NMHSBA Board Positions
1. President – 3 year term

a. Presides at all board and association meetings
b. Acts as spokesperson for association.
c. Obtains financial information from Association Manager and reviews monthly.
d. Appoints committees with Board’s approval.
e. Provides agenda to Association Manager at least 1 week in advance of meeting
f. May be on a committee and able to vote
g. Can attend other committee meetings not on but not as a voting member
2. Vice President – 3 year term

a. Performs duties of President if President is absent.
b. Performs duties requested by President, or duties requested by the board.
3. Director – 3 year term

a. Member of board.
b. Has vote at meetings.

c. Enforces the bylaws.

d. Ensures the president verifies the association accounts monthly.

e. Ensures all required financial reports are filed.

f. Approving and reporting the budget, developed by the association manager.

g. Choosing the date of the association annual meeting.

h. Conducting hearings as necessary.

i. Must be at least 14 years of age.

j. Look out for the association’s and member’s best interest, not his/her own.

k. Not experience personal gain from his/her affiliation as a member of the board.

l. Not participate in the decision making process if the decision affects that individual.

m. Be involved at the tournaments, based on a mutual agreed schedule by members.

4. Association Manager 
This person is responsible for the day-to-day management of the association and serves as the ex-officio, non-voting secretary/treasurer of the board.  He/She is not elected but rather selected/appointed by the board and is therefore not subject to term limits.  The association manager, who can serve as a director concurrently, but not as an officer, may have voice and vote at meetings based on the following:

If the association manager is not a director:

· Has voice (no vote) at board meetings.

· Does not count towards a quorum and cannot make or second motions at board meetings.

· Has voice and vote at membership meetings.
If the association manager also is a director:

· Has voice and vote at board and membership meetings during his/her term as a director.

This individual, who must be a minimum of 18 years of age, should have knowledge of bowling, management, office, organizational and basic computer skills.  Other skills should include knowledge of parliamentary procedure, marketing and public relations experience, and any other skill required by the board.  The board selects and, if necessary, dismisses the association manager.
The association manager, with board approval, may have authority to select other individuals to assist in fulfilling his/her duties such as an office assistant, tournament assistant, etc.  Association managers opting to do so are still responsible for seeing that all responsibilities are carried out.  Additionally, the association manager appoints, manages and evaluates all volunteers and files written reports as directed by the board.
Day-to-day management of the association includes a wide variety of responsibilities.  The association manager is expected to see to it that each of these responsibilities is carried out. 
This is generally the only paid position.
NOTE: The official position of association manager may not be changed to provide for a secretary, treasurer, secretary/treasurer, or executive director.

Duties:

a. Purchasing supplies.
b. Purchasing awards.
c. Membership Processing – administration and processing of bowler and coach information, tournament scores, etc. 
d. Must maintain a current average listing that is readily available.
e. Handles the day-to-day financial operations of the association.
f. Keeps all financial activities and record keeping current by meticulously recording all transactions.  This is a necessity to allow for thorough verifications and audits.
g. Bill for P.O.’s and monitors accounts receivable to ensure all invoices are paid.
h. Pays all bills and invoices.  To enable financial transactions to occur smoothly and on time, the association manager and board may develop an “authorization agreement.” For example, an agreement could grant a blanket authorization for specific expenditures within the allocated budget, as applicable, or expenditures up to a specified dollar amount. Even if an “authorization agreement” exists, a review of these expenditures should still occur. The president’s monthly verification of accounts may serve as a good opportunity for this.  Other expenditures must be approved by the board.

i. It is the responsibility of the association manager to prepare and present the master budget to the board for approval.  The finance committee has the responsibility of monitoring and reviewing the budget, if applicable.
j. The association manager manages the approved budget by ensuring the actual income and expenditures stay “in-line” with the approved budget.  In addition, the finance committee monitors the budget throughout the year and has the authority to recommend to the board that funds be reallocated during the season in the event a certain area has excess funds or a special need arises.  Any reallocation in the budget while it is in use must be approved by the board.
k. The association manager must be prepared to provide all financial information requested by the board.  Information necessary for the monthly audits is a common example of when members of the board may request financial information.  In addition, the association manager provides a written financial report at every membership and board meeting. The report includes the association’s starting balance, deposits, expenditures, and ending balance for the period since the last meeting.  It also lists all assets, reserves, and liabilities, including salaries.    
l. Providing financial statements, such as balance sheet, cash flow, and income statement.
m. File proper tax forms.
n. File taxes relating to employees.  Association managers, presidents or others earning $100 or more annually are considered employees of exempt organizations per IRS regulations.  As a result, associations are responsible for withholding, paying, and reporting state and federal income, Social Security, and Medicare taxes for such wages.

o. Per board’s approval, association manager will be responsible for paying out business expenses.  

p. Maintaining the Operations/Policy & Procedures Manual.

q. Submit scholarship funds to Smart Program.

r. Handles association correspondence including recording and maintaining meeting minutes.
s. Is liaison between association and NMAA.

t. Receiving, compiling and filing committee reports.

u. Schedule and attend all season tournaments.

v. Managing the association tournaments including all paperwork.
w. Maintaining a record of and submitting tournament information to USBC as specified.

In addition, directors or any other interested party may submit their name to the association manager, who will then pass on a list to the president, to be on any of the following committees.  Committee members must be at least 14 years of age.  
Suggested Committees:

· Tournament Committee

· Ways & Means Committee (Fundraising)

· Finance Committee (audits processes as well as financial)

· Nominating Committee
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