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CHAPTER ONE: ASSOCIATION STRUCTURE

This chapter details The Mid -Vall ey USBC Associationds
charter and charter renewal, association purpose, tax exemption,

incorporating, association name, jurisdictional area, fiscal year and

association dis solution.

USBC is the representative, legislative and executive body with
complete and final jurisdiction over The Mid - Valley USBC Association,
its members, leagues and tournaments.

Association Purpose
The purpose of the association is to:

1. Provide equal opportunity for all in the sport of bowling without
regard to race, religion, age, gender, disability or national
origin.

2. Promote the game of American Tenpins.

3. Conduct and support bowling competition.

4, Engage in other activities permitted by an organization classified

as tax exempt under Section 501(c)(3) of the Internal Revenue Code.

5. Provide services and benefits to its members.

6. Enforc e the playing rules.

7. Promote bowling, maintain and increase membership.

8. Foster programs to increase bowling skills among its membership.

Charter Renewal

The Mid - Valley USBC As sociation must apply for renewal of its charter

every five years. The application, along with supporting

documentation, must be submitted to USBC Headquarters prior to the

expiration of the charter. The Mid - Valley USBC Association must meet
the above req  uirements to be eligible to renew their charter.

Association Dissolution

If the Mid - Valley USBC Association is liquidated and dissolved, all

assets remaining after payment and discharge of its duties, obliga tions
and liabilities will be distributed proportionately at the direction of

the board, to any organization(S) as stipulated. The board determines

the division of the assets including trusts, organized and operated

exclusively for charitable and educatio nal purposes, provided no
portion of the assets is distributed to any organization not described

in Internal Revenue Code (IRC), Section 501(c)(3) of 1986, as amended.

Any such assets not so disposed will be disposed of by the circuit

court in which the p rincipal office of the corporation is then located.
They are disposed of exclusively for the purposes described in IRC,

Section 501(c)(3) of 1986, as amended, or to such organization(S) as

requireme



said court determines are organized and operated exclusively for s
purposes.

Strategic Planning

uch

Section Overview
The success of an association depends on practical and careful
planning. Developing strategies to reach identified objectives and

goals is an activity that requires internal and external assessments,

putting together a written plan, staying focused, and being
accountable.

After reading this section you will know:
1 What strategic planning represents.
1 The USBC vision, mission, and operating principles an
purposes.
1 How to identify key focus areas after internal and external
assessments.

1 How to set goals and establish objectives.
1 How to assure plan implementation.

Key terms presented in this section:
1 Goals

Key Focus Areas

Mission Statement

Obj ectives

Operating Principles

Strategic Action Plan

SWOT Analysis

1 Vision Statement
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What is Strategic Planning?
Strategic Planning is the process of
9 Determining the reason for being.
1 Identifying the best future for the association.

1 Deciding how the a ssociation will get there.
A strategic plan is a tool that defines, shapes and guides the
association. It establishes decision making criteria and creates

proactive involvement in the purpose and direction of the association.

Simply put, the strategic pl an wil|l be the
future.

The components of a USBC local strategic plan include:
1 Operating Principles

Mission

Vision

Internal and External Assessments

Key Focus Areas

Action Plan

Renew/Accountability
USBC Operating Principl es
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The USBC Operating Principles define the fundamental beliefs that guide

and inspire the association. The Operating Principles shape an

roadmanp



associationds culture as well as provide a

Headquarters recommends that all USBC local associa tions incorporate
these Operating Principles:

Risk Taking - Willingness to prudently challenge the status quo, and
accept responsibility and accountability for our actions.

Inclusiveness - Actively embrace all individuals who play, watch,
support, or promote t he sport of bowling.

Teamwork - Utilize the collaborative efforts of participants, volunteers,
staff, and allied organizations for the good of the sport.

Integrity - Commitment to the highest ethical standards including
honesty, trust, loyalty, and open commun ication.
Excellence - Continually strive for excellence to include outstanding
service and value.

Fun- Promote an environment where innovations, interaction, and
creativity will enhance the enjoyment of the sport.

Mission:
The associati onds mi s sprovides sbroaddesoriptiort of the

associationds purpose, its reason for existi

realistic and factual, and answers three questions:
1. Who are we?
2. What do we do?
3.  Whydo we doit?

The Mission statement s hould be:
1 Feasible, understandable and concise

1 Broad and continuing in nature but not so broad as to be
meaningless

i Stated in terms of results rather than activities, what versus
how

1 Worded specifically and purposefully

iThe United States Rssvasthemation@ governing body,
ensures the integrity and protects the future of the sport, provides

programs and services and enhances the
All USBC associations share the same mission statement, however local
associations should amend the statement to include their association

name:

i The IWhalldy USBC association ensures the integrity and protects the

future of the sport, provides programs and services and enhances the
bowling experience. 0

Internal Assessment

Each association will conduct its own Internal Assessment. The

Internal Assessment is in reference to the association - hot about
bowling in general, and not about associations or issues. To attain

the best results, a candid, honest evaluation supported by data and

facts s required.

Strengths

Strengths are areas of superior performance that significantly

contribute to fulfilling the associatio

something the association does better than most others. Examples:

bowl
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recognition programs, tournament, communication with members and
customer service.

Weaknesses

Weaknesses are areas of substandard or poor performance that prevent or

i nhibit meeting customer needs and/or fulfilling the
(a.k.a. purpose). Examples: operational problems , poor

communications, lack of innovation and insufficient number of volunteer

workers. Most associations will develop far more strengths and

weaknesses than can be effectively addressed. The intent is to

identify the most important three to five key are as in each category
that can realistically by approached within the next planning cycle.

Vision

The strategic vision statement describes what the association should

look like in the future and what it wants to accomplish or become. A

vision is not an idl e dream of magical solutions to todayds
organizational problems. An effective vision statement is

inspirational and provides a clear, vivid image of what the association

should become if its full potential is realized.

USBC Vision Statement:

AThe vi ofithe bnited States Bowling Congress is to be the unified

organi zation of choice focused on the growth of the
UsBC wil | achieve unification whené.

1 Each bowling center is served by only one USBC association
1 It provides one relationship with one or ganization]

1 Increased support for USBC is evident ]
USBC will achieve fiorganization of choiceodo status whe
1 USBC acquires a more mutually beneficial, reliable partnership
with proprietors
1 USBC has more satisfied customers

1 USBC is more attractive to corp orate and other sponsors/partners
USBC wi I | achieve figrowth of the sportodo whené

More people are involved with USBC programs
More non - dues revenue is generated for USBC
More people think about bowling as a sport

More people are participating in bowling

More games are being bowled

"
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All USBC associations share the same vision; however, local
associations should amend the statement to include their association
name:

AThe vision of Vatleh @SB®assdociation is to be the unified
organization of choice focused on the growth of the sport. o

External Assessment

The External Assessment focuses on the environment surrounding the

specific association and is based on data and facts - not speculation or
chance occurrences. These components are out of the associ ationobs
control, but have significant affect or impact.

Opportunities



External tools, trends, or events advantageous to the association and

on which the association can capitalize or use as energizers for growth

and improvement. Opportunities provide valu able assistance and help

the association achieve its vision. Examples: partnerships, piggyback
mailing and bowling center database.

Threats

Threats are barriers, obstacles or situations beyond the control of the

association that should be avoided or ant icipated as they may prevent
successful achievement of the association vision. Examples:

government legislation, closing of bowling centers, declining market

due to job loss or plant closings, and increased postage costs. Most
associations will develop far more opportunities and threats than can
be effectively addressed. The intent is to identify the three to five

most important key areas in each category that can be approached
realistically within the next planning cycle.

Key Focus Areas

Key focus are  as are priority issues, critical success factors, or key

result areas that must be addressed if the association is to continue

to successfully deliver its mission and move toward achievement of its

vision. They can reflect longstanding problems or recent events
anticipated to have a significant impact on the association. The

selection of issues is important because it determines the range of

decisions the association leaders will consider in the future. Each

key focus area covers a broad area that is cri tical to the
associationds future success. The broad issues
change from year to year, although the programs designed to address

them may, and often do, change. Key focus areas are derived from SWOT
(Strengths, Weaknesses, Opportunities and Threats) analysis results.
The most beneficial include/incorporate at least one or more of each

SWOT area. Even if not apparent in the SWOT analysis, it is

recommended that associations consider including these standards as Key

Focus Areas.

Examples of Key Focus Areas:

1 Membership retention and development
1 Communication

91 Association leadership training

91 Association operations

Strategic Action Plan

This is perhaps the most challenging step. The action plan directs the
commitment of the association to specific short and long term
accomplishments. This is a plan for the future, keeping in mind that

an unfunded plan is no plan at all, just as an unfunded objective (see

the Objective section). The action plan begins with the Key Focus

Areas. Each key f ocus area should have at least one goal and several
objectives.

Goals

Goals are broad statements projecting what the organization hopes to

achieve in the next two to five years. Goals focus on outcomes or

results and are qualitative in nature. Any goal statement should
include a metric as a way or means of measuring progress and

completion.

GOAL CAN BE SIMPLE-

may



Sample Goal 1: To increase overall membership

OR GOALS CAN BE MORE AMBITIOUS

Sample Goal 2: Expand youth membership by developing an addition al
summer youth league.

Regardless of the complexity of the goal, there must be some metric or

form of measurement to mark progress towards the completion of the

goal.

Metrics
Metrics are a viable method of evaluation used to determine the success
and ach ievement of any goal.

Metric for Sample Goal 1: Achieve five percent increase by August
2009.
Metric for Sample Goal 2: One new eight - team youth summer league with

40 members and maintain for three consecutive years.

Objectives
Objectives are specific, concrete and measurable statements describing
what will be done within a fiscal year. Objectives are detailed, step -
by - step actions/tasks required for goal achievement. These are the
building blocks that lead to the attainment of the goals.
Each objectiv e includes:
1 What will be accomplished
1 Completion date
1 Who is responsible for completion
9 Estimated cost (which is revised to actual cost once the budget
has been finalized)
Sample Objectives for Sample Goal 1:
1  Work with a local bowling center to create a league format for an
after - work league
1 Identify eight local businesses (within 10 miles) that have
enough staff to form a league team.
Sample Objectives for Sample Goal 2:
1 Create and distribute promotional material for the youth league
1 Develop an awards program to attract youth bowlers

Sample Strategic Action Plan Format

Each associationds situation is unique, so0o each assoc¢
different goals based upon its self assessment. If a goal is modest or

more involved it should reflect an intellig ent direction for the

association. Use the sample format in Figure 2 - 2 as a suggested way to

identify the associationds goals, objectives and mea:

However, because each association may have a different focus for its
goals, modify this format to fit the situation.



Goal Annual Objective Completion Point Cost Status
(2 -5 Years) (Fiscal Year) Date Person
Sample 1:
Expand the
association
funding base
to support
growth in
programs and
services.
Metric:
Fifteen
percent
within five
years.
Sample 1,1,1:
Research and
identify a minimum Sept. 2005 John Doe $0
of 10 potential
new sponsors.
Sample 1,1,2:
Prepare
presentations and Oct. 2005 John Doe $25
isal es pitch
Sample 1,1,3: Make
sponsorship
presentations to
potentia | new
sponsors June 2006 John Dow $0
attempting to
Aficl osed no |
than 50 percent.
Sample 2:
Expand non -
dues revenue
generating
programs and
efforts.
Metric: Sample 2,1,1:
Twenty Increase a  wareness
percent of existing
increase in programs and July 2006 Bill $200
non- dues events by creating Black
revenue by quarterly
2010. newsletter
advertisements.
Goal 1: Expand Funding Base $225
Figure2 -2
Review

It is the duty of the Association Manager to update the board on the
status of the strategic plan quarterly. Therefore, it is advisable to
schedule regular reviews of the Strategic Action Plan to acknowledge




progress, address problems and revise or add objectives. Itis

important to maintain a clear focus on the goals an d direction of the

association. The strategic plan is a #fAlivingo docume
be effective the association should adjust the plan whenever

appropriate. The association needs to regularly review the action

plans (goals, objectives) and to hold a ccountable those responsible for

carrying out programs and completing objectives. Timely review and

regular status updates allow the association to take corrective action

when plans are heading off track, change priorities as the external

environment and the internal situation changes, and re - allocate

financial and human resources as necessary. The entire strategic plan

should be reviewed and the plan foundation validated and/or revised

annually. Each year, completed objectives are replaced with new

obje ctives, decisions are made on when and how to carry initiatives

forward to the next yearés pl an, and when needed, adc
added. The strategic plan should be completely reconstructed

approximately every five years.

Risk Management
Section Overview

The chance exists that an association may encounter an unfortunate

event at one time or another T whether it be a computer crashing or the
misuse/mishandling of association funds. To limit th e risk associated
with such an event, there are a number of precautionary steps the

association may take. This section outlines the benefits of some

mandatory USBC requirements, such as incorporating and self -

assessments, as well as the benefits of impleme nting other safeguards,
including purchasing liability insurance and backing up the WinLABS
database.

After reading this section you will know:
1 What safeguards need to be in place to protect your association.

1 The basics of the bonding program and what it does and does not
cover.
9 What to do if money is lost or stolen.
T The importance of maintaining the associationds ¢
T The difference between fAgeneral 06 and fipersonal o |
insurance.

1 How to verify association accounts.
1 The minimum requ irements for record retention.
1 The importance of backing up association data using WinLABS.

Key terms presented in this section:
1 Bonding

Burglary and Holdup

In - house Banking

Incorporation

Insurance

Misuse/Mishandling/Misappropriation of Funds

Self - assessment

Training

Verify

WInLABS
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Bonding

Bonding is a key benefit that most bowlers donét thir
their money is missing. Chapter 8 of the USBC Playing Rules and

Commonly Asked

Questions  covers the complete bonding program including covera ge for

leagues, however this section addresses the basic coverage for
associations.

Bonding insurance will cover:

1 Misuse/Mishandling/Misappropriation of funds T An association
of ficerés dishonest or i mproper handling of funds
shortage.

1 Burgla ry 1 Forcible entry into the premises or locked receptacle
where funds are kept. There must be visible evidence of forcible

entry. An on - site police report is required.

1 Holdup T Anindividual takes funds from an association officer by
violence or threat o f violence. Anon - site police report is
required.

The USBC Bonding program does not cover funds frozen through insolvency
or liquidation of any financial institution. Therefore, the bank or

credit institution must be a member of the FDIC (Federal Deposi t
Insurance Corporation) or its equivalent. Additionally, all
association accounts must be in the associationds nar

to the associationds EI N.

Bonding will not cover in cases of:
1 Funds lost through investments.
1 Funds lost by fire.
1 Funds left unattended or lost by mysterious disappearance.
1 Funds lost due to bowling center insolvency or liquidation.

Bonding Insurance
USBC Headquarters provides bonding insurance up to $10,000, unless more
coverage has been requested, for:

1 All chartered state and local association officers and directors
18 years of age or older, including the Association Manager.

1 Anon - board member appointed by the Association Manager as the
tournament manager of a required championship tournament.

To receive bonding cov erage, the following must be adhered to:

1 Anyone authorized to sign contracts or act as a signatory on any
account must be a minimum of 18 years of age.

T Withdrawals have two authorized association board
signatures. Two members of an immediate fami ly cannot co - sign for
withdrawals from any association account.

1 The president verifies the account(s) monthly and the board
arranges for an annual audit.

NOTE: USBC Headquarters encourages associations to have three
signatures on association accounts. Th erefore, if one individual is
out of town, etc., money can still be withdrawn and checks can be

signed. All signatories must be board members (officers, directors, or
Association Manager).



Burglary and Holdup Insurance

In addition to bonding, USBC Hea dquarters provides burglary and holdup
insurance for all chartered state and local association officers and
directors.

Below are some of the specifics of the burglary and holdup program:

T The policy covers one weekbés receipts up

1 Up to $10,000 ca sh is covered for seven days from the time of
withdrawal for prize distribution.

Unfortunately, many Association Managers carry much more than that, and

if theyodédre held up, only $10,000 is covered.

contact the local police and get a copy of the on - site police report.
Also, notify USBC Bonding and the association board immediately and
keep them updated on the status of the case.

In - house Banking

In-house banking is where the center acts as
institution. In - hou se banking can be used by leagues as long as all

USBC rules and procedures are followed. For information on these rules

and procedures, please contact USBC Bonding at (800) 514 - BOWL, ext.

3156. Associations are not allowed to use in - house banking because
they are required to deposit funds in a bank or credit institution that

is a member of the FDIC or its equivalent. In addition, all

association accounts must be in the name of the association, not an

individual.

When the unthinkable happensé
If there ap pears to be a shortage in funds, contact the Association
Manager/officer to see if there is a reasonable explanation and follow
these steps:
1 Immediately contact USBC Bonding at (800) 514
via e - mail at bonding@bowl.com for guidance.
I The Audit committee needs to immediately determine if there is a
shortage.
Update the association board immediately.
9 If there is evidence/proof of misuse/mishandling/misappropriation
of funds remove the Association Manager or responsible officer.
1 The board should select/appoint a new Association
Manager/officer.
1 Remove the responsible person from the bank signature card(s)
when adding the new Association Manager/officer.

- BOWL, ext. 3156, or

]

Additional coverage

Associations can obtain additional coverage by contacting USBC Bo nding
or indicating the amount on the WinLABS Officers Report.

NOTE: USBC Bonding provides no coverage outside the terms of its

purchased policies. Only associations in the United States of America,

Puerto Rico, U.S. Virgin Islands, and Canal Zone receive bonding
coverage. Associations on foreign military installations do not

receive bonding coverage.

Gaming License
USBC associations that desire to run raffles, 50/50 drawings or any
other type of games of chance are required to contact the appropriate

t

to

h e

$2,00

t her

eagu



ci ty and/or state government to determine if a permit is required
before running the promotion.

Maintaining Corporate Status
All USBC associations are required to maintain corporate status as

required by the associationédés state goveéethenment . Thi
associationds existence is legally recognized and | i
associationbés personal liability. I f an unincorpor at
sued, the plaintiff could go after all association me
other assets, including houses and car s. Whether the association is
incorporated or not, an individual committing a wrongful act as a board
member can still be held personally liable.
To avoid personal liability, consider the following:

T Be familiar with your associationésonadticles of |

bylaws.
1 Make sure the association complies with federal and state laws.

1 Avoid relationships that place you in a conflict of interest
situation with the association.
9 Attend association meetings to stay current on association
activities.
Inadd ition, associations file corporate documents (i.e. Articles of
Incorporation, amendments, corrections, annual reports, name change,
mergers and change in registered agents, etc.) with the Secretary of
Statebs corporate section, or itsyRequualfees ent . There
to maintain incorporation status. These fees may vary according to the
state in which the association is incorporated. However, fees are
usually minimal. Check with your Secretary of State or equivalent for
the filing fees.

Insurance

Professional Liability Insurance

There is no guarantee against lawsuits. But to limit your

associationds exposure to them, it is wise to purcha:c
Liability Insurance.

It includes coverage for officers, directors, staff, committee members

and any other volunteers acting on the associationds b

covers actual or alleged wrongful acts (i.e. T negligence, omissions,
breach of duty, etc.) while performing your association duties. Please
note that state associations are automatically pro vided with

professional liability insurance coverage under the USBC master policy.

General Liability Insurance

General liability insurance covers such things as third party bodily

injury, property damage, or personal injury claims. This coverage is

especi ally tailored to protect members participating in an association

sponsored league event or tournament play, as well as for other

association functions such as board meetings, workshops or banquets.

Your association can purchase either insurance coverage t hrough USBC
Headquarters. USBC Headquarters, through its master policy, is able to

offer you a group (discounted) rate which should reduce your premiums

when compared to like coverage offered by local agents.

For additional information on either of the US BC master policy group
rates, contact Association Relations at USBC Headquarters or go to

bowl.com.



Record Retention

It is more important than ever for associations to develop and

implement appropriate record retention policies. A sound policy

ensures th  at records that serve important business and legal interests
are maintained and remain relatively easy to access while other records
are not maintained longer than necessary and do not unnecessarily

increase the difficulty and expense of record storage and access. In
addition, record retention will prove valuable when trying to recount

the associationdéds history, preparing taxes
Appendix E: Record Retention Guide for a list of items that the board

is responsible for retaining, in cluding the specified time frames.

Self - Assessments
Every association must complete a yearly association self - assessment to

be submitted to USBC Headquarters within 30

charter anniversary date. Self - assessment forms, including d etailed
directions, will be sent by USBC Headquarters to the association no

and

conduc

days of t

| ater than 90 days prior to the associationds yearly
The annual self - assessment is a tool used to identify and evaluate the

associationds strengt hs. I|calsadensuressaksocatsse

are fulfilling their duty to serve the members and as:s
interests . Additionally, all chartered associations must renew its

charter with USBC every five years. USBC Headquarters reserves the

right to review any as sociation that is not meeting the Performance

Standards at any time within the five - year period. USBC Headquarters

will assist associations to meet the Performance Standards by offering

training opportunities.

Training

In an effort to ensure that an asso ciationbdés members continue to

receive exceptional service, the association should be proactive and

consider providing training to future association leaders. In

particular, associations are encouraged to train and educate board

members or other interested individuals in the duties of the president
and Association Manager. The most likely candidate to be educated in

the responsibilities of the president is the vice president. For

example, the president may teach the vice president how to verify

accounts m onthly, to resolve internal conflicts and to effectively

utilize Roberts Rules of Order, Newly Revised , among other things.
Furthermore, there will be times in the year when the Association

Manager is not available. For instance, the Association Manager could
be on vacation, at the USBC Annual Meeting or attending workshops

and/or seminars. It could also be in the case of a medical emergency

or any situation that causes the Association Manager to be unavailable

for a period of time. During these times t he business of the
association cannot stop. Memberships and awards need to be processed;
checks may have to be written, deposits may have to be made. Before

such an event occurs the association board of directors, through the
Association Manager, should h ave a plan in place to continue the bare
minimum of activity for the association so that the members/bowlers are

not impacted. And one of the most important things is to have someone

cross trained to step in especially with regard to WinLABS.

If the asso ciation functions out of an office, there would be no
problem. Another board member or an already hired clerk could be given
the responsibility of handling the day to day functions until the



return of the Association Manager. Word of caution be sure whome ver
that person would be is bonded and has been approved by the board. A

more concerning problem could arise, however, when the association

office is in someone's personal residence. In this instance you would

have to deal with the family of the Associat ion Manager and in their
absence how would you enter their home to use the computer, get awards

from the inventory, or the necessary financial items/records?

There are things that should be considered from an administrative

viewpoint and a course of actio n developed before it is needed.
Planned vacations and unplanned emergencies happen, develop a minimum
plan of action to help absorb any potential concern.

Verification of Association Accounts
AVeri fyd means the president not onl yamduatt er mi nes t he
but also does the necessary math to figure out how much should be on
deposi t. An association Audit committeebs verificati
responsibilities include, but are not limited to, the following:

1 Verify deposit amounts and dates.

1 Review canceled checks and supporting documents.
1 Make sure checks bear the signatures of two authorized co -
signers.
T Review the Association Managerdéds financi al statenmn
accuracy.
1 Review the checkbook to verify entries and reconcile bank
statements.
Funds must be deposit ed within seven days of receipt in an account in
the name of the association in a FDIC banking institution or its
equivalent.
Failing to follow these requirements could cost associations thousands
of dollars because a bonding payment only will be 50 percen t of the

documented shortage.

WinLABS Backups

As an additional safeguard, it is important for associations to backup

their WinLABS database on a daily basis, in the event
computer would crash or fail. Once yearly, a backup of the

associ ati onés database should be uploaded or sent to US
Attention: WIinLABS, in case something should happen to the Association

Manager 6s computer and data cannot be recovered. Th e
Headquarters will be able to assist you in the reinsta ll/restore

process to ensure that there is no loss of data and that you are able

to process successfully. Backup media (diskettes, CD - Rom or zip disks)

should be replaced at least once per year. Just as important, be sure

that you have at least three set s of backups that are rotated

regularly. Backup data should not be stored in the same place as the

WiInLABS database.

Contact the WinLABS Help Desk at USBC Headquarters for assistance in

backing up your database to floppy disk, zip disk or CD -Rom. The
WinLABS Help Desk can be reached at (800) 514 - BOWL, ext. 3431 or
labshelp@bowl.com.

Americans with Disabilities Act
When it comes to hosting meetings or tournaments, the association needs
to be aware of the Americans with Disabilities Act, also known as ADA.



The ADA is a Federal civil rights law that requires businesses and

organizations to have buildings and/or events that are handicap

accessible. If an association hosts a function at a site that limits

or prohibits an individual with a disability from par ticipating, the
association could be in violation of the ADA. Therefore, when hosting

an association event, the associationds event plannert

accessibility for everyone. Below are some items to consider before
scheduling an event.

1 Isadequa te handicap parking available?
1 Are doorways and isles wide enough for a wheelchair to get

through?
1 Does the facility have handicap accessible restrooms?
1 Do door handles have levers or loop - handles opposed to knobs or

handles that require gripping?
1 Ift here are stairs, does the facility have an elevator or a ramp
for wheelchairs and individuals with canes or walkers?
For more information on ADA requirements or tips your association can
use to make events more handicap friendly, please visit the Americans
with Disabilities Act Web site at www.ada.gov or call (800) 514 - 0301.

Dismissing the Association Manager
The association board is responsible for appointing/selecting the
Association Manager. However, the Association Manager should not have
a contract o rra term for fAx0 number of years. Since
fatwi | 1 6 empl oyment | aws the Association Manager
position indefinitely or until he/she resigns or is dismissed. If the
Association Manager is working under a contract, which is NOT
recommended, the contract should be written by an attorney. The board
has authority over the Association Manager, and therefore should
continually evaluate his/her performance to ensure he/she continues to
meet expectations. At a minimum, the board must review the
Association Manager 6s performance annually, but
board meet with the Association Manager on a more routine basis (i.e.
T monthly or quarterly) to keep the lines of communication open.
Unfortunately, circumstances may arise when an individual fails to meet
expectations and is dismissed from his/her position. Therefore, to
protect the association, the board should document, document, and
document any performance issues! The documentation needs to start from
the day of appoi ntment/selection of the Association Manager. To
properly document, the board should summarize all one - on- ones and
performance evaluations in a written format. For instance, the board
could keep a running dialogue in a computer file and add to it after
ev ery meeting with the Association Manager, similar to a diary or
journal. The Association Manager needs to know what they are being
evaluated on, therefore the board or a Personnel committee needs to:
1 Set expectations/goals upfront T they should be quantif iable and
measurable, with due dates
1 Conduct one -on-ones (check -ins) monthly, quarterly, etc.
I During one - on- ones make the individual aware of both good and bad
performances
i Board/committee should ask what they can do to help with any
shortcomings
T Check progress on goals and renegotiate dates, if necessary
Furthermore, to protect the association from a lawsuit, it is
recommended the board or Personnel committee:

mo st
shou

"



1 Develop a progressive discipline policy (verbal warning, written
warning, suspension, term ination) and place it in associati
operations manual. Be sure the policy is written so that at any
point progressive discipline steps may be skipped.

T Develop and wutilize an fAaction reporto to documen
discipline. Complete the action report, whic h should highlight
the violation and discipline implemented, and have the
Association Manager sign it.

1 Have a third party in the room (should not be one - on- one), when
any warning is given.
I Verbal warning should be documented in writing s
sai dé, AHe/ she saidéo, nl respondedéo, etc. and i
date, time and signature of the documenter.

T Indicate Afurther infractions could be cause for
di sciplinary action, up to and including terminat

warning is given.
1 Have multiple p eople in the room if the board decides to
terminate the Association Manager.

The board or Personnel commi ttee could say, fAThe deci
to terminateo (donét specify that it was a specific i
decision). A letter of termination should be provided listing when

benefits, if any, end.

The association may need to comply with other government regulations

regarding the dismissal of an employee. In the end, if the Association

Manger is dismissed, it is an association related matter. As a re sult,

the boardds decision to dismiss the Association Manac
appealed to the association, not USBC Headquarters. All information

must remain confidential and should not be discussed with anyone except

those involved in the decision.

CHAPTER TWO: LEGAL OBLIGATIONS
COMPLIANCE

Maintaining Corporate Status
All USBC associations are required to maintain corporate status as

reqguired by the associationbés state government. Thi ¢
associationbés existence is | egal ltythebamdangini zed and | ir
associationbés personal liability. I f an unincorpor at
sued, the plaintiff could go after all association me
other assets, including houses and cars. Whether the association is
incorporated or not, an indiv idual committing a wrongful act as a board
member can still be held personally liable.
To avoid personal liability, consider the following:

1T Be familiar with your associationds Articles of |

bylaws.
1 Make sure the association complies with federal and state laws.

1 Avoid relationships that place you in a conflict of interest
situation with the association.

I Attend association meetings to stay current on association
activities.



In addition, associations file corporate documents (i.e. Articles of
Incorporation, amendments, corrections, annual reports, name change,
mergers and change in registered agents, etc.) with the Secretary of

Stateds corporate section, or its equivalent. There

to maintain incorporation status. These fe es may vary according to the

state in which the association is incorporated. However, fees are

usually minimal. Check with your Secretary of State or equivalent for

the filing fees.

IRS/Tax Information

Each local and state association is required to file the appropriate

IRS forms. Some of the most commonly used forms include:

FORM DESCRIPTION990 (990 -EZ) Used for filing the associationds
information. REQUIRED for associations with annual revenue in excess of

$25,000. 990- T Used to file unrelated business income. 941 Used to

file an employeebds i nl699 mMESCtUsed todile any income

paid

($600 or greater) to an individual that is not an employee of the

association. W 2 Used by an association to report any wages paid to an

employee. SS 4 Application for Employer Identification Number (EIN).

An association may be required to file additional tax forms with the

IRS and the state (i.e. I workersd compensation; unempl oyment
Please contact the local IRS office, State Department of Reve nue, or a

tax consultant for specific information.

Forms 990 and 990 - EZ (Annual Information Returns)
Forms 990 and 990 - EZ, also known as annual information returns, are

filed by qualifying tax - exempt organizations, including 501(c)(3)

associations. These forms are reviewed by the IRS and the public to

determine how a nonprofit organization disperses and uses its funds and

assets. Some members of the public rely on Forms 990 and 990 - EZ as the
primary or sole source of information about a particular organi zation.

How the public perceives an organization in such cases may be

determined by the information presented on these forms. Therefore, it

is critical that the form is complete and accurate and fully describes

the associationbs programs and accompli shment
Remember 7 a potential donor or sponsor may rely on the contents of

this form prior to making a donation. Any association with gross

receipts from all revenue sources in excess of $25,000 per fiscal year

must file Form 990 or Form 990 -EZ.

Examples of r  evenue sources are receipts generated by tournament entry
fees, Ways and Means committee projects, and local membership dues. It
also should be noted that local associations of the USBC fall into the

c

category of fAagentsod as defined byallnstuetionsRS i n t he @ Ge

for Form 990 and Form 990 -EZ. 0 As an agent, the dues money <col
on behalf of the state association(s) and national organization SHOULD

NOT be counted towards the $25,000 gross receipt amount. USBC

associations that meet the $25,000 gross receipts threshold must use

either IRS Form 990 or IRS Form 990 - EZ. Form considerations include:

Associations can file Form 990 - EZ when the gross receipts are more than

$25,000 but less than $100,000 and total assets are less than $250,000
atthe e nd of the year.
1 Associations must file the forms by the 15th day of the fifth
month following the close of the fiscal year. Since each
associationds fiscal year begins August 1, this
990- EZ must be filed by Dec. 15.

I’



1 Associations must fi le Schedule A 1 Organization Exempt Under

Section 501(c)(3) T along with Form 990 or Form 990 -EZ.
1 The completed forms are to be sent to: IRS Ogden, UT 84201
f Retain a copy for the associationds records. Al t
Form 990 is not required when gr 0ss receipts are less than
$25,000, it is advisable to file a fAblanko Form 9
file at all because:
0 Most importantly, the normal IRS three -year fAstatute of
' imitationso is triggered by the filing of a
the association does not file a9900r990 - EZ, the three -

year period never starts, the statute never closes, and
there is no limit on how far back the IRS can go in an
audit situation.
0 In some cases, if there is no filing, the IRS deletes
organizations from their annual list of qualif ied
charities.
0 The annual 990 is a good way to notify the IRS of any
changes (such as an address) in the association.

o Filing a blank Form 990 gives the association
trail .o When a new president or Association M
office, he/she will be able to tell at a glance that IRS

filings are up to date.

When an association with gross revenues below $25,000 receives a Form
990 package with a preaddressed label, file a return even though it is
not required.
1. Attach the label to the name and address s pace on the
return. (See the Specific Instructions for Iltem C of
Form 990 or Form 990 -EZ)
2. Check box AKO in the heading of -Form 990 o
EZ to indicate that the associationbs gr os
are normally less than $25,000. (The association
does not  have to complete Parts | through X of Form
990, or Parts | through V of Form 990 -EZ)
3. Sign the return.
4. Retain a copy of the return for association records.
5. Send the package to the Ogden IRS Service Center.
(See General Instruction H J)

Form 990 - T(Unrel ated Business Income)
An association can generate taxable income through activities not

related to the purpose for which the IRS granted tax - exempt status.
The resulting tax is called AUnrel ated Business |l ncort
business income must be rep orted. Although associations are tax -

exempt, they can still generate more income than expenses at the end of

a fiscal year. The result is more appropriately called a surplus than a

profit. Non -profit status i s based more on an associati on
rathe r than its year - to - year financial situation. The income produced

by any trade or business from selling goods or performing services

through activities not related to their purpose is considered unrelated

business income. Examples of these activities inclu de the sale of T -
shirts, pins, related bowling items and income from gaming activities T
any revenues from sources other than membership fees, tournament entry

fees, and interest could be considered unrelated business taxable

income. Associations must file IRS Form 990 - T (Exempt Organization
Business Income Tax Return) if they receive gross income of $1,000 or



more from business unrelated to the associationds exe¢
obligation to file Form 990 - T is in addition to the obligation to file

an annu al information return on Form 990 or 990 -EZ. Tax - exempt

organizations must make quarterly payments of estimated tax on

unrelated business income if it expects its tax to be $500 or greater

for the year.

NOTE: Atax -exempt or gani zat i onTodees F NG meedtd e made
available for public inspection. As with Forms 990 and 990 -EZ, Form
990- T is due the 15th day of the fifth month after the end of the

fiscal year i file Form 990 - T by Dec. 15. Submit the completed form

to: IRS Ogden, Utah 84201 - 0027

There are exemptions to paying unrelated business income (e.g. T

volunteer workforce). Therefore, itds advisable to
accountant or tax attorney experienced in nonprofit organizations when

dealing with unrelated business income. Additional inf ormation about

the tax treatment of unrelated business taxable income can be found in

IRS Publication 598.

Form 941 (Payroll Taxes)

NOTE: Never ignore a FBmprn ®yelr,d6si Quarterly Feder al T ax
Return , 6 sent by the | RS. I f the assdfoiteti on had no pa
quarter, or had no employees for the quarter, and no filing was

required, complete and file the return anyway. Always maintain a copy

for the associationbds records.

Any business employer files a separate Form 941, Empl oyerés Quarterly
Federal T ax Return , quarterly:

1st quarter I January through March

2nd quarter T April through June

3rd quarter T July through September

4th quarter T October through December

Form 941 is due by the last day of the month following the end of the

quarter. For examp le, wages paid during the first quarter (January

through

March) must be reported on Form 941 by April 30. If the due date for

filing a return falls on a Saturday, Sunday, or legal holiday, the

return may be filed on the next business day. USBC local and state

associations that pay wages to employees are responsible for

withholding, paying, and reporting state and federal income and United

States Social Security taxes for such wages. The IRS has taken a

strong position on tax exempt organizations and how they process
payments to individuals. In fact, the IRS has developed Form SS -8to
determine whether payments made constitute salary T from which the
association must withhold federal income tax and Social Security T or
whether the payment is treated as a s ubcontractor expense which can be

processed with a simple IRS 1099 form. The IRS has ruled that any
outright payment made to an officer of the board can only be considered
salary and subject to withholding, unless the payment is a direct

reimbursement for expenses.

Common law determines if a person is an employee or self - employed (one

maj or factor is the organizationdéds amount of control
the person). For clarification, request IRS Form SS -8, fADetermination

of Employee Work Stae¢usefer (tPbe@mBetermining if a Wor k
an Employee or I ndependent Contractor, o0 which appear:

section, and 7.7 i



AContact the | RS. 0) For example, Association Manager

lane inspectors, or others earning $100 or more annually are ¢ onsidered

empl oyees of exempt organizations. Wor ker s compens:

covering workers injured on the job, vary from state to state. Contact

the appropriate local and state government agencies for specific
requirements. In some cases associations try to determine that they
are not required to withhold and as a result will use terms other than
employee and salary or wages. These other terms include independent
contractor, self - employed, professional, and allowances for expenses.
It is tempting, when hiring workers for the first time, to treat them

as independent contractors rather than employees in order to avoid
withholding, quarterly deposits, etc. However, please note that
misclassification of employees is the most common issue that IRS

auditorsr  aise with non - profit organizations.

Determining if a Worker is an Employee or Independent Contractor

This determination is complex, but is essentially made by examining the

right to control how, when and where the person performs services. It

is notbase  d on how the person is paid, how often the person is paid,

or whether the person works part - time or full - time. The three basic
areas that determine employee status are:

1. Behavioral control

2. Financial control

3. Relationship of the parties

Minimum Wag e Requirements for Hourly Employees

Associations that pay an employee a predetermined salary or base the

salary on the number of association members (e.qg. T $1 per member) may

be able to avoid federal and state minimum wage requirements. However,

associat ions that insist on paying employees on an hourly basis are

potentially subject to their respective stateobs
requirements, which could vary depending upon whether the individual is

a part -time or full - time employee. The minimum wage requirement is a

federal and state requirement and always has been in effect. For more

information regarding minimum wage regulations in your state, contact

mi

ni

your statebs Department of Labor. Paying the Associ

another employee an hourly salary, in co mpliance with the federal and
state minimum wage requirements could become expensive. In an effort to

hold down costs, the association could pay the individual to perform

certain functions. For example, the association and Association

Manager could have a written agreement to pay the Association Manager
for processing memberships and awards.

___ Processing Hours @ $ per hour = $

(Min. wage)

Other functions such as taking meeting minutes, distributing awards,
filing taxes, etc. could be consi dered volunteer hours, as part of a
written agreement.

Payroll Tax Qualification
All local and state 501(c)(3) associations are required to withhold
Social Security, Medicare, State and Federal withholding from employee

wages if the employee earns $100 or more during a calendar year:
WAGES FILING

$99.99 or less in calendar year

Wages is not subject to a withholding T no filing is required.

$100 or more in a calendar year

I

-
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The association must pay its share from every dollar paid in wage or
salary, and the association must file Form 941 in each quarter where
any wages are paid. The penalties for not withholding and filing are

high. Local IRS and Social Security offices can provide forms and

information.
What Taxes to Withhold
As an employer, the tax - exempt organization must withhold certain taxes
from the employeeds pay check. Empl oyment taxes incl
1 Federal Income Tax Withholding T FITW
1 Social Security and Medicare Taxes T FICA
Empl oyers must pay the employerods share of Social Sec
ta xes on the wages paid to employees, however, any USBC association
that is exempt from income tax as a 501(c)(3) organization also is
exempt from the Federal
Unemployment Tax (FUTA). This exemption cannot be waived.
Associations may be required to pay sta te unemployment tax and, where
applicable, state withholding tax. State procedures vary; therefore,
associations should contact their State Department of Labor, Social
Security, or IRS office for detalils.
NOTE: In almost every case of non - reporting, the | RS assesses penalties
and requires associations to pay back taxes and interest.
How Much to Withhold and Where to Send Withholdings
A tax - exempt organization generally must withhold federal income tax
from its employeesd wages. To f ihgldifromeabhow much t o wit
wage payment, the tax -exempt organization shoul d t h emp |
Form W- 4 and the methods described in:
1 Publication 15, Empl oyerés Tax Gui de
1 Publication 15 -A, Empl oyerdéds Supplemental Tax Gui de
Secure a completed Form W -4, Emp|l oy e e 6 boldWy Alldwance
Certificate , from each employee. Review Publication 15, Circular E,
Empl oyer 6 s T aaxnd PBhlicatibe 15 -A, Empl oyer6s Suppl ement al Ta
Guide , to determine the amount of withholding and for directions on
depositing the withholding am ounts and other employment taxes.
Publication 15T, New Withholding Tables , contains the revised

withholding tables. This publication is supplement to Publication 15.

There are also numerous companies that have developed software programs
to assist with payroll services, including Pay cycle, Pay chex, and ADP
Payroll Services.

Form 1099 - MISC

Form 1099 - MISC is used to report payments made in the course of a trade
or business to another person or business who is not an employee. The
association must issue a 1099 - MISC to a person or business when
payments of $10 or more in gross royalties are made or when an

individual or business has earned total cumulative earnings of $600 or

more in the calendar year. For instance, if an individual receives a
tournament  prize fund of $500 and also wins $100 in a side competition,
he/she must be given the 1099 - MISC.

NOTE: If Form 1099 - MISC is mailed to the IRS, Form 1096 Annual Summary
and Transmittal of U.S. Information Returns must be included. Form

1096 reflects the totals from all of the 1099 - MISC forms that the
association has issued. If the Form 1099 - MISC information is being



transmitted to the IRS electronically or on magnetic media, then a Form
1096 is not required.

Due dates for Forms 1099 - MISC and 1096
Januar y31 1 Forms 1099 - MISC must be provided to each income recipient.
February 28 7 Forms 1099 - MISC must be submitted to the IRS if

transmission is on paper or magnetic media. Form 1096 must accompany

paper submissions.

March 31 i Forms 1099 - MISC must be subm itted to the IRS if transmitting
electronically.

1 DO NOT use Form 1099 - MISC to report wages and other compensation

paid to employees Tuse IRS FormW - 2.
1 The IRS operates a call center for questions on Forms W -2,1099 -
MISC, as well as other information. The IRS call center number

is (866) 455 - 7438.

Form W- 2

Form W- 2 is used by employers to report wages, tips, and other

compensation paid to an empl oyee. The form al so repc
income tax and Social Security taxes withheld and any advanced earne d

income credit payments. Form W - 2 is provided by the employer to the

employee and to the Social Security Administration (SSA). The

employer, in this case the association, must furnish a copy of the W -2

to employees by January 31 of the year following th e year of payment.

Additionally, the employer must file the Form W - 2 with the SSA by

February 28 of the year following the year of payment.

Form SS -4

USBC Headquarters requires all associations to obtain an Employer

Identification Number (EIN) from the | RS for tax reporting purposes.
Also, banks generally require a business have an EIN (sometimes

referred to as TIN) before they can open an account. Remember do not

use an individual 6s Soci al Security Number to open a
bank account must be in the associationds name and be attach
associationbés EI N. Al s o, |l eagues must not be all owec
associationds EI N. To obtain an EIN, cedpl ete and s
the associationdéds nearest Internal Revenue Service Ce

Special  Situations

There may be situations in which it is possible for Association

Managers to treat funds they have received as reimbursement of expenses
in lieu of compensation for tax purposes, provided such expenses are

documented and IRS requirements are met. Individuals may be reimbursed
for appropriately documented expenses, however, recei
benefit transactions (money over and above the actual

be considered income. Individuals participating in excess benefit
transactions are hel d personally responsible by the IRS for severe
penalties in the form of excise taxes. Consult your local IRS office

for explanation and guidance before adopting any such practice.

FULL FINANCIAL DISCLOSURE

Section Overview

Although the Association Manager 6s duties include complying with
established bookkeeping procedures and accounting of assets and

disbursements, as approved by the board, the entire board is

responsi ble for the associationbds finances. Finance:



liabilities and accounting m ethods of the USBC association. Assets can
be defined as the entire property of an association, including cash,

Certificates of Deposit (CDs), real estate, etc. Liabilities are the

obligations and debts of the association such as tournament contracts,

meeting room contracts and supply orders. In addition, the Association

Manager is responsible for preparing/ managing the as:
providing a report of financial transactions as requested by the board
or USBC Headquarters, and providing all info rmation requested for the

association audits.

NOTE: Associations are required to have a Finance committee to assist
with the associationds finances and budget.

After reading this section you will know:
1 How to prepare/present an association budget.

T What reserves are and how much an association should have in its
account.

1 How to develop and maintain necessary financial statements.
T The process for verifying the associationds accou

1 How to identify what documents need to be turned over to the
Finance/Audit committee.

I The audit process and/or how to conduct an audit.
1 The meaning of full financial disclosure.

Key terms presented in this section:
T Audit

Audit Report

Balance Sheet

Budgets

Fieldwork

Financial Statements

Follow - up Review

Full  Financial Disclosure

Income Statement

Planning Meeting

Reserves

Statement of Cash Flow

=2 =2 -4 =4 -4 -4 -4 - -8 -8 -9

Budgets

The budget is a financial representation of the activities and

operations an association expects to conduct during a specified time

period. The budget of an association should consist of a number of
budgets from various committees and activities. It is called the

master budget. Remember that budgeting is the practice of anticipating

in advance, as accurately as possible, the income and expenses of the

ass ociation for a specific period. It is the responsibility of the

Association Manager to prepare and present the master budget to the
board for approval. The master budget should coincide with the
associationds fiscal year. The mastamedfobandget shoul d
minimum of three years. For guidelines on proper record retention, see
Appendix E: Record Retention Guide

Preparation of a Budget



Although the task of preparing a budget is the responsibility of the

Association Manager, the budget should not be handed down from above as
the final word. Rather, a budget should be developed from the bottom

up. The best way for the Association Manager to get an accurate

account of the income and expense of the association is for him or her

to start by asking e ach committee chair to prepare a budget for each

project or activity they will undertake, whether it is fund - raising,
the annual meeting or the association tournament. This will give you a

good estimate of what each activity will cost. Once you have comp iled
all of their individual budgets into one master budget, also being

careful to take into account expenses such as salaries, payroll taxes,

insurance, and utilities and rent, it must be approved by the board.

After the master budget has been approved b y the board, copies should

be prepared for the entire board and upon request made available to any

member of the association.

Reserves
Buil ding reserves also is an important part of the a:c
financial responsibility. Reserves are funds set aside for a

predetermined purpose (such as major repairs and replacements). They
usually are kept in some type of investment (such as bonds or money

mar kets) depending on the associationds needs. Resert
built into the associ at i on éWithinyeurbadgét,y budge

should have two types of reserve funds T general and special. The

general fund should be the one that carries the association through one

year s operation. Speci al reserves usually are set 1
specific need. For i nstance, if an association wants to buy a new

computer, money can be put into a special reserve fund over a period of

several years. This item, along with the general fund, can be carried

at the bottom of the budget and included in the savings account tot al
as of July 31, the end of your budget period.

Management of the Budget

The Association Manager manages the approved budget by ensuring the

actual i ncome and expenditoeéswsthaythhinapproved budg:e
The Association Manager should have the a uthority to pay all normal

operational expenses within the allocated budget. With that being

said, it is recommended the board require their approval for any

purchases/ expenditures over fixo doll ars.

ASSOCIATION BUDGET

APPROVED BUDGET ACTUAL PROPOSE
BUDGET
INCOME CURRENT YEAR CURRENT YEAR NEXT YEAR
Current Year Dues $12,000 $11,000 $10,500
Next Year Dues 1,000 1,000 1,000
Interest 450 500 450
Scholarships 900 1,000 1,000
Special Projects 6,000 5,500 6,000
TOTAL INCOME 20,350 19,000 18,950
EXPENSES
Salaries 1,750 1,750 1,750
Payroll Taxes 200 200 200
Dues 6,500 6,000 6,000

Conventions 175 200 200



Utilities 290 275 300

Insurance 200 200 225
Scholarships 275 275 275
Printing 200 200 175
Promotions/Goodwill 425 400 375
Awards 1,050 1,000 900
TOTAL EXPENSE 11,065 10,500 10,400
NET INCOME OR (LOSS) $9,285 $8,500 $8,550

Sample Association Budget

As stated earlier, a budget is based upon an estimate of income and

expenses. This being the case, it should be supported by the

appropriate documentation. See Sample Association Budget above.

Financial Statements

Financial statements are reports such as the balance sheet, income
statement and the statement of cash flow, which summarize the financial
status and results of operations of an association. At a minimum, an
association should develop and maintain the following types of
financial statements:

BALANCE SHEET
AS of July 31, XXXX

ASSETS
Current Assets:
Cash $ 2,000
Investments/Savings 3,000
Accounts Receivable 1,000
Total Current Assets 6,000
Net Fixed Assets 40,000
TOTAL ASSETS $46,000

LIABILITIES & NET ASSETS
Current Liabilities:

Accounts Payable $1,000
Accrued Liabilities 1,500
Total Current Liabilities 2,500
Net Assets:
Net assets - beginning of year 35,000
Net profit or (loss) 8,500
Total Net Assets 43,500
TOTAL LIABILITIES & NET ASSETS $46,000

Balance Sheets

A balance sheet is a statement of the
at a given point in time. It summarizes the associati on
liabilities and net assets (including net profit or loss). The balance

sheet is based on the following fundamental accounting model: Assets =

Liabilities + Equity. See Sample Balance Sheet above.

sociationods f

as
6s asset s,



INCOME STATEMENT
For the twe  Ive months ended July 31, XXXX

Month of Year to
July Date
INCOME
Dues $1,000 $12,000
Interest 100 500
Scholarships 25 1,000
Special Projects 2,000 5,500
TOTAL INCOME 3,125 19,000
EXPENSE
Salaries 400 X 1,750
Payroll Taxes 50 200
Dues 800 6,000
Conventions/meetings 30 200
Utilities 25 275
Insurance 20 200
Scholarships 30 275
Printing 25 200
Promotions/Goodwill 50 400
Awards 150 1,000
TOTAL EXPENSE 1,580 10,500
NET PROFIT(LOSS) $1,545 $8,500

Income Statements

An income statement is a report of the associat ionds revenues minus its
expenses for a given time period ending at a specified date (i.e. month

and/or year to date). The simplest equation to describe income is: Net

Income = Revenue i Expenses. See Sample Income Statement above.
Cash Flow Forecast T XX/XX

Investments/Savings $3,000

Checking 2,000

Cash Balance @ 7/31/XX $5,000
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Statement of Cash Flow

A statement of cash flow summarizes sources and uses of cash and
indicates whether enough cash is available to carry on routine

operations. It also can help determine if the association has excess
funds (reserves) to invest and for how long. The Sample Statement of

Cash Flow shown above reflects an estimated annual cash flow.

Audits
An audit is an examination of an organizstdi onés finar
determine whether the records and reports are valid and the information
is fairly presented. An audit itself does not imply wrongdoing. The
purpose of an audit is to review management policies and procedures, to
analyze the flow of transactions and their related internal controls
and to work with management in suggesting and implementing solutions
where needed. Internal control provides reasonable assurance that the
following objectives are being achieved:

I Effectiveness and efficiency of operations

1 Reliability of financial reporting

1 Compliance with applicable laws and regulations

Ensuring an association audit is completed is the responsibility of the

board. Every successful audit is based on sound planning and active

involvement and communication between the association and the auditors.
Whether the audit is performed by internal or external sources, it is

best to pre - define what the responsibilities will be for staff,

committees and/or the auditors in completing the audit.

It is a USBC requireme nt that an association, at a minimum, completes
an audit on an annual basis. If there would be a need for any interim

audits (i.e. merger, new Association Manager, etc.), they should be

scheduled as necessary.

A copy of the approved audit report will be submitted to USBC
Headquarters with the annual self - assessment.

Who Should Conduct the Audit?

The preferred method of completing an audit would be to hire an outside
audit firm. An audit committee also should be formed to oversee and
work with the outsid e auditors. Depending on the size of the
organization and or funding capabilities, the audit committee or its
designees may actually do the audit. This committee should be made up
of those people who are not directly responsible for doing or approving
cas h transactions.

Ideally, committee members could be volunteers with public accounting
backgrounds (CPAs) or those who may run their own businesses or have
auditing experience.

The Audit Process

Although every audit is unique, the audit process should be very
similar for most associations and would normally consist of four steps:

1. Planning T preliminary review

2. Fieldwork

3. Audit (draft) report

4. Follow - up review

Planning/Preliminary Review



This part of the audit process encompasses the following pro cedures:

1. An initial announcement T Whether the audit is being done through
external or internal sources, a communication should be forwarded to

the Association Manager informing him/her of the audit and asking to

meet to begin the process. This can be
the following:

Date

Association Manager
Name of Association

Dear Association Manager:

We are pleased to have been named to
Associationo for the fiscal year end
to meet with you no | ater than fAente
understanding of the key considerations effecting the audit as well as

to confirm your expectations.

Please advise us as to your availability to meet.

Sincerely,

Audit Committee

2. Planning meeting 1 At this meeting, those performing the audit
should document to the Association Manager: who is assigned to the
audit, scope of services, key dates and required communications. This
meeting also should allow the association board to identify iss

areas of special concern that should be focused on. The following is a
sample of the documentation to be provided:

AUDIT COMMITTEE
Chair T John Smith
Recording Secretary I John Doe
Joan Lewis
Jane Jones
Bob Clark

AUDIT PLAN

1. To obtain a working knowledge of your association. Only through
fully understanding the associationds
the business risks effecting your association and, subsequently, the

financial statements.

2. Audit scopes, which ensure that all auditing p rocedures are
appropriately applied, are established to enable us to express an

opinion on the financial statements of

3. The audit will be made in accordance with the auditing standards

generally accepted in the United State s. It will include such tests of
accounting records and other audit procedures considered necessary as

the audit progresses.

4. The focus of our attention will be on items with a higher potential

done with a short memo such as

ues or

busi

your

of error or misstatement. An error or misstatement could i nclude an

omission or misstatement of accounting information.

ness

Cc
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associ
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5. Our approach will primarily be based upon the following factors:

a. The use of appropriate auditing standards. Example: Random
review of a league application and membership dues.

b. Understanding the associationf6s purpose. Exampl e: Ens.i
association has not used an inordinate amount of funds on items
and activities that donét support the purpose of

c. Risks faced by the association both externally and internally.
Example: Cente r closing, leading to loss of membership revenue
and/or an untrained Association Manager.

d. Evaluation of year to date operating results and financial
position. Example: Is the association budget on track? Has the
association already allocated all budgeted funds only half way
through the season?

e. Known business issues, discussions with Association Manager and
Finance committee, and prior year audits. Example: View prior
seasonds audit report to ensure recommendations h
implemented.

6. Key dates.

June: Pre - audit meeting.
July/August: Begin gathering data needed for audit.
September: Conduct the audit.
October: Final draft of financial statements and management

letter.
October: Provide final audit report to board.
7. Required communications to associa tion board. To comply with your
associationés audit standards, we wil/ provide inforr
significant matters related to the audit, such as:
a. Auditordés responsibility under generally accepted
standards.
b. Non- compliance with USBC Bylaws and Association Policy Manual.

c. Non- compliance with local, state and federal government
requirements.

d. Uncorrected misstatements or errors.

e. Disagreements with management.

f.  Recommended changes/improvements/implementations for future

audits.
g. Difficulties encou ntered in performing the audit.
3. Gather information T Apre -audit information gathering should be

done with key personnel and a review of reports, files and other

sources of information. A key part in the accumulation of this

information is the complet ion of worksheets detailing specific accounts
asked for by the auditors (i.e. accounts payable, accounts receivable).
Following is a brief example of such a worksheet:



COMPUTER UPGRADES

ACCOUNT #7005

Current Prior
Name of Vendor Year Year Difference
Best Buy $2,500 $ 150 $2,350
Johnds Computer 1,000 1,000 T

Maintenance
Other 150 125 25
$3,650 $1,275 $2,375

Expl anation of wvariancesé
The increase in fees is due to the purchase of new software.

Prepared by: Bob Jones

Adding explanations for significant changes saves a lot of questions
and time when the auditors are doing their fieldwork. Along with this
fact - finding, a review of the internal control structure also should be
completed. Internal control structure means a system of checks and
balances, such as written financial policies and procedures. For
example, were there two signatures on every check?

4. Fieldwork I The final step in this part of the process is defining

th e fieldwork that will be necessary to achieve the audit objectives T
such things as what the board has asked us to focus on (i.e. deposit

requirements are met), external contacts that need to be made (i.e.

bank/investment account confirmations), Associatio n Manager review of
financial policies and procedures, etc.

Fieldwork

The fieldwork concentrates on transaction testing and informal

communications with the Association Manager and/or board. It is during

this phase that the auditors determine whether the internal controls

that have been identified during the planning stage are operating

properly and in the manner described. This phase concludes with a list

of any significant findings from which the auditors will prepare a

draft of the audit report. Durin g the fieldwork, the auditor performs

the procedures that have been outlined in the audit plan. These

procedures will test the major internal control functions (checks and

balances system) and the accuracy and propriety of the transactions.

Various techni gues can be used in transaction testing with
being one of the most common. With Asampling, o a rar
number of transactions are tracked from the beginning to the end of the

process. A simple example would be as follows:

Cash Receip ts

1. Select a transaction from the General Ledger (i.e. depositing of
membership dues).

2. Validate transaction (amount/account) against Cash Receipts journal.
3. Validate transaction against deposit slips and related support (i.e.
league application, mem bership application, etc.).



4. Validate transaction against bank statements.

As the fieldwork progresses, the auditor discusses any significant

findings with the Association Manager and board. The Association

Manager offers his/her insights and works wit h the auditor to determine
the best method of resolving any issues. To assure proper handling,
documentation should be prepared to substantiate what is done. A large

and vital part of the audit fieldwork is the working papers that were

compiled by the As sociation Manager. Many times, the auditors will use
these worksheets as one area they may want to focus on in their

transaction testing. The worksheets support and connect the accounting
records and financials to the audit opinion. They can be very

comprehensive and serve many functions within the audit.

With the completion of their fieldwork, the auditors summarize any
audit findings, the conclusions to those findings and any
recommendations necessary to be included in the audit report draft.
Audit (D raft) Report

At the conclusion of the fieldwork, the auditors do ¢
The auditors then thoroughly review all audit work papers and the

Aidrafto report. The report is then given to the boar
and comments. Once the board has rev iewed the fAdrafto report, any

comments on the audit findings, changes to text and/or recommendations

are discussed with the auditors and an agreement is reached on proper

presentation. With agreement on both sides, the auditors then prepare

a final draft to include any revisions. Auditors and the board again

review the report and, barring any further disagreements, the auditors

issue a final report. This final report then is presented to the

membership, by the board and/or Audit committee or auditors, fo r final
review and approval. The report should contain the following

information:

1. Audit Plan Review and Results

To include:

(a) A review of the overall process used by the auditors; see items 1 -5
of the Audit Plan shown earlier in this chapter.

Example:
Our primary objective is to express an opinion that the financial
statements, in all material respects, are presented fairly, etc.

(b) Statements on the required communications to the Audit committee;

see item 7 of the Audit Plan shown earlier in this section.

Example:

Auditordéds Responsibility Under Generally Accepted Auc
Our audit of the financial statements for the year et
20_ 06 was conducted in accordance with auditing stan:c
accepted in the United States of America.

(c) Management recommendations, if any.

Example:

Credit Cards i Currently, purchases made by employees on the

associationds credit card are not being approved by t
Employees are required to maintain the receipts for their purchases and

review/code the amounts in a program which tracks card activity. We



also recommend that all credit card activity be approved by the board
before the invoice is paid. This will help ensure the correctness of
all credit card expenses.

Board Response 1 The board agrees that all credit card activity should
be reviewed and approved. We have implemented procedures to ensure
that all credit card activity is reviewed and approved before the

invoice is paid.

(d) Summary of Adjustments, if any. These could be audit and/or
reclassification adjustments.

Example:

Debit Credit
Special Project Income $2,500
Dues Income $2,500

(To correct Special Project Income to the appropriate account.)

2. Financial Statement Presentation

This would includ e:

@ I ndependent Audit or®tsatRementt of auditordés opinion
the financial statements.

(b) Financial Statements T Year to year comparative balance sheet,
income statement and statement of cash flow.
Example:

AUDITED INCOME STATEMENT
For the 12 mont hs ended AJuly 31, 20 0

Current Prior
Year Year

INCOME
Dues $11,500 $12,000
Interest 500 500
Scholarships 950 1,000
Special Projects 6,000 5,500
TOTAL INCOME 18,950 19,000
EXPENSE
Salaries 1,800 1,750
Payroll Taxes 225 200
Dues 5,850 6,000
Conventions 195 200
Utilities 275 275

Insurance 205 200



Scholarships 300 275

Printing 175 200
Promotio ns/Goodwiill 400 400
Awards 1,050 1,000
TOTAL EXPENSE 10,475 10,500
NET PROFIT (LOSS) $8,475 $ 8,500

(c) Summary of Significant Accounting Policies.

Example:

Cash and Cash Equivalents I Cash and cash equivalents include cash on

hand and assets, with original maturities of three months or less,
which can easily be turned into cash (i.e. CDs).

(d) Notes to Financial Statements 1 Detail on some of the more
significant areas of the financials.

Example:

Current Pri or

Year Year

Investments at fndat e
Savings account $25,000 $20,000
Certificates of deposit 15,000 5,000
Total investments $40,000 $25,000
I nvest ment i n datemed at f
Interest and dividends $1,250 $1,000
Realized (sales) gains 500 100
Unrealized (valuation) 1,500 400
gains
Total investment income $3,250 $1,500

Follow - up Review

If the final report contains any recommendations that need to be

addressed, the auditor and the boar d should follow up to make sure that
they have been implemented. This should usually occur within 30 to 90

days from the approval of the final audit report.

Full Financial Disclosure

Another responsibility of the Association Manager is to provide full

financi al di sclosure of the associationds finances,
income, disbursements, assets, reserves, etc., as requested by the

board and as required in the Performance Standards. This requires that

a financial report be provided, in writing, at every board, delegate,

youth representative or membership meeting.

Americans with Disabilities Act

When it comes to hosting meetings or tournaments, the association needs
to be aware of the Americans with Disabilities Act, also known as ADA.
The ADA is a Federal civil rights law that requires businesses and
organizations to have buildings and/or events that are handicap
accessible. If an association hosts a function at a site that limits



or prohibits an individual with a disability from participating, th e

association could be in violation of the ADA. Therefore, when hosting

an association event, the associationds event planner
accessibility for everyone. Below are some items to consider before

scheduling an event.

1 Is adequate handicap pa rking available?

1 Are doorways and isles wide enough for a wheelchair to get
through?

1 Does the facility have handicap accessible restrooms?

1 Do door handles have levers or loop - handles opposed to knobs or
handles that require gripping?

1 If there are stair s, does the facility have an elevator or a ramp

for wheelchairs and individuals with canes or walkers?
For more information on ADA requirements or tips your association can
use to make events more handicap friendly, please visit the Americans
with Disabili ties Act Web site at www.ada.gov or call (800) 514 - 0301.

Gaming License

USBC associations that desire to run raffles, 50/50 drawings or any

other type of games of chance are required to contact the appropriate

city and/or state government to determine if a permit is required
before running the promotion.

Gaming Activities

One of the benefits of being part of USBCO6s tax exemj
potential opportunity to conduct gaming activities such as 50/50

raffles, bingo, pull - tabs, etc. to offset the asso ciationbs operating
expenses.

NOTE: The associationds gaming activities may not provi
direct benefit to any individual(s) and the funds generated from the

activity must not be diverted for private purposes. Before conducting

gaming activit ies, the association must be aware of the reporting

requirements involved as a result of partaking in such activities. In

particular, the IRS mandates organizations conducting games of chance

to maintain records of gross income, prize payouts, and disburs ements
to support the information documented in the Form 990 and 990 -T.
Additionally, if an individual receives $600 or more in gambling

winnings within the calendar year from association run events, please

refer to Form W - 2G on the IRS Web site. The ass ociation also must

refer to state and local laws, whose guidelines may require additional

recordkeeping and reporting. Moreover, the state and local laws may

contain licensing requirements and expense limitations. The

association should begin by contacti ng its respective State Gaming
Commission, State Gaming Board, or equivalent.

Federal Tax - Exempt Status

The United States Bowling Congress has been granted non - profit and tax -
exempt status under section 501(c)(3) of the Internal Revenue Code.

The IRS als 0 has ruled that all chartered USBC local and state

associations can share the same non - profit and tax - exempt benefits that
the national organi zation receives. Al l owing a nati c
associations or chapters to participate in or share the same exemption

is called the Federal Group Exemption.

What Tax - Exempt Status Means



All USBC local and state associations are required to participate in

USBCb6s group tax exe+epxteinoppn. stfaTtauxs 0 means t
is exempt from federal income taxes as explained under section
501(c)(3) of the Internal Revenue Code of 1986.
In other words, USBC associations:
1 Are exempt from federal income taxes (business related revenues
cannot be taxed).
1 Are not required to pay federal unemployment taxes.
1 May be en titled to exemption from state and local sales and use
taxes (check with the State Department of Revenue).
1 May be exempt from property taxes on equipment and real estate
(check with the State Department of Revenue).
1 May apply for a bulk - mailing permit fr om the United States Post
Office.
1 Are allowed to accept contributions in the form of gifts T donors

can deduct the contribution on their tax return.

1 May be able to obtain a gaming license or permit from their state
to conduct gaming events for charitable causes.

The Internal Revenue Service (IRS) grants this favorable status, and

has the authority to revoke the status should an association commit

specific infractions. For example, it is critical that associations

continue the national o r posenas ftadetl in hhenWUWSBC p ur
bylaws. Please refer to Article Il of the USBC state and/or local

byl aws, which highlight the USBCG6s purpose.

meet this condition, the IRS may revoke the tax - exempt status. If this

occurs, USBC can revoke the associationds charter.

CHAPTER THREE: MEMBERSHIP PROCESSING

MEMBERSHIPS, DUES AND AVERAGES

Section Overview

A member is a bowler who enjoys an incredible support network T
represented by the association. When a bowler submits his/her dues

th rough a league, an association, or directly to USBC Headquarters,

he/she is granted membership in a local and state association and

membership in the national organization.

After reading this section you will know:
1 How a bowler becomes a USBC member.
1 The types of membership options available.
1 How dues are allocated.
1 When to process membership information.
1 How membership card fulfillment is handled.

Key terms presented in this section:
1 Associate
1 Dues
1 Fiscal Year
1 Fulfillment

he

associ
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Membership

Membership P rocessing
Summer Season
WiInLABS

Winter Season

=A =4 =4 -4 =4

Access to Membership

If a bowler wishes to take advantage of the benefits of USBC

membership, several options for joining are available, but, with few

exceptions, all require the payment of dues and adheren ce to USBC
regulations. The most common method of becoming a member is to bowl on

a team that participates in a USBC league. Bowlers also can register

to participate in a USBC certified tournament. Other methods are

explained in Memberships. The associ ation recognizes all methods of
membership as established by USBC. Memberships T with the exceptions of
Permanent or Lifetime and Honorary 1 are valid for a fiscal year,
August 1 through July 31. The fiscal year is comprised of:

1 Winter season I League beg ins on or after August 1

I Summer season 1 League begins on or after March 15

However, if a bowler becomes a member through a summer league or

purchases an associate membership (between March 15 and July 31), the

bowler pays full yearly dues and is issued a membership card that is
valid for the remainder of that season and the following full fiscal

year. In this instance the membership can actually be valid for 17

months.

Memberships

Youth Membership Considerations

An individual can maintain youth member ship status provided they have
not reached their 22 nd pirthday on or before August 1 of the current
bowling season. This age limitation is waived for anyone authorized as
mentally challenged. Annual national, state and local dues in effect

for the curren t season must be collected before a youth bowler
completes his/her third session in league competition of the current
season. A youth member can purchase an adult membership, bowl in an
adult league, and still maintain youth membership provided the league

is not involved in any form of gambling and no one is awarded cash,
bonds, gift certificates or merchandise prizes.

NOTE: Also, it must be understood by the youth bowler that if he/she

participates in adult leagues or tournaments which feature cash, bond S,
gift certificates or merchandise prizes (Rule 400), the youth bowler

may forfeit his/her amateur status in any sport. This can result in

the youth bowlerodés ineligibility for college schol ar s
prevent them from competing on grade school o r high school athletic
teams.

Before participation, the youth bowler should consult with a compliance
officer and/or academic counselor.

If a youth member holds a youth membership and an adult membership
(local or state), the youth member pays national d ues once.

Junior Gold



Although the association does not process or maintain Junior Gold

information, the association can take advantage of the program to

recruit youth bowlers. The association also can host Junior Gold

tournaments and events I contact US BC Headquarters at (800) 514 - BOWL,
ext. 3151, for additional information.

Junior Gold membership is for elite youth bowlers who meet the
following requirements:
a. Must be a USBC member in good standing.

b. Boys must carry a 175 minimum average (minimum of 21 games
bowled).

c. Girls must carry a 165 minimum average (minimum of 21 games
bowled).

d. Must purchase an additional Junior Gold membership separate from
the standard membership T Junior Gold membership is valid for one
year from date of purchase. The charge for a Junior Gold

membership is $30 for a new member, or $25 if joining with a
friend or renewing the membership. A Junior Gold membership may
be purchased at a Junior Gold tournament or from USBC
Headquarters.
If purchased through USBC Headquarters, appl ications are available on
bowl.com. Junior Gold bowling was developed to attract young athletes
who aspire to higher levels of competition. Specific goals for the
development of Junior Gold bowling include:
1 Retain USBC members and attract new members.
I Emphasize advanced training and coaching.
1 Develop more elite bowlers to become future USBC members.
I Act as a resource for collegiate bowling, Team USA and
professional bowling.

Junior Gold members receive bi - monthly issues of The Gold Approach
newsletter and are eligible to compete in Gold events such as scratch

certified competition for Junior Gold members. Qualifying youth

bowlers also have the opportunity to participate in the USA Junior Gold

Bowling Championships, which provides numerous scholarship

opportunities. Another benefit enjoyed by Junior Gold bowlers is a

Sport Bowling upgrade.

Standard

An individual who submits dues through a league as provided in Rule 101

ofthe  USBC Playing Rules and Commonly Asked Questions , Submits dues at
a tournamen t, or submits dues directly to USBC Headquarters is

considered a standard member.

Multiple Memberships and Reciprocal Agreements

Associations must offer multiple memberships to accommodate those who

enjoy bowling in different associations and multiple leag ues. An
individual with paid membership in one association who wishes to join

another association must pay applicable local and state dues unless

there is a reciprocal agreement between the associations if the

individual:
a. Bowls in a league in this associa tion except as provided in Rule
100e, Travel League and 100l Mail - 0- Graphic League.

b. Enters any association tournament requiring local membership.

A Areciprocal agreemento is an arrangement
associations in which the associations agree not to charge local or

bet ween

t
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state dues to members of the participating association(s) who bowl in a

participating associationébés | eague or tournament. E
board of directors has the authority to approve a reciprocal agreement.
For example, local associations A and B have a reciprocal agreement. A

bowler who is a member of association A has paid the applicable local,

state and national USBC dues. This bowler wants to bowl in an

association B tournament, which requires membership in association B to
be eligible to participate. Because associations A and B have a

reciprocal agreement, the bowler from association A can bowl in the

association B tournament without paying local dues to association B.

The first association the bowler joins is respons ible for processing

and submitting state dues if applicable and the USBC national portion

of dues.

The individual will pay national dues only once. Multiple members have

full privileges T such as holding office and entering tournaments T in
each associati on. Individuals that become multiple members as a result

of a reciprocal agreement may have restricted privileges.

Associate
An associate member (formerly known as an affiliate member) is an
individual who does not obtain membership through a league. Mo st

often, the individual submits dues through USBC Headquarters or a USBC
tournament. Full rights and privileges are provided.

a. Individuals may obtain membership by completing a membership
application and paying the known national, state and local dues.

If the local and/or state dues are not known, the individual
should be charged the maximum local and state dues.

b. Associations shall also accept members who, under the USBC
Lifetime or Permanent membership provision or associate status,
have listed the ass ociation as their designated association.
USBC Headquarters will reimburse dues for one local and one state
association. Lifetime or Permanent members pay applicable dues
in all other state and local associations they join.

Optional

Local associations m ay offer optional benefits to individuals for dues

that reflect the value of services provided by the association T
reduced local senior dues, for example. Dues may not exceed the USBC

maximum amounts as determined in the USBC National Bylaws. The option

and dues structure must be approved by the association board, prior to
implementation. Upon board approval the option should be included in

the associationb6s operations manual. When offering |
benefits, the association cannot waive or chang e state (if applicable)
or national dues. The association will offer all USBC optional

benefits as determined by the USBC Board of Directors as provided in

the USBC National Bylaws, Article 1V, Section E, Item 17.

Sport

Sport membership is a standard mem bership with the purchase of a Sport

upgrade i t he Sport wupgrade expires when the bowlerods cul
membership expires. Using competitive lane dressing standards, Sport

Bowling emphasizes the bowlerds ability to adjust spe

and deliv  er the ball with consistent accuracy. Sport Bowling conditions

are more challenging than typical league conditions; therefore,

averages under Sport Bowling conditions will typically be lower.

Please refer to Rule 204 and Rule 205 for information on the ad justment



of a Sport average. Sport members bowling in Sport leagues and

tournaments are eligible for Sport awards. A bowler participating in

both Sport and standard league competition, who records an identical

honor score (e.g. T 300 game) in each league is eligible to receive
both the Sport award and regular award acknowledging their

accomplishment.

Collegiate

A collegiate bowler receives a Sport Bowling adult or youth membership

with USBC through the USBC Collegiate membership. If the collegiate

bowle r wishes to participate in USBC supported bowling, the bowler must

submit the required dues to the appropriate state and local

associations. The college bowling team coach or captain is the person

responsible for processing USBC Collegiate bowling informa tion to USBC
Headquarters. The Association Manager is only responsible for

processing information about the collegiate bowler when the bowler

joins the association and participates in USBC non - collegiate bowling.

Permanent or Lifetime

Previously purchase d WIBC Permanent and ABC Lifetime memberships have
been grandfathered into USBC, meaning that individuals holding these
memberships will continue to have the national portion of their dues

paid. USBC

Headquarters also will credit the appropriate state and local
association upon receipt of the membership application. However, USBC

Headquarters only wild./l di stribute the Permanent/ Li

and state dues to the first local and state association the individual
joins each season. USBC does not o ffer Permanent or Lifetime
memberships at this time.

Honorary

An association may wish to provide some type of honorary membership,

which may include life membership, member emeritus, bowler of the year,

etc. The association board determines the criteria and includes it in

the associationbs operations manual . Honorary

considered members of the board and may not attend board meetings
unless they have been elected as an officer or director or are serving
as the Association Manager.

Dues

The dues a bowler submits are directed to three applicable areas: the

local association, the state association and USBC Headquarters. When

dues are paid through a local association, the Association Manager

transmits the state and national portions of the due sto USBC
Headquarters via WinLABS within 20 days of receipt of the dues. USBC

Headquarters will then transmit the stateos

state association. It is important that all dues and bowler

information are submitted to USBC Headquarte rs promptly to ensure the
bowler quickly receives the support and benefits of the national

organization. Because of the existence of state and local merged and

non - merged associations, several dues allocation scenarios exist.

1 Merged State Association: If the state association is completely
merged, it receives the appropriate amount of state dues
regardless of the status of the local association.

f et
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1 Merged State Association competing with Non

the non - merged state youth association, regardless of the status
of the local association, the youth member will select which
state association to join. The youth member has the option to

join both state associations. See Figure 4 -1.(As for adults,
their dues are received by the merged state association.)

1 Merged State Association not competing with Non - Merged State
Youth Association: If the merged state association is not
competing with the non - merged state youth association, regardless
of the status of the local association, the non - merged state

youth association receives the appropriate youth dues. (As for
adults, their dues are received by the merged state association.)

1 Non- Merged State Association: If the local association is merged
or has a merged (BA and WBA only) and a non - merged youth
association, the mendés dues are recei

youth dues are received by the state youth association, but women

member s must sel ect either the state

associati  on (WBA), or both as recipient of their dues. See
Figure4 -2.
Local dues stay with the local the member has joined, and state and
national dues are forwarded to USBC Headquarters. Bowlers enjoy full
USBC benefits regardless of association status.

Membership Processing

The association is responsible for the administration and processing of
bowler information, tournament scores, awards requests and association
board data to USBC Headquarters via WinLABS. Specmc local
association responsibilities include

a. Transmit membership dues to USBC Headquarters within 20 days of
receipt. Membership transmittals will include state dues (where
applicable). USBC Headquarters will then electronically transfer
state dues (where applicable) to the state association.

b. Process requests for USBC awards within seven days of receipt.

All additional achievements also should be entered into WinLABS
to provide a member with a history of achievements.

c. Transmit all board member and Youth Leaders Chapter (if
applicable) informati on within 20 days of election and maintain
the accuracy of the information. Submitting this information
also applies to state associations.

Although associations may be merged or non - merged, the responsibility
of providing quality and timely administrati on and information
maintenance for each member remains a top priority. Regardless of
association structure, when a bowler becomes a member, he/she will

enjoy the full support and benefits of the local, state and national

organizations. At the beginning o f each winter or summer season,
member information, centers and leagues that were part of the

association in the previous season automatically are included in the

WinLABS database for the upcoming season. Also, all membership

products, achievements and aw ards from the prior season automatically
are included in the WIinLABS database for historic purposes.

New bowlers can be added at any time.

- Merged State Youth
Association: If the merged state association is competing with
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