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HISTORY

The Association for the Improvement of Minorities in Internal Revenue Service (AIM-IRS) was founded in October 1969 because of barriers and impediments placed on minority employees seeking career advancement.  Black employees from the cities of Washington DC., Baltimore, Wilmington, Philadelphia, Pittsburgh, and Newark convened in Atlantic City, New Jersey, to discuss Equal Employment Opportunities.  From that initial meeting, a second seminar was planned for the following spring.

The seminar was organized and those instrumental in formulating the first conference were Wyatt Trent, Thomas Boyd and Raymond Knight.  Regional Commissioner, Dean Barron, showed an interest in the organization by attending the conference and sharing his ideas on EEO objectives.

AIM-IRS has been responsible for initiating classes to develop the career and educational needs of minorities.  AIM-IRS has sponsored classes on how to pass the Federal Entrance Examination and Pace Test; classes in Tax Research and others on how to enhance and obtain better evaluations from superiors.
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II. MISSION

The purpose of the Association for the Improvement of Minorities is to educate and develop our members to their fullest career and personal potential, and instill in them the highest degree of confidence in their abilities in a manner that is free from negative influence and discriminatory policies and practices.  To achieve that purpose, we will:

A. Educate and counsel our members as to opportunities for career and personal advancement:

           B.  Foster Equal Employment Opportunity;

           C.  Provide a Self-Help network to further the general welfare of our members

           D.  Promote local and community wide services that assist individuals seeking 



career and educational support;   

E.  Cooperate with all government agencies and other organizations in taking



lawful actions to ensure the removal of discriminatory policies and practices.  
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REGIONS
	POSITIONS
	# of People

	REGIONAL VICE PRESIDENT
Immediate Past RVP
Staff:

Secretary

Treasurer

Parliamentarian
	5


	Regional Representatives(2)
	2

	Total
	7

	Regions
	# of Chapters

	Central
	6

	Mid Atlantic
	8

	Midwest
	4

	North Atlantic
	6

	Southeast
	12

	Southwest
	7

	Western
	5

	Total
	48
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CHAPTER








(Standing Committees)  








(Special Committees)
IV. ORGANIZATION

The AIM organization is established as a National Organization with Regional and District components.


A. NATIONAL ADMINISTRATION



1.  STRUCTURE




AIM-IRS recognizes the need for continuity and uniformity in the discharge 

 of its mission; but not to the detriment of individual creativity and innovation.  A centralized structure supported by its affiliate network of individual chapters has been established to meet this objective.  At the head of the organization is the National President, who is chair of the National Board of Directors (NBD).  The NBD is an elected central body which establishes national policy and procedure.  The National President is further supported by the Executive Committee.

                 2.  NATIONAL




a. NATIONAL OFFICERS





    
(1) National President 






  
 (a) Principle Duties








i)  Primary Spokesperson/representative








ii)  Chair of National Board of Directors and the








     National Executive Committee








iii)  Authorizes Expenditures






(2) National Senior Vice President/Chief Financial Officer 







 (a) Principle Duties








I)  Chair of National Finance Committee








ii)  Oversees development of National Budget








iii) Spokesperson/Representative








iv) Assist President




                      (3) Executive Secretary appointed by the National Board







(a) Principle Duties








i) Maintains Corporate Papers








ii) Maintains National Membership Database








iii) Controls Issuance and Replacement of Membership Cards






(4) National Treasurer appointed by National President






(5) National Recording Secretary appointed by the National President






(6) National Corresponding Secretary appointed by the National







President






(7) National Parliamentarian appointed by the National President






(8) National Conference Coordinator appointed by the National







President






(9) National Financial Coordinator appointed by the National President
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b.
FUNDING




 
    (1) The National Administration is funded by per capita dues and






    special assessments on chapters, sale of literature and supplies, 

                               fundraisers, interest income, gifts and donations.



    (2) Combined Federal Campaign Funds are received for educational


          purposes.





c. REQUIRED MEETING TIMES

    (1) The National Board of Directors meets annually at the Annual

     
    Business Meeting and Training Seminar (ABMTS).




         (2) The National Executive Board meets semi-annually.  




         (3) Other meetings shall be held upon resolution of the National 

                               Board of Directors, Executive Committee, or by the request of 

                               seven or more Directors. If either occurs, the Board 

                               CHAIR shall contact each Regional Vice President by written 

                               notification within 15 days of meeting.




      d. ELECTIONS





   (1) The National President and National Senior Vice President

                              are elected every two years (EVEN).  The Election is held during the

                              Annual Business Meeting.   






   Qualifications and Voting Procedures can be found in Article IX, 







   Sec. (2), (3), and (4) of the National Bylaws.



3.  NATIONAL BOARD OF DIRECTORS (NBD) is the central body to establish




National Policy and Procedures




a. OFFICERS





(1)  National President (CHAIR)





(2)  National Senior Vice President





(3)  Seven Regional Vice Presidents (RVP)  


(4)  14 Regional Representatives (2 from each Region)  



b. PRINCIPLE DUTIES





(1)  Establish Major Administrative Policies governing the affairs of the 






organization





(2)  Devise Measures for Growth and Development of the Organization





(3)  Determine Date and Place of ABMTS





(4)  Publicize Seminar at least 60 days prior to the event





(5)  Appoint an Executive Secretary





(6)  Obtain CPA to perform a certified audit of the financial status of the   

                            organization annually





(7)  Appoint Standing Committees and all other committees not otherwise






 provided for





(8)  Adopt and keep updated a Manual of Operations





(9)  Fill any vacancies on the National Board of Directors except Nationally




       elected officers
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    (10) Establish the current Principle Place of business of the Corporation




    (11) Suspend, Expel or Withdraw the Charter of Member Chapter for 




       Cause



4.  EXECUTIVE COMMITTEE is composed of:




a. MEMBERS





(1) National President





(2) National Senior Vice President

                      (3) Immediate Past National President 





(4) Seven Elected Regional Vice Presidents




b. FUNCTIONS





(1) Develop and Recommend National Budget





(2) Act on items requiring immediate action





(3) Report all actions to National Board


B.  REGIONAL ADMINISTRATION



1.  There are seven (7) regions, CENTRAL, MID-ATLANTIC, MID-WEST, 




NORTH ATLANTIC, SOUTHEAST, SOUTHWEST AND WESTERN.  The




primary function of the Regional Council is to formulate policy and procedure




for its region in accordance with national directives and the needs of the




affiliate chapters located in that region.




a. OFFICERS





(1) Each Region shall be represented by a Regional Vice President who






will be the Chair of the Regional Council for that region.  The






Regional Council will consist of:

(a) Regional Vice President elected by the Regional Council

(b) Immediate Past Regional Vice President






(c) Chapter Presidents elected by the Local Chapter Members






(d) Immediate Past Chapter Presidents






(e) Two Regional Representatives elected by the Regional Council.




b. FUNDING





(1) Each Region will receive a National Rebate of $2.00 per paid member 





 if Per Capita dues are paid by postmark date of March 1st.

                      (2) And any fund raisers deemed necessary by the individual 





      Region.



c. REQUIRED MEETINGS





(1) At least two Regional Council Meetings per year





(2) Annual Regional Leadership Conference
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                d. ELECTIONS


     
(1) Regional Vice Presidents are elected every two years. The election will 


occur in odd numbered years.

 
(2) Regional Representatives are elected every two years.  The election 
                will occur in even numbered years. 






(a) Elected by Members of Regional Council.  (Article IX, Sec. 2 (b),





Article XII, Sec. (1) of National Bylaws)

V. CHAPTER ORGANIZATION AND MANAGEMENT

The Chapter is the heart of the AIM Organization.  Chapters are formed within a district by a group committed to the AIM mission and charted by National Board of Directors.

     A.   CHAPTER INITIATION


Persons wishing to start a new AIM-IRS Chapter must:


(1)  Subscribe to the Terms of the Affiliation between Chapter and National Board


(2)  Function in compliance with Articles of Incorporation, policies of the National



 Board


(3)  Formally apply by letter to the National Board


(4)  Submit roster of all financial members


(5)  Pay Required Per Capita Fees

     B.   TERMS OF AFFILIATION


(1)  Group Exemption under the National Steering Committee of the Association



 for the Improvement of Minorities of IRS


(2)  Required for all 501C Organizations



a. Chapter does not file Form 990.  Form 990 is filed under the Parent




    Filing Requirement of the National Board


(3)  Must bear the Certificate of the date of adoption by the Chapter

     C.   EXECUTIVE OFFICERS (All elected by Chapter Members)


(1)  President – elected by Chapter Members


(2)  Vice President (Can be two)


(3)  Treasurer


(4)  Secretary (Recording, Corresponding, Financial as defined by the Chapter)


D.  ELECTIONS 

           (1) Chapter Presidents are elected every two years in the month of September at 
      the chapter's annual election along with the Directors.  
(2) Installation of Officers and Directors will be held in January per Article X,    
Section 3 of the chapter bylaws. 
     E.   FUNDING

(1)  Membership Dues Paid Annually—Amount to be set by the individual  
 
chapter.                                         
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(2)
Fund-raising activities, interest income, gifts and donations, and any   

      other appropriate source of revenue.  The fiscal year begins January 1.

F.   RESPONSIBILITIES


(1)  Payment of Per Capita Dues of $15.00 per member to National


(2)  Various fundraisers subject to the approval of Regional Vice President and or



 the National Board as appropriate.  (No Fundraisers may be held during the 



CFC Campaign Period)


(3)  Hold Annual Business Meeting


(4)  Sponsor a minimum of ten (10) Programmatic Meetings per year


(5)  Administer a Scholarship Program



    a. Scholarship funding must have separate accounting

G.  BOARD OF DIRECTORS (Elected by Chapter Members)


 (1)  President


 (2)  Vice President(s)


 (3)  Six to twelve elected Directors


      (4)  Treasurer


      (5)  Recording Secretary

VI. REQUIRED MEETINGS

A.  NATIONAL


(1)  Annual Business Meeting and Training Seminar


(2)  Semi-Annual National Board Meetings


(3)  National Executive Committee Meetings

B.  REGIONAL


(1)  Annual Leadership Conference


(2) Regional Council Meetings

C.  CHAPTER


(1)  Executive Committee Meetings


(2)  Board of Directors Meetings


(3)  Annual Business Meeting


(4)  Sponsor a minimum of 10 Programmatic Meetings per year

              a. Programmatic Meetings: Programmatic meetings are programs that           

                  reflect the Mission, purpose, and objectives of the organization,

                  provide for the development of the members, concerns and interest 

                  of all members or the majority of the members.  Programmatic

                  meetings should not address only one aspect of your members, but

                  should reflect the issues that are affecting your members or potential

                  members.     
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VII. REQUIRED REPORTS

      A.  NATIONAL




1.  Form 990




2.  Annual Financial Report




3.  Certified Audit



B.  REGIONAL




1.  Quarterly Regional Report

                   a. Due to National President by the fifteenth (15th) day following the end of 





  the quarter.  (January, April, July, October)




2.  Annual Report

                   a. Due to National President and National Senior Vice-President by January 




 15th




     b. Copies of all Regional Bank Statements are due to NSVP by January 





     15th 




3.  CFC Annual Report
                   a. A separate CFC reporting should accompany the financial report.


C.  CHAPTER




1.  Quarterly Chapter Reports 

                   a. Due to Regional Vice-President by fifth (5th) day following the end of    

                       the quarter.  (January, April, July, October) 

                   b. A financial report should be prepared on a monthly basis and made 

                       available to the chapter members.  These reports shall be 

                       consolidated on a quarterly basis. 
        c. CFC Quarterly Report - Should reflect the CFC income and    

            expenditures.  A report indicating any scholarship(s) given, along with the    

            name(s) dollar amount and date given should also be included.              



2.  Annual Report to State where Required




3.  Annual Treasurer’s Report

                   a. Due to the Regional Vice-President by January 5th 

VIII. RECORD RETENTION



A.  NATIONAL




1.  All Records shall be retained by the National Executive Secretary.  Records





include Minutes, Membership Rosters and Financial Records.



B.  REGIONAL




1.  All Records shall be retained by the Regional Secretary.  Records include





Minutes, Membership Rosters and Financial Records.
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  C.  CHAPTER




1.  All Records shall be retained by the Chapter Secretary.  Records include





Minutes, Membership Rosters and Financial Records.

IX. APPEALS

Problems arise that may need a higher level of authority for input.  In the event that such an issue arises, Chapter Presidents should refer the matter to the Regional Vice President in writing, discussing all of the material and background so that an informed decision can be made.  In the event a Chapter does not agree with the findings of the Regional Vice President, the chapter may request in writing, through the Regional Vice President, consideration of the item by the National Board of Directors.  A complete summation of all information must be submitted.  The decision of the National Board will be final and binding.

X.TRANSITION



In order to maintain continuity and a historical perspective, a lot of attention needs to be given to the transition of officers at all levels of the organization, i.e., National, Regional and Chapter.  Subsequent to the election of officers, or prior to the installation of new officers, a meeting should be held for transition purposes.  The meeting should address expeditious transfer of records, final treasurer’s report, income and expense records, and any issues that were not addressed by the outgoing administration.  Minutes should be kept of this meeting and forwarded to the next level of authority.
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I.   FINANCIAL REQUIREMENTS


  The financial management system is based on an assessment of what the organization desires to achieve and flexibility of AIM-IRS in conjunction with the resources available to it.  The major determining factors for the system are as follows:

A. Sources of financial support are generally limited to dues, assessments,      chapter fund-raising events, and specific fund assessments, etc.  The financial support for operations is primarily derived from the members.  The organization is presently a CFC affiliate organization and receives donations through the Combined Federal Campaign.



B.  Although centralized in structure, the incumbent officers are not centrally located

in one area.  Consequently, the decision making process and general 


communications require logistic considerations.



C.  The organization has no full time employees to devote time to the achievement

of the organization objectives or to manage its operations.  Each officer must 

devote personal time over and above occupational requirements to accomplish

the mission of the organization.



D.  All AIM-IRS components are on the calendar year accounting period basis which               

           ends December 31st.

II.  METHOD OF ACCOUNTING



An accrual basis accounting system must be utilized for accounting and control.  This system records revenue as received and expenses and liabilities when incurred.  This affords management the best financial picture at any given point within the reporting year.  


A.  The cash basis of accounting, modified cash basis, and modified accrual basis are not acceptable methods of accounting under General Accepted Accounting Principles (GAAP).  Use of these other methods of accounting will result in the denial of AIM-IRS application for participation in the Combined Federal Campaign (CFC). 
When the organization must account for activities having separate and distinct funding sources, a fund accounting system is recommended.  This system will allow 
                                                        2.2

the segregation of resources into sets of self-balancing accounts on the basis of restrictions imposed by donors or governing boards.  The maintenance of a scholarship, CFC funds or Annual Business Meeting and Training Seminar (ABMTS) fund fall into this category.  
     Since AIM-IRS plans to expand its operations to include the establishment of specific    
activity funds and diversified sources of revenue, the fund accounting system best 
serves the organizational needs.  (Refer to Exhibits Section –Glossary, 
Statement of Revenues, Expenses and Changes, Balance Sheet, Changes in 
Financial Position, Federal Exemption Letter.)  The same accounting methods will 
also be used at the Regional and National levels.

III. INTERNAL CONTROLS


The establishment of internal controls both general and specific require 
documentation be set for both.  Specific accounting controls are effective only if the 
environment is control conscious and fostered by well-defined and clearly 
understood general controls.  The general controls referred to in the following 
policies, practices and procedures recommended for implementation:


A.
As a matter of policy, the organization will adhere to and comply with generally



accepted accounting principles in representation of the financial state of the 



organization in all situations.


B.
The responsibility for establishing an approved organization-wide system of 



internal accounting control rests with the National Senior Vice President who



is Chief Financial Officer (CFO).

     C.  Upon adoption of variations to the existing system, as circumstances may



dictate, the Manual of Operations will be updated accordingly.


The focal point for the receipt, control and disposition of funds is the National 
Treasurer.  Given the nature of the expenses incurred by the governing board, 
collectively and individually, it is prudent to centralize receipt, control and 
disbursement of funds in one function.  For better control, the National Senior Vice 
President should be involved in the control, reconciliation and accounting for all    
funds.  At the direction of the National President, the National Treasurer will receive, 
control and regularly account for revenues and expenses in a year to date report in 
the format of the Annual Report of Revenue, Expenses and Changes to Fund 
Balances.  This report will be supplemented with the periodic year to date budget 
reports when required to explain variances, or problems requiring clarification.


All requests for funding in anticipation of any expenditure will be channeled through 
the National Treasurer for procurement.  This procedure will ensure control of funds 
disbursed and cost minimization.  The following procedures are applicable to AIM-
IRS affiliate chapters subject to their operational and managerial control needs.
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IV. DISBURSEMENTS

A. In accordance with the “Disbursement Voucher Procedures”, all disbursements

      must be approved by the National President, with the exception of expenses

           incurred by him/her. Immediately upon completion of the task, the person 

            incurring the expense will submit a Disbursement Voucher to the National          
 

President listing the purpose of the expense, the expenses incurred and a brief 


statement as to the benefits derived by the organization.  The voucher will list the 

total expenses received, and where applicable, the net due the organization or to 

the individual.
B. The approved voucher is forwarded to the National Treasurer for verification of 
     availability of funds and that the request does not exceed the budgeted amount
     for that account. The National Treasurer will prepare and sign both the check and 
           the Disbursement Voucher, with the exception of those expenses incurred by 
    
     him/her. The approved Disbursement Voucher with two signatures, the 
  
 
     appropriate documentation and check will be forwarded to the National Senior  
 
     Vice President who will sign both the Disbursement Voucher and the check.  
 

He/she will forward payment to the vendor or person incurring the expense.    

     Generally the signatories will be the National President, National Senior Vice  

     President, National Treasurer or National CFC Treasurer.  (See Exhibit 6 


     for Disbursement Voucher and disbursement procedures.)
    (Current form located at http://www.aimirs.org/docs/NTLDisbursementVoucherRev2008.doc)
C. The Association for the Improvement of Minorities in the Internal Revenue                                                                                                                                                                                             Service (AIM-IRS) was issued two (2) organizational credit cards, from here on       known as the credit cards. The credit cards were issued through the Wells Fargo  Bank in Texas along with the Operation Expense Account with a credit limit in the amount of $10,000.00 each. The organizational credit cards will be issued to the  National President and National Senior Vice President and he/she will have                                                  signature authority. 

1. The credit cards will not be used for expenses unrelated to organizational business. No one has authorization or is authorized to give authorization to charge personal expenses of any kind to the credit cards. 

2. The credit cards will be used for, but not limited to, the following Operational and Annual Business Meeting & Training Seminar (ABMTS) expenses:
a.   Authorized travel arrangements for Executive Board and approved    
Regional travel.
b.  Authorized lodging arrangements for Executive Board and approved Regional lodging.

c. Used to acquire credit card authorization for expenses related to lodging and food & beverage for meetings and site visits.
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d. Approved purchase of educational and training material.

e. Approved purchase of assets, components and equipment.
f. Purchase of National office supplies and stationery.

g. Purchase of postage and expenses related to mail outs.

h. Expenses related to the maintenance and upgrade of the AIM-IRS website. 

i. Expenses related to contractual services provided to the organization.

       In accordance with the “Credit Card Policy”, the authorized card holder will 

  
receive written or verbal approval from the National Treasurer, National President   

or National Senior Vice President to make vendor payments using the 


      organization credit card. An approved Disbursement Voucher with two 


      signatures and a copy of the appropriate documentation will be maintained and 


controlled by the National Treasurer. Upon receipt of the credit card bill the  


National Treasurer will pay the expense. 

D.  Reimbursements will be distributed as soon as funds are available.


E.
The National Treasurer will record all liabilities and expenses in the journal

            immediately.


F.
Subsequent posting to an expense ledger or the applicable fund account should



 occur on a weekly basis.

V.  RECEIPT OF REVENUE


A.  Any person receiving revenue on behalf of the organization will immediately


     notify the National Treasurer of such receipt and will follow the National  

          Treasurer’s direction in securing and transmitting funds.


B.  All checks, money orders and other negotiable instruments targeted for the 



organization should be made payable to AIM-IRS National.

C.  The National Treasurer upon receipt will record the transaction in the journal 

           reflecting the amount and describing the purpose.

     D.  The National Treasurer will maintain a consecutively numbered income voucher

           reflecting the payer, the amount and describe the purpose.

E.  The National Treasurer will also deposit the funds received in an organization 

      designated bank account that has been determined to provide maximum benefits  

      at the least cost.
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VI. CONTROL OF FUNDS


A.  All funds shall be controlled by the National Treasurer, with the exception of the
           National CFC funds. Those funds will be controlled by the National CFC

           Treasurer. 

B.  The funds will be maintained in an institution that will afford the governing board



or its designee the flexibility to maximize yield, transfer and withdraw funds.
C.  All disbursements will be made by check endorsed by two signatory
authorities and approved by the Board of Directors if not budgeted. The only signatories will be the National President, National Senior Vice President, National Treasurer or if applicable, National CFC Treasurer.
    D.   In accordance with the “Insufficient Funds Policy”, upon receipt of notification 

           of an insufficient fund activity, the National Treasurer will initiate the process

           to recover all “NSF” monies. (See Exhibit 26 for insufficient funds 

           policy.)
VII. BOOKS AND RECORDS

     The National Treasurer will maintain at a minimum the following double entry books   
  of original entries:


A.
General journal recording all financial transactions with the following information:



1.  Date of transaction



2.  The nature of the transaction (i.e., receipt of revenue, liability incurred, 




disbursement made, etc.)



3.  The amount of the transaction



4.  A brief description of the transaction (i.e., “receipt of per capita dues from 




Denver for fiscal year 20xx, xxx members).”


B.  Specific account ledgers for each account and fund as dictated by the activity of



the organization.  These will be maintained on an up to date basis and will be 



the source of financial status requests, (i.e., Balance Sheet, Statement of 



Revenues, Expenses and Changes).  Account Ledger examples:



1.  Cash
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2.  Fixed Assets



3.  Annual Seminar Fund



4.  Scholarship Fund



5.  Investments



6.  Restricted Endowments



7.  Member Dues Received



8.  Accounts Receivable


C.  The National Treasurer will also retain by account classification and fiscal period, 

            all original source documents and records including but not limited to:



1.  Original purchase invoices



2.  Original requests for reimbursement



3.  Deposit records

4.  Cancelled checks and/or check documents produced by the Bank

     (i.e., images of the cancelled checks provided with the monthly bank  
statement.)



5.  Actual, contemporaneous and extemporaneous receipts for cash 




expenditures where check payment was not feasible.



6.  All tax returns (state and local where applicable)

         The books, tax returns, all purchase invoices, vouchers, and ownership

         documents relating to capital acquisition and improvement will be maintained

         indefinitely.  All other financial records will be maintained in accordance with 

         federal, state, or local law; whichever provides for the longest retention period.

D.  Transition

   1.  Books and records and all other organizational documents.

        The outgoing National President and or National Senior Vice President will

        forward all books and records to his/her successor within 30 days of his/her

        successor’s swearing in. 

        2.  Financial Accounts

        The National Executive Secretary will prepare and affix the organizational seal 
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        to the following documents (where the outgoing National President and or

        National Senior Vice President has signature authority):

a. Resolution letters for all Organizational Bank Accounts

b. Signature Cards for all Organizational Bank Accounts

c. Forms to transfer Organizational credit card to successor

d. Letter authorizing the financial institution to relinquish his/her

signature authority on all Organizational Bank Accounts.

    Upon the swearing in and taking the oath of office by the successor, the

            outgoing National President and or National Senior Vice President will sign all   

            of the aforementioned documents prepared by the National Executive Secretary.

            Original copies of these documents will be forwarded to the financial

            institution(s) and the National Executive Secretary for the organizational files.
           The outgoing National President and or National Senior Vice President will turn

           over all financial records and documentation to his/her successor within 30 days

           of his/her successor’s swearing in.  

VIII. BUDGETARY MANAGEMENT


A.  Internal Budget System



1.  Every organization regardless of its profit motive must plan its resources




for a given period to ensure optimum realization of its objectives.  Very 




often the objective setting process begins with an assessment of resource




utilization potential and is limited to the availability of resources.  An 




organization’s liability to plan, forecast and manage its resources within




restriction is essential to success in its operations.




The first step in a budgetary process is to establish the strategic or long




range objective.  Following this, the organization must focus on interim




objectives for shorter periods within the planning cycle.  This corresponds




with the annual budget year.  Detailed planning is essential to this process.




The operations of AIM-IRS incorporate the budgetary process beginning 




at the affiliate chapter level to the regional level and to the national level to




ensure maximum utilization of resources toward a common goal.


           a.
The budgetary process is as follows:

1. Each operating unit within AIM-IRS including elected and appointed

           

     officers, affiliate chapters, committees and governing boards will in

            

     conjunction with the long range objectives of the organization develop

                           an annual budget to include anticipated revenues and expenditures.
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2. Each budgetary projection will be submitted to the National Finance

               Committee to ensure that:



          a. Activities are in accordance with the expressed purpose of the

 



        organization.




          b. Objectives are consistent with the organization’s long range

                              goals.

                          c. Activities have the resources for a reasonable expectation of 

                              success.

       


    d. Sound fiscal management is exercised at National level.

3. The National Finance Committee will determine level of funding

      required for
the proposed activities of the executive offices and through

      dues assessment, direct funding, or restricted endowment, will allocate 



       
     the requisitioned amounts to the approved activities and operations.

                           a. The National Senior Vice President will prepare and present a 

                               proposed budget to the National Board of Directors.
                                (See Exhibit 13 for budget template).


          4.  Each functional unit will:

a. Upon receipt of an approved budget from the National Board of 

        Directors, monitor and control funding allocations in accordance  


with the detail of its annual planning cycle.

b. Seek to minimize actual expenditures and manage the funds   allocated within its restrictions, but not to the detriment of the overall objective.

c. Submit to the National President or his/her designee a periodic
        report, the frequency of which will be determined on an as needed
    basis, containing at minimum the following elements:





        (1)  actual income and expenses for current period and year to date





        (2)  budget amounts





        (3)  variances from budget





        (4)  brief description of actions planned and taken
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d. Periodic review and adjustment will be provided for and ruled on by

  the National Board of Directors in a prescribed manner.


B.  THE BUDGETARY PROCESS



1.  The budget is a financial plan of action to achieve specific organizational




objectives.  It is a working document that serves as a managerial tool to




plan, monitor, control and direct resources toward goal achievement.




The first step is to establish organizational objectives.  The second step is




to eliminate errors (using prior experience or projections).  The third step is to




identify sources of revenue to pay for the expenses.  If expenses exceed




revenue, the budget should be reviewed and adjusted based on 




circumstances.




Having identified the objectives, estimate the expected revenues and 




expenses attributable to the planned activities.  This process must utilize




the best and most current experience available and should provide for 




all contingencies.  Non-recognition of the potential for an unforeseen




occurrence may be the difference between success and failure.

                After arriving at a comprehensive budget conclusion, develop a plan to




monitor the progress toward the ultimate goal.  Like critical path analysis,




the plan should tell when certain tasks must be accomplished before




success can be attained.  This is the basic monitoring tool for the decision




making process and is critical to success.



     The remaining step is implementation as planned.

           2.  Committee Responsibility

                Upon receipt of an approved budget each operating unit and/or committee will

                monitor its individual budget and submit a part of their report, their committee
                expenditures and balances

IX. EXEMPT ORGANIZATION INFORMATION AND FILING REQUIREMENTS

      AIM-IRS is a non-profit organization exempt under the provisions of Internal    
Revenue Code Section 501(c)(3) and is generally exempt from Federal income 
taxes; AIM-IRS must comply with federal and local non-profit organization filing 
requirements.  The Treasurer will ensure these requirements are met.


AIM-IRS has a group exemption under 501(c)(3) and is not a private foundation, as it 
meets the public support test under IRC Section 509(a)(2).  Contributions to AIM-
IRS are tax deductible by the donor.  The group exemption covers all AIM-IRS 
chapters 
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which have an affiliation approved by the National Board of Directors.  Chapters 
must request inclusion in the group exemption by completing the Terms of Affiliation, 

accepting chapter bylaws and having an enabling document (Certificate of 
Incorporation or Articles of Association in its respective states).


The Federal exemption letter may be used to solicit exemption from the state and 
local taxes and postal bulk mailing privileges, where applicable. (See Exhibit 25.)

Each AIM-IRS Chapter must have an Employer Identification Number (EIN) which 
can be obtained by submitting Form SS-4.


All exempt organizations which meet the stated filing requirements must file Form 
990 annually, by the fifteenth day of the fifth month following the close of the 
calendar period (May 15).  Chapters must not file individual Form 990.  All original 
correspondence should be forwarded to the National Executive Secretary, with a 
postal tracking medium. The chapter must maintain a copy with their official records.


Each AIM-IRS chapter should be aware that their exemption under IRC section 
501(c)(3) can be revoked by IRS at any time.  To prevent such action each chapter 
must:


A.  File all required state and local forms.  Chapters that generate revenue in excess 

of $24,999.99 must follow Form 990 filing requirements.  

     B.
Notify the National Board of Directors for approval before establishing 



scholarship funds, conducting raffles and other games of chance, soliciting



advertising revenue, engaging in political activities, changing or expanding



operations from those stated in the National Bylaws, or engaging in a for



profit enterprise.


C.  Ensure that the National Board of Directors has a current list of officers and 



members.  Also any changes to the organization’s formation, address or name



must have advance approval from the National Board of Directors.


IRS can revoke the individual coverage of a chapter even if covered by the group 
exemption.  It is imperative that a chapter provide the National Board of Directors 
with early notice of any situation which may put the organizational tax exemption in 
jeopardy.  Certain sources of income (i.e., advertising) require the filing of Form 990-
T, which is a taxable return.


If an AIM-IRS chapter is not sure of an activity, it should confer with the Regional 
Council for an opinion from the National Board of Directors before undertaking the 
activity.
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I.  NATIONAL OFFICERS
NATIONAL PRESIDENT

     The National President is the Chief Executive Officer of the organization.  He/she is   
the presiding officer of the Board of Directors and Executive Committee.  The 
President serves as ex officio member of all committees without power to vote.


The President shall:


A.  Be the primary spokesperson/representative of the organization.


B.  Authorize expenditures, including CFC disbursements.

     C.  Authorize all posting to the National Website

     D.  Appoint the National Treasurer, National CFC Treasurer,

           National Recording Secretary, National Corresponding Secretary, National 

           Executive Secretary, National Parliamentarian, National Conference  

           Coordinator(s), National Financial Coordinator, and their assistants, if applicable


E.  Provide leadership and direction to the National Board of Directors and the



Executive Committee.


F.  Interact with the Commissioner, Senior Deputy Commissioner and other



Executive level officials of the Internal Revenue Service.


G.  Make visitations to the Regions/Chapters.


H.
Interact with other organizations having similar missions and goals.

I. Preside at the Annual Business Meeting and Training Seminar and meetings



of the National Board of Directors and the Executive Committee.

Qualifications


1)
Two years as a voting member of the National Board of Directors


2)
Leadership skills


3)
Ability to communicate effectively


4)
Knowledge of Parliamentary procedure


5)
Knowledge of the bylaws and standing rules of AIM-IRS


6)
Knowledge of the organizational structure, purpose, goals, history of AIM-IRS     
                        


7)
Knowledge of the organizational structure of IRS
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National Senior Vice President

     The National Senior Vice President is the Chief Financial Officer of the organization.    
He/she assumes the duties of the President in the event of the President’s death, 
resignation, removal, inability to act, or absence.  The National Senior Vice 
President in conjunction with the National President and National Treasurer is 
responsible for the preparation of the Annual Financial Report and Budget.

     The National Senior Vice President shall:


A.
Chair the National Finance Committee.


B.
Oversee the receipt and disbursement of Combined Federal Campaign funds.


C.
Oversee all financial aspects of the Annual Business Meeting and Training 



Seminar.

Qualifications

1) Two years as a voting member of the National Board of Directors


2)
Knowledge of the organization of AIM-IRS, its purpose and goals


3)
Knowledge of the organizational structure of IRS


4)
Leadership skills


5)
Dependability


6)
Knowledge of bylaws and standing rules of AIM-IRS


7) 
Communication skills


8)
Knowledge of Parliamentary procedure
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National Treasurer

     The National Treasurer is appointed by the National President and serves as a non- 
voting member of the National Board of Directors and Executive Committee.  He/she 
is responsible for preparation of the annual budget and the disbursement of funds at 
the direction of the National President.


The National Treasurer shall:


A.
Serve as a member of the National Finance Committee.


B.
Provide information to the CPA Firm who prepares the organization’s Form 990 


on an annual basis.


C.
Assist the National Senior Vice President in the preparation of the Annual



Financial Report and Budget.


D.
Maintain the financial books and records of the organization.


E.
Arrange for the Annual Certified Audit.


F.
Receive and deposit all per capita dues remittances from the chapters.


G.
Receive and deposit all funds submitted to the National organization.


H.
Perform unannounced audits on selected chapters as required.


 I.
Issue checks for the reimbursement to the Regions at the rate prescribed



in the National Bylaws.

Qualifications


1)
Knowledge of accounting principles for maintaining books and records


2)
Knowledge of the organizational structure of AIM-IRS


3)
Ability to communicate effectively and interact with others


4)
Dependability
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National Combined Federal Campaign (CFC) Treasurer

The National CFC Treasurer is appointed by the National President and serves as a non-voting member of the National Board of Directors and Executive Committee.  He/she is responsible for submitting reports to the National Treasurer and the National Senior Vice President.


The National CFC Treasurer shall:


A.
Provide information and reports to the National Treasurer for submission to the CPA Firm who prepares the organization’s Form 990 and Certified Audited Financial Statements.


B.
Provide quarterly financial statements to the National Treasurer and prepare Ad Hoc financial statements for National Board Meetings and as otherwise directed.


C.
Maintain the financial books and records of the organization for all Annual National Combined Federal Campaigns and submit them for review by the Internal Audit Committee prior to disbursement of funds for the specific Campaign.

 
D.  Receive all checks and other funds associated with the National Campaigns from the National Executive Secretary for immediate deposit into the National CFC Fund Account.


E.
Interact with all Regional Vice Presidents regarding their account balances from the Combined Federal Campaigns.


F.  Interact with the Individual CFC offices throughout the country to resolve discrepancies in amounts due to AIM-IRS from their respective offices.


G. Notify recipients of the Moudestine-Haynes National Scholarships on how to receive their scholarships and monitor the disbursements to the individuals, colleges and universities.

H. Issue fully approved disbursement checks to Chapters on behalf of their Regions.


I. 
Coordinate with the Marketing Committee the Annual marketing of the National Combined Federal Campaign. 
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Qualifications


1)
Knowledge of accounting principles for maintaining books and records


2)
Knowledge of the organizational structure of AIM-IRS


3)
Ability to communicate effectively and interact with others


4)
Dependability
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National Executive Secretary

     The Executive Secretary is appointed by the National President and confirmed by 
the National Board of Directors is a non-voting member of the National Executive 
Committee.  Responsibilities and duties are directed by the National President.


The Executive Secretary shall:


A.   Act as a liaison and resource person of the National Board of Directors with all


      National, Regional and Local officers.

     B.   Attend all meetings of the National Executive Committee and National Board of


      Directors, as well as any other meetings as directed by this body.

     C.   Coordinate with National Treasurer to ensure that all corporate returns, annual                             

      reports, etc. are filed timely with the appropriate agencies.

     D.  
Coordinate with Regional Vice Presidents to ensure that proper documentation is     
provided to support and encourage participation in the Combined Federal 
Campaign.  

     E.  Obtain corrected minutes of Executive Committee, National Board of                           
Directors and Annual Business Meeting from Recording Secretary

     F.  Update and keep current the Corporate Minute Book of the Association; 

     G.  Preserves all official records of the Association except those specifically 

  

assigned to others.

     H.
Prepare charters for all new chapters and retain a copy in the corporate files of



the Association.  Ensure that all proposed chapters receive the necessary 



material to become an affiliated AIM-IRS chapter.

     I.
Prepares annually and distributes to all officers a Telephone Directory from all     


members of the National Board of Directors and National Executive Staff. 
Qualifications


1)
Thorough knowledge of history, purpose and bylaws of AIM-IRS


2)
Knowledge of requirements of a 501C organization, desirable


3)
Enhanced clerical and computing skills    





      4)
Ability to communicate effectively


5)
Dependability 
                                                              3.8


National Corresponding Secretary


The Corresponding Secretary is appointed by the National President and serves as 
a non-voting member of the National Board and the Executive Committee.   

The Corresponding Secretary shall:

    A.   
Make lodging arrangements for the National Board of Directors and National    



executive staff.  When attending meetings funded by the national office (i.e. 



Spring, Fall, and Ad Hoc meetings)  

    B.
Make travel arrangements for the Executive Board and National Staff when  


attending meetings funded by the National Office

    C.    Inform the Traveler to complete Airline Reservation Form at least 60 days prior 

 to the meeting/event. (See Exhibit 17)
    D.
The National Correspondence Secretary will allow your specific accommodations   
request up to $50.00. 

    E.
Any request that exceeds the $50.00 allowable amount will be incurred by the 
traveler.  

    F.
A change may occur to the purchased ticket. However, an expense of $100.00   
for the change, $30.00 processing fee and the difference between the original 
purchased ticket and desired ticket will be incurred by the traveler. 

   G.
The National Board realized emergencies may occur and agreed to purchase the 

$50.00 insurance for each ticket.  Each emergency will be handled on case by 


case bases by the National Senior Vice President.

   H.    Some may choose to drive instead of flying.  If this mode of transportation is 

     chosen, you will be reimbursed for the total miles driven at mileage rate of forty 
 

    five (.045) or the amount of the airline ticket whichever is less.  A confirmation    

     itinerary will be emailed and/or telephoned at least two weeks prior to travel. 

    I.    Be responsible for credentialing of delegates for the Annual Business Meeting.

   J.    Preparation of all National correspondence.

3.9
Qualifications


1)
Word processing skills, desirable


2)
Writing skills


3)
Knowledge of the AIM-IRS organization


4)
Dependability


5)
Ability to communicate effectively
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National Recording Secretary

The National Recording Secretary is appointed by the National President.  He/she serves as a non-voting member of the National Board of Directors and the Executive Committee.

The National Recording Secretary shall:


A
Take the minutes of all meetings of the Executive Committee and the National



Board of Directors.


B
Transcribe promptly and disseminate minutes of these meetings to all members



of the Board and/or Executive Committee.


C
Maintain a record of the minutes of the organization.

Qualifications


1)
Word processing/typing skills, desirable


2)
Writing skills


3)
Knowledge of Parliamentary procedure, desirable

4)
Knowledge of the organization of AIM-IRS



5)
Dependability


6)
Ability to communicate effectively
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NATIONAL PARLIAMENTARIAN

This is an appointed position, at the will of the National President.  The Parliamentarian should be knowledgeable of all of the organization’s primary operating documents.  This position is responsible for ensuring that the organization’s business is conducted in an orderly and peaceful manner.  The primary duty of the Parliamentarian is to interpret the rules and Bylaws of AIM-IRS.  The equally important task is to protect the views of the minority members at the gathering.  Be willing to assist Regions and Chapters on parliamentary issues.

QUALIFICATIONS
                   1)  Interpret the rules and articulate the English language 
           2)  Knowledge of parliamentary procedures (Roberts Rules of Order)
           3)  Possess historical knowledge of AIM-IRS
           4)  Familiar with the concept of Precedence
           5)  Dependability 
           6)  Good people Skill
           7)  Ability to communicate effectively 
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II.NATIONAL COMMITTEES
 SEQ CHAPTER \h \r 1The Advisory Committee of Past National Presidents

The Advisory Committee of Past National Presidents is chaired by the immediate past National President and is made up of all past National Presidents of AIM-IRS, who have vacated the presidency in good standing. The purpose of this committee is to provide continuity in program planning, to serve as a source of historical reference, and to provide advice to the sitting President when needed. The immediate past president also serves as a voting member of the Executive Committee.  

ASSET MANAGEMENT COMMITTEE

The National Senior Vice President oversees the Asset Management Committee. Appointments to the team are made from recommendations provided to the National President. 

The duties of the team include but are not limited to:

A.   Monitor and track with an electronic scanning system, all AIM-IRS assets    
 

 including software, books and media.

B.   Maintain sequentially numbered Asset Custody Receipts, asset reports and    
supporting documentation. (See Exhibit 18)
                    1.  Distribution of all assets will take place during a national meeting.

                    2.  The recipient of the assets will sign an asset custody receipt upon

                         receiving the item.

     C.   Based on NSVP recommendations and review of organizational equipment 
needs, the committee will research equipment and submit information to the 
NSVP for concurrence.  

     D.  The Asset Management Committee Chair will prepare documentation for 
presentation to the National Board of Directors on the selection of equipment and 
software.

    E.
Providing a written report (quarterly or as needed) to the National Executive 
Board of Directors regarding the procurement of assets and/or recommendations 
in procedures and internal controls.


3.13





    F. 
Evaluate all reports and recommendations made by the AIM-IRS Internal Audit 
Committee and Team to enhance and upgrade assets.

    G.
Make arrangements and monitor equipment for all national meetings and the 
ABMTS AIM-IRS office.  

AUDIT COMMITTEE

The National Senior Vice President oversees the Audit Committee. Appointments to the team are made from recommendations provided to the National President. 

The duties of the team include but are not limited to:

A.
Reviewing the reports and systems established to ensure compliance with 
policies and procedures that could have a significant impact on the operation of 
the organization.

B.
Reviewing the operations or programs to ascertain whether results are consistent 
with established objectives and goals and whether the operations or programs 
are being carried out as planned.

     C.
Making recommendations to the National Board of Directors on the selection of 
the independent outside auditors (CPA firm), and evaluating the performance of 
the outside auditors.

     D.
 Evaluating all reports and recommendations made by the AIM-IRS Internal Audit 
 Team and External Auditor (CPA firm).

     E.
Reviewing all written National Executive Board recommendations to both the 
Internal and External auditors.

     F.
Providing a written report (quarterly or as needed) to the National Executive 
Board of Directors regarding audits and/or recommendations in procedures and 
internal controls.


3.14





AUDIT TEAM

The National Senior Vice President oversees the Audit Team. Appointments to the team are made from recommendations provided to the National President. 
The duties of the Audit Team include the following but are not limited to:

 A.
Periodically reviewing the reliability and integrity of financial and operating 
 


information and the means used to identify measure, classify and report such 


information.

    B.
Reviewing the means of safeguarding assets and as appropriate verifying the 
existence of such assets.

    C.   Reviewing specific operations at the request of the Audit Committee and/or the                                                                                                                               
National Executive Board of Directors.

    D.
Providing a written report to the National Executive Board of Directors and 
Internal Audit Committee regarding the results of all completed audits and/or 
making recommendations relating to organizational procedures and/or internal 
controls.

The NSVP will arrange the team’s travel and lodging for meetings related to conducting the annual internal audit. The members of the team will provide all receipts related to the approved expenses during the audit.

The National Treasurer and National CFC Treasurer will provide required annual financial documents to the Audit Team to conduct an audit of all national bank accounts and the ABMTS financial activity.

The team will provide a written report to the National Executive Board of Directors.

The final report will be forwarded to an Independent CPA to conduct the organization’s annual certified audit and prepare the tax return (form 990).

The Audit Team will use the standard organizational financial software. The software and all upgrades will be purchased by National and issued to the Audit Team Chair.
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National Awards

The members of the Association for the Improvement of Minorities in the Internal Revenue Service are the strength of this great organization.  Many go above and beyond the call of duty.  For this reason three national Awards were established, Bobby Wyche, Wyatt Trent and EEO Meritorious.    The Bobby Wyche and Wyatt Trent awards were established in memory of these two individuals who exemplified exceptional service to the organization. Each recipient of these three awards receives a trophy presented during the Annual Business Meeting and Training Seminar.  The National Awards Committee oversees the process with the National President making the final selection.  To ensure proper consideration, the following guidelines must be adhered to:

     A.    Nominations must be submitted on the attached form provided (typed or 
 

  printed). (See Exhibit 19)
     B.
Complete the nomination form using the criteria established for each award.

     C.
Nominee must be a member of AIM-IRS and in good standing.

Listed below is a description and criteria for each of these awards:

BOBBY WYCHE AWARD – for personal dedication to the organization. Nominees should have served the organization above and beyond the call of duty and serve as role models for other members.

WYATT TRENT AWARD – recognizes organizational excellence. Nominees should have made a contribution which has had a positive impact on the organization.                         

EEO MERITORIOUS AWARD – recognizes contributions to Equal Employment Opportunity which have a national impact on the Service and/or AIM-IRS.                             

CHAPTER OF THE YEAR  AWARD- recognizes individual chapters for their outstanding contributions to furthering the mission, goals and objectives of the organization,
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AWARDS CRITERIA

BOBBY WYCHE AWARD 

a) Length of AIM-IRS membership. 

b) Positions held and assignments completed in AIM-IRS. 

c) Involvement with AIM-IRS (mentoring, actively recruiting members, etc.). 

d) Community service involvement. 

e) Exhibits a positive relationship with other AIM-IRS members, etc.  

f) EEO contributions to AIM-IRS. 

WYATT TRENT AWARD 

a) Significant impact on the improvement of AIM-IRS. 

b) Demonstrates high degree of organizational knowledge, skills and abilities. 

c) Initiated significant procedural changes in AIM-IRS. 

d) EEO contributions to AIM-IRS. 

     e)
Actively recruiting members. 

EEO MERITORIOUS AWARD 

a) Supports EEOD sponsored activities (attend, participate, serve on committees, etc). 

b) Demonstrates a positive attitude toward activities promoting positive race relations. 

c) Actively recruits new AIM-IRS members. 

d) Membership and participation in other organizations. 

Chapter of the Year Award


The chapters are the pulse of the Association for the Improvement of Minorities in the Internal Revenue Service (AIM-IRS) organization. They are charged with carrying out the mission and goals of the organization.  Not until 2006 was there a process to recognize individual chapters for their outstanding contributions to furthering the mission, goals and objectives of the organization, thus the birth of the “Chapter of the Year” award.
    This award is one of the most prestigious awards that a chapter can receive.  It represents the “best of the best”.  The Chapter of the Year competition showcases the accomplishments of a chapter in addition to establishing a historical file from year to year.   It also establishes a sense of pride for the Chapter. 
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    Each sitting Regional Vice President will serve as a judge with judging based on activities for the calendar year (January-December).
THE CRITERIA listed under Sections 1 through 7 (below) must be completed in order to qualify for the Chapter of the Year Award.

1. One submission per region
2.   In order to be eligible for competition all chapter reports must have been submitted timely.   
3.  Each Region will be responsible for submitting one chapter.  This should be the chapter the region determines to be their best chapter. The chapter should be chosen in time for presentation at the Spring Executive Committee Meeting.  At that time, the judges will meet and decide the chapter that should be recommended as the chapter of the year. 
4.  3-ring binder or presentation book containing labeled dividers and appropriate content for each section-(may include items below among other pertinent information (Be creative): 

Section 1     The Chapter (History, Board, Chapter  



  Activities, Structure, Board Meetings, ABMTS,  


  
  Calendar of activities, Swearing-In Ceremonies)

Section 2     Communication (Newsletter, Web site, Emails, Board                                                 

                    Meeting Minutes, Flyers, etc)

Section 3     Membership Development (Membership Packages,       

                    Welcome Letter, Membership Meeting, Bylaws,  

                    Membership Drives, etc) 
Section 4     Programs & Education (Programmatic     

                    Meetings, Seminars, Workshops, ABMTS, etc)

Section 5     Community Involvement – (VITA, Adopt-a-                           

                    School, Community service projects, etc)
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Section 6     Chapter Recognition Program – Awards,

                    Awards Program, National Awards,                    

                    Scholarship Program

Section 7   Special Projects (Fundraisers,                                      

                   Thanksgiving/Christmas activities, Scholarship                                  

                   program, Picnics, etc)

 5. The judges will submit their scoring forms to the Awards  

 
             
Committee. 
6. The awards committee will compile the scoring forms and make their   recommendation to the National President based on the highest average score. 

7.  The National President will make the final decision. 

8. The Chapter of the Year will be announced along with the other    awards at the ABMTS. In addition, second and third place winners will be announced.  Cash awards (if National funds are available) will be issued in the following manner:  First Place - $200; Second Place - $100; Third Place -$50.  In addition each of these chapters will receive a plaque.  The First Place Winner will be the keeper of the perpetual plaque until the next conference.

GS- 7 and Below Scholarship Initiative

The GS-7 and Below Scholarship Initiative was launched during the 2005 Annual Business Meeting and Training Seminar (ABMTS).  This initiative is the organization’s effort to reach those members who might not otherwise have the opportunity to experience the networking and educational benefits derived from attending the ABMTS. It speaks to our core mission as an organization to provide self-help to our lower-graded members.
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Initially, the initiative was extended to GS-5 employees and below but the Executive Committee expanded it to include GS-7 employees.  The goal is to provide more members with an opportunity to encounter this rewarding and enriching experience.

Two types of scholarship are available using the following guidelines:

1. Top two (2) applicants from each of the seven regions totaling fourteen (14) GS-7 and below members will be provided free hotel accommodations for 3 nights, Wednesday through Friday of the ABMTS. Applicants must be willing to share a room with another scholarship recipient of the same gender.

2. If National Funds are available, the third top applicant from each region totaling seven (7) GS-7 and below members will receive $100 each to defray expenses to attend the ABMTS.

This means a total of 21 GS-7 and below members will receive some assistance to attend the ABMTS.  Each region is encouraged to support the GS-7 and Below Initiative by submitting to the Awards Committee their top three applications.  

The Awards Committee administers this initiative and will establish due dates each year.  The committee will screen and notify each Regional Vice-President, upon approval by the National President, of the recipients.  This will be done early enough to meet the first Registration cut-off date.

BYLAW COMMITTEE
I. The Bylaw Committee will be responsible for receiving and processing all additions and/or changes to the National Bylaws.

A.  WITH NOTICE- The Bylaw Committee will:
1. Receive all proposed  Bylaw amendments from any member of AIM-IRS in good standing
a.  The proposed Bylaw amendment  shall be clearly stated with the existing Bylaw, if applicable

b.  The proposed Bylaw amendment shall provide clear and understandable language

c. The proposed Bylaw amendment shall provide the rationale for proposed amendment
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2. Review proposed Bylaw amendment:

a.  Edit for grammatical errors;

b. Determine what other Articles may be affected by addition or change;

c. Provide a report to the National Executive Committee, with the committee’s recommendations at their Spring Meeting and no later than 60 days before the Annual Business Meeting at which they are to be presented.

d. The National Executive Committee will report back to the Bylaw Committee with its decision on which proposed amendments should be forwarded and which will not be considered.

3. Notice of any proposed amendments shall be mailed by the Executive    Committee to each member chapter and Regional Council at least 30 days before the opening date of the Annual Business Meeting with the recommendations of the Executive Committee

4. Such recommendations shall also be presented at the National Board of Directors Meeting and their recommendations shall be presented to the delegates at the Annual Business Meeting by the Bylaw Chair for a vote.

5.  Adoption of the proposed amendment requires an affirmative vote of  two-thirds (2/3) of the accredited delegates present in person or by proxy and voting at the Annual Business Meeting
6.  Prior to leaving the ABMTS the Bylaw Committee will present to the National Board a final report containing those amendments that were adopted during the Annual Business Meeting.

7. The Bylaw Committee shall be responsible for;

a.  inserting the adopted amendments into the Bylaws, with   appropriate amendment dates and:                    

b.  providing the National President with the complete amended version of  the Bylaws.

8.  The National President will be responsible for distributing the amended Bylaws to the National Board of Directors, each member, chapter, and the Website Committee for posting to the National Website.                           
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B. WITHOUT NOTICE: These Bylaws may be amended at any Annual Business Meeting by a unanimous vote of the accredited delegates present without previous notice.

CFC COMMITTEE
                                  See CFC Guidelines on the following link.

                                            http://www.aimirs.org/docs/CFCGuide.ppt
DISASTER RELIEF COMMITTEE
                            Objective
To provide disaster or other emergency relief assistance to AIM members and others affected during significant weather related events and other unexpected emergencies impacting the lives of AIM members and their communities.  

As an IRC 501(c)(3) non-profit organization, AIM-IRS may provide short term assistance and longer term aid to ensure that victims of disasters and other emergencies have the basic necessities such as food, clothing, housing, transportation and medical assistance. The type of aid must be based on the individual’s needs and available resources. It may be in the form of cash grants or vouchers for goods and services.           

                   COMMITTEE ORGANIZATIONAL STRUCTURE
 Chair 

 Committee Members – from each of the regions    
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                        Duties

1. AIM members or the community at large in the affected disaster area (as defined by federal declarations or other governmental authority) at the time of the disaster should be considered for financial grants or vouchers to assist with replacement needs stemming from the event, such as shelter, food, medical and clothing. Payment amounts will be set by the Board who will ensure that the issuance of such payments is in line with AIM’s charitable mission as a nonprofit.

     Assistance can be in the form of short term (emergency) assistance and longer term aid to ensure that victims have basic necessities. Payments for charitable organizations can be in the form of cash grants or vouchers for goods and services. Individuals who are financially needy or otherwise distressed are appropriate recipients of charity.

    Consider other corporate donations to the affected geographic community through personal services, partnerships with other non-profits or providing special educational scholarships for those in affected areas.

2. Use an application form to document financial need and other entitlement for assistance payments from AIM-IRS. 

3. In conjunction with the AIM Communication Committee, the Disaster Committee will develop a strategy to get the criteria and form placed on the website, sent to the chapters and other methods to notify those impacted and possibly eligible of how to apply for disaster assistance.

4. Establish a sub-committee to screen and process applications for disaster relief that are received. Members will include committee members along with CFO, National Treasurer and other national officials, as determined by the Board. 

5. A subcommittee of the National Finance Committee will work with the Disaster Relief Committee to identify long term funding for the AIM Disaster Relief Fund and make recommendations to the National Board for action.

3.23
Recordkeeping Requirements

     AIM-IRS must maintain adequate records that show the amounts paid, the purpose of the payments and information to establish that the distributions were made to meet the organization’s charitable purpose and victim’s needs. Documentation should include:

1. Description of assistance provided

2. Cost of assistance
3. Purpose for which assistance was given

4. Objective selection criteria for disbursing the assistance

                5. Relationship between recipient(s) and any officers,   




    directors or key persons of AIM-IRS.                                         

   6. In the case of short term emergencies, describe the date, place
      
                    and estimated number of victims. Examples of short term
                    emergency aid would include blankets, hot meals, location of          
                    crisis shelters, fans, coats, hats, gloves, etc.    
 FAIR ELECTION COMMITTEE
The purpose of the Fair Election Committee shall be to draw up the rules, procedures, and oversee the fair election of National Officers by the membership. Such plans for election shall be approved by the Executive Committee.  (See Article VIII and IX of the National Bylaws for guidance.)

The Election Committee is chaired by a Regional Vice-President who will not be a candidate for President or Senior Vice-President.  The National Executive Committee will select the Election Chair and its members. 

A. The Committee is made up of no less than four (4) AIM-IRS members representing four (4) different regions. 

BALLOTING

Upon receipt, from the Nominating Committee, of the qualified candidates for National Office the Election Committee shall prepare the election ballot. The ballots used at the biennial election shall:
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A. Contain the names of the candidates, listed in alphabetical order by offices and by geographic Regions. 

B.   Have an equal number of blank spaces for use in the event of nominations   

  from the floor.  

C.   Ballots will be numbered to reconcile with the exact number of accredited 
    
 delegates, delegates at large, and proxies.   

ELECTION

The National President and the National Senior Vice President shall be elected biennially.  The election shall be held during the association’s Annual Business Meeting and Training Seminar.  Qualifications and voting procedures can be found in Article IX, Sec. (2), (3) and (4) of the National Bylaws. 

A. Voting at the Annual Business Meeting shall be limited to the accredited delegates, delegates at large, and proxies.  

B. Delegates must be present to cast out their vote and exercise their proxies.

C. Each chapter shall be entitled to two (2) votes at the Annual Business Meetings. 

D. Voting at the biennial Business and Training Seminar Meeting of the National  
President and National Senior Vice-President shall be by secret ballot, unless a 
secret ballot is dispensed with by unanimous vote.

A majority of all votes cast shall be required for the election of the National President and National Senior Vice-President. 

A. In the event any ballot cast does not have a majority for any of those offices, 
there shall be further balloting for that office.  

B. On each succeeding ballot the same procedure shall be followed until some nominee shall have received a majority of all votes cast.

ELECTION BY MAIL VOTE: 

In the event a biennial election cannot be held during any year because of a national emergency, international crisis, or other reasons, or in the event of absence of a quorum at the Business Meeting and Training Seminar, that year's election of the President and Senior Vice-President shall be conducted by mail vote under procedural rules to be prescribed by the National Board of Directors.

Here are the election committee procedures:

1. The National Election is held on Tuesday at the Annual Business Meeting after all other business has concluded.
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2. Receive the nomination packages from the nominating Chair.
3. Prepare election ballots with the names of the nominees and provide blank spaces for nominations from the floor.

4. At the Annual Business Meeting solicit nominations from the floor.  Work with the Regional Vice President to certify that the nominee is qualified.

5. After nomination from the floor is closed, distribute ballots to the eligible voters with instructions.

6. Collect the ballots.  The election committee is responsible for counting the ballots.

7. If there are no multiple candidates in each position, the National Executive Secretary will cast one unanimous vote.  

A sample election ballot is included for each office:
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Exhibit 5


THE ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES

in the

Internal Revenue Service

______ National President BAllot

Candidate (s) National President
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EXHIBIT 5.1

THE ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES
in the

Internal Revenue Service

______National SENIOR VICE President BAllot

Candidate (s) National Senior Vice -President
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AIM-IRS 
NATIONAL MARKETING & COMMUNICATIONS COMMITTEE
Duties
The following list of duties is ongoing throughout the year:
Provide ongoing communications to AIM-IRS Membership regarding events such as: 

ABMTS (Annual Business Meeting & Training Seminar)
Regional Conferences
                           Fundraisers

                      Policies/Procedures

                      Scholarship Opportunities

                      CFC

Determine creative methods for marketing the organization

Website http://www.aimirs.org 

Presentations

E-Newsletters

Review/edit external & internal communications prior to dissemination

Draft correspondence (letters, flyers, etc.)

Manage centralized printing

National membership cards

Fundraiser flyers

ABMTS programs 

ABMTS flyers

ABMTS tickets

ABMTS posters

                           Miscellaneous printing needs
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The following duties are performed in support of the ABMTS:
Provide ongoing communications to AIM-IRS Membership regarding events such as: 

ABMTS (Annual Business Meeting & Training Seminar)

Regional Conferences

Fundraisers

Policies/Procedures

Scholarship Opportunities

CFC

Determine creative methods for marketing the organization

Website http://www.aimirs.org 

Presentations

E-Newsletters

The following duties are performed each year in support of the ABMTS:
Coordinate with Various Stakeholders in ABMTS Host Site 

Convention & Visitors Bureau

Chamber of Commerce

Urban League

Other Local Organizations

Research to Obtain/Disseminate Information Related to: 

Host hotel & other logistics 

What to do & see around the host city

Transportation 

Special events

Activities planned specifically for ABMTS attendees

MENTORING COMMITTEE
    See the Mentoring Program on the following link.
                   http://www.aimirs.org/mentoring.htm
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NOMINATIONS

The purpose of the Nominating Committee shall be to plan, implement and oversee the nomination of nationally elected officers.  

The Nominating Committee is chaired by a Regional Vice-President who will not be a candidate for National President or National Senior Vice-President.  The National Executive Committee will select the Nominating Chair and its members. 

A. The Committee is made up of no less than four (4) AIM-IRS members representing four (4) different regions. 

B. The Nominating Committee shall submit nominations under the following procedural rules as presented by the Nominating Committee and adopted by the National Executive Committee.
The Nominating Committee shall:

1.  Prepare and distribute, by January 31, 20xx, correspondence to notify the general membership soliciting nominations for National President and National Senior Vice President.  (See Exhibit 34 in chapter 5 for Notification Letter and Exhibit 5- 5.1 under Fair Election page 3.27 for nomination form)

2.   Certifying that all nominees meet the qualifications to run for National Office

3. Solicit from each nominee an essay outlining their vision and goals for the future of the organization (must provide specific examples).    
a. Due date for submission of nomination form is April 1,20xx.

b. Due date for the submission of the essay by qualified nominees is May 1, 2004.

4.  Submit nomination report for at least one (1) candidate and no more than two (2) candidates for the office of President and Senior Vice-President to the National Board of Directors by May 20, 20xx

5. The nomination report will be issued to the general membership at least 60 days prior to the opening date of the Annual Business Meeting and Training Seminar: 

a. by posting to the National website

b. notification through e-mail   

6. Open nominations from the floor during the Annual Business Meeting

a. Certify that all nominees from the floor consent to nomination

b.   Certify that all nominees meet the qualifications to run for National   


  Office

7. Close nominations from the floor

8. Present the names to convention delegates in written form prior to the election of officers.  
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9. Provide Fair Election Committee with the names of the nominees for National President and National Senior Vice-President, after providing the nomination report at the ABMTS General Business meeting.

Scholarship

MODESTINE HAYNES

Memorial Scholarship 

Modestine Haynes began her IRS career as a GS-2 Clerk Stenographer in Chicago. She held numerous non-supervisory and supervisory positions including, Secretary, Quality Control, Tax Examiner, Senior TSR, Manager – Taxpayer Service, Collection Section Chief, Assistant Branch Chief, and Chief, Training and Development Branch. At age 22, she was the youngest employee ever to hold a supervisory position in the Chicago District.

Upon retirement, she was very active in volunteer and missionary work including tutoring children in reading, preparing and distributing Christmas food baskets,   organizing a clothing drive that accumulated a large van of items for distribution in Georgia and Jamaica, and fundraising for various worthy causes. She also served on the Board of Directors for Substance Abuse Services, Inc.

Mrs. Haynes was one of the founders of the AIM Chapter in Chicago. She served 

  as Treasurer and National Senior Vice-President. She remained an active AIM 

 member until her death in 1990. 
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                                         AIM-IRS

Modestine Haynes Memorial 

Scholarship Requirements

1.  Applicant must be a high school graduate or General Education Degree (GED)    recipient.

2.  Applicant must submit a completed application and substantive biography.

3.  Applicant must be an IRS employee.

4.  Applicant must be employed in an IRS full-time, non-professional position. (GS-9 or       
below)

5.  Applicant must submit a copy of all high school/college grades. (Transcript)

6. Applicant must sustain a 2.0 grade point average on a 4.0 scale.

7. Applicant has not received this scholarship in the past two years.

STIPULATIONS FOR USE OF THE SCHOLARSHIP
1. The scholarship may be used for tuition and books at an accredited institution only.  

     Payment may be made directly to the school which allows qualified expenses                                      to be charged against it or to recipient upon submission of itemized receipts to the Scholarship Committee.  In the event expenses are submitted for only part of the scholarship amount, AIM-IRS will retain the remaining amount until additional receipts are submitted for payment. If any funds from a scholarship award remain unclaimed after one (1) year, the funds will be returned to the general scholarship fund.

2. The National Board of Directors reserves the right to approve or disapprove any  
application for this scholarship. (See Exhibit 14)
I fully understand the conditions of this Scholarship Award and agree to abide    by the requirements for this scholarship.
Signature: ______________________________ Date ____________   
                                                                                                                                                          





3.33 

II.   REGIONAL OFFICERS

Regional Vice President

The Regional Vice President serves as a liaison between the National Board of Directors and the local chapters.  He/she directs and coordinates the activities of one or more chapters and assists the National President in formulating and administering organizational policies.  The Regional Vice President serves on the National Board of Directors and the Executive Committee.

The Regional Vice President shall:

A. Chair the Regional Council

B. Make visitations to chapters


C.  Direct and supervise the activities of the Regional Representatives


D.
Resolve chapter problems and disputes


E.
Oversee chapter elections


F.
Prepare quarterly reports for submission to the National President


G.
Prepare Annual Report of Regional accomplishments

     H.
Submit an annual budget to the National Board of Directors

Qualifications


1.
One year of service in the local chapter as an elected officer


2.
Knowledge of the organizational structure, history, mission and goals of



AIM-IRS



3.
Ability to communicate effectively


4.
Leadership skills


5.
Knowledge of the bylaws and policies of AIM-IRS
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Regional Representative

The Regional Representative is an elected position.  He/she serves as a member of the National Board of Directors and the local Regional Council.

The Regional Representative shall:


A.
Serve as a member of the Regional Council


B.
Make evaluative visitations to the chapters


C.
Serve as committee member at the National or Regional level as directed by



the National President or Regional Vice President


D.
In the absence of the Regional Vice President serve in that capacity on an as



needed basis.

Qualifications


1.
One year as an elected officer of the local chapter


2.
Knowledge of the history, organization, purpose, goals and bylaws of AIM-IRS


3.
Leadership skills


4.
Ability to communicate effectively


5.
Writing skills, desirable


6.
Dependability


7.
Basic knowledge of Parliamentary procedure
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III. CHAPTER OFFICERS

Chapter President

The Chapter President is an elected position.  He/she serves as a member of the local Regional Council.

The Chapter President shall:


A.
Oversee the executive affairs of the chapter


B.
Serve as Chair of the chapter’s Board of Directors and Executive 



Committee


C.
Make an annual report to the general membership


D.
Preside at all meetings of the chapter


E.
Assign direct supervision of committee work to the Vice President(s), officers



and directors


F.
Appoint the Chair of all special committees and advise on committee



Membership 
Qualifications


1.
Served one year on the Board of Directors of the local chapter


2.
Knowledge of the history, purpose, goals and bylaws of the organization


3.
Ability to communicate effectively


4.
Knowledge of Parliamentary procedure


5.
Leadership skills


6.
Dependability


7.
Knowledge of the organizational structure of IRS, desirable
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Chapter Vice President(s)

The Vice President(s) is an elected position.  He/she serves as a member of the Executive Committee.

The Vice President(s) shall:


A.
Assume direct supervision over the responsibilities and functions of the 



directors and committees assigned to them by the President


B.
Be assigned duties by the President or Board of Directors


C.
Be appointed by the President to perform his/her duties in his/her absence


D.
In the event there are two Vice Presidents, one will oversee external affairs



and the other will oversee intra chapter affairs.

Qualifications


1.
One year of service on the Board of Directors of the local chapter


2.
Knowledge of the organization, purpose, history and bylaws of AIM-IRS


3.
Leadership skills


4.
Basic knowledge of Parliamentary procedure


5.
Ability to communicate effectively


6.
Dependability


7.
Knowledge of the organization of IRS, desirable
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AIM-IRS

ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES

First Vice President - External Affairs 

Duties

To assume direct supervision over the responsibilities and/or functions of the Directors and committees assigned by the President. You have supervision over three standing committees chaired by Directors. You are to assume such other duties as may be assigned to you by the President of the Board of Directors. The President shall appoint one of the Vice-Presidents to perform his/her duties in his/her absence. 

            For better control, the Vice-President should be involved in the control,  
reconciliation
  and accounting for all funds.

1. 
LEGAL/LEGISLATIVE REVIEW COMMITTEE

The Legal/Legislative Review Committee shall be responsible for overseeing all legal and legislative matters pertaining to the operation and programmatic purposes of the Association.  This committee shall work closely with Legal Counsel.

2.
ISSUES and RESEARCH COMMITTEE 

The Issues and Research Committee shall be responsible for deciding what member problems shall become Association issues to be addressed during the year. This committee will design, present and oversee research relative to the developments of member concerns regarding discrimination and careers. 

3. 
BYLAWS COMMITTEE 

The Bylaws Committee shall be responsible for overseeing the review, restructuring and rewriting of the Association's Bylaws when appropriate and necessary. This committee will also be responsible for the interpretation of said Bylaws for the Board of Directors and to the membership. 
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   FIRST VICE PRESIDENT

ORGANIZATIONAL STRUCTURE



            

                                                                                -------

                                                                                                              |


                                                                                -------               

                                                                         |


                                                                               -------

OBJECTIVE:  To oversee the Association’s External Affairs, while assisting the 


             directors and committees under your supervision.  Also assuming all 


  other duties assigned by the President.  
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I.
ATTENDANCE AT MEETINGS 

A.
1ST Vice President should attend monthly board meetings as well as monthly programmatic meetings. When unable to attend a board meeting, the VP should notify the President prior to the scheduled meeting and arrange for another Executive Board member, Director or Representative of one of the three committees supervised by the VP to act on their behalf. 

II. 
BUDGET 

A. 
Determine estimate of funding needed to support the committee's responsibilities, such as materials needed for reproduction, etc. 

B. 
Submit a budget for the year to the Budget and Finance committee by the date requested, usually in November. 

III.
 STANDING COMMITTEES 

A.
Provide supervision to the three standing committees as well as those assigned by the President. 

B.
Meet with committees as needed to ensure that the committee's goals and objectives are being carried out. 
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                               LEGAL/LEGISLATIVE REVIEW COMMITTEE

ORGANIZATIONAL CHART






OBJECTIVE:  To oversee all legal and legislative matters pertaining to the 


             operation and programmatic purposes of the Association and 



  work closely with Legal Counsel when
needed.  
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I.
 ATTENDANCE AT MEETINGS 

A. Director should attend monthly board meetings as well as monthly program meetings. When unable to attend a board meeting, the Director should notify the President prior to the scheduled meeting and arrange for a member of the committee to attend as a representative. 

II.
RECRUIT COMMITTEE 

A. Select a minimum of two members for the committee. 

III.
 BUDGET 

A. Determine estimate of funding needed to support the committee's responsibilities, such as envelopes, postage, reproduction, etc. 

B. Submit budget for the year to the Budget and Finance committee by the date requested, usually in November. 

IV.
 GOALS 

A. To ensure all legal and legislative matters are addressed

B. To provide guidance in protecting the exemption status of the Association      

V.
Legal Counsel

A. Recommendation of  Legal Counsel when needed

B. Provide at least three bids for representation to the Board
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     ISSUES & RESEARCH COMMITTEE

     ORGANIZATIONAL CHART






OBJECTIVE:  To identify concerns of the membership and to address them as 


             action items. 

3.43
I. 
ATTENDANCE AT MEETINGS 

A. Director should attend monthly board meetings as well as monthly programmatic meetings. When unable to attend a board meeting, the Director should notify the President prior to the scheduled meeting and arrange for a member of the committee to attend as a representative. 

II.
RECRUIT COMMITTEE 

           A.  Recruit six or more members to serve on this committee and/or                                                                                      
      subcommittee.

III.
 BUDGET 

           A.  Determine estimate of expenditures needed to support the committee's  

      activities for the year. 

 B.  Submit a budget for the year to the Finance and Budget Committee by the      

     date requested, usually in November. 

IV. 
ISSUES 

           A.  Identify problems/issues of concern to the membership. Solicit input from the                             
      members, EEO Office, other interested parties, outside resources, etc. 

           B.  Research the issues to determine which are appropriate to be addressed by               
      the Chapter. 

C. Prioritize the issues and coordinate for action with the appropriate committee, Conference and Planning, Program and Development, etc. 

V.
IMPLEMENTATION

A.  Establish subcommittees as needed

B. Consult with the Membership Committee on information to go out in the                                  monthly mailing and the Public Information and History Committee on      advertising issues. 

      C.  Consult the Legal and Legislative Review Committee when researching  
 
       information in the problem and issues area. 

      D.  Make periodic reports to the Board. 
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BYLAWS COMMITTEE

ORGANIZATIONAL CHART


 


OBJECTIVE:  Ensure that the bylaws are understood, adhered to and that they 


  currently reflect the mission, responsibilities and duties of the 


  chapter. 
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I.
ATTENDANCE AT MEETINGS 

A. Director should attend monthly board meetings as well as monthly program meetings. When unable to attend a board meeting, the Director should notify the President prior to the scheduled meeting and arrange for a member of the committee to attend as a representative. 

II.
RECRUIT COMMITTEE 

A. Select a minimum of two members for the committee. 

III.
 BUDGET 

A. Determine estimate of funding needed to support the committee's responsibilities, such as envelopes, postage, reproduction, etc. 

B. Submit budget for the year to the Budget and Finance committee by the date requested, usually in November. 

IV.
 GOALS 

           A.  Determine short term, long-term goals and develop plan for meeting goals. 

          B. Recommend amendments, revision, restructuring, etc. as necessary and/or  

     required. 

V.
BYLAWS 

A. Research questions and provide an interpretation for the board and/or membership. 

B. Become familiar with Roberts Rules of Order 

C. Monitor adherence to bylaws at all times. 

D. Incorporate amendments mandated by the National Board of Directors in a timely manner.
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AIM-IRS

ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES

Second Vice-President – Intra Chapter Affairs

Duties 

To assume direct supervision over the responsibilities and/or functions of the Directors and committees assigned by the President. You have supervision over three standing committees chaired by Directors. You are to assume such other duties as may be assigned to you by the President of the Board of Directors. The President shall appoint one of the Vice-Presidents to perform his/her duties in his/her absence. 

1.
Program and Development Committee 

The Program and Development Committee shall be responsible for planning and conducting the regular membership meetings of the Association. This committee will also be responsible for planning, conducting and approving all Association developmental and educational activities. 

2.
 Evaluation, Scholarships and Awards Committee 

The Evaluation, Scholarships, and Awards Committee shall be responsible for the ongoing evaluation of all Association activities.  This includes, but is not limited to, an annual written critical assessment of how the Association is functioning, due in April of each year.  This committee is also responsible for identifying, selecting and awarding appropriate recognition to members and friends of the Association. The committee shall also be responsible for overseeing and implementing the chapter’s scholarship program.  This includes, but is not limited to, determining eligibility, selection criteria, and award presentations. 

3.
 Fair Election Committee 

 The Fair Election Committee shall be responsible for planning and overseeing annual elections as well as campaigning, special elections and reporting results of it to the Board of Directors and the membership in accordance with these Bylaws.    
                                      3.47  

    SECOND VICE PRESIDENT

ORGANIZATIONAL STRUCTURE


            

                                                                                -------

                                                                                                              |


                                                                                -------               
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                                                                               -------

OBJECTIVE:  To oversee the Association’s Internal Affairs, while assisting the directors  

   and committees under your supervision.  Also assuming all other duties 


   assigned by the President.  
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I.
ATTENDANCE AT MEETINGS 

A. 2nd Vice President should attend monthly board meetings as well as monthly programmatic meetings. When unable to attend a board meeting, the VP should notify the President prior to the scheduled meeting and arrange for another Executive Board member, Director or Representative of one of the three committees supervised by the VP to act on their behalf. 

II. 
BUDGET 

A. Determine estimate of funding needed to support the committee's responsibilities, such as materials needed for reproduction, etc. 

B. Submit a budget for the year to the Budget and Finance committee by the                                                          date requested, usually in November. 

III.
 STANDING COMMITTEES 

A. Provide supervision to the three standing committees as well as those assigned by the President. 

B. Meet with committees as needed to ensure that the committee's goals and objectives are being carried out. 
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PROGRAM AND DEVELOPMENT COMMITTEE





ORGANIZATIONAL CHART












OBJECTIVE:  To have an annual calendar planned for the period January 



   through December of each year.  Plan and conduct monthly 



   programmatic meetings and to coordinate educational



              and developmental activities for the Chapter.
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I.  
ATTENDANCE AT MEETINGS 

A. Director should attend monthly board meetings as well as monthly programmatic meetings. When unable to attend a board meeting, the Director should notify the president, prior to the scheduled meeting, and arrange for the Assistant Director or another member of their committee to attend as a representative. 

II. 
RECRUIT COMMITTEE 

A. Select a minimum of five members for the committee. 

(1)
Look for persons Interested in public relations 

(2)
Include Post of Duties 

III. 
ASSISTANT DIRECTOR 

A. Appoint and train a committee member to act as "co-chair" to represent the committee in the absence of the Director. 

IV.
CALENDAR 

A. Plan a 12-month calendar. Refer to previous year's calendar for guidance. 

B. Coordinate events and dates with the Executive Committee. 

C. Each board member should receive a copy of the finalized calendar. 
V. 
TOPICS AND SPEAKERS. 

A. Solicit topics for workshops and educational activities from membership and/or board. 

B. Build on the theme for the national convention, if possible. 

C. Solicit names of speakers and presenters for monthly programs. These can be individual speakers. Panel discussions or workshop/seminar presenters. 
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VI. 
MONTHLY NOTICES 

A.     Once the program has been determined, prepare flyers for monthly mailing. 

B.     Have Flyers approved by the Public Information Director or designee.
           C.      Get flyer to the Membership Director no later than the Board Meeting            
          preceding the monthly program or in sufficient time for mailing. 

VII.
IN-HOUSE ADVERTISING 

A.      If mailing notice is suitable, it may be used, otherwise, prepare flyer for       
distribution to all Post of Duties. 

VIII.
PROGRAMMATIC MEETINGS

A. These meetings are usually held at (a place and time to be determined).

B. Committee is responsible for seating arrangements, so be sure to arrive a few minutes early. 

C. Introduce the speaker (Executive committee member usually opens and closes meeting). 

D. Thank the audience for coming, and announce the next programmatic meeting. 

IX.
ACKNOWLEDGEMENTS FOR SPEAKERS 

A.
 If presentation is not made at the meeting, have "Thank you" prepared for approval at the next board meeting. 

X.
BUDGET 

A. Once the calendar has been developed, start thinking of funding needed to support the committee’s activities.  Some items to consider are; paper, printing, postage for acknowledgements and refreshments.

B. Submit a budget for the year to the Budget and Finance Committee by the date requested, usually in November.
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NOTE:     Programmatic meetings must be planned for January, February, March, April, May, June, September, October, and November.  Each chapter must designate a month in which they will hold their annual business meeting.  This meeting may include the installation of newly elected officers.  It can also include a reception for new managers and executives.
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EVALUATION, SCHOLARSHIPS & AWARDS COMMITTEE

ORGANIZATIONAL CHART
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     OBJECTIVE: 
To evaluate chapter’s activities, overseeing and implementing the scholarship program as well as awarding appropriate recognition to members and friends of the Association.
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I. 
ATTENDANCE AT MEETINGS 

A. Director should attend monthly board meetings as well as monthly        programmatic meetings. When unable to attend a board meeting, the Director should notify the President prior to the scheduled meeting and arrange for a member of the committee to attend as a representative. 

II.
RECRUIT COMMITTEE 

            A.      Recruit four or more members to serve on this committee. 

III.
 BUDGET 

A. Determine estimate of expenditures needed to support the committee's activities for the year. 

B. Submit a budget for the year to the Finance and Budget Committee by the date requested, usually in November. 

IV. 
GOALS
A. Evaluate the chapter’s ongoing activities including an annual written  
 
critical assessment of how well the chapter is functioning which is due in   
April of each year.  

B.      Oversee and implement the chapter’s scholarship program by determining        
     eligibility, selection criteria and award presentation. 

C.      Identify, select and award appropriate recognition to members and                         

friends of the Association. 
                                                                     3.55
FAIR ELECTION COMMITTEE
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OBJECTIVE: 
To assure a fair election and prompt reporting of the results according to established rules governing the elections and related campaigning. 
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I.
ATTENDANCE AT MEETINGS

A.
Director should attend monthly board meetings as well as monthly program meetings. When unable to attend a board meeting, the Director should notify the president prior to the scheduled meeting and arrange for a member of that committee to attend as a representative. 

II.
RECRUIT COMMITTEE 

 A.       The President will appoint a minimum of five members to serve on this        
     committee.

III.
ELECTION

A.
The annual election of officers and directors will take place at the annual election meeting. (Place to be determined by the Board.)
IV. BUDGET

A. Estimate the funding needed to support the committee’s responsibilities, such as paper, reproduction materials, etc.

       B.      Submit budget for the year to the Finance and Budget Committee by the             
           date requested, usually in November. 

VI. 
ESTABLISH RULES

A. Review present election rules and make a proposal for any needed revisions to the Board of Directors.

B. Determine expenses to be incurred by candidates.

C. Determine style of ballot.

D. Refer to bylaws as needed.

E.  Present written report to the Board of Directors at the January board             
meeting of the rules governing the upcoming election for that year.
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VI.
CAMPAIGNING 

A. The Board of Directors will present nominees for the election to the committee at the August board meeting. 

B. Brief nominees of the rules established for campaigning. 

C. Enforce bylaws and the rules adopted by this committee.  In the event of violation of either, the Committee may recommend to the Board of Directors the removal of any such candidate.
VII. 
ELECTION DAY 

A.
Work with the nominating committee in determining the eligibility for nominations made from the floor. 

B. 
Get ballots from the nominating committee. 


C.
Distribute ballots to members eligible to vote. 

D. 
Keep a record of the number of ballots distributed and collected. 

E. 
The nominees receiving the highest number of votes for any office is     
 

declared the winner. 

F. 
In the event of a tie vote, the outgoing president shall cast the 


           deciding vote.

G. 
Report the results of the election no later than 24 hours after the election is officially ended. 
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AIM-IRS

ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES

                                                           SECRETARY 

Duties

The Secretary shall be responsible for all official records of the Association and shall have custody of the official seal and supervision over three standing committees chaired by Directors. The President of the Board of Directors as he/she may direct and no other person shall give notice of all meetings of the membership or the Board of Directors and any other duties as may assign the Secretary or such person from time to time. The Secretary shall assume direct supervision over the responsibility and functions of the Directors and Committees assigned to them by the President 

1. 
Public Information and History Committee 

The Public Information and History Committee shall be responsible for the oversight of all information going to the public on behalf of the Association. This committee shall advise the Board of Directors as to the appropriateness or inappropriateness of public communications. This committee shall establish and maintain a written historical sketch of the Activities. This committee will also write, edit and publish at least quarterly the official Association publication.

2. 
Nominating Committee 

The Nominating Committee shall be responsible for certifying the eligibility of members who run for an Association office at the annual election meeting or special election meeting. The Nominating Committee will formulate the annual election slate in accordance with these Bylaws. 
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3. 
Membership Committee 

The Membership Committee shall be responsible for establishing, evaluating and maintaining the membership roster.  This committee is responsible for membership orientations and making recommendations to the Board of Directors on membership applications.  The committee will handle the general administration of the membership process to include resignations, dismissals and reinstatements. The committee will also send monthly meeting notices. 
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                 SECRETARY
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          OBJECTIVE:      To maintain the official records of the Association
                                               3.61  
SECRETARIAL DUTIES
The officer in charge of minutes (Documents recording the Proceedings), correspondence, the roll of members, and similar matters is usually called the Secretary or Clerk. 

During a meeting, he/she should be seated near the presiding officer. Bylaws sometimes authorize an assistant secretary or two secretaries: a corresponding secretary and a recording secretary. In the latter case, however, the recording secretary does any reading of correspondence at a meeting. In some cases the secretary may have to preside briefly. 

THE SECRETARY’S DUTIES ARE TO:

1. Record the minutes and keep them in a book. 

2. Maintain current accurate copies of all organizational documents. (Including the bylaws, rules of order, and standing rules).

3. Issue written notices of meetings and certain motions.

4. Prepare the agenda for the presiding officer.

      5.  Maintain a roster of the membership (unless the bylaws assign this duty to  
  
      the treasurer).

6.   Provide and sign copies of organizational documents. 

 7.   Make the minutes and organizational documents available to members at reasonable times and places, and 

8.   To call the roll when required 

 The secretary should also provide the chair with a list of all committees and their    
members.  Furthermore, the secretary should notify persons of their having been 
chosen as an officer or a committee member, and he/she is 
 responsible for providing committees with relevant information from the assembly, such as instructions.

In the absence of the secretary, a secretary pro tem should be elected. 

In writing the minutes, the secretary should include the following: 
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The date, time, and place of the meeting; the kind of meeting; the name of the assembly; the fact of the presence of the regular chair and secretary.  Or, in their absence, the names of their substitutes; whether the minutes of the previous meeting were approved; all main motions in their final form and their status; all oral notices of motions; all points of order and appeals, including the reasons given by the chair; all motions to reconsider; all elections; all numbers or tellers; reports announced by the chair; the roll and the votes of members when a vote was taken by roll call; names of movers of important motions, and the time of adjournment. 

 The secretary should sign the minutes but should not use the expression "Respectfully Submitted," when the minutes have been approved, the secretary should so note on them; if they are approved with corrections, the corrections should be made.  The minutes should contain the names of those who seconds motions.  The minutes should not contain the secretary’s opinions on matters, any withdrawn motions, the proceedings in a committee of the whole, or a summary of the remarks of a guest speaker.

When minutes are to be published outside the organization, they should be published only after approval and should be signed by both the president and the secretary. In such a case, remarks by the leading speakers may be included, but doing so may require that the secretary have a least one assistant. 

Minutes frequently have attachments to avoid the task of copying the text of documents into the minutes, but are also permissible for the secretary to record only a brief summary of a report (Except any motions from the report must, of course, be recorded in full, as required above). 

The general guidelines for determining the content of minutes, except when they are published outside the organization is that they should record what is done by the assembly, NOT what is said by the members. 

SAMPLE MINUTES

A regular meeting of the XYZ Society was called to order at 7:02 P.M. on Thursday July 16, 1987, at the Society headquarters at 2400 Oak Street, Any town. The president was in the chair, and the secretary was present. 

Agnes Kennedy approved the minutes of the June meeting upon motion. The treasurer's report was a financial statement with a balance on hand, as of June 30 of $12,345.67. 
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The Building committee reported on minor damages to the building by the recent storm and the necessary repairs in an amount less than the deductible amount of the insurance policy.                                 
The chair announced as unfinished business the motion postponed from the last meeting.  “That the Society approved the rental of a booth for sales and information at the County Fair”.  The motion was adopted:  That we provide labels for a mailing to members by the Red Cross in a procedure in which the Society attaches the labels to envelopes ready for mailing to members.  Names and addresses are not revealed to the Red Cross.”

A motion by John Carroll "That we obtain advice from an accounting consultant regarding a change of our fiscal year, donations, and other matters concerning bookkeeping, at a cost not to exceed $2,000.00" was referred to the Finance Committee with instructions to report at the next meeting. 

After a program concerning Drug-Related Crime in the Community, the meeting adjourned at 9: 40 p.m.  

Signature 

John Wong Secretary 

Copied from Robert's Rules of Order (The Modern Edition) 
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  OBJECTIVE: 
To assure that information for public communication is appropriate, accurate, and of good quality, to preserve the history of the association, and to be responsible for the official Association's publication. 
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I. 
ATTENDANCE AT MEETINGS

A.
Director should attend monthly board meetings as well as monthly programmatic meetings. When unable to attend a board meeting, the Director should notify the President prior to the scheduled meeting and arrange for a member of the committee to attend as a representative. 

II.
RECRUIT COMMITTEE

A. 
Select a minimum of four members for the committee. 

III.
 BUDGET 

A. 
Determine an estimate of funding needed to support the committee's responsibilities, such as paper, reproduction, etc. 

B.
Submit a budget for the year to the Budget and Finance Committee by date requested, usually in November. 

IV.
INFORMATION REVIEW
A.
Review all Flyers, Notices, etc. for grammar, spelling, and accuracy of information. 

B.
Prepare for distribution, information about the organization for membership drives, news articles, etc. This information should be readily available. 

C. 
Review formal and/or official correspondence going to the Internal Revenue Service, the pubic and/or new members. This may be such items as request for speakers and acknowledgements. 

V.
 HISTORY 

A. 
Maintain the history of the organization on an ongoing basis. 

B.
Include records of all activities, projects and events during each calendar    
year.

C. 
Include photos when applicable.

D. Maintain in binder form, labeled by year, where applicable. 
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 E.        Information maintained is property of AIM-IRS. 
NOTE: 
Available space dictates how much can be stored.  At the discretion of the Director, superfluous records can be deleted. 
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                                             NOMINATING COMMITTEE

ORGANIZATIONAL CHART
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OBJECTIVE: 
To properly certify members who run for an office. To formulate the annual election and/or special election slate and to insure that the organization follows the rules and regulations for the nominating process. 


3.68                      

I.
ATTENDANCE AT MEETINGS

 Director should attend monthly board meetings as well as monthly programmatic meetings.  When unable to attend a board meeting, the Director should notify the President prior to the scheduled meeting and arrange for a member of the committee to attend as a representative.

II.
RECRUIT COMMITTEE 

A. Select a minimum of four members for the committee.

III.
ELECTION

A. The election of officers and directors will take place at the annual election meeting in September of each year. 

IV.
BUDGET

A.    Determine funding needed to support the committee’s responsibilities, such as envelopes, postage, reproduction, etc.
B.
Submit a budget for the year to the Budget and Finance committee by the date requested, usually in November. 

V.
DETERMINE VACANCIES 

A.
Get current paid members' list from the treasurer. The list must contain the correct name and address, current telephone number, current eligibility information, such as date first dues paid (any year), member of a committee, and length of time on committees. 

B. The executive committee and directors are elected for two-year periods. Refer to bylaws for directors of committee to be elected. 

C. Consider committees needing directors to fill the expired terms.

VI.
SOLICIT NOMINATIONS 

A.
Secure membership labels for affixing to business size envelopes. Secure smaller size envelope for return addressing. 
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B.
Send letters to all paid members requesting nominations.  Modify letter to conform to election year. 

       C. 
Coordinate receipt of returned mail from the post office box with   
membership committee, so that you get returned nominee letters prior to 
the Board meeting preceding the regular August membership meeting. 
Three weeks lapse time is sufficient. 

VII.
ELIGIBILITY 

A. 
Verify nominees’ eligibility. 

B. 
Notify nominees of their nomination, of their eligibility, and ask if they will accept the nomination. 

VIII.
BALLOTS 

A. 
The Fair Election committee will provide the style of the election ballot, oversee campaigning, establish the rules, supervise the election and report the results. 

B. 
Prepare final ballot for review by the Public Information Director before scheduling the election meeting. 

C.
Once the ballots have been approved, obtain sufficient copies, one for each paid member and a few extras in case of error. Keep a record of the number printed. 

D. 
At the Board of Directors meeting before the regular meeting in August, give the President the slate of candidates for each office to be filled. The President will present such nominees to the Fair Election Committee. 

IX.
ELECTION DAY 

A. 
Turn ballots over to the Fair Election Committee with the count.

B.       Nominations may be made from the floor, so be prepared to determine eligibility of such nominations. 

C. 
Assist the Fair Election committee in determining active members in good standing to receive ballots for the purpose of voting in the election. 

X.
SPECIAL ELECTIONS. 
A. 
Consult with the Fair Election Committee for time frames etc. for any     
  

special elections. 
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    MEMBERSHIP COMMITTEE
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OBJECTIVE:
To have one membership drive per year, to have a current and complete roster, to provide new member orientation to all new members, and provide notification of programs to the membership.
                                                    3.71                                               
I.
ATTENDANCE AT MEETINGS 

A. 
Director should attend monthly board meetings as well as monthly program meetings. When unable to attend a board meeting, the Director should notify the President prior to a scheduled meeting and arrange for the Assistant Director or another member of the committee to attend as a representative. 

II. 
RECRUIT COMMITTEE 

A. 
Select a minimum of four members for committee

III. 
ASSISTANT DIRECTOR 

A.
Appoint and train a committee member to act, as “co-chair” to represent the committee in the absence of the Director. 

IV. 
NEW MEMBER ORIENTATION

A. 
Coordinate, conduct and present new member orientation as required by the bylaws. The orientation will be held prior to a monthly workshop and should be no longer than 30 minutes in length. 

B.
 All board members should be present, but designate a different one to speak at each orientation for a few minutes on the duties and responsibilities of that office. 

C.
Assure that adequate handouts are available. 

D.
Solicit help, information, assistance, etc. from a prior membership chair or committee person. 

V.
ANNUAL MEMBERSHIP DRIVE 

A. 
Coordinate membership drives with Post of Duty representatives. 

B. 
Advertise via Flyers sent to various Posts of Duty contacts. 

C.
Start to remind members of renewal as early as October. This can be done on the Monthly meeting notices. 

D. 
Distribute membership applications to all Posts of Duty contacts. 
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E.  
Give all dues received and membership information to the treasurer as 


soon as possible, but no later than the first board meeting after receipt.  

     The membership committee retains the application.

F. 
Information needed by the treasurer is the amount received (cash, check, money order, etc.), with list of names, addresses, telephone numbers, types of membership, and membership numbers. 

G.
New memberships and renewals will be accepted throughout the year. Be certain that new and renewing members are aware of the cutoff date for receiving member discounts for the National Conference. 

      H. 
Contact past members and retirees for renewals and/or new   

 

memberships. 

VI.
MONTHLY MEETING SIGN-IN 

A.
 Be sure that sign-in sheets are available at each monthly programmatic 


meeting. 

B.
 Label sign-in sheet with the date and topic of workshop. 

C.
 Be sure that both members and guests sign in. 

D. 
Copy of the sign-in sheet will be given to the secretary for retention at the next board meeting. 

VII.
MAILINGS 

A. 
An original of the monthly programmatic meeting/workshop notice will be given to the Director no later than the board meeting preceding the event. This information will come from the program committee or the committee responsible for the activity. 

B. 
If the mailing is for other than the monthly notice, an original should be received in sufficient time as agreed upon. 
C. In the event additional information, such as for Fundraisers, Spring Conference, Manager of the Year Award; etc., is being mailed, either separately or along with the monthly notice, members of respective committees should work with the membership committee in putting together such information.
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VIII. UPDATE MAILING LIST

  
 A.  Keep membership list updated with names, current addresses and                                                            
telephone numbers.  Keep monthly mailing list updated with current 
addresses.  Use sign-in sheets to assist in this effort. 

                    This list includes members as well as guests.

IX. PER CAPITA DUES

A. Work directly with treasurer to be sure that records agree on membership funds received to determine the number of members for payment of per capita dues to National.

B. Submit current list of members with current address and telephone numbers to the treasurer to be included with the per capita dues.  Coordinate with the treasurer for date.

C. Membership drive, collection of dues, current membership list, etc. should be completed in sufficient time to comply with the National deadlines.

   X.
BUDGET


A.   Determine estimate of funding needed to support the committees’ responsibilities, such as postage, paper, reproduction, etc.

     B.        Confer with previous Director or records to assist in this effort.

         C.        Submit budget for the year to the Budget and Finance Committee by the 

           date requested.  This is usually in November.  
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AIM-IRS
ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES

TREASURER
Duties:


                             The Treasurer shall receive and disburse all funds of the Association and keep an accurate account of all receipts and expenditures and supervise three standing committees chaired by Directors. He/she shall make a report thereon at each regular meeting of the Board of Directors and shall make an annual report to the Association. He/she shall pay all bills on the order or direction of the Board of Directors. The Treasurer's books shall be open at all times for inspection by the auditor and the Board of Directors. An annual audit shall be performed on all Association financial records. Said audit will be performed by an independent party who is not a member of AIM-IRS. Said independent party shall be selected on a rotating basis and approved by the Board of Directors. The Treasurer shall not be relieved of his/her responsibilities for his/her term of office until said audit has be completed and approved by the Board of Directors. The Treasurer shall assume direct supervision over the responsibility and functions of the Directors and Committees assigned to them by the President 

1. 
BUDGET AND FINANCE COMMITTEE 

The Budget and Finance Committee shall be responsible for planning, implementing and monitoring the   Association's financial affairs in accordance with the provisions of the Bylaws at the direction of the Board of Directors. 

2. 
FUND RAISING COMMITTEE 

The Fund Raising Committee shall be responsible for approving and overseeing all fund raising activities entered into by and on behalf of the Association. This committee shall, at the direction of the Board, plan and implement vital fund raising activities. 
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3. 
CONFERENCE AND PLANNING COMMITTEE 

The Conference and Planning Committee shall be responsible for planning and evaluating all conferences    attended by Association members. This committee, at the direction of the Board of Directors, also has responsibility for planning and implementing chapter conferences. 
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                  TREASURER

ORGANIZATIONAL STRUCTURE
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           OBJECTIVE:   To have an accurate account of the chapter's finances. 
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I.
ATTENDANCE AT MEETINGS 

A.
Treasurer should attend monthly board meetings as well as monthly programmatic meetings. When unable to attend a board meeting, the Treasurer should notify the President prior to the scheduled meeting and arrange for the Director or Representative of the Finance and Budget committee to attend and make the Treasurer's report. 

II. 
BUDGET 

A. 
Determine estimate of funding needed to support the committee's responsibilities, such as materials needed for keeping records, reproduction, etc. 

B. 
Submit a budget for the year to the Budget and Finance committee by the date requested, usually in November. 

III.
 STANDING COMMITTEES 

A.
Provide supervision to the three standing committees as well as those assigned by the President. 

B.
Meet with committees as needed to insure that the committee's goals and objectives are being carried out. 

IV.
REPORTING REQUIREMENTS. 

A. 
Determine reporting requirements and inform each Director/Chair 
           

of the requirements. 

B.
Establish and distribute rules and regulations for the handling of checks   

           and cash.

C.
Issue written monthly financial reports, IN WRITING at the Board of 
  

Director’s meeting. 

D. 
Issue Annual Financial report for the Annual Business Meeting (month determined by the Board. 
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V.
RECORD KEEPING 

A. 
Have expertise in double entry bookkeeping 

1. 
Maintain copies of all budgets for one year 

2.
After one year the bound budgets should be given to the Director in charge of archives. 

B.
 Deposit monies and checks and make withdrawals by check. 

1.
Have written monthly/year- to-date Income statement and Balance  
 

Sheet. 

2. 
Pay all expenses with proper authorization.

3. 
Coordinate bonding of Treasurer's office and Treasurer. 

C. 
Expect and plan for certified audit by certified public accounting firm. Secure and process needed forms for Federal, State. (If necessary)

1. 
Form 990, Federal (info submitted by National) 

2. 
Annual Report of Corporations for State. 

  VI.    FUND-RAISING EVENTS 

A 
A complete financial report is to be produced within 60 days after completion of each fundraiser or income-producing event.

B.
Report should be reconciled with that of the responsible committee. 

 VII.     REVIEW OF BOOKS AND RECORDS 

A.
Review books and records of the organization. These include: 

1. 
Check register 

2.
Bank statements and reconciliation 

3. 
Analysis of deposits and expenditures 

                                                              3.79
4.
Cash receipts 

5.
Disbursements (checks and miscellaneous) 

B.        Review of the above to be completed by December 31st.  The newly 
 
 elected Treasurer (NET), the Finance and Budget Committee, outgoing     
Treasurer, and an accountant, qualified and approved by the Board of 
Directors of AIM-IRS, shall do the review. 

C. By the November Board Meeting the NET shall announce the name of the accountant and that the date and place has been set for the final review. 

D.
Report of the completed review is to be made at the January Board Meeting. A statement signed by the committee listed above should be submitted "The review of the books and records of AIM-IRS for the period has been completed and is accepted by this committee.
NOTE: 
THIS REVIEW IS ONLY TO BE MADE IN THE YEAR OF ELECTION OF A NEWLY ELECTED TREASURER. 
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ORGANIZATIONAL CHART
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OBJECTIVE:     To plan and monitor the Association’s financial affairs in accordance 


      with the Bylaws. 
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I.
 ATTENDANCE AT MEETINGS 

A. 
Director should attend monthly board meetings as well as monthly programmatic meetings. When unable to attend a board meeting, the Director should notify the President prior to the scheduled meeting and arrange for the assistant Director or another member of their committee to attend as a representative. 

II.
 RECRUIT COMMITTEE 

A.
Select a minimum of 2 members for the committee. It would be nice to have bookkeeping, accounting, or similar experience on the committee. 

III.
ASSISTANT DIRECTOR 

A. 
Appoint and train a committee member to act as "co-chair" to represent the committee in the absence of the director. 

IV.
 BUDGET 

A.
 Determine estimate of funding needed to support the committee's       


 responsibilities. 

B.
Prepare a budget for the year to be included in the annual budget for the 


chapter. 

D. Request budget, projecting income and expenses from the Executive Committee and Directors of committees. 

E. Submit annual budget for review/approval at the January Board of Directors' Meeting. 

V.
FINANCIAL GOALS/PLANS 

A. 
Review, adjust and/or develop long term goals for the chapter. 

B.
Prepare financial plan for chapter to achieve financial goals. 

C.       Include in financial plan ways to reap full benefits of the 501(c)(3) status. 
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VI. 
REVIEW OF INCOME/EXPENSES
A.
Review all bills before they are paid 

B.
Review checkbook and financial records on a quarterly basis. 

C.
A committee member will serve on any committee responsible for activities where money is received and/or disbursed. EXAMPLE: Conference, Parties, Fundraising events, etc. 

D.  Will assist, committees in developing means of controlling ticket sales, luncheon receipts, etc. 
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OBJECIVE:    
To oversee fund raising activities 
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I.
ATTENDANCE AT MEETINGS 

A. 
Director should attend monthly board meetings as well as monthly programmatic meetings. When unable to attend a board meeting, the Director should notify the President prior to the scheduled meeting and arrange for the assistant Director or another member of their committee to attend as a representative. 
II. RECRUIT COMMITTEE 

A.
Recruit six or more members to serve on this committee and/or 
  

           subcommittee 

III.
 ASSISTANT DIRECTOR 

A. 
Appoint and train a committee member to act as "co-chair" to represent the committee in the absence of the director. 

IV.
 BUDGET 

A. 
Determine an estimate of expenditures needed to support the committee's activities for the year. 

B.
Prepare and submit a budget for the year to the Finance and Budget Committee by the date requested, usually in November. 

C.
Projection of income needed, will depend on the annual budget. Work with the Finance and Budget Committee to determine the Chapter's financial needs for the year. 

V.
PROPOSALS 
A.
Consult with the legal/Legislative Review Committee to be sure that activity is not in conflict with the organization's 50l(c)(3) status. 

B.
Be sure that activity is in compliance with both local and national bylaws. 

C.
Recommend proposal of potential vital fundraising activities, including financial commitments required and method for controlling receipts, to the Board. Refer to the AIM calendar when selecting dates. 
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D. 
When activity is approved, oversee all aspects of the event. 

VI.
 PLAN & IMPLEMENT 

A. 
Establish subcommittees as needed. Be sure to include someone from the Finance and Budget Committee to assist in the accounting aspect, and the Public Information & History Committee. 

      B.
Consult with the Membership Committee on information to go out in the 


monthly mailing. 

VII.
 POST ACTIVITY 

A.
Written accounting at the first Board Meeting following the activity. Reconcile with the treasurer.  Finalize the accounting   no later than 60 days after the event. 

B.
Prepare financial plan for chapter to achieve financial goals. 

C.
Include in financial plan ways to reap full benefits of the 501 (c)(3) status. 
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       CONFERENCE AND PLANNING COMMITTEE
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OBJECIVE:    
To evaluate conferences attended by Association Board members 



as well as planning and implementing chapter conferences. 
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I.
 ATTENDANCE AT MEETINGS 

A.
Director should attend monthly board meetings as well as monthly program meetings. When unable to attend a board meeting, the Director should notify the President prior to the scheduled meeting and arrange for a member of the committee to attend as a representative. 

II.
RECRUIT COMMITTEE 

A. 
Select a minimum of two members for the committee. 

III.
 BUDGET 

A. 
Determine estimate of funding needed to support the committee's responsibilities, such as envelopes, postage, reproduction, etc. 

B.
Submit budget for the year to the Budget and Finance committee by the date requested, usually in November. 

IV.
 GOALS 

A.         Evaluate conferences attended by Association members. 

B.        Recommend mode of transportation that members may use to attend the 
 
  conference.

C.        Develop survey form for attending members to provide feedback.

D.        Provide a schedule of all conferences for the year.

E.        Plan and implement chapter conferences.
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ANNUAL BUSINES MEETING AND TRAINING SEMINAR

The Annual Business Meeting and Training Seminar (ABMTS) is a function of the national body and serves to showcase the activities of the organization, as well as, provide a forum for:


A.  The conduct of National business as determined and prescribed by the



National President.


B.  The provision of specific National President directed training as mandated by



the socio-economic climate and the expressed needs of affiliate chapter 



members, and 

     C.  The exchange of ideas, opinions, and experience in support of a socio-



professional networking system.

To ensure accountability, appropriate scope, and direction, the National Conference Committee will have oversight responsibilities for all ABMTS activities.  The committee will consist of the National President, Senior Vice-President, Regional Vice-President for the region in which the ABMTS is to be held, the National Conference Coordinator(s), the National Hotel Negotiator, the National Financial Coordinator, and any other person deemed necessary by the National President.  The National Conference Coordinator(s) and National Financial Coordinator will be appointed by the National President.

 All revenue generated in connection with, and the proceeds resulting from the ABMTS belong to the National Board of Directors.  Any exceptions must be agreed to in writing by the National President prior to the beginning of the seminar.  

During the week of the ABMTS, members of the National Board of Directors will have specific duties and responsibilities as designated by the National President.  These duties and responsibilities will include assisting with registration, resolving problems generating from registration, souvenir sales, and any other ABMTS assignments that are deemed necessary.

                                                              4.3

I.  SITE SELECTION

A.   As we continue to grow, our choices of seminar sites become broader.  

           Recommendations from the National Board of Directors will be used 

           in determining the site selection. In selecting the site, consideration 

           will be given to the interest of the region hosting the ABMTS, previous

           conference sites, and negotiations by the National Hotel Negotiator.


B.  When possible, the site will be determined at least two years in advance, through

           the submission of proposals.  The proposals should be submitted through the 

           Regional Vice President to the National Board of Directors.

C.  Chapter Presentations will be scheduled.


     1.   Contacts with the convention center and visitors bureau in the host city 




should provide information on hotels, attractions, shopping, tours, and 




anything else the city has to offer.  They may also provide the brochures and




maps of the city.

           2.  The National President and Board of Directors make the final selection




on the ABMTS site, and handle all hotel negotiations.

            
a. Generally, the seminar takes place between the last




     week in July and the second week in August.
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II. NATIONAL CONFERENCE COORDINATOR

The National Conference Coordinator(s) (NCC) is appointed by the National President with concurrence of the National Board of Directors and is a member of the National Conference Committee.  The NCC is an advisor to the National President and Board of Directors in the planning process and during the week of the ABMTS.

The NCC(s) is responsible for:

The overall administration of conference chairs and all related activities, which includes oversight responsibility for the preparation of the action plans for each of the committees. 

The NCC(S) will ensure:

   a. The chairs are selected for the various committees with confirmation by  
 
     
  National President.

   b. The action plans are submitted timely and are reviewed for reasonableness.

   c. Distribute the approved budget and action plans to the committee chairs.

   d. The committee adheres to the approved budget. Where it is determined that an

       activity or budgeted line item is outside of the approved budget, this deviation

       MUST be approved by the National Senior Vice President. 

The NCC(S) should be someone with:


A.  Prior conference experience that is cognizant of the duties and responsibilities



associated with hosting a successful conference.


B.  At a meeting designated by the National President, the NCC will conduct training 



with all committee chairs.  The NCC will inform each chair of specific 


      responsibilities and offer suggestions and assistance to

           ensure that the planning process and the actual seminar run

           smoothly.


C.  The NCC must be available to travel to convention sites to assist 



with preliminary planning.   


E.  It is the responsibility of the NCC(s) to ensure that the Committee


     Chair is knowledgeable in their specific committee assignment.  The committee 

     chair will inform the NCC of problems and concerns that may arise during the  


planning process and during the week of the ABMTS.


F.  The week of the ABMTS, the NCC will work closely with the committee  

     
     chairs to ensure that all activities and operations are running smoothly and be 
  

available to assist, give direction, and answer questions when needed.
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III. COMMITTEE CHAIR (CC)

The CC is generally selected by the NCC with approval by the National President.  The CC should be someone who is dedicated to the mission of AIM and not only willing, but able to give the amount of time and commitment necessary to ensure a successful ABMTS.

A. The CC reports directly to the NCC and is responsible for the activities of their assigned committees.  He/she should report the progress of the committee to the NCC on a regular basis.  It is suggested that minimum of one meeting per month be held with all chairs present and that written status reports be submitted to the NCC.

    B.   The NCC will forward a report to the National President. The National President 


reserves the right, however, to contact any committee chair directly and may   
 

require a status report at any given time.

    C.   At the request of the NP or NSVP It is the responsibility of the NCC to arrange for 

any committee chair to provide a briefing.  

    D.   The NCC should make arrangements to be available during each chair’s



presentation and be aware (without any surprises) of all activities of each 

 

committee.  

    E.   In addition, the National President may require a meeting with the NCC prior



to or after meeting with the chairs.  The NCC should make every effort



to be available.  The presence of other officials may be required at the

           discretion of the President.

   F.    The National President signs ALL letters including those to the IRS executives. 

    
And the National Senior Vice President signs ALL contracts.   
   G.    Negotiations with the conference hotel are conducted by the National



President, National Senior Vice President and National Hotel Negotiator.  

           Committee Chairs should not contact hotel representatives

           directly.

  H.    Certain responsibilities may be delegated to the NCC only by the National 

          President. 

   I.     In the event that the CC is not performing the required duties satisfactorily, 


     he/she shall be removed from the position by the NCC with the concurrence or 

     direction of the National President.  

  J.     The NCC should feel free to solicit advice and direction from the National


     President or the National Senior Vice President.

IV. NATIONAL FINANCIAL COORDINATOR

The National Financial Coordinator (NFC) is appointed by the National President.  The NFC should have an accounting background and able to keep detailed records.   It is the responsibility of the NFC to:
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     A.  Ensure that the convention books and records are in the proper order.        
     B.  The NFC is responsible for the preparation of the budget, based on previous 

           ABMTS expenditures. The NFC will provide the ABMTS budget templates to the

           National Conference Coordinator(s) (NCC) by November 1st.  The proposed   

      budget will be submitted to the Chief Financial Officer, by January 1st, for 



approval.

C.  The NFC will submit a monthly financial statement accounting for income and 

      expenditures, or upon request from the National President or National Senior 

      Vice President.


D.  Ensure that the NCC and Registration Chair have adequate internal controls.
           Internal control is key to ascertaining that the budget and financial aspects of the



convention run smoothly, and it must be in place prior to the start of the



convention.


E.  The National Treasurer and NFC will provide instruction to the Committee 
 

     Chair(s) and the NCC as to the proper way to maintain the books and records.


F.  The National Hotel Negotiator will review all financial arrangements

           with the hotel(s).

     G.  During the week of the ABMTS, the NFC will work with the National Senior VP, 

           National Treasurer and the Assistant to the National Finance Coordinator to 

           reconcile the seminar records daily.  The National Treasurer will maintain the 

           primary ABMTS bank account, i.e., depositing funds, disbursing checks, and 

           along with the NFC balance the account daily and ensure that deposits are 

           made timely.  All funds collected will be accompanied by a receipt.  All receipts 

           will be numbered consecutively. Any person collecting funds will give a full and 

           complete accounting to the CC at the end of each day. The NCC will close with 

           the NFC daily. The NFC and the CC(s) must review this information and 

           resolve any concerns prior to the start of the following day’s activities.    

    H.   Disbursements will not be made without an approved payment authorization 

           form (see Exhibit 28).           

     I.    All request for reimbursements must be presented to the NFC prior to the close    
     of the ABMTS.    

    J.   All vendor transactions and concerns will be the responsibility of the NFC.

   K.   At the conclusion of the ABMTS, the NFC will forward to the National Treasurer                              
all financial records, vouchers, back up documents (receipts), Bank statements,  
     
and any other documents relating to and generated from the ABMTS detailing all  
income from registration, income from fundraisers, and income from any other       
activity. Income and Expenditures will also be detailed by category. At the 
conclusion of the ABMTS the National Treasurer and NFC will close the financial 
records applicable to the conference.
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V. Assistant to the National FINANCIAL COORDINATOR (AFC)

The AFC:


A.  Appointed by the National Senior Vice President. 


B.
The AFC will work closely with the National Finance Coordinator during the  


 planning process and during the week of the ABMTS.

      C.  Specific duties and responsibilities of the Assistant to the NFC include the

            following:

           a)  Contact the Committee Chairs prior to the week of the conference and 

      review accounting procedures along with the need to bring all documents 

                 requiring reimbursement to the conference.
            b)  Conduct end of day inventory accounts with a CC(s).  
 
     

 
                 c)  Sign the inventory reconciliation and present to CC(s) and the NFC.

                 d)  Other duties will be determined by the National Senior Vice President on 

                      an as needed basis.  

VI. BUDGET/FINANCE


A.  The NFC for the ABMTS should be someone with an accounting background 

           who is able to keep detailed records.  This person is responsible for ensuring that 

           the expenditures for each committee remain within the budgeted amount.


B.  Each CC(s) and ABMTS Chair will prepare an action plan of events.  This action

           plan should be very detailed from the number of persons expected to the type of

           food and beverage items desired. From the plan, the NFC, the National Hotel 

           Negotiator and the Chief Financial Officer will develop an operating budget for 

           the conference.


C.  At a meeting designated by the National President, the budget will be approved



by the Chief Financial Officer (the National Vice-President).  Once the budget is



approved, each committee will adhere to the budgeted amounts.


D.
The National Treasurer will maintain the bank account, i.e. depositing



funds, disbursing checks, and balancing the account monthly.  Disbursement



should not be made without an approved payment authorization form.  
           (See Exhibit 28)


E.  The CC(s) will present a close out statement of its committee financial activities 

      at the end of the conference. This report must be in writing and should follow the 

           format of template provided. This document should be signed by both parties.
           A schedule will be provided prior to the conference based on the area of 

           responsibility.  For example, once the Opening Session has occurred that 

           Chair should be ready for the committee closeout within 24 hours.
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F.  At the conclusion of the ABMTS, the NFC will prepare all financial records,


     detailing income generated from all sources.  Expenditures will also be detailed 

           by each committee and back-up documents should be available. Therefore it is

           imperative that the committee chairs present ALL income and expenses timely 

           prior to the conference and all other expenses incurred during the week of the 

           conference. This includes any and all documents relating to and generated from 

           the ABMTS detailing all income and expenses from all sources. 


G.  All revenues generated in connection with, and the proceeds resulting from



the ABMTS, belong to the National Board of Directors.  Any exception must



be agreed to in writing by the National President prior to the beginning of the 

           seminar


H.  Within thirty days of the conclusion of the ABMTS, the National Senior Vice 

           President will appoint a team, with the concurrence of the National President

           to conduct an audit of the ABMTS activities. The financial audit will be 

           completed in accordance with generally accepted auditing standards.


I.    Within sixty days of receipt of the books and records, a preliminary audit 

           summary will be submitted to the National Senior Vice President along with the

           National Treasurer to resolve any discrepancies. 


J.
Within 30 days of the receipt of the reconciled audit summary, the Audit Team 

           will submit to the Chief Financial Officer the Internal Audit Report along with



recommendations.


K.
The Chief Financial Officer will then submit the final reconciled report to the



 National Board of Directors.  Final reconciled report is subject to certified audit.  



Discrepancies still outstanding will be resolved by the National President in the



best interest of the organization.  The Final Reconciled Report is subject to a



certified audit.


L.
 Once the certified audit is completed, and all ABMTS expenditures have been 

            deducted, the seven (7) Regions will share 10 percent of any financial overage

            that may exist. The Host Region will receive five (5) percent of the overage and 

            the remaining six chapters will share the remaining five (5) percent of the 

            overage.


M.   No check will be issued until such audit is FINAL. In the event of a deficit, the 

            organization will absorb all liabilities.
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VII. REGISTRATION

Proper and efficient handling of registration for the ABMTS is crucial.


A.  The Registration Committee Chair must be able to manage people,



manage time, be organized, be patient, and be responsible.


B.  The committee members must be willing to dedicate the time and effort 



involved in preparing notifications, assembling packages, creating a  

           database, stuffing envelopes, and dealing with people.


C.  The registration form will include all essential information (the prior year’s 

            form may be used as a guide.) The forms should be date stamped upon  

            receipt.

D. The registration database will be maintained by the National Conference 

      Registration Chair.  It will be used to determine the number of 

      registrants at any given time.  It is also the source for determining the 

      number of participants by position, location, chapter, or any other 

           category deemed necessary.  It is imperative that the individual 

           performing the input be someone with knowledge of database 

           management.  Databases are usually extremely sensitive and the format 

           for the data must be consistent.  It is suggested that as few persons as 

           possible be used to input data.


F.  Some participants may use an IRS Form 182 to register.  It is imperative 

           that the form is completed properly; contain all essential information, and 

           is authorized by the proper officials.  Each Form 182 must include a 

           purchase order number.



1.  An individual registering with a Form 182 is not considered registered



     until a perfected Form 182 is received.  Persons submitting incomplete



     or unacceptable Form 182s can be entered into the registration     

                database without a payment amount.  They should also be notified of 

                the incomplete Form 182.



2. Any questions regarding the accuracy of these forms should be 

               directed to the National Treasurer.

     G.  Deadlines for registration cutoff are established by the National 

           Registration Chair according to the following guidelines:
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           1.  Generally, the first cutoff is sixty days prior to the start of the 

                conference. And, the second cutoff is thirty days prior. 



2.  Registration prior to the cutoff dates will offer discounted rates to  

                current members.  Registration fees are determined during preparation 

                of the budget.



3.
During the week of the conference, the National Registration 

                Chair will ensure that the registration desk is sufficiently covered 

                at all designated times.  The hours of registration will be determined by 

                the National President, the National Senior Vice President and the 

                National Registration Chair.


H.
The Registration Committee will also be responsible for name tags and 

           conference bags for each participant.  The conference bag, along with the 

           Program Book, is an official souvenir of the ABMTS.  


I.
Problems which may arise include:



1.  Persons who are not members paying membership rates.



2.  Persons registering after the cutoff dates but paying the discounted 

                fee.



3.  Persons sending in odd amounts with no explanation as to what the 

                amounts are to cover.


J.  Attempts should be made to resolve all discrepancies prior to the start of 

          the ABMTS.  Any problems encountered during the week of the seminar 

          should be directed to the National Registration Chair.
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ABMTS Procedures

T-SHIRTS

           T-Shirt Vendor:

Tom Manson

ShadowFax Graphics

2006 Farrington Street

Dallas, Texas  75207

(214) 748-8700 (voice)

(214) 748-8943 (fax)

A specific vendor has been identified rather than using varying vendors each year in order to provide consistency and establish loyalty for both AIM and the vendor.  The current vendor no longer charges art or set-up fees since we have continued a long standing professional relationship.  

           Conference planning committee and/or National President appoints individual(s)   
to hold responsibility for T-Shirts.

            If specific conference logo/design has been established, this information will be  
shared with the T-Shirt committee.

           T-Shirt Chair works with vendor to determine specifics and create layout 
options.  Conference committee reviews options and makes final decision on T-
Shirt design:

1. Color of Shirt 

a) Color can be reflective of theme

b) Conference site (i.e. state color)

c) AIM Colors (Blue & Yellow)

2. Design of Shirt 

a) Design should reflect theme

b) Text includes:

1) Theme (unless incorporated in design/logo)

2) Location

3) Date

c) Vendor’s onsite artist can assist with design

3. Determine placement of AIM Logo
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a) Integrate into design?

b) Sleeve?

c) Front/Back?

           Once agreement reached on T-Shirt specifics, request quote from vendor based  
upon projected number of shirts to be ordered.  

           T-Shirt order form should be developed and included in the ABMTS registration 
package. Order form should include:

4. Description/graphic of T-Shirt

5. Sizes available 

6. Pricing 

7. Lines for purchaser contact information 

a) Name

b) Address

c) Chapter

d) Phone Number

          Deadline for purchasing T-Shirts should be established no later than 30 days prior 
to the conference.

IX. Souvenir Program Book

The Program Book, along with the portfolio bag, is the official souvenir of the ABMTS.

A. CONTENTS:

1. AIM-IRS Profile

2. Greeting from Key Officials

3. Biographies and Photos of Workshop Presenters and Keynote Speakers

4. AIM-IRS History

5. Who’s Who in AIM-IRS (Current Year)

6. Advertisements

7. Program Outline for the Entire Week of the Conference

B. PROGRAM BOOK PREPARATION

1. See Guidelines Below
C. COMMITTEE

1. The Committee Chair must be organized, detailed, creative and have good writing skills.

2.  The committee is responsible for contacting Printers and soliciting bids for the            
printing of the book.
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      3.  The Program Book Committee is responsible for obtaining the pictures and   


biographies for each Workshop presenter. (This step should replace the 


current Workshop Committee task for getting the pictures and the  



biographies.)  




a.
Two or more bids should be obtained.

4. The budget for the program book must be adhered to when the Printer selection is made.  The committee will need to work with the selected Printer to determine the best layout and solicit suggestions to ensure that the book is accurate and of good quality.

a. The Printer is an excellent source of ways to improve the appearance and Increase the overall visual aspects.

b. The final date for submitting information for inclusion should be agreed upon early.

c. Specifications for the Printer should be presented as a guideline to the Printer, such as how many pages, how many color pages, etc. 

5. The Program Book Committee must coordinate with all other committees to be sure that:
                  a.   Firm deadlines should are set

                  b.   Information is received timely

6. The Program Book Committee will also select the format, design, and color of the book for submission to the National Conference Committee.

              a.    It is suggested that more than one recommendation in each  

       category be presented for approval.

     7.   ADVERTISEMENTS

1. A letter will be sent to each chapter with advertisement information to 
allow the Chapters, Regions and Executive Committee the opportunity to 
place ads in the book. (See Exhibit 33)
2. It will be necessary to inspect each advertisement submitted and each 
biography for accuracy.

       a.   Minor editing may be necessary for conformity and 
equalization of length, but major changes should not be 
made without the approval of the person submitting the ad or 
biography.

     8.  PROOFREADING

              a.    When setting deadlines with the Printer, enough time should  
 
  be allowed for proofreading.
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  b.   Several copies should be obtained and reviewed by as many  
committee members as possible.  Each page should be read 
in detail very carefully to ensure that any possible error is 
corrected before the final printing.

Guidelines:

1. Create a Program Book calendar to establish the firm deadlines for coordination with the other Committees to insure timely receipt of information.

2. Disseminate the dates to ABMTS Co-Chairs for coordination among the other Committees.

3. Contact and assemble Program Book Committee members, the Committee only needs three members to be effective and efficient; Workshop, Advertising and Coordinator of other duties such as:

a. Workshops-Coordinate a process with the Workshop Committee Chair to get the names and contact information for the Presenters and continuing flow of information until assignment is complete.  

b. Workshops-Email is the general form of communication used to request information and pictures from the Presenters, but that is not to preclude telephone and regular mail.

c. Advertisement-Prepare and email the solicitation letter for each Chapter using the response dates in the Program Book calendar.

d. Advertisement- Coordinate the price range with the National President and his designated members for inclusion in the letter.

e. Acknowledge receipt of advertisement and payments

f. Checks and an excel spreadsheets listing the transactions are routed to the National Treasurer

g. A copy of the Spreadsheets is maintained by the Program Book Committee Chair and the Advertisement person.

h. Ensure that there is an advertisement for each payment and vice-versus

i. Proofread and edit each advertisement on an as needed  basis

j. Other Book Chapters-Prepare email to request information needed to complete the book.

4. Laying out the Program Book.

a. Allocate pages for each Section of the book.

b. Determine the “look  or theme” for the book

c. Begin placing pictures and information throughout the book

d. And proofread, proofread….
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X. NATIONAL BOARD MEETING
              The AIM-IRS National Board of Directors will conduct a Annual meeting prior to 

               the Annual Business  meeting.  

                      A.  The National Board which consist of the seven (7) regionally elected vice presidents, the fourteen (14) regional representatives,  the nationally elected Senior Vice-President, the immediate Past National President, the National President and the Executive-Secretary who shall be an ex officio member of the National Board of Directors without voting privileges.
XI.  ANNUAL BUSINESS MEETING

           The Annual Business Meeting and Training Seminar provide the only               


opportunity for representatives of all chapters to voice their opinions openly.




A.
The agenda and format are set by the National Board of Directors




B.   The Corresponding Secretary oversees the rules for the Delegates 
           REQUIRED MEETING TIMES

The National Board of Directors meets annually at the Annual Business Meeting and Training Seminar (ABMTS).  The meeting is conducted on Tuesday.
DELEGATES: Each affiliated chapter in good standing with the National Association For The Improvement of Minorities In The Internal Revenue, Inc., at the time of the Annual Business Meeting, shall be entitled to two (2) voting delegates. An affiliated chapter may at the time of selecting its delegates, choose for each delegate one (1) alternate.  Said alternate can vote in the absence of either delegate one (1) or delegate two (2).  The stipulation remains that no one person can have more than two votes.
In the absence of the Regional Vice President, an acting RVP will not be allowed to vote.  All delegates and alternates must be active members in good standing with the Chapter they represent. Any member of any affiliated chapter may attend the Annual Business Meeting. (Exhibit 1)
PROXIES: Any chapter who is not represented by a delegate or alternate, or its own membership, may designate a Proxy. Such Proxy should be an active member, in good standing, of another affiliated chapter within that region. Any Delegate at-Large who is not represented may designate a Proxy. 
                                                   4.16

Said Proxy #1 will be entitled to one (1) vote in the absence of Delegate, Delegate at-Large or Alternate #1. Said Proxy #2 will be entitled to one (1) vote in the absence of Delegate, Delegate at-Large or Alternate #2. (Exhibit 1 or Exhibit 2)
CREDENTIALS: Credentials for delegates to the ABMTS will be mailed by the National Correspondence Secretary to the Chapter Presidents thirty (30) days prior to the deadline postmarked date of June 30 of each year. Credential packages will be provided to each Regional RVP at the Spring National Board Meeting. (Exhibit 3)

Voting authority of each delegate, alternate, or proxy shall be evidenced with a certificate signed by the Chapter President and Regional Vice President. The certificates should then be mailed to the National Correspondence Secretary by the deadline date. The Credentials Committee will verify each certificate for delegates, alternates, and proxies for registration and membership. All discrepancies will be brought to the attention of the Regional Vice President for resolution.

The Credentials Committee will consist of two volunteer from each Region.   The names of each volunteer will be submitted by the Regional Vice President at the Spring National Board Meeting. 

Delegate Confirmation letters (Exhibit 4) to each delegate will be mailed two (2) weeks prior to the ABMTS. Credentialing will start promptly at 7:45 am. and conclude at 8:45 a.m. sharp.  Badges will be labeled for delegates only. If an alternate or proxy will replace a delegate, the alternate or proxy will receive a badge labeled alternate or proxy. Each delegate, alternate, proxy will have to sign in to receive a badge. NO SIGNATURE NO BADGE!

DELEGATES AT LARGE: All National Presidents, past National Senior Vice Presidents, past National Presidents, Regional Vice Presidents and Regional Representatives shall be delegates at large and entitled to one (1) vote at the ABMTS and any conference where voting is required and they are present.
The certificate shall be signed by the Regional Vice President, the National President, and received by the National Correspondence Secretary by the postmarked date.  (Exhibit 2)
The National Executive Committee meets at least two (2) times per year. Other meetings may be called at the discretion of the National President. 
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XII. HOSPITALITY
The Hospitality Suite provides a setting in which conference participants may greet old acquaintances and make new ones in an informal atmosphere.  It is the place where participants go to unwind after a long day of meetings and workshops.

A.  The type and amount of space available will depend on the hotel negotiations.

B. The Hospitality Committee Chairperson should be someone who enjoys socializing and interacting with people.   Responsibilities include:

1.  Ensuring that resources are available to open and close the suite and work during the designated times of operation.

2. The chairperson must make sure that the operation hours designated by the National President are adhered to b all participants.

C.  The committee is responsible for determining the types of food, beverages, music and entertainment for the hospitality suite.

1.  Generally snacks and finger food will be provided.  The committee will propose a menu for each night and present it to the Conference Coordinator for submission to the National President.

2. It is the responsibility of the chairperson to ensure that the committee spending remains within its budget.

NOTE:   If the HOST REGION for a future ABMTS wished to hold a Social at a current ABMTS, the expense will be incurred by that REGION.  This expense will not be included in the ABMTS Budget and will not be reimbursed by the National Office.

XIII.  SEQ CHAPTER \h \r 1Opening Session
The Opening Session is the official start of The Annual Business Meeting and Training Seminar.  Past seminars have drawn more than 1200 attendees. The purpose of the Opening Session Committee shall be to plan, implement and oversee the ABMTS Opening Session. 
A.  The ABMTS Conference Chair (Co-Chair) will select this Committee Chair with        
       confirmation from the National President.

       B.  The committee will be responsible for submitting a budget to the ABMTS  
 

       Conference Chair by the time frame set by the Chief Financial Officer.
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                  C.  The Committee will be responsible for providing all information to the ABMTS                                

            Conference Chair for printing of the program.

        D.  The opening program should consist of:

             1.  Greetings from the National President.

             2.  Greetings from hosting officials.

             3.  Greetings from local or national IRS representation

             4.  Presentation of National Awards

             5.  Presentation of VITA Awards

             6.  An address from a keynote speaker. The speaker may be recommended by the Committee, Host Region or any member of the AIM organization.  All speakers will be approved by the National Conference Chair with concurrence from the National President.
a. When considering speakers, consideration should be given to the ability of   

   the individual to motivate people, hold their attention and provide   

   informative data.

                    b.    Consider what the speaker has to offer our members.  

                            i.  Can experiences be shared to which our members can relate?  

                           ii.  Is this someone our members will be interested in hearing?  

                          iii.  Can the organization afford to pay the speaker?

       E.   The Committee will prepare invitational letters to persons recommended as   

              speakers. (See Exhibit 30)
1. These letters will be approved, signed, and distributed by the National   

President.

              2.  Once a speaker is determined, contracts will be signed by the National  



      Senior Vice President.

      F.   Other presenters, speakers and opening session activities will be determined by the Committee, with direction from the Conference Chair (who has responsibility for the opening session) and approval from the National President.  Recommendations may and should be made by the members. 

      G.    The Committee will be responsible for notifying speakers when allotted time for  


  speaking is complete.

              1.  Examples are steady green light when 10 minutes left; steady red light when    

       5 minutes left; rapidly flashing red light when 1 minute is left.

      H.  The Committee will be responsible for providing names to the Conference Chair 
 

for printing of certificates and presentation of appreciation gift, if applicable.
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XIV. ABMTS - Junior Conference 

1.   Committee

A. The conference chair should have as many members as possible.    

       Most IMPORTANTLY, ASSIGNMENTS SHOULD BE DELEGATED.  

       A conference chair should not try and complete all the assignments. 

B. Input should be expected from each committee member.  Reports 
       should be submitted to National timely.  Also, there should be
       FREQUENT COMMUNICATION between the conference chair and/or   

       the committee, and with the National conference chair (and if 
       necessary conference calls should be scheduled with the NP/NSVP).  

C. The Committee Chair will be responsible for submitting to the National 
       Senior Vice-President, for approval, a budget using the AIM-IRS 
       event orders.  A budget should be established prior to starting any 
       planning for  

1. The committee should try and schedule a full day  of activities   

       including rest room and lunch breaks.    

D. The Committee Chair will be responsible for preparing a letter, for

       approval and distribution by the National President, soliciting

       monetary donations from AIM members to fund local under privileged 

       participants.

1. The National President will be responsible for identifying 

      a youth organization and extending an invitation to a few 

      selected members. 
E. The Committee Chair will be responsible for making early contact with 

       local vendors for donation of supplies..i.e. back packs, cameras, 

       transportation, other items essential to having a successful 

       conference. 

F. Prior to going to the ABMTS, a copy of all registration forms should be 
       sent to the Conference Chair for the Junior Conference.  This will  

       allow the committee to prepare the permission sheet with the child’s 
       name, parent, and other pertinent information.
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2.   Parent Orientation 

A. There will be an orientation meeting with the parents/guardians of all 

       Jr. Conference participants on the Tuesday prior to start of the       

Conference.  The meeting will take place at a time set by the 

       National President.  

B. The National President and National Senior Vice-President will 

       address the parents of all Jr. Conference  participants. 
C. All permission form should be ready for the parent/guardian to sign 
       when they come to the orientation meeting 
D. No participant will be allowed to participate in the Junior Conference 
       without a signed permission of the parent/guardian.
E. There should be a section added to the form for any 

       medical/allergies/food allergies, etc., that AIM should know about 

       concerning the child/children.

F. The parent should given a copy of the daily schedule at the parent 

       orientation.  The agenda should include the schedule for the entire 

       conference dates.

G. Any questions the parent has should be answered at the parent 

       orientation.  The parent should understand that they are responsible

       to drop off and pick up their child each day when the conference is   

       over for the day.  

1. No parents will be allowed to pick up another parents child 

      without written permission from that parent.  This signature 

      must be made in the presence of the Junior Conference Chair 

      or designee.

2.  This permission form must be on file with the Junior 

      Conference Committee.  (See Exhibit 35)        
3. NO CHILD SHOULD BE ALLOWED TO LEAVE ALONE    

           (REGARDLESS  OF AGE).

4.  Parents will be charged $15.00 an hour for every hour, or part   

      thereof,  as a late fee for failing to pick up their child on time.  

      This fee is payable at the time the child is picked up.
       5.  Failure to pay this late fee prohibit the child from participating in 

                 the rest of the conference and forfeiture of the registration fee.

      6.  The parents of disruptive kids should be informed of their 

      child’s behavior.  
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3. Daily Attire
A. The parents should be informed at the parent orientation that their 

            kids should wear a fresh shirt each day. 

1. The kids should have at least two or three tee shirts to be     

          worn during the conference.  When the kids go to their daily 
          activities, they should be uniform.  One tee shirt should not be 
          worn three days.  
2. One shirt , provided with registration, will be an AIM-IRS shirt  

          to be worn when instructed.
3. The other shirts will be of uniformed color, they could be                
          purchased at an inexpensive store, and the cost built into the 

          registration fee.  This would allow the kids to be freshly 

          dressed each day.  
4. First Day General Assembly
A. The National President/NSVP should make every attempt to  
       attend the Junior Conference on the first day, at least a few 

       minutes around 8:30 AM, to greet and welcome them to the 

       conference.  Also, to let them know that they are required to be on 

       their best behavior, etc.
5. Work Shops

A. The Committee Chair is responsible for confirming all workshop

       presenters 60 days prior to the conference, and again two weeks  

       prior to the conference,  and again four to five days prior to the

       scheduled work shop.  Workshops lasting 10 to 15 minutes go            
       well with the kids.  They seem not to get as bored as with longer

       workshops.  Also, try and get presenters who are motivators and 

       have lots of energy.  

B.   The conference chair or committee members should ask the 
      presenter what equipment or other items they might need at the 
      time they schedule the workshop.  This will allow the workshop to 
      be conducted smoothly.
C.  Presenters should be given the theme of the conference to allow   

      them to communicate on the appropriate topics. 
D. Activities should be planned prior to the start of the conference.    

      The kids should not have to vote on what activities they want to 
      visit.
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E. Directions should be secured prior to the start of the conference.  

       If possible, a test run to the location of the activities should be

       made to avoid confusion the day of the activities.  Additionally, 

       drivers risk running through red lights or speeding  to keep up  

       because they  are afraid they will get lost or separated from the 
       only person who knows the directions.

6. Vehicles for Transportation
A. Vehicles should be rented at least thirty days prior to the day they   

       are needed.  If you need additional vehicles, you need to secure 

       that info the same timeframe.  All drivers should be provided 

       directions to the activity location.

B. Make sure the driver has a valid driver’s license, and you may need 
       to ask questions about the driver’s driving record.  You must keep 
       in mind that the kid’s lives are at risk.  

       7. Other Information
A. The Junior Conference should end on Friday afternoon.  The kids   

       should not attend the Saturday luncheon, unless they are with their
       parent.  The luncheon last too long to keep the kids calm and quite.
B. Each child should receive an award certificate at the end of the 
       conference with their name on the certificate (just as the adults).  

C. Award small tokens to the kid/kids who are the best behaved during 

       the conference.  We could come up with criteria (best attitude, best   

       behavior, timeliness, etc. Kids like to be rewarded, and this might 

       keep some of them on their best behavior and with less attitudes.      
D. The Junior Conference should end on a positive note, and hopefully  

       each child will take something they’ve learned that will impact on 

       their future.
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XV. EXECUTIVE NETWORKING LUNCHEON

I. The Executive Network Luncheon provides the forum not only for a great meal, but also for the unique opportunity for a small group of conference attendees to interact with the heads of office and other Executives in a relaxed setting.  This luncheon is complimentary for the heads of office participating in the Executive Symposium.

A.  The National Conference Coordinator will prepare the invitational letter  

     announcing the event.  The letter will contain the name of the National

     Conference Coordinator, email address, and telephone number(s).  This 

     invitational letter should be distributed no later than March 31st. 

     (See Exhibit 32)
B. Tickets to this event are available during registration.  However, this event is not completely sold out until the day of the event.  The Committee should not sell any more tickets to this event than has been authorized by the National Senior-Vice President.

C. The room is set up with eight to ten tables that will accommodate at least eight members to a table. The number of tables will depend on how many members and Executives sign up to attend.  (This information is always available and should be checked in the beginning of the week at the registration desk).

D. The forum is very informal.  As members enter the room, they just choose a table to join.  It is preferable that there are at least one to two Executives at each table who will begin the discussions by introducing themselves and then ask everyone to do the same.  The Executive may give a short introduction of  themselves, including the Operating Division they currently are in, how they started with the IRS, how they came to be in their current position and then ask the members at the table to do the same.

E. During the luncheon, the Executives and members discuss openly their current positions, what it takes to move up in the organization, their experiences, training, and share current informative data and future initiatives.

F. During the luncheon, the coordinator and committee members may play a few games and hand out prizes to keep the atmosphere light, informal and fun.

E.  The Luncheon should be approximately 1 1/2 hours long.
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XVI. EXECUTIVE SYMPOSIUM

I. The Executive Symposium is a panel discussion with Senior Executives a panelists facilitated by an Executive selected by the National President.  This is a forum where conference attendees will raise issues that concern and affect them in performing their daily responsibilities.  It is also a forum where the Heads of Office can discuss current issues and initiatives in their perspective areas.

A.   The National President will prepare the invitational letter to the 

        Commissioner of the Internal Revenue Service by January 30, 20xx. 
         (See Exhibit 29)
1. This letter will contain information such as:  37th Annual Business 

         Meeting and Training Seminar; date, city and state, host hotel, the 

         Theme for the conference and a general outline of the daily activities 

         for the weeklong conference. 

2. The letter will also contain the name of the National        

                 Conference Coordinator, email address and telephone number.   
a. If the Commissioner cannot attend, we will request the  


names of any representative(s) that may be sent in their  


place, along with a biographical sketch and a photograph in 


Photo Editor Format.  

b. The due date for this information should be no later than 

    
March 31st.

B.   The Commissioner’s Office will confirm his/her attendance at the   

        conference or who will be representing the office.  They will also give the    

        name and telephone number of the person in their office who will act as 

        their contact.

C.   Following the basic outline of the letter to the Commissioner, you will then 

        prepare invitation letters to the Deputy Commissioners, the Heads of 

   Office, and the EEO & Diversity Directors no later than February 15th with a 

        response date of March 31st.   (This information can be obtained on the IRS

        website or from the Commissioner’s office).  Again, you will need a bio and    

        a photograph in Photo Editor Format.

D.   The Executive Symposium will be held in the same room as the Opening 

        Session Ceremony.  There will be a stage where the Heads of Office will 

   be seated at a table with three table microphones; a podium and 

 
   microphone for the facilitator; and at least two or three standing  

 
   microphones in the audience.  
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E. The Facilitator (selected by the National President) will be assisted by two 

        or three AIM members who will distribute and collect note cards with 

        questions for the panel from the audience; getting microphones to 
 
 
 audience members who want to ask questions of the panelist; and passing 
 
 out evaluation questionnaires at the end of the Symposium to members of 
 
 the audience.

F. The Facilitator will open the Executive Symposium, introduce the panel

      members and give an overview of how the Symposium will proceed. Each 

      panel member will then be asked to speak, giving a short overview of their 

      office, providing the audience with informative data, short and long term 

      organizational goals and upcoming events and/or changes.  

G. Once all panel members have had an opportunity to speak, the facilitator 

       will open the question and answer portion of the Symposium.  Any 

       questions that are not covered during the session will be addressed later 
  
 by the National President or National Senior Vice President in the manner 
they see fit.

H. The Symposium should be approximately 1 ½ hours long.

XVII. FUNCTIONAL BREAK-OUT SESSIONS

I. The Operating Functional Break-out sessions may consist of a panel or a single member of that Operating Area.  This is an informal discussion with Senior Executives or Management Officials from the designated Business Units to discuss current issues, initiatives, changes, hiring, cut-backs, short and long term organizational goals that may have an impact on employees in this area.

A. The National Conference Coordinator will prepare the invitational letter to the   
Heads of Office requesting volunteers from their areas to participate on a 
panel.   The letter will contain the name of the National Conference 
Coordinator, email address, and telephone number(s).  This invitational 
letter should be 
distributed no later than March 31st. 

      (See Exhibit 30)

B. The Functional Areas make the decisions as to who will 
participate in the 
session.  Once the selections have been made, the names, bios, and picture 
(in Photo Editor Format) will be forwarded to the National Conference 
Coordinator no later than April 20th.

C. Follow-ups to the functional areas for this information will be made on a bi-
weekly until all information has been received.
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D. As the information is received, it is forwarded to the AIM 
Conference 
member responsible for the Conference Souvenir Book for layout purposes.

E. The Committee Chair will be responsible for submitting to the National 
Senior Vice-President, for approval, a budget using the AIM- IRS event 
orders.

F. The Functional Break-out Sessions will be held in designated rooms 
assigned by the National Conference Coordinator.  Each room will have their 
areas name on a sign outside of the room.

G. The room will be set up with a head table, table microphone and 
 
chairs.  The room will be set up classroom or theater style. 

H. A facilitator is used in the room to assist the break out session’s panel 
members with handouts and keeping the discussions flowing, while 
ensuring the conversation remains informative for all members attending.  

I. The Break-out Sessions should be approximately 1 ½ to 2 hours.

XVIII. Networking Reception

The Networking Reception, which takes place the evening before the Opening Session, is an integral part of the Annual Conference.

A.  Most of the participants will arrive on this day and attend the function.

B. The event should provide an atmosphere for networking relaxation, and meeting old friends.

C. The committee is responsible for determining the types of food, beverages, music and entertainment for the hospitality suite.

1. Generally snacks and finger food will be provided.  

2. The committee will propose a menu for each night and present it to the Conference Coordinator for submission to the National President.

3. It is the responsibility of the chairperson to ensure that the committee spending remains within its budget

4. Drinks are also on the lighter side. 

5. The music should be soft, for listening pleasure.

a.  Remember this is a networking event and participants will want to mingle and communicate with each other.
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XIX. WORKSHOPS

The workshops conducted during the ABMTS provide the basic training for our members and, along with the business meeting, is the main purpose for the annual seminar. It is through the workshops that our members receive knowledge that is necessary to fulfill their need for excellence, both in their professional and personal lives.

     The Workshop Committee Chair must be motivated, efficient, organized, detailed and must be able, as well as willing, to manage a remote and diverse team of committee members. In order to accomplish its mission, the ABMTS Workshop Committee Chair must establish committee procedures in accordance with the National Bylaws, and the Manual of Operations with directions from the National Conference Chair (NCC).

      It is extremely important that the committee chair selects no less than eight (8) motivated, dedicated and timely committee members.         

      Four (4) to manage workshops during the presentations (two for the morning sessions, two for the afternoon sessions).  The monitors will come under the supervision of the workshop managers (see “D” below).

     Two (2) to man the Workshop Administration Booth

     Two (2) relievers to rotate between the administration booth and the workshop managers. 

      Details of the committee’s responsibilities should be written in a separate document prepared by the chair and presented to each perspective committee member prior to their selection. No committee member should be permitted to serve on a workshop panel.  

1. The Workshop Committee Chair is responsible for assigning workshop monitor to each workshop. The list of monitors will be derived from the Chapter Presidents and delegates from each chapter or as directed by the National President. The list of monitors and their workshop, date and time of assignment will be given to the National President prior to the start of the National Executive Board Meeting. 

2. The Workshop Committee Chair will keep the NCC informed of the committee’s progress weekly or as required.    
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B. The Workshop Committee: 

Under the directions of The NCC (s), the Workshop Committee will solicit presenters and moderators from all chapters through each Regional Vice President and match the workshop panels with their requested workshops when possible.  Once each panel member and moderator has agreed to his/her assigned workshop, the list will be presented to the NCC for approval.  

When necessary, the committee chair will consider external presenters in accordance with the workshop committee budget.  Once the chair and outside presenter has agreed on a fee, that fee will be presented to the National Senior Vice President for approval.  The NCC will forward all written agreement from the external presenter to the National Senior Vice President.

1. The Committee Chair is responsible for obtaining the photos and bios for each presenter and moderator.

2. Must ensure that each participant receives the appropriate workshop tickets.

3. Ensures that the workshop selection forms are date stamped. 

4. Provide the Program Book Committee with the names of each workshop along with the panel members, the room assignment as well as the presentation date/s and time/s for each workshop.

5. Prepare a schedule showing the workshop, date, and time each monitor should be available for their assignment. The committee will ensure each committee member has a copy of the schedule. A copy will also be maintained at the Workshop Admin Table and should be centrally located within the area of the workshop meeting rooms.  

6. Ensure that each monitor is positioned at the door fifteen minutes prior to the start of the workshop. 

7. Complete an analysis of the workshop evaluations and present them to the National President within 60 days after conclusion of the ABMTS.  

C. Moderators:

The moderator is a member of the workshop panel and works directly with the presenter/s. The moderators will:

1. Make contact with the panel members and offer their assistance in preparing for the presentation

2. Provide a copy of their bio to the committee chair 

3. Ensure the room is prepared prior to the presentation

4. Open each workshop session

5. Introduce each presenter

6. Ensure each participant has a workshop evaluation form 

7. Provide index cards to participants to record questions for the panel 

8. Ensure the presenters do not exceed the time allotted for the presentation
                                                    4.28
9. Conduct the question and answer session

10. Ensure each participant completes a Workshop Evaluation Form

11. Present each panel member with a certificate 

12.  Ensure all evaluations are collected and turned over to the committee chair 
13. Prepare the room for the next workshop

D.  Monitors:

The Monitors are assigned to control access to each meeting room where a workshop is scheduled. They will monitor the entire workshop period for each workshop they are assigned.  The Monitor will work under the supervision of the workshop managers. 

The monitor’s responsibilities are to: 

1. Collect a valid ticket from each participant attending the workshop scheduled in the meeting room he/she is monitoring.

2. Maintain control of all tickets until a Workshop Committee Chair collects them. 

3. Maintain control of the entrance to the workshop at all times during the presentation. No one enters without a ticket.  
4. Participant without a valid ticket, but has a name tag, must be directed to the ABMTS Registrations Booth for validation of payment.  

E.  AIM-IRS National President

The AIM-IRS National President will make the final decisions regarding the ABMTS Workshops, the committee members, workshop panels, monitors, and any portion of these procedures.  

XX. SATURDAY LUNCHEON

The luncheon provides the forum not only for a great meal, but also for:


A.  The address from our National President.  The “State of the Organization”



and past year accomplishments are shared with the audience.


B.  Presidential awards are also given at this event.


C.
A keynote speaker highlights the luncheon session with an address that



should leave our members as motivated and as informed as that of the 



opening session.
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           1.  When nominating speakers, consideration should be given to the ability




of the individual to motivate people, hold their attention, and provide them




with informative data.

2. Consider what this person has to offer our members.  Can experiences be 
    

shared to which our members can relate?  Is this someone our members




will be interested in hearing?  Is this someone we can afford?




      a. The NCC will prepare invitational letters to persons recommended, for 
                          the signature of the National President. (See Exhibit 30)



      b. Once a speaker is determined, any contracts will be signed by the 





      National President.
           3. The Committee will be responsible for notifying speakers when allotted time 
               for speaking is complete.

a. Examples are steady green light when 10 minutes left; steady red   

light when 5 minutes left; Rapidly flashing red light when 1 minute is left.

4. Every attempt should be made to limit the luncheon to no more than 2 hours. 

    D. Other presenters, speakers, and luncheon session activities, will be determined
    by the ABMTS Luncheon Committee.  Recommendations may and should be



made by the Host Region.


E.
When determining the meal, consider the fact that participants are coming from 



all parts of the country.



1.  Attempts should be made to stay away from local favorites that may not 




appeal to “outsiders”.



2.
The serving of only red meat as an entrée should also be avoided.  The 




hotel catering official will assist with the meal selection.


F.  Remember all activities, including speakers, presenters, and choice of meal



require approval by the National President.

     G. The Committee will be responsible for providing names to the Conference Chair   

          for printing of certificates and presentation of appreciation gift, if applicable.

XXI. SATURDAY NIGHT GALA

The Gala Committee is responsible for the planning and execution of the Saturday Night Gala.   The Gala is the highlight of the ABMTS. The committee should be comprised of members who have the time and desire to collectively work toward planning a successful event.  
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A. Planning Committee shall

1. Develop and submit Gala budget proposal to ABMTS Conference Chair at least    

      six months prior to the event 

2. Develop an action plan to identity all assignments and projected completion date
      a.  Compile list of committee member names, contact numbers and email 

           addresses

           b.   All committee members should be assigned tasks and responsibilities.
      c.   Expect to meet on a regular basis including nights and weekends 
3. Ensure all expenditures stay within the approved budget 
4. Select Gala Theme, to include color scheme, attire and activities

a. Theme to be approved by the National Board of Directors.

5. Determine Gala entertainment to include bids from three bands and/or DJs 
6. Submit entertainment contracts to National Sr. Vice-President for review and final        

      Approval. 

a. Committee members should not sign or enter into any contractual    

            agreements on behalf of AIM-IRS.

7. Project equipment needs (microphones, stands, mixer, riser, etc.) 
8. Design Gala flyers and tickets

9. Submit recommendations for decorations and table décor
10. Select menu and banquet room layout
11. Select photographer and schedule regional pictures 
12. Determine door prize giveaways, if desired

13. Submit monthly committee report to Conference Chair of all ongoing and pending    

       activities and expected completion dates.
XXII. INTERFAITH SERVICE

The interfaith service is the spiritual closing of the ABMTS.  The committee is responsible for the planning and direction of the service with concurrence from the National President and the National Senior Vice President.  
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A. Structure of Gathering: 

1. Worship/Prayer Service

a. It is an ecumenical worship service to promote unity among all God’s people and thank God for the many blessings bestowed upon us.
2. When to meet 

a. Sunday morning  
3. Where to meet
a. Location determined by Conference Co-Chair prior to ABMTS

4. Duration of Service

a.  9:00 – 10:00 
5. Guest Speaker(s)

a. Determined by Committee Chair with concurrence from National President.

b. AIM members or outside speaker with no cost. 

B. Guidelines for Planning: 

1. Sufficient time should be taken to plan and advertise the event

a. The Interfaith Service should be mentioned on the registration form and in   the souvenir book as part of the advertisement.

b. An invitation to join in on the service should be made at the end of the Saturday Luncheon.

2. The committee should clearly state the purpose of the worship service

XXIII. VENDORS

Vendors may be allowed with approval of the National Senior Vice President with concurrence of the President.


A.  The National Conference Chair (NCC) will submit all names of potential vendors, 


along with their application and contract to the National Senior Vice President.

          1.   Upon approval by the President, the National Senior Vice President, will  



forward a package (Vendor letter and contract) to the approved vendor. 

           
         2.    The National SVP with concurrence from the President will set the vendor   



fee.

         3.    Upon receipt of the vendor registration fee and signed contract, an income

                voucher will be prepared.  The income voucher and fee will be given to the 

                National Treasurer who will deposit funds in the ABMTS bank account. 
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B.
Some things to consider when determining vendors are:



1.  What type of products the vendor has to offer?



2.
Are these products of interest to our members?



3.
Will the vendors sell items that will compete with our sales?



4.  Space availability (Space is usually limited)

XXIV. TARGET DATES

The following are general target dates for ABMTS planning.  Specific target dates will be determined by the National Conference Committee at the initial planning meeting.

       A.  January



1.  The proposed budgets will be submitted to the National Senior Vice President 


      for approval. 


 B.
February



1.  The National Office will send the ABMTS Conference Registration to the
                National Board and Chapter Presidents via email.


2.
The ABMTS Registration Packet posted to the website.
           3.  Invitational Letters announcing ABMTS to Commissioner and IRS Executives.
       C. April



1. Final draft for the Souvenir Program Book.


2.  ABMTS T-Shirt design to be finalized.


  D. June


     1.  Souvenir Book ready for proofreading.

2.  Any corrections to the Souvenir Book should be made and ready for printing.

E. July  

F. Education and Training Chair will submit to the NP a list of workshops to be considered for the next ABMTS
G. July/August (during ABMTS)


      1.  National Conference Coordinator for the following years ABMTS will meet 



with NP and NSVP to 




a. Set expectations





b. Answer questions

F.
August/September

           1.  National President will appoint a team to conduct an audit of ABMTS activities




within 30 days of conclusion of ABMTS.
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2.  Workshop package prepared by the NP for submission to IRS for approval.

XXV. THINGS TO REMEMBER


A.
The Annual Business Meeting and Training Seminar is a National function.


B.
All aspects of the ABMTS require National approval.


C.  No commitments should be made without National approval.


D.
The National President and/or National Senior Vice President signs all contracts.


E.
Use official logo on all items.


F.
Use First Class rate to mail correspondence.


G.
Do not be quick to criticize poor conferences (you may have not been in the 



other chapter’s shoes and regardless of what you do and how well you do it,



you will also be criticized.)  None of us are professional conference planners.
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CHAPTER 5

EXHIBITS
I. DISBURSEMENTS

II. ABMTS

III.  GLOSSARY – FINANCIAL TERMS

IV.  SAMPLE FORMS:


A.  FINANCIAL:



1.  STATEMENT OF REVENUES, EXPENSES, CAPITAL ADDITIONS




AND CHANGES IN FUND BALANCES



2.
BALANCE SHEET



3.
STATEMENT OF CHANGES IN FINANCIAL POSITION



4.
RESTRICTED FUNDS – CFC ANNUAL REPORT



5.
FEDERAL EXEMPTION LETTER

6. INSUFFICIENT FUND POLICY       

     B.
ANNUAL BUSINESS MEEETING AND TRAINING SEMINAR



1.
ABMTS BUDGET FORMAT



2.
ABMTS PAYMENT AUTHORIZATION
3. INVITATION LETTER TO THE IRS COMMISSIONER 

4.  INVITATION LETTER TO BUSINESS UNITS

5. LETTER OF REQUEST FOR SPEAKER NOMINATIONS

6. SPEAKER NOMINATION FORM

5.1

7. EXECUTIVE NETWORK LUNCHEON PARTICIPATION LETTER

8. REQUEST FOR ADVERTISEMENT IN SOUVENIR BOOK

C.  THE NATIONAL NEGRO ANTHEM
5.2

            I.  DISBURSEMENTS
                                                                                                                       5. 3
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         Association for the Improvement of Minorities in the Internal Revenue Service 

	

	


 NATIONAL DISBURSEMENT VOUCHER     FUNDRAISING DISBURSEMENT VOUCHER

	


	

	


SAVING DISBURSEMENT VOUCHER                  BUDGETED ITEM YES   NO 

	


	

	


 ABMTS DISBURSEMENT VOUCHER                   PRIOR APPROVAL            YES                NO

                                                                                                BY NATIONAL   

	        To:
	NATIONAL PRESIDENT
	Date:
	     


	From:
	     
	
	     

	
	Name of Requester
	
	Title/Officer

	      

	Address

	      

	City and Zip Code


	Payee:
	     


                       Purpose of Disbursement                                                                                        Amount 

.

	                                                                               
	
	$
	     

	     
	
	
	     

	     
	
	
	     

	     
	
	
	     

	     
	
	
	     

	     
	
	
	     

	     
	
	
	     

	
	TOTAL
	$
	0 FORMTEXT 

0.00



  (SUPPORTING DOCUMENTS ATTACHED)

                        APPROVING OFFICIAL

Amount approved: ___________

_________________________________________                                            ______________

National President (or Designee)                                                                                Date

AUTHORIZING SIGNEE
______________________________________                                       ____________
National Treasurer                                                                                                        Date
_________________________________________                                              ____________

National Senior Vice President (or Designee)                                                            Date

Check Number(s): _______ Check Date: ___________ Check Amount: _________ Account Charged: ______  
Account Charged: ______ Account Charged: ______ Account Charged: ______ Account Charged: __________                               
  II.     ABMTS
                                                              5.5
                  


*VOUCHERS


A voucher system is used for the accounting of ALL income and expenses.

All vouchers are to be dated and numbered.  Vouchers are to be maintained in date and numerical order.

Income Vouchers

Prepare an Income Voucher for all monies received. 
1. Prepare a dated and numbered voucher for ALL deposits.

2. Vouchers should have information identifying the source of the deposit.

3. Attach the deposit slip to the voucher.

A blank copy of an Income voucher is included.  This copy can be reproduced.

Disbursement Vouchers

All expenses must be paid by check.  Checks should be made payable to a business for expenses incurred.

Checks may also be issued as reimbursement for expenses.  Receipts must be attached to each request for reimbursement.

Disbursement vouchers require the approval of at least 2 authorized persons.  

1. Prepare a dated and numbered disbursement voucher for each expense.

2. Vouchers should have information showing the purpose of the disbursement.

3. Attach the receipt to the voucher.

A blank copy of a Disbursement voucher is attached.  This copy may be reproduced.

DURING THE WEEK OF THE CONFERENCE

During the week of the Conference, receipts will be collected at the end of the day.  Each person at a station will be provided with an envelope to place the receipts for the day.

1. Complete the Income Voucher in its entirety

2. Voucher and monies collected will be verified by the person at that station.

3. The Local Financial Coordination, the Local Financial Coordinator Co-Chair or the National Financial Coordinator must also verify each voucher.

4. Envelopes and a copy of the Income Voucher must be turned in DAILY to the Local Financial Coordinator.
                                                                     5.6
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                                                                            VOUCHER #___________


ABMTS INCOME VOUCHER

TO:
   __________________________       


DATE: _____________

FROM: __________________________



Source of Income




Amount

_____________________________________________________

_____________
_____________________________________________________

_____________

_____________________________________________________

_____________
ATTACH DEPOSIT SLIP




      TOTAL     _____________ 
_____________________________________________


____________
Conference CHAIR






                 Date

______________________________________________


____________

Local Financial Coordinator





     Date

______________________________________________


____________
National Financial Coordinator





     Date

2 Signatures Required

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

Account Charged____________

                                                                     5.7

                              




Exhibit 8
                      DAILY      INCOME     SUMMARY

	ACCOUNT NO.
	ACTIVITY
	AMOUNT
	TOTAL AMOUNT

	
	On Site Registration
	
	

	
	Social Mixer


	
	

	
	Luncheon
	
	

	
	Saturday Night Gala
	
	

	
	Hospitality 
	
	

	
	Souvenir Book & Bag
	
	

	
	T Shirt Sales
	
	

	
	Museum


	
	

	
	Junior Conference
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	      TOTAL DEPOSIT
	
	


Verified by _________________________________





Date
         _________________________________
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   VOUCHER #______

                                ABMTS
                              DISBURSEMENT VOUCHER ____________________________________________________
TO:
   __________________________       


DATE: _____________

FROM: __________________________

                            (Name of Requester)

Purpose of Disbursement    


    

    Amount

_____________________________________________________

_____________
_____________________________________________________

_____________

_____________________________________________________

_____________
ATTACH SUPPORTING DOCUMENTATION)




                   TOTAL    _____     __  __

PAYABLE TO: ___________________________________



    





_


   ___________________________________
=================================================================

AUTHORIZATION         2 signatures required
______________________________________________


____________

National Conference Coordinator





        Date

______________________________________________


____________   Local Financial Coordinator                                                                                   Date              

______________________________________________


____________ National Financial Coordinator               




        Date

______________________________________________


____________ National President                       





         Date

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

Check Number___________ Check Date__________ Account Charged__________
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                       AIM-IRS VENDOR REGISTRATION FORM
This form serves as petition for vendors to register to sell their merchandise at the Association for the Improvement of Minorities (AIM-IRS) _______st Annual Business Meeting and Training Seminar.

Registration fee:  On or before July ____, 200_ $_______        Cashier’s Check   or    Money Order   
                                           After July ____, 200_ $_______         Payable to AIM-IRS
__________________________________________________________________________
VENDOR INFORMATION

____________________________________________________________________________
Business Name
____________________________________________________________

Contact Name
____________________________________________________________

Mailing Address






     
                    

City





State                          Zip Code




Phone (          )



E-Mail:

                   FAX
  (          )                    
   
Description of items(s) to be sold:
















































      









Attach additional sheet if necessary

Terms and Conditions:

The use of the AIM-IRS name and logo is subject to approval by the AIM-IRS National Executive Board (NEB).  Approval must be granted before any merchandise using the AIM-IRS name/logo is sold.  Vendor also understands that the NEB reserves the right to revoke privilege to sell any merchandise deemed improper or contrary to the mission and vision of AIM-IRS at any time.  The registration fee is due with this form.  Failure to provide all information and registration fee will result in non-consideration.

My signature is verification that I understand and agree to the Terms and Conditions of this form.

Vendor Contact Signature:   




        Date




__________________________ FOR INTERNAL USE ONLY___________________________

Approved

Denied


 Comments



















Date Rec’d  


Cashier’s Check #  

  Money Order # 




NEB approval: 


  Position  


  Date: 
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ASSOCIATION FOR THE INPROVEMENT OF MINORITIES
NATIONAL ORGANIZATION ACCOUNTING CODES
Revenue and Support:




Expenses:
  R - 5000   Membership Dues



 E - 5000   Membership Dues

  R - 5010   Membership Cards  



 E - 5010   Membership Dues

  R - 5020   Dues Rebate                                                                        E - 5020   Dues Rebate

  R - 5030   Contribution – ABMTS GS-5 & below 

 E - 5030
  Contribution – ABMTS GS-5 & below
       

  R - 5040   ABMTS-Prior Year  



 E - 5040   ABMTS-Prior Year

  R - 5050   Fundraising 




 E - 5050   Fundraising

  R - 5060   Board Travel 




 E - 5060
  Board Travel
  R - 5070   Board Lodging




 E - 5070   Board Lodging

  R - 5080   Ex. Committee Travel



 E - 5080
  Ex. Committee Travel

  R - 5090   Ex. Committee Lodging                                                     E - 5090
  Ex. Committee Lodging

  R - 5100   Audit Team Travel 



 E - 5100   Audit Team Travel

  R - 5110   Audit Team Lodging



 E - 5110   Audit Team Lodging

  R - 5120   Regional Officer Travel (Visits to Chapters)                   E - 5120   Regional Officer Travel (Visits to Chapters)
  R - 5130   Regional Officer Lodging (Visits to Chapters)                E - 5130   Regional Officer Lodging (Visits to Chapters)

  R - 5140   Accounting Fees (CPA)



 E - 5140   Accounting Fees (CPA)

  R - 5150   Administrative Expenses



 E - 5150   Administrative Expenses

  R - 5160   Board Expenses



                 E - 5160
  Board Expenses

  R - 5170   Bonding Insurance    



 E - 5170   Bonding Insurance
  R - 5180   Condolences        



 E - 5180   Condolences
  R - 5190   Education & Training



 E - 5190   Education & Training

  R - 5200   Legal Fees




 E - 5200
  Legal Fees

  R - 5210   Liability Insurance                                               
 E - 5210   Liability Insurance

  R - 5220   National Board Awards (Plaques, Certificates, etc.)                 E - 5220   National Board Awards (Plaques, Certificates, etc.)

  R - 5230   National Website



 E - 5230   National Website

  R - 5240   Negotiator Travel



 E - 5240   Negotiator Travel

  R - 5250   Newsletter




 E - 5250
  Newsletter

  R - 5260   General Office Supplies 



 E - 5260
  General Office Supplies
  R - 5270   Postage & Shipping



 E - 5270   Postage & Shipping

  R - 5280   Printing & Reproduction



 E - 5280   Printing & Reproduction

  R - 5290   Professional Fees (Negotiator)


 E - 5290   Professional Fees (Negotiator)
  R - 5300   Scholarships   




 E - 5300   Scholarships

  R - 5310   Service Contracts (RHQ, ETC) 


 E - 5310   Service Contracts (RHQ, ETC.)

  R - 5320   Storage Rentals    



 E - 5320   Storage Rentals

  R - 5330   Telephone




 E - 5330   Telephone

  R - 5340   Community Project - Disaster Relief

 E - 5340   Community Project - Disaster Relief

  R - 5350   P. O. Box Rental




 E - 5350   P. O. Box Rental

  R - 5360   Lapel Pins      




 E - 5360   Lapel Pins

  R - 6000   Transfer - Intra-Regional Account 


 E - 6000   Transfer - Intra-Regional Account
  R - 7000   Transfer - Intra - National Account


 E - 7000   Transfer - Intra - National Account

  R - 8000   Seed Money - ABMTS 



 E - 8000    Seed Money - ABMTS


  R - 9000   Bank Service Charge        



 E - 9000    Bank Service Charge
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Exhibit 12
ASSOCIATION FOR THE INPROVEMENT OF MINORITIES
ABMTS ACCOUNTING CODES
Revenue and Support:




Expenses:

  R - 4000   Registration - ABMTS
  


 E - 4000   Registration - ABMTS

  R - 4004   Service Contracts  



 E - 4004   Service Contracts

  R - 4010   T Shirts - ABMTS                                                              E - 4010   T Shirts - ABMTS
  R - 4020   Vendors - ABMTS         

                                 E - 4020
  Vendors - ABMTS 
       

  R - 4030   Social Mixer (Networking Event)      

 E - 4030   Social Mixer (Networking Event)
  R - 4040   Luncheon - ABMTS 



 E - 4040   Luncheon - ABMTS
  R - 4050   Executive Networking Luncheon - ABMTS

 E - 4050
  Executive Networking Luncheon - ABMTS
  R - 4060   Saturday Night Gala - ABMTS  


 E - 4060   Saturday Night Gala - ABMTS
  R - 4070   Hospitality Suite - ABMTS   


 E - 4070
  Hospitality Suite - ABMTS
  R - 4080   Souvenir Book - ABMTS                                                   E - 4080
  Souvenir Book - ABMTS
  R - 4090   Souvenir Bag              



 E - 4090    Souvenir Bag 
  R - 4100   Executive Symposium & Workshops

 E - 4100   Executive Symposium & Workshops
  R - 4110   Reception                                                                             E - 4110   Reception
  R - 4120   Youth Conference                                                               E - 4120   Youth Conference
  R - 4130   Program Book Ads                                 

 E - 4130    Program Book Ads
  R - 4140   Opening Session 



 E - 4140   Opening Session
  R - 4150   Promotion and Publicity



 E - 4150
  Promotion and Publicity
  R - 4160   Workshop Speakers    



 E - 4160   Workshop Speakers
  R - 4170   Printing and Reproduction   


 E - 4170   Printing and Reproduction
  R - 4180   Postage & Shipping



 E - 4180   Postage & Shipping
  R - 4190   General Office Supplies



 E - 4190   General Office Supplies
  R - 4200   Executive Committee/Staff Travel                                  
 E - 4200   Executive Committee/Staff Travel
  R - 4210   Executive Committee/Staff Lodging                                 E - 4210   Executive Committee/Staff Travel
  R - 4220   Budget and Finance



 E - 4220   Budget and Finance
  R - 4230   Computer Equipment Rental


 E - 4230   Computer Equipment Rental
  R - 4240   Interfaith Service



 E - 4240
  Interfaith Service
  R - 4250   Paraphernalia      



 E - 4250
  Paraphernalia 
  R - 4251   Special Event #1

                 

 E - 4251   Special Event #1
  R - 4252   Special Event #2      



 E - 4252   Special Event #2
  R - 4253   Special Event #3                                  

 E - 4253   Special Event #3
  R - 4254   Special Event #4 



 E - 4254   Special Event #4
  R - 4255   Vacant                                          


 E - 4255   Vacant 

  R - 4260   Awards & Plaques    



 E - 4260   Awards & Plaques

  R - 4270   Teleconference/Phone



 E - 4270   Teleconference/Phone
  R - 4280   Audio/Visual                                      

                 E - 4280   Audio/Visual
  R - 6000   Transfer - Intra-Regional Account 


 E - 6000   Transfer - Intra-Regional Account

  R - 7000   Transfer - Intra - National Account


 E - 7000   Transfer - Intra - National Account

  R - 8000   Seed Money - ABMTS 



 E - 8000    Seed Money - ABMTS


  R - 9000   Bank Service Charge        



 E - 9000    Bank Service Charge
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Exhibit 13
____________________     COMMITTEE 

BUDGET WORKSHEET

	
	ITEM
	AMOUNT
	ITEM DESCRIPTION



	INCOME
	
	
	

	
	
	0
	

	
	
	0
	

	
	
	0
	

	
	TOTAL INCOME
	XXXXXX
	

	
	
	
	

	EXPENSE
	*
	
	

	
	
	0
	

	
	
	0
	

	
	
	0
	

	
	
	0
	

	
	LESS TOTAL EXPENSE
	(XXXXX)
	

	
	
	
	

	
	NET INCOME
	XXXXX
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ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES IN THE INTERNAL REVENUE SERVICE

200_ Annual Business Meeting
DELEGATE CERTIFICATE

CERTIFICATE A
1.  __________________________________________________________________________________

       Regional Location of Chapter

2.  __________________________________________________________________________________

     Chapter’s Official Name

3.  ________________________________________
  
   


 


      ________________________________________

  Name of Delegate #1 (Print or Type)

                    Name of Alternate #1 (Print or Type)

 ________________________________________            ________________________________________

Name of Delegate #2 (Print or Type)

                    Name of Alternate #2 (Print or Type)

4.  _________________________________________   ________________________________________

Chapter President’s Name (Print or Type)
       REGIONAL V/P’s Signature/Date

5.  ____________________________________________________________________________________

Chapter President’s Mailing/E-mail Address    ____________________________________ 

Chapter President’s Signature/Date
                              This Certificate is provided in 
                                                                               compliance with Article X, Sec. (1) National Bylaws.


200_ Annual Business Meeting
PROXY CERTIFICATE

CERTIFICATE B

                                                              5.14  
1.__________________________________________________________________________  
__________________
Regional Location of Chapter                   
2.  _________________________________________________________________________________________

Chapter’s Official Name

3.  __________________________________________
      ________________________________________

Name of Proxy #1 (Print or Type)

                   Name of Proxy #2 (Print or Type)

4.  __________________________________________

______________________________

Chapter President’s Name (Print or Type)
       REGIONAL V/P’S Signature/Date

     ____________________________________________________________________________________________


Chapter President’s Mailing/E-mail Address

     __________________________________________   This Certificate is provided in compliance


Chapter President’s Signature/Date

     with Article X, Sec. (1) National Bylaws Rev. May 2004

Instructions for Completion of Certificate A and B

[Mailed certificates must be postmarked no later than June 6, 2005]

CERTIFICATE A
Delegate

Item 1.   Regional Location of Chapter:  Enter the Region. If unsure, get clarification    from the Regional Vice-President.

Item 2.  Chapter’s Official Name:  Enter the chapter’s official name (print or type), as it appears on the official terms of affiliation by your Chapter.

Item 3.  Name of Delegates:  Print or type the names of Chapter Delegates.  Two delegates will be allowed to sit on the floor in the business session where debate is taking place.  The Alternate will be allowed to debate only in the absence of the delegate. Either Alternate can replace either delegate on the certificate.
                                                              5.15 
Item 4.  Chapter’s President’s Name:  Enter the Chapter’s President’s Regional Vice-President’s signature and date:

Item 5. Chapter’s President’s mailing address, signature and date:
                                                       CERTIFICATE B
                                                                Proxy

A proxy must be used when the chapter representative is not a member of said chapter

Item 1.  Regional Location of Chapter:  Enter the Region.  If unsure, get clarification from the Regional Vice-President.

Item 2.  Chapter’s Official Name:  Enter the chapter’s official name (print or type), as it appears on the official terms of affiliation by your chapter.

Item 3.  Name of Proxy:  Print or type the names of the selected Proxy(s) and identify the Chapter in which said Proxy holds membership.  The Proxy must maintain a chapter membership within your Region.

Item 4.  Chapter’s President’s Name:  Enter the Chapter’s President’s Regional Vice-President’s signature and date:

Item 5.  Chapter’s President’s mailing address, signature and date:

The completed certificates must be mailed to the Regional Vice-President.  The Regional Vice-President must sign, date and mail the completed certificate to:

                                                    Marilyn Toney

National Corresponding Secretary

5001 Avenue N, West

Birmingham, AL 35208
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Exhibit 2  
ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES IN THE INTERNAL REVENUE SERVICE

                200_ Annual Business Meeting                                                                      



DELEGATE AT-LARGE CERTIFICATE
CERTIFICATE C

1.  ____________________________________________________________________________________________


Chapter Membership

2.  _________________________________________

________________________________________

Name of Delegate At-Large (Print or Type)              Delegate At-Large (Signature/Date)

     ____________________________________________________________________________________________


Delegate At-Large Mailing/E-mail Address

  3.  ______________________

                                   ___________________

NATIONAL PRESIDENT’S SIGNATURE                          DATE

This certificate is provided in compliance with Article X, Sec. (1) National Bylaws.


200_ Annual Business Meeting
PROXY CERTIFICATE

CERTIFICATE D


** Past National President’s Advisory Committee

1.  ______________________________                                                              
____________________________________

Name of Proxy #1 (Print or Type)                                       Name of Proxy #2 (Print or Type)

                                                                    5.17
2.  _________________________________________

 National President’s Name (Print or Type)

3.  _________________________________________

 National President’s Mailing/E-mail Address


4.  __________________________________________
    This Certificate is provided in compliance


National President’s Signature/Date                             with Article X, Sec. (2) (b) National Bylaws                                                                                                                  
                                                                                             

Rev. July 2005
(Note:  Only the Past National President’s Advisory may use proxy)

                  Instructions for Completion of Certificate C and D

[Mailed certificates must be postmarked no later than DATE]

                                                               CERTIFICATE C

Delegate At-Large

Item 1.  Chapter Membership:  Enter the name of your Chapter

Item 2.  Name of Delegate At-Large:  Print or type your name.

Item 3.  Delegate At-Large Mailing Address:  Enter Delegate At-Large current mailing address.

Item 4.  National President’s Signature/Date:

Delegate At-Large includes the following:

            National President

National Senior Vice-President

Past National Presidents

Past National Senior Vice-Presidents

Regional Vice-Presidents (Current)

Regional Representative (Current)

                                                              5.18

CERTIFICATE D

Proxy

A proxy must be used when the Delegate At-Large is not a member of said chapter.
Item1.  Name of Proxy(s) 1 and 2:  Print or type the name (s) of the selected Proxy(s).  The Proxy must be an active member in good standing of the past National President’s Advisory Committee.

Item 2.  National President’s Name:  Enter the National President’s name.

Item 3.  National President’s mailing address.

Item 4.  Signature and date:

The completed certificates must be mailed to the National President.  The National President must sign, date and mail the completed certificate to:

Marilyn Toney

National Corresponding Secretary

5001 Avenue N, West

Birmingham, AL  35208

Rev. July 2005
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NATIONAL PRESIDENT

Memo

TO:

Delegates At-Large

FROM:
George Shores, National President

DATE:



RE:

DELEGATE CERTIFICATES

Under the National AIM-IRS Bylaws, the official business of AIM-IRS will be conducted at the Annual Business Meeting.  The purpose of holding an annual meeting is to ratify actions taken by the National Executive Committee and National Board of Directors during the past year and to determine the National direction and scope of programs for the coming year.

This year’s business meeting will be held on DATE at PLACE, CITY & STATE.

Please complete Delegate Certificate C and forward it to the National President.  The National President will forward the completed certificate to the National Corresponding Secretary by the postmarked date of DATE in the self address envelope.

Remember this year you may have a proxy.  It recommended that you use it should something happen and you can’t attend the conference.  Delegate certificates received after the postmarked date will be subjected to the credentialing verification process; however, the final decision to accept or reject late credentials will be made by the entire voting body.

The Annual Business Meeting will begin promptly at 9:00 a.m.  The credentialing process will begin at 7:15 a.m. and will conclude at 8:30 sharp.
Look forward to successful and productive Annual Business Meeting/Training Seminar.

GS 

Cc:  Marilyn Toney, National Correspondence

        Joyce Williams, National Senior Vice-President

                                                     5.20

Exhibit 4

TO:

FROM:




National Corresponding Secretary

DATE:


SUBJECT:
Confirmation
Dear Delegate:

Congratulations on being selected and accepted as a delegate (alternate/proxy).  This letter is your confirmation.  The Annual Business Meeting will start promptly at 8:30 a.m.  DAY, MONTH AND YEAR.  You are asked to check in 45 minutes before the start of the meeting to receive your credentials.  Failure to check in timely could result in the loss of your chapters voting privileges.  All delegates should be seated by 8:25 a.m. and ready for the roll call.

Your chapter President has been provided with the minutes of the 2000 Annual Business Meeting, the proposed agenda for the business meeting, and a draft copy of the 2001 budget.  Before your arrival, please review all documents.  Questions and concerns should be directed to your Regional VP, through the Chapter President, well in advance of the business meeting.

Looking forward to seeing you.

Sincerely,

                                                              5.21



  

                                Exhibit 14
Memorandum
To:
 All Scholarship Applicants 

From:
 AIM-IRS National Scholarship Committee

Date:
 April 9, 2007
Re:
 Modestine Haynes Memorial Scholarship




Attached is the information package for the 2006 Modestine Haynes Memorial Scholarship. The package includes all of the necessary material to apply.  If you meet the requirements, please complete the application and forward all required documents with the application to the following address:

AIM-IRS, Modestine Haynes National Scholarship
Attn: Reginald Franklin 
8030 Ditman St #36, Philadelphia, Pa 19136
The application must be postmarked on or before Saturday, June 2, 2007.

Please note: Any applications received in government envelopes will automatically be disqualified.
The scholarship winners will be announced at the AIM Freedom Cruise Fundraiser in September 2007.
Thank you for your interest and best wishes in all of your future endeavors.

Attachments
                                                           5.22 

Scholarship Application

Name:  __________________________________ SSN: ___________ 
Home Address: ______________________________________________

___________________________________________________________

 Telephone: (h) ______________________ (w) ____________________

AIM-IRS Member:  Yes _____     No _____    If yes, How long? _________  

Current Chapter Affiliation: _________________________

Are you currently enrolled in school?  Yes _____      No _____

If no, when do you plan to enroll? 

Institution you are/will be attending: ______________________________

(Include full address)                                                                                          







_______________________________                                                         








 


 ________________________________________________________

Current Job Title:  _____________________ Series & Grade: _________

Office: _________________________     Post of Duty: _______________
Operating Unit: _______________________________________________
Manager’s Name: _____________________ Tel.: ___________________
                                                    5.23 

Education Background
High School
Name: ______________________________________________
Address: ____________________________________________________

___________________________________________________________
Did you graduate?   Yes _____    No _____   if yes, month/year ____/____        

GED?  Yes _____ No _____ if yes, month/year _____/_____

Average Grade: _______                    Class Standing: ________________ 
College/University
Name: ______________________________________________
Address: ___________________________________________________

___________________________________________________________
Dates attended:  From ________________ To _____________________ 

Area of study:  _______________________________________________

Total number of credits completed ___________

Grade Point Average ______________
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      OTHER SCHOOLS / FORMAL TRAINING
Name/Location                                       Dates                                   Area of Study

                                                                                   


                

AIM-IRS ACTIVITIES
Activities include positions and/or responsibilities













































OTHER ACTIVITIES/AWARDS
(Community, Church, School, other)





                                               5.25 

Please provide a brief summary of your future career and personal goals and objectives. Be as specific as possible. (Spelling, grammar and punctuation will be considered)  















Certification

I certify that all statements made on this application are true and complete to the best of my knowledge and belief.

Signature _________________________________ Date _____________
                                                              5.26   

MODESTINE-HAYNES SCHOLARSHIP

HOW TO CLAIM YOU SCHOLARSHIP

Congratulations on winning the AIM-IRS Modestine-Haynes scholarship for the 

20XX-20XX school year. The scholarship covers costs for courses and books. Your scholarship can be claimed in two different ways or a combination of them:

Method One (1)

You can pay the educational bill for courses and books and be reimbursed via a check made payable to you. The following is required for this method:

· Originals of registration

· Invoices/receipts for costs that you have incurred or paid. 

They should be mailed to the AIM-IRS National CFC Treasurer [address]

Method Two (2)

The second method is to have the funds paid directly to the school or university on your behalf. When you register, the school will automatically deduct the amounts for your courses from the scholarship. If this method is selected, the following is required:

· Your student ID Number

· Name and address of a contact person at the college or university you are attending. The person is usually located in the financial aide accounting office.

· The information should be sent to AIM-IRS National CFC Treasurer at the address above or via email listed below.

Method two is the most poplar for Modestine-Haynes Scholarship recipients. At the end of the school year any unused funds will be returned to AIM-IRS by the academic institution.

A combination of the two methods also work when you pay some of the expenses up-front and AIM-IRS reimburses you directly and sends the remainder to the school on your behalf. 

If you have questions, please give me a call at (day) or (evening/weekend). I can also be reached via email. 

5.27




Exhibit 15

Association for the Improvement of Minorities 
in the Internal Revenue Service

                                     PROXY

I, _________________________________, hereby appoint and designate 

                  Name

____________________________________, as Proxy, with the power to  

                 Name of Designee

vote on all matters coming before the National/Regional/Chapter Board at 
the _____________________________________ Meeting to be held on
                 Type of Meeting 
____________________.  Any prior proxy or voting instructions are hereby 

                 Date
revoked and superseded by this proxy.

_____________________           ________________             ____________

             Signature                                          Title                                              Date
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Exhibit 16


OATH OF OFFICE

I, [NAME], DO SOLEMNLY SWEAR THAT I WILL SUPPORT AND UPHOLD THE BYLAWS  AND POLICIES OF AIM-IRS, DUTIES AND RESPONSIBILITIES OF [OFFICE] AND THAT I TAKE THIS OBLIGATION FREELY, WITHOUT ANY MENTAL RESERVATION OR PURPOSE OF EVASION.  I WILL MAINTAIN, WITH HONOR, DIGNITY, AND PROFESSIONALISM ALL BOOKS, RECORDS AND PRIVILEGES OF THE OFFICE WHICH I SERVE.    AT THE CONCLUSION OF MY TERM OF OFFICE, I WILL RELINQUISH ALL RIGHTS, PRIVILEGES AND AUTHORIZATIONS OF SAID OFFICE AND RETURN, IN GOOD AND PROPER FORM, ALL BOOKS AND RECORDS OF THE OFFICE OF [OFFICE].





SO HELP ME GOD
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      III.        GLOSSARY          
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GLOSSARY OF FINANCIAL TERMS

FIXED ASSETS:  Fixed assets should be capitalized.  Capitalization should be based on cost for purchased assets and fair market value at date of gift for donated fixed assets. If historical cost is unobtainable, another reasonable basis, such as cost-based appraisal value, may be used.  Other fixed assets (e.g., buildings) owned by such organizations should be capitalized.
DEPRECIATION:  Once capitalized, fixed assets which are exhaustible should be depreciated.  Inexhaustible fixed assets, such as landmarks, monuments, and historical treasures, need not be depreciated.
INVESTMENT INCOME: Unrestricted investment income, including unrestricted endowment income, should be reported in the unrestricted fund as earned.
Reporting of restricted investment income depends on the use made of the income.  If the income is from investment of current restricted funds, restricted asset funds, or endowment funds for which the donor has specified that investment income be used for current restricted purposes, investment income should be deferred in a liability account on the balance sheet until expended for the restricted purpose, at which time the investment income would be recognized.
Investments not readily marketable, such as real estate or oil and gas interests, may also be carried at fair market value or the lower of cost or fair market value.
GAINS AND LOSSES ON INVESTMENTS:  Unrestricted realized and unrealized gains and losses on investments should generally be reported as current unrestricted revenue, except that unrealized gains (losses) on noncurrent investments carried at the lower of cost or market value are reported as direct additions to (or deductions from) the appropriate fund balance.

Unrealized gains and losses on endowment fund investments carried at market value and all realized gains (losses) on endowment investments should be reported as capital additions of deductions to the endowment fund.
CURRENT RESTRICTED GIFTS, GRANTS, AND BEQUESTS:  Current restricted gifts, grants and bequests should be recorded as deferred income on the liability section of the balance sheet until donor-imposed restrictions are met.
Once the organization incurs an expense for the purpose specified by the donor, revenue should be recognized to the extent of the expense.
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(GLOSSARY CONT.)
PLEDGES:  Legally enforceable pledges should be recorded as assets on the balance sheet at their estimated realizable value.  The timing of recognizing pledges as income depends on the intentions of the donor.  If a donor specifies that the pledge be expended in the current period, it should be recognized as income in the current period.  
If the donor designates a future period for expenditure, the pledge should be recorded as deferred income in the current period, and recognized as income in the designated future period.  If the donor does not indicate a period for expenditure, the pledge should not be recognized as income until the time receipt is expected.
FUND RAISING EXPENSES:  Fund-raising expenses are defined as costs incurred to induce others to contribute resources-money, time, and materials—without receipt of direct economic benefits in return.  Fund-raising costs include a fair allocation of overhead, as well as direct costs.  Fund-raising costs should be expensed when incurred.  If fund-raising activities are combined with program functions, such as the ABMTS, the total cost should be allocated between functions on the basis of the use made of the activity, as determined by the reason for the fund-raising activity.
GRANTS TO OTHERS:  Organizations that award grants should record a grant as a liability and an expense in the period in which the recipient is entitled to the grant.  This is usually the period in which the grant is authorized, even though part of the payment may not be made until later periods.
REPORTING PRACTICES:  Four primary financial statements are required:


1.  A Balance Sheet

2.  A Statement of Activity

3.  A Statement of Changes in Financial Position

4.  CFC Annual Report
A comprehensive statement of changes in financial position was not previously required of any category of nonprofit organizations.
A statement of functional expenses may be presented, if desired.
BALANCE SHEET:  A balance sheet (See Exhibit 22) should represent the amount of assets, liabilities, and fund balances of an organization.
Assets and liabilities of different funds may be mingled, provided that the fund balance section of the balance sheet clearly shows separate balances for (1) Unrestricted Funds.  (2) Restricted Funds, and (3) Fixed Assets.
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If an organization has only unrestricted funds, it must designate which assets and liabilities are current and which are noncurrent.
Fixed assets may be reported in a separate fund or combined with Unrestricted and Restricted Funds, as appropriate.

(GLOSSARY CONT.)

STATEMENT OF ACTIVITY:  A statement of activity (See Exhibit 21) should include all revenue and support, expenses, and nonexpendable or capital additions for the period.  The statement of activity may have any title that correctly identifies the information contained therein.
The amount and source of unrestricted revenue and support and non-depreciable additions should be reported.
Operating income and expenses should be reported separately from non-depreciable additions.  The excess (deficit) of operating income over expenses should be reported both before and after non-depreciable additions.
The statement of activity should contain a fund balance section that reconciles the beginning and end-of-period fund balances.  Transfers between funds should be reported in this section, after the caption “Fund Balance, Beginning of Year.”

STATEMENT OF CHANGES IN FINANCIAL POSITION:  The statement of changes in financial position (See Exhibit 23) summarizes the resources made available to an organization during a period and the uses made of these resources.  Generally, this statement reconciles changes in working capital for a period, but in smaller organizations it may merely present changes in cash balances.
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    IV.    SAMPLE FORMS

                                                                     5.34










            Exhibit 17
AIRLINE RESERVATION FORM

FIRST CHOICE

	YOUR NAME:
	

	YOUR E-MAIL ADDRESS
	

	TELEPHONE NUMBER
	

	DEPART FROM:

(AIRPORT NAME)
	

	FLIGHT NUMBER:
	

	DEPARTURE DATE:
	

	DEPARTURE TIME:
	

	NAME OF AIRLINE:
	

	RETURN FROM:

(AIRPORT NAME)
	

	RETURN FLIGHT #:
	

	RETURN DATE:
	

	RETURN TIME:
	

	NAME OF AIRLINE:
	

	TICKET PRICE:
	


SECOND CHOICE

	YOUR NAME:
	

	DEPART FROM:

(AIRPORT NAME)
	

	FLIGHT NUMBER #:
	

	DEPARTURE DATE:
	

	DEPARTURE TIME:
	

	NAME OF AIRLINE:
	

	
	

	RETURN FROM:

(AIRPORT NAME)
	

	RETURN FLIGHT #:
	

	RETURN DATE:
	

	RETURN TIME:
	

	NAME OF AIRLINE:
	

	TICKET PRICE:
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                                                                                                                         Exhibit 18
The Association for the Improvement of Minorities

in the Internal Revenue Service

ASSET CUSTODY RECEIPT

Name  _________________________________________________________________

Address _______________________________________________________________

City ____________________________ State ______________ Zip Code ________

Contact Phone Number ________________________ or _______________________

Region ________________________     Chapter _____________________________

Member:  Yes _______    No _______     AIM-IRS Member Number ___________

Item Type ___________________________   Serial Number ___________________

Manufacturer ____________________________   Model ______________________

I certify that the above listed equipment was given to me in good and working condition. I agree to incur the cost of replacement or repair if the equipment is damaged, lost or stolen due to my negligence or misuse. 

Signature ______________________________________ Date _________________  
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Deadline July 16, 2007
      ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES IN THE INTERNAL REVENUE SERVICE    
                           



      



















































AWARD TITLE:  
NAME OF NOMINEE: 
CURRENT IRS POSITION: 
AIM-IRS CHAPTER: 
RECOMMENDATION: (Please be sure the narrative addresses the criteria 

outlined for each award):
	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


(Attach additional pages if necessary)

NOMINATED BY                












                                                                                                                                                   Date:
AIM-IRS Chapter   ______________________________
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REQUEST FOR COMBINED FEDERAL CAMPAIGN (CFC) FUNDS 

1. AMOUNT OF FUNDS REQUESTED:  $______________________________

2. DATE(S) OF EVENTS(S):  _________________________________________

3. DATE(S) FUNDS WILL BE DISBURSED:   ___________________________

4. PURPOSE OF FUNDS:  __________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

5.    SCHOLARSHIP SELECTION CRITERIA: Attach copy of Chapter’s Scholarship Criteria   (if applicable)

6.     NAME OF SCHOLARSHIP RECIPIENT (S) AND AMOUNT RECEIVED  

        __________________________________________________________________________________

__________________________________________________________________________________

7.   PROMOTIONAL INFORMATION:    SEE ATTACHMENT(S) ____________________________

8.   _______________________________________                                          _________________
    AIM-IRS, Chapter President                                                                                Date

        _______________________________________                                          _________________

            REGIONAL VICE PRESIDENT                                                                       Date

        _______________________________________                                         _________________
     NATIONAL EXECUTIVE SECRETARY                                                       Date

        _______________________________________                                          _________________

            NATIONAL PRESIDENT                                                                                 Date

Notes:

1. Application for CFC Funds must be submitted and approved in advance of event.

2. The application process will take 30-days or less.

                                                              5.40
CHAPTER REQUIREMENTS FOR CFC FUNDS

(What is needed from Chapters to support use of CFC funds)  

SCHOLARSHIP

A. Announcement/Advertisement of Scholarship to potential applicants;


B. Criteria for scholarship;

C. Proof of awarding of scholarship 

· To include (not all inclusive): photos name and amount of scholarship; Education institution of awardees; major area of study of awardees.
COMMUNITY EVENTS (i.e.: coats, school supplies, toiletries for shelters) 

A. Name of facility or organization funds will be given (make sure it’s a non-profit organization);

B. If provided, letters of thanks from the recipient of the funds;

C. How many individuals are or will be served or will benefit from the items provided;

D. Dates of when the CFC funds were dispersed;

E. Proof: pictures, articles, letters of Thanks,

Chapter should provide any information that supports the AIM CFC Mission – (volunteer income tax assistance, educational seminars, scholarship, mentoring youth, and community activities.)
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                                                                     Exhibit 21
The Association For The Improvement Of Minorities

In the Internal Revenue Service (AIM-IRS)

STATEMENT OF REVENUE, EXPENSES, CAPITAL ADDITIONS,

AND CHANGES IN FUND BALANCES

FOR THE YEAR ENDING DECEMBER 31, 20XX

____________________________________________________________________________________ 

ASSETS




OPERATING
FIXED

ENDOWMENT









TOTAL

REVENUE AND SUPPORT:

GRANTS, INCLUDING $       OF

RESTRICTED GRANTS

XXXX





XXXX

MEMBERSHIP DUES………….


XXXX





XXXX

UNRESTRICTED CONTRIBUTIONS AND


BEQUESTS



XXXX





XXXX

DIVIDENDS AND INTEREST


XXXX





XXXX

UNRESTRICED REALIZED AND


UNREALIZED GAINS….

XXXX





XXXX


TOTAL REVENUE AND


SUPPORT……



XXXX





XXXX

EXPENSES:

 PROGRAM:


PROJECT A



XXXX

XXXX



XXXX


PROJECT B



XXXX

XXXX



XXXX


MEMBERSHIP SERVICES

XXXX

XXXX



XXXX

 
TOTAL PROGRAM


XXXX

XXXX



XXXX

 SUPPORTING:


GENERAL MANAGEMENT

XXXX

XXXX



XXXX


FUND RAISING



XXXX

XXXX



XXXX


MEMBERSHIP DEVELOPMENT
XXXX

XXXX



XXXX


TOTAL SUPPORTING


XXXX

XXXX



XXXX


TOTAL EXPENSES


XXXX

XXXX



XXXX

EXCESS OF REVENUE AND SUPPORT


OVER EXPENSES


XXXX

(XXXX)



XXXX

NONEXPENDABLE ADDITIONS:


RESTRICTED GIFTS


XXXX

XXXX


XXXX
XXXX


RESTRICTED INTEREST



XXXX



XXXX


RESTRICTED REALIZED AND

  
  UNREALIZED GAINS







XXXX
XXXX

EXCESS OF REVENUE, SUPPORT, AND

  NONEXPENDABLE ADDITIONS OVER

  EXPENSES




XXXX

(XXXX)


XXXX
XXXX

FUND BALANCES, BEGINNING OF

  PERIOD




XXXX

XXXX


XXXX
XXXX

TRANSFERS




(XXXX)

XXXX

FUND BALANCES, END OR PERIOD

XXXX

XXXX


XXXX
XXXX

                                                                          5.42
          




                   
    Exhibit 22


THE ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES

IN THE INTERNAL REVENUE SERVICE (AIM-IRS)

BALANCE SHEET

DECEMBER 31, 20XX

ASSETS

CURRENT ASSETS:


CASH










XXXX


MEMBER DUES RECEIVABLE






XXXX


ACCOUNTS RECEIVABLE






XXXX


PLEDGES RECEIVABLE






XXXX



TOTAL CURRENT ASSETS






XXXX

ENDOWMENT FUND INVESTMENTS, AT MARKET





XXXX

FIXED ASSETS, L ESS DEPRECIATION






XXXX



TOTAL ASSETS







XXXX

LIABILITIES AND FUND BALANCES

CURRENT LIABILITIES









XXXX


ACCOUTNS PAYABLE








DEFERRED GIFTS








RESTRICTED GIFTS







XXXX


UNRESTRICTED GIFTS






XXXX
XXXX



TOTAL CURRENT LIABILITIES






XXXX

LONG TERM LIABILITIES








XXXX


TOTAL LIABILITIES








XXXX

FUND BALANCES:


UNRESTRICTED, AVAILABLE FOR CURRENT OPERATIONS


XXXX


INVESTED IN FIXED ASSETS, NET





XXXX

ENDOWMENT FUND








XXXX


TOTAL FUND BALANCES







XXXX

TOTAL LIABILITIES AND FUND BALANCES






XXXX
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THE ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES


IN THE INTERNAL REVENUE SERVICE (AIM-IRS)


STATEMENT OF CHANGES IN FINANCIAL POSITION

FOR THE YEAR ENDING DECEMBER 31, 20XX

WORKING CAPITAL WAS PROVIDED BY:

CURRENT ACTIVITIES:


EXCESS REVENUE AND SUPPORT OVER EXPENSES

XXXX


NON EXPENDABLE ADDITIONS



XXXX


EXCESS OF REVENUE, SUPPORT, AND NONEXPENDABLE


  ADDITIONS OVER EXPENSES



XXXX


ADD – EXPENSES NOT REQUIRING OUTLAY OF WORKING


  CAPITAL-DEPRECIATION




XXXX


LESS – INCOME NOT PROVIDING WORKING CAPITAL


   -UNREALIZED GAINS





(XXX)




NET






XXXX




TOTAL WORKING CAPTIAL PROVIDED

XXXX


WORKING CAPITAL WAS UTILIZED FOR:


ACQUISITION OF FIXED ASSETS



XXXX


ACQUISTION OF INVESTMENTS



XXXX


REPAYMENT OF BANK LOAN




XXXX




TOTAL WORKING CAPITAL UTILIZED




XXXX




NET INCREASE IN WORKING CAPITAL

XXXX


COMPONENTS OF CHANGE IN WORKING CAPITAL:


  INCREASES IN CURRENT ASSETS:




CASH





XXXX




PLEDGES RECEIVABLE


XXXX




ACCOUNTS RECEIVABLE


XXXX




INVENTORY




XXXX


  DECREASE (INCREASE) IN CURRENT LIABILITIES:




ACCOUNTS PAYABLE



(XXXX)




DEFERRED GIFTS AND DUES



XXXX











_____














XXXX
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                                               Exhibit 24
THE ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES

IN THE INTERNAL REVENUE SERVICE

RESTRICTED FUNDS – CFC ANNUAL REPORT

DECEMBER 31, 20XX

SCHOLARSHIP FUND BALANCE



XXXX


ADDITIONS:


SOURCE:


AMOUNT:


CFC



XXXX


FUNDRAISING


XXXX


OTHER



XXXX









XXXX

TOTAL IN FUND





XXXX

CERTIFICATION OF BANK FUNDS (LATEST BANK STATEMENT)

DISBURSEMENTS:



SCHOLARSHIP – WHO, HOW MUCH, INSTITUTION



OTHER

FUNDS ARE RESTRICTED FUNDS AND MUST BE IN A SEPARATE ACCOUNT AND ONLY USED FOR THE STIPULATED PURPOSE.  ANY EXPENSES IN THE MANAGEMENT OF THESE FUNDS MUST BE VERIFIED AND SUBMITTED TO THE NATIONAL SENIOR VICE PRESIDENT FOR APPROVAL AND REIMBURSEMENT.
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Internal Revenue Service





Department of the Treasury

District Director

Date:   May 9, 1986






Our Letter Dated:










 May 16, 1982










Person to Contact:










 Mary Ellen Avigenis










Contact Telephone Number:










 (215) 597-4168

National Steering Committee of the Association

for the Improvement of Minorities in the Internal Revenue Service 

c/o Arthur Werts

P.O. Box 20035

Newark, NJ  07101


This modifies our letter of the above date in which we stated that you would be treated as an organization which is not a private foundation until the expiration of your advance ruling period.


Based on the information you submitted, we have determined that you are not a private foundation within the meaning of section 509(a) of the Internal Revenue Code, because you are an organization of the type described in section    509(a)(s)        .  Your exempt status under section 

501(c)(3) of the Code is still in effect.


Grantors and contributors may rely on this determination until the Internal Revenue Service publishes notice to the contrary.  However, a grantor or a contributor may not rely on this determination if he or she was in part responsible for, or was aware of, the act or failure to act that resulted in your loss of section    509(a)(2)       status, or acquired knowledge that the Internal Revenue Service had given notice that you would be removed from classification as a section     509(a)(2)     organization.


Because this letter could help resolve any questions about your private foundation status, please keep it in your permanent records.


If you have any questions, please contact the person whose name and telephone number are shown above.








Sincerely yours,








District Director

P.O. Box 260, Newark, N.J.  07101






Letter 1050 (DO) (7-77)
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                                               Exhibit 26
INSUFFICIENT FUNDS POLICY RECOMMENDATION (ISF)

A. A deadline date should be established for the acceptance of personal checks for registration fees. Therefore, no personal checks will be accepted from individuals for registration fees within 16 days of the conference. The post mark date will be used to establish the deadline. This will ensure that we do not grant an individual access to the conference prior to the registration balance being paid.

B. A return check fee of $30.00 should be charged.  Individuals that have checks returned will be required to pay the balance by cash, cashier's check, money orders or credit card prior to being allowed to attend the conference.

1. A list will be maintained of those individuals whose checks were returned due to insufficient funds and subsequently did not provide payment to cover the returned check.

2. This list should be updated continuously by those committees/individuals that are responsible for accepting payment for the ABMTS

a) by check

b) credit card

c) online

3. This list should be updated weekly and distributed to the:

a) National President

b) NSVP

c) National Finance Coordinator

d) Local Finance Coordinator

e) Registration Committee

f) The committee/individual responsible for accepting/ processing online registration.  

g) The committee/individual responsible for accepting/processing credit card registration 

4. These individuals will not be allowed to write checks again for any National AIM-IRS function or activity.
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5. These individuals will not be allowed to register for the subsequent year’s ABMTS until full payment, including any additional charges, have been received to cover ISF check.                                        
6. ISF Checks

Upon notification of ISF checks the payer will be notified using the ISF letter.  (Attached ISF-2)

a) The letter should be issued by the committee chair/individual responsible for accepting/processing payment.

b) The letter should be issued within three (3) days of notification of ISF

c) If applicable, a copy of the ISF document needs to be attached to the letter

1. Retain original documentation

d) If applicable, return form of payment 

e) Return registration form.

f) Collection of ISF post ABMTS or other National Function/Activity

g) If applicable, a copy of the ISF document needs to be attached to the letter

1. RVP should contact chapter president regarding their members ISF

2. Payment should be solicited and forwarded to committee/individual responsible for accepting/processing

C. Only cash, cashier's check, money orders or credit cards should be accepted within 16 days of the conference.  Personal checks should absolutely not be accepted onsite at the registration. This will greatly reduce the possibility of a check being returned for insufficient funds.

D. Starter checks or checks that do not have the name and address of the individual making the payment should not be accepted. A home or business phone number should be provided.

E. Third party checks should not be accepted.

F. The registration committee or individual that is responsible for accepting checks for registration fees should promptly deposit the checks. This becomes more important as we get closer to the conference date so that adequate time is provided so that the check can clear the payer bank prior to the conference.
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G. The registration committee or designated individual should contact the organization's bank 2 days prior to the conference to ensure that all checks for registration have cleared the payer bank.

H. Credit card approval can be obtained manually or electronically from the issuer to insure that the credit card holder has not exceeded his or her credit limit.  Therefore, the acceptance of credit cards should not be an issue if charge authorization is obtained at the time that registration fees are paid.

I. No member shall be allowed to run for office at the chapter, regional, or national level until all ISF payments have been made.
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ISF-2
Association for the Improvement of Minorities

National Office

[National Senior VP name, NSVP

                                                                       Central Region           North Atlantic Region          Western Region

                                                             Midwest Region         Mid-Atlantic Region             Southwest Region

                                                                      Southeast Region

Date: 

To:  Payer/Maker of Check 

Re:  ISF Charge(s) Against:   FORMCHECKBOX 
 Member      FORMCHECKBOX 
  Non-Member

Dear [Payer/Maker]:

Our records show there were insufficient funds (ISF) in your account to cover the amount of the check you submitted for $ ________,  In order to remain in good standing with National AIM-IRS you must submit a money order for $ _______ to cover the cost of the check and bank fees within ten (10) business days from the date of this letter.

Please make your remittance payable to:





___________________________





___________________________





___________________________

Thanks in advance for your immediate response.

	Assignee (Print):
	                                        

	Assignee Signature:
	

	Assignee Title:
	

	Special Event/Activity
	

	Phone Number:
	


	cc:
	Copy to File

	
	Memo Entry to File
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ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES

ANNUAL BUSINESS MEETING AND TRAINING SEMINAR

          BUDGET

INCOME


REGISTRATION



PRE 60-DAY

(   @ $.   ) _________



PRE 30-DAY

(   @ $.   ) _________



ON-SITE

(   @ $.   ) _________



TOTAL REGISTRATION                _________


ADVERTISING



    _________


FUNDRAISERS



    _________

TOTAL PROJECTED INCOME




$ __________

OPERATING EXPENSES


WORKSHOPS



SPEAKER’s

________



EQUIPMENT

________


REGISTRATION


     _________


PORTFOLIOS



     _________


EXECUTIVE BOARD MEETING

     _________


ANNUAL BUSINESS MEETING

     _________


OPENING SESSION


     _________


LUNCHEON



     _________


RECEPTION



     _________


SATURDAY NIGHT GALA

     _________


HOSPITALITY



     _________


SOUVENIR PROGRAM BOOKS
     _________


FUNDRAISERS EXPENSE

     _________


RESERVE



     _________

TOTAL OPERATING EXENDITURES



$ ___________

NET PROFIT






$ ___________
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                          Exhibit 28
ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES

______ ANNUAL BUSINESS MEETING AND TRAINING SEMINAR

PAYMENT AUTHORIZATION

_______________________________


__________________________


COMMITTEE





              DATE

BRIEF DESCRIPTION AND NAUTRE OF EXPENDITURE:

WAS EXPENDITURE PRE-APPROVED: __________________ YES ____________________ NO

AMOUNT OF CHECK REQUESTED: $ ________________________

MAKE CHECK PAYABLE TO: ___________________________________________________________

APPROVAL REQUIRED: _____________________________ OR ______________________________





CHAIR


                            CO-CHAIR

DATE APPROVED: ___________________________________________________________________


PLEASE PROVIDE THIS FORM ALONG WITH BACK-UP DOCUMENTS FOR REQUESTED

EXPENDITURE, TO _________________________________, FINANCIAL COORDINATOR, FOR ISSUANCE OF CHECK. 

*****NO CHECKS WILL BE ISSUED WITHOUT ALL BACK-UP RECEIPTS *********
CHECK #: _______________________________________   DATE: _____________________________

RECIPIENT OF CHECK: _____________________________ DATE: ____________________________





SIGNATURE

AUTHORIZATION #: ____________________________ APPROPRIATION: ______________________

INITIALS: ______________________
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March 31, 2008
Mr. Doug Shulman
Commissioner of Internal Revenue Service

1111 Constitution Avenue NW

Washington, DC   20224-0001

Dear Commissioner Shulman:
On behalf of The Association for the Improvement of Minorities in the Internal Revenue Service (AIM-IRS), I would like to congratulate on your recent appointment as the Commissioner of the Internal Revenue Service.  I trust that this is a satisfying and defining moment in your life, and that it begins a wonderful career with the Internal Revenue Service.  

AIM-IRS will be hosting its 39th Annual Business Meeting and Training Seminar (ABMTS) from August 12-16, 2008, in Milwaukee, Wisconsin at the Wyndham-Milwaukee Airport.  On behalf of the National Executive Board of Directors, I would like to extend an invitation to you to participate in this year’s ABMTS.  Our theme for this year is “Take Your AIM to the Next Level.”
I would like to invite you to participate in our Opening Session Ceremony on Wednesday, August 13, 2008, beginning at 9:00 am, where you will have the occasion to address conference attendees.  Following the Opening Session Ceremony, there will be an Executive Networking Luncheon, complimentary to you.  This luncheon will provide a unique opportunity for a small group of conference attendees to interact with the heads of office in a relaxed setting.

Our afternoon sessions will begin with the Executive Symposium, a panel discussion with Senior Executives as panelists, facilitated by Del Ray Jenkins.  The afternoon will conclude with the Operating Division Breakout sessions.

I believe you will find the Executive Symposium and the Breakout sessions enlightening, as the conference attendees will raise issues that concern and affect them in performing their daily responsibilities.

5.53 
For more information on AIM-IRS, please visit our website at www.aimirs.gov.  I hope you will take time out of you busy schedule to participate in the Executive Symposium.  Your presence would be greatly appreciated.  However, if you are unavailable to attend please provide a representative from your office.  In addition, you or your representatives are welcome to attend any of the Operating Division Breakout sessions.  

Our annual Networking Event will begin on the same evening at 6:00 pm.  This event presents another excellent opportunity for Executives and employees to meet in an informal atmosphere.  If your schedule permits, we would welcome your presence at this event as well.

Enclosed you will find a complete registration package for your reference and information. You are not required to register as you would be my guest.  Please respond or provide the names of any representatives you may send in your stead no later than April 4, 2008, to me at George.M.Shores@irs.gov.  In addition, please ensure that a biographical sketch and a photograph in Photo Editor Format are included.

We look forward to seeing you in Milwaukee!!

Regards,
George M. Shores Jr.
National President, 
AIM-IRS
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March 22, 2006                                                                                                               Exhibit 30
Ms. Debbie Nolan
Commissioner of LMSB
1111 Constitution Avenue NW

Washington, DC   20224

Dear Ms. Nolan
The National Executive Board of the Association for the Improvement of Minorities in the Internal Revenue Service (AIM-IRS) cordially invites you to attend the 37th convening of our Annual Business Meeting and Training Seminar (ABMTS) to be held Monday, July 31 through Saturday, August 5 in Buffalo, New York.  The theme for the seminar is “Keep Your AIM-Stay the Course.”

AIM-IRS is an educational organization whose purpose is to educate and develop our members to their fullest career and personal potential and instill in them the highest degree of confidence in their abilities. AIM-IRS was established in 1969 and has 48 active professional chapters in cities across the country. 

 I welcome your participation as a panelist during the Executive Symposium to be held on Wednesday, August 2 at 1:00 p.m.  Your participation on the panel will surely enlighten our members as to the changes taking place in your business unit.   Additionally, we would like for you to participate in Operational Division Breakout Sessions to be held on Wednesday, August 3 at 3:00 p.m.  
Please be aware that, effective for the 2006 ABMTS, standard conference fees apply to all conference participants including attendees from the local metropolitan area.  If you wish to attend any event outside the one you will be participating in, you will be expected to have paid the full registration fee or have purchased individual event tickets.  Please be advised that this is a change in practice from prior years.  For additional information and a complete registration package please visit our website at www.aimirs.org. 

5.55
Please accept this invitation or provide the names of any representative you may send in your stead not later than April 15, 2006 to the attention of Sarah Wilson.  In addition, please ensure that a biographical sketch and a photograph in Photo Editor format are included.

If you have any questions, or need additional information, please contact Sarah Wilson, AIM-IRS National Conference Co-Coordinator, by e-mail at sarah.h.wilson@irs.gov or by telephone at (615)250-5687

Sincerely,
George M. Shores Jr.
National President 
AIM-IRS
5.56
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ASSOCIATION FOR THE IMPROVEMENT OF MINORITIES

NOMINATION FOR AIM-IRS WORKSHOP PARTICIPATION

CONFERENCE SITE __________________________________________________________________

NOMINEE ______________________________CURRENT POSITION __________________________

ADDRESS __________________________________________________________________________

CITY __________________________________STATE __________________ ZIP ________________

TELEPHONE (H) ___________________________ (W) ______________________________________

IS NOMINEE A CURRENT AIM MEMBER? _____________YES ____________________NO

AREA OF EXPERTISE TO BE OFFERED BY NOMINEE AT THE TRAINING CONFERENCE:

RECOMMENDED WORKSHOP(S) _______________________________________________________

PLEASE LIST PRIOR ABMTS EXPERIENCE _______________________________________________

                                                              5.57
NOMINATION FORM (CONT)   PAGE 2

PLEASE LIST LOCAL CHAPTER PARTICIPATION OF THE NOMINEE __________________________

PLEASE LIST ANY OTHER PREVIOUS WORKSHOP ACTIVITY _______________________________

PLEAS LIST ANY OTHER COMMUNITY ACTIVITIES ________________________________________

ADDITIONAL COMMENTS _____________________________________________________________

PLEASE SUBMIT A BIOGRAPHY OF THE PERSON YOU ARE NOMINATING.  THANK YOU VERY MUCH.

PLEASE LIST NAME AND TITLE OF PERSON WHO IS MAKING NOMINATION

NAME ___________________________________ TITLE _____________________________________








(I.E. CHAPTER PRESIDENT,








 REGIONAL REPRESENTATIVE,








 REGIONAL VICE-PRESIDENT)

ADDRESS __________________________________________________________________________

CITY _________________________________STATE ________________________ZIP ____________

REGION ____________________________________________________________________________
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The Association for the Improvement of Minorities in the Internal Revenue Service
National Office  

                                                            Central Region              North Atlantic Region          Western Region

                                                   Midwest Region           Mid-Atlantic Region             Southwest Region

                                                                                                 Southeast Region
May 31, 2006

Dear AIM Member / Supporter,

You are cordially invited to attend the AIM Executive Networking Luncheon at the AIM-IRS 37th Annual Business meeting and Training Seminar on Wednesday August 2, 2006 at 12:00pm at the Hyatt Regency Hotel in Buffalo, New York in the Buffalo Room.  This gives our members a chance to participate in a unique networking opportunity with Executives of the IRS.  We will be honored to have you share your knowledge and wisdom with our future Executives!

The cost of the Luncheon is $22.00 per person.  There are only 70 seats available.  For information you can reach Sharon Sanders at (213) 576-3912 Committee Chair during the day.  You may also contact Fran Hart (631) 447-4232. We look forward to seeing you.

Thank you for your support.








Sincerely,


Francoise Hart

ABMTS Conference Coordinator

Francoise Hart
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                                  Exhibit 33
Greetings:

I am excited about the 2006 Annual Business Meeting and Training Seminar that will be in Buffalo, New York.  I know that each of you was eagerly awaiting this email with the information about purchasing placement for your advertisement and patrons lists in the Souvenir Book.  The prices are remaining the same as last year and to refresh your memory I have a cost table below for your perusal and convenience. 

I offer this personal challenge for each Chapter to submit one business advertisement from within your local city or state.  This is one way to introduce our organization to the local communities across the nation. The price is included below in the cost table.

As this is the first email request for advertisement in the 2006 Souvenir Book and to the new National Board I am requesting that each Regional Vice President send me a listing of the current Chapter Presidents in their region.  I have included a table at the end of this memo with the information I need to ensure timely communication between the Chapter Presidents and myself.  If you choose to disseminate this information to the chapters please send me your response to that effect, so that I will not expect a listing of the requested information.  This information is needed February 4, 2006. 

To make ensure that we are meeting your advertisement needs in the Souvenir Book I have listed some tips that I want to share with you.  

· Use either, Microsoft WORD, PowerPoint or Adobe PageMaker software to create your advertisement.

· Scale your ad to the size you are purchasing

· Send the finished product for placement in the Souvenir Book (Do not send picture separate from text.)

· Proofread and Spell check your work

· List names of people in the picture from left to right

· Send money for the advertisement within two weeks of sending the actual advertisement

All advertisements, patrons and payments are due by April 15, 2006, to Souvenir Book Committee, 16137 Edenwood Drive, Bowie, MD 20716, and as always, if additional information is needed feel free to contact me at contact info listed on the bottom of the email page.  
	Advertisement cost table

	Size
	Type (Personal)
	Price
	Type (Business)
	Price

	Full Page
	Color
	130.00
	Color
	500.00

	Full Page 
	Black & White
	100.00
	Black & White
	400.00

	Half Page
	Color
	  65.00
	Color
	250.00

	Half Page
	Black & White
	  50.00
	Black & White
	200.00

	Quarter Page
	Color
	  32.50
	Color
	125.00

	Quarter Page
	Black & White
	  25.00
	Black & White
	100.00

	PATRONS COST TABLE

	Category
	Price
	Information
	Examples
	

	Name and Chapter Name
	10.00
	
	Miss AIM IRS

National
	

	Name and Chapter Name with a shout out line
	15.00
	Shout out limited to 25 characters
	Miss AIM IRS

National

Congratulations to AIM
	


                                                                  5.60
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 Association for the Improvement of Minorities
January 29, 2008

Dear Regional Vice-Presidents, Regional Representatives and Chapter Presidents:

We will elect a National President and National Senior Vice President in Milwaukee, Wisconsin. Now is the time for us to consider who is qualified and capable of leading our organization for the next two years.  The National Bylaws specify the qualifications necessary for these positions:


Article IX Section (2)

(a) No person shall be elected President or Senior Vice-President unless at the                         time of election that person shall have served two (2) years on the Board of Directors.  Any qualified person may stand for election to one (1) of said offices at any biennial election.  A candidate must be an active member in good standing in the region and chapter from which the candidate is nominated during the entire twenty-four (24) month period immediately preceding such candidate’s nomination.

Candidates should also have demonstrable leadership skills; ability to communicate effectively; knowledge of Parliamentary procedure; knowledge of the Bylaws and standing rules of

AIM-IRS; knowledge of the organizational structure, purpose, goals, history of AIM-IRS; and knowledge of the organizational structure of IRS.

The Nominating Committee is charged with soliciting nominations and certifying the validity of potential candidates.  To that end, we request that all nominees submit a detailed nomination form outlining their qualifications for said position.  The nominee should also submit an essay outlining their vision and goals for the future of the organization (must provide specific examples).   Due date for submission of nomination form is April 30, 2008. Due date for the submission of the essay is June 1, 2008.

Nomination Information should be sent to:  Christine Brown
                                                                           18605 Coltman Avenue

                                                                           Carson, CA 90746

Should you have any questions or require additional information, please feel free to contact me

Christine Brown at (310) 523-4202.

I look forward to your participation in this process which is vital to the future success and progress of our organization.

Sincerely,

Christine Brown

Chair, Nominating Committee

cc: National President

      National Senior Vice-President

      National Recording Secretary
      National Executive Secretary     
           5.61
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The Association for the Improvement of Minorities

In the Internal Revenue Service
Junior Conference Permission Form

I______                 ___________, parent/ guardian of

_______________________, hereby give permission to __________            ___, of  the Association for the Improvement of Minorities in the Internal Revenue Service (AIM-IRS) to include my child as a participant of the __  ___ Annual Business Meeting and Training Seminar (ABMTS). This permission shall include the authority of __________________to take my child off of the hotel property.  The parent/guardian ___________    ______, shall hold AIM-IRS harmless of liability for the safety of the participant only and so long as AIM-IRS and its representatives exercise ordinary and reasonable care.  

_____________________________




__________

Parent/Guardian Signature




Date
5.62


'THE NEGRO NATIONAL ANTHEM'

Lift every voice and sing
Till earth and heaven ring,
Ring with the harmonies of Liberty;
Let our rejoicing rise
High as the listening skies,
Let it resound loud as the rolling sea.
Sing a song full of the faith that the dark past has taught us,
Sing a song full of the hope that the present has brought us,
Facing the rising sun of our new day begun
Let us march on till victory is won.

Stony the road we trod,
Bitter the chastening rod,
Felt in the days when hope unborn had died;
Yet with a steady beat,
Have not our weary feet
Come to the place for which our fathers sighed?
We have come over a way that with tears have been watered,
We have come, treading our path through the blood of the slaughtered,
Out from the gloomy past,
Till now we stand at last
Where the white gleam of our bright star is cast.

God of our weary years,
God of our silent tears,
Thou who has brought us thus far on the way;
Thou who has by Thy might
Led us into the light,
Keep us forever in the path, we pray.
Lest our feet stray from the places, Our God, where we met Thee;
Lest, our hearts drunk with the wine of the world, we forget Thee;
Shadowed beneath Thy hand,
May we forever stand.
True to our GOD,
True to our native land

      James Weldon Johnson 
(June 17, 1871 - June 26, 1938)
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