
Most chapters conduct a monthly door prize drawing. Some folks may often refer to
these as raffles. The Department of Justice thinks otherwise and here are some helpful
points to remember that distinguish a door prize from a raffle.
- Door prizes must be distributed before the end of your same day event at the
same event where the door prize ticket was sold.

- A raffle is held when the value of the prize exceeds $500, is conducted over
multiple days or where the prize is awarded to the winner at a location different
from where the drawing was held.

Here are some helpful links should you like additional information.
- http://lwww.doj.state.or.us/charigroup/gaming_oregon.shtmi
- http://lwww.doj.state.or.us/charigroup/howtofund.shtml

- http://www.doj.state.or.us/charigroup/howtolaw.shtml
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Key Concepts

Property Ownership

As a not-for-profit corporation we donlt actually own any property. It all belongs to the
people of the State of Oregon. That!s the one reason why the State requires us to
conduct an annual inventory. That inventory is due from your chapter on or before
June 15™ of each year. It!ls suggested that the chapter Secretary maintain this
information and that they are in order for the incoming Secretary in May of each year.

The Association has a responsibility to the State and people of Oregon. We are simply
trustees of the property with charge of its care. Even if we raised the money to
purchase it. After all, those were donations.

That is why you track it and we insure it. If the chapter purchases equipment, tools,
etc... it should be maintained in a roster by a chapter officer and its whereabouts
should always be known at all times and check out lists can be very helpful as your
chapter may be asked at any time to locate and produce any and all property for
inspection by the State. So, please keep careful track of their property.

Gifts
Likewise, the moneys we raise, in most cases, also belong to the people of the State.
We have a fiduciary responsibility to care for those monies properly.

Grants

Chapters are encouraged to participate in projects elevating awareness of the
Association in the community. Many of the projects we involve ourselves in cost
money and is often sought after by competing groups. The Association has and
continues to identify funding sources to meet the needs of our projects, partners and
customers. To maximize the potential of funding the Association requires that all grant
requests be submitted with as much lead time as possible for review. Requests for
review should be routed to the development director at least thirty (30) days in
advance of submission to the grant funding organization. The grant will be reviewed by
the Association for legal requirements and conflict.

The fiduciary agent for all grants is the association treasurer, not the chapter treasurer.

Chapter Name Change
Nothing prohibits your membership from changing your chapter!s name. Your
membership must vote on it and it must be approved by the ExCom.
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Spirit of Cooperation

Our corporate documents, by-laws, etc. suggest that we exist to cooperate, not only
with each other but as we are a public trust, with the public as well. Each year we
grow. Our policies change as does our leadership, direction and mission.

Don't let these overwhelm you. Just remember that because we're a 501c3 and at
times, promote issues considered controversial, it's important to check to see if we
have a policy or policy statement. Contact the Association so we can put you in touch
with the correct advisor.

If you or your chapter officers have questions or are unclear on any of these points or,
if you're considering a project or relationship and you are not sure if it's appropriate
again, please contact the Association office.

New Concepts for changing times

- In Good Standing )
o Association and chapter by-laws suggest the concept of dn Good
StandingOwhich will be expanded upon at a future time.

- Protocol
o Simple courtesy extended by all boards and chapters
o An example would be a chapter inviting members and leaders of an
adjoining chapter to their events, meetings and banquets.
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