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I.  Board Duties and Protocols
1. Directors will make a reasonable effort to assist in fundraising
2. Directors shall attend at least 3 Board meeting per year
3. Elections:
3.1. Board members shall be elected per requirements as outlined in the by-laws
3.2. Officers shall be selected per requirements outlined in the by-laws
3.3. Executive Committee members shall be appointed as outlined in the by-laws
4. Membership
4.1. The Board may establish a general membership for the Outdoor Heritage Foundation of Alaska
4.2. The Board may establish dues for membership and provide for different levels of membership
4.3. Members shall not have voting privileges unless provided for by the Board
 5.  Fiduciary Duties
5.1 Board members shall act with responsibility in relation to the management of OHFA assets, including cash assets.
5.2 Board members shall not use corporate assets for personnel inurnment
II. Budget 
1.  Each program shall submit a budget for the Board's consideration by November 15 each year. Submitted budgets shall include actual expenses for that program within the fiscal year.  Budgets may also require items such as class or curriculum plans, inventory, proposed equipment purchases, menus where food service is included, and any other information the Board may require for making informed decisions. Upon Board approval, coordinators or those responsible for a program may proceed within the constraints of that budget.  Any expenditure beyond the scope of the budget of $500 or greater must receive Board approval before OHFA is obligated to pay such expenses.  Furthermore, whenever said expenditures involves the purchase of equipment no matter what the cost, it must be approved by the board.
2.  Large orders of $1000 or more shall be purchased through the central office. Any expense expected to be paid by OHFA must be invoiced to OHFA.  For example, purchases from a supplier of goods or services needed for a program shall have the invoice or sales receipt made out to the Outdoor Heritage Foundation using the Foundation's address and phone contact.  A purchase made for items to be shipped to a location other than OHFA’s address shall have the OHFA listed as the purchaser and the location where the goods will be received listed as the shipping address.
3.  Purchases of equipment to conduct classes, support programs, or support projects shall be presented as a separate budget item and kept as OHFA inventory available to any OHFA project or program as coordinated by the Board and the program coordinators.  Also, all equipment purchases shall be recorded by taking a picture and sending it to the main office along with a copy of the receipt.  Purchases of equipment or supplies for future fiscal year classes require approval by the Board prior to purchase.
4.  All income and expenses must be reported to the bookkeeper on a bi-weekly basis unless otherwise provided for by the Board.  Sales slips and deposit slips with a description of which program it was for and the purpose within that program shall accompany said income and expense reports.  Also, budget proposal sheets shall include a column for actual expenses related to each line item in the current fiscal year so that the Board can make informed decisions related to proposed budgets for the coming fiscal year.  
5.  All fund-raising for those programs housed within the partnership between ADF&G and OHFA shall be held as an OHFA fund-raiser where the investment to conduct said fundraising comes from OHFA.  OHFA contribution receipts shall be used for all contributions.  The OHFA logo shall appear on all fund-raising marketing strategies or opportunities.  All funds raised shall be considered OHFA moneys; however, funds raised within a specific program may be appropriated by the Board back to that program less appropriate fees and expenses.
6. Branding shall be incorporated into purchases of logo wear which  may require an OHFA and an ADF&G logo appear on the garment.  Programs supported by OHFA and ADF&G may receive secondary consideration for logo placement on garments.  Non-garment merchandise may also have program logos on them.
7. Marketing efforts may include various opportunities, but will include efforts that recognize contributors to the annual charity shoot, including non-monetary contributions. Standard methods of marketing such as brochures, rack cards and publications may be utilized as well as new methods such as social media.  OHFA’s marketing strategy may also include sponsorship of events that will build name I.D. as well as relationships beneficial to OHFA’s mission.
8. The Midnight Sun Charity Shoot and other such major fundraisers shall be conducted to both maintain those programs associated with the OHFA, as well as administrative obligations and marketing efforts. Thirty per cent of the Funds raised are allocated at the discretion of the Board. As a general policy, after expenses are deducted, funds raised are distributed as follows: 30% to the endowment fund, 30% to cover administrative costs, with the remainder directed to marketing and other educational efforts.
9. Contracts:  Contracts with service providers and any others shall be in written form and shall have OHFA Board approval and an officer’s signature before the program may be executed.  Specialty or advanced programs involving the use of a guide/outfitter or similar service shall offer those programs up to bid and each bidder must provide a team of OHFA's choosing an opportunity to go out and evaluate their services.

10..  Payments & Cancellations: 

·         10.1 Cancellations made more than 30 days prior to the workshop shall receive a full refund minus a $15 processing fee.  However, if the class fee is $15 or less no refund will be paid.
          10.2 Deposits made on classes involving a professional provider such as a guide will be         subject to the provider’s deposit and refund policy.
          10.3 Cancellations made 15-30 days prior to workshop will be refunded 50% of the                           workshop fee.  However, a 50% refund for classes costing $30 or less shall not be given. 
          10.4 Cancellations made 14 days or less prior to workshop will not be refunded.
          10.5 Checks returned due to NSF or other reasons will be charged a $25 fee to cover  

                  handling and bank charges.

III. Communications & Public Relations
1. Intra-organizational communications shall be primarily between the President or their designee and the Commissioner or their designee.  
1.1 Budget questions shall be handled through OHFA officers and ADF&G section leaders to the extent possible.
1.2 Policy questions shall be directed to OHFA officers and the appropriate leadership within ADF&G
1.3 In all instances both organizations will strive to coordinate efforts and recognize the partnership existing between the two.
2.  Public relations materials shall recognize both ADF&G and OHFA when promoting programs that are conducted in partnership.
2.1. Media relations shall be handled primarily by OHFA and ADF&G leadership.  Press releases, interviews and any other form of communication or reporting shall include both ADF&G and OHFA.
2.2. Press releases, reports for publications, etc. shall be given to the designee from both ADF&G and OHFA for review before being made public.
3. Programs supported by OHFA shall clearly show OHFA as the sponsor of that program.
4. Reports needed for purposes such as marketing shall be made available to the central office. These reports may include a written report of the event or workshop, pictures and testimonials. Participants may be asked to submit voluntary demographic information by anonymous questionnaire. Demographic information requested shall include gender, ethnicity and age bracket. OHFA will make a reasonable effort to ensure that data collected are presented in an aggregated, non-identifiable manner.

IV. OHFA/ADF&G Programs 
1. Payment to Vendors – Following normal business practices, invoices, reimbursements, etc. shall be paid no later than 30 days from receipt in the main office.

2. Instructor Stipends
2.1. Unless Department employee is paid to conduct event on State time
2.2. State Employees shall submit a SOA Ethics Disclosure prior to the event
2.3. 100% of a stipend shall be covered by the registration fee
2.4. Stipend set prior to the event 
2.5. $75 for half day events (4 hours or less of actual class time)
2.6. $150 for whole day events (over 4 hours of actual class time)
2.7. Multiple days will be prorated based upon actual time in the class room.  8 hrs one day and 3 hours the next morning would constitute a stipend of $225
2.8. Stipends may exceed the above rates only with Board Approval
2.9. Stipends shall be paid within 30 days after receiving an invoice in the main office. Stipends to any one individual shall not exceed $599.00 unless that instructor has given OHFA a copy of their business license and has filled out an IRS form 1099.

3. All participants may bring home a standardized BOW take home item 
3.1. BOW Alaska Baseball Cap, water bottle or like item.  Clothing items shall be chosen that have a suitable platform to include both the OHFA and ADF&G logos 
3.2. To the extent possible the items chosen will be the same statewide.

4.  Event Fee shall cover:
4.1. Facility Rental
4.2. Instructor stipend 
4.3. Class Materials
4.4. Food (meals should not cost more than $10 per person except for those meals served at a regular BOW)
4.5.  One take home item ($10) except regular BOW’s which may have a clothing item costing $50 or less. 
4.6. Admin fee to be taken from fundraising activities including the Charity Shoot.  If not sufficient, a charge will be taken from class revenue sources.
5.  Program Coordinators determine minimum attendance to cover above expenses, if the minimum number is not reached the class shall be restructured so as to reduce cost obligations to OHFA, or shall be cancelled 
6. No financial obligation is incurred with vendors, instructors, facilities owners, etc. unless minimum registration is reached.
7. For Beyond BOW classes, Instructors must be trained. 
7.1. He/She has attended BOW Instructors Training
7.2. Recommendation is that He/She has instructed or volunteered at a BOW weekend event.
7.3. Received good reviews
7.4. Received BOW International Instructors Certificate (patch)
7.5. Approved by Regional BOW Coordinators based on class subject quality and content.
8. Beyond BOW topics and instructors are chosen by Regional BOW Coordinators and forwarded to the OHFA Board.
9.  All Instructors must have the following paperwork completed and submitted prior to the workshop:
9.1. Department of Fish & Game Volunteer Agreement Form
9.2. State of Alaska Volunteer Qualification Inquire Firearm Possession Form (Classes with Firearms ONLY)
9.3. Photo Release Form
9.4. Instructor Information Form 
10. Overnight Beyond BOW events:
10.1. Must have a female instructor present if this is a mixed gender event
10.2. Must provide separate lodging for male and female participants except
married couples may stay together
10.3. Must provide separate lodging for instructors and participants (when feasible).
11. All first year Beyond BOW events must have a Regional BOW Coordinator in attendance.
12. All events shall provide a list of participants and their contact information to OHFA prior to the event
V. Fundraising:  
1. To coordinate and streamline our efforts and grow the foundation for future endeavors, fundraising campaigns whether for OHFA, OHFA programs or ADF&G programs conducted in partnership or coordination with OHFA will feature OHFA through use of OHFA contribution receipts, OHFA letterhead for requests and follow-up such as thank you letters, and requests to major donors or potential major donors shall be coordinated through the central office.
2. Board members shall be primarily responsible for fundraising efforts related to the Midnight Sun Charity Shoot.
3. Each region shall be responsible for raising funds in addition to those raised for local programs. Such fundraisers will be coordinated between the Board and local program coordinators.
4. Restricted funds contributed to OHFA shall be placed into the endowment earmarked for the appropriate area of interest and the Board will determine both how those funds will be made available, and what category they will be placed into.
Grant applications shall be processed through the Board and the central office.  Program coordinators shall direct questions and requests for information from possible grantors to the central office.  The Board shall maintain an equitable distribution of funds within program parameters among regions.
5. Aside from the Midnight Sun Charity Shoot, Board members will attempt to raise funds from donors in the form of cash contributions, program sponsorships, annuities, stocks, real estate and other financial instruments. 
VI.   Proprietary Information and Materials
1.  Expenditure of OHFA funds may not be used to acquire assets for another entity, or pay the expenses of another entity, nor shall OHFA give assets to another organization without Board approval.
2. Revenue acquired through donations, grants, tuition, etc. shall be considered OHFA assets under direct control of the Board.
3. Intellectual properties created by OHFA either directly or through financial investment shall remain be the property of OHFA.
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