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Legal Disclaimer
To be read at the beginning of all meetings

"ALA operates under a policy of strict compliance witHederal
and stateantitrust | aws. Violations of those laws can pose serious consequences
for ALA and its officers, directors, staff, and members. A copy of the ALA
Antitrust Compliance Statementis available for review. Please let us know if you
want to review the ALA Antitrust Comp liance Statementor if you have any
guestions or concerns about these issues."

Note: A copy of the ALA Antitrust Compliance Statement is at Appendix A. It should
be brought to all ALA chapter board and general membership meetings and made
available f@ members to review.
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MISSION AND OVERVIEW

Mission:
The Mission of the American Logistics Association is to promote, protect, and enhance the military
resale and quality offe benefits on behalf of our members and the military community.

Overview:

ALA NATIONAL HEADQUARTERS

The American Logistics Association (ALA) is a voluntary, suofit 501(c)trade organization made
up of manufacturer s, rbeokens,fpablkshersrdistribatdrs anccothere s e n't
suppliers of products and services to the military resale and MWR industry.

ALA is in the best position to achieve its share of the promotion, protection and improvement of the
Military Resale and MWR Industmyrough its chapter networks, regional and national activities.

Whil e ALAG6s chapters preserve unigue regional
solidarity at the grass roots national level.

Local and regional chapters provide ALA with tality to communicate at all levels of the military
resale system and at all levels of the national political system which oversee the military resale
system.

1 The Chapters provide a local forum for the discussion of common problems and concerns
regardingthe military resale/distribution/procurement industry.

1 The Chapters furnish contact with members and military for the promotion of professional
development and educational seminars.

1 The Chapters help promote the benefits and advantages of ALA membernsbrpember
companies and individuals at the local level.

ALA MANAGEMENT

ALA is governed by its members. Association policy first takes shape at the committee level where
ALA members volunteer their services, weigh industry needs, debate programmideas goals.

The Committee concepts and recommendations are then brought to the national Board of Directors
for action. The Boardself ismade of ALA members from small, medium and large companies
elected by the membership.



ALA NATIONAL HEADQUARTERS STAFF

The dayto-day management of the American Logistics Association occié&shingtonD.C.,
where a professional staff plans, prepares and carries out the programs and services authorized by th
Board of Directors.

The President, the chieperating executive of the Association, is responsible to the Board of
Directors for the i mplementation of their dec
the Washington staff coordinates management services, prepares education iagcetfats,

programs and organizes regional and national convention activities, monitors legislative actions,
maintains website, compiles pertinent data on industry and prepares all material for publication.

NATIONAL BOARD OF DIRECTORS

The ALA Board ofDirectors consists of Chairman, Vice Chairman, Secretary, Treasurer, the
immediate past Chairman (who serves as Chairman of the Nominating Committee), two Chapter
Representatives, and six other members.

As stated in the Bylawshe presidents of the chaps$ elect two members to serve on the National
Boardof Directors to serve twgear terms. These directors represent chapters East and West of the
Mississippi and maintain contact with such chaptéiesnbers of the National Board of Directors are
encouragd to be aware of local chapter concerns and to be active in chapter activities.

(See Appendix B Chapter Representatives to the Boarr additional information.)



CHAPTER RELATIONS

There are 18haters of the American Logiss Association:

Alamo

Dallas-Ft. Worth
European

Florida

Georgia/South Carolina
Guam

Hampton Roads
Hawaii

Korea

Mid T America

New York

North Carolina
Northern California
Northwest
Okinawa/Far East
Southwest
WashingtonD.C.

Rocky Mountain Chapter

Note: Chaptersas ofOctober 2012



In addition to services and official ALA materials, chapters receive guidelines for effective chapter
management.

ALAOGs basic principles, goals, and obj eigitsi ves
publications and are available to the Chapters. Chapter presidents are-teegatgon important

issues by frequent contact from ALA staff and the National Board of Directors. They receive all
pertinent mailings that have been sent to the INatid Board of Directors an
voting members.

Chapters are asked to participate in ALA National meetings held in their reJibase meetings
provide a further opportunity for chapter representatives to share common concerns Nétiahal
Board of Directors.

ALA national staff members interact with the local chapters on organizational and management
matters. The local chapters are encouraged to call the national office to discuss any issues that arise.

The ALA National staff icludes one dedicated mempdie Director oMembership & Marketing
to assist the Chapters. This personthe Chapter Representatiisthe initial contact for all chapter
matters.

Liability Insurance

Upon receiving it€harterand incorporating, th€EONUS base@haptes will be included under the
Associ at i o nlily:sutahcaplakaedtwill teimlutse ALA National foits share of the

annual premiumChapters willbeinvoiced for paymenby ALA National. (U.S. based chapters

only). OCONUSChapters have separate liability insuraf@®NUS based Chapters that do not

rei mburse ALA National f or Dbetnstified thdithayamoto f t he
coveredunder he Associ at i on thadithey wilsbe hekl respenddpforang a n d
incidents that may happe | ease contact AL AMahbgafarmareal 6s Acco
information.

CHAPTER ORGANIZATION

ALAGs chapt er s asupportingdvelyntearrdreorganjzatiengdutfmust

operate i n accor thasmedduideineshrhep areérésponsible for facilitating

their own activities, fund-r ai sers and meetings bylawsand cor danc e
guidelines.

OPERATIONSSUGGESTED PROVISIONS
FISCAL YEAR

ALA National 6s f i scal syretefollovieggina30.h@pted fikaall v 1,
yeass may coincide with the fiscal year of the national offidénis facilitates bookkeeping
procedures and coincidesi t h t he el ecti on of Board members
Convention, which iseld in the fall.



IRS FILINGS

Each Chapter is at liberty to select which ever tax filing period they agree upon, whether it is fiscal or
calendar year. They are also required to file their own tax returns which are due within 90 days after
their tax geriod ends.

1 If revenue for the year is less than $25,000 the Chapiet file Form 990 Nig@ ost car d o
with the IRSThe 990 Nfi @ 0 s t ¢ eompletecandsiled electronicallyon the IRSwebsite
(www. IRS.gov) There is no paper form.

1 If revenue for e year is $25,000r greatethen theChapter filed=orm 990(AppendixE).

These forms should be filed directly with the IRSs suggested that a professional
Accountant file this fothe chapterHowever, to arrive at your income, you add the lasteth
years of revenue and divide that number by three.

1 If your chapter is unable to file using one of the above options, contact your individual
accounting firm for filing requirements and classifications.

FEDERAL TAX ID #
Each Chapter is provided a Fedérax ID# through the IRSIf a chaptedoesnot know thé& Tax
ID#, contactALA Nationab Accounting Managefor assistance.

ANNUAL MEETING

An annual meeting of the h a p membe&rssmust be held at an appropriate time to render an
accounting oftheltapt er 6s st ewardship during the previc

OFFICERS

Officers of a chapter elected from its membership should consist of a President, Vice President(s),
Secretary and Treasurer and other ofcas deemed necessary. The offices of Secretary and
Treasurer may be combinedll chapterofficers must beurrent ALA Nationaimembes. No more

than two members of the same company can be officers and there must be at least a total of four
officers. If two members of a company are on the baoaisirecomnended thaho more than one
personis allowed per commissary, exchange or M\&ékes division If less than 4 officerson a
board,no more than onpersornper member company can be an officer.

ELECTIONS

All officers may be elected at or prior to the aahmeeting of the members and should take office

the day after the annual meeting or on such other day after the annual meeting as the chapter
determines. The officers shall serve until the close of the next succeeding annual meeting, or when
the next edcted officers take their officelpon new officers taking office, Chapters are asked to

update ALA National by completing the Chapter Information form ¢g§geendixJ). For a chapter

election, the ALA suggests creating a nominating committee that cooisigigo 5 people who

represent the chapter membership and 1 member of the Chapter Board of Directors who will chair the
committee. The committee will develop a proposed slate of candidates to be presented to the
President for review and to your membepstar a vote.



BOARD OF DIRECTORS

The afairs of the chapter maye governed by a Board of Directors or an appropriate group as
provided in the chapter bylaws. The Board of Directéqmsoints removes oestablishetheduties of

t he ¢ haptaddmitedsfas deeened necessary. A majority of the Board of Directors
constitutes a quorum at all its meetings.

FINANCES

All checks and other instruments for the payment of chapter expenses must be drawn in the name of
the chapter ancequire two gnatures. Mrmal signers are the Treasurer and eithePtlesident or

Vice President or othenemberauthorizedn writing by thegoverning body as provided in the

bylaws. No check or instrument may be signed and countersigned by the same person.

GOVERNING RULES

The chapters shall operate as set forth ircHaptebylaws There is no one set of bylaws for all
chapters and st is suggested that the chapter bylaws be consistent in nature with the Articles,
Constitution and Bylaws of the national argzation. Any modifications folocal rules may be
discussed witlALA N ational office personneEach chapter shall submit a copy of their bylaws to
ALA National. An example of Chapter Bylaws can be seeAppendixD.

COMMITTEES

The strongest chapteare those which operate in efficient manner. To operate efficiently, a large
percentage of the chapterds members must be i
participation in committee work.

Maximum effectiveness results from theaddishment of committees, selection of strarrgative
chairpersons and the membersdé participation.
by a chapter vary with the size. Committee suggestions include: aRrolgtembership,
EntertainmentPubic Relations, Auditingand Nominating

CHAPTER INCOME

Regional chaprs are financially independesrtd do not receive any portion of the dues paid for
ALA National membershigChapters are fre® assess additional dues for chapter services, which
thechapter may retain.

While ALA and its chapters are ngmmofit organizations, it is necessary to make all projects sel
sustaining. Any surpluseshall be used to maintain an adequate financial reserve, provide for proper
management expenses and suppmmbership programs and services. Suggested income producing
activities include: gofoutings,silent auctiongnd selling raffle tickets for special prizes. Meeting
registration fees may also be charged by the chapter. The chapter may chargefaehigheon
members.

As with any business, appropriate consideration must be made for adequate insurance and similar
costs when sponsoring eve(gee Chapter Liability Insurance on p&je Also, chapter officers may



be liable for any occurrences thappen at any sponsored event. This is why the proper operation of
a chapter as an independent organization is so important.

CHAPTER RECORDS

Records wi be maintained for all chapter activisie Additionally, the chapter Wiprovide the

National Offiee with copies oftte annual financial recordsiinutesof all Board meetings, committee
reports and a det ai | e d whickpilbbe tseddonthetChapteroth apt er 6
Excellence grading (Sefppendixl). The information shall include attéance at special events,

cost of activities, revenues and other information of value to subsequent committees. The
accumulated information greatly simplifies the planning work of each new committee Chairperson.



ASSOCIATION RISK MANAGEMENT

CHAPTER FIDELITY

It is generally true that the scale of potential fidelity loss tracks the scale of financial operations.
The larger the dollar size of the transactions and the greater the volume of financial
transactions, the greater potential for larger loss. However, there is no reliable industry
measure that correlates chapter revenue and financial strength with adequate Fidelity
(employee dishonesty, bond, etc) Insurance limits. In my view the most important criteria in
gauging a chapter’s need for such coverage are the accounting controls in place and the degree
to which these are genuinely adhered to by the chapter. The challenge faced by most chapters
is the limited number of people available for what is known as “segregation of duties”. The
term refers to a risk management technique that allocates the various financial management
responsibilities among enough people so that the likelihood of a theft is diminished since no
one individual can easily steal without the knowledge or assistance of others. It is important to
know that most employee theft claims take place over an extended period of time. The
individual often begins by testing a controls weakness in a minimal way to determine if their
breach is observed. If not, the theft may take place repeatedly over a period of months or even
years.

If, like most chapters, you don’t have enough people to achieve rigorous segregation of duties it
becomes even more important that chapter management identify, implement and faithfully
adhere to basic but effective accounting controls. The top five controls in our risk management
view include: i) countersignature above a normal dollar sum; ii) bank statement is sent to and
opened by someone who does not have signature authority; iii) blank check stock is not held by
anyone with signature authority; iv) adequat@ documentation is required for all expenses; and
v) bank reconciliation is performed by someone who does not have signature authority. Many
association executives will point out that these controls will cause inconvenience. True, but
they will also result in a disincentive to theft and an ability to identify theft early on.

When asked by association executives “how much should we have?” we often turn the
question around, asking the individual(s) responsible for financial management: “if someone
had the same understanding of the financial management environment as you do and they
were inclined to steal, how long would it take before the existing accounting controls would
identify the breach and how much could they steal before being discovered?”

NOVICK
GROUP

The Leader w Nonprofit Insuance

© Novick Group, Inc. 2006
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We recommend that all chapters maintain Fidelity coverage (also referred to as a bond,
employee dishonesty and Crime Section A). Most policies treat volunteer leaders as employees,
covering theft by these individuals as well. A comprehensive Fidelity policy with a limit of
$25,000 and deductible of $250 should cost in the range of $250 annually. Many chapters will
find that a minimal amount of Fidelity coverage ($10,000 - $25,000) is included with their
Package policy (property, general liability, etc).

NOVICK
GROUP

The Leader in Nonprofit insurance

© Novick Group, Inc. 2006
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CHAPTER ADMINISTRATION

CHAPTER PRE®)ENT

The importance of the office of the Chapter President cannot be overemphasized. The importance
goes far beyond the influence he/she exerts over the success of his/her own chapter. As previously
noted, total ALA strength is, in large measure, diye@lated to the strength of its chapters.

The Chapter President is the principal pointafitact between thehapter and: military resale
organizations (commissaries, exchanges, MWR); chapter memth&xsiNational Headquartersnd
the public at large An important ingredient in a successful chafgadership is the ability dhe
President to workvith and lead fellow officers, board members, committesgraen, and the
individual chapter members.

Before the chapter can begin a successful operatiwall structured strategic plamith stated goals

and objectives must be prepared by the President and the appropriate officers. This plan should be
ready for presentation at the fiscal year end meeting of the Board for approval or modification.
Ideally, the plans developed through consultation with other chapter officers sharing responsibility
for the coming year 6s operation. Having take
Secretary and Treasurer will provide effective suppothis endeavor.

Careful attention should be given to the selection of committee chairmen, who will be responsible for
making the plan work properly. Committee chairs should be fully and clearly informed as to what is
expected of them, avenues of appfgdcnetables, budgets, available resources and relationships

with other committees. The president will need to establish committee reporting procedures designed
to keep him/her fully informed.

Following is acheck list of responsibilities for thgresident:

*Preside oveall memberkip and board meetingk addition to opening and closing the meeting,
the President shall maintain a firm schedule of meetRgsember, memiog and guests attend
meeting to gain information ankear the guest speakerhuB, chapter business, miscellaneous
reports, and other extraneous activities should not be allowed to contribute to a borhvgnibedy
session.

*Carefully match committee responsibilities with available pedpleid one person committees and
d o n @lect mevww members who might offer new ideas. Maintain periodic and comprehensive reports
of committee activities.

*Coordinate tweway communications with ALANational Headquarter€ommunications

pertaining to chapter operatiosisould be directed to trstaff liaisonat ALA National Headquarters.
Keep chapter officers and members informed on ALA Headquarters policies and activities. When
appropriate chapter members should receive pertinent information through bulletins or
announcements.

CHAPTER VICE PRE®DENT

The duty of the Chapter Vice President is to act on behalf of the President when the President is
unable to be present.he person in this role should be supporotéhe Chapter President.

12



Generally, in chapters where a succession of officerbé®s established, the term of office of the
Vice President can be used as a fAischoolingo p

The Vice Pesident should serve as anakicio member of several of the important committees and
attend as many of their meetingspassible. In this way, the Vice President becomes thoroughly
familiar with all/l phases of the chapterdos ope

CHAPTER SECRETARY

The Chapter Secretary has a variety of important administrative dutiesSe€tretary is responsible

for maintaining all chapter records, reports, membership lists, and minutes of chapter officer
meetings. This person also maintains close contact with ALA National Headquarters and furnishes
such reports and records to that oftserequired.

Additionally, in some chapters, the secretary plays a prominent role and becomes the focal point for
chapter activities.

Duties of a Chapter Secretary usually include:

*Maintaining Record$ For chapter continuity, it is necessary that ptate records be maintained

on such activities asboard meeting minutesducational activities, social programs, and all other
business of the chapter. In many instances, complete reports of special events are supplied by chairs
of the responsible comittees. Where possible, a special depository should be provided for the
storage of such permanent and continuing repo

*Keeping minute$ The Secretary is responsible for keeping minutes of all Chapter board meetings.
Minutes shall include reading of the disclaimer, agenda items discussed, decisions reached, and all
other business conducte@opies of minutes should be distributed promptly to allChapter

Board members for approval andonce approveda final copy mailede-mailed to ALA National
Headquarters.

*Correspondence The Secretary is the official correspondent for the chapter. In addition to the
normal correspondence with chapter members and ALA National Headquarters, the Secretary
handles official communicatiorsalirected by the Chapter President.

*Membership recordsEvery effort should be made to keep chapter membership records current.
ALA National Headquartersansuppl reports of members added, transferred, dropped or I&psed

a chapter listing of aate members should be kept as weil addition, all member address changes

are supplied as reported to ALA National Headquarters. These reports should immediately be
integrated in the chapter membership record files. Changes in membership, includasg add

changes, should be transmitted to the active mailing list to keep it current. Address changes, change
in status and other pertinent information should be forwarded immediately to ALA National
Headquarters.

*Providing Report$ The Chapter Secretarys r esponsi ble for a report
shall be made to the chapterds members at its
available from monthly records and from reports of all committee chairmepie<af the Annua

Report willbe sent to ALA Headquarters.

13



CHAPTER TREASURER

The Chapter Tresurer has the responsibilitygfat her i ng, di sbursing, and
funds. The Treasurer shall prepare a complete and accurate statement showing the caniaht fina
status of the chapteAll chapter funds must be disbursed oty by check and all checks wilbe

signed by two authorized chapter officers.The Treasurer is normally one of the authorized

signers.

Furthermore, the Treasurer is custodian of chaptarves in the form of savings or checking

accounts in banks, stocks, bonds, or other securities. Sound chapter operations demand the
establishment of and adherence to realistic budgets. Each committee shall be informed of the funds
budgeted for its atities. To keep all groups aware of individual budget performance, payments
chargeable to specific committees should not be made without formal approval of the chairman of the
committee involved.

It is advisable that the Treasurer and other chaptereoffihandling funds be covered by a surety

bond to protect the chapter from legal action should the need@wuisty bonds can be obtained
through an insurance company of the chaptehoice.Cont act ALA National 6s
Manager for guidance on tabning a surety bond.

Chapters are encouragecdatinuallyappointan auditing committee 0 r evi ew each yea
reports and attest to their accuracy.

FINANCIAL PROCEDURES
INTRODUCTION

It is the purpose of this section to assist andey@ddA Chapters irestablishing and maintaining

sound financial procedures. Financial procedures should be as simple as possible, yet complete, with
safeguards to assure proper control. The records provide for an easy analysis of the yearly operation:
and eag reporting to the Board amdembership.

CHAP T EBANKING PRACTICES

Chapter operating funds should be on deposit with a local bank that provides monthly statements and
where possible, such bank should waive any service fees {prabinorganizations.

Reserve funds and excess funds should be put to work in a savings account or government securities.
Investments shall be made with approval of the chapter Béatd A pdicy requires that all

checks be signed by two authorized chapter officersThe trasurer shall be one of the signatories.
Preprinted checks, numbered for the chapter record shall be used. Checks should be printed as
follows:

Chapter American Logistics Association

Canceled checks should be held for a mininairinree years before destroying, depending upon the
statute of limitations in the various states. Bank balances should be reconciled once a month.
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BUDGETING

A budget should be prepared at the beginning of the fiscal year, and before any expendddee is
The budget should be prepared by the Treasurer in consultation with the various committee chairmen
and chapter officers, and should be approved by the Board.

Budgets must be prepared with the objectives of the chapter in mind. A gain eachgear is
necessary since a surplus may have been accumulated in a prior year to provide for a specific
program. However, income should always exceed expenses.

In planning a budget, keep in mind that it is a good practice to maintain cash reserveteddequa
maintain good credit ant provide for unexpected contingenci€udgets should be reviewed
guarterly against expenditures.

RECORD KEEPING

General

All cash receipts should be recorded and deposited as soon as possible and all expenditures should b
recorded at the time they are made. The chapt e

These records will be kept on a ficash basisbo
chapters, particularly the larger ones, may find it advisablegp kecords of account receivable and
accounts payable and other assets and liabilities for their own internal controls.

Use d Treasurer o6s Jour nal

Each time money is received it should be ente
Date, Icentification (from whom it was received), Check Number, Received (amount), and in one of
the income columns under Distribution of Receipts and Disbursements.

The Distribution of Receipts and Disbursements columns are designed to show what major functions
brought in funds and incurred expenses. The cash journal portion should provide a balance column

so that a continuous record can be maintained
entering the brought forward amount in the balance coltimnpformation can be carried from page

to page of the Treasurerds journal. This el
check stubs since this journal, in effect, becomes the checklto@knple Trea ur er 6 s Jour n
AppendixF.

A canceled check column should be provided fo
bank. This posting occurs only upon receipt of the periodic bank statements and is used in
conjunction with the reconcilement of the bank statement. tdiaing the supporting records for the
chapter 6s f i nisimpoitaatlltisrecommended Treasurer shall keep three folders
dated with the fiscal year and titled as follows:

1. Invoices For every journal entry there should be an ineanarled paid, date paid,
approvedby he proper authority, a rhith ittwhsepaiccniakgm oreitr 6 s
The invoice should be filed in check number sequence and retained for a minimum of three years.
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2. Receipts All receipt recordsletters, budgets, etc., should be filed in their sequence of
dates and retained for a minimum of three years.

3. Bank Statementafter each bank statement is reconciled, it should be filed in date
sequence with the applicable canceled checks.

Financial Reports

Reports should be completed by the Treasurer, at least quarterly and approved by the Board. Reports
should include totals of income and expenditures on the basis of the established accounts. Reports
should be audited and checked against timk baok once a year.

It is highly recommendaethat thec h a p finarcds benaintained by using a commercial software
program such as Intuit Quicken or Microsoft Money.

FINANCIAL SUPPORT FROM ALA NATIONAL HEADQUARTERS

Services that ALAdoes not chargehapters for:

Consulting on meeting content/guest speakers/formats etc.
Generation of mailing labels

Writing promotional materials

Attending chapter functiofi@Note 1)

Providing plaques/ceficates of special recognition*(Note 2)
Membership rosters

Sevwices that ALA does charge for:

Postage costs fahaptempromotional mailings

Printing charges fochaptempromotional mailings

Coordination of chapter activities to include, but not limited to, hotel
facilitation/accommodations, registration procesbdke ALA receives all meeting
registraions/money), staff attendance*(Notet8)facilitate chapter activity*(Note 4)

Notes:

1. ALA National will pay for travel expenses when staff attends a chapter function. ALA
will also pay for the cost of the meetingpistration fee unless the chapter has asked the
staff member to speak or attend in an official capacity.

2. Each chapter is responsible for the engraving/printing. There is a maximum of 3
plaques, per chapter, per year.

3. Includes air fare, hotehal meald not salary, however.

4. Revenues from the meeting would be netted against éost profit will be given to the
chapter.
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MEMBERSHIP PROMOTION

ThePresident along with thdembership Committee is charged with the responsibility of securing
new membersral retaining current members. Because of this responsibility, the Membership
Committee is vitally concerned with all chapter activities. Attractive, interesting and informative
chapter meetings do much to hold your members and to attract new members.

Productive Membership Committees must be well manned, energetic, and persistent. From time to
ti me, ALAO6Gs National Headquarters provides 1in
can and should be adapted to the specific needs of each chaptee.aidisecan be highly effective.

As with any function, membership activity should be conducted according to the strategic plan. Plans
and goals should be established early and continue throughout the chapter year.

Association objectives call for a coast increase in ALA membership. The military
resale/distribution industry is constantly increasing in complexity and so, to keep pace, Association
membership should grow at the same rate to insure that the industry is being represented. By
increasing itsources of revenue, ALA National Headquarters and its chapters will be more capable
of providing the vital programs and services for industry businesdfoerthis reason, it should be

an ultimate goal of ALA chapters to add to the National membershégasasell.

SUGGESTED PROCEDURES

An effective membership promotion campaign is a Hmemged effort: writing letters, telephone

calls and personal contact. A combination of the above is the most effective way to promote the
chapter and should becommdtt ed at | east every two weeks. Do
are made by 20% of all salesmen after the fifth contact.

When preparing a prospective new member | i st
individuals which have dropped theilemberships. This is important for several reasons: (i) the

ever changing military market is becoming more complex and they may not be aware of the
multitude of changes taking place; (i) The Association has moved forward aggressively to strengthen
its effectiveness by developing new programs, (iii) and the benefits of a membership may not be
readily apparent to nemembers and former members.

As an introduction to chapter membership, assign someone specifically with the duty of serving as

host for the meting, to make introductions, answer any questions the prospects may have and
provide the prospect an opportunity to see fi
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MEMBERSHIP POLICIES (National)

CORPORATE MEMBERSHIP$ ALA NATIONAL

ALA Nationalis a compambased membership organization. The roster is based upon companies
that belong and the individuals who are employed by them.

When a company joins, four individuals receive publications, mailings, meeting notices, etc., under
t hat ¢ o mp @neypfihe fod wilkbe designated the voting member. Each company has one
vote in ALA National elections or whatever else may require a vote. The voting member is the
individual who would make those decisions for that company.

INDIVIDUAL MEMBERSHIPS T ALA NATIONAL

I f a member company has filled the four sl ots
may add individual members e currenannualper persomuesrate @As of April 2011, individual
membershi@re$150. INDIVIDUALS MAY NOT BE MEMBERS UNLESS THEIR

COMPANIES ARE ALSO MEMBERS .

Other types of individual memberships include retired or active duty military personnel (providing
that after retirement that person does not work for a company involved in military resale).

When a individual joins ALA, they automatically qualify for membership in a local chapter and are
assignedo a localchapterbased on theizip code However, local chapters may impose a local
chapter membership fee for individual members.

MEETING SAND EVENT S

EDUCATIONAL SEMINARS/MEETING ARRANGEMENTS

Responsibility for an efficient and wellin meeting can be traced to the effectiveness of the
Arrangements Committee (sometimes referred to as the Entertainment Committee or as part of the
Program Committee byarious chapters.) Although the scope of this committee will vary from

chapter to chapter, it normally includes the physical arrangements for chapter meetings and functions.
Size of the committee will, of course, be determined by chapter need. Sqmerskdsh to have

one member of the committee responsible for a given effort or event. Other chapters appoint a group
to establish such meetings.

DUTIES

The Arrangement Committee should begin its activities well before the first meeting of the chapter
year. Action is required as soon as a complete program has been determined by the Program
Committee and, if applicable, as soon as the Board has determined meeting dates and sites.

Meeting sites should be selected to augment the program and with tlemiemce of the members as

a paramount concern. Confirmations for meeting place and date should be made as early as possible
and in writing. The range of menu selection, pricing and guarantee policies should be investigated
prior to making final decision®r each meeting or function.
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MEETING FEES

Meeting registration fees should be priced, at a minimum, so that expenses incurred are covered. In
addition, the chapter may wish to increase the registration amount so that funds for future events are
maintaned. It is advised andhighly recommendedfor chapters to charge noanmembers a

higher feethan members. This provides anncentive for non-members to join.

MEETING ARRANGEMENTS

Preparationdr The Meeting

1.

2.

Plan a meeting date with board members, gsgstiker(s) but check with the meeting facility
management for dates they facility is available.

Arrange for the meeting room, food and beverage options, taking into consideration religious
dates and holidays.

Submit the guarantees to the meeting fackityes department/banquet departnasnt

previously agreed.

All arrangements for a meeting should be planned and completed in advance.

Designate one member of the committee to amiveast oa hour early to determine that all
previous arrangements aregood order.

Contact speakers to see what type of awdiaal support they will need.

Day of Meeting
Outside The Meeting Room

rwn PR

Proper facilities for checking or handling of hats and coats.

Tables, chairs, and equipment such as tickets and cash boiss tioket sellers.
Tables for registration and badges.

Arrange proper information and directional signs.

Inside The Meeting Room

1.

N

Noohkow

Ensurt he speaker s o6 e gateisgiumednntworking grderlnragditic tot s

the usual equipment, the follovgritems should be checkéal ensure an orderly meeting:

Screen, projector stand, and projectors should be positanteteady to operate. Secare
competent operator for projection equipment and alge ha extra light bulb on haridr the
projector. Be sure that an extension cord is avaédb reach from the equipmetatthe wall

outlet. Also, be sure the remote control corldbigy enough to reach from tiséde projector

to the lectern. Predetermine whereligkt switches are and whortissposible for dimming

the lights. Itis a good idea to rumough the film or slides witthe speaker before the

meeting begins;

Seating arrangements for the head table, including the number of persons, their placement and
name cards which are visible to tmajority of the audience;

A |lectern should be available at the speak
The public address system should be in good working order with a microphone if necessary;
Flags, banners, gavel, and awards should be in their priaoer, p

Blackboard, chalk, eraser, easel, and pointer should be readily available; and

Ice water and glasses for speakers are strongly recommended.
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8. Have all possible needs covered and arrangements made before members and their guests
arrive.

9. Providevoluntee wor kers, administration and pr omot
department of the National s Regi onal Me et

Suggestions for planning and conducting meetings are at the following appendixes:

Appendix G- Suggested Chapter Meeting Preparationt Mar i al s & ATo Bri ngo ¢
Appendix H- Suggested Meeting Agenda & Minutes Template
Appendixl-Det ai | ed Report of Chapter Activities nC

ALAOGs Meetings Department i s avai l argénentstfoodans
guarantees, facilities, speakers, etc., and guidelines for activity registration fees.

PUBLIC RELATIONS

There are many reasons why a chapter should make an effort to publicize its activities through the
various trade, military and publinedia. The most compelling is to gain recognition for the chapter
and for ALA National.

Publicity encompasses much more than preparing a meeting notice and sending it to local newspaper:
and industry publications. Good publicity requires much planmigaork. The better the
planning, the more successful the event will be.

Although it may not appear so, news media depend upon individuals such as chapter members for
most of their information. Therefore, their representatives are usually receptitgdessof news
when they recognize that legitimate news is being offered.

Pl anning involves the publicity potential of
possibilities of each activity should be explored. The old adage about ture fbeing worth a
thousand words is still true. A photograpHlwequently be published in the post newspajmeral
newspaper or industry publication while a straight story on the same subject might be ignored.

WHAT TO PUBLICIZE

Of all the publiciy possibilities, the regular meeting of the chapter can be used most successfully, but
it will take more than a routine press release to realize full potential. Complete information is
essential.

More often than not, a picture of the speaker should &é& as part of the meetings notice. Be sure to
compl etely identify the photographds subject,
company or military service affiliation whether on a piece of paper attached to the back of the
photograph, or orhe photograph.

Chapters having prominent guest speakers at their meetings may be successful in arranging an
interview by the new media. This often centers around the guest appearance of a lekabwrell
politician, high ranking military officer, or thALA Board Chairman or President. The alert program
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chairperson can find something in his speaker
relate to the general public, especially if the meeting location is near a military base. Héotines
potential news sources that the speaker will be available at a specific time and place. The program
chairman may accompany the guest to the newspaper or media source.

While it is probably true that a story printed about a specific meeting wil litdle-if -any effect on

t hat meetingds attendance, it definitely help
assists not only the local chapter name recognition, but also the ALA National. Regular meetings are
the most frequent oppaity for publicity, but there are many more possibilities with a reasonably
active chapter. For example, consider publication of: Special nights, Election of Officers, awards
presentations, prominent guest speakers, Regional Conferences, and chagesaai@s.

TIPS ON TECHNIQUES

A good news release is a distillation of all the rules of good writing, i.e. information should be
complete and factual. Also, the story should be brief, without being terse, and timely.

An excellent test for thoroughneissto examine the opening paragraph of your release antlisee i
answers t he DHd jownalism: Who? What? Where? When? and Why?

ALA PUBLICATIONS

ALA National Headquarters publicizes mhpapter
Remember to alwaysend information to the Directdviembeship and Marketingo it may be
published in ALA publications.

For questions or concerns regarding any information contained in tis handbook,
contact theDirector of Membership and Marketing at ALA National
Headquarters.
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Appendix A

The American Logistics Association
Antitrust Compliance Statement

ALAGs policy is to comply with bisotedonddctodrseives | a
in such a way as to avoid any potential for antitrust exposure in the first instance. Full compliance
with the antitrust laws is a requirement for ALA membership, and responsibility for compliance rests
with each member.
Competibrs should not discuss certain antitreshsitive subjects when they are together, either at
formal association meetings or during informal contacts with other industry members. Further, as
competitors in an industry, there are certain joint actionsanduct that members must avoid, both
in the context of ALA meetings or forums, and otherwise. Specifically, members may not engage in
the any of the following actions or conduct with other competitors:

1 Fix or set prices for selling products or services;

1 Allocate geographic markets or customers between or among competitors;

1 Boycott competitors, buyers, classes of buyers, or suppliers;

1 Conspire to exclude competitors or suppliers from the market;

1 Rig bids, rotate bids, or otherwise distort the bidadingontracting process;

1 Agree upon levels of supply to the marketplace; or

T Discuss specific sales or marketing plans,
ALA meeting participants have an obligation to terminate any discussion, seek legaleedud s

advice, or, if necessary, terminate any meeting if the discussion might be construed to raise any
antitrust risks.



APPENDIX B

ALA CHAPTER REPRESENTATIVES TO THE
BOARD OF DIRECTORS

The ALA Board of Directors includes two individuals who represeatinterests and concerns of the
Associ at i ofroesepré€skniing the East and one representing the West. These individuals
are nominated and el ected by ALAOGs Chapter Pr

Term of Office Staggered twwyear termg East and West Repseaglected during alternating years
(beginning at the meeting of ALA Members duri
same time the following year)

Basic Responsibility/Function Chapt er Representatives act as
Chapers and the National Board of Directors. The main responsibility of the Representatives is to
facilitate and solidify the Associationds gr a
line of communication with all Chapter Leaders in ordedemtify Chapterrelated issues/concerns

and ensure that such issues/concerns are understood and addressed at the National level.

Position Requiremernts

1. Representatives must be members, in good standing, of ALA National.

2. Representatives are expattto remain in close contact with all Chapter Leaders, one another
and National ds Chapter Liaison staff perso
issues/concerns at the Chapter level that may require a plan of action. Chapter Representative:s
arealso required to take an active role in constructing and helping to implement any plans of
action for the Chapters.

3. Representatives are expected to attend all ALA National Board of Directors Meetings
(approximately 5 per yedrusually held in conjurton with scheduled National Events and
one or two freestanding).

During each Board Meeting, Representatives are required to provide the Board of Directors
with a Chapter report and present any action items for Board consideration on behalf of the
local Chapters.

4, Representatives must be able to participate in arahaw the various Chapter Leaders
Meetings (held during most scheduled National Evemtgpraiimately 3per year) and
guarterly Conference Calls.

5. Representatives are expected toratt@any ofthe various individual Chapter functions and
activities scheduled throughout the yé&k A National produces an annual events calendar
via its website, provides updates via its monthly ALA Connection and Executive Briefing, and
encourages all aots Chapters to include the Chapter Reps on their mailing lists.)
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Representatives are encouraged to participate in other activities not mentioned above that may
have a positive affect on ALAOGS grassroots

meetings, etc.).

Representatives may, during their term, be requested to perform other duties/tasks as
determined by ALAO6s Board of Directors.
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. BYLAWS OF THE AMERICAN LOGISTICS ASSOCIATION

ARTICLE | 7 Name and Location

Thenameof the Assogationis the AmericanogisticsAssociation(hereinafter called the
AAssociTah e oA a c dgaateisandpdnsipaloffica will be in the Greater
Washington DC Area

ARTICLE Il T Purpose and Objectives
Section 2.1: PurposeTheAssociatiornis organizedh accordance with Section 501(c)(@)the
Internal Revenue Code of 1986, as ameridethe purpose giromoting theactivities, interets and
objectivesof companiesandindividuds actively enggedin the manufacture,sale and/or
distributionof productsand serviceso agenciesof theUnited State§sovernmentsuch asthe
Depatment of Defenseandthose othefederalagertiesand depementsacivein the
procurement or sale of such prodicts and senicesas aresold in, or made availablethrough,
resale outlets MWR / Servicesor similar activties.

Section 2.2: Objectives The association shall pursue the followotgectives:
(a) To promote the efficiency of the military resale and MWR benefits supporting the United
States military community and their families and to preserve the spirit of mutual
understanding and cooperation between the activities providinglibeséts and the
businesses that support this business channel.
(b) To support professional education, training and skills development to enhance
performance of the military resale and MWR communities;
(c) To foster and enhance communication betweetoaktituencies of the association;
(d) To provide timely communications to keep all constituents in tune with market
conditions; and,
(e) To provide such meetings as necessary to achieve association goals.

ARTICLE Il - Membership

Section 3.1: Membeship Classifications Within the Association, there shall be the following
membership classifications: Industry and Individual Members, and Honorary Members.

Section 3.2: Industry Members Industrymembershighallbe open tothose entities natural or

legal, activelyengagedn providing support through the deliverymoducts and senicesto agences

of theUnited StatesGovernmert. Eachentityadmittedto the Associatiorshallbe entitedto

nominae up tofour (4) personasmembersEntities mayadd additional members at fees determined
by the BoardHowever,only onerepresentativef each entityis enitledto vote on issues requiring
membership affirmatioiMembership shall reside with the entity and not the individuals appointed
by the entityor its representatives.

Section 3.3: Honorary and Life Member3heBoardof Directorsmayfrom timeto

time by resoltion electa persoror persongo Honarary or Life membershipn the Association.
Suchmembershiwill entitleholder theeof to the rights and privileges includedn the.
resoluton, butsuch memberspswill notentitle recipentto voting privileges.
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Section 3.4: Termination of Membershiprhe Board of Directors may recommend that any entity

or individual member be expelled frothe Association for conduct contrary to the objectives of the
Association. The entity or individual member shall be given an opportunity to be heard at the next
Board of Directors meeting after a written recommendation for termination has been prestmed
Board. After deliberating the issue, the Board shall vote on the question of whether the member shall
be expelled. A twahirds affirmative vote of the Board shall be necessary to expel a member. Any
member who resigns or is expelled shall rent@ble for any charges due at the time of the

resignation or expulsion.

Section 3.5: Additional Categories The Board of Directors shall have the authority to amend
current or establish new categories of membership by Hings vote of the Board.

ARTICLE IV 71 Dues and Fees

Section 4.1: Rates Membership dues and assessments shall be at rates established by the Board of
Directors. Fees for programs and services are set by the Chief Staff Executive within the parameters
of the Board approved budget.

Section 4.2: Enforcement Members may be placed in a amember status for failure to pay dues
and assessments at the discretion of the Board.

ARTICLE V -- Membership Meetings

The Association shall hold membership meetings at such time and pldeteamined by the
Board of Directors. One meeting each year shall be designated as the Annual Meeting. At least 90
days notice in writing shall be given to members prior to annual meeting. 51% of voting Members
shall constitute a quorum.

ARTICLE VI - Officers and Duties

Section 6.1: Officers All officers of the Association shall be a member in good standing. There
shall be a Chair, Chaklect, a Secretary, a Treasurer and the Past Chair. TheEéaetrshall be
elected from the current Board ofrBetors, and other officers must serve on or have served on the
Board.

Section 6.2: Term The officers of the Association shall take office at the close of the Annual
Meeting and shall hold office for one year or until a successor takes office.

Section6.3: Chair. The Chair shall be the chief elected official of the Association and shall preside
at all membership, Board of Directors and Executive Committee meetings.

Section 6.4: ChairElect The ChakuElect shall act as Chair in the event of the abseor
disability of the Chair or vacancy in the office of Chair. The GE#ct shall perform such duties as
may be prescribed by the Chair.

Section 6.5: Secretary The Secretary shall be responsible for providing notices of
Board/Executive Committemeetings and maintaining minutes with the assistance of staff
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Section 6.6: Treasurer The Treasurer shall oversee the custody, receipt, disbursement and auditing
of all funds of the Association and may seek staff assistance and outside vendor assistance
performing these functions.

Section 6.7: Past Chair The Past Chair shall supervise the nominating process and assist the Chair
as necessary.

Section 6.8: ReplacementIn case of death, resignation or inability of any officer to serve, a
successomay be appointed for the balance of the unexpired term by the chair with the approval of

the Board of Directors, except in the case of the Chair, in which case the successor shall be-the Chair
Elect.

Section 6.9:  The Chief Staff Executive is an effitexofficio) of the Association and serves as an
ex- officio member of all governing bodies.

ARTICLE VIl - Board of Directors

Section 7.1: Control of Association The governing body of this Association shall be the Board of
Directors, which shall ha/supervision, control and direction of the affairs of the Association. The
Board may adopt such rules and regulations for the conduct of its business as shall be deemed
advisable, and may, in the execution of the powers granted, delegate certaintbbitisyaand
responsibility to an Executive Committee.

Section 7.2: Number The Board of Directors shall consist of thirteen (13) voting members. Voting
members are: a Chair; a Chhilect; a Secretary, a Treasurer; the Immediate Past Chair, who shall
automatically serve as an officer for the year after the term as Chair, six (6) Member directors and
two (2) Chapter directors elected from among the chapters. The nominating committee will be
charged with reviewing the maks of the current board and e@ns a balance of board members
representing all constituencies are represented.

Section 7.3: Timing of Duties Newly elected directors shall take office at the close of the Annual
Meeting.

Section 7.4: Elections Each year the membership shall eteetChairElect, the Secretary, the
Treasurer, and two Regular Member directors. Regular Member directors shall be elected for a term
of three years. The chapters will elect one Chapter director who shall serve a rotating term of two
years. All officers séll serve a term of one year, with the exception of the €Hlaut, who shall

serve three years, one each as Chair Elect, Chair, and Past Chair. Any Regular Member director who
serves a full three year term shall not be eligible fagleetion for the ten immediately subsequent,

unless by virtue of election as an officer.

Section 7.5: Quorum A majority of the Board of Directors shall constitute a quorum for the
transaction of business.

Section 7.6: Meeting ProcedureThe Board of Directors shallteblish the parliamentary authority
to be used for conducting the Associationbds d

Section 7.7: Call of Meetings The Chair may call meetings of the Board of Directors with fifteen
(15) days notice of such meetings. The Chair shall, aetipgest in writing of four (4) members of
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the Board of Directors issue a call for a special meeting of the Board of Directors and fifteen (15)
days notice shall be required for a special meeting.

Section 7.8: Compliance of Written Ballot ApprovalThe Bard of Directors may vote by written

or electronic ballot, provided that all voting members of the Board of Directors consent to the
procedure and it is allowable by law in the state or territory of incorporafianajority of the Board
must vote in favoof the issue presented in order for it to be approved, unless otherwise required by
the Bylaws.

Section 7.9: Vacancies Any vacancy occurring on the Board of Directors shall be filled with an
appointment by the Chair with concurrence of a majorithefBoard of Directors. A director so
appointed to fill a vacancy shall serve only until the term is complete. At that time, the director
position shall be filled in accordance with the election procedures detailed in Article 7.4.

Section 7.10: Removal The Board of Directors may, at its discretion, by a vote ofttvirls of its
members, remove any officer or director.

Section 7.11: Indemnification The Association shall indemnify officers, directors and employees to
the fullest extent permitted by &8hington, DC law, for expenses such parties may incur in the
defense of any action brought against them by reason of their being officers, directors or employees
of the Association. This indemnification may include, upon approval of the Board of Dsrdbior
advancement of costs and expenses incurred with the defense of any such action. However, such
indemnification will not be permitted in cases where the officer, director or employee has been
adjudged by competent authority to be liable for grostigesge or is guilty of misconduct.

II. ARTICLE VIII - Staff and General Counsel

Section 8.1: Chief Staff Executive The chief staff executive shall be given such title as may be
prescribed by the Board of i2ctors and shall report to and assume such duties as may be assigned
by the Chair. The chief staff executive, with approval from the Board, is empowered to retain a
general counsel and outside advisors as may be necessary to carry out the functioassofcihtion
within the constraints of the approved budget.

Section 8.2: General CounselThe General Counsel of the Association shall attend to, and act on
behalf of, the Association in all matters requiring legal services.

. Article IX - Voting

Section 9.1: Elections of Officers and Directar€Election of the officers and directors of the
Association shall be done at the Annual Meeting.

Section 9.2 Voting:

a) Voting members of the Association shall be entitled to @astvote in any matter
voted on by the membership.

b) The nominating committee will nominate a slate of officers and directors. The voting
members shall be entitled to cast one vote in any election of an officer or director.
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C) Unless otherwise provide the Board of Directors may submit any matter to the
membership for a vote at any association meeting or by written ballot in lieu of a meeting

d) Unless otherwise provided, any election or other matter voted on by the membership
shall be decided bysimple majority of votes cast.
f) There shall b@o proxy voting, however, written votes can be cast

V.

V. ARTICLE X - Executive Committee

Section 10.1: Number There shall be an Executive Committee consisting ofsimémbers: the
five (5) Officers, and the Chief Staff Executive who serves as -arffieio member without vote.

Section 10.2: Authority. The Executive Committee may act for the Board of Directors pursuant to
delegation of authority to such Committeetbg Board of Directors.

Section 10.3: Quorum A majority of the voting members of the Executive Committee shall

constitute a quorum at any duly called meeting of the Committee. The Chair shall call such meetings
of the Executive Committee as the busmef the Association may require. A meeting of the

Executive Committee may be called at any time on the request of three members of the Executive
Committee with fifteen (15) days notice.

VI.ARTICLE Xl - Nominating Committee

Section 11.1: Number At the first meeting of the Board of Directors after the Annual Meeting, the
Chair, with the approval of the Board of Directors, shall name a Nominating Committee consisting of a
minimum of five (5) individuals representats of the Membership, one (1) of whom shall be a member
of the Board, in addition to the Past Chair, who shall chair the committee.

Section 11.2: ElectionProcedures

(@)  Atleast 120 days prior to the Annual Meeting of the Association, the Nominating
Committee shall present to the Board a report consisting of nominations of one
candidate for each office and directorship to be filled. The report will then be sent to
the membership. The report shall include a short biographical sketch of each candidate
nominated and procedures to be followed for additional nominations.

(b)  Atleast 60 days prior to the Annual Meeting, any additional nominations for any
office or directorship shall be made by written petition addressed to the Secretary.
Such nominationmust be sponsored by at least 25 Voting members at least 60 days
prior to the Annual Meeting.

(c) At the close of the nomination period, sixty (60) days prior to the Annual Meeting, the
Secretary shall report and validate the nominations to the Boardeut@s.

VIL.

VIIl. ARTICLE XII T Committees, Commissions and Task Forces

Section 12.1: Additional Committees The Chair, with the approval of the Board of Directors, may
establish such Committees, sGbmmittees or task forces as needed.
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Section 12.2:Commissions and Board$he Board of Directors, with a majority vote may establish
any commissions or boards of the association, and appoint, from time to time, the Chair, Vice Chair
and members of such commissions or boards, with terms to be served.

Sectbn 12.3: Chief Staff Executive The Chief Staff Executive or other staff liaison of the
Association shall be an efficio member without vote of all Committees, sGbmmittees or task
forces as needed.

Section 12.4: Ex-Officio. The chief staff executevshall serve in an exfficio capacity on the
Board of Directors of the Association without vote.

Section 12.5Standing Committeeg here will be four standing committees of the association, The
Nominating Committee, the Bylaws Committee, the FinamceResource Committee and the Audit
Committee.

a) ARTICLE Xlll - Chapters

Section 13.1:New ChaptersAdditional local chapters shallbe organizedand affiliated with ALA
with the approvabf the Board of Directors uporsuchtermsandconditionsas theBoard of
Directorsmay deermine

Section 13.2: Dissolution of ChapterdJpondissdution of anylocal chager orthewithdrawal
of thechapterthe chapter retains full responsibility for its overall debt or surplus and its distribution
according to it®wn bylaws.

IX.ARTICLE XIV - Amendments

These Bylaws may be amended or repealed by a-tbueths vote of the Board of Directors. Notice

of such proposed changes must be sent in writing to the Board thirty (30) days prior to the scheduled
vote. If a Boadl member is unable to attend the meeting, a written vote will be accepted. The Board

of Directors may propose amendments on its own initiative or upon petition of any ten percent (10%)
voting members addressed to the Board.

The Board will send the appred bylaw change to the membership, and the membership shall have

30 days to review it and offer suggestions or changes. If ten percent (10%) of eligible members sign a
petition against the bylaw, the Board will send the change out to the members fqrrasudtieg in

the new bylaw being affirmed or rejected. The vote will be by simple majority of those voting after a
guorum is reached.

ARTICLE XV T Business Rules
Section 15.1 Théscal yearof the Associaton shallendonthe30" day of Junein eachyear
commencingvith the 30" dayof Juneof thefirst year in which theséylaws shallbecome

effectve.

Section 15.2Z'heaccounts of the Association shdl be auditednot lessfrequentlythan annuallyby an
independenauditor.
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X. ARTICLE XVI - Dissolution

In the event of the dissolution or final liquidation of the Association, its remaining net assets shall be
distributed to suclrganizations classified a®onprofit corporationsindersection 501(cqg or6) of

the Internal Revenue Code of 1986, agaded, as the Board of Directors in the exercise of its
discretion may determine, and no part of such net assets may inure to the benefit of any individual,
Member, Board Member or similar person.



The name of this organization is the
and its location shall be in the city of

APPENDIX D
Example Chapter By-Laws

BY-LAWS
American Logistics Association
Chapter

ARTICLE 1
Name & Location

or its vicinity, and specifically at the

address of the Chapter President.

ARTICLE Il
Objectives & Purpose

Chapter of the American Logistics Association

If furtherance of and not in limitation of the general powers conferred by law and by the National
Headquarters Associationbés Certif i cadoéthio f

Chapter:

a)

b)

To promote the efficiency of the military resale/MWR industry of the United States
Armed Forces and maintain their highest standards and traditions.

To protect the spirit of mutual understanding and friendly cooperation between ted Arm

Forces and the business community.

To disseminate to the Chapter membership the professional knowledge calculated to

benefit them to discharge promptly their duties.

ARTICLE Il
Policy

The Chapter shall be politically ngrartisan; neither its namemits influence shall be
used in furtherance of any national, state or local political activity.

The Chapterds name or influence shall
Government and no employees or members shall represent thabé sarused.

No activities wild.@ be conducted under
name without prior approval.

ARTICLE IV
General form of Organization

The governing body of the Chapter shall be the Board of Directors,, consistffgeirs
and board members.
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b)

d)

The Board of Directors shall, as a minimum consist of five (5) officers; the President,

Vice President, Secretary, Treasurer and directors. The Board of Directors shall be elected
by written ballot from Chapter members. Balleturns will be counted and audited by a
disinterested party.

1) Tenure of office of the newly elected officers shall be from the month of October to
September.

2) The officers shall be elected to a eyesar term of office and may serve more than one
term in siccession.

The President shall have the authority to appoint Committees as desired to assist in the
execution of Chapter activities. The Board of Directors shall guide, determine and execute
Chapter policy.

If any office shall become vacant, the Presiddrall appoint a nominating committee to
recommend candidates for the consideration at the next meeting of the Board of Directors.
The Board of Directors will elect a member to serve the remaining term of the office
vacated.

The Executive Committee shalbnsist of the President, the Vice President, Secretary, and
Treasurer. The Executive Committee acts as a steering body for all activities, progress,
program and policies of the Board and shall assist the President in the conduct of the
affairs of the Boed as requested by the President. All action taken by the Executive
Committee shall be reported to the Board of Directors by the President at the next meeting
of the Board.

ARTICLE V
Duties of the Officers

The Chapter Officers shall have full authoritydperate the Chapter and conduct business except that

A

it may not amend the Chapterds Byl aws. AlIIl ac
the next regular meeting of the Board of Directors.

a)

b)

d)

The President shall be the chief executivehef€hapter and shall preside at all meetings
of the Chapter and the Board of Directors. Such other duties incident to the Office of
President shall be performed and committees may be appointed by the President.

The Vice President shall perform dutieslod President during temporary absence or
incapacity. Such other duties as may be assigned by the President shall be performed by
the Vice President.

The Secretary shall record the minutes of all meetings. The Secretary shall keep a record
of membership, mintain records of the Chapter, conduct and keep record of
correspondence, deliver records to the successor, and other duties as may be assigned by
the President.

The Treasurer shall keep account of all monies belonging to the Chapter and maintain a
recod of such monies in a permanent book provided for such purposes, deliver all records
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to the successor, render an annual audit statement to the Board of Directors, showing in
detail all monies received, the source, all monies disbursed, and such otleasintiay
be assigned by the President.

ARTICLE VI
Meetings

The Board of Directors shall meet periodicall

a requirement to conduct Business. A quorum of the Board shall consist of a majoretyBoftidl of
Directors.

ARTICLE VII
Amendments and Quorum

Recommended changes in the Bylaws may be submitted in writing for consideration and presentation
to the Board of Directors. A change will require a majority vote by the members.
ARTICLE VIII
Membership
Membership in the Chapter is subsequent to the membership in the National Association.
a) The Association is a compainased membership association. Therefore, for individuals
to be listed as Chapter members, their respective companies must listtdas

members with the national office.

b) Company membership shall be open to any United States Corporation or business
enterprise interested in the support of the Armed Forces of the United States.
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Appendix E

Example IRS Form 990
(For Chapters with Income $25,000 or more)

- 990

Cpartment of the Treasury
Internal Revenus Barvice

benefit trust or private foundation)

Return of Organization Exempt From Income Tax
Under section 501(c), 527, or 4947{a}{1) of the Internal Revenue Code (axcept black lung

P The organization may have to use a copy of this return to satisfy state reporting requirements.

OME Mo. 1545-0047

Open to Public
|I'ISPECUOI'I

A For the 2008 calendar year, or tax year baginning

. 2008, and ending

, 20

D Employer identification numiber

B Check if applicabla: || Please € MName of organization

use IRS i - !
D Address change label or Deing Businses As !

Ant or i i i e E Telephons number

D Mame changs pn'pe. Murnber and etreet for PLO. bos i mal is not deliversd to strest acddress) Roomfsuits . ep.
[ initial retum sea ( |

spaciiic -
[ Temmiration Instruc | Oty ortown, state or courtry, and ZIP + 4

tlons.

D Amended retum

G Grosa moaipta §

-
Application pencing F Mame and address of principal officer:

Hia) = thiz & group retum for sfﬁlia‘nes?lj‘res D Mo
Hib) Are all sffiliates included? [Ives [IMo

| Tawexempt status: [ 50100 e dnsertno) [ 447Ri e [ 527

If *No," attach a list. g instructions)

J  Websita:

Hig] Group exemption numbse

K Type of orgarization:]_] Gorporation [] Trust [ Association [] Cther »=

| L ear of formation:

| M State of legal domicile:

Bl summary

1

Briefly describe the organization’s mission or most significant activities:

Mumber of voting members of the governing body (Part VI, line 1a)_.

Total number of employees (Part V, line 2a) .
Total number of volunteers (estimate if necessary)

Activities & Governance

[ I A

b Net unrelated business taxable income from Form 990- T, line 34_

Number of independent voting members of the governing body (Part VI, line 1b)

Ta Total gross unrelated business revenue from Part VI, line 12 column (C)

Checkth|s box > |:| if the organlzahon discontinued its operations or disposad of more than 25% of its assets.

@ (|4 |y

-]
9
10

i1
12

Contributions and grants (Part VIlI, line 1h) _
Program service revenue (Part VIl line 2g) _
Investment income (Part VI, column (A), lines 3, 4, and ?d) .
Other revenue (Part VI, column (&), lines 5, 6d, 8c, 9¢, 10¢, and 11e]

Revenue

Total revenue—add lines 8 through 11 (must equal Part VI, column (&), line 12)

Prior Year Current Year

13 Grants and similar amounts paid (Part IX, column (A), lines 1-3) _ . _
14 Benefits paid to or for members (Part X, column (&), line 4)
15 Salaries, other compensation, employee benefits (Part [X, column (A), lines 5—
16a Professional fundraising fees (Part X, column {A), linei11e) . . _ . _

b Total fundraising expenses (Part IX, column (D), line 25) »
17 Other expenses (Part IX, column {A), lines 11a-11d, 11#-24f) .
18
19

Expenses

Revenue less expensas. Subtract line 18 from line 12

Total expenses. Add lines 13-17 (must equal Part X, column {A), line 25]

10]

20

21
22

Total assets (Part X, line 16) . . . _

Total liabilities (Part X, line 26) . oL
Net assets or fund balances. Subtract line 21 from line 20 .

Fund Balances

Met Assets or

Beginning of Year End of Year

0

il  Signature Block

sign

Urder penalties of perjury, | declars that | have sxamined this rstum, including accompanying schedulss and statements, and to the beat of my knowladge
and belisf, it is trus, comact, and complete. Declaration of preparer (other than officer) ie based on all information of which preparer has any knowledge.

Here ’ Signature of officer

’ Typ= or print name and title

Preparsr's Date
gignature

)

Paid

aslf-

GChesck i
employsd D

Preparers identifying rumbsr
(e instructions)

Preparer's

Firm'a name (or yours

[En >

Use Only

)

if astf-amployed),
address, and ZIP + 4

|Ph0ne no. B I !

May the IRS discuss this return with the preparer shown above? (see instructions)

|:| Yes |:| No

For Privacy Act and Paperwork Reduction Act Notice, see the separate instructions.

Gat. Mo, 11282Y Form 990 (2008




APPENDIX F

Exampl e

Treasurer 6s

Invoice #
- Receipt Check Credit Debit
Date Identification/Description # # (income) | (Expense) | Balance | Reconciled
6/9/09 Balance Forward 3,634.59
Deposit for Top Gun AFB
6/12/09 | O6 Cl ub Meet i n 8923 2314 150.00 3,484.59 | 7/12/09
XYZ Broker i Meeting
7/10/09 | Sponsorship 4219 200.00 3,684.59 | 7/12/09
Jane Doe i Meeting
7/10/09 | Registration 4220 6531 35.00 3,719.59 | 7/12/09
John Smith i Meeting
7/10/09 | Registration 4221 3469 35.00 3,754.59 | 7/12/09
Bill Jones i Meeting
7/14/09 | Registration 4222 8921 35.00 3,789.59
7/16/09 | Postage 4.35 3,785.24
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Meeting:

Appendix G

Suggested Chapter MeetingPreparation, Materials

& A T Bringo

C hlasts k

Date:

Task

Responsibility

Date
Completed

PreparePreliminaryAgenda

Invite & Confirm Guest speakeparticipdion

Determine Meeting budget

Check meeting room and meal facilities

Reserve meeting rooms and/or facility

Confirm Guest speakers audisual support

Reserveblock of hotel rooms (if required)

Develop schedules

Select Menus & determine cost participant

(| m— —| — — —] —] — —] —

Determine fees for event (governmentustry&
noni membersf applicable)

Prepardirectionsto facility

Arrange forflags and/or banners

Make registration forms

(| — —| —

Notify ALA Nationalof Event to put on ALA
WebsiteandExecutiveBulletin with a copy

Set upregistrationprocessing

—(| —

Finalized agenda witminuteto minutebreak
down

—

With detailel agenda confirm meeting room,
audiovisual support and meals with provider

—

Determinenumber of volunteers needed fo

meeting and solicit volunteers to assist

Printagenda

PrintbadgesiameTags

Print PreRegistratiorLit

Preparereceipts

(| —] —| — —

Prepare andrpt meetingevaluationform

Call in meal guarantees

Make name cards (tent cards) for head table

—( —| —

Coordinate for blackboard, chalk, eraser, easel

and pointer




Meeting Materials

Iltem

Responsibilty

ALA Disclaimer

—(| —(

ALA By- laws& Cod of Ethics (Recommend to keep in a
binder to usetaneeting$

PreRegistrationist

Registration-orms (for those who register at the door)

Cash boxwith cash to make change)

Receipts for thospreregistered if not previously mailed

ALA Receipts book (for those who register at the door)

copies of agenda for all participants

Bring preprinted badges/namagsandblank name tags

PreRegistration List

Name cards (tertards) for head table

ALA membership applications

ALA banner & flags

Blackboard, chalk, eraser, easel, and pointer

Blank cards to submit questions

(| m— —] — — — — — — — — — —] —

Meeting evaluation forms

Day of Meeting

Task

Who

Set up registration tédo

Provide receipts (If ngireviouslymailed ou}

Set up head table

Set up podium/lecterincheck podium/lectern lights

Set up andleeck microphones

Set up and checkV equipment

Find & test light switch (if applicable )

Sd up blackboard, chalk, eraser, easel, as required

Hang up ALA banner

Set up flags

Ensure drinking water and glasses are on each table

(| —] —] — —] —] — —] — — — —

Place agenda at each seat or available at registration ta




Appendix H
Suggested Meeting Agaeda & Minutes Template

Suggested Meeting Agenda Template

Call to Order

President s Wel come

Read Disclaimer

Introduce Board Members (if applicable)

Reading & Approval of Last Meetings Minutes

Reading of Treasurero0s Report
Old Business

New Business

Adjourn

Suggested Minutes Template
Record Voting members present and this absent

Time meeting began
If minutes were approved or not
Give synopsis of meeting based on above agenda to include:
1. Any noteworthy discussion on topics both old & new bessn
2. Include any motions that were made and whether of vote was taken and the results of the
vote

Time meeting adjourned

Attach Treasurerods report to minutes

REMI NDER: Send copy of minutes w/ Treasurero
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Appendix |
Detailed Report of Chapter Activities

AnChapters of Excell ence
20
Chapter Name; Chapter President/POC:
Mailing Address:
Telephone: Fax: E-mail:

Officers/Directors (Name and Company)

Primary Chapter Mission:

Was your Chapter represented at the ALA National Convention by Chapter officers and your Chapter
President? Please provide names of ditenofficers.

What has the Chapter done to encourage interface between Industry and Resale in your area?

What has your Chapter done to AMar ket the Benefit

Does your Chapter have a Charity Fund or participate in any community service activities? Please explain:

How many Chapter meetings/events did you conduct this year and did youepKatidnal with minutes to
these Chapter meetings? Please supply supporting documentation.



Appendix J

ALA Chapter
Annual Of f i mfermation
Date: 20 i 20
Date Prepared

Chapter:
The submission of the reporting forms is the responsibility of the current administration . Please return along with your Chapter
Liabilit y Insurance payment submission.
The chapterds fiscal vy eraonth/dag) gndenss (month/day)
Leaders are elected for:  [] 1year [] 2 years
Elections are held:  [] Annually [] Biannually
Leaders assume their position in: (Month)
If the chapter elects a Vice President, does the individual automatically ascend to Presidency up on completion of the current
President's term of office? ] Yes [ No
Notice of Understanding
All chapter officers, as well as individuals with check -signing authority, must be current members of American

Logisti cs Association national office. By accepting his or her position as an ALA Chapter Officer, each person
agrees:

I  To maintain ALA National membership during the term of office
1  That noncompliance with requirements will lead to termination of term.

Chapter Designee for Receiving Mail*

ALA requests that each chapter designate one member to receive all mailings from the national office and distribute mail to
appropriate chapter officers. These mailings include memoranda, labels & rosters, and all other communication from ALA
officers, committees and staff members. If the mail designee is unavailable, the Chapter President will receive all mailings.

Mail Recipient Information

Name: Title:

Address:

City: State: Zip Code:
Phone: Fax:

Email:

*ALA encourages each chapter to open a post office box to provide stability for the receipt of all chapter mail.
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20__ -20__ Chapter Officers

Please submit the follow

administration.

Title:
Name:
Title:

Address:

City:
Phone:

Email:

ing information about each officer. Each "title" may be edited to reflect your chapter's

President

Company:

State:

Fax:

Zip Code:

Title:
Name:
Title:

Address:

City:
Phone:

Email:

Vice President

Company:

State:

Fax:

Zip Code:

Title:
Name:
Title:

Address:

City:

Secretary

Company:

State:

Zip Code:




Phone:

Email:

Fax:

Title:

Name:

Title:

Address:

City:
Phone:

Email:

Treasurer

Company:

State:

Fax:

Zip Code:

Title:

Name:

Title:

Address:

City:
Phone:

Email:

Company:

State:

Fax:

Zip Code:

Title:

Name:

Title:

Address:

City:

Company:

State:

Zip Code:



Phone: Fax:

Email:

Title:

Name: Company:

Title:

Address:

City: State: Zip Code:

Phone: Fax:

Email:




= =4 4 A4 - 8

Appendix K
ALA Chapter President Orientation Checklist

The ALA Chapter President is the key point of contact between the chapter and: military
resale organizations; chapter members; ALA National Headquarters; and the public at large.
The President should prepare a stgat plan with goals and objectives to be presented at the
annual meeting for Board approval.
Create and submit an election schedule for your chapter

o Carefully select your Vice President, Secretary and Treasurer as well as committee

chairmen as they wiput your plan to work.

Update ALA National on any new officers using the Chapter Information Form
The President will preside over all membership and board meetings.
Carefully delegate committee responsibilities with available people.
Coordinate communicatn with ALA National headquarters and the Board Representative
Work with the Treasurer to maintain the chapter budget
Make sure all checks are signed by 2 offiGeonie being the Treasurer
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Appendix L

Chapter Management Handbook (perations Summary

1. Each ALA Chapter must have at least 4 officers; President, Vice President, Secretary,
Treasurer (Secretary and Treasurer may be combined) and other officers as deemed necessan
a. All officers must be current ALA National members
b. A chapter must have at least a total of 4 officers
c. No more than 2 members of the same company can be officers
d. Officers will be elected at or prior to the ALA annual meeting of the members and
should take office the day after the meeting or on such otlyeaftta the meeting as
the chapter determines
2. Each Chapter will create an election schedule and submit it to ALA National headquarters.
a. Submit a Chapter Information Form (Appendix J in handbook) to ALA National with
any updated officer information
3. Each ALAChapter is required to fildaeir owntax returns. (excluding Far East & European
Chapters)
a. A chapter may select a fiscal or calendar year for tax filing
b. Tax returns are due within 90 days after their tax period ends
c. Ifrevenue is less than $25,000 theght er must 4fpiolsé ctame 09 WO N
IRS
d. If revenue is more than $25,000 the chapter must file the 990 (example in Appendix
E)
4. Each Chapter must abide by the ALA bylaws, but are able to modify a set of local rules for
their chapter as necessasgé Appendix D). These rules may be discussed with ALA
National personnel and a copy will be submitted to be kept on file.
5. Develop and maintain a chapter membership with your ALA members and also members
outside of ALA (see page 15 in handbook).
6. Host meetgs and events to generate membership and awareness of ALA.
7. A copy of the ALA Antitrust Compliance Statement is at AppendixtAshould be brought
to all ALA chapter board and general membership meetings and made available for members
to review.
8. Provideannual copies of the following:
a. Financial Records
b. Minutes of Board Meetings
c. Committee Reports
d. Detailed report of chapter activities to be used for Chapter of Excellence grading (see
Appendix 1)
9. And finally, please read through your Chapter Management téakdtarefully and contact
your Board Representative and ALA National for any assistance.
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Appendix M

Acknowledgment of Receipt and Understanding

| have received and have been given an opportunity to read a copy of the ALA Chapter Handbook
and | undersnd that it is my obligation to be aware of the guidelines contained therein. | understand
that the policies and benefits described in it are subject to change at any time at the sole discretion of
the ALA. | understand and agree that the Handbook sesseguideline for existing chapters in

order to promote uniformity compatible with regional needs, and to assist in the organization of new
chapters when the need and member interest for their formation is present.

| further understand that if | have agyestions in regards to the information contained herein that |
may contact the appointed ALA staff member or my Chapter Representative to the Board.

Date Chapter President Name

Chapter President Signature
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