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STATE OFFICER GUIDELINES

ALL OFFICERS ARE TO PERFORM SUCH DUTIES AS ASSIGNED BY THE BOARD
OF DIRECTORS OR EXECUTIVE BOARD AND TO RECEIVE COOP ERATION
FROM INDIVIDUALS AND MEMBERS. HAVE THE AUTHORITY T O ESTABLISH A
COMMITTEE WITH THE PURPOSE OF GETTING ASSISTANCE WI TH
ESTABLISHING PRIORITIES, PROJECTS AND OTHER WORK TA SKS.

l. Coordinator

A.

Preside at Board of Director and Executive Boarcetings. Oversee all State
level committees and all Chapter operations.

Exercise the general supervision and administratb®BATE organizational
affairs.

Follow and comply with the directives of the BoadDirectors and Executive
Board.

See that the ABATE Bylaws and all other ABATE do@ants that are relevant to
ABATE's operations are maintained and followed.

Operate in accordance with the ABATE Bylaws ancb#iler ABATE documents
that are relevant to ABATE’s operations.

Be the official spokesperson for ABATE.

Be one of the 3 (three) authorized signers foreStatds.

Il. Vice-Coordinator (3 people - North, South, East)

A.

B.

In the absence of the Coordinator exercise thedwti the Coordinator.

Assist the Run Coordinator in the operation andpilag of State fund raisers,
with the assistance of the State Sergeant at Arms.

Attend as many Regional Chapter Meetings as pa@&ssibl

Il State Secretary (Recording Secretary)



Take and distribute minutes of all Board of Direstoneetings and Executive
Board Meetings.

Make all minutes available for use at State BoarB>acutive Board meetings.
Present minutes from prior State Board meetings.

Verify the proper writing of motions and keep aming record of all motions
made in a motion logbook.

Keep a record of all correspondence received by ABA

Write all correspondence — letters, notes, cardsean

Membership Secretary

A. Maintain and keep an accurate list of names andeadds of all members. Send
an updated monthly membership list to all Chaptemiership Secretaries and
provide membership forms and packets to the Chafeenbership Secretaries.

B. Process all new/renewal memberships and changddywee

C. Assist the Chapter Membership Secretaries in repant of new/renewal
members.

D. On a monthly basis, send renewal notices to membleose membership is due
for renewal.

E. Provide updated mailing lists and labels, as regllifor monthly Newsletter
mailings or other ABATE business.

Treasurer

A. Be responsible for all ABATE financial transacticarsd keeping accurate records
of all ABATE financial transactions and all accouagt and record keeping at
State fund raising events.

B. Oversee all Chapter Treasurers and Chapter bamkiaiscin accordance with the
ABATE Financial Policies and Procedures.

C. Cause to happen: all tax filings, records, etc. ang tax payments required by

law.



VI.

VII.

D.

Be one of the three (3) authorized signers foreStatds but no two signers may
reside in the same household.

State Auditor

A.

Receive all Chapter bank and financial statementa monthly basis. This will
be in the form of Quicken. Refer to the curremtdficial Policies and Procedures.

If a Chapter does not submit their monthly finahegport on time, the State
Auditor must make contact with the Chapter Treasura timely manner. If the

Chapter Treasurer is unresponsive, the State Audhtst then make contact with
the Chapter Coordinator. If neither the ChapteeaSurer, nor the Chapter
Coordinator are responsive, then the State Auatbhreport non-compliance to

the State Treasurer and/or the State Board of Direc

Print and review all Chapter reports and companmk kstatements. The State
Auditor is responsible for filing and maintainingapy of all transactions. Create
a Reconciliation Summary.

Generate a Status of Chapter Financial Reporterstatt for the monthly State
Board meeting and send to the State Treasurer.

The statement must be received by the State Treraguleast one full week prior
to the State Board meeting.

At the end of the calendar year, all informatioquiced should be transmitted to
the person responsible for doing the State Tax Repo

Shall have both fax and full time online (computjvices to receive and deliver
reports.

Newsletter Editor (Media Officer)

A.

Produce a monthly newsletter which shall includa atinimum:
1. Minutes from the State Board meeting and Chapfaorts, as submitted.

2. A list of the State Officers which shows their pparumbers, fax numbers
and email addresses, as applicable.

3. A list of Chapter contacts, Chapter meeting pladdress and meeting
time/s.

4. Appropriate correspondence or information of indete the membership.

Report all advertising income to the Treasurer tfog records with a list of
advertisers.



VIIIL.

Be available to Chapter Newsletter Editor for agvon appropriate content.
Have the authority to edit, approve or reject matesubmitted for publication.

Have the authority to “speak” publicly on behalftbé organization, for the good
of the organization.

Encouraged to cooperate with other officers, aslegeto resolve conflicts in
media presentations.

Web Page Editor (Media Officer)

A.

Have overall responsibility and authority for coostion and maintenance of
http:/www.abateoforegon.net, which shall include ainimum:

1. A list of Chapter contacts, Chapter meeting pladdress and meeting
time/s.

2. Appropriate “hot links” for State Officers and Chi@pWeb Sites.

3. Distinctive “Recommended motorcycle links” and widual member
“links”.

4, A list of State and Chapter runs, events, funceraisnd etc.

Be responsible for editorial content of the Wele Sit

Establish general guidelines for material to belighbd, subject to approval by
the State Board of Directors.

Have the authority to edit, approve or reject matesubmitted for publication.

Have the authority to “speak” publicly on behalftbé organization, for the good
of the organization.

Involve other Media Officers when making a potdhti@ontroversial decision.

An opinion must be sought from at least one othexdisl Officer or the

Coordinator when making these decisions. In a@uwd with the Media

Guidelines, these decisions should be broughteaattention of the State Board,
through the Coordinator, if there are liability cenns.

Recommend Organizational Media Priorities.
Assist other Media Officers in their efforts to aog materials for publication.

With assistance from the Newsletter Editor, shatiquare materials for
publication.



Public Relations Director (Media Officer)

A.

Provide and coordinate public relations on behBABATE. This includes, but
is not limited to, public speaking, multi-media guttions, press releases and
other means of communications.

Coordinate the education of non-members and thesrgerpublic about the
existence of, policies of and objectives of ABATEith the assistance of the
Chapter Public Relations Officers.

Responsible for actively promoting ABATE and indiual contributions made by
ABATE members, as well as to the general publicdimesources and other
Motorcycle Organizations.

Maintain and provide advertising for ABATE with niunedia, tri-folds, press
releases and other means of communication anddpensible for the tracking,
handling, distribution and return of Public Relasomaterials, such as tri-folds,
flyers, PSA (Public Service Announcement) tapeseind

Clear any advanced promotion materials with ther@ioator, or if unavailable, a
Vice-Coordinator or another Media Officer. All wial press releases for
Chapters must be cleared through the Public Rektirector or Coordinator
before release.

Have the authority to “speak” publicly on behalftbé organization.

Involve other Media Officers when making a potehti@ontroversial decision.

An opinion must be sought from at least one othexdisl Officer or the

Coordinator when making these decisions. In a@wd with the Media

Guidelines, these decisions should be broughtdaattention of the State Board,
through the Coordinator.

Assist other Media Officers in their efforts to aog materials for publication.

Legislative Director/BikePAC Representative

A.

Keep the Executive Board and Board of Directoronmied about legislative
developments which could or will affect A.B.A.T.I6f Oregon, Inc. Make
recommendations regarding ABATE legislative acdigtto the Executive Board
and Board of Directors.



XI.

XIl.

XIllI.

Be responsible for disseminating legislative infation to the membership by
any means available. Submit legislative informmatimonthly to all Media
Officers for publication.

Promote member involvement in legislative actigttarough education, training
and assistance.

Education Director

A.

Coordinate and administer the efforts to educate rttotorcycling public and
public road users at large, on the positive aspEatsotorcycles as transportation.

Be responsible for the continuance of the Motoreyalvareness Program (MAP):

1. Responsible for the training of MAP instructors.
2. Keep records of classes given.

Monitor teaching techniques, program content ariceach efforts.

Update the program materials and information asired/available.

Be responsible for the logistics, organization,estthing and presentation of the
Seminar To Educate And Motivate (STEAM).

Run Coordinator/Swap Meet Coordinator (1 person)

A.

To make all arrangements and procure contractsragige any properties or
permits required to have an ABATE Run, event, ftaider or etc.

Coordinate all functions related to staging a SRaia, event, fund raiser or etc.

Sergeant-At-Arms to provide gate and security fiomst at events, fund raisers,
etc.

Assist all Chapters in their efforts to have Chaptens, events, fund raisers, etc.

Sergeant At Arms (3 People — North, South, East)

A.

Be responsible for security at all State events.



XIV.

XV.

XVI.

XVII.

B.

Be responsible for the proper handling of the ABAFdfhiner and the U.S. Flag.

Products Director

A. Be responsible for the purchase, storage, distabutdisplay, selling and
promoting of ABATE products at State Runs, evefusd raisers, etc.

B. Be responsible for the ordering and distribution ABATE products to the
Chapter Products Directors and keep records dfémsactions.

C. Keep accurate records of orders, purchases and figugtived and report these
transactions to the State Treasurer.

Historian

A. Have the responsibility of maintaining a perpeteaiord of the ABATE activities
that occur throughout the year.

B. Keep an album(s) of appropriate photos, articleer$, newspaper clippings and
other items of interest or general information ab8tate Runs, events, fund
raisers and activities.

C. Insure that all alboums or records are preservedealsas possible and that they
are made accessible for events or fund raisers) tgmuest.

D. Be responsible for the recording of events by medmscamera, video equipment

or sound equipment as applicable.

Sanctioning Officer

A.

Be responsible for the proper sanctioning of allAAE events that require
sanctioning and have an exact understanding of, adn accordance with,
ABATE of Oregon Sanctioning Guidelines.

1. Be responsible for maintaining records of the saned ABATE events.

Transmit/deliver the flyers of sanctioned eventsh® Newsletter Editor and the
Web Page Editor prior to the 2@f the month.

Quartermaster



A. Be responsible for the procurement, purchase, ewamice, storage, inventory,
distribution, disposition and record keeping of teatirety of ABATE’s
properties.

XVIIIl. ABATE Confederation of Clubs Representative (2 pgade — North, South)

A. Be responsible for attending regional Confederatib@lubs meetings and make
a report of the meeting events to the ABATE Stadarfl of Directors at the next
regularly scheduled State Board meeting.

CHAPTER GUIDELINES

To receive a Charter as a Chapter in A.B.A.T.E. oDregon, Inc. a group must:
A. Have ten (10) paid-up members.

B. Elect from those paid-up members a Coordinator, rédaqy, Treasurer,
Membership Secretary and one (1) State Represantati

C. Make application to the State Board of Directonsdd@harter.

Il. To remain as a Chapter in A.B.A.T.E. of Oregon, Incthe Chapter must:
A. Abide by the ByLaws and the Operations Manual
B. Abide by the decisions rendered by the State BohRirectors.

C. Send copies of Chapter minutes to the State Coatalinvithin seven (7) days of
the Chapter meeting.

D. Insure the participation of Chapter State Repredmes at State Board of
Directors’ meetings, unless excused by the Statediator.



VI.

VII.

VIII.

E. Submit a monthly Chapter report to the State Nevgsmiae by the 10 of each
month.

Any Chapter in noncompliance with any of the aforenentioned items for over:

A. Thirty (30) days, will be put on probationary statu

B. Sixty (60) days, will not be allowed to vote at thate Board meeting.

C. Ninety (90) days, action could be taken to revdieeChapter’s Charter.

The Charter of any Chapter may be terminated upon eceipt of a written request by
the Chapter's Coordinator, delivered by a Chapter Representative to the State
Board of Directors. The State Board of Directors hs the final authority in this

matter.
The structure of the Chapter shall consist of thedllowing:

A. The General Membership
B. Committees

C. The Executive Board
Delegation of Authority

A. The affairs of the Chapter shall be governed byn&snbers in accordance with
the A.B.A.T.E. of Oregon, Inc. ByLaws in the followg manner:

1. Through action taken at membership meetings.
2. By actions and decisions of the Executive Boardvbeh membership
meetings.
B. The actions and decisions of the Executive Boatdiden membership meetings

may be over-ruled by the membership at a regulz@dided meeting.

The Executive Board shall consist of the Coordinato Vice Coordinator, Treasurer,
Secretary, Membership Secretary, one (1) State Regsentative and one (1) Sergeant
at Arms.

One person may not hold more than one office on Clpéer Executive Board.



XI.

XIl.

XIllI.

A majority of the members of the Chapter ExecutiveBoard shall constitute a
guorum at any scheduled meeting.

The Chapter Executive Board shall, subject to the w@hority of the membership,
supervise the administrative affairs of the Chapter

The Call of Membership Meetings:

A. Regular membership meetings shall be once monthdg often as required.
B. Special meetings may be called by the Executivedoa
C. Chapter meeting places should be at establishntieatsare open to the general

public, including children (i.e...pizza parlors, @stants, etc.)

Conduct of Membership Meetings:

A. Membership meetings shall be conducted in confoomawith the A.B.A.T.E. of
Oregon, Inc. ByLaws.

The order of business at membership meetings shouiclude:

A. Call the meeting to order.

B. Reading of the minutes from the previous meeting.
C. Reports from Officers.

D. Reports from committees.

E. Unfinished Business.

F. New Business.

G. For the Good and Welfare of the organization.

10



H.

The order of business may be changed/suspendednlyjoaity vote of the
members present.

XIV. CHAPTER OFFICER DESCRIPTIONS

A.

Coordinator:

1.

2.
3.
4

oo

Preside at Membership and Executive Board Meetings.

Exercise general supervision over the affairs ef@mapter.

Enforce observance of the A.B.A.T.E. of Oregon, BygLaws.

Assume responsibility for the furtherance of thepoges of the Chapter
and State organizations.

Act as official spokesman of the Chapter.

Follow instructions from the State Board and compith the instructions
of the Chapter Executive Board and Membership wiann conflict with
the provisions of the A.B.A.T.E. of Oregon, Inc.lEyvs.

Authorize and approve all expenditures.

Supervise all committees of the Chapter and bexaoffecio member of
all committees.

Be one of the minimum two (2) signatories for tHea@ter bank account.
Be bonded in accordance with any State or Fedanal |

Vice-Coordinator:

wn

Perform such duties as assigned by the Coordimat&xecutive Board
and, in the absence of the Coordinator, exercise dhbties of the
Coordinator.

Be the Parliamentarian.

Be one of the minimum two (2) signatories for thea@ter bank account,
unless living in the same household as one of thersignatories.

Be bonded in accordance with any State or Fedawnal |

11



Treasurer:

1. Be custodian of all assets of the Chapter and ras&#able an up-to-date
Financial Report at all Executive Board and schedl@hapter meetings.

2. Cause the payment of all bills properly approved.

3. Immediately collect all Chapter monies and depthgim in the name of
the Chapter, into the bank designated for such.

4, With the Coordinator, or the Vice-Coordinator, wae not living in the
same household, sign all checks drawn on Chapteisfu

5. Forward all funds to the State Board as required.

6. Be custodian of all financial records of the Chapte

7. File monthly reports to the State Board as requingdthe Financial
Policies, as established by the State Board ofciurs.

8. Make Financial Reports available to the State tneasmmediately upon
request.

9. Record all accounts held by the Chapter.

10.  Work in accordance with Financial Policies as di&thbd by the State
Board.

Secretary:

1. Have the responsibility of maintaining and keepiagrecord of all
Membership meetings, Committee meetings and ExexutBoard
meetings.

2. Send a copy of the Meeting minutes to the Staterdboator within one
(1) week of the meeting.

3. Furnish the State Board with two (2) copies of ahginges in the Chapter
ByLaws within ten (10) days after such changes Heeen made.

4, Be responsible for furnishing the State Board waitiproper forms signed
by the Chapter Members which are required by tlageS3oard, State and
Federal laws immediately upon their execution.

5. Have the responsibility of maintaining and keepatigcorrespondence of
the Chapter.

6. Perform such other duties as assigned by the Quaiadi and Executive
Board:

7. Submit a monthly Chapter Report to the Newsmaga&ititor by the 10

of the month. (Make sure said report for the NobenNewsmagazine is
in by the 18 of October so that it will make the November issmel so
on.)

Membership Secretary:

12



1. Maintain and keep an accurate list of the names adutesses of all
Chapter Members and transmit these to the Statelldeship Secretary as
necessary.

2. Provide to and process membership applications§donnew members,
collect initiation fees and transmit these to tket&SBoard.

3. Assist the Treasurer in maintaining an accuratewucof all dues and
initiation fees collected.

Sergeant At Arms:

1. Be responsible for the orderly operation of the NMemship and the
Executive Board meetings and shall carry out hrsthaies, with the aid
of the Vice-Coordinator, for proper parliamentarggedure.

2. Make sure that the American flag and the Chaptdéorsa(if any) are

present at Chapter meetings and events.

State Representative (1):

Attend all scheduled State Board Meetings wherdie tChapter
Representatives are required to participate.

Arrange to have the position filled by an alternétenable to attend the
State Board Meeting.

Give a report of the State Board Meeting to the gidraMembership at
the earliest Chapter Meeting following the StateBldVieeting.

Report all issues that require attention, opinioraie by the Chapter.

Public Relations Director:

Educate non-members about the existence, policidsobjectives of the
Chapter and A.B.A.T.E. of Oregon, Inc.

Arrange to communicate information (approved by tembership,

Coordinator or Executive Board) to non-A.B.A.T.Erganizations or

individuals that will assist in achieving certainads, consistent with the
policies of A.B.A.T.E. of Oregon, Inc.

Utilize the Media Guidelines as established by ®&te Board of
Directors.

Ways and Means/Products Director:

13



1. Arrange for the purchase of Chapter related iteeressary to conduct
Chapter functions as requested by the Coordintiteri=xecutive Board or
the Membership.

2. Keep accurate records of orders, purchases ancemtirat are received.

3. Report all monetary transactions with/to the Chapteasurer.

4, In cooperation with the Chapter Treasurer, maingimorking capital
account for the purchase of Drawing prizes.

5. Utilize the Financial Policies as established by tBtate Board of
Directors.

J. Legislative Director:
1. Report all actions and plans taken by local, stateational governments,

other organizations and individuals that couldwit, affect the aims of
the Chapter and/or A.B.A.T.E. of Oregon, Inc.

2. Encourage voter registration of the Chapter Members
K. Education Director:
1. Coordinate and administer the efforts to educagentiotorcycling public
and public road users at large, on the positive@spof motorcycling.
2. Administer any education programs established andjoerated by
A.B.AT.E..
L. Historian:
1. Keep an album of appropriate photos, articlestdland other information
that is submitted about Chapter events, fundraesedstems of interest.
2. Insure that all albums or other historical iteme accessible at events or

fund raisers, upon request.

FINANCIAL POLICIES AND PROCEDURES

XV. INTRODUCTION

14



A. The A.B.A.T.E. of Oregon, Inc. Financial PoliciesdaProcedures are written to
provide information to State and Chapter Officerstbe proper way to handle
financial matter and transactions.

B. This document contains both Policies and Procedaseslefined below. All
Policies are written to ensure that financial teantions are keeping with ABATE
of Oregon, Inc.’s ByLaws and Purpose.

C. This manual will first state a definition of a pofiand immediately be followed
by a definition of a procedure.

XVI.  POLICY:

A. A governing principle or course of action that mibstfollowed in order to assure
all financial transactions are handled in a busHig® manner.

XVIl. PROCEDURE:

A. An established method or way of conducting busitiegswill make the handling
of financial transactions more efficient.

XVIII. POLICY #1

A. CHAPTER FUNDS

1. Chapter Treasurers are responsible for maintaitieg integrity of all
Chapter funds and following the Financial Policeasd Procedures of
ABATE of Oregon, Inc.

2. All Chapter funds will be maintained through bamkc@unts and under no
circumstances will any chapter funds be withhetarfrdeposit or held as
cash by any Chapter member.

3. All Chapter bank accounts opened must be set upreamdtained with the

following:
a. Chapter name
b. Chapter mailing address

c. ABATE of Oregon, Inc. IRS identification number
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10.

11.

12.

13.

14.

Two (2) authorized signatures are required on akgler checks and/or
withdrawals

Authorized signers will be determined by each Chiafitut must not
include person related to each other or who resitlee same household.
The ABATE of Oregon, Inc. State Treasurer must beluded as an
authorized signer on all Chapter accounts.

All Chapter transactions are to be recordedamnelectronic financial
software program. The program to be used will beemnined by the
State Board of Directors.

All financial transactions must be recorded in tGbapter financial
records by the transaction date.

Bank statements for all Chapter funds must be m@mahto the Chapter’s
records each month.

The Chapter Treasurer must submit a monthly firedmeiport to the State
Auditor and at Monthly Chapter Meetings.

Non-Compliance: Failure of the Chapter Treaswesubmit the required
financial information to the State Auditor on tinvall result in the
following consequences:

At the first monthly State Board Meeting followinthe Chapter’'s
established reporting due date, any Chapter nobinpliance will be put
on probationary status by the State Board of Damsct

At the second monthly State Board Meeting followitige Chapter’s
established reporting due date, any Chapter stilimcompliance will not
be allowed to vote at the State Board Meeting.

At the third monthly State Board Meeting followitige Chapter’s initial
non-compliance, action could be taken to revokexhapter's Charter.

XIX. POLICY #1 — PROCEDURES

A.

Number of Check Signers: A minimum of three (3khawized signers is
recommended. This will enable the Chapter to oomtito take care of financial
matter even if an authorized signer is not avadabl

Computer Software:

1.

Use only the version of the financial software lggiequired by the State.
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The State Treasurer will instruct and train Chapieeasurers annually at
STEAM.

State Report:

1. It is essential that the State Auditor be ablednfy each check payee and
amount for the month, for every Chapter.
2. Transactions need to be categorized using theflstcounts determined

by the State Treasurer.

3. Report due date is to be established with the Statgitor by each
Chapter Treasurer and should be within 10 dayhe@bank statement cut-
off date.

Monthly reports include the following:

1. An electronic backup from the current financialte@re program.
2. A copy of the computer Reconciliation Report froatte bank account.
3. A copy of the Bank Statement from each bank account

Submission of the Monthly Report can be done inafrtée following ways:

E-mail is the preferred method. Reconciliation &&pand Bank Statements can
be scanned and e-mailed along with the electromi&up.

The electronic backup can be put on a disk andedhailith the Reconciliation
Report and bank statement copies to the State dwdit

The Reconciliation Report and bank statement copégsbe faxed to the State
Auditor.

Do not mail or deliver the reports to State meetinghe State PO Box or to the
State Treasurer. They need to come to the Stadédku

Coordinator Report:

1. A copy of the State Report should be sent to thap@r Coordinator at
the same time it is submitted to the State Auditiorlieu of an electronic
backup, the report should include the following:

a. An Income and Expense statement, created from lderenic
software.
b. A Balance Sheet, created from the electronic saftwa
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H.  Chapter Report:
1. The Report to the Chapter is to be presented atvibiethly Chapter
Meeting and includes the following documents:
a. AnIncome and Expense statement, created froml¢cEgr@nic
software.

b. A Balance Sheet, created from the electronic sotiwa
c. Event or fund raising reports.
d. Other requested reports; such as budgets, accoaydble, etc.

XX.  POLICY #2 - INCOME DEPOSITING AND RECORDING

A. Cash receipt items include all income (whether &ghcor check) received by the
Organization (State and Chapters).

B. Examples of income include:
1. Membership dues
2. Contributions
3. Product sales
4. Fund raising events
5. Interest Earned
C. All income received must be processed as follows:
1. The State/Chapter Treasurer prepares a deposifoslgdl funds received
and deposits the funds in the State/Chapter bacduac.
2. The State/Chapter Treasurer records the depo#iteiriinancial software

program (as well as a checkbook register or ledger)

D. The deposit entry must include:
1. Deposit date
2. Deposit amount
3. Source or type of income, by category
4. If more than one type, the amount of each typ@aodme
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XXI.  POLICY #2 — PROCEDURES
The following procedures can help protect incomeeireed as well as the
accuracy of the financial records.

A.

1.

2.

3.

Use a book of pre-numbered deposit slips to reéocome received.

(These can be ordered from your bank)

Whenever cash is received, it should be counted eidmately by the

Treasurer and then recounted and verified by anafffieer.

The source of income and amount can be documentediiting a signed

by both officers. (A standard receipt book carubed or the deposit slip
can be signed by both officers.)

If received during a meeting, the source and amshatld be included in
the meeting minutes.

The Treasurer should provide a deposit receipt filoenbank which can
be compared to the amount documented in writing.

XXII. POLICY #3 - CHECKS — WRITING AND RECORDING

A.

Check Control:

1.
2.

3.
4.
5.

The State/Chapter Treasurer is responsible fdrlatik checks.

Checks must be used in proper numerical order.id@tbchecks should
be noted in the register)

Checks must never be signed in amount or payebdwsleft blank.
Checks must never be made payable to ‘petty cashash’.

It is the State/Chapter Treasurer’s responsibititynake sure all checks
issued have both of the required signatures bef@echeck is mailed or
distributed to the payee.

This is a requirement of ABATE of Oregon, Inc. evethe bank doesn’t
require or monitor the signatures.

Check Documentation:

1.

The State/Chapter Treasurer should not issue aggkstunless they have
an invoice, receipt, statement or written explarativhich contains the
following information:

Name of payee

Amount to be paid

Description of the type of expense (category) ahdpplicable, name of
specific event

After a check has been issued, the documentatiorarked with the following:

1.
2.
3.

Date paid
Check number
Amount paid, if different than the amount showntlo® documentation
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It is the responsibility of the State/Chapter Treas to keep all documentation on
file for at least five (5) years. A separate leould be used for each year. (This
file should be passed on to the next Treasurer wharvacate the position)

Check Recording: State/Chapter Treasurer recdrescheck in the financial
software program (as well as a checkbook registéxdger).

All check entries need to include:
Date check was written
Check number

Check payee

Check amount

Type of expense, by category

arwnE

XXIIl. POLICY #3 - PROCEDURES

A.

Properly documenting all check written is essenttahaintaining the integrity of
any financial records. Checks not properly docuexmgive the appearance of
being an inappropriate or questionable expenditure.

The check and the documentation should be togeitidr both signatures have
been obtained. Check signers should review therdeatation before signing a
check.

Whenever possible, authorized signers should asigiting checks made payable
to themselves.

XXIV. POLICY AND PROCEDURES #4 - TRAVEL EXPENSES

A.

The State Board is responsible for reimbursingrinee! expenses incurred by:

1. State Officers for ABATE related travel.

2. Any other person(s) for ABATE related travel auihed by the State
Board.

The State Board is not responsible for reimbursegtravel expenses incurred by
Chapter State Board Representative or Chapter menitmseling on Chapter
related ABATE business.
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At no time will a State Officer receive reimbursethérom the Chapter for the
same travel paid by the State.

Only 1 reimbursement per vehicle allowed.

In-State Travel: Generally, the only in-state travel expense -elegildor
reimbursement is for mileage driven in privatelynad vehicles.

Mileage reimbursement policies are as follows: Autred persons using a
personal automobile or motorcycle to travel on AEABuUsiness may request a
mileage reimbursement equal to *35 cents per mile.

Mileage must be recorded on a mileage log whichvsitbe following:
Date of travel

Travel destination

Reason for travel

Beginning and ending odometer reading

Total mileage traveled

arwnE

The amount of mileage reimbursement claimed magelaced, if the requestor
so chooses.

For documentation purposes, the mileage log shebtulv the actual mileage
traveled, as well as the mileage reduction.

If authorized in-state travel requires an overnighdy, the State Board may
authorize payment of lodging and meal expenses fwithe trip.

In the event that circumstances beyond the comtifdhe authorized person(s)
exist and they are unable to return home as plantied State Board may
reimburse lodging and meal costs.

If possible, one of the State Executive Board mesisbould be contacted for
authorization of emergency travel expenses befgpereses are incurred.

All expenses must be documented with receipts.
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Out-of-State Travel: Expenses for out-of-state travel authorized by $tate
Board will, in most cases, be paid by the Stater@o®ther travel expenses must
be pre-authorized by the State Board.

Expenses include transportation, lodging and meals.

Except for meal per diems, all travel expenses iestocumented with receipts.

Transportation:

1. Use of personal vehicles will be reimbursed atithstate rate, unless the
State Board determines a different rate.

2. Other modes of transportation will be determinedthg State Board
depending on the distance to be traveled.

3. Ground transportation between airport and placelooiging will be

reimbursed if required.

Lodging:

1. When possible, reservations should be made in agvand a separate
ABATE of Oregon, Inc. check should be issued toglaee of lodging, or
Debit Card used by the Treasurer only.

2. When exact lodging costs are not known, a lodgthggaace may be issued
based on a prudent estimate of costs.

3. The only lodging cost to be covered by the Statar8as the charge for
the room and related taxes. Charges such as reoiices, telephone calls
or movie rentals will not be reimbursed by the &Bbard.

Meal Costs or per diem - Authorized persons tragelbn State business will
receive an advance or be reimbursed for mealsedbtlowing rates:

1. $6.00 for breakfast

2. $7.00 for lunch

3. $13.00 for dinner

The estimated time of departure and arrival baackéaiill be used to determine
the meals to be reimbursed. Meals included in eramfce fees or airline tickets
are excluded.

Meal per diems do not have to be documented waéipés.

Chapter Members - Each Chapter is to develop aelfaxpense Policy and is
encouraged to use the State Board of Directorgyal a guideline.
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U. All Chapter Policies are to be written using theANHE of Oregon, Inc. ByLaws
and Operations Manual as guidelines for qualifygrgenses.

XXV. POLICY AND PROCEDURE #5 - EXPENSE REIMBURSEMENTS

A. State Board of Directors and Chapters - Reimbureénfer out-of-pocket
expenses could be made for any of the followinggsions:

1. The expenditure was previously approved.

2. If a spending limit was set, any expense reimbuesgrover the set limit
must be voted on and approved.

3. The expenditure is a normal and necessary expehnsarrying out the
duties of an elected or appointed office or positio

4, In general; normal and necessary expenses woultlidecpostage,
copying, office mailing supplies, long distancesp@ione calls, etc.

5. The expenditure must be documented with and inycsedes receipt,
telephone bill and/or phone log or other documéat substantiates the
amount and purpose of the expenditure.

B. Reimbursement Requests - The following proceduretnime followed when
requesting reimbursement:

1. Requests must be turned in within 60 days fromdéte the expense(s)
were incurred.

2. The request must be on an ABATE of Oregon, Inc.génse Report”
form. (See Sample forms)

3. Receipts and other documentation must be attachin tExpense Report.

4. Submit the Expense Report and documentation to Stete/Chapter
Treasurer.

5. The Treasurer will review the Expense Report arsligsa check in

accordance with the “Checks — Writing and Recordprgcedures.

XXVI. POLICY AND PROCEDURES #6 - EXPENSE ADVANCES
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Expense advances may be issued for the followin@tsons:

1.

The normal and necessary expense of carrying eutukies of an elected
or appointed office or position consistently totabre than $50.00 per
month.

A person holding an office or position cannot affte pay the normal and
necessary expenses out of their own pocket.

A person holding an office or position that hasrbaathorized to expend
an amount considered to be more than a normal ecebeary expense.

Requesting an Expense Advance - The following pmiooe must be followed
when requesting an Expense Advance:

1.
2.

3.
4.

5.

The request must be on an ABATE of Oregon, Inc.e€fise Report form.
The requestor must also include a brief descriptibwhy the advance is
needed and how it will be used.

The Expense Report should be turned in to the /Staggter Treasurer.
The Treasurer will review the Expense Report ford sssue a check in
accordance with the “Checks — Writing and Recortprgcedures.

The Treasurer will keep track of all expense adeangntil the proper
documentation has been turned in and verified.

Documenting Expense Advances:

1.

At the next State/Chapter meeting, the person vegethe advance must
present an accounting of the expenses incurredpaidl for out of the
advance received.

All expenses listed in the document must be accomegdavith an invoice,
sales receipt, telephone bill, phone log or otharcudhent that
substantiates the amount and purpose of the expeadi

Any unspent funds must be turned in along with #oeounting and
documentation.

If expenses exceeded the amount advanced, thedomesefor an expense
reimbursement should be followed. The amount efativance should be
indicated and deducted from the total expended.

If any person fails to properly document an expesxbeance at the next
State/Chapter meeting, no further advance will Ilssued until
documentation has been submitted.

If, after 30 days, documentation still has not bpevided, the matter will
be brought before the State Board of Directors/@vddembers.

SANCTIONING POLICY
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XXVII.

XXVIIIL.

A.

PURPOSE:

This policy is established to facilitate the sameing of A.B.A.T.E. of Oregon,

Inc. motorcycle Events; to promote the mission d.A.T.E. of Oregon, Inc.; to

outline the duties of the A.B.A.T.E. of Oregon, .I&&anctioning Officer; to ensure
a uniform and fair application of sanctioning rubesd to insure compliance with
insurance company policies and practices.

FUNCTIONS OF SANCTIONING OFFICER

The Sanctioning Officer for A.B.A.T.E. of Oregomcl shall review submitted
sanctioning forms to ensure that the sanctioningnfas completed and all
pertinent information is included and that all agprate licensing information is
contained (liability insurance information, vendoformation and certificates as
applicable).

The Sanctioning Officer shall maintain records lbsanctioning applications and
related forms. These records need to be kepder@nd readily available.

Records shall be maintained for seven (7) yeatsr athich time, at the end of
the seventh year, they will be archived by theeSktistorian.

The Sanctioning Officer shall act as sole contath whe Insurance Company of
Record of A.B.A.T.E. of Oregon, Inc.

The Sanctioning Officer shall perform other dutissociated with the position of
Sanctioning Officer, as needed.

Before issuing sanctioning, the Sanctioning Offiskall insure the requesting
Chapter is in good standing with A.B.A.T.E. of Ooag Inc. A Chapter not in
good standing shall not hold a sanctioned Event.

The Sanctioning Officer has the right to withhotshstioning of an Event if:

1. The Sanctioning Officer can demonstrate that thep@r or Chapters
requesting sanctioning of the Event have not aicteggbod faith;

2. There is false information on the Sanctioning form;

3. Vendor information is inaccurate or incomplete.
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XXIX. APPEAL PROCESS:

A. The Chapter or Chapters, who have had sanctionitith@ld, may appeal the
decision of the Sanctioning Officer by filing anpaal in writing to the Executive
Board of A.B.A.T.E. of Oregon, Inc. stating the seas why they feel the
decision is unjust. The Executive Board of A.B.ATof Oregon, Inc. may
overturn the decision of the Sanctioning Officethna simple majority vote.

XXX. COMPLETION OF SANCTIONING FORM:

A. The sanctioning form will be provided by the Samaing Officer, either
electronically or by other means available. Ithe sole responsibility of the
Chapter or Chapters requesting the sanctioning torcomplete all the required
information in a legible manner. Forms submittéattare incomplete, not
accompanied by the required fees or illegible wiht be considered for
sanctioning.

XXXI. Coalition Runs: Events that are comprised of a coalition of Chaptdrall appoint a
single individual to act as the “Run CoordinatoiThis individual will be responsible for
completing the sanctioning form, providing the negd fees and associated paperwork
and act as “Person of Contact” for the Event.

XXXII. Submission of the Event flyershould be in JPEG or PDF format and sent
electronically or copied to a computer disc andveetd to the Sanctioning Officer to
facilitate a clear and readable copy. The Sanictgp@fficer shall not be responsible for
flyers not submitted in this manner.

XXXIII, The fully completed sanctioning form applicable fees, along with proposed
advertising poster must be received by the Sanago®fficer not later than ninety (90)
days prior to the Event. The form and advertisimagerial must arrive to the Sanctioning
Officer in a manner that allows the form and adseryy material to be legible.

XXXIV. The Sanctioning Officer will, upon receiving the complete form, ensure that all
portions are accurate and legible, that the achasrtent contains the proper information,
that neither the Event nor the advertisement aélyeedfects A.B.A.T.E. of Oregon, Inc.
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XXXV. Upon approval by the Sanctioning Officer, the adveisement will be
forwarded to:

A. Newsmagazine Editor

B Web Page Editor

C. Public Relations Officer

D State Historian

XXXVI. An Advertisement/Flyer that will be used to promotethe Event must be
provided by the Chapter or Chapters requesting sartoning of the Event. These
advertisements are the only authorized one(s) et be distributed or viewed by the
public. This includes advertisements posted onsited

XXXVIL. ADDITIONAL LIABILITY INSURANCE:

A. Any Chapter or coalition of Chapters that holds &wnt where the venue or
property owner(s) require more liability insuranten provided for by the
Insurance Company of Record for A.B.A.T.E. of Onegmc. will procure such
insurance at their own expense and have the propenrter(s) and A.B.A.T.E. of
Oregon, Inc. listed as additional insured entities.

XXXVIIIL. CONFLICTS IN EVENT SCHEDULING:

A. Definition: A conflict will be considered multipl&vents that are scheduled by
A.B.A.T.E. of Oregon, Inc. Chapters, which occurtba same day or overlap.
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B. The Sanctioning Officer shall use the followingtena to determine if the
conflicting Events shall be sanctioned:

1.

Geographical proximity of the Events:

a. Events that are occurring simultaneously or oveilagy that are at
or exceedOne hundred miles (100), shall not be considered to
have substantial detrimental effect on one anahdrboth may be
sanctioned.

b. Determination of distance shall be made using éedcamap and
shall be “direct distance” between the conflictiégents, not road
distance. The actual physical location of the Evesall also be
used in making this determination.

Events that are within a One hundred mile (100)adise of one another,
as determined by Sanctioning Officer, shall have fibllowing criteria
considered before sanctioning or withholding ofcsieming:

a. Financial Impact on Multiple Events.

b. Example: Two (2) Chapters are holding “Poker Rurts’miles apart,
the geographical distance is under the 100 mileypdlut considering
that both Events Draw from the local populace fer perspective runs
there would not be a substantial adverse finanefdct of either
Events should they be held simultaneously and theréoth can be
sanctioned.

c. Conversely: If there were multi-night Campouts hboequesting
sanctioning for overlapping calendar date(s), 7Eesnapart, and since
a Campout draws from a wider geographical area,Saectioning
Officer should contact the respective organizersdétermine if a
compromise can be reached by having one of the marspdate
changed or by combing the campouts.

If a compromise cannot be reached, the order inchvithe complete
sanctioning request was received shall be use@termine which Event
will be sanctioned.

The only exception shall be if one of the Eventa isCustomary” Run
(see "b").

C. Preference: It shall be the general policy of AB.E. of Oregon, Inc. to give
preference to “Customary” Runs.

1.

The definition of a “Customary” Run shall be coresiedd an Event that has
occurred on the same weekend (dates will vary Isecad the calendar
year) for five (5) consecutive years, without intgtion.

Preference will only be given if the “Customary” iRithas submitted a
fully completed sanctioning request and providetl ather required

paperwork (see exception below).

If another Chapter requests a date that is usuadberved by a
“Customary” Run and if the Event requested is witthie 100 mile limit,
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the Sanctioning Officer will notify the contact pen in the Chapter that
holds the “Customary” Run that they have 14 days/vich to complete
all sanctioning requirements to receive sanctiofangheir run.

4, If the “Customary” Run does not meet the 14-daydtiea they will lose
the date on which they normally hold the Run and tlate will be
considered open; sanctioning will be granted to @tepter that first
requested the date.

D. Order of Submission: Events will be sanctionedhia order that the completed

forms, along with fees and other required paperwaie received by the
Sanctioning Officer. The Sanctioning Officer shdlite and time stamp the
completed forms.

Xlll.  PERMISSIBLE ACTIVITIES:

E. Unless expressly prohibited in the Sanctioning@pIChapters may conduct their
Event in any way that the Chapter deems to theia@idge.

F. Exclusions:

1.

No A.B.A.T.E. of Oregon, Inc. Chapter may hold agyent where the

Chapter, as an entity of A.B.A.T.E. of Oregon, Jmrovides directly or

indirectly for sale or for free any alcoholic beages.

No A.B.A.T.E. of Oregon, Inc. Chapter will hold aryent where contests

are held of:

a. Speed competition or contest

b. An acceleration contest

c. An exhibition of speed or acceleration

d. The making of a speed record

e. This does not refer to contests that are timedthaddepend solely or
mostly upon skill (such as a slow race).

XIV. EVENT MONITORING/VIOLATION REPORTING/PENALTIES FOR
VIOLATIONS:

G. Executive Board Members’ Roles: Whenever posshbd practical, a member of
the Executive Board of A.B.A.T.E. of Oregon, Intwosld make an inspection of the
Event, without notice to insure compliance with saactioning guidelines.

H. Violation/s Reporting: Upon observation of a viaa, any person may file a
written complaint with the Executive Board of A.BIRE. of Oregon, Inc.,
outlining the nature of the violation, date and dimf occurrence, witness(es)
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name(s) and contact information and the reporteggn(s) name(s) and contact
information. The information shall be delivered tte Executive Board in a
timely manner.

Investigation of Violations: The Executive Boartaf conduct an investigation
of the violation as soon as practical; intervievingsses and cause to be written a
finding regarding the alleged violation.

Upon the Executive Board finding that the violaf®no be factual (by a decision
of the Executive Board by a simple majority), iaBhake punitive action against
the Chapter(s) hosting the Event, the responsilaligy piwho completed the
sanctioning application and/or those members of @nhgpter that facilitated the
violation.

Punitive Action: The Executive Board of A.B.A.T.&f Oregon, Inc. shall take
punitive action against the offending Chapter(sjhmse parties involving in the
violations.

This punishment may include the revocation of thear@r of the offending
Chapter(s); revocation of an individual’'s membegushihe denial of sanctioning
the Event in the future or other sanctions as ddemeessary.

Appealing Punitive Action: A member or memberElaapter or Chapters, may
appeal the punitive action taken by the Executivar8l of A.B.A.T.E. of Oregon,
Inc. by filing an appeal with the State Board ofrdators of A.B.A.T.E. of
Oregon, Inc.

The appeal must be filed within thirty (30) daygtud enforcement of the punitive
action.

The appeal must state the reason(s) that the méhlmar Chapter(s) feels the
punitive action is unjust.

The State Board of Directors of A.B.A.T.E. of Oregdnc. shall, upon receiving
an appeal from a member(s) or Chapter(s), scheddlesed hearing within thirty
(30) days of the date of the appeal to review thechtive Board of A.B.A.T.E.
of Oregon, Inc.’s investigations and findings amtsider evidence presented by
the member(s) or Chapter Representative(s) offteetad Chapter(s).

The Board of Directors of A.B.A.T.E. of Oregon, Irghall then weigh all the
facts presented and hold a vote, by ballot in aexlasession, to either uphold the
Executive Board’s decision or overturn the Exeaioard’s ruling.
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A two-thirds (2/3) majority vote is required to otwen the Executive Board
ruling.

The Chapter(s) involved shall be present only tvijole their testimony and their
Representative shall be excused from the Board wécidrs meeting and
excluded from voting.

The Board of Directors of A.B.A.T.E. of Oregon, Irehall after the vote, provide
a written reply to the Chapter(s) involved regagdihe appeal and whether or not
the punitive action was upheld, within ten (10)ibess days of the hearing.

A.B.A.T.E. OF OREGON, INC. POLICY ON ALCOHOL.:

The Policy of A.B.A.T.E. of Oregon, Inc. concernitige selling or furnishing of

alcoholic beverages is that:

No Chapter shall act as a vendor of alcoholic

beverages nor shall they purchase as a Chapter, oot

Chapter funds, alcoholic beverages to be sold orvgn

away at a sanctioned Event.

Outside vendors of alcoholic beverages must haveeru liability insurance
(certificate of insurance must be provided with sla@ctioning form); all servers
of alcoholic beverages must have valid OLCC “Se@ard” and must adhere to
Oregon Liquor Control Commission (OLCC) rules anet@dn Revised Statutes
regarding serving alcoholic beverages.

Any violation of this Policy by a vender shall réésa the vendor’s privileges to
attend a sanctioned A.B.A.T.E. of Oregon, Inc. Everbe revoked immediately.
The vendor and their property and its employeed| $iea escorted from the
premises on which the Event is being held.

Any violation of this Policy by a Chapter(s) mayué in the revocation of that
Chapter(s)’s Charter upon investigation and findofgfact by the Executive
Board of A.B.A.T.E. of Oregon, Inc.

31



Y. Any violation of this Policy by a Chapter Membera#iiresult in the immediate
revocation of that individual’s membership.

XVI. VENDORS

A. Vendors of any nature attending a sanctioned A'BEA.of Oregon, Inc. Event
will comply with all licensing and insurance receriments set forth by A.B.A.T.E.
of Oregon, Inc. and the governmental agency(ieginggurisdiction over the
Event.

B. Food Vendors: Must have current food handler'siftzates issued by the State
of Oregon.

C. Alcoholic Beverage Vendors: Must provide a copyaoturrent certificate of
insurance and all servers must be in compliande @itCC regulations.

D. All vendors must comply with county and city ordinanceacerning business
licensing, food handler certificates and healthastepent inspections and licensing.

XXXIX. MASS GATHERING PERMITS:
A. It is the responsibility of the requesting Cha®gro ensure that any permits

required by the government agency having jurisoictover the venue of the
Event have been obtained.

B. The Run Coordinator for the Event shall ensure #fiadctions that occur during
the Event meet the conditions set forth by the gung agency.

C. If a permit for a mass gathering is required, ialshe obtained and submitted
with the sanctioning form, not later than ninet@)@ays prior to the Event.

XL.  SANITATION:

A. It is the responsibility of the Event organizersettsure that adequate sanitation
facilities are provided for vendors and attenddel@event.
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XLI.

XLII.

AMMENDMENT TO SANCTIONING POLICY

A.

The Sanctioning Policy may be amended by the Exexigoard of A.B.A.T.E.
of Oregon, Inc. by a simple majority vote.

Media Guidelines
(Revised 13 June 1998)

The following Media Guidelines are applicable to dl State Officers, Chapter
Officers and Chapter members:

A.

Any ABATE member responsible for providing contémeiny of ABATE'’s

media outlets sent on behalf of ABATE or any ofGisapters or Officers and any
web page publication, shall take reasonable stepsdure that the material
published is accurate and does not violate copi/tayis.

The author of any submission has an obligationa@ereasonable efforts to
insure the accuracy of any facts and the Editdslggation is to review for same,
as needed.

None of these guidelines should be construed tbiinthe free flow of opinion
by, from and for ABATE members; except as normatioe@l considerations of
taste, space and appropriateness for publicatigndictate, and which discretion
should be vested in the Editor of the publicatguhject to the authority of the
Board of Directors, Executive Board and the Stater@inator.

ABATE requires all members submitting articles paoiblication with specific

factual allegations which might be libelous, todakasonable steps to insure that

the facts alleged are accurate.

1. This policy is not intended to stifle healthy pabtlebate on any issue of
importance to motorcyclists, or of ABATE’S membérsengage in same,
in print or otherwise, particularly as to matterk apinion on public

policies.

2. It is intended, however, to encourage responsiaé¢ €hecking of any
potentially libelous fact intended for publication.

3. Due to our non-profit incorporation, no one is aléa to either promote or

demean a political candidate during the electoratgss.
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E. The ABATE of Oregon, Inc. Newsmagazine and webaigeofficial publications
of ABATE of Oregon, Inc. The views expressed by #ldvertisers, member links
or correspondents do not necessarily reflect thdeBATE of Oregon, Inc., nor
of its officers or members, and no warranty, eite&pressed or implied, is
conveyed by ABATE of Oregon, Inc., regarding adged products or services.

F. ABATE of Oregon, Inc. reserves the right to editefuse advertising.

G. All ABATE of Oregon, Inc. Chapter web sites are em@aged to use the state
domain: http://www.abateoforegon.net/. The Stateb Site Editor has final
authority for legal reasons.

H. Publication of flyers at no cost is limited to MR’ Exceptions are to be made
by the Board of Directors and not the Editor.

Materials appearing in any ABATE of Oregon, Incbfication will be published
as space and time permits.

1. ABATE of Oregon, Inc. also reserves the right tdt emt refuse all
submissions. Submissions must be signed.
2. Newsmagazine articles, letters or other materialstrbe received no later

than the 18 of each month preceding publication.

J. Editor of the publication, subject to the authoofythe Board of Directors,
Executive Board and the State Coordinator, is ithed &uthority of the
publication.

K. All correspondence should be sent to the follovadgress:

ABATE of Oregon, Inc.
P.O. Box 4504
Portland, OR 97208

or via e-mail through the ABATE of Oregon Web Sitatp://abateoforegon.net
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