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Board Procedures
Contents:

1. Policy administration
Policy administration (eff  10-28-2013):
1 We shall discontinue using Standing Rules, and implement only “Policies” for our rules of operation.

2 There should be a single policy for each Committee and one for the Board. This will:

(a) Make it easier to ensure that we don’t conflict with previous policy

(b) Make it easier to find any given policy

(c) Make it easier to give orientation to any new volunteers that take over a Committee

(d) Make it easy for the webmaster to post any new policy by just replacing the existing document in total instead of having to make new links for new policies. 

3 Policies should be posted on the website in .doc format (MS Word), so we can download them for revisions, and in .pdf format so that any AMC member can read the files.

4 When a policy is to be changed, download the full policy and make the changes, then upload a complete replacement version of the policy. 

5 The effective date for any revised policy shall be updated in the body of the policy in the title section of where the change is made (see format below).

6 Maintain an electronic record of Policy and Procedures revisions by archiving prior (obsolete) released versions of the Policy and Procedures documents.
7 When writing any new policies, use the format below.

8 Blend in AMC guidelines with either policies or procedures.

9 Handle AMC procedures in the same manner. Collect all current procedures into a Committee procedure, except the Board and multi-Committee procedures, which go into the Board procedures.

10 Handle AMC forms differently. On the “Documents” page on the website, the link to forms should take the user to an index of forms instead of a single “Committee form,” for obvious reasons.

11 Format for AMC policies:

(a) All policies should be printed in Times New Roman font, size 10, with no underlining, no “all caps” and almost no bold.

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

XYZ Committee Policy

I. Policy name and/or description (eff. mm-dd-yyyy)

A. Point A

1. Point 1—who does this policy apply to? (if applicable)

2. Point 2—what forms are required by this policy? (if applicable)

B. Point B

1. Point 1

2. Point 2

II. Policy name and/or description (eff. mm-dd-yyyy)

A. Point A

1. Point 1—who does this policy apply to? (if applicable)

2. Point 2—what forms are required by this policy? (if applicable)

3. Point 1

4. Point 2

Obsolete policies (delete after a year):

I. Policy name and/or description (eff. mm-dd-yyyy)

A. Point A

1. Point 1

2. Point 2

B. Point B

1. Point 1

2. Point 2

Advertising Committee Procedures

There are currently no procedures published for this committee.

^Top of Document
Archive Committee Procedures

I. Club records will be maintained and archived in accordance with the table below: (eff. 09-09-2013)

	Document Type
	Responsible Individual
	Storage location
	Read Access
	Edit Permissions
	Retention Duration

	
	
	
	
	
	

	Financial
	
	
	
	
	

	Monthly financial statement
	Treasurer
	Newsletter (NL)
	all members
	n/a
	in perpetuity

	Year-end financial statement
	Treasurer
	Cloud Storage
	Board
	n/a
	in perpetuity

	Tax filing
	Treasurer
	Cloud Storage
	Board
	n/a
	in perpetuity

	Invoices & Receipts
	Treasurer
	Treasurer
	n/a
	n/a
	current & previous yr

	Bank statements
	Treasurer
	Bank
	Pres/Treas
	n/a
	7 yrs

	
	
	
	
	
	

	Corporate Docs
	
	
	
	
	

	Articles of Incorporation
	President
	Website server
	all members
	President/designee
	in perptuity

	Bylaws
	President
	Website server
	all members
	President/designee
	in perptuity

	Board Meeting Minutes
	Secretary
	NL
	all members
	Secretary
	in perptuity

	Exec Board Mtg Minutes
	Secretary
	Cloud Storage
	Board
	Secretary
	in perptuity

	
	
	
	
	
	

	Club Docs
	
	
	
	
	

	Policies
	President
	Website server
	all members
	President/designee
	in perpetuity

	Procedures
	President
	Website server
	all members
	President/designee
	In perpetuity

	Forms
	President
	Website server
	all members
	President/designee
	in perpetuity

	Newsletter
	NL Chair
	Website server
	all members
	NL Chair/designee
	In perpetuity

	Training Manuals
	T&S Chair
	Website server
	all members
	T&S Chair/designee
	in perpetuity

	Schools support docs
	T&S Chair
	Cloud Storage
	T&S Chair/designee
	T&S Chair/designee
	in perpetuity

	
	
	
	
	
	

	Membership
	
	
	
	
	

	Waivers
	Membership Chair
	Cloud Storage
	Membership Chair
	n/a
	in perpetuity

	Member database
	Membership Chair
	Cloud Storage
	Membership Chair
	Membership Chair
	in perpetuity

	Member Conduct Reports
	President
	Cloud Storage
	Board
	n/a
	in perpetuity

	Complaints
	President
	Cloud Storage
	Board
	n/a
	in perpetuity

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Document Type
	Responsible Individual
	Storage location
	Read Access
	Edit Permissions
	Retention Duration

	
	
	
	
	
	

	Insurance
	
	
	
	
	

	Correspondence
	Treasurer
	Cloud Storage
	Board
	n/a
	3 yrs after exp

	Policies
	Treasurer
	hard copy
	Board
	n/a
	7 yrs after exp

	Claims
	Treasurer
	hard copy
	Board
	n/a
	7 yrs after exp

	
	
	
	
	
	

	Outings/Outing Leaders
	
	
	
	
	

	OL approval support docs
	Classification Chair
	Cloud Storage
	Board
	n/a
	7 yrs

	Outing proposals
	Outings Chair
	Cloud Storage
	Board
	n/a
	1 yr

	OL Activities Report
	Secretary
	Cloud Storage
	Board
	n/a
	1 yr

	Incident Reports
	President
	Cloud Storage
	Board
	n/a
	7 yrs

	Outing Waivers
	Secretary
	Cloud Storage
	Board
	n/a
	3 yrs
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Classification
I. Funding of Outing Leader Training (Approved January, 2002)
A. Introduction

1. The AMC Board has approved funds for Outing Leader training. The purpose is to encourage Outing Leaders to seek advanced training with the thought that both the leader and the club will benefit. This is also an incentive/reward for being an Outing Leader.

B. Specifics

1. There is approximately $1500 available for training for 2002. Of this $500 has been earmarked to send two individuals for AMGA Top Rope Site Manager Certification. Attendees will be selected by the Board and could be Outing Leaders, head instructors of the classes or other appropriate individuals. The two individuals will receive $250 each, which is approximately 50% of the class tuition, and will be expected to share what they learn with the club.

2. The remaining money, approximately $1000, is available for Outing Leader training. The training could be any nationally recognized certification for which the Outings Chair gives approval. Approval will be given only if the certification is of clear benefit to an individual performing the role of AMC Outing Leader. Examples  include NOLS Wilderness Medicine training, AMGA Top Rope Site Manager Certification and Level 1 Avalanche Technician Certification.

3. The AMC will reimburse up to 50% of class tuition, not to exceed a total of $150 per person, until the funds run out. In order to apply for training the Outing Leader must be a member in good standing and not on the Outing Leader Inactive List.
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Elections Committee Procedures

There are currently no procedures published for this committee.
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Email Committee Procedures

I. Establishment and Maintenance of Email Account

A. The selection criteria for selecting an email account must include the following factors:  

1. The account must be accessible via any standard browser.

2. Emails are to be stored on the service’s servers rather than downloaded to the email coordinator’s personal computer.

3. At least two people in addition to the President will have access to the service and be able to monitor and utilize the service.  

4. The service must accept a large number of blind copy recipients.  

5. Ideally, the email service should also provide forwarding and be a no cost solution.

B. When a new email account is established, the President and all email coordinators should be notified of the changes and provided enough training to perform the duties of the position.  A final email should be sent out from the old email account letting the membership know about the new account to allow for adjustment of spam filters.  

C. Whenever a password change occurs a notification containing the new password must be emailed to the club President as well as primary and backup email coordinators.

D. The email account will be forwarded to the primary and at least one secondary coordinator.  Alternatively, at least one coordinator must check the account daily to look for requests.  All email coordinators and the email account itself are to be granted access to the club email contact list.

II. Day-to-day Operations

A. When a member, committee chair, or outing leader needs an email sent out, they should send it to the email account established for that purpose.  The current email address is amcazemail@gmail.com.  The words “send” and “email” should occur somewhere in the subject line.  Unless the verbiage of the email has been agreed to in advance, the requesting email should include the subject, exact phrasing formatted as desired, and pictures as required.  However, the email coordinator has some latitude for aesthetic and technical standards.  If requestor requires the email coordinator to do some formatting or create some copy, the requestor should expect the request to take additional time.

B. Emails from club members must be club related and must be authorized by a board member or the committee member closest to the email’s topic.  Any email sent out on behalf of a non-profit organization must include words to the effect of “this messaging is being sent to you on behalf of <name of organization>”.  Emails on behalf of commercial organizations should have some direct benefit to the club and must have the approval of the club President or a majority of the board.  The club is a social organization;  some social events, while not specifically club related, could be appropriate given the circumstances.  Permission from the President (if available) or another board member should be obtained before an email like this is sent out.

C. The Email account should be monitored by at least one person who monitors it regularly and a backup person who can monitor the account upon being notified by the primary.  When either the primary or a secondary coordinator is not going to be available he/she should notify the other coordinator(s) before leaving and upon returning.  

D. The email coordinator should make every attempt to get requested emails out within two business days.

E. Unless done for impact purposes, all emails should start their subject with “AMC – “ to allow members to quickly assess authenticity and assist with filtering and sorting.  

F. As part of sending out an email, at least twice per month (and perhaps more frequently right after the membership renewal deadline), the email coordinator should download the email contact list and update the contacts in the email service.

G. Emails must be addressed on the “to” line to the club email account, and all other addresses will be addressed on the “bcc” line.  This is to prevent unauthorized distribution of email addresses to the membership.  The email coordinators must not reveal member’s email addresses or contact club members directly via email without permission from that member.
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Equipment Rental Committee Procedures

There are currently no procedures published for this committee.
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Land Advocacy Committee Procedures

There are currently no procedures published for this committee.
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Library Committee Procedures

There are currently no procedures published for this committee.
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Membership Committee Procedures

There are currently no procedures published for this committee.
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Mountaineering Committee Procedures

I. AMC Mountaineering Committee Guidelines on Alpine Gear Usage (Approved 04-02-02)

A. The AMC Mountaineering Committee has available various technical gear used in mountaineering trips. The gear includes ice screws, pickets, flukes, ropes, etc. It will be kept segregated from the general rock climbing and rental pools of AMC gear. In general, the gear is available to AMC Outings and Classes approved by the AMC Mountaineering Committee. There should be a request for its use to accompany the Outing Proposal and there should be a statement of its intended use included therein answering the question of why the nature of the proposed climb merits the specialized gear.

B. In addition and with approval of the Mountaineering Committee, the gear would be available for rental to members in good standing of the AMC. The rental is to make gear available to foster interest in general technical mountaineering, and development of alpine mountaineers. The gear is intended to be used in technical mountain climbs or trips, where weight savings is needed on approaches/climbs, or snow and ice anchors are likely to be required. The member is to request rental in a proposal to the Mountaineering Committee, detailing the need and technical requirement. The proposal may be approved, or the Mountaineering Committee may suggest alternate gear options.

II. Mountaineering School Procedures

There are currently no procedures published for this school.
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Newsletter Committee Procedures

There are currently no procedures published for this committee.

^Top of Document
Outings Committee Procedures

I. Procedure to Inactivate Outing Leaders (eff. 02-11-2002)

A. Introduction - The reason for becoming an AMC outing leader is to lead outings.  For various reasons some outing leaders fail to lead outings over extended periods despite requests from the AMC Outings Committee Chair. These outing leaders, who are essentially inactive, continue to be listed in the AMC newsletter as outing leaders even though they are not fulfilling their roles. This proposal provides a way for the AMC to remove inactive outing leaders from the list of outing leaders.

B. Procedure

1. The Chair of the AMC Outings Committee (hereafter referred to as the “Chair”) shall remove the names of inactive outing leaders from the Arizona Mountaineer, the monthly AMC newsletter, and place them on an Inactive List. An outing leader will be considered to be inactive if she/he has not lead at least two outing days during the previous calendar year. An “outing” is defined here to be a climbing, mountaineering or camping activity initiated through the Chair and listed in the Arizona Mountaineer as open to general club membership.  In addition to normal outings other activities that qualify as outings are Sunday climbing after the Grand Canyon trash pickup, climbing after the Queen Creek trash pickup and leading J-Tree Thanksgiving climbs. Activities that do not qualify as outings are teaching an AMC class, leading graduate climbs for AMC Basic School or AARS and activities listed in the Billboard  or Commercially Provided Training and Events sections of the newsletter

2. Every December or January the Chair will determine whether each outing leader has lead at least two outing days (e.g., two single day outings or one two-day outing) during the previous year. This will be done by examining the AMC Calendar of Events,  When & Where section, in the January-December issues of the Arizona Mountaineer. All outing leaders who have not lead at least two outing days shall be removed from the list of AMC Outing Leaders and placed on the  Inactive List. The Inactive List will be maintained by the Chair but not published in the Arizona Mountaineer. All outing leaders moved to the Inactive list will be notified  by the Chair.

3. An outing leader will be re-activated as soon as she/he leads an outing. At that point the Chair will move the leaders name from Inactive List to the list of  AMC Outing Leaders.  As of July 1, 2002, an outing leader must have a current First Aid/CPR certification in order to lead an outing.

II. Proposing an AMC Rock Climbing Outing (eff. 12-04-2006)
A. All AMC rock climbing outings must be conducted by an Out​ing Leader.

B. All AMC rock climbing outings must be approved by the Out​ings Chair prior to being published in the Mountaineer Newslet​ter, web site or the AMC email distribution.

C. Outing Leaders submit a completed AMC Outing Plan or AMC Multi-pitch and Back Country Outing plan to the Outing Chair for approval. These can be found in the Members Only area of the Web Site under Forms.

D. Outing Plans for the following month need to be submitted to the Outing Chair no later than one week prior to the Board Meeting to allow time for approval, publication in the newslet​ter and Board action if required.

E. Outing Leaders should have in their possession at the outing the following;

1. Activity Release form – to be completed for the outing

2. Emergency Contact List

3. Incident Report Form

4. State Land Permit (If outing is on State Land)

5. Membership Application and Release Form

F. The Outing Leader should email a copy of the approved Out​ing Plan to all participants along with meeting and driving directions/map.

G. After the outing, the completed Activity Release Form should be sent to the AMC Secretary, whose address is at the bottom of that form.
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Program Committee Procedures

I. AMC Guidelines for Funding Speakers (Approved 1-13-03)

A. Program chair will solicit speakers for monthly meetings. In general an attempt will be made to obtain at least 6 notable speakers from the world’s climbing community each year.

B. Program chair will be authorized to offer honorarium, travel expenses, and lodging for the speakers. However, Program chair will balance the total package of expenses for the yearly offerings so that the Annual Budget for the Program committee will not be exceeded without obtaining additional approvals from the Board and/or the Membership as provided in the By-laws, Standing Rules, and Policies and Procedures of the AMC.

C. It is assumed that different speakers may receive different remuneration depending on the market for their services.
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Training and Schools Committee Procedures

There are currently no procedures published for this committee.

I. Basic School Procedures

There are currently no procedures published for this school.

II. Anchors School Procedures

There are currently no procedures published for this school.

III. Lead School Procedures

There are currently no procedures published for this school.

IV. Self-Rescue School Procedures

There are currently no procedures published for this school.
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T-Shirt Committee Procedures

There are currently no procedures published for this committee.
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Website Committee Procedures

There are currently no procedures published for this committee.
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