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DIVISION I: Incorporation by reference 

The Policies and Guidelines provided herein are provided for the benefit of National Garden Bureau and all the organization’s programs, the entire contents of which are incorporated herein by reference to the organization’s By-Laws for all purposes. National Garden Bureau may hereafter be referred to as NGB. 

DIVISION II: Governing Bodies
The Governing body of National Garden Bureau is the elected Board of Directors. That Board is made up of the Officers outlined in DIVISION III and Directors as defined in DIVISION IV.


DIVISION III: Officers, Officer Responsibilities and Succession 
1. President:
a. Shall serve a two-year term as President on the NGB Board of Directors then move to the role of Immediate Past President for a two-year term.
b. Shall preside as Chairperson over all meetings of the Membership and of the Board of Directors.
c. Provides oversight and direction for all committees or task forces.
d. Shall execute the will and decisions of the Membership and of the Board of Directors.
e. Shall be an ex-officio member of all committees.
f. Presents a summary of activities to the Membership.
g. Shall write the President’s letter for the Annual Report, due in early June.
h. Shall serve as a member of the NGB Executive Committee.
i. Shall review monthly financial statements and reports as provided by the Finance Coordinator.
j. Shall be able to perform Treasurer’s duties when needed to meet deadlines.  
k. Shall lead the strategic planning of the organization.
2. Vice Presidents:
a. Shall serve a three-year term on the NGB Board of Directors and can serve a second three-year term if they choose.
b. Shall Chair a Committee and perform the duties as outlined in Division V - Program Committee Structure
c. Shall be eligible for nomination for the role of President when their 3-year term is completed. 
d. Shall be eligible for nomination as President if current President is unable to fulfill their duties or complete their term.
e. Shall write a summary of their respective Committee activities for the NGB Annual report, due in early June.
3. Executive Director:
a. Shall serve the organization under the direction of the NGB Board of Directors and perform all duties as outlined in the Executive Director Job Description. (Board)
b. Shall be responsible for the planning, organizing and directing of the organization’s daily operations including the custodianship of NGB records and fixed assets. (Operations)
c. Shall be responsible for overseeing the development and execution of VP programs. (Board) 
d. Shall initiate the review and update of Policies and Guidelines as needed. (Board)
e. Shall be an ex-officio member of all committees. (Board)
f. Shall organize and attend all meetings of the Membership, Council of Judges, Committees and Board of Directors. (Board)
g. Shall have a voice on all matters before the Board or Members but holds no voting rights. (Board)
h. Shall assess and manage Budgets including preparing the annual budget with the Treasurer for Board of Directors approval. (Finance)
i. Shall ensure monthly financial statements, and the semiannual NGB Accountant prepared financial reports are provided to the Treasurer and President. (Finance)
j. Shall oversee, as directed and approved by the Board of Directors, the selection of a Certified Public Accountant firm as changes are needed. (Finance)
k. Shall be authorized to sign checks drawn against the funds of NGB for expenditures, as authorized by the Board of Directors. (Finance)
l. Shall prepare the NGB Annual Report, to be released to Members in Mid to late June. (Board and Finance)
m. Shall have the power to make, under the discretion and subjection to the approval of the President and Board of Directors, all contracts for and in the name of NGB.
n. Performs the duties of a Human Resources manager for the organization by hiring, training and supervising the employees and freelancers of the organization. (Operations)
o.  Shall not engage in any activity (volunteer or for which payment is received) that may be a Conflict of Interest with NGB mission and purpose, without prior approval of the Board of Directors.
p. Shall participate in the strategic planning of the organization.
4. Treasurer:
a. Shall serve a three-year term on the NGB Board of Directors unless approved by the majority of the board for a term extension.
b. Shall be responsible for the oversight of all funds received by and dispensed for NGB.
c. Shall be authorized to sign checks drawn against the funds of NGB for expenditures authorized by the Board of Directors.
d. Shall review monthly financial statements and reports as provided by the Finance Coordinator. 
e. Shall, on ceasing to hold office, surrender to his/her successor in office, when qualified, or to such other person as the Board of Directors shall designate all monies, books, papers, electronic documents and other property of the organization under his/her control.
f. Shall make to the President and to the Board of Directors reports relating to the affairs of his/her office and the funds of the organization as often and in such manner as they may require.
g. Shall submit a financial report for the half year preceding the summer Board of Directors meeting.
h. Shall submit an annual financial report:
i. For the winter Board of Directors meeting.
ii. A summary presentation to the members in January/February
iii. To be included in the Annual Report, due in early June.
i. Shall work with the Executive Director to prepare an annual budget with a 3-year projection (in alignment with the Strategic Plan) that they then present to the Board of Directors for approval. 
j. Shall participate in the strategic planning of the organization. 
k. Shall make sure the AAS Winner Assessment fee structure is reviewed annually by the NGB Board
l. Shall manage the NGB investment portfolio by majority rule in accordance with these policy guidelines:
i. Manage monies in a conservative manner to prevent asset erosion yet utilize an investment vehicle that provides interest at Certificate of Deposit rates or better, with similar risk.
ii. Consistent with prudent practices for non-profit organizations, reserve funds equal to the average annual expenses (defined as most recent 2 years actual and current year budget) will be maintained.
iii. To the extent reserve funds exceed the above minimum, such amount may be invested in one or more "growth and income" no-load (equity type) mutual funds.
5. Past President:
a. Shall serve a two-year term on the NGB Board of Directors then rolls off the board unless approved by the majority of the board for a term extension.
b. Shall ensure continuity during governance transitions and organizational change, to support the President in his/her role and to provide continuity to NGB by providing historical context for issues.
c. Shall be chairperson of the Policies and Guidelines Committee, as defined in Division IV, #11.
d. All former Past Presidents, once they roll off the board, are welcome to attend Board Meetings, but without a vote, with approval by the majority of the board.
e. Shall be eligible for nomination as President or Vice-President if current Director is unable to fulfill their duties or complete their term.
f. Shall participate in the strategic planning of the organization.
6. Secretary:
a. Shall attend in-person or by viewing the meeting recording to prepare the minutes of each Board of Directors meeting. 
b. Shall provide signatures as needed for legal documents.
c. Shall be the second owner of digital assets to ensure continuity and accessibility. 
7. Succession: The following outlines what happens when any officer must resign for any reason:
a. If a current President must resign, either the Past President or a Vice-President may volunteer or be asked to fill in for the remainder of their term.
b. If a current Vice-President must resign, a current Director or Past-President will be asked to fill in for the remainder of their term.
c. If a current Treasurer must resign, another officer or Director will be asked to fill in for the remainder of their term. 
d. If the Past President must resign, at the discretion of the Board of Directors, a former Past President will be asked to fill in for the remainder of their term or the position may be left vacant. 
e. If the Secretary resigns, the Finance Coordinator will be interim secretary until the next officer election. 




DIVISION IV: VP/Board of Director Duties and Responsibilities
The Board shall make all necessary rules and regulations consistent with law, the Articles of Incorporation, and By-Laws, to conduct the affairs of this organization and for the guidance of its Officers, members and employees.
To fulfill their obligation and commitment to NGB, every VP/Director must attend at least one in-person meeting per year and the majority of conference calls barring any unforeseen circumstances or emergencies that prevent attendance. Consistent lack of attendance will result in individual review with the Executive Director and potential removal from the Board.

Compensation:
Directors and Committee members, excluding the Executive Director and staff, shall not receive any compensation from NGB for services rendered to NGB as members of the Board nor shall they be reimbursed for expenses incurred in the performance of their duties to NGB.


Board of Director Responsibilities
a. Conduct, manage and control the affairs and business of NGB.
b. Create additional program committees, with approval of the Board, and place an interim Vice President in charge of that committee until the next election. 
c. Appoint or create taskforces as needed.
d. Delegate to the Executive Committee the full power of the Board of Directors during the intervals between meetings of the Board of Directors.
e. Shall vote on board-related decisions.
f. Provide general oversight to ensure the organization stays within the approved annual budget.
g. When occasion requires, by an affirmative vote of the board, authorize the borrowing of money to provide for its temporary needs.
h. At all other times the Board of Directors shall determine and administer the current expense of operations of NGB.
i. Solicit and vet candidates to fill positions for unexpired terms.
j. The Board is responsible for approving any NGB membership dues, AAS Assessments and/or NGB Survey pricing structure. 


Vice President Responsibilities
a. Overall management of their assigned program committee.
b. Leads their committee in aligning their activities in coordination with NGB’s strategic plan.
c. Recommends their committee’s budget needs to the board beginning in August for budgeting discussions and approval.
d. Determines meeting frequency.
e. Creates meeting agendas.
f. Determines number and makeup of committee members.
g. Assigns note taker for each meeting.
h. Updates Committee charter after each meeting.
i. Reports on Committee progress at each Board meeting.



DIVISION V: Programs, Committees and Task Forces: Structure, Purpose, Responsibilities and Composition

National Garden Bureau Programs
1. AAS Trials and Winners
The AAS trialing program is a way for breeders to submit their new genetics into a non-biased trial, run by professional horticulturists. Winning varieties are named and promoted as AAS Winners. 
2. New Plants
The New Plants (New Varieties) program is designed to be an extensive collection of NGB member’s new plants for the upcoming gardening season. 
3. Year of the
The Year of the program was created to highlight and promote plant genera as chosen by the members. 
4. Combo Ideas
This program was created to showcase member’s combinations that have been tested and trialed to perform well and look good together. 
5. Inspirations blog
NGB’s Inspirations blog is a way to directly provide great garden inspirations to consumers. The blog also provides e-newsletter content and social media topics. 
6. Webinars
NGB’s “Ask the Experts” webinars are another way to position NGB members as the experts on the presenting panels on a wide variety of topics. 
7. Market Share surveys
NGB's Market Share surveys are unique reports that provide market intelligence to participating breeding companies, based on volume of unit sales.
8. Therapeutic Garden Grant 
The Therapeutic Garden Grant is a way for NGB to support Therapeutic Gardens via financial contributions and publicity initiatives. 
The Therapeutic Garden Grant is NGB’s way to support horticulture therapy gardens as a way to provide industry support to our gardening community.  
9. Green Thumb Award
The Green Thumb program is a way for members to get recognition for their new and innovative products. Voting by industry and consumers determines the winners in multiple categories. 
10. Member Benefits
Members and their products are promoted to consumers and industry through wide-reaching marketing omni channels and programs. 

Program Committee Structure:
· Each committee has a stated purpose that aligns with the Strategic Plan and is reviewed annually to ensure that it meets the changing needs of NGB.
· Consists of a VP as chair, note taker and a minimum of two members of the NGB community as needed. 
· Committee members are chosen for their areas of expertise.
· When developing activities that require funding, the committee must submit an annual budget proposal by September. 
· May set length of service for members as the committee’s needs dictate.
· Committee activities dictate the frequency of meetings. 
· Meeting agendas, notes, Committee Charters and other information documents are provided to the committee, office, and Board via digital sharing site.
· VP coordinates with the Executive Director to set meeting dates, agenda, and membership of the committee.

1.  Executive Committee:
Mission: To guide the organization to success and to act on behalf of the entire board as needed. 
Purpose: The Executive Committee acts as the primary governing body for NGB between Board of Directors meetings. It holds full authority to manage NGB's affairs and take any actions it deems beneficial to the organization's interests. This committee is also directly responsible for overseeing NGB's long-term financial health and leading the nomination process for Officers, Directors, and Vice Presidents.
Roles and Responsibilities:
· Make decisions and take actions that are in the best interest of the organization.
· Nominate candidates for all Officer positions.
· Fills any unexpired terms for officers as needed
· Exercise general supervision over long range financial planning of the organization.
· To review and approve the Strategic Plan


2.  AAS Trials Program Committee
Mission: Trial new, top quality and popular garden varieties for superior garden performance and market advancement throughout North America. 
Purpose: 
· To test new, unsold cultivars ​ 
· To support and assist our volunteer judges to ensure successful trials ​ 
· To maintain trust and respect from the edible, ornamental and perennial breeders  
Roles and Responsibilities:  
a. The responsibilities of this Vice President are consistent with those applicable to all Vice Presidents and are set forth in Section "Vice President Responsibilities" of Division IV.
b. Responsible for overall success of AAS trialing program.  
c. Responsible for reviewing the AAS Trial biotech statement annually.
d. Responsible for reviewing the AAS Winner Assessment fee structure annually and make any necessary changes in a recommendation to the  NGB Board
e. Generate quality Entries and winners. 
f. Streamline trialing process for operational excellence.
g. Create Vetting Process for New Entries 
h. Review AAS Trial Entry fees annually 
i. Optimize newer trials (Non-seed, Perennial and Container) to be more efficient and successful. 
j. Evaluate Acceptance Criteria: Assessment Fee Structure and Regional designations. 
k. Work with the CJC to optimize Digital Trialing Platform  
l. Work with the CJC to maintain consistent trial evaluations


3. AAS Combined Judges Committee:
Mission: Support AAS trials through judge education, mentorship and community.
Purpose: To consider situations common to all Judges, such as communications, judging standards, scoring of Entries, Judge training and other educational programs for Judges.  
Roles and Responsibilities: 
a. The responsibilities of this Vice President are consistent with those applicable to all Vice Presidents and are set forth in Section "Vice President Responsibilities" of Division IV.
b. Review and evaluate efforts frequently to assess success and impact (KPIs).
c. Responsible for the evaluation and execution of data collection for the AAS Trials.
d. Be proactive with new judge training
e. Recruit new judges as needed
f. Determine best practices for methods and frequency of communication
g. Review of Judge's performance, score sheets and scoring procedures
h.  Review trial garden participation performance.
i. The committee meets via teleconference at the end of the trial season to review all Entry’s scores.
j. All committee activities related to that season’s trial scores are reported to the Board during the fall meeting. 
k. The Combined Judges Program Committee may hold ad hoc meetings as deemed necessary.
l. They grant the Executive Director and office staff the ability to approve and reject judge applications.
m.  Review Judge status.
n.  If budgeted, recommend the recipient of the Judge Ambassador Travel Award to attend the Summer Summit.  


4. AAS Display Garden Program Committee
Mission: As a group, we will create and communicate unique ways the AAS Display Gardens can achieve more recognition for AAS Winning varieties.  
Purpose: To support and motivate external AAS Display Gardens to engage with the public in a way that explains and demonstrates the AAS brand. 
Roles and Responsibilities: 
j. The responsibilities of this Vice President are consistent with those applicable to all Vice Presidents and are set forth in Section "Vice President Responsibilities" of Division IV.
k. Review and evaluate efforts frequently to assess success and impact (KPIs).


5. Non-Plant Product Promotions Program Committee
Mission: To develop innovative and impactful strategies that highlight the value of non-plant member companies, promote their products, brands, and contributions, and strengthen the National Garden Bureau by attracting and retaining diverse non-plant members.
Purpose: To serve as a strategic marketing partner for non-plant companies in horticulture by:
· Promoting their products, brands, and organizations to consumers with gardening interests,
· Elevating their visibility within the broader garden industry, and
· Fostering connections with plant-focused stakeholders to encourage collaboration and industry growth.

Roles & Responsibilities:
a. The responsibilities of this Vice President are consistent with those applicable to all Vice Presidents and are set forth in Section "Vice President Responsibilities" of Division IV.
b. Review and evaluate efforts frequently to assess success and impact (KPIs).
a. Work with Marketing Committee on Green Thumb Award.

6. Year of Program Committee
Mission: Provide accurate educational information on the genera chosen to help home gardeners be informed and successful.  
Purpose: Each year, the program will promote awareness, appreciation and understanding of six selected plant genera that are important in the horticulture industry.  By increasing education among consumers, we will inspire them to use more of these plants.  
Roles and Responsibilities: 
a. The responsibilities of this Vice President are consistent with those applicable to all Vice Presidents and are set forth in Section "Vice President Responsibilities" of Division IV.
b. Responsible for developing the overall YO program strategy.
c. Each year, committee will confirm and choose genera for the program 2 years out. 
d. Identifies genera for each Year of program and reviews genera relevance before artwork is designed. 
e. Develops all outward promotional communications. 
f. Executive Director assists in both planning and executing the Year Of marketing plans.


7. Marketing Program Committee
Mission: To create unique and attention-getting outward communications to promote all plants and products from our members including website, social media, blogs, e-newsletters, etc.​
Purpose: To be a key marketing partner of horticulture companies by promoting their products to the gardening public. 
 Roles and Responsibilities: 
The responsibilities of this Vice President are consistent with those applicable to all Vice Presidents and are set forth in Section "Vice President Responsibilities" of Division IV.

8. NGB Membership and Benefits Program Committee
​Mission: ​
a. Maximize member retention by delivering unparalleled benefits. ​
b. Drive member upgrades through targeted communication of increasing value propositions. ​
c. Attract new members by actively promoting the comprehensive benefits of membership. ​
Purpose: To make NGB membership the best value possible for members.   
Roles and Responsibilities: 
a. The responsibilities of this Vice President are consistent with those applicable to all Vice Presidents and are set forth in Section "Vice President Responsibilities" of Division IV.
b. The NGB Membership Program Committee is responsible for conducting an annual financial review of the dues and benefits then proposing any dues changes to the board. 
c. Retail Member Vetting. To ensure the quality and professionalism of NGB Retail Members, all applicants at the “Member” level and above must provide three professional recommendations (preferably from a current NGB breeder or wholesale member) when they apply for NGB membership. Add to membership form:
a. Please upload a photo of the front of back of your seed packets.
b. Can you provide documentation showing compliance with U.S. and Canadian seed regulations if needed?

9. AAS Edible Comparison Committee: 
Purpose: To vet and recommend appropriate variety comparisons and their sources for each Entry in the Edible Trial. 
Roles and Responsibilities: The committee determines if one or more subcommittees are needed based on the quantity of Entries for that year.  The chairperson can be a Director or an industry professional with a background in edibles and shall be appointed by the VP of the Trials Program Committee. 

10. AAS Ornamental Seed Comparison Committee:
Purpose: To vet and recommend appropriate variety comparisons and their sources for each Entry in the Ornamental Seed Trial. 
Roles and Responsibilities: The committee determines if one or more subcommittees are needed based on the quantity of Entries for that year.  The chairperson can be a Director or an industry professional with a background in seed ornamentals and shall be appointed by the VP of the Trials Program Committee.


11. AAS Perennial Comparison Committee:
Purpose: To vet and recommend appropriate variety comparisons and their sources for each Entry in the Perennial Trial. 
Roles and Responsibilities: The committee determines if one or more subcommittees are needed based on the quantity of Entries for that year.  The chairperson can be a Director or an industry professional with a background in perennials and shall be appointed by the VP of the Trials Program Committee.

12. AAS Ornamental Non-Seed Comparison Committee:
Purpose: To vet and recommend appropriate variety comparisons for each Entry in the Non-Seed Ornamental Trial. 
Roles and Responsibilities: The committee determines if one or more subcommittees are needed based on the quantity of Entries for that year.  The chairperson can be a Director or an industry professional with a background in non-seed ornamentals and shall be appointed by the VP of the Trials Program Committee.

13. Strategic Planning Committee and Guidelines:
Purpose: To develop and manage NGB’s long term plan for growth and financial stability. 
Roles and Responsibility: The Executive Committee shall develop the 4-5 year strategic plan and 3-year budget outlook to support the plan. An annual review of each committee’s activities and priorities will be made to ensure each committee is aligned with the overall NGB strategy. The Strategic Plan will be reviewed annually and approved by the board.  
Structure: 
The Executive Committee, consisting of the President, Past President, Treasurer and Executive Director with input from the vice presidents. 

14. Summer Summit Local Planning Committee:
Purpose: To identify the date and locations to visit, source local vendors, determine hotel venue, plan event promotion, and identify how to incorporate AAS Winners and NGB programs into the itinerary.  
Roles and Responsibilities: The Executive Director and volunteer local organizers plan an event that stays within the set budget. The NGB Members, AAS Judge(s) and/or Display Gardens in the agreed-upon city can serve as committee members. If the Summer Summit is held in conjunction with another organization, then this committee shall collaborate with that organization to ensure the meeting’s agenda meets the goals of NGB and AAS. 

15. Task Forces Guidelines:
Definition:  
A National Garden Bureau (NGB) Task Force is a temporary, focused unit specifically organized to address a defined task, project, or opportunity. 
Creation/Formation: 
The NGB President may initiate the formation of a Task Force when deemed necessary to gather information, facilitate in-depth discussion, and develop well-informed recommendations for the NGB Board of Directors. The President will adhere to the following guidelines when establishing a Task Force: 
Structure and Leadership: 
· Membership: Typically, each NGB Program Committee with a stake in the task, project or opportunity will be invited to nominate one delegate to serve on the Task Force. The President may also seek additional members or subject matter experts based on the specific purpose of the Task Force. 
· Chairperson: The Task Force will typically self-select a chairperson from its members. However, the President retains the discretion to appoint a chairperson if deemed beneficial. 
· Timeline: Unless otherwise specified by the President, each Task Force is expected to present its findings and recommendations to the Board of Directors within one year of its formal formation. 
Purpose and Objectives:  
· Upon formation, the NGB President will provide the Task Force with a clear directive outlining its initial purpose and objectives. 
· The Task Force will then be responsible for further refining this purpose to ensure a clear understanding of the scope of work, the specific research or project focus, and the desired outcome of their recommendation. 
· The primary purposes of an NGB Task Force may include:  
· In-depth study and analysis of a specific problem or issue. 
· Development of potential solutions or strategies to address identified challenges. 
· Planning and implementation of a specific project or initiative. 
 Roles and Responsibilities: 
· The primary role of a Task Force may involve focused study and research on the assigned topic. 
· Upon completion of their research or project, the Task Force is responsible for developing a comprehensive written recommendation to be presented to the NGB Board of Directors and Officers. This recommendation may include a suggested timeline for the Task Force's disbandment. 
· Once the Task Force has fulfilled its defined purpose, as determined and approved by the Board of Directors, the Task Force will be formally disbanded. 
· The Board of Directors may, at their discretion, task future groups with developing recommendations based on the research and findings of previously established Task Forces. 
Operational Guidelines:
· Each Task Force will maintain a clear and focused responsibility to address the specific issue, project, or opportunity for which it was formed. 
· Task Force members are expected to actively participate in meetings, conduct necessary research and data analysis, and collaboratively develop a well-reasoned written recommendation for the Board of Directors. 


DIVISION VI: Members and Membership Meetings
1. Annual Meeting
The Annual Membership Meeting shall be held as specified in NGB By-Laws, Article VII. 
Scenario 1: Coinciding with an industry event, which is preferred, allowing electronic balloting by those unable to attend.
Scenario 2: A virtual event with electronic balloting by those attending or unable to attend. 
Consideration: Rotate industry events between those that are vegetable focused and ornamentals focused. 
Additional Membership Meetings may be planned by the Executive Committee and/or Board of Directors as needed or as circumstances arise. 
Notice of Meetings.  At least 30 days before the meeting, notice of the meeting shall be given to each Member entitled to vote by written notification or email.
Voting Rights.  Each Member at the “Member” level and above, in good standing, shall be entitled to cast one vote.  

2. NGB Summer Summit
Purpose: The purpose of the Summer Summit meeting is to bring the home garden industry together for networking, visit member companies, evaluate AAS trials and provide educational opportunities for all attendees. 
Responsibilities: The local planning committee is responsible for the organization and execution of the Summer Summit with the assistance of the office staff. 





DIVISION VII: AAS Entrants, Entries & Trial Coordination

1. Entrants will use the current AAS Entry form and will refer to the instructions, policies and guidelines associated with Entries. The Entrants shall fill in the information as requested for each Entry on the Entry form provided by the AAS office. Entrants shall submit Entry forms, Entry fees and samples by the following deadlines: 
a. Ornamental Seed Trial: Entry forms by November 1, fees and samples by December 1; 
b. Edible Trial: Entry forms by November 1, fees and samples by December 1;
c. Perennial Trial: Entry forms by September 15, fees by October 1; and seed/samples by a date TBD depending on variety genus. 
d. Non-seed Ornamental Trial: Entry forms by November 1, fees by Dec. 1 and samples by a date TBD depending on variety genus. 
2. Entries received after these deadlines may be held for trial the following year. Entrants shall be required to furnish a sufficient number of samples to cover relevant trial sites, and each sample shall contain a sufficient number of seed or plant material to conduct a valid trial. (Contact the AAS office for exact quantities.) Extra samples shall be reserved to supply Trial Judges with replacement material in case of a failure in establishing a fair trial of any Entries and to maintain a record sample of that Entry.
3. To assure the integrity of all AAS Trials, entered varieties must meet U.S. and Canada regulatory and phytosanitary requirements.
a.  In some cases, additional pathogen tests may be required depending on the genera as listed on the AAS Entry Forms. 
b. Seed and non-seed items must pass all United States and Canadian plant health requirements for regulated pathogens and pests in the U.S. and Canada regardless of country of origin. Proof that all regulatory requirements have been met,  must be provided.
4. For Entries making a claim of disease resistance in any trial, entering breeder must also be able to provide proof of resistance in the form of a lab test or validation by third party.
a. All judges must note in the scoring app, the presence or absence of the environmental conditions conducive for the expression of the disease causing pathogen.   
b. For regional specific pathogens, 75% of the judges in those regions where conditions were present must be able to observe an intermediate or high level of resistance in order for that Entry to make the claims of resistance.  
c. For national and global pathogens, if fewer than 75% of the judges can observe the pathogen resistance, then appropriate third-party or internal validation of disease resistance is required. Examples of validation include lab tests or bio assay marker.
5. Any improved variety Entry claiming new disease resistance, that performs the same as/or better than the original AAS Winner but the disease pressure/resistance could not be judged. In this case, breeder can submit a third-party laboratory test validating the resistance to claimed disease, then it can become an AAS Winner.
i. For regional specific pathogens, 75% of the judges in those regions where conditions were present must be able to observe an intermediate or high level of resistance in order for that Entry to make the claims of resistance.  
ii. For national and global pathogens, if fewer than 75% of the judges cannot observe the pathogen resistance, then appropriate third-party or internal validation of disease resistance is required. Examples of validation include lab tests or bio assay marker.
6. Labs with disease marker testing or bioassays: 
i. https://agbiotech.net/
ii. https://csplabs.com/
iii. https://www.naktuinbouw.com/about-us/fees-price-list/fees-variety-testing-2024#resistance-tests
7. The AAS Trialing Program Committee has an official Biotech Statement available that is found on the AAS Entry forms and upon request. The Biotech Statement will be reviewed by the AAS Trialing Program Committee every twelve (12) months and is subject to change as technology advances.  
8. The Executive Director shall, for at least three (3) and up to five (5) years, hold the remaining original Entry samples of all AAS seed Winners as a sample of record. If, at any time, there seems to have been a substitution, reversion or other marked dissimilarity from the Entry as it appeared in trials a grow out of the record sample may be required. Other samples of any suspect Winner shall be obtained by the Executive Director from several sources for comparison with the original Entry seed in designated Trial Grounds. If the trials confirm a substitution, reversion or marked dissimilarity, the AAS Trials Committee shall inform the breeder for an explanation. If unresolved, then the case shall be brought before the Board of Directors as a grievance matter for action.
9. There shall be a fee for each Entry considered eligible for AAS trials (herein “Entry Fee”). The AAS Trialing Program Committee proposes any changes in the Entry fees for approval by the Board of Directors. Any changes to the Entry Fee must be clearly stated on the Entry form.      
10. Entry Withdrawal. An Entrant may withdraw their Entry from judgment and award consideration at any time during the testing period and may re-enter the same variety as a new Entry in a succeeding year. An Entrant must pay the regular Entry fee and request retrial and judgment of any Entry in a future year provided:
a. No AAS Winner award has been earned and announced, or
b. b. An AAS Winner Regional award was earned but not yet announced which, in the opinion of the Entrant, should have performed better.
11. Refund Policy:
a. Withdrawal after initial submission: Full refund if Entry is withdrawn within two (2) weeks after Entry deadline.
b. No refund if withdrawn after (2) two weeks after Entry deadline.
12. Breeders are encouraged to begin production the same season as the AAS trial to help speed up acceptance of all AAS Winners.
13. After the Entry submission deadline, Breeders can commercially introduce their entered varieties. No mention of the AAS trials or AAS awards can be made in relation to this entered variety until after the trial is completed and the breeder accepts the AAS award, and the announcement is made. Before the AAS award is accepted, the breeder can offer this variety as an exclusive, if desired. No exclusives are allowed after a variety becomes an AAS Winner and while it is under assessment. Varieties previously sold as an exclusive, must keep the same variety name after introduction as an AAS Winner.
14. After the assessment time frame has concluded, if a breeder wishes to offer their AAS Winner as an exclusive to any customer in the supply chain, they are free to do so. AAS just asks that breeder to inform the AAS office of such an arrangement and use the AAS logo in the promotion of that variety. All logo usage should follow the AAS logo Usage Guide. 
15. Comparisons: To encourage breeders to enter innovative new breeding into the AAS trials, AAS shall have the following criteria for choosing comparisons. 
a. First consideration is to select an appropriate AAS Winner from the same species, grown using the same propagation method. (Comparison Committees will decide if the AAS Winner is still relevant or appropriate as an “industry standard” comparison.)
b. The next consideration is to select a comparison from the same species, grown using the same propagation method that is considered a current industry standard. 
c. If that’s not possible, a comparison from the same genus can be selected. 
d. If that is also not possible then step four is to select a variety that may not be the same genus or species but has a similar attribute or trait that the breeder claims for the Entry.
e. If none of the above criterion is possible, then the Combined Judge’s Committee will declare that the Entry does not have any comparisons. 
16. Comparison Committee Guidelines: The objective of the Comparison Committee is to select varieties already on the market and accessible to the home gardener that the AAS Judges will use in their evaluations of the AAS Entries.  The comparisons chosen should be as similar to the Entry as possible for certain characteristics such as appearance, maturity, plant habit, flower or fruit color, etc.  This process usually requires one or two comparison varieties and, in some cases, may require three. 
a. The committee is asked to list the major traits each comparison offers for evaluation. (Ex, earliness, flower form, garden performance, etc.) Important note: if color is the distinguishing trait or characteristic, then the comparison should be chosen based on color, if possible.
b. The Comparison Committee can assign multiple Entries to the same comparison. (Ex, two similar globe tomato Entries can both use the same comparison.)
c. The committee is asked to come up with four possible comparisons and to put them in order of priority on the provided “Tool.” If one of the first two choices is not available, the Trials Coordinator is authorized to pick another option from the list without consulting the committee again. 
d. The comparison should be one that is readily available to the North American Home Garden market. Varieties only promoted for use in commercial processing, row crops, etc. should not be chosen as comparisons. Comparisons must be readily available in North America. Exclusives are allowed as comparisons if available.
e. Any enhanced or treated Entry should be disclosed on the Entry form, and the comparison committee should consider this fact when selecting appropriate comparisons.
f. The Entry, if an OP, should be trialed with an OP comparison. If the Entry is OP and there are no OP comparisons, then it is acceptable to use an F1. Likewise, if the Entry is an F1, then it should be compared to F1s, unless there are no other F1s available. 
g. For the perennial trial, seed Entries can be compared to non-seed varieties and vice versa. Likewise, bareroot can be compared to non-seed, etc. 
h. When possible, the committee should do everything in their power to list the breeder/producer as the seed source. Please do NOT name a reseller as the primary source. If you name a breeder without a U.S. presence, please include a contact name in case the office is not in regular contact with that breeder. In some rare circumstances a reseller/distributor may be used when there are problems sourcing seed/cuttings from the originator. 
17. Comparison Supplier Credits
a. For any breeder donating either Unrooted Cuttings (URCs) or Tissue Culture (TC) liners as a comparison in the AAS Perennial or Non-Seed Trial, they will receive a $500 credit per comparison variety, for a maximum of $1,000 credit per company. That credit is good for one calendar year and will be applied to the AAS Trial Entry fee for the selected AAS trial of that breeder’s choosing. Non-breeder suppliers donating trial material can apply the credit toward their NGB membership dues. No cash payments of credits will be issued.  
18. Policies for Retrial: There are two (2) cases for re-trialing an Entry: 1) When an Entry’s average score is not high enough to be considered as a future AAS Winner or Regional Winner, or 2) If there were 25% or more of the trial sites reporting Trial Failure or Human Error. For case 1) the entering breeder can elect to re-enter the following year and be responsible for the Entry Fee and will have to furnish samples for the retrial. For case 2) the entering breeder can elect to re-enter the following year and be responsible for furnishing samples, but the retrial fee will be waived. 
a. If the Entrant elects to retrial, the AAS office needs to:
i. Give the retrial a new AAS Entry code to reflect the year it is in retrial and indicate retrial on the description sheet.
ii. Add the retrial to the current year’s list of Entries to obtain comparisons and to be sent to Trial Grounds with the rest of the current year’s Entries and comparisons.
iii. In the case of a retrial because of Trial Failure or Human Error (case 2 above), only the sites that were unable to score the Entry in the prior year will retrial. The two years’ scores will then be combined for consideration. 
iv. The Executive Director informs the Board in a monthly progress report that we have a retrial and explain the circumstances. 
19. Trial Coordination: All details of how the AAS trial is coordinated and executed are detailed in the Office Procedures. 	

DIVISION VIII: AAS Judges and Judging AAS Entries 
 
1. New Judges 
a. Potential new judges can contact the office to apply. 
b. Current judges and directors can refer potential new judges. 
2. Vetting Process 
a. The Executive Director initiates the vetting process. If the applicant has the necessary qualifications, the ED will supply the candidate with an application that is not publicly available. The AAS office will review and approve or reject the initial application.  
b. The list of new judges is presented to the Combined Judges Committee at the end of every month, if applicable, for an e-vote of approval. Uncontested candidates will continue as AAS Judges.  
c. The AAS office will notify contested candidates that their application was not approved, and they will be directed to destroy all trial material. 
3. Judge Qualifications
a. Judges serve without financial compensation.
b. AAS Trials are only to be conducted at places of business, a public garden or an educational facility; trials are not conducted at private residences.  
c. Judges must have a broad knowledge of varieties and a record of careful, methodical trial work. Additional supporting qualifications include: 
i. Must have, or have access to, a greenhouse to start all seeds or nurture seedlings/liners. 
ii. Must have sufficient acreage to trial all Entries for garden performance.   
iii. Must have sufficient containers and irrigation for container trials.  
4. Judge Responsibilities and Expectations: 
a. Signing a Material Transfer Agreement every year before the trial material ships:  
Trial Ground Judges shall exercise extreme precautions to prevent any loss or pilferage of samples of Entries under trial. There shall be absolutely no seed, plants, cutting, divisions, buds, pollen, or any other reproductive material saved, used, or transported from any Entry for reproductive purposes. All excess Entry seed and plant material, except as needed in conducting the trials, shall be destroyed. At the end of the three-winter perennial trial, the Judges agree to destroy all Entry plants that are not AAS Winners and will verify they have done so. To uphold this rule, every Judge must sign a Material Transfer Agreement every year before the trial material will be shipped to them.  
b. Supervising the AAS trial and overseeing the trial grounds. 
c. Using the AAS Trial Ground sign. The AAS Trial Ground Sign has the current logo and a legal disclaimer. The sign is 18” x 30” and is constructed of aluminum. The white, ​weatherproof​ sign should last for ​five to seven​​ ​years. Judges are to provide an appropriate frame for the sign that ​is to​ be placed where the AAS trials are located.
d. Ensuring each Entry in the trial is marked by stake or other label, with the official AAS trial number of the Entry and Comparison.
e. Controlling access to non-Seed Trials. Due to Phytosanitary issues, control is done at the discretion of the host site. 
f. Allowing an AAS Judge, Director, Executive Director or entering breeder to visit their AAS Trial Ground by appointment following host protocols.  
g. Evaluating each Entry over the entire growing season(s). 
h. Enlisting a ​backup​ person (or assistant) to actively participate in the germination, planting, care and observation of the AAS Trials. AAS requires that Judges provide the name(s) of this person so they can be tracked in the organization’s database. It is crucial that each Judge keeps meticulous records and lets his/her assistant know the location of those records and/or have access to the judging app. Ultimately, it is the ​responsibility of the ​AAS Judge​, not the backup (or assistant) ​to oversee and approve the trial and give the final scor​es​. 
i. Scoring each Entry and submitting evaluations promptly at the end of the trialing period.
j. Serving as an esteemed voting member of National Garden Bureau (formerly known as the AAS Council of Judges).  
k. Familiarizing themselves with the AAS By-Laws and Policies and Guidelines, particularly the rules relating to judging and governance of AAS. 
l. Judges are provided with a complete list of AAS Judges with their contact information and a list of the trials they are involved in. That can be found in the Judge’s area of the AAS website. 
m. All Judges and their assistants are invited, though not required, to attend any virtual and in-person meetings hosted by AAS. 
n. Notifying AAS in advance of planned retirement, resignation or long-term absence when possible so appropriate planning can occur. 
o. In the case of any long-term absence, AAS must be notified so appropriate planning can occur.  
p. Judges who do not complete trials, return scores, or communicate with AAS staff will be put on probation for the following season and closely monitored by the AAS Trial Coordinator. 
a. Probation includes individual mentorship and training with a seasoned judge and close monitoring/communication with AAS Trials staff.
q. If a judge fails to complete two years of trials, without valid reason, the judge shall be removed from the AAS Trial program. 
a. They may reapply in the future with a new application, including a rationale of what happened and how they will properly conduct trials in the future. Those new/reapplied judges will only be allowed to trial seed items (because of the expense) until they prove themselves. 
4. Judge trial scoring and analysis
a. The official AAS scoring system is used by each Judge. 
b. At the end of the trialing season, all Judge’s scores are reviewed by the Combined Judges Committee.
c. If any judge’s scores seem inconsistent or if their scores and comments are contradictory, the Combined Judges Committee may recommend that a mentor, committee member or the office staff contact that judge for clarification. 
a. After discussion, the judge may opt to change their score(s).
b. The committee does not have the authority to change the Judge’s scores.  
d. If an Entry is within .05 of becoming a winner, the committee can recommend to the Board that the Board decide whether the Entry is a winner or a holdover. 
e. If, after the above process is completed, there are still questionable scores, the Committee VP, the Executive Director, the President and the Past-President will determine the recommendation to present to the board. 
f. No Judge is permitted to submit a score for any Entry originated or entered by any company with whom he/she or his/her company is financially affiliated. 
5. Judge Mentors: 
a. Mentor judges are experienced AAS Judges willing to support and guide new judges. Mentor Judges do not need to be members of the AAS Combined Judges Program Committee.  New Judges should contact one of the mentors anytime they have questions about their trial. All mentors are encouraged to contact the new Judges involved in the same trials.​​ 
b. A Judge mentor’s responsibilities include: 
i. Assisting new Judges with any trialing, evaluation, or scoring questions. 
ii. Giving guidance based on their experience in judging AAS trials. 
6. Guidelines and timelines to conduct the trials - A complete list of Entries and comparisons is sent to each AAS Judge in December of the year preceding the trial. Judges must plant and evaluate all Entries and comparisons. Judges may use additional comparison varieties of their choice but are not permitted to eliminate the assigned comparison(s).  The judge can begin to allocate space for the AAS Trial at that time. Seed Entry and Comparisons are sent in December/January. Non-seed Entry and Comparisons are sent in the weeks predetermined by the Judges. 
a. Ornamental Seed In-ground trial:  
i. Averages 5-15 Entries 
iii. Each Entry usually has two comparisons. Expect to grow a total of 15-45 varieties.  
iv. Recommended to grow 15-20 plants of each Entry and comparison. 
b. Ornamental Seed Container trial:  
i. Averages 5-15 Entries  
ii. Each Entry has one comparison 
iii. Expect to grow a total of 10-30 varieties. 
iv. Grow at least three containers of each Entry and three containers of each comparison.   
c. Ornamental Non-Seed Container Trial:  
i. Averages 5-10 Entries 
ii. Judges receive 25-50 URCs of each Entry and comparison. 
iii. Each Entry has one comparison.  
iv. Grow at least 3 containers of each Entry and 3 containers of each comparison, typically 3 liners per container.  
v. Expect to grow 10-20 varieties in containers approximately 14-18” in diameter.  
d. Ornamental Non-Seed In-Ground Trial:  
i. Averages 5-10 Entries 
ii. Judges receive 25-50 URCs of each Entry and comparison.  
iii. Each Entry has one comparison.  
iv. Expect to grow 10-20 varieties.  
v. Expect to use all URCs to have sufficient plants for evaluation.   
e. Edible In-Ground Trial:  
i. Averages 20-30 Entries  
ii. Each Entry has one or two comparisons. 
iii. Expect to grow 30-90 varieties, 6-12 plants each.  
iv. For large, vining crops, Judges can grow fewer plants than for smaller crops like peppers.  
f. Edible Container Trial:  
i. Averages 5-15 Entries  
ii. Each Entry has one comparison.  
iii. Expect to grow 10-30 varieties.  
iv. Specific container size suggestions are found in the AAS Judge’s area at www.aaaswinners.com.  
v. Grow at least 3 containers per variety to have sufficient plants for evaluation.  
g. Perennial Trial:  
i. Averages 3-10 Entries. 
ii. Judges are sent sufficient URCs or liners of each Entry and Comparison.  
iii. Each Entry has one comparison.  
iv. Expect to grow 6-20 varieties.
v. Grow at least twelve plants of each variety and each comparison. 
vi. Report survivability for each year, based on the number of plants originally planted. This is a three-winter trial.
h. Growing practices 
i. A downloadable description for each Entry is in the Judge’s AAS website portal.  The description provides the breeder’s product specs, cultural recommendations including direct sow, rooting and/or transplant instructions. The Judge should follow these instructions as closely as possible, especially concerning sowing date and container size. If no specific instructions are given, grow the Entry using current practices for that cultivar.  
ii. Sowing and planting dates should be appropriate for the region where the trial is being conducted.  
iii. No pinching or cutting back of plants should be done (unless directed to do so on the Entry description) as this often alters plant habit.  
iv. For the Edible Trials, common garden practices are encouraged, such as staking  indeterminate tomatoes, hilling leeks, direct sowing lettuce, etc.  
v. Judges should provide a shaded growing area for any Entries traditionally grown in shade if their climate requires it. 
vi. Judges must be equipped to grow URCs and plants in protected structures or greenhouses for transplant. 
vii. Each Judge should grow each Entry and comparison side by side in rows or blocks of plants, all grown under the same conditions.  
viii. Plant care should be comparable to those utilized by the average home gardener in your area.  
ix. Judges evaluate plants on garden performance.  
x. Each Entry is given a coded number.  
xi. When germination problems occur with seed Entries or comparisons, the Judge will contact the AAS office and replacements for both the Entry and comparisons will be sent and must all be restarted at the same time. 
xii. For non-seed entries, if a production problem occurs only with a comparison that the Trial Ground has growing elsewhere, they can use that variety as a comparison.  
xii. Soil fertility is important for proper plant growth. Organic or inorganic fertilizers or insecticides may be used. Controls should be applied if pests become a problem threatening a valid evaluation of trial material. 
7. Evaluating and Scoring Entries 
a. Each trial will be judged by the respective group of approved Judges following the By-Laws, Policies and Guidelines of NGB. 
c. AAS uses Mercado, a software program from Agri Information Partners, to evaluate trials. Judges observe and score their trials using the Mercado app, which they download on their smartphones or tablets (iOS or Android). All Judges must submit their trial scores through the Mercado app. If a Judge doesn't have a smartphone or tablet, they should inform AAS so a solution can be arranged. Only the Judge has access to the Mercado app. If the Judge needs an assistant to enter observations or scores, they must use the Judge's device or login information. The Mercado app licenses are exclusively for Judges.
d. For the Ornamental Seed Trials and some Edible Entries, seed must be sown, germinated and vigor noted before being transplanted.  
e. The Judge evaluates Entries based on the traits that the breeder has selected and are noted in the trial app. 
f. AAS expects the Judge or the Judge's assistant to observe and make notations in the Mercado app about the Entries regularly throughout the growing season. The timing of evaluations will vary depending upon location. It is up to the Judge to determine the optimum evaluation dates. 
g. For the Edible Trials, Judges will taste the Entry and the comparison(s) as part of the evaluation.​​ Taste tests may be conducted raw or cooked, but the Entry and comparison(s) should be prepared in the same manner.
h. For the Perennial Trial, Entries should be judged in their prime and will need frequent observations to fully understand the Entry’s performance throughout the growing season(s).  
i. For all Ornamental Entries, please consult the Entry description sheet to understand the Entry’s flowering window and if there will be an expected period of summer dormancy. 
j. All Judges shall report their scores by an agreed-upon deadline for the trial(s) under their jurisdiction. They shall vote for their recommendations according to the uniform system of the Council ​of Judges ​in the official AAS scoring app. Each Judge will use the criteria for ​awarding ​from one to five points.   
k. Points are awarded on a scale of 1-5: 
i. 1 =​ ​Poor 
ii. 2 = Below average 
iii. 3 = Average 
iv. 4 = Above average (worthy of AAS award) 
v. 5 = Excellent 
vi. E = Exempt (defined in “p” below) 
vii. X = Trial failure 
viii. N = Not adapted 
ix. HE = Human Error 
x. L = Late 
xi. D = Did not receive, or could not plant
l. Scoring criteria to become an AAS Winner:
a. An AAS Winner award designation represents the best in the class, earning a 3.5 or higher from 50% of the judges for a National Winner. 
b. An AAS Gold Medal Winner is reserved for a significant breeding breakthrough and must earn a 4.0 from 75% of the judges. 
c. Regional Winners must score 3.75 or higher from 50% or more of the judges in 2 or more regions.  
d. In the series trial with an AAS Winner, the Entry must score a 3.0 or higher against the AAS Winner is it being compared to and have 50% or more of the judges saying it should be an AAS Winner. 
e. In the series trial without an AAS Winner, the Entry must score a 3.5 or higher against the named comparison and a 3 or higher against the series comparison and more than 50% of the judges saying it should be an AAS Winner. 
m. Judges may report late​-​maturing Entries to the AAS office after submitting their other scores by the deadline. Late voting must follow the same guidelines as all other scoring. 
n. Final evaluations and scores are the responsibility of the Judge and must be made in Mercado. A photo record is extremely helpful for evaluations, these can and should be taken and uploaded using Mercado. 
o. All interim and final scores for all trials, except the Perennial Trial, must be entered into the Mercado app by October 1. Interim scores for the Perennial Trial must be entered into the Mercado app by November 1 of each year. This information will be included in a report sent to the participating breeders at the end of the trial.
p. [bookmark: _Hlk98331503]No Judge is permitted to vote for any Entry originated by any company with whom he/she or his/her company is financially involved.

8. Publicity of AAS Trials. To ensure impartiality and uphold professionalism, the subsequent guidelines are applicable for breeders, judges and trial hosts. 
a. Photographs of Current Trials: Sharing images of specific, labeled trial Entries and comparisons on social media or other platforms is prohibited. However, trial photos devoid of identifying labels are permissible.
b. In the scenario that Entries were introduced to the market after their inclusion in AAS Trials but before the trial is concluded, these varieties can be photographed, labeled, and promoted. However, any reference to the AAS Trial is not allowed.
c. Social media and Other Posts pertaining to the AAS Trials in general, are encouraged to tag the AAS account and use the hashtag #AASTrials.
d. For events, reports, promotions or publicity not defined above, please contact the Executive Director for permission to utilize the AAS brand.




DIVISION IX: Criteria for Acceptance and Announcement of AAS Winners 

1. Overview: 
Once an Entry becomes an AAS Winner or Regional Winner, entering breeders shall obligate themselves to offer a generous and reasonable amount of product, direct or through regular North American distribution channels, to trade professionals at wholesale levels in order that they may cooperate in offering and promoting AAS from date of announcement. The public can purchase active AAS Winners from their usual sources, and resellers must have ample opportunity to purchase them for introductory sales. Exclusives to any one retailer are not allowed. Guidance may be given by the Executive Director to any Entrant relative to quantities needed for announcement of any AAS Winners and other pertinent information required for the announcement of AAS Winners.
2. Criteria for Announcement
The following criteria must be met before any AAS Winner is announced to the marketplace. All relevant information is submitted to the Executive Director who presents it to the NGB Board of Directors for the announcement decision. 
9. A form with Winner Announcement Details (all variety details) must be filled out and submitted to the NGB office for use on the AAS website. 
10. Criteria as detailed below must be submitted by the following announcement dates: 
i. January 10 for a late January announcement. 
ii. June 10 for an early July announcement.
iii. November 1 for a mid-November announcement.
11. Full, complete marketing name (including all trademarks, patents, etc.).
12. A minimum of one (1) square image of the cultivar: One digital cross platform (for PC and MAC) format 300 DPI RGB JPEG or PNG of a size to print a high-quality image. These images will be used extensively by NGB and by the garden media. Please send your highest quality images. 
13. To support additional marketing opportunities, breeder can submit up to five (5) images of the cultivar in various settings such as: 1) Close-up, 2) Container, 3) Landscape, 4) “Glamour” shot (your choice, can be a culinary shot for edibles) and 5) In a combination or mix. 
14. Estimated total quantity that is forecasted for sales to the home garden and small market grower industry (includes eCommerce, retail packet, small market growers and bedding plant sales) in North America (U.S. and Canada) the first twelve (12) months from announcement date, stated in weight and/or count. 
15. To be considered by the NGB Board, the potential AAS Winner must have 100% or more of forecasted first year sales in inventory or in seed processing or in cutting production.
16. Breeder must verify that the potential AAS Winner:
i. Seed must be in inventory, in final product form and available for immediate shipment to North American distributors. 
ii. Non-seed items must be available for booking with North American distributors at the first opportunity appropriate for that crop. 
17. To assure the integrity of all AAS Winners, all potential AAS Winners must meet U.S. and Canada regulatory and phytosanitary requirements:
a. Seed and non-seed items must pass all plant health requirements for regulated pathogens and pests in the United States and Canada regardless of country of origin. Proof that all regulatory requirements have been met must be provided on request.
b. For seed items, a copy of the laboratory germination test on blotter or soil (the one most prevalent for that species/genera) must be provided with a certificate signed by a registered seed technologist from an accredited lab or other certified labs that meet government (AOSA or ISTA) requirements.
c. For seed items, a detailed explanation of seed enhancements or potential active ingredients must be provided. A portion of all AAS Winners must be available as untreated or do not contain active ingredients.

3. Holdovers
a. Any Entry with a high enough score to become an AAS National or Regional Winner but does not yet meet the above criteria for announcement is considered a Holdover. 
b. Any breeder with a Holdover may elect to postpone the acceptance of the award to better align with market timing.
c. The Holdover has three years after the trial year to meet criteria and accept the award.
d. Breeders can coordinate and promote their Holdovers to industry market channels such as growers, retailers, brokers and dealers but cannot be called an AAS Winner until the formal announcement date (see below). Examples:
i. Appropriate forms of promotion include grower trials, new variety presentations, internal product launches, breeder trials and/or industry events.
ii. The Holdover variety can be used in promotional materials and sample programs, but the variety cannot be identified or promoted as an AAS Winner until the day of the formal AAS Winner announcement. 
iii. Breeding companies should inform necessary staff that their Holdovers cannot be presented as a potential AAS Winner until [expected announcement date].

4. Announcement and Promotion of Winners 
a. AAS Winners will be announced on one of the following dates (dependent upon industry events and holidays:
i. November: second week
ii. January: last week
iii. June: last week 
b. Holdovers that do not meet the Announcement criteria by the above dates continue in Holdover status.
d. Logo and Trademarks: The AAS office shall provide a Logo Usage guide for each AAS Winner regarding the proper use of the AAS trademarks, and each company shall be responsible to strictly adhere to the proper use of the AAS trademarks. All goodwill associated with the AAS trademarks shall be to the benefit of AAS, and AAS shall maintain the right to review and assure the quality control of the AAS trademarks.
e. AAS Winners are the beneficiaries of a wide range of promotional activities. The first year is the most intense phase of promotion to successfully launch a new AAS Winner. Beyond the first year, there remains a consistent effort to keep all AAS Winners top of mind with brokers, growers, retailers, garden writers and home gardeners. Promotions continue long after the AAS Assessment time frame because once an AAS Winner, always an AAS Winner. The AAS Winners and New Plants Program Committee creates a basic promotion plan for each AAS Winner that includes, but is not limited to:
i. Press releases
ii. E-newsletters
iii. Blogs
iv. Website
v. Young Plant Supplier and Seed Source lists
vi. Social Media 
vii. New Plants program
viii. Introduction, Display and Preview Gardens
ix. Trade Shows and Industry Events
x. AAS Winner brochure
e. Each variety can be sent to all AAS Display Gardens in December of each year for growing and showing in the following growing season. Each breeder is offered the opportunity to provide seeds and cuttings for this promotional program. 
a. Breeder provides prepackaged seed in the number of packets as requested by the office. 
b. If breeder chooses to send bulk seed, they will be invoiced for any costs incurred for repacking (approximately 40-50 cents per packet).
f. Three-tier promotion plan. Additional promotional activities are based on the assessment revenues generated. The details can be found in the document “Three Tier promotion program as well as on the website page for entering breeders, under the FAQ section, “What Publicity Can I Expect to Receive If I Win?
i. Tier 1 is for Winners generating up to 49% of the maximum get all the basics listed above.
ii. Tier 2 is for Winners generating between 50-75% of maximums get all the basics listed above plus one of three options of the breeder’s choosing as outlined in the Three Tier promotion program.
iii. Tier 3 is for Winners generating between 76-100% of maximums get all the basics listed above plus one of three boosted options of the breeder’s choosing as outlines in the Three Tier promotion program. 
5. All-America Selections/Fleuroselect double winners
a. If an AAS Winner is also a recipient of a Fleuroselect Gold Medal award in Europe, we encourage the breeder to accept both awards at the same time.
b. If Fleuroselect introduces a variety as a Gold Medal winner while that variety is still in AAS Holdover status, the entering company must meet the AAS criteria before accepting the AAS award.
c. The same rules for Holdover publicity and trialing also apply to Holdovers that are Fleuroselect Gold Medal winners. 
d. Double Winners pay AAS assessments on North American sales only.
e. In partnership with Fleuroselect, double winners are noted and linked on each organization’s website after each variety is announced as an AAS Winner. 
6. Name Usage of All-America Selections Winners
a. Vegetables/Edibles:
a. Only one name in North America: AAS expects all breeders to follow the Variety Naming Guidelines to Comply with the U.S. Federal Seed Act which does not allow any seed propagated variety to have two different names in the same species while in commerce. 
b. If an AAS Winner is taken off the market and a new variety of different parentage replaces it in the breeder’s portfolio, it is not allowed to be promoted as an AAS Winner since that new variety, though it might have the same name, has not gone through the AAS Trialing process. 
b. Name usage regarding improvements:
a. Improvement on an existing AAS Winner, whether or not still paying Assessments. Improvements on AAS Winners must be trialed (in the series/improvement trial – AAS Winner) and treated as a brand new variety. 
b. Any improvements submitted for trialing and did not qualify as a winner cannot be marketed as an AAS Winner.
c. New genetic (very similar to AAS Winner) not submitted for trial but is marketed with the same AAS winner name with a name amendment such as “Improved,” “Plus,” “2.0” etc. cannot use the AAS Winner designation unless it has gone through the trialing process. 
c. Name Changes for seed produced varieties must follow the Federal Seed Act. 
d. Renamed ornamental winners: In any case, if any AAS ornamental winner is sold under any other names in the US and Canada, the AAS office must be notified, and synonym names will be included on the AAS Website as “also sold as…” 
e. Ornamentals: 
a. Ornamentals are able to be trademarked to protect the variety name. 
b. If an AAS Winner is taken off the market and a new variety of different parentage replaces it, it is not allowed to be promoted as an AAS Winner since that variety has not gone through the AAS Trialing process. 
c. If an AAS Winner is renamed, the breeder must notify AAS in writing with documentation that the genetics have not been changed before they can promote it as an AAS Winner again. A variety can only have one commercial name at a time; thereby preventing it from being sold under two different variety names at the same time.
f. If any AAS winner is sold as a component of a mixture or combo in the US or Canada while it is under assessment, the variety volumes must be reported and assessments paid on all usage of the variety. 
g. A seed produced AAS Winner may use the AAS trademarks for marketing of a vegetatively propagated clone of the AAS Winner if it is sold and marketed using the exact name of the winning Entry. Renaming the vegetatively propagated variety/clone is prohibited.
a. In this event, if it occurs while the original seed produced AAS Winner is still under assessment, the breeding company will be obligated to pay AAS Assessments as per the assessments for vegetatively propagated AAS Winners. 
b. If the vegetatively propagated variety is a sport of the winning variety, but is not an exact clone, the breeding/marketing company may not use the AAS Winner designation and is therefore not obligated to pay assessment fees to AAS. 
a. 

DIVISION X: AAS Display Gardens 

Overall Guidelines
1. Approved and participating botanical gardens, arboreta, colleges, universities, Extension groups, garden centers, seed companies, city centers, and public parks plan, create, plant, label and maintain an All-America Selections® Display Gardens.
a. At the time of application and during the annual verification review, a garden must determine whether they will grow AAS ornamentals and edibles, AAS ornamentals only or AAS edibles only and must agree to label all varieties as AAS Winners. 
b. The Display Garden will be in a visible, high-traffic space open to the public. 
i. Gardens are encouraged to host a locally publicized event during the growing season to promote AAS Winners. 
ii. The Display Garden is not required to evaluate and report the performance of AAS Winners.
c. An AAS Display Garden application will be approved by the NGB staff as received.
d. New Display Garden applications received and approved between September 15 and November 30 will get the seed shipment only, no live plants. Applications received and approved after November 30 will only receive seeds available at that time. 
e. All Display Gardens must complete a yearly verification to remain in the program. Verifications are sent July 1 of every year with a deadline to respond of August 31. 
f. Gardens that do not verify by the deadline (August 31) are sent a letter of participation termination on or about September 1. 
i. To be reinstated, gardens must reapply and pay the $25 application fee. 
ii. Gardens that reapply and are approved between September 1 and 14, will be included in the upcoming season’s plant order and seed shipment. 
iii. Gardens that reapply and are approved between September 15 and November 30 will get the upcoming season’s seed shipment only. 
iv. Gardens that reapply and are approved after November 30, will be sent the seed shipment (subject to availability) but are excluded from the season's plant order.
g. AAS Winner plant order forms are sent to verified Display Gardens September 15 with orders due October 15.
2. Display Gardens are not allowed to use any part of an AAS Winner for any breeding, multiplication, or selection process. 
3. All-America Selections does not compensate any Display Gardens for plantings. It is assumed that most Display Gardens have landscape programs and that the AAS Winners can be incorporated into the landscape design. 
4. Each year, Display Gardens, based on their option chosen above in 1a, are provided a collection of AAS Ornamental and/or Edible Winners.  Edible and Ornamental seed propagated winners from the past three years will be sent in a winter seed shipment. Current year November announced winners may be included if received by November 20. First year Non-seed and Perennial winners, plus qualifying (based on three-tier assessment criteria) previously announced Non-seed winners, will be available for order each fall and delivered in the spring.
5. There is no dedicated space requirement to display any given variety or the whole collection of AAS Winners. They can be separated and integrated in multiple garden beds and/or containers; however, it is highly recommended and preferred that the All-America Selections® Winners be planted and labeled in highly visible, high traffic areas. 
a. Display Gardens are expected to use as many of the seeds and plants provided by All-America Selections as possible. In the instance of any overages, the Display Garden is allowed to sell or donate those young plants as long as they are labeled by variety name and as an AAS Winner. Subsequently, any produce from those AAS Winning plants, can be donated. 
b. Excess seeds should be destroyed or properly stored for use in the following year’s Display Garden. 
c. All AAS Winners have met seed and plant health requirements as per USDA guidelines. AAS is not liable for any damages related to donated seeds and plants.
6. Entities granted Display Garden status are expected to grow and maintain their gardens in an orderly, visually appealing fashion. These gardens may be visited by AAS Officers, Directors, and Judges and a report made to the Executive Director on the quality of the AAS Winner display. Any Display Garden found to be in unacceptable condition may result in the revocation of Display Garden status.
7. A Display Garden is required to provide a digital image of the AAS Variety markers in use. This photo is submitted during the annual Display Garden Verification process. 
8. Display Gardens will be asked additional verification questions as the NGB Board sees fit in order to ensure Display Gardens are meeting expectations. 
9. A Display Garden is asked to immediately notify NGB of any changes to their contact information.

Promotion of AAS Winners at Display Gardens
1. It is assumed that Display Gardens will make every effort to attract and welcome visitors during the gardening season. Display Gardens that host and publicize events greatly increase the number of garden visitors. 
2. An AAS Display Garden weatherproof sign (36” wide by 18” tall) is sent to each garden to clearly identify that garden as an official All-America Selections® Display Garden. We ask that the sign be placed in the main area where the AAS Winners are on display. If your garden requires consistent signage and chooses to create their own, we ask that the AAS color logo be used whenever possible. All logo usage should follow the AAS logo Usage Guide. 
3. Variety markers (one per variety) are provided upon request for all AAS Winners. Although you may choose not to use the AAS variety markers provided, we do require each AAS Winner be clearly identified by a label that includes the variety name, designation as an AAS Winner and/or the appropriate AAS logo. 
a. As of 2023, all variety markers include a QR code that links to that AAS Winner’s URL on the AAS website. If a garden creates their own signage, QR codes are available upon request. 
b. Variety marker holder options are on the “Info for Current Display Gardens” page of the website under the FAQs. 
4. All-America Selections lists and promotes all Display Gardens on its website viewed by consumers, garden writers, broadcasters, lecturers, and instructors. The AAS website details the purpose of, and the valuable service provided by AAS Display Gardens. 
a. Display Gardens should submit digital images of their AAS Winner Display to the AAS office to accompany this listing. 
b. The AAS website offers a hyperlink to all Display Gardens that have websites. 
c. Display Gardens are encouraged to backlink to the AAS website as well. 
5. Display Garden staff are encouraged to talk about AAS Winners in press releases, interviews and stories written about your garden’s features. Display Gardens are encouraged to share these stories with the NGB office to allow us to cross promote on our website and in other communications. 
a. Numerous resources to aid and support your stories are featured on the AAS website and can be found under the Industry tab on the “Ambassador Tools” dropdown. The AAS office can assist with any special requests such as contact with industry experts such as breeders or judges. Items found there include:
i. PowerPoint presentations
ii. Logos
iii. Explanation signage
iv. Downloadable brochures
6.  An AAS Display Garden Design Challenge is offered annually. Participation is optional and encouraged. 
a. All Entries are judged by industry professionals. 
b. Winners are announced in October.
c. Rules and Regulations for the Design Challenge are determined by the Program Committee and are available on the AAS website. 
d. The annual theme is decided upon by the NGB staff and Program Committee.  

e. 

DIVISION XI: AAS Introduction Gardens 
Responsibility/Authority: AAS Trials Program Committee

General Guidelines
1. An All-America Selections Introduction Garden is one that hosts Industry Open Houses and Field Days for growers, brokers, etc. during their peak season events. These are not open to the public and are commonly located at a greenhouse facility or university. We send the two most recent years of AAS Winners (including seed propagated, non-seed propagated and perennials) to these locations so the industry can see how the AAS Winners look in a trial or garden setting. AAS Winners are marked with the variety markers provided.
2. The Introduction Gardens will be hosted at sites that the NGB Board deems the top locations for industry trial visitors. 
a. The Introduction Garden does not have to be open to the public, however an industry-promoted "field day" is a criterion for selection as a site. 
b. The Introduction Gardens are not required to evaluate and report on the performance of AAS Winners, but they can and are encouraged to include them in their trial reports by variety name and note that they are an AAS Winner.
c. No application is necessary but interested sites should contact the NGB office for participation details. 
3. The NGB Executive Director will contact each garden annually to verify their participation in the program and get specifics dates for their events. 
4. If required, All-America Selections will pay the required fees to the Introduction Garden for the inclusion of AAS Winners in their gardens. 
5. Introduction Gardens have the option to grow either ornamentals, perennials or edibles or both. 
a. There is no space requirement to display any given variety. AAS provides adequate product for an attractive presentation.
b. AAS Winners do not have to be all in the same bed. They can be separated by color, class or any other desired groupings.

Promotion
1. An AAS Introduction Garden weatherproof sign (36” wide by 18” tall) is sent to each garden to clearly identify that garden as an official All-America Selections Introduction Garden. We ask that the sign be placed in the main area where the AAS Winners are on display or in an area where it makes sense. If your garden requires consistent signage and chooses to create its own, we ask that you use the AAS color logo whenever possible. 
2. Variety markers (one per variety) accompany the AAS Winners. If a garden chooses not to use the provided AAS variety markers, they are required to label each All-America Selections Winner with the variety name and designation as an AAS Winner. Use of the AAS color logo is encouraged. All logo usage should follow the AAS logo Usage Guide. 
3. All-America Selections lists all Introduction Gardens on its website along with their event dates. The AAS website details the purpose of All-America Selections and the valuable service contributed by AAS Introduction Gardens. 
a. The AAS website offers a hyperlink to all Introduction Gardens that have websites. 
b. Introduction Gardens are encouraged to backlink to the AAS website as well. 
4. Introduction Gardens are encouraged to talk about AAS Winners in their own press releases, interviews in trade publications and stories written about your business’ events and top performers. Introduction Gardens are encouraged to share these stories with the NGB office to allow us to cross promote on our website and in other communications Numerous resources for this purpose are featured on the AAS website and can be found under the Industry tab on the “Ambassador Tools” dropdown. The AAS office can assist with any special requests. Items found there include:
a. PowerPoint presentations
b. Logos
c. Explanation signage
d. Downloadable brochures



DIVISION XII: Financial Policies and Guidelines

1. Overview
a. The purpose of financial management in the operation of National Garden Bureau (NGB) activities is to fulfill the organization’s mission in the most effective and efficient manner and to remain accountable to stakeholders. To accomplish this, NGB commits to providing accurate and complete financial data for internal and external use by the Executive Director and the Board of Directors.
b. The organization employs several safeguards to ensure that financial transactions are properly authorized, appropriated, executed and recorded. The policies and guidelines outlined in this document establish internal controls to prevent deliberate or misguided use of funds for unauthorized purposes. 
c. The accounting procedures shall conform to Generally Accepted Accounting Principles (GAAP) to ensure accuracy of information and compliance with external standards. 
d. The Directors must have a two-thirds affirmative vote to change the future amount/calculation of AAS Entry Fees and Assessments, NGB Membership dues, Market Share Surveys and other revenue-generating programs.
 
2. Delegation of Authority	
a. The Board of Directors is ultimately responsible for the financial management of all activities. 
i. The Treasurer is authorized to act on the Board’s behalf on financial matters when action is required in advance of a meeting of the Board of Directors. 
ii. The Executive Director is empowered by the Board of Directors to carry out the financial objectives of the organization as set out in an annually approved Budget. 
b. The Board authorizes the Executive Director to hire and supervise staff and independent consultants, pay bills, receive funds, and maintain bank accounts.
c. The Executive Director is authorized to sign checks up to $5,000. Checks for amounts greater than $5,000 shall require the signature of the Treasurer or Board Chair.
d. The Executive Director is authorized to enter into contracts for activities that have been approved by the Board as a part of budgets or plans. The Board of Directors must authorize any contracts outside of these parameters with a value greater than $5,000.
e. The Executive Director is authorized to manage expenses within the parameters of the overall approved budget, reporting to the Executive Committee on variances and the reason for these variances.
 
3.  Investments
a. NGB Board of Directors will approve the NGB investment portfolio by majority rule in accordance with these policy guidelines:
b. The investment strategy for NGB assets is to manage monies in a conservative manner to prevent asset erosion yet utilize an investment vehicle that provides interest at Certificate of Deposit rates or better, with similar risk.
c. Consistent with prudent practices for non-profit organizations, reserve funds equal to the average annual expenses (defined as most recent 2 years actual and current year budget) will be maintained.
d. To the extent reserve funds exceed the above minimum, such amount may be invested in one or more "growth and income" no-load (equity type) mutual funds.
e. The Treasurer will work with the Executive Director to prepare and present a 3-year estimated budget to the Board of Directors to be used for long-term planning. 

4. The organization’s primary sources of income:
a. AAS Winner Assessments
b. AAS Trial Entry fees
c. NGB Membership dues
d. NGB Surveys

5. Assessments
a. AAS Winner Assessment fee structure is approved by the NGB Board. 
b. The board is obligated to review the fee structure, on the recommendation of the AAS Trials Committee, on an annual basis as part of the budgeting process. Current fee structure listed below was approved in 2021 for all Entries as of 2022. 
c. The President can assign a Task Force to explore and propose changes to the fee structure with input from participating breeding companies and/or subject matter experts.
b. An AAS Assessment is to be paid by the Entrant of the AAS Winner.  
c. Sales subject to assessments are effective with the announcement date.
d. The AAS Assessment shall be paid on sales from the Entrant to their transactional North American customers (excluding sales to processors and commercial growers of edibles). 
e. AAS Assessments are based on sales volumes. Entrant submits sales volume in December and June. Assessments are calculated and invoiced.
i. December assessments are for the sales period July 1 – December 31. Payments are due January 30.
ii. June assessments are for the sales period January 1 – June 30. Payments are due July 31.
f. National Ornamentals from Seed Winner assessments:
· 10% of net sales for five years
· $2,400/$20,000 min./max. per year
g. Regional Ornamentals from Seed Winner assessments:
· 2% per region of net sales for five years 
· 2 regions = 4% - $1,440/$12,000 min./max. per year
· 3 regions = 6% - $1,680/$14,000 min./max. per year
· 4 regions = 8% - $1,920/$16,000 min./max. per year
· 5-6 regions: full 10% (National Award)
h. National Edible Winner assessments:
· 7% of net sales for seven years
· $1,680/$14,000 min./max. per year
i. Regional Edible Winner assessments:
· 1.5% per region of net sales for seven years 
· 2 regions = 3%	$1,200/$10,000 min./max. per year
· 3 regions = 4.5%	$1,380/$11,500 min./max. per year
· 4 regions = 6%	$1,560/$13,000 min./max. per year
· 5-6 regions: full 7% (National Award)
j. Ornamental Non-Seed National Winners assessments:
· 10% of royalties on sales for three years
· $2,400/$20,000 min./max. per year
k. Regional Ornamental Non-Seed Winner assessments:
· 2% per region of royalties for three years 
· 2 regions = 4%	$1,440/$12,000 min./max. per year
· 3 regions = 6%	$1,680/$14,000 min./max. per year
· 4 regions = 8% 	$1,920/$16,000 min./max. per year
· 5-6 regions: full 10% (National Award)
l. Perennial National Winner assessments:
· 10% of net sales for seed items and 10% of royalties for vegetative and tissue culture items for five years
· $2,400/$20,000 min./max. per year
m. Regional Perennial Winner assessment:
· 2% per region of royalties for five years 
· 2 regions = 4%	$1,440/$12,000 min./max. per year
· 3 regions = 6%	$1,680/$14,000 min./max. per year
· 4 regions = 8% 	$1,920/$16,000 min./max. per year
· 5-6 regions: full 10% (National Award)

6. Past Due Assessments
a. Reminder of past-due assessments are sent after 60 days with a notice of actions taken for non-payment.
b. Failure to communicate or pay assessments within 90 days will result in all Winner(s) that are currently under assessment from that company being delisted from the AAS site and removed from any and all promotions. 
i. If non-payment of assessments passes 120 days, the AAS office can and will work with a collection agency to collect overdue assessments. 
ii. Once a company is sent to collections, that company could be barred from future trial submissions unless an appeal is made to the board and approved.
iii. Any assessments that go to a collection agency will be charged 25% interest, compounded monthly. In addition, the company will also be responsible for all legal fees, including collection fees. 
iv. AAS/NGB’s legal venue is in DuPage County in the state of Illinois.

7. AAS Trial Entry Fees
a. AAS Trial Entry fees are reviewed annually by the AAS Trial Program Committee.
b. The board is obligated to review the fee structure on an annual basis as part of the budgeting process. 
c. Entry fees for each trial are as follows:
· Edible Inground: $600 before Oct. 15, $800 Oct. 16-Nov. 1
· Edible Container: $600 before Oct. 15, $800 Oct. 16-Nov. 1
· Ornamental Seed Inground: $600 before Oct. 15, $800 Oct. 16-Nov 1
· Ornamental Seed Container: $600 before Oct. 15, $800 Oct. 16-Nov 1
· Ornamental Non-Seed Inground: $1,000 before Oct. 15, $1200 Oct. 16-Nov. 1
· Ornamental Non-Seed Container: $1,000 before Oct. 15, $1200 Oct. 16-Nov. 1
· Perennial: $1,500 before Sept. 1, $1,700 by Sept. 15

8. NGB Membership Dues
a. There is a tiered dues structure with corresponding benefits assigned to each level.
b. The NGB Membership Program Committee is responsible for conducting an annual financial review of the dues and benefits. 
c. That committee is responsible for proposing any dues changes to the board. 
d. The NGB Board is responsible for approving any dues increases. 
e. Dues pricing approved for January 2023: 
· Platinum:	$5,750
· Gold: 		$4,025
· Silver:		$2,400
· Sponsor: 	$1,200
· Member:  	$   750
· Associate: 	$   100
f. Dues invoices are sent to members on December 1st. 
g. All dues are paid on an annual basis and are due by January 15th of each year. Companies with unpaid dues will be removed from the upcoming year’s member benefit programs on January 16. 
h. New members joining mid-year are able to have their dues prorated according to these dates:
· New members joining between Jan. 1 and June 30 pay full-year dues
· New members joining between July 1 and November 1 pay 50% of full-year dues
· New members joining after Nov. 1 basically get 2 months free but are prepaying for the following year’s dues and is noted as such in the accounting software.  

9. Market Share Surveys
a. The annual NGB Market Share Reports are conducted on behalf of the industry’s breeding companies. Each breeding company is given the option to participate and submit their invoiced volume in units to determine their market share. 
b. The finished reports are made available for purchase by the participating breeding companies. Due to the proprietary nature of the data, non-participants are not allowed to purchase the resulting reports.
c. The NGB Board approves any changes to the pricing structure. 
d. The board is obligated to review the Market Share Report purchase price on an annual basis as part of the budgeting process. 
e. The President can assign a Task Force to explore and propose changes to the purchase pricing structure with input from participating breeding companies and/or subject matter experts.
f. Survey Participant Pricing:
· Non-NGB Members: 
· $3,500 for Edible/Vegetable
· $3,750 for Flower/Ornamental Seed 
· $3,750 for Ornamental Non-Seed
· NGB Members 
· $2,500 for Edible/Vegetable
· $2,750 for Flower/Ornamental Seed
· $2,750 for Ornamental Non-Seed
 



DIVISION XIII: FINANCIAL AND ACCOUNTING RESPONSIBILITIES

1. Responsibilities
a. The Executive Director shall:
· Report the P&L financial results of operations monthly to the President and Treasurer
· Pay all obligations and file required reports in a timely manner:
· Annual Exempt Org. Return for both Federal and State
· Illinois Secretary of State
· Make no contractual commitment for bank loans or for real estate leases or purchases without specific approval of the Board.
· Limit vendor credit accounts to prudent and necessary levels.
· Provide financial details and documents to Treasurer and President to enable each member to fulfill his or her financial oversight role.
· Bank (institution name and contact)
· Investment (institution name and contact)
· Monthly P&L statements
· Annual Financial reports
b. The President shall:
· Review and approve monthly and annual financial reports as provided by the Executive Director and Treasurer
c. The Treasurer shall:
· Be responsible for oversight of all funds received by and dispensed for the Corporation as outlined in the organization’s By-Laws, Policies and Guidelines and these Finance and Accounting Procedures. 
d. The Board of Directors shall:
i. Review and approve financial reports as given by the Treasurer.

2. Segregation of Duties
 
a. The organization’s financial duties are distributed among multiple staffers to help ensure protection from fraud and error. 
b. The distribution of duties aims for maximum protection of the organization’s assets while also considering efficiency of operations.
c. Any suspected fund or financial abnormalities must be reported to Executive Director, Treasurer and President.

 
3. Financial Planning & Reporting
 
a. The organization’s financial statements are prepared in accordance with Generally Accepted Accounting Principles (GAAP). 
b. The presentation of the Financial Statements shall follow the recommendation of the Financial Accounting Standards Board (FASB) No. 117, “Financial Statements of Not-For-Profit Organizations.” 
c. Under GAAP, revenues are classified based on the existence or absence of donor-imposed restrictions. Accordingly, the net assets of the organization are classified as unrestricted, temporarily restricted and permanently restricted.  
d. Because National Garden Bureau is not dependent upon donations, the operating funds are classified as unrestricted.
 
4. Gift Acceptance

a. The organization, its staff and its Board of Directions can accept gifts that are consistent with its mission and that support their core programs, as well as special projects. 
b. Donations and other forms of support will generally be accepted from individuals, partnerships, corporations, foundations, government agencies, or other entities as long as the organization does not require additional funds to maintain or execute. 
c. Gifts of Real Property, Personal Property, Securities or other gifts not consistent with the organization’s mission may only be accepted upon approval of the organization’s Board of Directors. 

5. Budgeting

a. To ensure that planned activities minimize the risk of financial jeopardy and are consistent with board-approved priorities, long-range organization goals, and specific five-year objectives the organization’s annual budget is prepared and approved annually. 
b. Timelines are established to meet this objective. 
c. The Executive Director and Treasurer will ensure that the budget is developed using the organization’s standard revenue recognition and cost allocation procedures.
d. The budget can be revised, if required, during the year only if approved by the Board of Directors. 
e. The Board approves fiscal policies as outlined in this document.
f. The Board has the authority to change fiscal policy, and policies are reviewed upon recommendation. 
g. The board reviews operating reserve funds annually to ensure they are sufficient.  
 
6. Asset & Liability Management
a.    Asset Protection - To make certain that the assets of NGB are adequately protected and maintained, the Executive Director shall:
· Keep current insurance policies active and paid to insure against any theft and casualty losses: 
· Workers Comp 
· Business Protector 
· Liability/Directors and Officers for both boards
· IT equipment
· Work with landlord for property and building maintenance.
· Avoid actions that would expose the organization, its board, or its staff to claims of liability.
· Properly protect intellectual property, information, data and files from unauthorized access, tampering, loss, or significant damage.
· Understand and act accordingly with all current privacy and accessibility laws and regulations.
 
b. Security - The Executive Director maintains security of its assets to ensure that only people who are authorized have access to money, securities, real estate and other valuable property.
· Online financial accounts are password protected, and multiple factor authentication is used when possible.
 
c. Capital Equipment
 
· The Finance Coordinator will record fixed assets with purchase prices greater than $500 as capital assets in accounting records.
· Depreciation of capital assets will not exceed five years for furniture and equipment or three years for computer and other technological equipment.
· As a non-capitalist organization, we do not do an impairment analysis on our fixed assets due to materiality. A review of fixed equipment is done annually. 
 

d. Fund Balance and Operating Reserves
 
a. The Executive Committee oversees the minimum operating reserve fund for the organizations is two (2) years of minimum average operating costs. The calculation of average monthly operating costs includes all recurring, predictable expenses such as salaries and benefits, occupancy, office, travel, program, and ongoing professional services.
b. The operating reserves are available in a combination of maintained CD funds.  They are on a ladder renewal system every 6 months.
c. Any transfer of funds is to only go directly to the organization’s bank checking account. 
 
e. Cash Management and Investments
 
a. Treasurer is responsible for managing and making investment recommendations to the board based on current economic situation and year-end bottom line. 
b. Investment accounts shall be with a highly rated investment house. 
c. National Garden Bureau operates at low-risk legally acceptable investments. 
d. Treasurer is a co-signer on both the bank and investment accounts. 
e. With Treasurer approval, transfers can be made between the long-term and short-term accounts as necessary.
f. Executive Director communicates any transfer of funds to Investment agent.
 
g. Travel Expenses
 
a. Finance Coordinator monitors all travel expenses and tracks to annual budget. 
b. If employee is out of the office for more than four hours, travel expenses apply.
c. Appropriate travel expenses:
· Transportation to/from airport or event including parking, cab fares, tolls, mileage, rental cars and gas.
· Hotel accommodations for reasonable rates; lodging rates are often dictated by host hotels at events.
· Meals during travel.
 
h. Credit Cards
 
a. Finance Coordinator reviews, records and pays monthly credit card statements. 
b. Executive Director is allowed to hold up to two company credit cards with a designated full-time employee being an authorized user on the main card for travel purposes.  
c. These cards are to be used for travel, meetings and general office expenses.
d. All transactions over $20 need a receipt.
 
i. Internal Financial Transactions

a. No advances of funds to employees, officers, or directors are authorized. 
b. In no case shall the Organization borrow funds from any employee, officer, or director of the organization .
 
j. Employee Expense Reimbursements

a. Only expenses necessary to run the day-to-day business of the organization, and that have been approved via email and backed up with a receipt, by the Executive Director, can be reimbursed to employees. 
 
7. NGB Accounting Procedures

a. Basis of Accounting

· The organization uses the accrual method of accounting. The term "accrual" refers to any individual Entry recording revenue or expense in the absence of a cash transaction.
· Revenues and expenses are recorded when they are incurred, regardless of when cash is exchanged. 
· The books are closed no later than 10 working days after the close of the month.
· Invoices received after closing the books will be counted as a current-month expense.
· The fiscal year for National Garden Bureau is equivalent to the calendar year. 
 
b. Audit/Review

· An external audit/review is required every four years. 
· If fraud is suspected, a director can request an audit at any time.
 
8. Internal Financial Reports

a. The organization prepares regular financial reports on a monthly basis. 
b. All reports are finalized no later than 10 business days after the end of the month.
 
9. Monthly Close
 
a. Books are closed as soon as possible after the end of the month. 
b. QuickBooks P&L report, bank statement and investments statement are sent to the President, Treasurer and Executive Director.  
 
10. Journal Entries

a. Journal Entries are used for adjusting Entries and/or to reclass expense and revenue to the correct accounts such as:
· Enter debits and credits manually, following accounting system practices.
· Transfer money between income and expense accounts
· Transfer money from an asset, liability, or equity account to an income or expense    account.
b. Finance Coordinator reviews all journal Entries with the Executive Director and are posted monthly as necessary.
 
11. Bank Deposits

a. All incoming checks are to be deposited upon receipt. 
 
12. Bank Reconciliations

a. Bank statement will be reviewed in a timely manner. 
b. Bank reconciliation will occur within 10 business days of the end of the month.
 

13. Tax Compliance - Exempt Organization Returns
 
a. An external accounting firm completes the annual Federal Form 990 and appropriate IL state return.                                              
 
i. Record and Data Retention
 
a. Important financial documents are kept for the number of years as required by law and/or stored in the Microsoft cloud, with a third party managing a secondary backup cloud storage.
b. At the end of each calendar year, Executive Director and Finance Coordinator move needed physical documents to an archive, in accordance with non-profit compliance standards as outlined below. 
· Corporate records   (digital or physical or both) 		# Yrs	         D, P or Both
· Annual reports to secretary of state			Permanent	Physical
· Articles of incorporation				Permanent	Both
· Board and committee meeting minutes 		Permanent	Digital
· Board policies 					Permanent	Digital
· By-Laws 						Permanent	Digital
· Fixed Asset Record					Permanent 	Digital
· IRS applications for tax exempt status		Permanent	Physical
· IRS determination letter				Permanent	Physical
· State sales tax exemption letter			Permanent	Physical
· Contracts						7 after end	Digital
· General correspondence				3 years	Digital
· Accounting and Corporate Tax records
· Audits and year-end financial statements		Permanent
· 2018 and prior 						Physical 
· 2019 and forward						Digital
· Depreciation schedules				Permanent
· IRS Form 990 tax returns				Permanent
· 2018 and prior 						Physical 
· 2019 and forward						Digital
· General ledgers					7 years	Digital
· Business expense records				7 years 	Digital
· IRS for 1099 						7 years 	Digital
· Journal Entries					7 years	Digital
· Invoices						7 years	Digital
· Sales records						5 years	Digital
· Credit card receipts					3 years	Digital
· Bank records
· Check registers					Permanent	Digital
· Bank Deposit slips					Permanent	Digital
· Bank statement and reconciliation			Permanent	Digital
· Electronic fund transfer records			Permanent	Digital
· Payroll and Employment Tax Records
· State unemployment tax records			Permanent	Digital
· Payroll records					Permanent	Digital
· Payroll tax returns 					7 years	Digital
· W-2 statements					7 years	Digital
· Employment tax records				4 years 	Digital
· Human Resource records
· Employment and termination agreements 		Permanent	Digital
· Records of promotion, demotion, discharge		7 years 	Digital
· Accident reports and worker’s comp records		5 years	Digital
· Background checks					5 years	Digital
· Resumes, apps and related materials to new hires	4 years 	Digital
· Resume, interview notes				3 years	Digiatl
· Timesheets						4 years 	Digital
· Performance appraisals and disciplinary action	4 years 	Digital
· I-9 forms						3 years 	Digital
· Legal, insurance and safety records
· Copyright registrations				Permanent	Digital
· Insurance policies					Permanent	Digital
· Trademark registrations				Permanent	Digital
· Leases							7 years 	Digital
· General contracts                                                                  3 years 	Digital

14. Revenue & Accounts Receivable

a. Invoicing and Accounts Receivable 
i. AAS Winner assessments are invoiced twice a year, in January and July.
ii. AAS Entries are invoiced upon receipt.
iii. NGB membership is invoiced in December
iv. New NGB members are invoiced upon request to join. 
v. Surveys are invoiced upon intent to purchase. 
vi. Sponsorships are invoiced as needed.
 
b. Deposits
 Organization accepts funds via checks, ACH or credit card. 
 
15. Expense & Accounts Payable

a. Payroll - Payroll and payroll tax reporting is outsourced to a Payroll Vendor. 
i. Pay periods are every two weeks.
ii. Executive Director is the only one with access to submit payroll.
iii. An annual salary report shall be provided by the Executive Director for Treasurers after Jan/Feb Board meetings.
iv. The Board approves any wage changes for each employee in January. That change is recorded in the board meeting minutes. 
  
b. Purchases & Procurement
 
i. Executive Director has the authority to authorize purchases that are within the yearly budget.
ii. Any expenditure in excess of $5,000 for the purchase of a single item requires bids from three (3) suppliers/contractors.
iii. Recurring and ongoing contracts, products and services should be reviewed every year and rebid as needed. 
 
c. Invoice Approval, Processing and Payment
 
i. Vendors are required to submit itemized invoices.
ii. Recurring expenses such as rent, cleaning and utilities do not need monthly Executive Director approval.
iii. Access information for each vendor’s customer portal is recorded and accessible by Office Coordinator, Finance Coordinator and Executive Director.
 
d. Human Resources – Compensation and Performance Management
 
a. Salary Reviews
· Board approves overall payroll expenditures.
· Board is responsible for specific salary decisions. 
· Employees can qualify for an incentive plan, as approved by the board.
b. Goal Setting and Performance Evaluations 
i. National Garden Bureau has an annual performance review for all employees. 
· Staff reviews are performed by the Executive Director no later than the end of February. 
· Executive Director reviews are performed by the Board no later than the end of December.

 

 





DIVISION XIV: Service Awards

1. The organization shall from time to time at its discretion designate and present service awards for achievement to individuals who have contributed to the advancement of horticulture or the garden industry in an exceptional manner. Nominees can be currently employed in the industry or retired. 
a. The entire Membership, Council of Judges and the Board of Directors are solicited for their peer nominations in October through December.
b. Nominees are submitted through a nomination form that also lists past nominees and recipients. 
b. The slate of nominees is presented to the Board of Directors in January for a final review and vote.  
c. All recipients are listed and recognizedon the AAS website.
d. A reference file of all award nominees and recipients will be maintained by the Executive Director for use by future board members. 

2. Award Categories:
a. The Breeder’s Cup is given to an individual for their innovative breeding work. Criteria include:
i. Rationale for nominations includes years of experience, number of varieties introduced to market and other contributions and breeding breakthroughs.  
ii. The list of accomplishments should be specified on the nomination form, including the number of AAS winners on the breeder’s resume.
iii. The recipients are presented with an engraved and personalized Cup. 
b. The Medallion of Honor award is a recognition of an individual(s) for distinguished service in the horticulture industry and to NGB and/or AAS specifically. Criteria include:
i. Service as a board member, officer, committee member, judge, broker, grower, retailer, journalist, communicator, educator or other similar role(s).
ii. Impact and/or influence contributing to the organization’s success. 
iii. The list of accomplishments should be specified on the nomination form.
iv. Recipients are presented with an engraved and personalized plaque. 
c. The Judge Ambassador award is a complimentary trip to Summer Summit (airfare, hotel and registration) given to an AAS Judge who personifies exemplary support and service to AAS. Criteria include:
i. Publicity and promotion by/from the judge for the organization and its Winners
ii. Self-nominations are accepted.
iii. Nominations are vetted by the Combined Judge’s Committee
iv. Recipients are presented with the trip and a certificate of achievement. 





DIVISION XV: Adding and Amending Policies and Guidelines 

1. The Board of Directors may, by majority vote of the whole Board, propose to alter, amend, make new or repeal these Policies and Guidelines at any regular or special meeting. 
2. Notice of proposal of alteration, amendment or repeal must be given to each Director at least ten (10) days prior to such a meeting.
3. Eligible voting Members may appeal to the board in writing at least 14 days prior to a board meeting, when they are suggesting/proposing changes or updates to the Policies and Guidelines. 
4. The Board of Directors considers the need for updates and if warranted, a Policies and Guidelines Task Force is created with the current Past President as chair of the Task Force. 
a. It is the Board’s responsibility to discuss and approve or reject the proposed changes and updates. 
b. The President asks for a motion to approve the proposed Policies and Guidelines to be followed by a vote taken during the meeting. 
c. The Task Force is disbanded after Board decisions, and any revised and updated Policies and Guidelines are made publicly available. 
d. A majority vote from the Directors is required for approval. 
e. Any rejected changes and updates go back to the Task Force for potential revision as directed by the Board. 
f. Secondary revisions from the Task Force go back to the Board for approval.



DIVISION XVI: Conflict of Interest 



Article I – Purpose
The purpose of this statement is to protect the interests and programs of National Garden Bureau by: (a) preventing the personal interest of the Board, Employees, and Independent Contractors from interfering with their duties to the organization and (b) avoiding any unethical financial, professional, or political gain on the part of such individuals. The intent of this policy is to supplement, not replace, any applicable federal, state, or local laws regarding conflicts of interest.

Article II – Policy
1. Vetting of Directors, Officers and Employees: Prior to hiring of new employees or voting upon new Directors, each person is screened for potential conflicts of interest. If a conflict is discovered, then that person is no longer eligible for hire or serving on the Board of Directors. 
2. Every Director, Officer and Employee must sign a Conflict of Interest Disclosure Statement upon said individual’s term of office, employment, or other relationship with National Garden Bureau and must do so annually in January. Failure to sign does not nullify the policy.
3. Duty to Disclose: Each Director, Officer and Employee is under an obligation to disclose the existence or potential existence of a Conflict of Interest as it arises.
4. Investigating Conflicts: When a potential Conflict of Interest is disclosed, the Executive Committee will then notify and provide the individual with an opportunity to disclose all material facts. The Executive Committee will collect all pertinent information and question the parties involved. During the investigation, that individual will be excused from deliberations until the question of conflict is resolved
5. Addressing a Conflict of Interest
All conflicts of interest will be reviewed on a case-by-case basis. The board has full discretion to deem the disciplinary action is appropriate and necessary for disclosed conflicts of interest.
6. Intentional or Unintentional Failure to Disclose
If the governing officers reasonably believe a member or staff member failed to disclose an existing or possible Conflict of Interest, it shall inform the individual of the rationale for such belief and grant the individual an opportunity to explain the alleged failure to disclose the Conflict of Interest.
a. After hearing the individual’s response and investigating further as warranted by the circumstances, the governing officers may take appropriate disciplinary action, including possible removal from the role within the organization.



ADDENDUM: FINANCIAL AND ACCOUNTING PROCEDURES:

1. Conflict of Interest Procedures
a. Upon or before hire, election, or appointment of each employee and Board member, the Secretary provides a document to disclose any potential financial interests that could potentially result in a conflict of interest. Examples include employer, business, and other nonprofit affiliations, and those of family members or significant other. 
b. In January, the Secretary distributes and collects updated Conflict of Interest letters from all Board members and staff. 
c. This written disclosure will be kept on file and will be updated annually and as needed.

2. Gift Procedures
a. Accountant will outline which gifts need to be acknowledged.

3. Budgeting Timeline Procedures
a. August – Executive Director and Treasurer and committee chairs to present first draft budget proposal for following year to each respective board for initial discussions.  Proposal to include operational, marketing and payroll budgets.
b. September/October – Boards discuss and provide input and recommendations on Budget proposals
c. November – Executive Director and Treasurer to present second draft budget proposals to each respective board for approvals – based on input from Sept/Oct discussion.  President may determine additional discussions on recommendations are warranted and schedule new meeting to approve the budget.
d. January – Liaison Committee to confirm all payroll increases and bonuses to be paid out prior to next board meeting.  President communicates payroll changes to Treasurer and the board.
e. January/ February - Final budget for all operational and payroll costs to be approved at the Jan/Feb Board Meeting.  Budget approval to be documented into Board Meeting minutes.
f. January/February – After final budget approval, Finance Coordinator to upload monthly forecasted revenues and expenses into QuickBooks.
g. The Executive Director initiates a formal review of the fiscal policies every five years.

4. Asset & Liability Procedures
a. Finance Coordinator secures all Physical financial documents in the office. 
b. Finance Coordinator monitors digital and physical inboxes daily for incoming monies, statements and bills. 
c. All passwords are stored in password protected files on the organization’s secure servers. Treasurer is given the main password to the protected files.

5. Capital Equipment Procedures
a. Inventory of capitalized items is kept electronically by our accountant as well as the Finance Coordinator.
b. Accountant provides depreciation value of all capital equipment.
c. Assets are written off when they no longer exist, no longer generate benefit or are considered scrap/salvage to the organization. 
d. Remaining book value is written off as expense in the profit and loss: debit to a P&L account and credit to Accumulated Depreciation.


6. Fund Balance and Operating Reserves Procedures
a. The Treasurer and Executive Committee reviews operating reserve funds annually to ensure they are sufficient to cover two years of operating expenses.  
b. Executive Director downloads statements when released by the fund manager.
c. Finance Coordinator files and shares the documents with the organization’s Boards.
d. Year-end reports from the accountant are shared with the board.
e. To initiate a transfer of operating reserves, the Executive Director must submit a request to the Executive Committee of the Board of Directors. The request will include an analysis and determination of the use of funds. The Board makes the decision to approve or decline the request. 
f. In the event the reserves go below the minimum threshold, the organization’s goal is to replenish the funds used within twelve (12) months to restore the operating reserve fund to the target minimum amount.


7. Cash Management and Investments Procedures
a. Bank Account is currently held at PNC. The Executive Director has online account info stored in a locked file cabinet. 
b. Current investment accounts are held with Benjamin Edward. Our current contact is Chris Larabee. 
c. New Treasurers need to be added as co-signers on both the bank and investment accounts within one month of them taking office. 
d. An annual review of co-signers and account access is required and updated as needed. 
e. After board approval, Treasurer and Executive Director are authorized to make any investment transfers.
f. Finance Coordinator is responsible for:
a. Entering any transfers between long-term and short-term account into QuickBooks.
b. Record recurring quarterly transactions for interest and capital gains in QuickBooks. 
c. Makes sure the balances in QuickBooks match the balance on the investment and bank statements. 

8. Travel Expenses Procedures
a. Overall travel budget is determined in yearly budget. Executive Director is authorized to make alterations to the plan but if there is a need to change the total budget, approval from the board’s Executive Committee is needed.
b. Executive Director provides Office Coordinator with all travel receipts to cross check against credit card statement. Once completed, the receipts will be filed until the year-end close.
c. General meals are allowed at a maximum of $75/day/person. Exceptions made for entertainment are at the discretion of the ED.
d. If an employee uses personal transportation, IRS standard business reimbursement rates apply. An expense report needs to be filled out to be reimbursed. 

9. Credit Card Procedures
a. Each month, charges are reconciled by Finance Coordinator as outlined under Procedures under Credit Card payments. 

10. Employee Expense Reimbursements Procedures
a. For staff, approval must be obtained prior to expenditure then receipt submitted to Executive Director for reimbursement. 
b. Staff presents receipts and fills out an expense report for approval by the Executive Director.  Once approved,  Finance Coordinator issues the reimbursement via check issued from PNC bank and records the transaction in QuickBooks. 


11. Accounting Procedures
a. Throughout the fiscal year, expenses are accrued into the month in which they are incurred. 
b. At the close of the fiscal year, this rule is not enforced. All expenses that should be accrued into the prior fiscal year are so accrued, in order to ensure that year-end financial statements reflect all expenses incurred during the fiscal year. 
c. Year-end books are closed no later than May 15 after the end of the fiscal year.  Staff should review invoices received in January / Feb to see whether they relate to expenses from the prior year and expense them accordingly.
d. Revenue is always recorded in the month in which it was earned or pledged.
12. Audit/Review Procedures
a. The Boards/Executive Committees/Liaison Committee decides if the audit will be a thorough accounting review instead of an audit to save on the expense. 
b. Executive Director gets quotes from at least two CPA firms before hiring one to do the audit.
c. The Executive Director hires and oversees the external CPA firm.
d. The audit is typically completed in early or mid-summer.
e. The Finance Coordinator serves as the staff liaison to the audit firm.
f. The audit report is presented to the Treasurer for review then the Treasurer electronically sends the report and any explanation to the Board of Directors.
g. Final audit reports are archived by the Finance Coordinator.

13. Internal Financial Reports Procedures
a. The Finance Coordinator is responsible for producing the following year-to-date reports within 15 business days after the end of each month: 
a. Statement of Financial Position – PNC (bank) and Benjamin Edwards (investment)
b. Statement of Activities 
c. Budget v. Actual 
d. Cash Flow Projection 
b. The Finance Coordinator distributes the reports by providing a link to the Executive Director, Treasurer and President for review each month.
c. The Treasurer presents financial reports to the Board of Directors at least twice a year.

14. Monthly Close Procedures
a. Finance Coordinator responsible for: 
a) Runs QuickBooks P&L and provides to Executive Director for review 
b) Downloads bank statement. 
c) Requests Executive Director to provide Investment statement. 
d) Conducts bank reconciliation.
e) Provides P&L, bank statement and investment statement to President and Treasurer.


15. Journal Entry Procedures
a. Finance Coordinator is responsible for writing and posting Journal Entries following detailed procedures guide. 


16. Bank Deposit Procedures
a. Upon receipt of any physical checks, office coordinator endorses the checks and marks them as a mobile deposit. Executive Director uses bank app to deposit checks into appropriate account. Checks are then given to Financial Coordinator for use in bank reconciliation. 
b. Deposits can be made directly at the physical bank if there are issues with the mobile app working properly.

17. Bank Reconciliation Procedures
a. All bank statements will be downloaded by the Finance Coordinator and reviewed by the Executive Director after month-end.
b. Once reviewed, bank statements are submitted to the Finance Coordinator for reconciliation and QuickBooks.

18. Tax Compliance Procedures
a. The Executive Director contracts with the external accounting firm to complete needed tax documents.
b. Tax forms are filed by May 15 each year unless an extension is warranted (i.e., In audit years)
c. Finance Coordinator serves as the staff liaison to the tax preparer.
d. Executive Director reviews the tax returns prior to filing and has ultimate approval authority.
e. 990 returns are sent to the Treasurer when received.
f. 990 returns are available to the Board of Directors at any time for the asking
g. Executive Director stores all yearly returns in office archive.


19. Invoicing and Accounts Receivable Procedures
a. The Finance Coordinator and Office Coordinator both prepare invoices and submit to the appropriate company.
b. The Finance Coordinator reviews an Accounts Receivable Aging report and alerts the Executive Director of invoices more than 30 days overdue.
c. The Executive Director determines appropriate collection efforts for outstanding invoices. 
d. Treasurers receive AR reports with monthly updates.
e. The Finance Coordinator and Office Coordinator send monthly statements for outstanding invoices. 

20. Deposit Procedures
a. Incoming funds are processed by the Office Coordinator and Finance Coordinator and entered into QuickBooks. 
a. For checks, Office Coordinator and Finance Coordinator endorses checks and gives them to Executive Director for deposit. 
b. For incoming ACH payments, Finance Coordinator and Office Coordinator monitor the bank accounts at least weekly, to balance QuickBooks with bank deposits. 
c. For incoming credit card payments, Office Coordinator or Finance Coordinator tracks payments and makes necessary transfers/deposits. 


21. Segregation of Duties Procedures
a. Executive Director signs all physically printed checks.
b. Executive Director approves all expenses as outlined above.
c. Finance Coordinator oversees accounting procedures, conducts monthly bank and investment reconciliations.
d. Finance Coordinator provides documentation to Executive Director for audit/review.
e. Office Coordinator and Finance Coordinator review incoming revenues and expenses to insure reconciliation with Quickbooks 
f. Finance Coordinator records and reconciles credit card statements.
g. Treasurers and Presidents receive and review monthly P&Ls, investment account and bank statements.

22. Payroll Procedures
a. All employees, exempt and non-exempt, record time worked via Payroll Vendor’s time tracker.
b. Holiday and vacation time is recorded by the Executive Director before payroll is approved and run. 
c. Executive Director downloads each payroll report  Payroll is automatically posted to QB based on a feed from PNC bank
d. a -  NOT applicable
e. Payroll Vendor prepares employee W2s by January 31 each year. 
f. Payroll Vendor files quarterly payroll tax reports (941 and DE6) by the filing deadlines. 
g. Treasurers have access to Payroll Vendor to serve as backup payroll administrator. 
h. Executive Director adds/removes employees from the payroll system.
i. Employees have access to the Payroll Vendor Employee portal and can request payroll changes there (i.e., changes to withholdings, etc.).
j. The Executive Director communicates any wage changes to the staff in February and changes the pay rate in Payroll Vendor’s Administrative portal to take effect March 1.

23. Purchases & Procurement Procedures
a. Bids will be reviewed by the Executive Director and approved in advance by the before any orders are placed or contracts are signed.
b. In the event of a reimbursement for an incurred expense, the Executive Director codes the check to assign it to the appropriate account. That amount is noted in QuickBooks as a credit to that expense account. 

24. Invoice Approval, Processing and Payment Procedures
a. All invoices are reviewed and approved by the requester.
b. Approved invoices, bills and statements are saved as digital copies by the Finance Coordinator. 
c. Finance Coordinator enters all statements/bills/invoices into QuickBooks for payment.
d. Recurring monthly bills can be paid using bank’s bill payment service. 
e. Executive Director signs physical checks and Office Coordinator mails the checks.
f. The Executive Director will be notified immediately of any unexpected or unauthorized expenses and will be disputed with the financial institution as needed by the Executive Director or Finance Coordinator.
g. Credit cards:
i) Statements are reviewed and coded by the Finance Coordinator for account number assignment .
ii) Finance Coordinator uses submitted receipts to reconcile credit card charges.
iii) Executive Director reviews and approves the statement charges.


25. Salary Review Procedures
a. Executive Director, during annual budgeting process, makes preliminary salary adjustment recommendations to the boards.
b. Board approved budgets are presented to the Liaison Committee for further salary discussions by February 10. 
c. Liaison Committee determines and approves specific salary adjustments for the coming year by February 15. 
d. President informs Executive Director of all salary adjustments for the coming year by March 1. 
e. Executive Director informs staff of final decision on salary adjustments for the coming year and makes changes in Payroll Vendor by March 1. 

26. Procedures
a. Executive Director conducts employee performance review and goal achievements of previous year in January of each year, prior to winter board meetings. 
b. Executive Director sets the coming year’s goals and bonuses for full-time employees by March 1. 
c. Executive Director Bonus Plan is set in place by both boards, led by Board Presidents, is set by March 1. 
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