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usA swimmingclub Leadership ManagementandBusiness school 
(Useonly uith permission) 

Unit One: The Basicsfor All Clubs 
I. MissionandStructure 

HOW TO DEVELOP A MISSION STATEMENT 

What is a mission statement? 

Everyorganizationhasa mission, a purpose,a reason for being. As such,everyswim club needsto define 
its fundamental purpose,philosophy,and values. The missionstatementclarifiesthe essenceof club 
existence'It describesthe needs the club was createdto fill, explainswhy the organization exists,and 
what it hopes to achieve in the future. It articulatesthe organization's essentialnature,its values, and its 
work. 

Why haveone? 

Withoutguidance,it is difficult to establishboundariesfor appropriatecourseof action. The mission 
statementprovidesthebasis for evaluatingthesuccessof the club andits programs. It helps to veri$r if 
theclub is on the righttrackand making therightdecisions.It providesdirectionwhen the club faces new 
challengesor opportunities. Attentionto mission helps leadership adhereto its primarypurposeand helps 
duringconflictsby servingasa touchstone for everydecision.A powerfulmissionstatementcanalsoLe 
helpfulin attractingvolunteers,donors,andcommunity involvement. 

When should it be reviewed? 

It is importantto reassess the organization'smission on a regular basis.If it has been more than five 
years,now is probablya goodtime to reviewand, if necessary, fine-tuneor even rewrite the mission 
statement. 
toj:esretevanceana_:eas . Frequently, the 
landscapewithin which a club operates changesso markedly over a periodof time, that the original 
missionmust be updated,altered,or changed dramaticallyin order to address new realities. 

Who shouldcreateor revise it? 

Creatinga missionstatementis a groupeffort.Boardmembers,staff members, alumnianddonorscan 
providevaluableinput during the creative process.The final wordingshould be approved by the board or, 
in thecaseof anotherorganizationalmodel,the key leaders/owners. 

What do we do with our mission statement? 

The missionstatementshouldbe referred to continuously.It should be presenteverywhere:on the 
letterhead,all communications, and all officiatdocuments. all brochures. 

How to write a mission statement? 

An effective mission statementis concise, to the point, realistic,operational,inspirational,informative, 
and even emotional. It is forward- thinking, positive, and describes success. An ef-fective mission 
statementmust resonate with the peopleworking in and for the organization, aswell as r.r,iththe different 
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USASwimmingClub Leadership and Business ManagementSchool 
(Useonly with permission) 

BUSINESSINSURANCEF'ORSWIM TEAMS 

One of the benefits of USA Swimming 
membership (club or individual) is liabilify 
insurancecoveragewhich providesprotection 
for the member(s) againstclaims for bodily 
injury or propertydamage.This coverageis only 
provided for specific USA-S activities,e.g. 
practices,meets, approvedsocial and fund 
raisingactivities. 

Additionally,excessaccidentalmedical/dental 
insuranceis provided for USA-S members 
(athlete and nom-athlete). This insuranceis 
intendedto reimburse the memberfor "out of 
pocket"expenses-deductibles, paidco-pays-not 
by the member's primary health insurance, for 
expensesresultingfrom a swimming related 
injury. 

For a detailed explanation of the insurance 
coverageprovidedby USA-S for its members, 
pleasereferto the USA-S Insurance Summary. 
The Summary is sent to each member club 
annuallyor it can be found on the USA-S 
websiteunder the Member Sen"icessection. 

While the USA-S coverage may provide 
protectionfor the club or individual memberfor 
USA-S activities,there are various types of 
other insurance a club, in particular,should 
considerpurchasingin order to fully protectthe 
assetsof the organization, it members,and its 
employees. 

Following is a brief description of types of 
insuranceto consider: 

Liability 

l. Premisesliabilitycoveragefor those clubs 
that own their facilities or provide pool 
managemenVoperationsfor the facility they 
rease. 

2. Liability coveragefor non-USA Swimming 
activities e.g. Learn-to-Swim, Swim 
America, water aerobics, and lifeguard 
training. 

3. Productsliability coveragefor merchandise 
salesor equipmentsales. 

4. Employeebenefitsliability coverageif you 
havebenefitsfor youremployees. 

Property 

I Real Property coverageif the club owns the 
facility. 

2 .  Boiler& Machinery(mechanicalbreakdown) 
coveragefor heating/air conditioningunitsor 
for the machinery requiredto operate apool. 

3 .  BusinessPersonalProper(y (contents& 
improvements/betterments)coverage for 
office equipmentand any improvements to 
the facility including retrofitting, additions 
for sales inventory, etc. 

4 . Computer Equipment coveragefor hardware, 
softwareandmediaexposuresincludingsuch 
thingsas timing systems. 

5 .  Equipmentcoveragefor miscellaneous items 
suchas lane lines,storagetrailers,dryland 
trainingequipment(if owned),etc. 

6 .  Businesslncome/ExtraExpensecoveragefor 
reimbursementof lost profitsand continuing 
expensesasa resultan insured losse.g. fire. 
The Extra Expensecoveragewould provide 
reimbursementfor the extra cost of havingto 
rentanotherfacilitybecauseyourswasoutof 
commissionas a resultof the loss. 
lnventorycoveragefor your merchandiseor 
equipmentf,or sale to providefor lostprofits 
in the event of a loss. 

Automobile 

-l . Owned automobile liability and physical 
damagecoverage for the owned vehicle, 
Non-Owned automobile coverage which 
provides liability protection for the club for 
non-owned autos (employees, volunteers) 
used on behalf of the club e.g. employee 
running errands or volunteer taking athletes 
to meet. 

i. Hired Auto coverage provides liability 
protectionfor the club for the use of a rental 
vehicleby the club or its representative. 
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usA swimmingclub Leadership Managementand Business school 
(Useonly with permission) 

TMPORTANTLEGAL ISSUESF'ORUSA SWIMMING CLUBS 

Clubshavecertainlegalobligationsandduties 
to protectthemselves,their membersand USA 
Swimmingfrom financiallosses.Listedbelow 
areseveralitemstheClubmustbeawareof. 

l. Facility Contracts.All memberClubsthat 
enter into contractsfor the use of facilities 
ownedby others mustbecarefulwith regard 
to the indemnity andhold harmlesslanguage 
thatis used. In the insurance overview,there 
is a section on facility contracts.The 
italicizedlanguageshouldbe reviewed. 

2. Club Organization. Each Club is an 
autonomousbody organizedand operated 
underthe laws of its state. Theofficersmust 
be in totalcompliancewith the lawsof their 
state.This review would be valuable for 
protectionof theofficersandboardmembers 
as well astheemployeesof the Club. 

3. Compliancewith USASwimmingRules.[n 
orderto remain in goodstanding,eachClub 
has a legal obligationto comply with the 
rules and regulations of USA Swimming. 
Theserulesrelateto the sanctionof meets. 
proper registration of coaches, 
implementation of safety programs, 
compliancewith membershiprequirements 
and other obligationsas set forth in the rules 
and regulations of USA Swimming. In 
pafticular,note that all athletesand all 
coachesmustbeUSASwimminsmembers. 

LIABILITY PROVISIONS
IN CLUB CONTRACTS

ManyUSA SwimmingMemberClubsareparty 
to a contractwith ownersof swimmingpools, 
publicor private.Almostall USA Swimming 
Members, including LSCs and the national 
organizationitself,will, at one timeor another. 
enter into contractsfor the use of a swimming 
venuefor a meet or other authorizedaquatic 
activity. 

Suchcontractswill alsocontainlanguagewith 
regardto the tort liabilifyof both parties during 

the use of the facility. The owner usually 
includes indemnificationand hold-harmless 
clauseson liability for bodily injury and 
properlydamage resulting from the negligence 
of the USA Swimming Member, its officers, 
agentsand employees. 

It is impossible to avoidsuch releases or waivers 
couched'in generallanguage.The owners,or 
theirattorneys,will insistonthis. 

However,it is extremelyimportantthatthe USA 
SwimmingMemberdoesnot sign a contract 
containing language that indemnifies or 
exculpates(clearsfrom allegedfault or guilt), 
the owner from liability for damages resulting 
from the negligenceof the owner or its agents 
andemployees.Such language may or may not 
be valid in your particularstate.If it is, it is 
usuallysubjectto strict construction. 

If you arein doubt, consultan attorney in your 
own state and at the same time refer him/herto 
Wells O'Brien, General Counsel for USA 
Swimming. 

If you seethe following languageor anything 
similar to it, consult legal counselat once 
beforesigningthe agreement: 

Club (LSC)agreesto indemnifu Owneragainst 
all liability loss, or other damageclaims or 
obl$ationsbecauseof or arising out ofpersonal 
injury or propertydamage,relatedto Club'suse 
and occupancy of the premises,including that 
causedby the negligence of the Owner or its 
agentsor employees. 

Page9 
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TABLE OF REMINDERSFOR REGISTERINGYOUR NEW NONPROF'IT
ooFree(FromCarterMacNamara, CompleteToolkit for Boards,, 

http://www.mapnp.org/librar),/boards/boards.htm) 

Activitv of Activit
a brief missionstatementthat describesthe charitablepurposeofDraftmission 

organization;your boardshouldsoonreviewit during strategicplannistatement 
authorizethestatement

youplanto incorpoiateinyorrrstate);ircruiff"ffi
Recruitboard meetstaterequirementsfor a corporateboard(contactstateattorney'soffice

members you don't plan to incorporate,consideran informal advisoryboardto hel

o help you file trticlet of incorpd;ion (if y"" pt" ;*il."rp"*t.)
icationto IRS for tax-exemption(if you plan to seekexemptionfrom

Geta lawyer taxes);you can do most of the work yourself,but at leasthavea la 
ew thematerialsbeforesubmission;will eventuallyneedspecialexpe 

revlew nel policies 
Getbankerandbank abankaccount;seekbankthatunderstandsneedsofnew, smallnonprofit

account
et anaccountantor otherfinanceexpertto helpyou setup basic

Getaccountant ; whenyou get a boardtreasurer,thenhe/shecanbe very helpful in thi

ou mayneedliability insurance,properfyinsurance,andwhenyou hire staff:Getinsuranceagent
satiorlhqalth.an{lite infq1qlgg*[gLejbetc._"--.-_

Draftarticlesof specifylegaldescriptionof your organizationandpowerro the board;
incorporationandget I needto draft theseonly if you plan to file for incorporationwith

,.-*I"q*9:g!Igyul ; theBoardshould theArticlesbeforesubrnissionilq snouroapprgyg_llg*{lgl-ejbggl"_
Draftbylawsandget specifyhow the boardwill operateandconfigurethe staff; some

boardapproval ire these;someof this informationwill be in the Articles if you
; theboardshouldapprovethebylaws*--*' ._"**

File fbr incorporationp"egisterfor incorporationincluding submittingyour drafted and approve
withstate hrticles vor-r nlan incornorafe'l: mayneedneedtofn submitbylaws,too;hrrlcrwq ron. alsofindfinwithstate $rticles(if(if you plantoto incorporate);mav qrrhmif alcn 

*::*T *....-"...-"""----;;:--^--;*:----:***-.-'-r:----":*-1*ig$rttq*g'qu__gp"S$gtjateryaIrgrgq11onplgg!:-**.
liletort-ederaltax- lARnlYfor tax-exemptstatus(to be exemptfrom payingfederaltaxes);board 
exemptwith IRS lshouldapprovethisfilingbeforesubmission;

I
-. . i*.-."***

Getstatetax lonceyougetIRSexemption,file foranystatetaxexemptions
exemotionfromstatei

--*.*-.L""-.. .* l---... '""i.*- '-" '-* 

Getproperlytax jonceyougettRSexemption,file for anystatetaxexemptions
exemptionfromcity j

"ry*:*_-.:.".-­
Getsolicitationlicenseilfyouplanto solicitfunds,yourciWmayrequirea solicitationlicense

!_.1r .__* - * - - - -__* , * i_*  - - *  *__ !_*  - -1  - _  

*-Sl-qst ll$lpgs[er$Jir s4ug_9s!_er.b-rlK_-**-Sl-qgt pgqrutpgqrut ll$lpgg[er$Jir g4ug9gl!_er.u-rlt.T.dlnss"*i!ss: -'* 
Getfederalemployerl(Do this onceyou start to hire employees)get federalemptoyernumber

number jwithholdincomeandFICA (onceyouhireemployees)
-

cefi.employ-;.t ffi thiffir. y* rt"rt t" htr".drpl"y.* 
lnsurance i 

Takenfromthe"ClubLeadershipDevelopmentNotebook"a publicationftomBoardSource.Formoreinformation 
aboutBoardSourcewriteto 1828L StreetNW, Suite900,Washington,DC 20036-5I 14.Telephone(202)452-6262. 
Fax:(202)452-6299,email:mail@boardsource.org, hffp://www.boardsource.org.website: Copyright2000.Used 
with permission. Page1I 
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. USASwirnmingClub Leadership andBusinessManagementSchool 
(Useonly with permission) 

CHECKLIST FOR GOING INTO BUSINESS 

"Operatinga small businesswill depend on a practicalplanwith a solid foundation, dedication 
andwillingnessto sacrificeto reach your goal,technicalskills,and basic knowledgeof 
management,finance,recordkeepingand market analysis.,, 

1. Identify your reasons.Checkthe reasons that applyto you: 
a. Beingyourownboss. _ 
b. Doingwhatyou wantwhenyou wantto do it. 
c. Improving your standardof living. _ 
d. Boredomwith your present situation. 
e. Havingtheproductsor servicesfor which you feelthereis a demand. 

2. A Self-analysis
PersonalCharacteristics

a. Areyoua leader? .­
b. Do youlike to makeyourown decisions? _ 
c. Do othersturnto youfor helpin makingdecisions? 
d. Do youenjoycompetition? 
e. Do you havewill powerandself-discipline? 
f. Do you plan ahead? 
g. Do you like people? _ 
h. Do yougetalongwell with others? _

PersonalConditions
a. Are youawarethat rururing yourownbusinessmayrequire12'16 hour days, six 

or sevendaysperweek? _ 
b. Do youhavethephysicalstaminato handlethe workload and schedule? 
c. Do you have the emotional strength to withstand the strain? 
d. Areyouprepared,if necessary to temporarily loweryourstandardof living? _ 
e. Isyourfamilypreparedto goalongwith thestrains they too must bear? 
f. Areyou prepared to loseyoursavings?_

PersonalSkillsand Experience
a. Do youknowwhat basic skillsyouwill need in order to be successful? 
b. Doyoupossessthoseskills? 
c. Haveyou ever worked in a managerialor supervisory capacity? _ 
d. Haveyou worked in a business similar to the one you want to start? 
e. Haveyou hadany businesstraining in school? _ 
f. If you discoverthat you do not have the skills areyou willing to delay your plans? 

3. Feasibilityand Market Analysis 
a. Doesyour servicesatisfy an unfilled need? _ 
b. Will your serviceserve an existingmarketin which demand exceeds supply? 

c. Will yo.tt service be competitivebased on quality,price and location? -
d. Do you know who your customerswill be? _ 
e. Do you understandtheir needs and desires? _ 
f. Will you be offering something they will buy? _ 
g. Will your prices be competitive? _ 

From Small BusinessAdministrationPublicationshttp://www.sba.gov/startine/checklist.html 
Page 13 
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USA SwimmingClub Leadership and BusinessManagementSchool 
(Useonly with permission) 

FINANCES 

A large numberof smallbusinessesfail eachyear.Thereare a numberof reasonsfor these 
failuresbutoneof the mainreasonsis insufficientfunds.Toomanyentrepreneurstry to startand 
operatea business withoutsufficientcapital (money). To avoid this dilemmayoucan review 
yoursituationby analyzingthesethreequestions: 

l. Howmuchmoneydoyouhave? 
2. Howmuchmoneywill youneedto startyourbusiness? 
3. Howmuchmoneywill you needto stayin business? 

Usethefollowingchartto answerthef,rrstquestion: 

CHART 1: PERSONALF.INANCIALSTATEMENT 

ASSETS 

Cashon hand
Savingsaccount
Stocks,bonds,securities
Accounts/notesreceivable
Realestate
Life insurance (cashvalue)
Automobile/othervehicles
Other liquid assets

TOTAL ASSETS 

LIABILITIES 

Accounts payable
Notespayable
Contractspayable
Taxes
Real estate loans
Otherliabilities

TOTAL LIABILITTES 

NET WORTH (Assets minusLiabilities) 

From Small Business AdministrationPublicationshttp://www.sba.gov/startine/checklist.html 
Page l5 
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Now multiply thetotal of Chart3 by three. This is theamountof cashyouwill need to cover 
operatingexpensesfor threemonths.Depositthis amount in a savingsaccountbeforeopening 
yourbusiness.Useit only for thosepurposeslistedin theabovechartbecausethis money will 
ensurethatyouwill beableto continue in businessduringthecrucialearlystages. 

By addingthetotalstart-upcosts(Chart2) to the total expensesfor three months (threetimesthe 
totalcoston Chart3) youcanlearnwhattheestimatedcostswill be to start andoperateyour
businessfor threemonths.By subtractingthetotals of Charts2 and3from the cash available 
(Chart1)youcandeterminetheamountof additional f,rnancingyoumayneedif any. Now you
will needto estimate your operatingexpensesfor thefirst yearafterstart-up.UsetheIncome 
ProjectionStatement(AppendixA) for thisestimate. 

Thefirst stepin determiningyourannualexpensesis to estimate your salesvolumemonthby
month.Besureto considerseasonaltrendsthatmayaffectyourbusiness.Informationon 
seasonalsalespatternsandtypicaloperatingratioscanbesecured from your tradeassociations. 

NOTE:Therelationshipsamongamountsof capitalthatyouinvestlevelsof sales each of the 
costcategoriesthe number of times thatyouwill sellyourinventory (turnover) and many other 
itemsformfinancialratios.Theseratiosprovideyouwith extremely valuablecheckpoinisbefore 
it'stoo late to make adjustments. sectionof yourlocal library at" publicationsIn thereference 
suchasTheAlmanacof Business and Industrial FinancialRatiosto compare youi performance
with thatof othersimilarbusinesses. of these iatios andhow to useForthorough explanations 
themfollowuponthe sources of helpand information mentionedatthe end of thispubtication.) 

Nextdeterminethecost of sales. Thecost of sales is expressed in dollars. Fill out each month's 
columnin dollarstotalthemin the annual totalcolumnand then divideeachitem into the total 
netsalesto producethe annual percentages.Examplesof operating ratiosincludecost of salesto 
salesandrentto sales. 

AFTER START.UP 

Theprimarysourceof revenue in yourbusinesswill be from sales butyoursales will vary from 
monthto month becauseof seasonalpattemsand other factors.It is important to determine if 
yourmonthlysaleswill produceenoughincometo payeachmonth'sbills. 

An estimatedcashflow projection(Chart4) will show if the monthly cashbalanceis goingto be 
subjectto such factorsas 

. Failureto recognize seasonaltrends; 

. Excessivecash taken from the business for living expenses; 
. Too rapidexpansion; 
. Slow collectionof accounts if credit is extendedto customers. 

Use the following chartto build a worksheet to help you with this problem.In this example all 
salesare made for cash. 

From Small Business AdministrationPublicationshttp://wrvw.sba.gov/starting/checkiist.htlnl 
Page 17 
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SWIM CLUB ORGANIZATIONAL MODELS 

Swimming teams in the United Statesare 
organizedand structuredin a variety of ways. 
From programssponsoredby YMCAs or 
universities,to parent-ownednon-profit 
corporations,to privatebusinessesownedby 
coachesor partnerships,there aremany different 
modelsof successfulswimming organizations. 
This article reviews the variety of organizational 
modelsthatexist as well assomepotential 
advantagesand disadvantagesto eachtype of 
legal organization. 

With regard to the legal and financial 
responsibilitiesand liabilitiesassociatedwith 
youth sports programs in today's society, 
organizersof new swimmingteamsare 
encouragedto carefully considerthe legal 
organizationmostappropriateto meet the vision, 
objectives,andneedsof the new club. Someof 
the factors influencingthis decision include 
legal restrictions, liabilitiesassumed,type(s)of 
businessoperations,numberof employees,and 
tax advantagesor disadvantages. 

This article provides generalinformation about 
the various legal structuresof swimming teams. 
However, laws and procedureschange 
frequently and can be interpreted differently. It 
is highly recommended that organizers of new 
clubs$eek.adviceandcounselfrom a 
knowl-edgeablelawyer andlor accountant 
Iicensedto practice in that sta@. 

Coach-Owned or Private Business 

Many successfulcompetitiveswimming 
programsin the United States are coach or 
privatelyowned.Theseteamsmay be legally 
structuredone of several ways,Traditionally 
therehavebeennumeroussole proprietor and 
partnershipamangements.Going forward, it 
would seemthat limited liabilify corporations 
(LLC) may becomea popularchoice. 

Most coach-ownedswim teamsare legally 
structuredasa proprietorshipor partnership.A 
soleproprietorshipis the easiest and least costly 
way of starting a business. Partnershipsare also 
relativelysimpleand inexpensive to create. The 

LLC is rapidly becomingavery popular 
businessform. An LLC combines selected 
corporateand partnership characteristicswhile 
stillmaintaining statusas a legalentity distinct 
from its owners. 

Advantages 
o Continuity and consistency of vision & 

purpose. 
o Organization,program,and leadership 

stability. 
o Owner(s)enjoystypicaladvantagesof self-

employment. 
o Owner(s)haspotentialfor greater 

compensationandability to build equity 
over long-term. 
Soleproprietorshipandpartnership" 
relativelysimpleand inexpensive to create. 

Disadvantages 
n Greaterfinancialrisk for coach-owner. 

Facestypical start-upcostsand challenges 
of any smallbusiness. 

o Revenuesare taxable. 
o More limited financial resources. 
q Sometimesmoredifficult for privately 

ownedteams to foster volunteersupport. 
o Owner andpartnerspersonallyliablefor 

businessdebts. 

Nonprofit Organization/Corporation 

The most common organizationalmodel for 
swim teams in the United States is the parent-
owned, non-profit corporation.Also known as 
not-for-profitcorporations,the main reasonthat 
teamsselectthis legal structure is to obtain tax-
exemptstatus. To qualif, for tax-exemptstatus, 
the corporationmust be formed for religious, 
charitable,literary,scientificor educational 
purposes (swim teamsfall under this purpose). If 
a corporation is tax-exempt under fnternal 
RevenueCode Section 501(cX3), not only is it 
free from paying taxeson income, but people 
and organizations who contributeto the 
nonprofitcorporationcan take a tax deduction 
for their contributions. 
Most swim teams organizedas non-profit 
corporationsaregovernedby a board of 
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MOST FREQUENTLY ASKED QUESTIONSABOUT CLUB FINANCES 

1. I am thinking aboutapplyingfor not-for-profitstatusfor my club.What are theprosandcons? 

Not-for-profitstatusis grantedby the IRS and refers to the federaltaxabilityof an organi zation. TheInternal 
RevenueCodesectionsdealingwith exemptionfrom federalincometax are 501(ct(3).A 501(c)(3)is the 
mostdesirabletypeof exemptionbecausenot only areany"profits" of theclub related to its'taxlxempt 
purposenot taxedas federal income,but for themostpartdonorsareeligible to deduct any donations to a 
501(c)(3)on theirpersonaltax returns.[n manystates,a 501(c)(3) organizationis also exempt fromcertain 
propertytaxes,salestaxes,andstateincometaxes.Thisexemptionfrom statetaxesdiffers from stateto state 
andis governedby state law' The putpose or mission of yourorganization determineswhichcodesection,if 
any' your organizationmight qualifl, underfor exempt status. A clubmust complete form 1023to apply for 
501(cX3)status.Thisformmaybeobtainedfromthe IRS by calling1-800-TAX-FORM.A club considiring 
applyingfor tax-exemptstatuscan obtain a publicationfrom the IRS titled "Tax ExemptStatusfor your 
Organization".The tRS websiteis www,irs.ustreas.gov. 

Tax-exemptstatusis not for everyclub. Many clubs are coach-ownedand run by the coachas a private
businessenterprise.A not-for-profitorganizationrequiresan elected Boardof Directorswith no conflictof 
intereststo run theswimclub.tn addition,anyassetsownedby a 501(c)(3)must be distributedto another 
501(c)(3)if theorganizationis dissolved, 
Eachclubmustapplyfor not-for-profit status independently. USA Swimmingdoeshavea groupexemption
thatextendsto the LSC level butdoes not include the clubs. 

After the IRS hasexaminedtheapplicationto determine exemptstatus,it issuesa determination letterif the 
determinationis favorable. 

2, My clubwantsto treatthe coaches as independent contractors.Isthisadvisable? 

are employees contractors. 
Thefactthat a coach hasanotherjob or works part time for the club has no bearing on whether he or she is 
consideredan employee of theclub. The IRS looks carefully at the subcontractor issueand the penaltiesare 
stiff if the IRS decidesthat a coach is really an employee. Everyclubshould seek professionai, competent
adviceonthis issue andfollowthatadvice. 

In the vast majorifyof situations,thecoaches of the club and are not independent 
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r Is responsiblefor payinghisiherown income and self-emptoyment tax.Thebusinessdoes not 
withholdtaxesfromthe independentcontractor'spay 

o May deductbusinessexpenseson the incometax retum 

f,'orMore Informafion 
o www.irs.gov 
o l-800-829-3676(l-800-TAX-FORM) 
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NONPROFIT FINANCIAL STATEMENTS 

Nonprofit financialstatementstypically includethe following elements: 

1.Statementof Financial Position 
The statementof financial positionsummarizesthe assets, liabilities,andnetassetsof a club. It is a 
snapshottakenat a specific point in time, presentingthe financial positionof a club on a specifrc 
date.It was formerly calleda balance sheetbecauseassets"balance" with liabilities plus netassets. 

2. Statementof Activity 
This statementis also known as a "statementof supportorevenue,andexpensesandchangesin fund 
balance."The statementof activity summarizesthe revenue and expensesfor a periodof iime, 
which is usuallyoneyearand includes a reconciliationof the net assetsat the beginning and the end 
of theperiod.(In the businessworld, this statementis usuallycalledthe "income statement" or the 
"profit and loss statement.") 

3. Statementof Functional Expenses 
The statementof functional expenses,preparedfor the sameperiodas the statement of activity, 
showsexpensesby expensecategory-suchas salaries, rent,postage,printing, etc.-accorclingto the 
purposefor which they were incurred.The primary functionalclassificationsareprogramand 
supportingservices,suchas management, general,and fund raising. 

4. Statementof Cash Flows 
The statementof cash flows is alsopreparedfor the same periodas the statementof activity. It 
reportsinformationaboutthe cash receiptsand cash paymentsof a club during theperiod.Cash 
flows areshownby "operating,""investing,"and "financing" activities. 

Annual financialstatementsalso include the followins: 

5. lndependentAuditorsReport 
By [aw,an "independentaudit" can only be conductedby an outside cerlified public accountant 
(CPA). The auditorreportsin a letter to the board of directors, describingthe analysis of the fairness 
of the financialstatementsandwhetheror not they conform to generallyaccepted accounting 
principles.It shouldbe noted that this report is the only parl of the financial statementsthattruly 
belongsto the auditors.The financialstatementsthemselvesarepreparedby the club's board 
treasureror staff and are the responsibility of the board of directors. 

6. Notesto Financial Statements 
Almost all financial statementscamy notes. Thesenotesare important andshould always be read. 
The type of information generally includedin the notesis: descriptive information about theclub; a 
s-ummaryof significantaccounting policies; and explanations or details of specific items in the 
financialstatements. 

Taken from the "Club LeadershipDevelopmentNotebook" a publication from BoardSource. For more intbrmation 
about BoardSource write to 1828L Street NW, Suite 900, Washington, DC 20036-5114. Telephone (202) 452-6262. 
Fax:(202)452-6299,emai[: mail@boardsource.ors, Copyright 2000. Usedwithwebsite;http://r.vww.boardsource.org. 
perntission. Page 25 
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NONPROFITPUBLIC DISCLOSUREREQUIREMENTS 

Mostnonprofitsare legally obligatedto makecertaindocumentsavailableto public.Fora nonprofit
accountabilitymeansworthinessof publictrustand fulfillment of qualifyingfactorsfor
tax-exemption.Thiscan_be-achievedby openand transparent operationof t[. Club. The primary 
documentfor thisis the IRSForm990. 

What is Form 990? 

Form990 is an annual informationreturnthatnonprofitsfile with the IRS. It providesinformation
thatallowsthe IRS to determine whetheror not the club continuesto fill therequirementsfor its 
tax-exemptstatus. 

Whenis Form 990filed? 

Theform needsto be filed by the l5th dayof the 5th monthafterthe end of the Club'saccounting
period.Failingto file this information ontime,omittinginformation,or providingincorrect 
informationmayresultin penaltypayments. 

Who hasto file Form 990? 

All 501(c)clubs,exceptchurchesand church-controlled clubs,with annualrevenuesover$25,000
needto file this form. A shorter version,Form990-EZ can beused by small nonprofits.Even if a 
clubis notobligated to file this form, it is a goodideato do so. The formprovidesa goodsummary
of financial informationfor donorsor otherswho are interested in its activities. 

What information is requestedon Form 990? 

Form990explainsthe mission andprogramactivitiesof the club. TheClub's financial information 
detailsrevenues,expenses,andnetassets.Expensesneedto be categorized underprogramservices, 
management or fund-raising. to list thenamesof board membersandandgeneral, It is necessary
keystaffandtheir compensation (if morethan$50,000annually.) 

What informationdoes not need to be disclosed? 

Theclubdoes not needto make public the names of donors andtheamountsof individual 
contributions.Thisinformationis listed asan attachment and does nothaveto be handed outwhen 
someonerequestsa copy of Form 990. 

Takenfromthe"ClubLeadershipDevelopmentNotebook"a publicationfromBoardSource.Formoreinformation 
about BoqrdSource writeto 1828L StreetNW, Suite 900, Washington, DC 20036-5114. Telephone(202)452-6262. 
Fax:(202)452'6299,email:rnail@boardsource.org, Copyright2000.Used with website:httg//r.vww.boardsource.ors. 
perTnrsslon. Page27 
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USAswimmingclub Leader Managementschool4tp#lg,L;il".ss 

CHECKLIST - 10KEY FINANCIAL QUESTIONS
BOARD MEMBERS SHOULDASK 

1. Have we runa gainor loss? 

2. Are ourkeysourcesof incomerisingor falling? 

3. Do we havea diversity of fundingsources?Is it a healthy mix of publicandprivatesupport? 

4. Are our keyexpenses,especiallysalaryandbenefits,undercontrol? 

5. Do we havesufflrcientreservds? 

6. Is ourcashflowprojectedto be adequate? 

7. Whereare we comparedwith budget? 

8. [s our financial planconsistentwith ourstrategicplan? 

9, Are we usinga salary administrationplan?Areoursalariescompetitive? 

10.Are wefiling all needed reportingdocumentsand legal obligationsona timely basis? 

Takenfromthe"ClubLeadershipDevelopment moreinformationNotebook"a publicationfuomBoqrdSource.For 
about BoqrdSource writeto 1828 L Street NW, Suite900, Washington, DC 20036-51 14,Telephone (202)452-6262. 
Fax:(202)452-6299,email: rnail@boardsource.org, Copyright 2000. Usedwithwebsite:http://www.boardsource.org. 
permission. pass29 
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USA SwimmingClub Leadership and BusinessManagementSchool 
(Useonlywithpermission) 

INFORMATION & QUESTIONS TO CONSIDER WHEN CREATING A BUDGET 

!syourbudgetconsistentwith your team'svision,philosophyandgoals?
2. Budgetaccordingto what you wantto achieve. Staltwith an'ideal6udget,and then be creativein 

developingthe revenue and resources to make it work. 
3. TheHeadCoach,who ideallyis responsiblefor dayto-day financialoperations,shouldbe an 

integral part of developing andmanagingthebudget.
4. Are your feesrealisticfor the expenses youareplanning? 
5. Are your feescompetitivewith otherareaclubs?Should/couldtheybe higher? ..you getwhatyou 

payfor" canbeusedas a positiveclubattribute. 
6' How doyourfeescomparewith other sports or after-schoolactivities?You may want to do a per-

hour price comparisonwith othersportsandyouthactivities. 
7. . Specialprogramssuchas Swim AmericaLearn-to-Swimcan build theclubwith bothrevenueand 

with swimmers. 
8. Does your budgetadequatelyconsider"reserves"for long-termgrowth? 
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Adaptedfrom information providedby the American Swimming CoachesAssociation.Used with permission, 
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USAswimmingclub Leadershipand Business ManagementSchool 
(Useonly with permission) 

*HARD MONEY' vs.,,PROGRAMEI\RICHMENT, BUDGET 

The"Hard.Money" portion of the budgetrepresents thatyouareconfidentyouwill receive revenues and
expensesthatyouwill incur in thebasicoperationof the existing program. The"Piogram Enrichment', 
budget (outlined below) is where you really get to dream and to pfun.lt is where you make progress in 
b_uildingyour program.This portionof the budget represents a real attemptto fumtt your-vision.
However,in thisportionof the budget, youonlyincur expenses as correspondine is realized. revenue 

nsesfor (Program Enrichment,' 

AdditionalAsst.Coachfor Pool#3
$lO/hourx 400 hours $ 4,000

Pool Rental: 
l0 hours/weekat Pool #3 @$21/hour:
$210/weekx 30 weeks for the winter plus 
l0 weeks in the summer 8,400 

National TeamTravel: 
Airfarefor 4 swimmersto 
SeniorNatls@ $400iswimmer 1,600 
Airfarefor 9 swimmersto 
U.S.Open@ $400/swimmer 3,600 

VideoCamera& System:
Used for StrokeAnalysis 5,000

otal Pro.gram ElrrichmentExpl $ 22;600, 
Revenuesfor ttProgram Enrichmentt' 

Feeset Pool #3: 
a. Short-term:Startadult fitness

programto in 2lanes of pool
while team uses the other4 lanes.
Project15 Fitness Memberships

.4 ,500at $30/mox 10 months $ 
b. Long-term:Age Group III

40 swimmers@ $25lmo
for l0 months 10,000

Spo nsorships & Advertising: 
a. Sell sponsorshipsfor Natl Team

Warm-upsand travel 1 ,600
b. Sell advertisingfor swim meet 

Heatssheets 2,500 
Stroke Analysis: 

a. Secure bank loan for video system 
b. Offer video analysison Sat AM

for $l5/half hour 4,000

Total ProgramEnriohinentRiGnuej'$ 2Z;;6Aa 

Adaptedffom information provided by the American Swimming CoachesAssociation. Used with permission 
Page33 
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USASwimmingClub Leadershipand Business ManagementSchool 
(Useonly with permksion) 

III. Evaluationand Assessment 

EVALUATION CHECKLIST FOR CLUB ASSESSMENT 

1.Whento evaluate? 
Evaluateeverythreetosix years,or sooner if circumstanceshavegreatlychanged
sincethe last evaluation,or if the head coachor boardmembershalvesome reason fbr 
concem. 

2.Who shouldevaluate? 
An internal group_or personif theycanbe spared from normalassignments,havethe right 
qualifications,and will be sufficiently objective.Outsiderswhenevirthosequalificatiois
cannotbefully met. 

3.What is thestandard?
Theterms in which themissionstatement,astrategicplan,or a statement of goals (the
morespecificthebetter)definewhatwasexpectedto be achieved.If no suchlocument
exists,theboardmustspecifythe standard to be met. 

4.Who shouldoverseethework? 

Theheadcoach,togetherwith a board oversightcommittee.Theyshouldapprovethe 
study'sdesign,budget,and schedule; receiveprogressreports;reviewa draft report before 
theevaluationis concluded;and decide how the full board might bestreceiveand discuss 
the report. 

5.What mightbesome key questions? 

Specificswill varywith whateveris beingevaluated,butgenericquestionsare: 

. If we werestartingtoday, would wedo it this way?

. Do ouractionsmatchourmissionstatement?

. Howarewe like and unlike thebest in our field?

. Whatdoour intended beneficiariesthink of ourperformance?

. How arethe next five years likely to be different?

6.The report is submitted.What then? 

Implementationis the pay-off.It is theresponsibilityof the boardand the head coachto 
makeit happen. 

FromBoardAssessment HowAre We Doing?by Peter Szantonof the Organization; 
QriationalCenterfor Nonprofit Boards,L9g2). 

Notebook" 
about BoardSource writeto 1828 L Street NW, Suite 900, Washington, DC 20036-5114. Telephone (202)452-6262. 
Fax:(202)452-6299,email: mail@boardsource.org, Copyright2000.Used 

Takenfrom the "Club Leadership Development a publicationfrom BoardSource. For more information 

website:http://w,'vw.boardsource.org. 
with permission. Page35 
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USASwimmingClubLeadershipand Business ManagementSchool 
(Useonlywithpermission) 

KEY QUESTIONSFOR ASSESSING 
THE HEAD COACH'S PERFORMANCE 

1. Whatare the majorobjectivesof the club in the short-run(1-2years)andthe long-term
(5-10years)?

2. How well arethese objectives beingrealized? 

3. Doesthe head coach have thenecessaryknowledgeandskills? 

personality4. Doesthe head coach have the necessary characteristics? 

5. Doestheheadcoach recruit andsupervisegoodstaffl 

6. Whatarethe head coach'smajorstrongths? 

7, What are the headcoach'smajorweaknesses? 

8. Whatexternalfactorsinterferewith thehead coach's ability to achieveclubgoals? 

9. Is theboarda positive,negative,or neutral force in achievingclubgoals? 

10.Whatspecificdecisionsand actions arenecessaryto (a)strengthenthe head coach's 
performance,(b) clarify theproperroleof the board, and(c) enhancethecontribution of the 
club? 

Takenfromthe"Club LeadershipDevelopmentNotebooK' a publicationfrom BoardSource. Formore information 
aboutBoardSourcewriteto 1828 L StreetNW, Suite900,Washingron, Telephone(202)452-6262.DC 20036-5114. 
Fax:(202)452-6299,email: mail@boardsource.org, Copyright2000.Usedwebsite:http://r.vww.boardsource.org. 
with permission, pase37 
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USASwimmingClub Leadershipand Business ManagementSchool 
(Useoalywithpermission) 

PRINCIPLES OF'GOVERNANCE . KEY RESPONSIBILITIES 
Mission 
' Ensurethatyourclubhasa clear, succinctwrittenmissionstatementthat expresses its core

valuesand reason forbeins. 
' Tie theclubto thespiritoflhe sectorandto the major issuesfacingtheclub'sfieldand

community.
' Revisit the mission statementannuallyin light of internalandexternalchange,and revise it if 

necessary.
' Ask otherclubsandsimilarclubsfor copiesof their missionstatementsandcomparehow

they describetheir vision andvalues.
' Seekinternal andextemal feedback- from staff and from membersor constituents- about

the club's mission.
' Make theclub'smissionwidely known by promoting it in the community. 

Oversight 
' Engagein regularstrategic plaruring as an integral part of eff-ective leadershipand

management.
' Commissiona periodicclub assessment that examines,in detail, the club'sprogramsand 

services,aswell asits management,structure,and capacity.
' Adopt and regularly review a code of ethicsand conflict of interest policy for boardandstaff.
' understandand respectthe relationship betweenboard and staff. 
' Selectthechief executivecarefully,andprovide a clear descriptionof duties and

relationships.
' Supporlandstrengthenthe chief executiveand the board-CPOrelationshipthrougha regular 

performanceevaluation. 
. Ensurehigh quality executiveleadership. 
. Make boardself-assessmenta routine part of the board'swork. 

Resources
' Formulatea fund-raising strategy,including a case statementthat expresses the rationalefor

financialsupport.
' Expecteachboardmemberto make an annual contributionto the club accordins to his or her 

means,and take anactive role in raising money. 
. Cultivateboardmemberswith expertise in finance. 
. Approveand monitor theannualoperatingbudget.
. Reviewregularfinancialreportsfrom staff.
. Requirean annualaudit by an independentaccountant.

Outreach
' Listento the needs and interests of currentandpotentialstakeholders.
' Be activecommunityambassadors,promotingthe club's mission,service,and achievements 

aswell as bringing communityperspectivesto the attentionof the boardand staff. 
' Ensurethat theclub has a marketing andpublic relationsstrategyto supporl outreach. 
' Seekout key leaders in business,goverrunent,education,and the media to inform themabout 

theclub. 
. Develop policies that support andencourageoutreachactivities. 

From Meetingthe Challenge:An Orientqtionto Nonprofit Board Service, video (BoardSource,I998). 

Takenfrom the"Club LeadershipDevelopmentNotebook"a publicationfromBoardsource.Formore information 
aboutBoarrlSourcewriteto 1828 L Street NW, Suite 900, Washingron, DC 20036-5114. Telephone(202) 452,6262. 
Fax (202)152-6299,email:mail@boardsource,org, http://w-ww.boardsource.org.website: Cbpyright 2000. Used with 
permiss ion.  page39 
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USASwimmingClub Leadershipand Business ManagementSchool 
(Useonlywithpermission) 

DISCUSSIONQUESTIONS:PRINCIPLESOF GOVERNANCE (continued) 

Resources 

1. How do we educateboardmembersaboutthe club's fund-raisingstrategy? 

2. Doeseveryboardmembermakean arurual contributionto the club? 

3. To whatextentdo board membersactivelyaskothersto providefinancialsupport? 

4. Are thereobviousareasof strength andweaknessin ourboard'sfund-raisinperformance? 

5. Do we haveadequatefinancialexpertiseamong board members? 

6. Doesthe board receiveregular,completefinancialreports?Are the reports clearand easy to 
understand? 

7. what questionsdo we bringto our review of financial documents? 

8. Whatinternalcontrolsare in placeto guardagainstpotentialfraudand abuse? 

9. Are our investment policiesconsistentwith our values, financialsituation,and long-term 
goals? 

Outreach 

1. Do ourcommunitystakeholders ourmission?knowand understand 

2. Howdoesthe board supportouroutreachactivities?How can this beexpanded? 

3. To whatextentis our club well knownto business, goverrrment, and media education, 
leaders?Do weactivelypursueanddevelop those relationships?

4. How couldmoreeffectiveoutreachenhanceour fund-raising capabilities? 

5. Howdo the board, its members,and the staffworktogetherin thearea of community 
outreach?How can we strengthenthispartnership? 

Ftom_Mee-tlngthe Chall.enge:An Orientation to Nonprofit Board Service,a video hostedby Ray Suarez 
(BoardSource,1998). 

Taken from the "Club LeadershipDevelopmentNotebook" a publication from BoardSource.For more information 
aboutBoardSourcewrite to 1828 L Street NW, Suite 900, Wasliingron,DC 20036-5114. Telephone(202) 452-6262. 
Fax:(202) 452-6299,email: mail@boardsource.org, website:http://www.boardsource.org.Cbpyright 2000. Used with 
permission. paee4l 
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USA Swimming club Leadershipand Business ManagementSchool 
(Useonly with permission) 

o Disclosureof any conflicts of interest
o Adherenceto the Club's conflict-of-interest policy
o Avoidance of the useof corporate opportunitiesfor the individual's personalgain or 

benefit 
o Nondisclosureof confidential information aboutthe orsanization. 

Duty of Obedience 

Obedienceto the organization'scentral purposes mustguideall decisions. The board mustalso 
ensurethattheorganizationfunctionswithin the law,both the oolawof the lando'and itsown 
bylaws and otherpolicies.Thedirectoismust remain theguardiansof the mission. 

Thedutyof obedience is carriedoutby the following acts: 

o Compliancewith all regulatory andreportingrequirements,such as filing theannual 
informationreturn(usually,IRS Form 990) and payingemploymenttaxes

o Examinationof all documents governingtheorganizationand its operation,such as the 
bylawsandpolicies 

o Makingdecisionsthat fall withinthescope of the organization'smissionandgoverning 
documents. 

Theenactmentof the Sarbanes-Oxley Act of 2002, passedin the afiermath of Enron and other 
corporate scandals,raised the standards of scrutirry in the private sectorfor such things as 
auditor independence,corporate responsibility,financial disclosure,and conflicts of interest, It 
is not surprising to realize that heightenedconcernfor accountabilityis carrying over into the 
nonprofitsector, by law or in practice. 

So,it is more importantthan ever that boardmembers be mindful of their legal responsibilities. 

Simplyput, board membersneedto answer thefollowing questions: 

o Whatkind of oversightam I expectedto provide?
. Whenand how can I be found personallyliable?
o How can I avoid,or at leastminimize, personal liability? 

Adaptedfrom "The Legal Duties of the NonproJit Boerd" @ BoardSource 
www.BoardSource.org 

Taken from the"CIub LeadershipDevelopmentNotebook" a publicationfromBoardSource.Formore information 
aboutBoardSourcewriteto 1828 L Street NW, Suite 900,Wasli ington,DC 20036-5114. Telephone(202) 452-6262. 
Far (202)452-6299,email: mail@boardsource.org, Copyright 2000, Used with website:http;//www.boardsource,org. 
permission. Page 43 
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USA SwimmingClub Leadershipand BusinessManagementSchool 
(Use o nlywithperm issio n) 

HOW DO WE SAFEGUARDAGAINST CONFLICT OF INTEREST? 

'what aresomeexamplesof actualand potential conflictof interest? 
r Clubpolicyrequirescompetitivebiddingonpurchasesof morethan$1,000,but 

aprintingfirm ownedby a board member'sspousereceivesthe$25,000contract for the 
annualreportand no otherbidsare solicited. 

' A board memberservesontwo boards in the samecommunityand finds him or 
herselfin the position of approaching thesamedonorsonbehalf of both nonprofits. 

A staff memberreceivesan honorarium for conductinga workshop for another 
groupin the club's field of interest. 

Shoulda'clubcontractwith a board memberfor professionalservices,suchas legal 
counselor accounting? 
Attorneys,accountants,andotherprofessionalscancontributevaluableexpertiseto a board. 
Dueto the potentialfor conflictof interest, their contributions shouldbevoluntary.At the very 
least,a board memberwho is associatedwith a firm competing for a contract shouldabstain 
fromdiscussionandvoting in theselectionprocess.If a competitive biddingprocessresults in 
the selection of thatboard member's firm,he or she shoulddisclosetheaffiliationandabstain 
from votingon future boardactions connected with that firm's contractwith thenonprofit. 

Taken from the "Club LeadershipDevelopmentNotebook" a publication from BoardSource. For more information 
about BoardSourcewrite to 1828 L Street NW, Suite 900, Washington, DC 20036-5114.Telephone(202)452-6262,. 
Fax:(202)452-6299,email: mail@boardsource.org, http://www.boardsource.org.website: Copyright 2000. Usedwith 
permission. page45 
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USASwimmingClub Leadership andBusinessManagementSchool 
(Useonly with permission) 

5. Expensesincunedin thefurtheranceof USA Swimmingbusinessareto be reasonable, 
necessaryand(if twenty-fivedollarsor more) substantiated. 

6. All are expected to exhibit honesty,loyalty,candor pfessionalcompetencein their 
relationshipswith USA Swimmingandwith eac 

7.  Eachindividualhasthe responsibiryy rg{r"Cq)$ 6 confidentiality of the organization. This
includes proprietaryboth 

";|S$gnrVron. 

--.,;'(N)V
AND 

I acknowledgereceiptandunderstandingof USA Swimming's Statementof Principles on 
EthicalBehaviorandConflictof Interest, and I pledgemy full supportof the spirit andthe letter 
of the requirements containedtherein. 

PrintName 

Signature 

Date Committee 

Page 47 
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U SA SwimmingClubLeadershil Manageme nt S cho ol . ftil/,, J::,""ss 

shallimmediatelynoti$ the audit committeeof any suchcomplaintand work with the 
committeeuntil thematteris resolved. 

Acting in GoodFaith 
Anyonefiling a complaintconcerninga violation or suspected violationof the Code must be 
actingin goodfaithand have reasonablegroundsfor believingthe information disclosed 
indicatesa violation of theCode.Any allegationsthatprovenotto be substantiated and which 
proveto have beenmademaliciouslyor knowingly to be false wilt be viewed as a serious 
disciplinaryoffense. 

Confidentialify 
Violationsor suspected violationsmaybesubmittedona confidential basisby the complainant 
or may be submitted anonymously.Reportsof violationsor suspectedviolationswill be kept 
confidentialto the extentpossible,consistentwith the needto conduct anadequateinvestigation. 

Handlingof ReportedViolations 
TheComplianceOfficerwill noti$ the sender and acknowledge receiptof thereportedviolation 
or suspectedviolationwithinfivebusinessdays. All reports will bepromptlyinvestigatedand 
appropriatecorrectiveactionwill be taken if warranted bv the investisation. 

Audit CommitteeComplianceOfficer 
TheOrganization'sManagementStaff 

Takenflomthe"ClubLeadershipDevelopmentNotebook"a publicationfrom BourdSource. Formore information 
about BaardSource writeto 1828 L Street NW, Suite 900,Washington,DC 20036-5114.Telephone(202)452-6262. 
Fax:(202)452-6299,email:mail@boardsource.org, Copyright2000.Usedwebsite:http://www.boardsource.org. 
with permission. Page 49 
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USASwimmingClub Leadership and Businlss ManagementSchool 
(Useonly with permission) 

THREE *HATS" F'OR BOARD MEMBERS:
INDIVIDUAL VS.COLLECTIVE RISPONSIBILITIES

o GovernanceHat
o'Worn"only when the full board meets, proper noticehasbeengiven,and a quorumis 
present. 
1. Ultimatelegalandmoralauthority 
2. Accountability,perthegovernment 
3. Anindividualboardmemberhasnoauthority in governance.Governanceisgroup 

action. 
o ImplementationHat

o'Worn"only whentheboardgivesoneor more board{rnembersauthorityto implement a 
boardpolicy. 
1. Boarddelegatesa specific task,e.g.,buy a van,picftanauditor, organize a special event 
2. Authoritycomesfromboard decision 

o VolunteerHat
'oW'om"at all other times,whenboard members are involved with organizationalactivities as 
volunteers. 
l. Volunteer,plainandsimple 
2. No ooextraooauthorityby virtueof board position 
3. Accountableto another person,e.g.,Coach, staff mgmber,committeechair, board chair 

FromNonproJitBoardAnswer Book by Robert C. Afndringa andTedW. Angstrom. 

Takenfrom the "ClubLeadershipDevelopmentNotebook"a publicatifnfuomBoardSource.For more information 
aboutBoardSourcewite to 1828 L StreetNW, Suite 900, Washingtoni nC 20036-5114. Telephone (202)452-6262. 
Fax:(202)452-6299'email: mail@boardsource.org, Copyright2000. Used website:http://wwrv.boardsource.org. 
with permission Page5l 
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CREATING POLICY 

What is a policy?
Poli^ciesarethe operationalguidelinesfor.a club. The purpose of the policies is to protectandsteerthestaff and the boardasthey fulfill the mission of the organization.They are a reference tool forappropriateaction,ethicaldecisionmaking,andfbr oJ*ing with potential or actualconflicts.policies
canparaphrasea law, explain a procedure,clarify a principle,o, u*p."r, a desired goal.They aretheprotocolto follow which, when properly used,hetpsdlminish embamassingor potentiallyharmfulsituations,improperbehavior,andineffectivedecision-makins.

By laws  
The primary policiesfor an organizationare most likely found in its original bylaws.Thesepoliciesdefinetherole of theboardmembers,how they areelected,how they fiinction during boardmeetings,andhow their work is structured.Also, the bylawsclarify how amendmentsaremadeto the original document:Bylawsarean evolving documentthatneedsto be reviewed by the boardon a regular basis- usuallyeverytwo years. However,bylawsnormally only createthe very basicstructurefor operativefunctioning'This documentshouldttoi becluttereduy .uoy conceivablerule andrecommendation. 

H o w  a r e  p o l i c i e s  c r e a t e d ?  

Proactiveprocess 
New policiesareregularlyneededto dealwith situations that arisein the lif-eof an organization.
Ideally policy developmentis a proactiveprocesswhich foreseeseventualconflict situationsandthusprovidesa fitm, existingguidelinefor the staff andtheboard.Many difficult situationscanbe avoicledif an appropriatepolicy is alreadyin placeto serveasa reference. 

Teamwork 
Both staff andboardcanbe involved in policy formulation.However,the final .blessing,is the taskofthe board'The board.signseach policy to show its responsibilityfor theorganization.often staff
recommendsnew policies or identifiesa needfor them.Coach/staffinvolviment in theprocessisimportantas they ultimatelywill be implementing manyof them.

Research 
Drafting andassessingthe applicabilityof new policies takesresearch,brainstorming,andteameffort.It is necessaryto know legalrequirementsur *.ll asto stay tunedto new societaltrends.Beforevotingon a specific policy, theboardshouldaccumulatefactsand recommendations from knowledgeable
sources,deliberateandtakea clear position, andafterwardsenforcethepolicy, and revise it as a needarises. 

B o a r d  p o l i c y  m a n u a l  
Th.esecretaryis responsiblefor keepingall board records easilyaccessibleandup-to-date.A boardpolicy manualis a reference manualthat containsall adoptedpolicies in a chronologicalorder.Thismanualis alsoanexcellenttool for new boardmemberoiientation. 

Taken ffom the "Club LeadershipDevelopmentNotebook"a publication fromBoardSource.Formore information
aboutBoardSottrcewriteto 1828 L StreerNW, Suite900, waihington, DC 20036-5I 14.Telephone (202) 452-6262
Fax:(202) 452-6299,email:mail@boardsource.org,website:http://www.boardsource.org.Copyright2000.Used
with pennission_ pase53 
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USASwimmingClub LeadershipandBusinessManagementSchool 
(Useonly with permision) 

rYPES OF POLICIES 

An organizationmustidentifythe policies necessaryto directits activitiesand decision-making. Hereis a sample,lut by no meansanexhaustivelist of policiesthatcan prepare the organization to functionin a more effectiveandaccountablemanner. 

Board-relatedpolicies 
Eligibility,powers,duties 
Electionof officers 
Conflictof interest 
Codeofconduct 
Confidentiality 
Compensation 
Reimbursement: 

travel 
expenses 

Personalcontribution 
Meetingattendance 
Indemnification 
Diversity 
Termlimits 
Removalfrom office 
Nepotism,fraternization 
Media/publicrelations 

References 

Personnelpolicies 
Equalemployment 
Anti-harassment 
Substanceabuse 
Performancereview 
Personnelfiles 
Workingschedules 

workinghours 
overtime 
flex-time 

inclementweather 
Compensationandbenefits: 

paid/unpaid leave 
deferredcompensation 
severancepay 
displacementexpenses 
travelexpenses 

Disciplinary issues: 
termination 
grievances 

Nepotism 
Personalappearance 
Personalphone/email/web 
usage 

Financial policies 
Investment:

assetmix
asset quality
diversification
cashflow 
risk management 

Reserves 
Acceptanceof gifts 
Fiscal period 
Audits 
Signingof checks 
Endowment management 

Andrir,tga,Robertandred Engstrom.NonprofitBoardAnswerBook.NCNB, Iggs),
EffectiveGovernance.(NCNB,I 996).
Fletcher,Kathleen.ThePolicySampler;A ResourceforNonpro/itBoards, (IICNB, 2000),
Zeitlin,KimandSusanDorn. TheNonprofitBoard'sGuideto Bylaws: CreatingFrameworkfor
EffictiveGovernance.(NCNB,I996).

Takenfromthe"Club Leadership DevelopmentNotebook"a publicationfromBoardsource.Formoreinfbrmation
aboutBoqrdSourcewtiteto 1828 L streetNW, Suite900, washingron, DC 20036-5114.Telephone Q02) 452-6262.
Fax:(202)452-6299,email:mail@boardsource.or:g,website:http://www.boardsource.org.Copyrighi20d0.used
with permission. pase55 
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USA swimming club Leadership and Business Management school
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HOW YOUR BOARD CAN GOVERN MORE AND MANAGE LESS

Develop a strategicplan andladhere to it.

Link the current agenda to thp strategic agenda.

Monitor the success of the clbb's initiatives

Develop clear expectations and a plan of action for the board of directors.

Encourage the head coach to think strategically.

Prepare materials and structure meetings to direct the board's attention to matters of policy and
strategy.

lop and use a consent agenda.

ine priorities and organize the agenda accordingly.

the performance of the board on a regular basis.

on policy objectives, club strategy, and the relationship between budgets and priorities.

s the head coach.

y M.M.P. Associates from Chait, Richard, How to Help Your Board Govern More and Manage Less
( rce, 1993).

1 .

2.

3 .

4.

5 .

6.

1

8 .

9.

10 .

1 1 .

Adapted

Taken
about

the "Club Leadership Development Notebook" a publication fuom BoardSource. For more information
ource write to 1828 L Street NW, Suite 900, Washington, DC 20036-51 14. Telephone (202) 452-6262.

Fax: (20 452'6299, email: mail@boardsource.orq, website: http://www.boardsource.org. Copyright 2000. Used
with Page 57
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THE BOARD/STAFF'PARTNERSHIP, PART 2 

TheBoard 

Itt":;1t!ru\,:t stateandtheclub'ssupporters,theboard governs rhe life of theclub (nor rhe 

t missionanddirection,ensuresthenecessaryresources,anddevelopsguiding^t:f:,lshesprlnclptes. 

o Retainsultimateresponsibilityand power. 
r Is accountableto the public trustandto the club'sconstituencies. 

TheHeadcoach 

Authorizedby the board,theheadcoachmanagesthedaily affairsof the club. 

o Supportstheboardwith strategicinformation,ideas,and connections.
o Managestheaffairsof theclubby ensuringappropriateplanning,coordination,and

implementationof theprogramestablishedUyttretUoardiosupplrtthemission. 
o Retainsimmediate,or operational,responsibilityandpower. 

ThePartnership 

Clubhealthdependsonaneffectivepartnership-betweentheboardandheadcoach"which 

Requiresregularandopencommunication the Requirementso between foran
boardchairandheadcoach, EffectivePartnership

r Requireswillingnessoneveryone'spartto examine n Clarityof Roles
assumptions,

tr Divisionofr Benefitsfromregularandsystematicfeedbackand responsibilities
assessment.and 

o Attentionto . May needredefinitionastheclubgrowsin sizeand working
complexity. relationships 

Takenfrom the "Club LeadershipDevelopmentNotebook"apublicationfuomBoardSource,Formoreinformation
aboutBoardsourcewriteto 1828 L streetNW, Suite900, washington, DC 20036-5114.Telephone(202) 452-6262.
Fax:(202)452-6299,email:mail@boardsource.org,website:http://www.boardsource.org.Coplright2000.Used
with permission. page59 
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*WHAT IFS... ' '  

Instructionsto Participanfs 

Foreachof the following scenarios: 

1.Identifytheissues. 

2. Recommendwhatthestaffshoulddo. 

3. Recommendwhattheboardchairshoulddo. 

4. Do otherboardmembershavea responsibility? what is it? 
'oWhatIf ,." Numberl: 

A memberof the staffhasconcemsaboutthe head coach'smanagementof certainfinancialmatters'Oneor two otherson staffshareherconcerns.Thestaffiremberdecidesto uppro*n uboardmemberwith whomshehasworked.onpJogrammattersto report hersuspicions.Theboardmemberwonderswhatto do with trrisinforiration. 
'(WhatIf ..".Number2: 

At a recent boardmeeting,aboardmemberbeganto question a series of decisionsmadeby theheadcoach,complainingtfat policy matterswere involved andtheboardwasnotproperly
consulted,Theboardmemberhasexpressedhis lack of confidencein the head coachto a numberof othersonthe-board.Althoughmostof the rest of theboardfeelsthe head coachdoesagoodjob, a numberthinktheboardshouldhavebeenconsultedabouttn.rl purti"ular decisions.
At themeeting,theydonotspeakup. 
'oWhatIf ..oo.Number3: 

A.disgruntledparent_complainsto a board memberabouta coach's decision.Theboardmember
callstheboardpresidentandinsiststhatthe president speakto the coach. Theboardmemberalsocallsthecoach'Justto let him know"aboutih. dirgtrntled parent.Thepresidentwaitsuntil thenextboardmeetinganddiscussesthe issue with the-entireboard. 

Takenfromthe"Club Leadership DevelopmentNotebook"a publicationfromBoardSource.Formoreinformation
aboutBoardsourcewtiteto 1828L StreetNW,suite900,washington,DC 20036-51 14.Telephone (202)452-6262.Fax:(202)452'6299,email:mail@boardsource.org,website:-http://www.boardsource.org.- -' 2000.Used- Copyright
with permission. page6l 
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CONSENT AGENDAS 

A consentagendais a nifty parliamentary trick that packages routine items togetherfor boardapproval but NoT discussion.Itemsmost often appiopriat-efor the consentagendainclude
bylaws, financial reports,meetingdates,boardmlmber nominations,contraJs undera specified 
amount, etc. 

The consentagenda.avoidcreatinga pormanent"rubber stamp" board by allowing any board
memberto have an item removedfrom the consentagendaif he/shethinks it warrants
discussion.Of course,this requiresthat boardmembJrsreceivesupportingmaterialswell in
advanceof the meeting. 

r What is a consent agenda? 

A consentagendais a componentof a meeting agendathat enablesthe board to group
routineitemsandresolutionsunderoneumbrella.As the nameimplies,thereis a general
agreementon the procedure.Issuesin this consent package do not needany discussion 
before a vote. Unlessa boardmember requestsa ,err,ouai of an item aheadof time, the entire
packageis votedon at once without any additionalexplanationsor comments.Becauseno
questionsor comments areallowedon the content,this proceduresavestime. 

r What itemsshould be included in a consentagenda? 

Routine,standard,non-controversial,andself-explanatoryareadjectivesthatwell 
describeconsentagendaitems.Herearesomeexamples: 

o Minor changesin a procedure(E-mail is added asan acceptable
methodof communicationto announcea changein a meeiing 
schedule)' 

o Routinerevisionsof a policy (Essentialchangeof 
dates) 

o Updatingdocuments(Addresschangefor themain
office)

o Standardcontractsthatareusedregularly (Confirmation of usingthe 
traditionalin-housecontractwith a new vendor) 

o Confirmationof conventional actionsthatare required in the bylaws
(signatoryauthorityfor a bank accountor acceptance of gifts) 

Committeeandpreviousboardmeetinqminutes 

Takenfromthe"ClubLeadershipDevelopmentNotebook"a publicationfuomBoardSource.Formoreinformation
aboutBoardsourcewtiteto 1828 L SfreetNW, suite900,washington,DC 20036-5I 14. Telephone(202)452-6262
Fax:(202)452-6299,email: rnail@boardsource.ors, website:http://www.boardsource.org. 2000.UsedCopyright
withpermission. page63 
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USASwimmingClubLeader*\ ManagementSchootrtil,,#::;rss 

SAMPLE CONSENTAGENDA 

CLUB BOARD OF DIRECTORSMEETING AGENDA 

DATE 

A. WelcomeandIntroductions(if necessary)
B.  Any specialrecognitionor announcements
C, ConsentCalendar(Agenda)

1. Minutesof the previous boardmeeting
2. BoardChair'sReport 
3. Coach'sReport 
4. FinanceCommitteeReport 
5. Audit CommitteeReport 
6. RoutineApprovals 
7. RoutineReports 
8. Routinecorrespondence 

D. Governance proposalsCommittee forConsideration 
l. Proposalof NewBoardMemberOrientationprosram

" 2. ApproverevisedCommitteeDescription,
3. ConsiderDocumentrevisions 
4. Considerundertakinga board self-assessment 

E. ReviewandUpdateof Major programStrategies* 2006to 2007 
F. ApproveCoachSuccessionplan 
G. MajorDiscussion:NewCooperativePrograms/StrategicAllianceswith other 

Clubs
H. ' BoardDevelopmentMoment, 
I . what havewedonein today'smeetingtowardaccomplishingourmission?? 

Takenfrom the "Club Leadership DevelopmentNotebook"a publication fromBoardSource.Formore information
aboutBoardsourcewrite to 1828 L streetNW, Suire900, washington,DC 20036-5114.Telephone (202) 452-6262.
Fax:(202) 452-6299,email:mail@boardsource.org,website:http://www.boardsource.org.Copyright2000.Used' with permission. paee65 
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'uelelsoloÎIsJostlnsox n 

;opuoceseql pu€ Jo^oruoqlJooru€ueqlgurpnlcurosuorloruredord11y D 

'rpqcpr€oqeqt,(qop€rusEur1ru11y D 

.uruonb€JoocuosqsJoocuolsxg D 
'uo4?curlou

lnoqlr.Aluosqepue'pesncxo'lueserdsJeqtuotuJoseu€N n 

(rreqcpreoqoq1,(1pnsn)Burleeruoql porr?qc oqlt uosredeqtJoorueN D 
.EurleoueqlJooceldpue.eur11.s1uq o 

:suetrrEuyvrollogcrsBqeqlepnlcurselnurl^tr.ea,rlcalqopue,geuq,elemcce 'ruolcoqol poeupueEulleeue3osEurpeocordoqlJoprocertrueueuredorllar€solnurl4l 

ISITXJflHf, SflINNIW 

rooq)s1uaua8uuu1*̂r'liffi {'li{li:::?rrr qnl:)Buru'urmsysn 



USASwimmingClub LeadershipandBusinessManagementSchool 
(Useonlywithpermision) 

ASSUMPTIONS ABOUT
(THE RIGHT MODEL OF GOVERNANCE'' 

1. Thereis no "right model" that fits everyorganizationandnot evena model thatwill 
necessarilybe right for the sameorganizationatdifferenttimes in its history. 

2' Although every organizationis unique,andthereis no one-size-fits-allmodel to 
governance,therearefundamentalresponsibilitiesthat hotd true for almosteveryboard.

3. How boardsandboardmernbersactuallyfulfill their responsibilitieswill vary depending 
on the organization,ssize,structure,and history. 

4' No genericmodel of boardsize,composition,or structurehasproven itself viable in all
circumstances.On the otherhand,a body of knowledgehasevolvedthatarguesfbr 
certainstructures,policiesandpracticesthat consistentlywork betterthanothers. 

5' All organizationsundergoa metamorphosis thatcalls for periodic evaluation,fine-tuning,
andsometimesmajor overhaulof their governancestructures.Organizational
performance,like humanperformance,is cyclical in effectivenessand needs renewalas it 
evolvesover time. 

6. Boardsand boardmembersperformbestwhen they exercisetheir responsibilities
primarily by asking good, timely questions ratherthanby managingprogru*, o,
implementingtheir own policies.The relationshipbetweenthe boardandstaff tendsto be 
strongestwhen expectationsaremutualand responsibilities are clear. 

Adaptedfrom [ngram, Richard 7., TenBasicResponsibilitiesof Nonprofit Boards Q\ICNBRevised2002) 

RESPONSIBILITIES OF THE BOARD CHAIRPERSON 

I . servesasthe chief volunteerofficer of the organization. 
2. rs a partnerwith the coach in achievingthe organization's mission. 
3. Providesleadershipto the board of directors,who setpolicy and to whom thecoachis 

accountable. 
4' Chairsmeetingsof the boardafterdevelopingthe agendawith the executivedirector. 
5. Encouragestheboard'srole in strategic planning, financial accountability,fund raising, 

evaluationof thecoach,and evaluationof programperformance. 
6. Appointschairpersonsof committees. 
7. Servesex fficio asmemberof committees andattendstheir meetingswhenpossible. 
8. Discussesissuesconfrontingtheorganizationwith the coach. 
9. Helps guide andmediateboardactionswith respectto organizationalprioritiesand

governanceconcerns.
10.Reviewswith thecoachany issues of concernto the board.
I l. Evaluatesthe e ffectivenessof board members.
12.Performsotherresponsibilitiesassignedby theboard. 

Taken from the "Club LeadershipDevelopmentNotebook"a publication fromBoarclsource.For more infbrmation 
about BoardSource write to 1828L Street NW, Suite900, washington, DC 2003 6-51 14. Telephone (202) 452-6262 
Fax: (202) 452-6299,emai[:mail@boardsource.org,website; http:l/www.boardsource.org. Co yright2000. Used 
with permission. pas.e67 



USA Swimming club Leadership and Business Management school
(Use only with permission)

THE LEADERSHIP ROLE OF THE BOARD CHAIR

l .  B u i l d  P a r t i c i p a t i o n
Share information with officers, committee chairs and others in leadership positions
create a relaxed, natural environment in meetings and other exchanges
Involve and support staff

2 .  A c q u i r e  a n d  C o m m u n i c a t e  I n f o r m a t i o n
Stay informed
Keeps others informed
Communicate concisely accomplishments and failures

3 .  E v a l u a t e  P e r f o r m a n c e
Assess the perfprmance of the board
Coordinate and participate in the performance evaluation of the chief executive
Recognize and acknowledge good performance

4 .  D e l e g a t e
Know the board's role and the staffls role, and delegate accordingly
Expect reports and periodically assess progress
Share the credit and share the risk

5 .  R a i s e  F u n d s
Be a role model for staff and other board members
Provide leadership in activities and events
Personally contribute

6 .  B e  V i s i b l e  i n  t h e  C o m m u n i t y
Attend social functions
Speak in public on behalf of the organization
Be a consistent and open advocate for the cause

7 .  D e v e l o p  B o a r d  L e a d e r s
Help identify his or her successor
Designate and,serve as a mentor to committee chairs
Provide guidadce and leadership to rising stars on the board

Taken from the "Club Leaflership Development Notebook" a publication from BoardSource. For more information
about BoardSource write t6 1828 L Street NW, Suite 900, Washington, DC 200i6-5114. Tetephone (202) 452-6262.
Fax: (202) 452-6299, email: mail@boardsource.org, website: http://w'uvi.v.boardsource.org. Copyright 2000, Used
with permission Page 68
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'sroqluotû\olleJrleqlJo sollrlrqeeql tuetueldr.uocpuueoil,rrutuocaqt;o sleoE

e{liloddns}soJe}uIpue.slII>Is.gcuot'ledxeesoqm@osooqc,t11ru}qEnoq1
L 

'drqstopeeloeilrunuocsnorluorcsuocJo ocusgodrureq1 pue .ee11rururocoq1JooIoJoq},qnI3oI{1spu€lsJopun,{1lee1coryr@un1.''oddy.z 

',(lpcrpoued rueqtesrnerpue1y\orler 's1eoE pue I€ruru€pue'seutleprnE'sorllpqrsuodser doyerraq .I ool1rturuorJo=ImfiOpSlefrm 

SflflIJIWI,\IOf, TN.{SSflJJNS UOd SdII 

Iooqrsluaura8eue,a ys61 *eu|tffi t't{li:;#"rr qnr} Buruurr*s 



8/ aBBd 'uorssruJJedqlrlY\ 
paSn'000z1q3u{doJ@:e1ISqe/d.3]o5cm6spjaE@[l€tlr:veueC66Zg-ZsvQaZ)xet

'2929-ZSV '4 'uofuqrc/y\ '006otrlns (967)ouoqdeleJ I S-9€002 36 'A\Ntoe4s'I gzgl ot aqr ??.tnosproognoqe
uollstruoJuleJotu Jod 'ac)nosproogruo{ uorl€cllqnde .,1ooqe1o51 drqs.lepee'IqnlJ,,oqt ruo{ uoluJ lusurdola,Leq 

'q8n€lpoo8Bpu€rounq roJ ruoor oIeI/{ ',$runuruocoq} pue 'qnloorll 'p;uoqoql ol suorlnqrrtuoc 
'seuo 'sso.rSord Ienphlpul elerce"rddy ll€tusue,re pueserrolcr^ ezru3ocea ietBrqoleJ :6 dats 

'luolussossu-Jles ol qcrrll!\ur s,(€/$ {Jpuept 'ecueru.rog.red
I€npIAtpuIeE€Jnocug'oAoJdLm 

u./!\osll EutssessuuI pr€oqeql oEeEuA'sJoquarupJ€oqlenpr^rpurpu€ preoq oq] efunle^g :g dalg 
'drqstepeelrvreudoler.e6l'olllc€ lou eJe oqlr sJeqr.uou qlr^\ Euru8rse;yo 

etoldxg 'ecuuruJoJred flrpqusr,r.pe s,;equrerupJ€oqeql puespaau s,pJeoq eq] Joprsuoc !ru;e1 l€uo4rppe
u€ JoJ lcolooJfl1ect1utuo1n€]ou oCI'sllrurluilo}osn pueqsrlq€lsa'sreqwowprBoqolBlou :4 delg 

'slueurqstldulocc€olBrgeloJ'selllncuJrpopFIlruoc 'qnlc oql Eurceg senssrgouorle;oldxe 
ololuoJd'€oJ€uolsslur.mo{Eutu.tocuocuor}eulJoJuropr^oJd'pJBoqoqi e}uJnpg :9 delg 

'ouop roJuoperca;ddesse;dxg'elqetunocce
IIo,/( {Jo1v\ 

ploH 'Ic?qpooJ ouo,{.le,lo trIcIIoS,,'f,ppnq,,pJ€oqu ruoq} u8rssy 'socJoJ
IS€l Jo soeprwiuoc 

ul luoql o^lo^ul ',(1111qe11e,te pu€stsorolul rloql ro^ocsrc 'sroqruou 
II" elB^ltcv :g dolg 

'sroqtueluJJ€lsl*oq
AoI pu€ sroqr.uorupr€oqJo 

slslI6sollJllqtsuodse; 'selnurur roqiuoru pJBoq 'seellrruruoc luece.r-pueoqeQl ol pu€-U€qc qnlc 'seltrllloeJ 
's,nne1,,(q'r{"ro1srq 'secueug'sensslEutsso.td 'uru;8o;d-qnpe!f ol sJeqruou pJeoq,,\\ou fuelJo :y delg 

'suorlsenb 'olJos01 sseupeJede.rd puelsoJelurJroqtlrcrlopue 
olIAuI'siueruerrnbeJeznurunul,uoppu€'srequreurpJeoqJo sorlrlrqrsuodso.r pu€suorlulcedxe 

eqlrcsoq'popooupu€ polu€.&t' srreqtueruo^ltrcodsoJd llnrce1 :g de;g e .(q,l oqrrcsoc 'slcedso.rd 

'sso;Eo;d;no,{go 
potruoJulweql deel pu€ qnlc;no,{ ur polsoroluuIeqtrloD olB^lilnJ :7 dalg 'sroquou pJ€oq1er1ue1od 

'scllslJolceJeqc popeeuoqlqlr^\sJoqiueru 
pr€oqJosocrnos4puapI 1,8urssnusll€ql[ ao^€qo/y\ op ]eqA '(ue1dcr8ele;]seqttueweldrur

o'c1e'suorlcouuoc 'silHs) oen4cedsred'o8poyvrou{ olpopoou speeupr€ogfy;1uap1:1 delg 

elBcnpg 

ol€Arlcv olslou 

luerJo 
01€nl€Ag 

lrnJceu 
ol€rqelec 

oF^nlnJ 
,(JltuepI 

g'IJAJ gHT CNIOfINfl flUYOfl 

prBofl qnIJ ernlnf, eql SqpIInfl 'III 

Io oqr s1uaruaaeuu^ *ruliffi {'t{li: ::t?"q qnrf,Bu'ururr*sys61 



6Le3ed uorssnxJodqtl/Y\ poSn'000ztq3rrXdo3@:3l|SqO,tt.3j655jno-spjtrE-@rimJrcwe.66zg-7gy(7g7):xeg
'2929'zgv(767)suoqdeloJ'tll9-9e0023q'uolSurqse^\'006otlns',t[Nleors .I gzgl ol aryu-ac"mosp.txog

oJoluJoC'ac)nosptoogluo4 uoltecllqnd 
tnoqe uoltrBlluoJut luaurdoleneqdrqirepue.IqnlC,,oqlruoguoleJ e .,1ooqs1o1q 

'(9661.ssorde8eluen),spp e'l8un'(qecueuloS.lod 'see1snr1 IIesseA\ pu€uoltr€^Fowreql Joluoussossvplpu?Jy puesrolceJrcl urog peldepy 

lc€ ol oduJnoC o 

ecueErllelul o 

,(1u8o1u1 o 

('c1eouorssego.rd,,(qdu.lEoe8.eEB,oce;,tepueE)flrnlsnlcul 

scllllod o 
. 

(Sursrgelp€JourroJe Eurpr,to.rd)crlqndor{lfq uor}ruEocero}€lpeunul o 

uorpllqc ol luotullrutuoJ o 

tomodJoJ oJrsog o 

uostsde ol poqc€n€srleql e8erurus JalunoJ o 

,,sEu1qlunr pue eJeqlul loD,, o 

suosEoJssoursnq;oleuos.red o.o.\osuos€oJ JoJuorleuorleEulpro,,re enrpge5l . 

esr.uJorllo"ro.(11euorsse3o:d 'e.lnp1so1gurppeuorl€rluJ€-oEr1ser6. 
"(lprcos 

slsoJelulssoursnqcl}srn{lv . 

uorlruEocetpueflryrqrsra, sru€ls o crlqndJo/pue flrunuruo3 

poo8crlqndoql.roJrrrocuocupu€rusrn4lv o 

'ocrlJospJ€oqpugoqsuorl€AlloruBur.{ltepunoq}Jootuos elutce;ddepu€puelsropunol poouJJels puepreoq'pel1o,tu1sroqruorupr€oqt rorrnc0."r1oj i rrlro^ 
ul pu€truoullnrcerpruoquoEuq;equooroJog'spnpr^rpwfsnqSoued6r{t uo luaulnutuocluecgrugrs €-oqplnoqspuu_sl drqsrequrorupJeog6luolutpu€.ornseo;1.oru1lrrerilJoolunlolsJoqruou preoqop ,(q16 'opsroqwerupr€oql€q./v\puepr€oqBpoouslgo.rduouxq pesinjsrpdpee.rleo^€qei[ 

S(nIYOg (INY NOIIYAIIOhI :flJVAIITNJ 

rooqrs1u auaauuery {th{li:::?""rqnrJI u.u..,r.,urs rrr,'liffi ys61 

I 



'uorssrtuJed 08o8ed qlrA{ 
poSn'000Zlq31.t,(do3@:e1ISqa^\.3]6€5]fl"oJj.IeE@ili?m:||2'wec66Zg-79y(7g7):xeg

'4 'uo18urqse6. (997)euoqdeleJ '006otlns'/y\Nloorls'I gzgl ol stlr/ acmosp.tpog Z9Z9-Z9V I9-9e0023q lnoqe
oJotu toC 'acJnosp.toog uotlstuJoJu-I ruo{ uorlucrlqnd lueurdolenoqdrqs;epeo.IQnlC,,eql uo+ uoleJ e ,.4ooqslo1r1 

as€eprroqlo o 
sollrsJe^runpuBso8olloclucol o 

sdno;3cruqlopueI€rc€JsnorJ€ASupuossrdoJsqnlC o 
pu€6leuolssoJoJd'eper1 suorlurcosss o luuJel€JJ 

pu€osenEoEeur{s 'soqcJnqJ suollnlpsul snor?rle; Jeqtro o 

esraqruetupruoq a4lcedsord to; r1oo1 ot eroqA\ 

as€eplroqlo o 
socrAros s,qnlc oql tuo{ po}geueq o^uq oq 1' esoqJ o 

uorssrtus,qnlcoql of pol€leJsuorsseJoJd o ur sl€nphrpul 
sesseulsnqlplusJo sJolIlKO o 

suoll€JodJocl€uoB€uJoI€col Jo so^rlncoxg . 
sJop€ol.(lrunururo3 o 

sJouopJolelu e^ltcodsoJd pus luoJJnc . 

edlqsroqruorupruoq roJ reprsuoc ol orl1\ 

esroqlo o 

sJoqtuotupJ€oB 

JJelsroruesJeqlopu€ 'an1lncexoJerq3 o 

€rporul?col oqJ o 

slgoJduou JoqloJo sroqrueupJeog o 

sonE?olloJ o 

i(.reqruerupruoq poo8s e{Bru plnoit oq^rlnoqu) 4su o1 oqr11 

ASUflgI^IgW OUYOS (INId OJ trUflHA\ ONY A\OH 

(uopsnund qryn Quoesp) 

Iooqrs luatue8uuut^[sseursngpuu drqsrep?eT qnlJ Eurunurrvrg ygn 

I 



I g oied uorssruuedqlr,r\
posn,000Ztq3t.t,{do3'@:el|Sq3^\.BJoEcmosp.rcoq€'lJetrl:||u|xo.66Zg.7gy(7g7):xe7

'2929-ZSV ,uol8urqse1\,006ollns ,/y\N (ggg)euoqdelel '4 
I 9-98002 3q learls .l gzgl ot e1rlvâcffiosptpog tnoqe
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