      UNIT 131 POLICIES AND PROCEDURES
I.  BOARD OF DIRECTORS POLICIES & PROCEDURES
     A.  Agenda
          1.  The agenda for the coming board meeting will be emailed to all members at least 7 days prior to the upcoming meeting.
          2.  A decision to bring items not appearing on the agenda up for discussion or voting at the meetings will be at the discretion of the President.
          3.  In the event there is an urgent issue, the President is authorized to call a special meeting or poll ALL board members by phone or email to obtain a decision on this issue.  This action will be reported in the minutes presented at the following board meeting.
     B.  Publication of Minutes
          1.  Copies of the meeting minutes will be posted on the Unit web site and on the Unit bulletin board at the studio.
          2.  Minutes of a prior meeting will be emailed by the secretary to all board members within 1 week of the board meeting.  Any proposed changes must be sent to all members before the deadline proposed by the secretary.  The secretary will resend the amended minutes at least 7 days before the next board meeting. 
          3.  Minutes of prior meeting will be approved at the current board meeting.
     C.  Banking and Check Writing
          1.  The choice of Unit banking facility will be at the discretion of the Treasurer with approval of the finance committee, all other factors being considered.
          2.  The Unit President and the Unit Treasurer are authorized to write checks on the Unit's checking account with one signature.
          3.  CDs will require 2 of the 3 authorized signatures (the Unit First Vice President being the third authorized signature).
     D.  Nominating Committee
          Only Board members not currently running for the Board or officer positions will be eligible to serve on the nominating committee.
     E.  The Declarer
          No advertising will be accepted for the Declarer.
     F.  Unit Directory
          The unit will maintain a current online directory of members.  The Unit will publish and provide to members an updated directory at the board's discretion.
     G.  Finance Committee
          The finance committee will consist of the Unit President or lst Vice President, treasurer, and at least one other board member chosen to assist in budgetary and audit procedures.  Additionally, the committee will be responsible for the following:
          1.  Selection of the bank.
          2.  Selection of the auditor.  
               a)  An internal audit shall be conducted annually.
               b)  An external audit will be conducted as required.
          3.  Overseeing the Treasurer.
          4.  Ensuring the Form 990 is properly signed and updated as required.
          5.  Establishing a unit budget outside of tournament activities.
          6.  Annual State Registration.  A member of Unit 131 residing in the State of Missouri will be appointed by the Board to file all required reports in a timely manner to assure that the Unit is qualified in good standing as a Not-For-Profit Corporation with the State of Missouri.
          7.  Accountable Reimbursement for Unit Expenses.
               a)  Expenditures that may be reimbursed are all those ordinary and/or necessary to the professional running of ACBL sanctioned tournaments hosted by Unit 131, as well as any ordinary and/or necessary expenditures for bridge classes and other activities of Unit 131.  Such expenditures include, but are not limited to, moving of tables, chairs and bidding boxes to tournament locations, purchase of nametags, lanyards, and all similar supplies, advertising and other promotions, snacks, coffee and donuts offered on tournament days, and tournament directors' expenses.
               b)  The Unit 131 treasurer will provide a cash advance of not more than $1,000 per individual to the unit's 2nd Vice President or the tournament chairperson up to 45 days prior to the tournament to cover such ordinary and/or necessary expenditures approved in the tournament budget.  The 2nd Vice President or tournament chairperson will disburse cash to additional helpers as needed.  Anyone receiving cash will provide valid receipts for all reimbursable expenditures no later than 45 days following the tournament, as well as any unused cash.  One advance must be full accounted for before another advance is requested.
               c)  The 2nd Vice President, tournament chairperson and designated helpers are entitled to reimbursement by providing valid receipts to the Unit Treasurer.  The Unit Treasurer will reimburse all valid expenditures within two weeks.
II.  REMUNERATION AND FREE PLAYS
     A.  Members of the Board are volunteer positions and as such will not receive free plays for their services.  Members of the Board are not entitled to award free plays unless they have been selected as a Tournament Chairperson as discussed in Paragraph IID or IIE.
     B.  The Unit Duplimate Operator shall play free(up to 2 sessions per day) at all Unit-sponsored events including the Unit game, Sectionals and the Regional.  In addition, the Unit Duplimate Operator is entitled to play free a maximum of 4 games a week at the Club level.  The Unit will reimburse the club monthly through a deduction of duplimate fees collected from Club Directors.
     C.  The Unit may award free plays at the Unit events for visiting dignitaries such as ACBL officials, the Regional Director, and speakers at our KC Regional.
     D.  The Sectional Tournament Chairperson will have a limited number of free plays to award to volunteers who have helped significantly with the tournament.  These must be approved by the board in the budget before the tournament.
     E.  The Regional Tournament Chairperson will have free plays to award to volunteers at their discretion.  These free plays must be approved by the board in the budget before the tournament.
     F.  All new members to ACBL shall receive one free play at any club level game in Unit 131.  The Unit Treasurer will reimburse the club owner at the prevailing game rate.  Free plays do not include special assessments such as those imposed for GNT or NAOP.
     G.  Unit 131 will pay one-half of high school or younger students' entry fees to any ACBL sponsored game within the Unit.  Club owners may apply directly to the Treasurer for reimbursement.
III.  GENERAL POLICIES FOR ALL UNIT SPONSORED EVENTS
     A.  Bad Checks
          The Treasurer will send a form letter to writers of bad checks informing them that they will be barred from Unit events until the check is made good.
     B.  Unit Supplies
          1.  The Unit shall purchase store and maintain tables, bidding boxes, and table supplies necessary to carry on the Unit games and tournaments.
          2.  The Board will approve the location and remuneration for storing all Unit supplies.  Current storage is located at Public Storage, 11230 Mastin St, Overland Park, KS 66210.
IV.  TOURNAMENTS, GNT AND NAOP
     A.  Unit 131 Events
          1.  The Unit currently sponsors three sectional tournaments and the Holiday Regional.
          2.  A Tournament Committee is required by ACBL unit regulations.  The 2nd Vice President will be the unit's Tournament Committee Chairperson and will function as the tournament coordinator.  The 2nd Vice President will be responsible for ensuring that sanctions are obtained for all Unit sponsored events and act as the liaison between the Tournament Committee and the Board.         
          3.  The 2nd Vice President will appoint the Tournament Committee, which does not need to consist of board members.  The Tournament Committee shall plan and arrange the tournaments and assist the Director-in-Charge in the implementation.  The Tournament Committee will recruit volunteers to assist in tournament management.  A plan for each tournament will be presented to the Board and shall include recommendation for the schedule, start times, fees for play, and budget.  The tournament chairperson may receive a cash advance for necessary supplies and a cash bank for the director. 
          4.  The 2nd Vice President will call regular meetings of the Tournament Committee to discuss tournament business and plan future events.
          5.  Tournament chairs should refer to the templates posted on the unit website when planning tournaments.  These templates include but are not limited to budget, task lists and surveys.
          6.  The Board will approve each tournament plan and once approved, deviations from the plan may only be made with the approval of the Board or
at a minimum, the Executive Committee.
          7.  The President will appoint a Rules/Ethics Arbiter to ensure the ACBL rules and appropriate ethical behavior are maintained.
          8.  GNT.  The Unit shall reimburse the winners of each flight of the unit finals for their entry fees through the District level.  If the winning team from the Unit final does not compete at the District finals, the team finishing next behind them that does go on to compete at the District finals will receive the reimbursement in their stead.  Any team from the unit which wins the District final will have their entry fees reimbursed as long as they continue to compete.  Compensation will be made for four times the individual entry fees.  Only members in good standing of Unit 131 will be reimbursed.
          9.  NAOP.  The unit will reimburse the first and second place finishers in each flight of the Unit finals for their entry fees at the District competition.  Reimbursement will be made only to members in good standing of Unit 131.
     B.  Unit Game
          1.  Any sanctioned club may hold monthly sanctioned Unit games with Board approval.
          2.  The monthly Unit Games in February and March may be used for GNT qualifying and the July and August games for NAOP qualifying and will consist of not less than 24 boards.
     C.  Compensation, Displaced Game
          The Club owner will be compensated for their average tables if their game in totally displaced by a unit function, or if the unit function is in direct competition with the owner's game.  Direct competition is defined as a unit function being held at the same site as the owner's game, and a player arriving could play in either game.
V.  DUPLIMATE
     A.  Pre-Duplicated Boards
          The unit will offer pre-duplicated boards with hand-records to all clubs in the unit per the "ACBL Unit 131 Duplimate Service and Board Rental Agreement" to be signed by the club owner. Clubs outside the Unit, like Lawrence may use the product also per a signed Unit contract.
     B.  Agreements
          The Treasurer will keep the signed agreements and a copy will be given to the club owner.
     C.  Duplimate Operator
          The Board will appoint a "Duplimate Operator" when appropriate to operate and maintain the machine, produce boards and hand records.
     D.  Report of Duplimate Usage
          The Duplimate Operator shall each month give the Treasurer a listing of the Duplimate Board usage by the clubs and a request for reimbursement along with receipts for various duplimate expenditures such as paper, ink, and cards and a request for reimbursement of mileage with an accounting of those miles.  The Treasurer will then bill and collect the monies from the clubs for the duplimate usage and reimburse the reasonable duplimate expenses of the operator.
