New Mexico Psychological Association

Governance Policies

NMPA PHARMACEUTICAL FUNDING POLICY (Approved by the NMPA Board May 9, 2009)
NMPA does not accept funding, services, donations, donations in kind, or sponsorships from pharmaceutical companies.
NMPA CONFLICT OF INTEREST POLICY
1. Conflict of Interest Policy (Approved by NMPA Board of Directors December 6, 2008)
No member of the New Mexico Psychological Association’s Board of Directors, Division, Committee, and Staff shall act to derive any personal profit or gain, directly or indirectly, by reason of his or her participation in the New Mexico Psychological Association, except for approved salary, benefits, and expense reimbursement. 

Each member of the New Mexico Psychological Association’s Board of Directors, Division, Committee, and Staff shall disclose to the New Mexico Psychological Association any personal interest which he or she may have in any matter pending before the organization and shall refrain from voting or may be excluded from participating in any decision on such matter. Such disclosure shall be made in writing to the committee chair, the board chair, and the central office. De minimus benefits totaling or worth less than $100 a year are excluded from disclosure requirements.  A conflict of interest may arise when a member: 

· uses NMPA’s resources to promote his/her individual or family’s financial or other interests
· uses confidential information about NMPA to promote his or her individual or family interest
· gains financially from a NMPA transaction
· assists an outside entity to benefit financially or otherwise from NMPA in ways not available to that entity’s competitors
· lends or borrows money or property from an entity or person who conducts business with NMPA
· receives gifts from an individual or entity who conducts business with NMPA
· participates in or permits the approval of policies not in NMPA’s best interest
· promotes or participates in social or political agendas or campaigns that could have a detrimental effect on NMPA
· directly solicits NMPA clients for personal financial gain

Please note that this list is not exhaustive.  There may be other situations in which a conflict may arise and must be disclosed to the Board of Directors.

2.  Violation of the Conflict of Interest Policy

If the Board of Directors or Staff of the New Mexico Psychological Association has reasonable cause to believe that a member of the New Mexico Psychological Association’s Board of Directors, Division, Committee or Staff  has failed to disclose actual or possible conflict of interest, the Board of Directors shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged failure to disclose.

If, after hearing the response of the member and making such further investigation as may be warranted in the circumstances, the Board of Directors determines that the member has, in fact, failed to disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action.

3.  Signed Statements and Review of Policy
Each Board of Directors and Staff Member shall sign or acknowledge a statement which affirms that such person:

a. has received a copy of the Conflict of Interest Policy;

b. has read and understands the policy; and

c. has agreed to comply with the policy.

It will be the responsibility of the chair of each Division or Committee to review the conflict of interest policy with their committee annually.

I have received a copy of and have read and understand NMPA’s conflict of interest policy.

Signature: _________________________________________ Date _________________
Printed name: ______________________________________
NMPA WHISTLEBLOWER POLICY  (Approved by NMPA Board of Directors December 6, 2008)
This Whistleblower Policy of the New Mexico Psychological Association (NMPA) hereinafter referred to as the Organization: (1) encourages staff and volunteers to come forward with credible information on illegal practices or serious violations of adopted policies of the Organization; (2) specifies that the Organization will protect the person from retaliation; and (3) identifies where such information can be reported.

1.  Encouragement of reporting.  The Organization encourages complaints, reports or inquiries about illegal practices or serious violations of the Organization’s policies, including illegal or improper conduct by the Organization itself, by its leadership, or by others on its behalf.  Appropriate subjects to raise under this policy would include financial improprieties, accounting or audit matters, ethical violations, or other similar illegal or improper practices or policies.  Other subjects on which the Organization has existing complaint mechanisms should be addressed under those mechanisms, such as raising matters of alleged discrimination or harassment via the Organization’s human resources channels, unless those channels are themselves implicated in the wrongdoing.  This policy is not intended to provide a means of appeal from outcomes in those other mechanisms.

2.  Protection from retaliation.  The Organization prohibits retaliation by or on behalf of the Organization against staff or volunteers for making good faith complaints, reports or inquiries under this policy or for participating in a review or investigation under this policy.  This protection extends to those whose allegations are made in good faith but prove to be mistaken.  The Organization reserves the right to discipline persons who make bad faith, knowingly false, or vexatious complaints, reports or inquiries or who otherwise abuse this policy.

3.  Where to report.  Complaints, reports or inquiries may be made under this policy on a confidential or anonymous basis.  They should describe in detail the specific facts demonstrating the bases for the complaints, reports or inquiries.  They should be directed to the Organization’s President of the Board of Directors; if this person is implicated in the complaint, report or inquiry, it should be directed to President Elect.  The Organization will conduct a prompt, discreet, and objective review or investigation.  Staff or volunteers must recognize that the Organization may be unable to fully evaluate a vague or general complaint, report or inquiry that is made anonymously. 
NMPA RECORDS RETENTION POLICY  (Approved by NMPA Board of Directors December 6, 2008)
The New Mexico Psychological Association shall adhere to the records retention policy contained herein. This policy is based upon accepted accounting standards, IRS requirements, storage capacity and internal needs. Policy regarding documents governed by accepted accounting standards and IRS rules cannot be changed, unless the law mandates such change. Policy regarding NMPA internal business not otherwise governed by state or federal law may be changed by approval of the Board of Directors. All records are to be retained at the NMPA Office or a storage facility determined by the Executive Director.

Permanent Retention Period

The following records are to be kept indefinitely:

Articles of Incorporation and Bylaws


Audit Reports

Award history

Building, Property and Major Improvement Records


Deeds and Agreements pertaining to real property


Employee Benefit Plan records

General Ledger and Fixed Asset Ledgers


Insurance records, accident reports, claims, etc.

Minutes of meetings of the Board of Directors and Executive Committee

New Mexico Psychologist – up to five samples

Property Tax records

Tax Exempt/IRS Determination Letter

Tax Returns: Forms 990 and 990-T

5-Year Retention Period

The following records must be retained for a minimum of five (5) years. These records may be destroyed upon the expiration of the five-year period:

CE event/planning records

CE evaluations

CE applications and approval information

Financial reports: Statements of Operations and Balance Sheets

Membership files (expired members)

Payroll Records and Returns

Payroll: IRS Forms W-4

Personnel records (after termination)

4-Year Retention Period

The following records must be retained for a minimum of four (4) years. These records may be destroyed upon the expiration of the four-year period:

Accounts receivable 


Bank statements, cancelled checks and memos


Check registers


Contracts, leases and agreements (after expiration date)

Deposit slips and remittance advices


Detailed accounts payable journal


Detailed cash disbursement journal


Detailed cash receipts journal


Expense reports


Insurance policies (after expiration date)

Invoices – paid 

Purchase orders


Sales contracts


2-Year Retention Period

The following records must be retained for a minimum of two (2) years, commencing with the beginning of the term of office identified in the record. These records may be destroyed upon the expiration of the two-year period:

NMPA Election Nomination Forms

NMPA Election Ballots

Routine correspondence

Electronic Communications

Central Office staff must keep all significant electronic mail communications for a period of 90 days, unless said communications contain contract terms and negotiations. Communications containing contract terms and negotiations must be kept for a minimum period of four (4) years. These communications can be stored in electronic or print form. All other communications older than 90 days may be deleted. 
NMPA POLICY ON THE PROCESS FOR DETERMINING COMPENSATION (Approved by NMPA Board of Directors December 6, 2008)
This Policy on the Process for Determining Compensation of NMPA applies to the compensation of the following persons employed by the Organization:____ The Organization’s Executive Director 

____ Other Key Employees of the Organization by 

1. Review and approval. The compensation of the person is reviewed and approved by

The NMPA Board of Directors, provided that persons with conflicts of interest with respect to the compensation arrangement at issue are not involved in this review and approval.

2. Use of data as to comparable compensation. The compensation of the person is

reviewed and approved using data as to comparable compensation for similarly qualified

persons in functionally comparable positions at similarly situated organizations.

3. Contemporaneous documentation and recordkeeping. There is contemporaneous

documentation and recordkeeping with respect to the deliberations and decisions

regarding the compensation arrangement.

JOINT VENTURE POLICY  (Approved by NMPA Board of Directors December 6, 2008)
This Joint Venture Policy of NMPA requires that the Organization evaluate its participation in joint venture arrangements under Federal tax law and take steps to safeguard the Organization’s exempt status with respect to such arrangements. It applies to any joint ownership or contractual arrangement through which there is an agreement to jointly undertake a specific business enterprise, investment, or exempt-purpose activity as further defined in this policy.

For purposes of this policy, a joint venture or similar arrangement means any joint ownership or contractual arrangement through which there is an agreement to jointly undertake a specific business enterprise, investment, or exempt-purpose activity without regard to: (1) whether the Organization controls the venture or arrangement; (2) the legal structure of the venture or arrangement; or (3) whether the venture or arrangement is taxed as a partnership or as an association or corporation for federal income tax purposes. 

A venture or arrangement is disregarded if it meets both of the following conditions: (a) 95% or more of the venture’s or arrangement’s income for its tax year ending within the Organization’s tax year is excluded from unrelated business income taxation; and (b) the primary purpose of the Organization’s contribution to, or investment or participation in, the venture or arrangement is the production of income or appreciation of property. 

Safeguards to ensure exempt status protection. The Organization will: (a) negotiate in its transactions and arrangements with other members of the venture or arrangement such terms and safeguards adequate to ensure that the Organization’s exempt status is protected; and (b) take steps to safeguard the organization’s exempt status with respect to the venture or arrangement.  
AUDIT COMMITTEE  (Approved by NMPA Board of Directors December 6, 2008)
For small nonprofits and associations, a financial committee can act as the Audit Committee.   NMPA Bylaws call for a Finance Committee to oversee finances but it has not been active for years, if ever.  We will need to revitalize the Finance Committee and the responsibilities of the Treasurer as per the bylaws:  Section 2. Finance Committee.  Members of the Finance Committee shall be the President, President-Elect, Treasurer and one (1) member-at-large.  The Executive Director shall serve as a non-voting member.  The Treasurer shall serve as Chair of the Committee.  The Committee shall present an annual budget for approval at the final Board Meeting of the year.  The Finance Committee will have responsibility for deciding on financial priorities and procedures.

 Section 8.  Duties of Treasurer.  The Treasurer shall oversee funds and property owned by the Association assuring that a full and complete record of all monies received and paid out is maintained and that an annual report for the Association to the State Corporation Commission is filed as required by law.  A continuous record of the paid-up status of members will be kept and verification of eligibility of voters prepared for business meetings, elections, and mail votes.  The Treasurer shall serve as Chair of the Finance Committee and shall perform such other duties as may be required by the President, the Board of Directors, or the Association.

Policies approved by NMPA Board of Directors, Dec., 6, 2008;  May 9, 2009

