
Board Sign-In Sheets

It is common practice amongst non-profit boards to ask directors and guests to sign-in.

Having a list of attendees is wise, though it does not supplement the need for the actual

meeting minutes to identify everyone at the board meeting.

A sign-in sheet not only identifies who was at the meeting, but it is a means for

communicating important reminders to attendees.  The most common reminders are:

���� Mission statement.

���� Discussions and documents at the board meeting are to be treated with

confidentiality.

���� Antitrust laws shall not to be violated.

���� Authority for the meeting comes from the governing documents that must be

understood and upheld – including the bylaws, articles of incorporation and policies

of the organization.

���� When and if a conflict of interest arises it should be disclosed at the board meeting.

Note:  A sign-in sheet is not an attachment for the minutes.  Rather it is a means to record

who was in attendance (or absent), and to communicate some key reminders to attendees.

Be sure to rely on legal, accounting and insurance counsel when implementing board

practices.



MEETING ATTENDANCE LIST

FOREST RESOURCES ASSOCIATION INC.

ANTITRUST POLICY STATEMENT:  The Forest Resources Association supports members’ commitment to
full compliance with all antitrust laws, whether of state or federal
jurisdiction, and believes that an active educational program to
acquaint members with the requirements of these laws will foster
productive association work while promoting free enterprise.  At
FRA meetings, there must be no discussions related to prices, or
terms of purchase or sale, of products FRA members buy and sell
or of other matters which might inhibit the competitive workings of
the free market, including actions which may divide markets or
create boycotts.  The meeting secretary, or anyone attending the
meeting, may interrupt the meeting if at any time he or she feels
discussion is creating the possibility of an anticompetitive situation,
or the appearance of one.

                                                                                                                                                                           
COMMITTEE/TASK GROUP LOCATION OF MEETING DATE OF MEETING

NAME ORGANIZATION CITY & STATE

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            

                                                                                                                                            



Board Sign-In Sheet

Meeting Date and Location

Please sign that you understand the following:

√ Every director is responsible for understanding and upholding the organization’s

governing documents, including the bylaws, articles of incorporation and policies.

√ The discussions at the board meeting, and the documents distributed, are

confidential.  The elected chairman of the board speaks for the organization and no

director may assume authority to speak without having explicit authority.

√ The organization promotes competition and free enterprise.  Thus, no discussions of

price fixing, boycotts or other violations of state and federal antitrust laws will be

tolerated.

√ If a real or perceived conflict of interest should arise through any discussions of the

board, it shall be disclosed.

Signature Date

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________



Attendance Roster
Executive Committee
Monday, May 31, 2010

5:00 p.m.
Grand Sierra Resort & Casino

Reno, NV

PLEASE PRINT

Name Chapter M SM G

M = Member
SM = Supporting Member
G = Guest



Association Sign In Sheet

Board of Directors Meeting

Date ________________

Sign In

By signing this document I am verifying that I have reviewed the

associations Antitrust Cautionary Statement.

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________

______________________________       _________________________________



MOTION:
___________________________________________________________________________

___________________________________________________________________________

YES NO PASS ABSTAIN

Kim Kastl (1st
 VP)

Jean Nelsen (2nd
 VP)

Alma Guenther (Treasurer)

Gregory Cash (Secretary)

Connie Ferrell (IPP)

James Houston (Mission)

Sherri Scarrott (Solano Napa)

Jeremy Streeter (San Fernando Valley)

Jerry Satterberg (Central CA)

Robert Cantu (Channel Islands)

Mark Seid (Central Coast)

Tom Carter (San Diego)

Rose Hablitzel (Far Northern)

Kathy Rocha (Big Valley)

Lisa Newton (Orange County)

Gary Anspach (North Bay)

Susan Growney (Sacramento Valley)

Emerice Stettiner (Golden Gate)

Andy Stamatelatos (South Bay)

Thomas Johnston (East Bay)

Howard J. Wiggett (Los Angeles)

Paul Cheatham (Inland Empire)

Ronald Watts (Palomar)

Franklin Ruedel (San Gabriel Valley)

TOTALS:        ____   ____     ____       ____

           David Shaw (to make or break a tie):        ____   ____     ____       ____

         GRAND TOTALS:         ____   ____     ____       ____

BOARD MEETING ROLL CALL

                         June 1 - 2, 2010



APPROVED AS association Board Policy, 5/28/00

Anti-Trust Statement

It is the policy to comply in all respects with the federal and state anti-trust laws. This meeting

will follow a formal, pre-approved agenda for the purpose of conducting the business of the

association. Accordingly, discussion of any matters relating to competition among our members

or relating to practices that may restrain trade with third parties is not permitted. These

prohibited subjects include prices, allocating territories, boycotts or any other statements that

may be construed as anti-competitive.

**********************************************

Conflict of Interest Policy for Officers, Directors, Committee Members and Other Volunteers

Those who choose to serve as officers, directors and committee members, or any other

volunteers, are held to the highest standards of conduct.  These individuals assume an obligation

to subordinate individual interests to the interests of the organization.

Those who serve must do so without personal gain, without regard to personal relationships and

without financial gain to their employers, and must behave in such a way so as to enhance

member and public trust and confidence.  These individuals must avoid any real conflicts of

interest or improprieties, as well as even the appearance of any conflicts of interest or

improprieties.  This may lead to a level of conduct beyond that appropriate for circumstances

outside the organization.

The key elements of this policy are the disclosure of circumstances which may give rise to a

conflict or impropriety, the physical absence and non-participation in the decision making

process that might lead to a potential conflict or impropriety, and the commitment to honor the

confidentiality of organizational information.

Under no circumstances shall any member of the Executive Committee, Board of Directors, or

Standing Committees participate in the evaluation or approval of any contractual arrangement of

which may become a party, if such individual, or such individual's employer, would benefit

financially, either directly or indirectly, from the organization becoming a party to such

agreement.

Any questions regarding a potential conflict of interest or impropriety should be directed to the

the President – Elect & Treasurer.  Any concerns regarding this policy shall be reviewed by the

Executive Committee, which will then make recommendations to the Board of Directors

regarding any actions to be taken to remedy the situation.  The full Board of Directors shall

subsequently decide, by a majority vote, what specific action should be taken.

________________________________________ ___________
signature date

Your signature shows that you have read and agree to abide by these policies as a Director.



VPA 
ANTITRUST COMPLIANCE & CONFIDENTIALITY STATEMENT  

 

DISCLAIMER TO BE READ AT THE BEGINNING OF ASSOCIATION MEETINGS: 

 

The Vehicle Protection Association’s policy is to comply fully and strictly with both federal and state 

antitrust laws.  [It is important to remember that trade associations generally are pro-competitive in 

nature, but that antitrust risks may arise by bringing competitors together. VPA’s policy is motivated by a 

firm respect and belief in the antitrust laws and the free market philosophy underlying these laws as well 

as by recognition of the potentially severe detrimental consequences of antitrust violations.]  Our aim is to 

conduct ourselves in such a way as to avoid any potential for antitrust exposure at any time.   
 

IT IS AGREED that to comply with antitrust laws, competitors should not discuss certain subjects when 

they are together — either at formal meetings or in informal contacts with other industry members.  To 

that end, at ALL VPA meetings (and meetings of its committees) there will be no discussion, express or 

implied, which may lead to price fixing, a boycott of another's business, or other conduct that is intended 

to illegally restrict free trade.  Discussions about the following subjects are inappropriate and should be 

avoided:  prices, discounts, or terms or conditions of sale; salaries; profits, profit margins or cost data; 

market share(s), sales territories, or markets; allocation of customers or territories; or selection, rejection 

or termination of customers or suppliers of goods and/or services.  Further, with rare exceptions that 

should be made only upon the advice of counsel, members are prohibited from: 
 

• Fixing or setting prices for selling products or services to customers; 
 

• Allocating geographic markets or customers between or among competitors; 
 

• Bid rigging, bid rotation, or otherwise distorting the bid process; 
 

• Boycotting customers or suppliers.  Boycotting occurs when competitors agree with or pressure 

each other not to deal with others.   
 

• Conspiring to exclude competitors from the market; and 
 

• Discussing specific sales or marketing plans or any company’s individual confidential business 

strategies. 
 

Members have an obligation to terminate any discussion, seek legal counsel’s advice, or, if necessary, 

terminate any meeting if the discussion might be construed to raise any antitrust risks.  In the event that 

any inappropriate discussion is brought to the attention of an officer or staff member of the association, 

appropriate action will be taken.  Full compliance with the antitrust laws is a requirement for VPA 

membership, and responsibility for compliance rests with each member. 

 

All participants at the meeting also agree that the information discussed is to remain confidential among 

the attendees, and agree not to appropriate, reproduce, disclose, permit to be disclosed or use any 

information discussed at an VPA session, in any way, by his/her organization until after the meeting 

attendees approve the action, document, etc.  This confidential information shall include, but is not 

limited to, information regarding the organization, operations, programs, activities, policies, procedures, 

practices, financial condition, trade secrets, membership or customer lists, and unpublished standards of 

VPA, its members, customers or third parties. Confidential Information also shall include, but is not 

limited to, unpublished or pre-release versions of VPA’s documents and information, and internal use 

only or limited circulation documents and information. 



Sign In Sheet – Antitrust Avoidance

I have been asked to remind all of you in attendance that various state and federal laws

prohibit the exchange of information among competitors regarding matters pertaining to

price, refusals to deal, market division, tying relationships and other topics which might

infringe upon antitrust regulations, and that no such exchange or discussion will be

tolerated during this meeting.

These guidelines apply not only to the formal meeting sessions, but to informal

discussions during breaks, meals or social gatherings.

Thank you for your cooperation.  Chairman of the Board

Meeting Date________________________ Purpose_______________________

ATTENDEES SIGNATURES REQUIRED:

____________________________________ ______________________________

____________________________________ ______________________________

____________________________________ ______________________________

____________________________________ ______________________________

____________________________________ ______________________________

_____________________________________ ______________________________

_____________________________________ ______________________________

_____________________________________ ______________________________

_____________________________________ ______________________________
Sign-In Sheet.doc



BOARD EXCELLENCE WORKBOOK

BOARD RESPONSIBILITIES GUIDE

CHAMBER AND NON-PROFIT MANAGEMENT
TIPS TO EXCEL IN ASSOCIATION,

INVENTORY, ASSESS, IMPROVE

100+ pages of practical solutions for better board governance
10 Chapters on leadership development, orientation, strategic planning, committees, risk,
administration board meeting best practices, finances & more
Spiral bound with 10 section tab dividers for easy reference

The most up-to-date content
from one of the nation’s most respected

association experts

RCH2010

•
•

•

Ideal for training and developing a leadership manual

Top 10 responsibilities of leaders; color, two sided
Governance vs management, exempt-status, trends, legal duties, rules of order,
terminology, insurance, risk, planning and more
Laminated long -lasting reference for board members

•
•

•

Thousands purchased by every kind of board
Updated with IRS policies for 2010

53 pages of success tips for association, chamber and non-profit staff
Includes advice for travel, networking, member service excellence, teamwork and
organizational effectiveness
Tips you wish you’d told your staff or had known for yourself!

•
•

•

Excellent for staff orientation and staff meetings

Identify the critical documents and systems for a healthy association.
Describes the purpose of 40 essential association-chamber items.
A 16 page system for grading association operations.

EMAIL bob@rchcae.com for more info on strategic planning, board seminars and staff training
See next page for additional tools and order form

•
•
•

$89

$12

$29

$20

Used by

1,000's of

Organizations

to Improve Board

Effectiveness

130 pages of  practical solutions for 

better board governance

10 chapters on leadership 

development, orientation, strategic 

planning, committees, risks, 

administration, board meeting best 

practices, finances & more

Spiral bound with 10 section tab 

dividers for easy reference

Ideal for training and developing a 

leadership manual.

Just $9 each for two or more

Just $17 each for two or more

“The board governs …… the staff manages.”
Leadership:  Volunteer leaders areresponsible for the direction of theorganization.  The board governs,develops policy and sets a course forthe future.   Maintain focus on themission and strategic goals --- avoidmicro-managing the organizationand staff.   Functions (4): Governance Policy & Position Development Visionary – Future Focus Fiduciary

Management:  Paid staff andcontractors are responsible for theadministration of the organization.Staff act as partners to the board,advancing the goals and strategies,while taking care of the dailyadministrative needs unique tononprofit organizations.
Scrutiny of Nonprofits

In response to corporate scandals,government has increased scrutiny ofboards of directors.  Sarbanes Oxley(SOX) was adopted in 2002.   In 2008the SOX requirements were applied tononprofits.  Boards are expected tomaintain their accountability,independence and transparency whilegoverning.  Policy questions in IRSForm 990 include:

 Audit and Audit Committee Whistleblower Compensation Document Destruction Conflict of Interest Public Records

Legal Principles
Duty of Care requires leaders to usereasonable care and good judgement inmaking their decisions on behalf of theinterests of the organization.

Duty of Loyalty requires leaders to befaithful to the organization, avoidingconflicts of interest.
Duty of Obedience requires leaders tocomply with governing documents (i.e.bylaws, articles of incorporation,policies, etc.)

Serving on the Board of Directors is a rewarding and important responsibility.  This guide informs volunteer

leaders of the unique aspects associated with governing a not-for-profit organization.

Unique Terminology
Not-for-Profit refers to the legal corporatestatus of the organization.  (It does not imply
an exemption from paying or collecting state
sales tax.)   Nonprofit is the casualreference to Not-for-Profit

Exempt Organization is a reference to theIRS designation exempting the organizationfrom paying most federal income tax (withexception of UBIT - Unrelated BusinessIncome Tax.)

IRS 501(c)(3) designation most often isreferring to organizations with a religious,charitable, scientific or educational purpose.IRS 501(c)(6) designation refers to tradeassociations, business leagues andprofessional societies.

7-09 © RCH

Board Responsibilities
1. Determine and advance theorganization's mission and purposes.2. Select the chief paid executive (notstaff) as well as CPA and attorney.3. Support the chief executive and assessperformance periodically – usuallymeasured against the strategic plan.4. Ensure effective organizationalplanning.5. Ensure adequate resources (funds, time,volunteers, staff, technology, etc.)6. Resource and financial oversight.7. Determine, monitor and enhanceprograms and services.8. Promote the organization's image.9. Ensure legal and ethical integrity andmaintain accountability.10. Recruit and orient new board members,and assess board performance.
(Adapted from Ten Responsibilities of NonprofitBoards www.BoardSource.org.)

Insurance and Volunteer ImmunityState and federal governments afford certain
protection to volunteer leaders.  While thevolunteer may have some protection, theorganization is still open for legal suits.Insurance coverages add further protectionfor volunteers and organization.

Directors and Officers (D&O) Liabilitymay cover legal defense for employment,copyright, and antitrust claims, for instance.General Liability insurance covers property
damages and injuries relating to theorganization.

Fidelity Bond covers losses resulting fromfraudulent or dishonest acts committed by an
employee.

Meeting Cancellation covers the loss ofrevenue due to a cancellation, curtailment,postponement because of weather, strikes,etc.
(Contact legal and insurance counselors for assistance.)

Board Tools
Documents available to leaders (often in aLeadership Manual.) Statement of Purpose (Mission) Articles of Incorporation Bylaws
 Policy Manual Strategic Plan Financial Statement - Budget Meeting Minutes Organizational Charts IRS Forms Frequently Asked Questions

Treat all information with confidentiality.

#1 lie ---  “You won’t have to doanything when you get on the board!”

The Association Appraisal Process

$20



RCH2010

POLICY MANUAL FOR ASSOCIATIONS
Guide to drafting your organization’s policy manual (with 25 most common policies)
Samples on antitrust, credit card use, record retention, apparent
authority, consent agendas, confidentiality, conflicts of interest, audits and more
Clarifications of policies, procedures, practices and precedents

•
•

•

50 pages of tips and templates to get you started $39

ASSOCIATION SELF-AUDIT PROGRAM®

FAX THIS FORM TO 850.297.2800

16 Chapters to identify organizational strengths and weaknesses
Staff training and awareness tool
Develop systems to streamline your organization!

•
•
•

Used by over 20,000 organizations to assess performance

Mail payment with check payable to “HMG, Inc - NonprofitCenter.com” c/o Bob Harris, CAE, 335 Beard Street • Tallahassee, FL 32303

$39

FOR ASSOCIATIONS, CHAMBERS AND NON-PROFITS

AN EFFECTIVE MANAGEMENT AND ASSESSMENT TOOL

Item

Board Excellence Workbook [$89] 

Board Responsibilities Guide [$12; 2 or more $9 each]

Inventory, Assess, Improve [$20; 2 or more $17 each]

Antitrust Avoidance Guide [$12; 2 or more $9 each]

Tips to Excel [$29]

Policy Manual for Associations [$39]

Association Self-Audit Program [$39]

President’s Committee Planning - 30 pages [$24]

Building an Association Mgmt Co. - 178 pages [$39]

SHIPPING & HANDLING: Add $9 for orders up to $50, add $12 for orders above $50, add $16 for orders above $100

$

$

$

$

$

$

$

$

$

X

X

X

X

X

X

X

X

X

 Shipping  $

Total  $

Quantity Totals

Name

Street Address

Organization

City State Zip

Bill Me*

*Nonprofit organizations can email order to bob@rchcae.com or fax this form to (850) 297-2800.

Mailing Check
(no credit cards)




