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NAVIGATE THE WORLD OF NONPROFIT
COMPLIANCE AND MANAGEMENT
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NOTICE

This checklist is attentive to general
legal principles but is not intended
as legal advice. Rather, it is a starting
point for Sections and Chapters to
develop and construct policies
suitable to their circumstances and
compliant with applicable laws.
Applicable laws vary based on the
location and operations of each
organization unit. Sections and
Chapters are encouraged to seek
legal counsel as needed when
developing or implementing new
policies.

Contact | Jennifer Murphy, Certification & Outreach Manager, jmurphy@wildlife.org
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ORGANIZATION UNIT GOVERNANCE
Core Principles of Effective Management

As a Section or Chapter leader, you are a steward of your organization unit’s
mission, resources, strategic direction, and culture. Understanding your role and
responsibilities as it relates to nonprofit governance is essential to the long-
term success of your Section or Chapter. This guide is an introductory checklist
to the core principles, practices, and steps that every organization unit should
consider. It is not a comprehensive guide to managing your Section or Chapter.
As you review these materials, we encourage you to find (and can help you find)
additional tools, resources, and guidance specific to the needs and
circumstances of your organization unit.

Universal to all aspects of The Wildlife Society, though, is a fundamental
requirement to operate pursuant to the TWS Code of Ethics and Code of
Business Conduct (hereafter “TWS Code”). All actions taken under the TWS
name, affect the collective goodwill and reputation of our Society, its members,
and its organization units. The TWS Code exists to ensure the highest standards
of professionalism, honesty, and integrity in performing responsibilities and
engaging in activities to further the mission of TWS. As a criteria for affiliation,
TWS expects each of our organization units and leaders to operate in a manner
consistent with the TWS Code. This includes but is not limited to:

o Legal Compliance: Organization units must comply with all applicable
federal, state, and provincial laws and regulations in the jurisdictions
where they were formed and operate.

Organization units are expected to maintain
accurate financial records, protect assets through strong financial
controls, and utilize assets efficiently to advance the interests of the
organization as consistent with the TWS charitable purpose.

Organization units shall adhere to,
and maintain, core governance documents like their Articles of
Incorporation and Bylaws, which define an organization unit’s purposes
and describe how the organization unit functions.

Ethical Conduct: All members of TWS and its associated organization
units must adhere to all provisions of the TWS Code of Ethics, and when
in doubt, choose the course of highest integrity.

Responsive and dedicated leaders bring life to the
vision and mission of an organization unit while fulfilling obligations to
members and ensuring that activities of the unit are consistent with its
governance policies and responsibilities.

Contact | Jennifer Murphy, Certification & Outreach Manager, jmurphy@wildlife.org
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BYLAWS

Bylaws establish the rules that govern the internal management of your
organization unit. All Sections and Chapters must maintain bylaws in
substantial conformity to the TWS Model Bylaws approved by Council.

INCORPORATION

Incorporation creates a legal entity distinct from the individual members in
the organization unit. All Sections and Chapters are encouraged to
incorporate in the state (or government) of their primary operations.

TAX EXEMPTION

All properly formed organization units in the United States are included on
the TWS group exemption from federal income taxes. Sections and
Chapters may also be able to apply for state sales and use tax exemption.

INSURANCE

Insurance helps protect the people, resources, and assets that help fuel
the mission of your organization unit. All Sections and Chapters should
consider obtaining some level of insurance protection.

TWS AFFILIATION

All properly formed organization units are affiliated with The Wildlife
Society®. This allows for limited use of the TWS name. An affiliation
agreement further defines the responsibilities/scope of the relationship.

PAPERWORK

All organization units must maintain corporate records, track finances,
complete taxes, file annual reports, stay up to date on registrations, and
keep their membership lists current.

Contact | Jennifer Murphy, Certification & Outreach Manager, jmurphy@wildlife.org
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TWS FAQS:  siaye o™

WHAT

ARE BYLAWS

WHY

ARE BYLAWS
IMPORTANT

Bylaws establish the core operational framework of an
organization, including the privileges of members, duties of the
board of directors, and process for holding elections.

Bylaws contain all of the details needed for a Section or Chapter
to function. They are one of the primary legal documents of any
organization unit and essentially serve as the contract between
the Section or Chapter, its members, and TWS.

HOW

DO WE DRAFT
OUR BYLAWS

WHAT

IS SUBSTANTIAL
CONFORMITY

The Wildlife Society maintains Council-approved Model Bylaws
as a guide for organization units. Sections and Chapters are free
to draft their own bylaws as long as they are in substantial
conformity with the TWS Model Bylaws, consistent with the laws
of the state/jurisdiction where the organization unit is operating
or incorporated, and approved by its members and TWS
Council. It’s important to review your Section or Chapter’s
bylaws every few years to ensure that they match the
organization unit’s current governance practices and reflect any
changes in applicable laws or to the TWS Model Bylaws.

The TWS Model Bylaws contains sample language of articles
most commonly included in Section or Chapter bylaws. In some
instances, the sample language will nhot meet the needs of your
Section or Chapter. Alternative suggestions, information, and
instructions appear in [ ]. In those areas, and when needed to
comply with applicable laws, organization units may structure
their bylaws to fit the operational preferences of their members.

IMPORTANT — Bylaws only provide the legal baseline for operating your Section or Chapter. All
organization units are encouraged to develop a detailed operations or procedures manual that outlines
the various processes needed to complete regular or routine tasks. Maintaining a detailed account of
tasks important for the organization unit will help future leaders stay current on the Section or Chapter’s
activities during transitions and ensure that important reporting deadlines are not missed. Examples of
items that could be included in an operations or procedures manual include, the process for creating
and distributing a member newsletter, additional details on accounting practices, a list of important
dates/contacts, and/or descriptions for volunteer roles within the Section or Chapter.

WHEN

DO WE GET TWS
APPROVAL

Before proposing new or revised bylaws to your membership,

contact for guidance and to ensure that the proposed

changes are consistent with the TWS Model Bylaws. Then, the

changes may be put to a membership vote. If approved by the

Section or Chapter members, send a final copy of the bylaws to
for an official letter of approval from Council.
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WHAT nctporstan s the pocessofcresting  separste eyl Geny

IS INCORPORATION the District of Columbia (Incorporated, March 25, 1948).

WH o All Sections and Chapters of The Wildlife Society. This includes
international organization units, though the appropriate legal

form and process may differ based on applicable laws.
SHOULD INCORPORATE P y PP

An organization unit should consider incorporating once it’s

officially recognized as a Section or Chapter of The Wildlife
Society. Incorporation is especially important for organization
units considering entering into a contract, fundraising, engaging

DO WE INCORPORATE in business activities like conferences or other events, and/or

cooperating with third parties.

LIABILITY PROTECTION TRANSFERABILITY

Incorporation protects board members, officers, and Directors, officers, and/or members may manage a
volunteers from personal liability. Debts or lawsuits nonprofit corporation, but they do not own its assets.
related to organization unit activities only extend to As unit leadership changes, management duties can

the organization’s corporate assets. easily be transferred to new members.

GROWTH

Incorporation solidifies a unit’s
presence in a state, secures its
name, and provides a foundation
for further partnership & growth.

WHY

INCORPORATE

The process for incorporation varies by state and is generally

managed by the Office of the Secretary of State (SOS). A good
first step is to check your state’s SOS website for additional
details and guidance on becoming a nonprofit corporation.

TO INCORPORATE Before you began the process, be sure to contact for the
latest organization unit affiliation and bylaws requirements.
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WHAT

IS TAX EXEMPTION

There are many forms of tax exemption. In general, tax exempt
refers to the status of an organization under law and their
freedom from requirements to pay income or transaction tax at
the federal, state, and/or local level.

WHO

IS TAX EXEMPT

DO

WE NEED
ADDITIONAL TAX
EXEMPTIONS

The Wildlife Society, Inc. is exempt from federal income tax in
the United States pursuant to Section 501(c)(3) of the Internal
Revenue Code. All TWS-recognized organization units in the
U.S. are included on the group exemption letter held by TWS,
which means they too are exempt from federal income tax
under Section 501(c)(3) and donations made to their Section or
Chapter are tax-deductible. However, this tax exemption does
not extend to organization units outside of the U.S. or to taxes
levied at the state or local level. Organization units may still be
liable for sales and/or business taxes in their local jurisdictions
or eligible for additional exemptions from such taxes.

Maybe... Most, but not all, governments provide for some level
of tax exemption for transactions that further, or are incidental to
furthering, the charitable purpose of the organization. Some
may also impose business taxes on a Section or Chapter if they
do not have a valid tax exemption. Becoming a nonprofit does
not automatically entitle an organization to exemption from all
taxes. Typically, an organization unit must apply for and receive
exempt status from the issuing authority of the relevant tax. If
your Section or Chapter makes transactions that further the
mission of your organization unit or are liable for local business
taxes, seeking additional tax exemptions could help save your
organization unit money and improve tax compliance.

IMPORTANT — Understanding tax exemption and which taxes your Section or Chapter is exempt from
is an important part of managing your organization unit. Improperly claiming a tax exemption or failing to
file taxes can result in costly penalties. Moreover, failure of a Section or Chapter in the U.S. to abide by
restrictions imposed on Section 501(c)(3) tax exempt organizations could threaten the charitable status
of not only your organization unit but all of TWS. For example, no 501(c)(3) organization may endorse a
political candidate, participate in substantial lobbying, or provide a private benefit to an individual.

HOW

DO WE GET TAX
EXEMPTION

If available, tax exemptions can be obtained from the governing
authority that administers the tax, typically the department of
revenue or taxation. Often, these exemptions are granted
automatically after demonstrating proof of Section 501(c)(3)
status ( can help). As a reminder, Sections and Chapters in
the U.S. do not need to separately apply for 501(c)(3) exemption.
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Insurance protects the assets of the organization unit and its
individual officers from liability stemming from errors, wrongful

management decisions, or other acts that could result in
WHY financial harm. With the small budgets of many Sections and
Chapters, making the decision to purchase insurance can be
tough. However, small budgets also mean that a single large
DO WE NEED Y o SO

and unexpected expense could wipe out an organization unit
and place it’s individual officers and TWS as a whole at risk.
Taking steps to mitigate one of the biggest risks to you, your
organization unit, and TWS is a prudent management decision.

There are many different kinds of liability insurance available to
WHA I nonprofits. The two all Sections and Chapters should consider
are Directors and Officers Liability and General Liability

Insurance. The former protects against wrongful acts in
governing the organization unit and the latter against claims for

INSURANCE

TYPE OF INSURANCE
DO WE NEED damages brought against the Section or Chapter.

The Wildlife Society maintains a number of insurance policies to

protect its assets, employees, volunteers, officers, and Council

from liability. However, none of these policies extend to

Sections and Chapters since they fall outside of the direct

WH E N control of TWS. Organization units should determine their
potential exposure to loss by thinking about all of their activities

DO WE NEED and the types of risks associated with those activities. Every
INSURANCE Section and Chapter will have a different risk profile and not all
risk can be avoided. When the activities of a Section or Chapter

expose the organization unit to risk, an insurance policy
appropriate to cover those risks should be considered.

Nonprofits are not

immune from lawsuits.
They can pop up

W HAT unexpectedly from
IS THE WORST THAT COULD HAPPEN breach of contract,

negligence, plagiarism,
errors/omissions,

BREACH OF DUTY discrirr:;rrwzst?on;,egtﬁore.

Purchasing insurance can be a confusing and complicated
HOW endeavor. It’s important to find a broker that specializes in
coverage for nonprofit organizations. Contact if you need
help finding a broker and we may be able to help. Once you feel
ﬁ‘loSl‘.’l\:?EA?‘lEC;rE comfortable with a broker, select a coverage that’s affordable
but tailored to meet the specific needs of your organization unit.
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staff but also as the collective sum and embodiment of its many

ARE WE organization units.

H ow All Sections and Chapters are independent entities connected
to one another and The Wildlife Society, Inc. through a shared

commitment to the charitable purposes and objectives of TWS.

ARE WE CONNECETED

Legal affiliation can take many forms. For TWS affiliation centers
around the common and shared use of intellectual property that
embodies the history, goodwill, and purpose underlying our
shared connection—The Wildlife Society®. Affiliation between
TWS and all Sections and Chapters is included within every
organization unit’s bylaws through specific criteria for affiliation,
WHAT which require conformance to the objectives and Code of Ethics
of TWS. While the specific activities and focus of organization
IS AFFILIATION units may vary, use of the TWS® trademark ensures a uniform
and steadfast commitment to the common values, integrity, and
purpose underlying our professional society. To further define
this affiliation and the legal relationship between TWS and
Sections and Chapters, a separate affiliation agreement is also
strongly encouraged.

WHY

AN AFFILIATION
AGREEMENT

EXTERNAL RELATIONS

It specifically acknowledges the authority/independence of the parties,
which is often requested when applying for grants or signing contracts.

RESPONSIBILITIES

It outlines the responsibilities of each party, like Section/Chapters
providing annual reports and TWS providing administrative support.

Prior to entering into an affiliation agreement with TWS, certain
prerequisites need to be completed, like incorporation. An

agreement is not needed for affiliation but is strongly

DO WE ENTER INTO encouraged. If your Section or Chapter is ready for an affiliation

AN AFFILIATION agreement, contact for a copy of our base agreement.
AGREEMENT Conditions for affiliation may change from time to time.
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l Yes, it’s true. Operating a Section or Chapter does require some
H paperwork. Maintaining accurate records, submitting timely

reports, and documenting processes are all part of effective

PAPERWORKIll nonprofit management.

It depends. At a minimum, there are certain core documents that
your Section or Chapter need to maintain. These are often
referred to as corporate records and include things like your
bylaws, evidence of tax exempt status, and certificate or articles
of incorporation. Then there are annual reports and tax filings,
like your Section or Chapter’'s annual report to TWS,

H W 990EZ/990N filings, annual nonprofit business and charitable
registration reports to applicable government agencies, and
insurance policy renewals. Finally, on a regular basis your

MUCH PAPERWORK Section and Chapter should maintain accurate financial records,
updated member lists, minutes of all meetings, organized
records of contracts or agreements, accurate contact lists for all
organization unit officers, lobbying logs, organization unit
policies, and clear process documents for regular administrative
or member services oriented tasks.

Maintaining accurate and up to date records is a year-round
WH E N responsibility, but there are steps you can take to mitigate the
administrative burdens on your Section or Chapter. Creating a

shared master list of reports, filings, and other important tasks
DO WE NEED TO will help ensure that future Section or Chapter leaders don’t
DO PAPERWORK miss important deadlines throughout the year—Example below.

Date of last update/submission Record/Document

UPDATE ANNUALLY (or “Update Regularly” “Update Monthly” or “Core Documents”)

January 15, 2021 Annual Report to TWS Due Jan. 31 / Send to Jennifer

December 18, 2020 Solicitation Registration (update) S50 / Due Dec. 31/ Sec. of State

Of course. TWS tries to alleviate the burden of paperwork as
much as we can. This includes preparing and submitting annual
990N tax filings, maintaining a list of common

, sending reminder notifications for annual
‘ AN reports, and digitally storing copies of important organization
unit documents as a redundancy in case the originals are ever

TWS HELP lost. However, it would be impossible for us to manage all
Section and Chapter specific reports and deadlines, which is
why paperwork is included as an essential governance element
for Section and Chapter leaders to consider.
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WHERE TO START

This guide outlines important principles of legal compliance and sound governance key to
preserving the integrity of each organization unit and TWS as a whole. You may be wondering,
“That’s great, but how do | prioritize all of this?” Start with an organizational assessment like the

one outlined below. Identify possible gaps in your unit’s governance practices and use the

corresponding FAQ sheets to help strengthen your Section or Chapter’s governance framework.

1 BYLAWS

Check your unit’s bylaws...
Verify when your bylaws were last reviewed. If it
has been more than 3-5 years, establish a
committee to review the document and
determine if changes are needed.

Can’t find your unit’s bylaws..?
Contact TWS for a copy or to get started.

3 TAX EXEMPTION

All officially recognized TWS organization units
are federally (U.S.) tax exempt under § 501(c)(3).

If your unit has state exemptions...
Verify that the exemptions are still valid.

If unit has NO state exemptions...
Confirm your state tax liabilities and check to
see if your unit is eligible for an exemption.

5 TWS AFFILIATION

Check criteria for affiliation...
Verify that your unit’s activities are consistent
with the criteria for affiliation outlined in the unit’s
bylaws or TWS affiliation agreement.

If you need a TWS agreement...

Contact TWS to get started. Help bring
greater clarity to your unit’s operations.

NEED HELP? Contact

2 INCORPORATION

If your unit is incorporated...
Send TWS copies of the organizing documents.

If your unit is NOT incorporated...
Unit officers may be held personally liable for
actions and debts of the unit. Investigate the
steps to get incorporated as soon as possible.
The process is simple and TWS can assist.

4 INSURANCE

If your unit has insurance...
Verify that the insurance provides adequate
coverage for your unit’s needs and activities.

If your unit has NO insurance...
Investigate options for Directors and Officers
Liability and/or General Liability insurance.
Contact TWS for help finding a broker.

PAPERWORK

If your unit maintains records...
Ensure more than one individual has access to
those records and that they adequately capture
important unit documents and processes.

If your unit has NO shared files...
Create a shared master list of reports, filings,
and other important tasks and documents.

Jennifer Murphy, jmurphy@wildlife.org
Certification and Outreach Manager
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