Starting a NAVHDA Chapter

This pamphlet addresses the procedures for applying for Sanctioned Chapter status with the
International organization, opening a checking account, incorporating as a chapter, developing
bylaws, and obtaining insurance. You will find the information to be quite complete and useful.
NAVHDA International Office, P.O. Box 520, Arlington Heights, lllinois 60006-0520.
Telephone 847/253-6488, Fax 847/255-5987, Web site www.navhda.org,

Email navoffice@navhda.org

File With the

International Organization
What it takes
1) The desire to promote the North American Versatile Hunt-
ing Dog Association’s philosophy.
2) A minimum of 10 charter members, all of whom must be paid
members of the International Organization.

Sanction the chapter

1) Choose a name for your chapter.

2) Draft a letter requesting to be sanctioned as a NAVHDA
Chapter. Include your membership list of the 10 or more
NAVHDA paid charter members.

3) Send the letter, membership list and all International mem-
bership dues to the NAVHDA International Office, P.O. Box
520, Arlington Heights, IL 60006-0520, to expedite your mem-
bers’ receipt of the International magazine. Please note any
members who were paid NAVHDA members prior to the
chapter formation.

4) The Director of Promotions will recognize the chapter in
writing and will send a certificate of recognition, embossed
with the International corporate seal, signed by the Inter-
national President and Secretary.

5) Chapter liability insurance must be paid prior to sanctioning.
The cost of this insurance to the new chapter will be based on
a proration of the current year’s chapter insurance rate, as of
the month of sanctioning. For the exact amount due, contact
the International office.

Federal Tax Number

Play by the rules

1) The International Organization is NOT FOR PROFIT and
TAX DEDUCTIBLE. Therefore, individual chapters cannot
use the International tax number because it could jeopar-
dize the Federal tax deductible status. No chapter may use
the International NAVHDA Federal Tax Number!

2) Dues paid to local chapters are not tax deductible unless
the local chapter has its own Federal Tax Number!

What the International tax deductible
status can do for U.S. residents

1) A Judge or an Apprentice assigned by the International Orga-
nization may deduct any expenses from personal income tax

for which they have not been reimbursed if they request a
letter of assignment from the Director of Judge Development.

2) A delegate to the International Annual Meeting may de-
duct any expenses on his/her personal income tax for which
he/she has not been reimbursed. The meeting program will
suffice as documentation.

3) Any NAVHDA officer or person duly assigned by the International
Organization to perform any act that requires expenditure of personal
funds may deduct this expense* on his/her personal income tax.

* All expenses must be itemized and accompanied by a letter of assignment
[from the International Organization. It is the responsibility of the individual
to obtain this assignment letter from the International Organization.

The International Organization or Director of Testing assigns all Judges
in writing for sanctioned tests. This letter of assignment also makes the Judge
or person assigned by the International Organization automatically covered by
the International liability insurance policy (USA.)

Insurance for All Chapters

Regulations and guidelines

1) It is mandatory that all U.S. chapters participate in the in-
surance program.

2) The International Organization will bill each chapter for their
chapter insurance premium in October of each year. The amount
billed will be equal to the previous year’s premium. Any increase
in the premium for the coming year will be billed in January as the
balance of the premium due for that year.

3) Currently this policy cannot be extended to cover Canadian chap-
ters. Canadian chapters are to have insurance coverage.

4) To list additional insured on your policy, you must apply annually.
This list may include private or public lands that are used for chapter
events. A complete name of the owner and location must be pro-
vided. There may be a charge for each additional insured. Please
inquire about the current rate. If a certificate of insurance is required, it
will be provided at no cost. In most cases state land only requires
proof of insurance in the form of a certificate of insurance for their files.

Insurance policy provider information

The policy will be written by Cole Harrison Insurance Agency,
PO Box 358, Kennebunk, Maine 04043. The phone number is
207/985-3361. Ask for Roland Drew or Carrie Mekkelsen
between 8:30 a.m. and 4:30 p.m. EST. Carrie’s email is

cmekkelsen @coleharrison.com and her fax number is 888/224-6032.
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Starting a NAVHDA Chapter

Obtain a Chapter EIN
Talk to the feds
The IRS is very helpful. Don’t hesitate to call your local
office if you have any questions. It can also be beneficial to
request your answers in writing when sending them your
inquiries. You will receive an Employer Identification
Number (EIN) also called a Federal Tax Number. This will
now be used as your Federal Tax number on your checking
account. Keep this letter! Every chapter officer should also
have a copy. If the original is misplaced, at least you will have
a copy available in the future years.

Need An EIN?

Go to www.irs.gov

The IRS web site contains instructions for filing for an EIN
number over the phone. Go to www.irs.gov and search for “EIN.”
The instructions are under Tax Topic #755.

Chapter Incorporation

Just five steps to incorporation

1) The first step in incorporating is writing the Secretary of
State in your state capitol. Request the necessary paper-
work for incorporating as a NOT FOR PROFIT AND WITH-
OUT STOCK CORPORATION in your state. Fill out the
forms as soon as you receive them. You will receive com-
plete instructions from your state.

2) Itis not necessary to hire an attorney to file your incorpora-
tion papers, unless you would feel more comfortable doing
so. There is a small fee for incorporating, which varies in each
state. You will also need to check if there is an annual fee or
forms that must be filed to maintain incorporated status.

3) An agent of record should be a member of the chapter who
will maintain a permanent address. He/she must live in the
state of incorporation. To change the agent of record re-
quires a special form and a very small fee. It is not neces-
sary to keep changing the agent of record with each change
of officers as long as the person listed is willing to maintain
the mailing address and to perform the required duty of
forwarding the mail. In most cases, the original document
should be in the hands of the chapter secretary with copies
given to ALL other chapter officers.

4) The legal responsibilities for the agent of record include
having the documents delivered to the agent’s home. Pri-
marily, this position is one of a permanent address that is
willing to receive and transmit papers to the chapter. The
agent has no legal responsibility in that if someone sues the
officers, directors or the corporation they cannot sue the agent
unless the agent holds one of the above positions.

5) The chapter should inquire as to whether it will have to file a
state income tax form once it has been granted this status. BE
SURE TO GET ALL FEDERAL FORMS MAILED TO THE
PREVIOUS SECRETARY OR TREASURER. Federal forms
are automatically mailed to the address used the previous year.

Why incorporate?

1) Itis easier to get a Federal Tax Number and the Treasurer will
not have to use a personal social security number to open a
checking account.*

2) An incorporated chapter may enjoy the benefits of NOW ac-
counts and small saving accounts if you stay within the fed-
eral guidelines for income vs. expenses.

* Note: if you choose to have an interest bearing account, you must get
a Federal Tax Number (EIN) or the Treasurer will have to declare the
income as his/her personal income, since he/she has used his/her
social security number to open the account.

Chapter By-Laws
Chapter by-laws are not required by the International Organiza-
tion. It is easier to function as a chapter if you have a set of
guidelines. It is also of assistance when applying for incorpora-
tion papers. You may write to the International Secretary for
copies of other chapters’ by-laws. You may add to, subtract
from or copy them as you desire.

The by-laws are the basic rules and guidelines for operation
of your chapter. BE CAUTIOUS! Don’t be too specific, since
amendments and changes are time consuming and difficult. Try
to list the basic rules of membership, officers, elections, etc. in
very general and broad terms. A chapter can then develop a set
of rules or policies to be followed that are very specific. These
rules are not a part of the by-laws and may be changed as
needed or desired by the governing body.

Obtain a Checking Account

1) Choose a bank that is convenient for the Treasurer. Inform the
bank that you wish to open a checking account for a nonprofit
organization. The bank will provide you with forms that need
to be signed by the officers. They will also require either a
social security number or a Federal Tax Number (EIN).

2) Shop around the banks for requirements and items for organi-
zations such as free checking, no monthly charges, etc. We
also suggest more than one member of the chapter be autho-
rized to sign checks. Some chapters require two signatures on
each check written.

3) If you later receive a Federal Tax Number, present your letter
from the Federal government to a bank officer and request that
this number be used instead of the social security number. A
W9 form will have to be completed. Use the chapter Federal
Tax Number, NOT THE INTERNATIONAL FEDERAL TAX
NUMBER or the Treasurer’s social security number.

Information for Canadian Chapters
Register the checking account in the chapter name. Use the
name of an officer or officers as signing authority.

Because of Canadian laws, it is not necessary to incorporate
the chapter. Canadian chapters cannot be recognized as
nonprofit organizations thus receiving tax benefits. Be sure to
check with your bank for the most current rules and regulations.
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Suggestions to Ensure
Chapter Success

Tips to keep financial records and other assets in order:

1) Written bylaws that lay out financial procedures are helpful.

2) Require two signatures on all checks. Money should always
be counted and verified by two people.

3) Have a separate account for the chapter’s money. Chapter
funds and deposits should NOT be deposited into a personal
account.

4) Pay all bills by check.

5) Audit record books once a year. A new audit should be done
any time a financial officer resigns.

6) Make sure bank statements are reconciled monthly.

7) Conduct regular elections for officers and board members.

8) Keep a list of all chapter assets. At least two people should
have a copy. Update it every time new items are acquired.

9) Log where all items are housed. If items rotate among
members, assign someone to record and monitor assets and
their condition.

10) Create a policy regarding responsibility for replacing items
including birds that are lost or destroyed; particularly for
when members borrow items for their own personal use.
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