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Date & Time: Tuesday, October 5, 2021 from 5 – 6:15 p.m. 
Location: Virtual via Zoom  

 
1. Meeting called to order by President Linda Jenkins at 5:01 p.m. 

a. Roll Call  
o Linda Jenkins, President; Lewana Harris, Past-President; Sunilyn Hertt, President 

Elect; Walt Hansmann, VP Programming; Rachel Wagner, VP Administration 
o Excused absence: Kim Boggs, VP of Membership 

b. Quorum established with 5 of 6 board members present 
c. Guests Present - Jennifer Roberson, Power Member, representing Elections Committee 
d. Agenda for October 5, 2021, Board Meeting – motion made, seconded, and approved. 

 
2. Board of Directors updates – President 

a. Approval - Minutes from September 7, 2021 Board Meeting – motion made, seconded, and 
approved. 

b. Credentials Committee Update - Linda gave a report from the Credentials Committee, which 
also includes Andrew Engelbrecht and Holly Ra Phillips. She confirmed that Andrew and 
Holly watched her, via Zoom, prepare and download the list of current ATD Tulsa members 
to have the ballots emailed to them. 

c. Elections Committee Update – President and Jennifer Roberson, Elections Committee Chair 
o Committee met 3 times. Had received 3 applications for board positions. 

o Andrea Gentis - VP Marketing 
o Kim Boggs – VP Membership 
o Walt Hansmann - VP Programming 

o 81 ballots sent out, 33 opened, 18 ballots were cast by members 
o All 3 candidates received 100% in voting 
o 5 items related to Bylaw changes passed unanimously  

o Moved, seconded, and passed – to accept Election Committee results and bylaw 
amendment changes 

o 3 vacant board positions will be filled in January 2022 by appointment (or filled earlier 
to enable new board members to attend ALC2021 board training) 

d. VP of Administration, Rachel Wagner 
o Reported that the Policies & Procedures document has been updated to include the 

3 approved new policies (Conflict of Interest, Whistleblower Protection, and 
Document Retention & Destruction).  

o Has sent a copy to each board member.  
o Has replaced the old Policies & Procedures document on Wild Apricot with the 

updated version, which includes an updated Table of Contents. 
e. NAC Meeting, September 21 – President-Elect Suni 

o Linda attended. Pitched for ATDOK21 and confirmed that Krishna had sent ATDOK21 
email message to NAC members. 1 person signed up before the call and 1 from 
Krishna’s office. 

o Next NAC meeting is Tuesday, October 19. Suni will attend (as President-Elect). 
Topic is new board member onboarding. 
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3. Financial - President 
a. Financial Reports as of September 30, 2021 

o Per Statement of Financial Position, we have Total Assets of $23,095.49 
including $7,021.50 in our Checking Account and $15,000.69 in our Money 
Market account.    

o Per Income and Expense Report: 

Total September 2021 Income =     $880.01 
Total September 2021 Expense =     $373.29* 
Overall September 2021 Total =           $506.72 
 
*Biggest expense for month was application for HRCI 
 

o Moved, seconded, and accepted Financial Reports as of September 30, 2021 
 

b. ATDOK21 Budget Report 

Total September 2021 Income =  $800.01 
Total September 2021 Expense =  $250.00 
Overall September 2021 Total               $550.01 
 

 

4. Membership – VP of Membership (President Linda Jenkins gave Membership report in Kim’s 
absence.) 

a. Monthly Membership Report  
Total Membership as of 9/30/21:  81 (-3) 

o PM:  44 (-7 moved to nonmember status & removed from count; 4 past due 
included in count)) 

o Tulsa:  26 (0) 
o Student:  2 (0) 
o Student PM: 1 (0) 
o PM/Membership: 54% (-7%) 

 
o Moved, seconded, and accepted – Monthly Membership report as of 9/30/21 

 
b. Highlights from September 28th event at Mother Road Market – small group but had good 

time 
b. Annual Member Survey – 

o Discussed and made edits to several of the questions/responses.  
o Linda and Rachel tracked edits and will send updated version to Kim Boggs. 
o Moved, seconded, and approved Annual Member Survey with edits. 

 
5. Programming – VP of Programming 

a. September Program Evaluation Summary (Kimara Mayberry - All Leadership is 
Change Leadership).  Overall good, good information. Negative: it was almost all 
lecture and no hands-on activities.  

b. Logistics for November program meeting: ICE Takeaways 
o Suni is working on who the participants will be. 



 
Board Meeting Minutes 

3 
 

o Participants so far: Andrea Gentis.  
o Linda suggested contacting Shelby Morris. 
o No more than 4 participants with 15 minutes each. 
o Once confirmed, Suni will give Walt names of presenters for inclusion in 

promotional materials 
c. Plans for promoting December Trainer Throwdown and Employee Learning Week 

o Presenters can attend free. 
o Walt will get forms out for presenters for Trainer Throwdown. 
o Walt will put last year’s winner’s video out on promo page. 
o Walt is already promoting Employee Learning Week. 

d. Plans 2022 Programming 1st Quarter  
o Programs set for January through March. Working on April. 
o Was contacted by Sententia re: gamification workshop as program idea 

e. Plans for Statewide Conference – President-Elect Suni 
o Date: Thursday, October 28, 2021 
o Keynote Speaker: Dr. Maureen Orey, Workplace Learning and Performance Group 
o Title & Theme:  Accessibility by Design: Integrating Accessibility Principles into Your 

Talent Development Strategies 
o Registrations as of 9/30/21: 17 
o Sponsorships as of 9/30: 1 @ $500; another just came in for $500 from BJ Glover 
o HRCI – everyone gets 7 credits for attending 
o Recommendation to shift final date for regular registrations from Oct. 11th to 

Oct.25tth. New dates for late registration will be October 26 & 27. 
o Christy Rogers, platform coordinator with Training Umbrella, will send emails to 

those registered by October 25 to get familiar with conference platform. 
o Motion to shift late registration to October 26 & 27th, seconded, and approved. 
o Next steps 

• Planning meetings planned for Oct. 11, 18 & 25 
• Linda and Walt will do marketing/communications via email and social 

media 
• Still working on sponsorships. Everyone encouraged to look into this. If we 

still only have two by Monday, may extend deadline for sponsorships. 
6. Communications  

a. Communications Plan for 2021 
o Now have 151 followers on LinkedIn 
o Have been doing individual posts for conference presenters. Some presenters are 

sharing our posts on their own LinkedIn feed. 
b. Communications Scheduled for October 

o Via newsletter, Walt will include election results and Statewide Conference 
registration information. 

 

7. Old Business - none 
 

8. New Business  
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o Rachel will be out of state Oct. 12-19. Requesting her ATD Admin emails be accessed 
by another board member so that anyone emailing re: conference questions and/or 
needing registration codes has emails returned in a timely way. 

o Walt will try to have Rachel’s emails forwarded to Linda during her absence. 
o Linda and Walt suggested that Suni plan retreat in January or earlier for incoming 

board 
 

9. Dates for Next Two Board Meetings 
o Tuesday, November 2nd, 5 p.m. 
o Tuesday, December 7th, 5 p.m. 

10. Action Items 
o Linda/Walt – notification to members of election results via newsletter and posted on 

website 
o Suni – will give Walt names of presenters for ATD21 ICE Takeaways to help promote 

November program meeting 
o Walt – will put last year’s Trainer Throwdown winner’s video out on promo page 
o Walt will get forms out for presenters for Trainer Throwdown 
o Walt – will try to forward Rachel’s VP Admin email to Linda during Rachel’s out-of-state 

dates, Oct. 12-19. 
o Suni – will plan board retreat for January 2022 or earlier 
o Rachel and Linda – will send Kim edited version of Annual Membership Survey with changes 

discussed and made during meeting 
o Walt – will give Kim access to Survey Monkey for editing and sending Annual Membership 

Survey  
 

11.  Meeting adjourned 6:15 p.m. 
 
 
Minutes respectfully submitted by Rachel Wagner, VP Administration 
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Date & Time: Tuesday, October 5, 2021 from 5:00 PM to 6:00 PM CDT 
Location: Virtual via Zoom  

https://us02web.zoom.us/j/7496535431?pwd=R0hrSktvcHpxVVE5UUZNcm1XQnJ6dz09 
Meeting ID: 749 653 5431 Passcode: 6P8XST 

 
1. Call Meeting to Order - President 

a. Board Meeting Minutes will be taken by VP of Administration 
b. Roll Call – VP of Administration 
c. Confirm Quorum – Declare if Quorum is or is not Present (51% of board members) 
d. Guests Present - Acknowledge and Record 
e. Agenda for October 5, 2021 Board Meeting – Review and Approve 

 
2. Board of Directors – President 

a. Elections Committee Update – President & Jennifer Roberson, Elections Committee Chair 
i. Andrew Engelbrecht and Holly Ra Phillips served on the Credentials Committee with 

Linda Jenkins. 
ii. Elections Committee Report – Jennifer Roberson (attached) 

iii. Given Elections results, President will ensure: 
1. Notification to membership of election results 
2. Information posted on ATD Tulsa website 
3. Notification to ATD to confirm ALC participation 

b. Minutes from September 7, 2021 Board Meeting – Review and Approve – VP of 
Administration (attached) 

c. Approved Policies - Conflict of Interest, Whistleblower Protection and Document Retention 
& Destruction – Have they been added to Policies and Procedures Manual with updated 
Manual distributed to board members and posted on ATD Tulsa website? – VP of 
Administration  

d. NAC Meeting – President-Elect 
1) Linda attended September NAC meeting on September 21, 2021 @ 1 PM CDT – Gave a 

pitch for ATDOK21 and confirmed Krishna had sent ATDOK21 email message to NAC 
members 

2) Need at least one board member to attend NAC meeting on Tuesday, October 19, 2021 
at 1 PM CDT. Topic is new board member onboarding 

3. Governance – President 
a. Airtable – All board members encouraged to update as projects are completed  

4. Financial - President 
a. Financial Reports as of August 31, 2021 – Review and Accept (attached) 

i. Per Statement of Financial Position, we have Total Assets of $23,095.49  including 
$7,021.50 in our Checking Account and $15,000.69 in our Money Market account. 

ii. Per Income and Expense Report: 

Total September 2021 Income =  $880.01  
Total September 2021 Expense =  $373.29 
Overall September 2021 Total =  $506.72 
 

https://us02web.zoom.us/j/7496535431?pwd=R0hrSktvcHpxVVE5UUZNcm1XQnJ6dz09
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iii. ATDOK21 Budget Report 

Total September 2021 Income =  $800.01 
Total September 2021 Expense =  $250.00 
Overall September 2021 Total $550.01 
 

5. Membership – VP of Membership 
a. Monthly Membership Report - Review and Accept (attached) 

Total Membership as of 9/30/21:  81 (-3) 
PM:  44 (-7 moved to nonmember status & removed from count; 4 Past due included in 
count) 
Tulsa:  26 (0) 
Student:  2 (0) 
Student PM: 1 (0) 
PM/Membership: 54% (-7%) 

b. Highlights from September 28th event at Mother Road Market 
c. Plans for Annual Member Survey – Review and Approve (attached) 

 
6. Programming – VP of Programming 

a. Program Evaluation Summary - September Program Meeting – All Leadership is Change 
Leadership: Effective Change Management Strategies in Our New Normal (attached) 

b. Coordinating Logistics for November ICE Takeaways  
c. Plans for Promoting December Trainer Throwdown and Employee Learning Week 
d. Plans for Statewide Conference – President-Elect 

i. Date: Thursday, October 28, 2021 
ii. Keynote Speaker: Dr. Maureen Orey, Workplace Learning and Performance Group 

iii. Title & Theme:  Accessibility by Design: Integrating Accessibility Principles into Your 
Talent Development Strategies 

iv. Registrations as of 9-30-21: 17 
v. Sponsorships as of 8-31-21: 1 @ $500 

vi. HRCI Recertification Credits (7.0) Pre-approval received 
vii. Recommendation to shift final date for regular registrations from October 11th to 

October 25th – Review & Approve 
viii. Next Steps: 

a. Planning Meetings Scheduled for October 11, 18 & 25 
b. Marketing/Communications via email and social media strategy presented 

and being executed 
c. Sponsorships 

 
7. Communications –  

a. Communications Plan for 2021 
1. Build social media following on LinkedIn with posts four to five times per week – 

Now have 150 followers 
b. Communications Scheduled for October 

1. Elections Results 
2. Register for Statewide Conference on October 28, 2021  
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8. Old Business 

 
9. New Business 

 
10. Confirm Dates for Next Two Board Meetings 

a. November Board Meeting – Tuesday, November 2nd  
b. December Board Meeting Options – Monday, December 6 or Tuesday, December 7 

 
11. Confirm Action Items 

 
12. Adjourn Meeting 



 
Post Meeting Notes - Elections Committee 

 

Thursday, September 30, 2021 from 12:30 PM to 1 PM CDT via Zoom 

 

1. Welcome –  

a. In attendance: Jennifer Roberson, Alaina Taylor, and Linda Jenkins 

b. Excused Absence: Myra Fanning 

 

2. Per Elections Process Timeline, Tasks Completed During Meeting 

 

Jennifer and Alaina watched Linda  (board member designated to manage the elections and voting 

via SurveyMonkey), confirm ballots were emailed to certified members via SurveyMonkey (81), 

review results from members who cast ballots (18), request and download summary report of 

election results. (attached) 

 

Process confirmed the following: 

a. Andrea Gentis elected VP of Marketing 

b. Kim Boggs elected VP of Membership 

c. Walt Hansmann, CPTD elected VP of Programming 

d. Following bylaws amendments approved: 

i. To strike from the Bylaws the word ‘physically’ and ‘in person’ to just say ‘meet’ in 

all Articles in the Bylaws where it currently exists 

ii. Eliminate Article IV (to eliminate the VP of Digital Media position) 

iii. Move VP of Digital Media responsibilities to VP of Marketing responsibilities 

iv. Rename VP of Marketing to VP of Communications 

v. Make technical adjustments in the Bylaws text to reflect the above 

 

As Elections Committee Chair, Jennifer confirmed she would present Elections Committee report to 

the Board at 5:05 PM on Tuesday, October 5, 2021. Elections Committee report will include voting 

results and recommendation Board seek to fill anticipated three vacant positions – VP of 

Accommodations, VP of Administration, and VP of Finance – by appointment in January 2022.  

 

Committee discussed possible reasons for having 22% of members cast ballots. Reasons included: 

a. Uncontested elections 

b. Members not familiar with candidates (if you don’t know folks, may not want to vote for 

them) 

c. Members not familiar with ATD Tulsa board governance practices so not knowledgeable 

regarding need for or impact of bylaws changes (lack of knowledge may discourage 

participation) 

 

3. Close & Thank You for Serving on the Elections Committee – Linda closed the meeting by thanking 

Jennifer and Alaina for serving on the Elections Committee 

 



 
Board Meeting Minutes 

1 
 

Date & Time: Tuesday, September 7, 2021 from 4:00 PM to 6:00 PM 
Location: Virtual via Zoom  

 
 

1. Meeting called to order by President Linda Jenkins at 4:03 p.m. 
a. Board Meeting Minutes were taken by VP of Administration, Rachel Wagner 
b. Roll Call – VP of Administration 

All board members in attendance: Linda Jenkins, President; Sunilyn Hertt, President-Elect; 
Walt Hansmann, VP Programming; Kim Boggs, VP Membership; Rachel Wagner, VP 
Administration; Lewana Harris, Past-President 
Quorum confirmed– (51% of board members) 

c. No guests present 
d. Agenda for September 7, 2021 Board Meeting – Motion for approval moved, seconded, and 

approved. 
 

2. Board of Directors – President – Linda Jenkins 
a. Minutes from August 3, 2021 Board Meeting  - motion for approval moved, seconded, and 

approved. 
b. Minutes from August 16, 2021 Special Board Meeting –  motion for approval moved, 

seconded and approved. 
c. Approved Policies - Conflict of Interest, Whistleblower Protection and Document Retention 

& Destruction – Rachel is in the process of adding these to Policies and Procedures Manual 
after she clarifies with Walt some of the numbering sequences.  
 
Action Item: Rachel will have a Zoom meeting with Walt to clarify numbering. Rachel will 
send updated Policies and Procedures Manual to board members after she completes the 
numbering, edits the Table of Contents, and corrects formatting issues. 
 
Action Item: Rachel will post new Policies and Procedures Manual to Wild Apricot, replacing 
previous copy. 
  

d. Elections Committee Update – President Linda Jenkins 
i. Board elections information has been posted on ATD Tulsa website.  

ii. Linda and Walt have set up the board elections and bylaws amendments in 
SurveyMonkey. Voting will occur via SurveyMonkey from Friday, Sept. 17, 2021 
through Friday, Sept. 24, 2021. Members received an email on Sept. 3, 2021 
notifying them of elections and the bylaws amendments. 

iii. Need to identify 2 members to serve on the Credentials Committee with Linda. In 
the next newsletter and in upcoming Social Media, there will be an appeal for 2 
volunteers. These two volunteers will watch Linda pull and export the membership 
list (of those eligible to receive ballots) on September 16th at a mutually convenient 
time, about a 15-minute process. 
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Action Item: Walt and Linda will notify members of volunteer opportunity with Credentials 
Committee via newsletter and Social Media. 
 

e. NAC Meeting – President-Elect Suni 
1) Kim attended August NAC meeting on August 17, 2021 @ 1 PM CDT 
 

Action Item: Linda will send state conference information to Krishna and she’ll send the 
information to rest of NAC group. 

 
2) Next NAC meeting will be on Tuesday, September 21, 2021 at 1 PM CDT – Kim and Suni 

will attend. Linda and Rachel tentatively scheduled to attend. 
 

3. Governance – President Linda 
Airtable – All board members encouraged to update as projects completed. 
 

4. Financial – President Linda 
a. Financial Reports as of August 31, 2021  

i. Per Statement of Financial Position, we have Total Assets of $21,588.40 including 
$6,514.78 in our Checking Account and $15,000.32 in our Money Market account. 
 

ii. Per board authorization, Linda went in person (to Arvest) to open a Business Money 
Market account on August 6, 2021 and $15,000 was transferred from Checking to 
Money Market account.       

iii. Per Income and Expense Report: 

Total August 2021 Income =  $1,307.00 (mostly from conference 
registrations and sponsorships) 
 
Total August 2021 Expense =     $249.14 
Overall August 2021 Total =                $1,057.86 

 
Motion made to accept Financial Reports as of August 31, 2021 seconded, and approved. 

 
b. ATDOK21 Budget Report 

Total August 2021 Income =  $987.00 
Total August 2021 Expense =  $333.35 
Overall August 2021 Total $653.65 
 

c. Purchased ATD Tulsa Zoom account via TechSoup – VP of Programming 
i. System for use of Zoom account by all board members. Linda will use it for the next 

Conference meeting. 

Action Item: Linda – add to Agenda for November board meeting - additional 
TechSoup purchases to consider  
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5. Membership – VP of Membership – Kim Boggs 
a. Monthly Membership Report  

Total Membership as of 8/31/21 – no change from last month 
 PM: 51 (0) (8 past due) – several will be moved to non-member status. 

Tulsa: 26 (0) 
Student: 2 (0) 
Student PM: 1 (0) 
PM/Membership: 61% (0) 
 

Motion made to accept Membership Report as of August 31, 2021 seconded, and approved. 
 

Action Item: Kim will call Stu Ward since his membership only expired on 8/31/21 to see if 
he plans to renew. He was at ATD21 in Salt Lake City.  
 
 

b. Report/Feedback re August 27th Membership Event at Neighborhood Jam – good turnout, 
only 1 RSVP didn’t show up. 
 

c. Plans/ideas for next membership event were discussed.  
 

i. Decision to have in-person event outside at Mother Road Market at 11th and Lewis. 
ATD will take care of food purchases; members will pay own alcohol. Date: Tuesday, 
Sept. 28th, 4:00-6:00 p.m.  

ii. Kim recommended not having a member event in October because of the State 
Conference. Will plan a combined November/December member event. Perhaps do 
an event first week in December which is Employee Learning Week. 

 
Action Item: Linda will bring signage to event to place on outside tables to indicate where to 
meet. 

 
b. Plans for Annual Member Survey    

i. Kim says it will go out sometime this year. 
ii. Question will include location venue options (OSU BS Roberts Room, one of the 

public libraries such as Hardesty, or possibly at Tulsa Tech., day of week, time of day 
(breakfast, afternoon), whether to meet online or in person or hybrid, etc.) 

Action Item: Kim will have draft of Member Survey at October board meeting. Kim will 
create questions for Member Survey (including above in b. ii). 

Action Item: After results of Member Survey are in, Kim will contact member Ann Wheeler 
and/or Susan Nightingale who work at Tulsa Tech re: options for meeting there; will look 
into other low/no cost venues that have all the technology we need for hybrid 
events/programming. 

 

Break 5:00 – 5:07 p.m. (Lewana left at 5:01 p.m.; Suni left at 5:30 p.m.) 

6. Programming – VP of Programming – Walt  
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a. Program meeting session videos (below) for attendees were sent out. 
i. May 21, 2021 Program Meeting – Tips & Tricks for Training in Zoom 

ii. June 18, 2021 Program Meeting – Copyright Law for Learning Professionals: 
Shedding Some Light 

iii. August 20, 2021 Program Meeting – Seven Simple Rules for Making Slides That 
Make Sense 
 

b. Program Evaluation Summary – good feedback on August Program Meeting – Seven Simple 
Rules for Making Slides That Make Sense (attached)  
 

c. Plans for September 17, 2021 Program Meeting  
i. Topic & Presenter – All Leadership is Change Leadership: Effective Change 

Management Strategies in Our New Normal with Kimara Mayberry, Senior Human 
Resources Business Partner for SpartanNash, and Founder & Principal Consultant for 
Platinum Consulting Group 

ii. Accommodations – Virtual via Zoom. Linda will do PPT slides. 
iii. Workshop Program – 12:00 PM to 1:00 PM with Welcome & Announcements from 

11:45 AM to 12 PM and Networking from 1 PM to 1:30 PM CDT.  
• 8 people currently registered 
• Kamara also promoting it  

iv. Board Member Attendance & Participation – Walt and Linda currently registered; 
Rachel unable to attend due to Rotary Conference in Arkansas. 

1. Reminder to VOTE on Elections & Bylaws Amendments  
2. Pitch to Attend Future Program Meetings and Ideas for Future Meetings 
3. Pitch to Attend Statewide Virtual Conference – Accessibility by Design 

v. Post Meeting Evaluation Online Distribution by Monday, September 20, 2021 & 
Options to use Zoom polls at the beginning and end of the session to ask marketing 
questions currently included on evaluation. 

vi. November Program Meeting – Coordinating logistics for ICE Takeaways 
 
Action Item: Suni to coordinate with Andrea and others who attended ATD21 – 
International Conference & Expo (ICE) (Shelby, Stu Ward, Myra Fanning) to see who 
wants to share a favorite takeaway during November Program Meeting. 
 
Action Item: Walt and Kim – do Zoom meeting to plan December Trainer Throw 
Down and Employee Learning Week Activities 
 

vii. 2022 Programming Q1 - Most programs planned for Q1 2022. January: State of the 
Industry (Have each board member share like they did in January 2021). February: 
Going Solo. March: Tammy Means  
 

d. Plans for Statewide Conference – President-Elect Suni 
i. Date: Thursday, October 28, 2021 

ii. Keynote Speaker: Dr. Maureen Orey, Workplace Learning and Performance Group 
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iii. Title & Theme:  Accessibility by Design: Integrating Accessibility Principles into Your 
Talent Development Strategies 

iv. Registrations as of 8-31-21: 7 
v. Sponsorships as of 8-31-21: 1 @ $500 

 
Action Item: Suni will send board sponsorship levels (marketing piece) which includes 
registration. 

 
vi. Next Steps: 

a. Planning Meeting Scheduled for Sept. 14th at 3:30 p.m.  
• Will have a more robust discussion of marketing and getting people 

to register. 
b. Marketing/Communications via email and social media 

• Walt emailed Lauren for ATD members in OK and surrounding states 
to help us promote. 

• Presenters are “liking” the posts they’re tagged in. 
• Suni has short videos from presenters that can be used in some of 

our posts. 
• COC-ATD Communications – they said they will promote but we 

don’t know what they’re doing. 

Action Item: Kim will contact Krishna (NAC) re promoting it. 

 
7. Communications –  

a. Communications Plan for 2021 
• Build social media following on LinkedIn with posts four to five times per week – 

Now have 141 followers. Would like to grow more as we head into the Conference. 
• Algorithms rank posts higher if we share and make comments, versus just “liking” it. 

 
b. Communications Scheduled for September - Newsletter 

• Special Announcement to ATD Tulsa members only on September 8th or 9th? 
a. Elections – Three Candidates and bylaws changes 
b. Process/Code for attending COC-ATD events at Chapter Member rate is 

“Tulsa” 
c. September Program Meeting 
d. Register for Statewide Conference on October 28, 2021  

Action Item: Walt to get September newsletter out by end of week. 

• September Program Meeting Announcements and Invitations 

Action Item: Linda will send graphics to Kim re: highlighting member highlights 

Action Item: Linda will prepare ATDOK21 graphics featuring sponsorship opportunities, 
presenter spotlights, FAQs, and registration rates. 
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c. Communications Needs & Opportunities 

 
Action Item: Kim – when she sends emails to new and renewing people, to include that if 
they want to attend a COC-ATD event as a partner chapter to use the code “Tulsa” 

 
8. Old Business - none 

 
9. New Business - none 

 
10. Confirm Dates for Next Two Board Meetings 

 
a. October Board Meeting – Tuesday, October 5th 

 
Note that we will likely need to hold another board meeting in October regarding 
logistics, marketing etc., for Statewide Conference on October 28th  
 

b. November Board Meeting – Tuesday, November 2nd 
 

11. Confirm Action Items 

Rachel - will have a Zoom meeting with Walt to clarify numbering. Rachel will send updated Policies and 
Procedures Manual to board members after she completes the numbering, edits the Table of Contents, 
and corrects formatting issues. 

Rachel -will post new Policies and Procedures Manual to Wild Apricot, replacing previous copy. 

Walt and Linda will notify members of volunteer opportunity with Credentials Committee via newsletter 
and Social Media. 

Linda - will send state conference information to Krishna and she’ll send the information to rest of NAC 
group. 

Linda – add to Agenda for November board meeting - additional TechSoup purchases to consider  

Kim - will call Stu Ward since his membership only expired on 8/31/21 to see if he plans to renew 
(versus moving him to non-member status). He was at the ATD program meeting last week. 
 

Linda - bring signage to October Member event at Mother Road Market to place on outside tables to 
indicate where to meet. 
 

Kim - will have draft of Member Survey at October board meeting. Kim will create questions for Member 
Survey (including above in b. ii). 

Kim - After results of Member Survey are in, will contact member Ann Wheeler and/or Susan 
Nightingale who work at Tulsa Tech re: options for meeting there; will look into other low/no cost 
venues that have all the technology we need for hybrid events/programming. 
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Suni - to coordinate with Andrea and others who attended ICE (Shelby, Stu Ward, Myra Fanning) to see 
who wants to share a favorite takeaway from ICE at November program meeting. 

Walt and Kim – do Zoom meeting to plan December Throw Down 

Suni  -will send board sponsorship levels (marketing piece) which includes registration. 

Linda - Statewide Conference Communications 

Linda - will send graphics to Kim re: highlighting member highlights 

Linda - will prepare ATDOK21 graphics featuring sponsorship opportunities, presenter spotlights, FAQs, 
and registration rates. 

Kim - will contact Krishna (NAC) re promoting State Conference 

Kim – when she sends emails to new and renewing people, to include that if they want to attend a COC-
ATD event as a partner chapter to use the code “Tulsa” 

12. Meeting adjourned at 5:43 p.m. 
 

Minutes prepared and submitted by Rachel Wagner, VP of Administration 
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ARTICLE I – NAME 

SECTION 1.1 NAME 

Policy 1.1.1 Incorporation with the State of Oklahoma (Adopted 07-11-2014) 

The Vice President of Administration (Secretary) shall ensure that all ongoing requirements to maintain 
incorporation with the State of Oklahoma shall be maintained.  This may include updating contact 
information, submitting a list of officer annually, etc. by January 10th of each year. 

SECTION 1.5 AFFILIATION 

Policy 1.5.1 Maintaining Annual Affiliation with ATD (Adopted 07-11-2014) 

The Board shall comply with all ATD requirements to maintain status as a Chapter in Good Standing by 
completing and submitting all CARE requirements by the deadlines established by ATD. 

ARTICLE II – PURPOSE 

SECTION 2.1 PURPOSE 

POLICY 2.1.1 RELATIONSHIPS WITH THIRD-PARTY ENTITIES (Adopted 07-11-2014) 

The Corporation may, from time-to-time enter into relationships with third-party entities (organizations 
such as SHRM, TAHRA, etc.; business organizations like the Disney Institute; educational institutions like 
the University of Tulsa, Oral Roberts University, etc.; businesses or workplace learning and performance 
consultants; or other entities to be considered by the Board insofar as there is no conflict with the 
Corporation’s primary affiliation with the Association for Talent Development (ATD). Such relationships 
will further the purpose of the Corporation and shall be mutually beneficial to the Corporation and the 
entity to which the Corporation establishes said relationship. 

 

SECTION 2.2 CODE OF ETHICS 

POLICY 2.2.1 CONFLICT OF INTEREST PURPOSE (adopted 08-03-2021) 

 

The purpose of the conflict-of-interest policy is to protect this tax-exempt Corporation’s interest when it 

is contemplating entering into a transaction or arrangement that might benefit the private interest 

Board members of Corporation or might result in a possible excess benefit transaction. This policy is 

intended to supplement but not replace any applicable state and federal laws governing conflict of 

interest applicable to nonprofit and charitable organizations.  
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SECTION 2.3 DEFINITIONS 

 

Policy 2.3.1 Interested Person 

Any board member who has a direct or indirect financial interest, as defined below, is an interested 

person.  

 

If a person is an interested person with respect to any entity in the network of which the organization is 

a part, he or she is an interested person with respect to all entities in the network. 

 

Policy 2.3.2 Financial Interest 

A person has a financial interest if the person has, directly or indirectly, through business, investment, or 

family, 

A. an ownership or investment interest in any entity with which the Corporation has a 
transaction or arrangement, 

B. a compensation arrangement with the Corporation or with any entity or individual with which 
the Corporation has a transaction or arrangement, 

C. a potential ownership or investment interest in, or compensation arrangement with, any entity 
or individual with which the Corporation is negotiating a transaction or arrangement. 

 

Compensation includes direct and indirect remuneration as well as gifts or favors that are not 

insubstantial.  

 

A financial interest is not necessarily a conflict of interest. Under Policy 2.2.3.1, a person who has a 

financial interest may have a conflict of interest only if the appropriate governing board or committee 

decides that a conflict of interest exists. 

 

SECTION 2.4 PROCEDURES 

 

Policy 2.4.1 Duty to Disclose 

In connection with any actual or possible conflict of interest, an interested person must disclose the 

existence of the financial interest and be given the opportunity to disclose all material facts to the board 

of directors and members of committees with governing board-delegated powers considering the 

proposed transaction or arrangement.  

 

Policy 2.4.2 Determining Whether a Conflict of Interest Exists  

After disclosure of the financial interest and all material facts, and after any discussion with the 
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interested person, he or she shall leave the governing board or committee meeting while the 

determination of a conflict of interest is discussed and voted upon. The remaining board or committee 

members shall decide if a conflict of interest exists.  

 

Policy 2.4.3 Procedures for Addressing the Conflict of Interest  

A. An interested person may make a presentation at the governing board or committee 
meeting, but after the presentation, he or she shall leave the meeting during the 
discussion of, and the vote on, the transaction or arrangement involving the possible 
conflict of interest.  

B. The chair of the governing board or committee shall, if appropriate, appoint a disinterested 
person or committee to investigate alternatives to the proposed transaction or arrangement.  

C. After exercising due diligence, the governing board or committee shall determine whether the 
Corporation can obtain with reasonable efforts a more advantageous transaction or 
arrangement from a person or entity that would not give rise to a conflict of interest.  

D. If a more advantageous transaction or arrangement is not reasonably possible under 
circumstances not producing a conflict of interest, the governing board or committee shall 
determine by a majority vote of the disinterested board members whether the transaction or 
arrangement is in the Corporation’s best interest, for its own benefit, and whether it is fair and 
reasonable. In conformity with the above determination, the governing board shall make its 
decision as to whether to enter into the transaction or arrangement.  

 

Policy 2.4.4 Violations of the Conflicts-of-Interest Policy 

A. If the governing board or committee has reasonable cause to believe a member has 
failed to disclose actual or possible conflicts of interest, it shall inform the member of 
the basis for such belief and afford the member an opportunity to explain the alleged 
failure to disclose.  

B. If, after hearing the member’s response and after making further investigation as warranted by 
the circumstances, the governing board or committee determines the member has failed to 
disclose an actual or possible conflict of interest, it shall take appropriate disciplinary and 
corrective action.  

 

Policy 2.4.5 Records of Proceedings 

The minutes of the governing board and all committees shall contain:  

the names of the persons who disclosed or otherwise were found to have a financial interest in 

connection with an actual or possible conflict of interest, the nature of the financial interest, any action 

taken to determine whether a conflict of interest was present, and the governing board or committee’s 

decision as to whether a conflict of interest in fact existed; 
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the names of the persons who were present for discussions and votes relating to the transaction or 

arrangement, the content of the discussion, including any alternatives to the proposed transaction or 

arrangement, and a record of any votes taken in connection with the proceedings. 

 

Policy 2.4.6 Compensation 

A. A voting member of the governing board who receives compensation, directly or 
indirectly, from the Corporation for services is precluded from voting on matters 
pertaining to that member’s compensation.  

B. A voting member of any committee whose jurisdiction includes compensation matters and who 
receives compensation, directly or indirectly, from the Corporation for services is precluded 
from voting on matters pertaining to that member’s compensation.  

C. No voting member of the governing board or any committee whose jurisdiction includes 
compensation matters and who receives compensation, directly or indirectly, from the 
Corporation, either individually or collectively, is prohibited from providing information to any 
committee regarding compensation. 

D. People who receive compensation from the organization, whether directly or indirectly or as 
employees or independent contractors, are precluded from membership on any committee 
whose jurisdiction includes compensation matters. No person, either individually or 
collectively, is prohibited from providing information to any committee regarding 
compensation. 

 

Policy 2.4.7 Annual Statements 

Each board member shall annually sign a statement that affirms such person:  

• has received a copy of the conflict-of-interest policy,  

• has read and understands the policy,  

• has agreed to comply with the policy, 

• understands the Corporation is charitable and in order to maintain its federal tax exemption it 
must engage primarily in activities that accomplish one or more of its tax-exempt purposes. 

 

Policy 2.4.8 Periodic Reviews 

To ensure the Corporation operates in a manner consistent with charitable purposes and does not 

engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted. The 

periodic reviews (to be conducted during the annual risk assessment) shall, at a minimum, include the 

following subjects:  

Whether compensation arrangements and benefits are reasonable, based on competent survey 

information, and the result of arm’s-length bargaining. 

Whether partnerships, joint ventures, and arrangements with management organizations conform to 

the Corporation’s written policies, are properly recorded, reflect reasonable investment or payments for 
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goods and services, further charitable purposes, and do not result in inurement, impermissible private 

benefit, or in an excess benefit transaction. 

Ensure that the corporation is in compliance with the annual statements as described in 2.2.4.7 above. 

 

Policy 2.4.9 Use of Outside Experts 

When conducting the periodic reviews as provided for in Policy 2.4.8, the Corporation may, but need 

not, use outside advisors. If outside experts are used, their use shall not relieve the governing board of 

its responsibility for ensuring periodic reviews are conducted. 

 

SECTION 2.5 WHISTLEBLOWER POLICY PURPOSE (adopted 08-03-2021) 

A. The purpose of the Whistleblower policy is to protect members, board members or volunteers 

who bring forth credible information on illegal practices or violation of adopted policies. 

B. This Whistleblower Policy is intended to encourage and enable members, board members, or 

volunteers to raise serious concerns within ATD Tulsa prior to seeking resolution outside the 

organization. 

SECTION 2.5.1 INTRODUCTION 

As representatives of ATD Tulsa, we must practice honesty and integrity in fulfilling our responsibilities 

and comply with all applicable laws and regulations. Set forth below is ATD Tulsa’s policy with respect to 

reporting good-faith concerns about the legality or propriety of ATD Tulsa’s action or plans. 

Policy 2.5.1 REPORTING OF CONCERNS 

It is the responsibility of all members, board members or volunteers to comply with ATD Tulsa’s Code of 

Ethics and applicable law and to report violations or suspected violations in accordance with this 

Whistleblower Policy. 

Policy 2.5.2 CONFIDENTIALITY 

ATD Tulsa will treat all communications under this policy in a confidential manner, except to the extent 

necessary 1) to conduct a complete and fair investigation, or 2) for review of ATD Tulsa operations by 

ATD Tulsa’s board, ATD Tulsa’s independent public accountants, and ATD Tulsa’s legal counsel. 

Policy 2.5.3 RETALIATION 

A. ATD Tulsa will not permit any negative or adverse actions to be taken against any members, 

board members or volunteers or individual for making a good-faith report of a possible violation 

of its Code of Ethics or applicable law, even if the report is mistaken, or against any individual 

who assists in the investigation of a reported violation. 

B. Retaliation in any form will not be tolerated. Any person who retaliates against someone who 

has reported a violation in good faith may be subject to discipline up to and including 

termination of board positions or termination of membership in ATD Tulsa; and/or inability to 
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hold ATD Tulsa board position or membership for a minimum of two years from date of 

infraction. After two years, application for membership may be reviewed and/or reinstated by 

the current ATD Tulsa board. 

Policy 2.5.4 HOW TO REPORT CONCERNS OR COMPLAINTS 

A. Board members, members, or volunteers may communicate suspected violations of its Code of 

Ethics, applicable law, or other wrongdoing or alleged retaliation by contacting any of ATD 

Tulsa’s current board members via the USPS sent to ATD Tulsa Chapter, P.O. Box 33351, Tulsa, 

OK 74153. 

B. If you wish to remain anonymous, it is not necessary that you give your name in any notification. 

C. Whether or not you identify yourself, for a proper investigation to be conducted, please provide 

ATD Tulsa with as much information as you can, sufficient to do a proper investigation, including 

the following: 1) where and when the incident occurred, 2) names and titles of the individuals 

involved, and 3) as much other detail as you can provide. 

POLICY 2.5.5 TYPES OF CONCERNS  

• The following is a partial list of the kinds of improprieties that should be reported: 

• Supplying false or misleading information on ATD Tulsa’s financial or other public documents. 

• Illegal acts or questionable conduct involving ATD Tulsa’s assets, including outright theft of 
equipment or cash, fraudulent expense reports, misstatement of any account to any board 
members or ATD Tulsa’s auditors, or any conflict of interest that results in financial harm to ATD 
Tulsa. 

• Destroying, altering, mutilating, concealing, covering up, falsifying, or making a false entry in any 
records (print or electronic) that may be connected to an official proceeding, in violation of 
federal or state law or regulations. 

• Altering, destroying, or concealing a document, or attempting to do so, with the intent to impair 
the document’s availability for use in an official proceeding or otherwise obstruction, 
influencing, or impeding any official proceeding, in violation of federal or state law or 
regulations. 

• Embezzling, self-dealing, private inurement (i.e., ATD Tulsa earnings inuring [familiarizing] to the 
benefit of a director, officer, board member, member, or volunteer) and private benefit (i.e., 
ATD Tulsa assets being used by anyone in the organization for personal gain or benefit.) 

• Deliberately paying for goods or services that are not rendered or delivered. 

• Using remarks or actions of a sexual nature that are not welcome and are likely to be viewed as 
personally offensive, including sexual flirtations; unwelcome physical or verbal advances; sexual 
propositions; verbal abuse of a sexual nature; the display of sexually suggestive objects, 
cartoons, or pictures; and physical contact of a sexual or particularly personal nature. 

• Using epithets, slurs, negative stereotyping, and threatening, intimidating, or hostile acts that 
relate to race, color, religion, gender, national origin, age, disability, sexual orientation, gender 
identify or veteran status. 

• Circulating or posting written or graphic material in the ATD Tulsa meeting space or on social 
media, or any other type of digital communication, such as email or virtual platforms, that 
denigrates or shows hostility or aversion toward an individual or group because of race, color, 
religion, sexual orientation, gender, gender identity, nationality, age, disability, or veteran 
status.  
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• Discriminating against a member, board member, or volunteer due to a person’s race, color, 
religion, sexual orientation, gender identity, national origin, age, physical or mental impairment, 
or veteran status. 

• Violating any or all of ATD Tulsa’s Bylaws and Policies and Procedures. 

• Facilitating any of the above or similar actions. 

• Concealing any of the above or similar actions. 

 

ARTICLE III - MEMBERSHIP 

SECTION 3.4 STUDENT MEMBERS 

Policy 3.4.1 – Student Member Eligibility (Adopted 07-11-2014) 

To be eligible for Student Membership, the individual must be attending a degree-granting college or 
university full-time which shall be defined as being enrolled in 12 hours per semester undergraduate, or 
9 hours per semester graduate to receive the student discount. Documentation of hours must be 
provided to the Membership Vice President prior to Student Membership status being granted. 

Policy 3.6.1 National Membership (Joint Member) Levels (Adopted 07-11-2014) 

The Board shall ensure that Joint Membership levels achieve or exceed the requirements established by 
ATD CARE Requirements in order to maintain affiliation with the Association for Talent Development 
(ATD). 

SECTION 3.9 MEMBERSHIP FEES 

Policy 3.9.1 Categories of Membership. (Adopted 05-05-2017) (Effective 01-01-2018) 

There shall be four (4) categories of ATD Tulsa Chapter membership.  Those categories shall be: 

Associate Membership (Chapter Member Only); Power Membership (National and Chapter Member); 

Associate Student Membership (Chapter Member Only); Power Student Membership (National and 

Chapter Member). 

Policy 3.9.2 Associate Membership fees (Adopted 12-01-2017) (Effective 01-01-2018) 

Associate Membership fees shall be $50 annually. 

Policy 3.9.3 Power Membership fees (Adopted 05-05-2017) (Effective 01-01-2018) 

Power Membership fees shall be $50 annually to the chapter, and shall require verification of National 

Membership for this fee to be applicable. 

Policy 3.9.4 Associate Student Membership fees (Adopted 05-05-2017) (Effective 01-01-2018) 

Student Membership fees shall be $25 annually. Student membership will be granted pursuant to Policy 

3.4.1 and payment of membership fees. 

Policy 3.9.5 Power Student Membership fees (Adopted 05-05-2017) (Effective 01-01-2018) 
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Student Membership fees shall be $25 annually. Student membership will be granted pursuant to Policy 

3.4.1 and payment of membership fees.  Power Student Member status shall require verification of 

National Membership for this fee to be applicable. 

Policy 3.9.6 Business membership fees (Adopted 05-05-2017) (Effective 01-01-2018) 

Business membership fees shall be established at a later date. 

Policy 3.9.7 Associate Membership renewals (Adopted 12-01-2017) (Effective 01-01-2018) 

Associate Membership renewals shall be $50 annually and are due by the anniversary date of the 

previous membership fee payment. 

Policy 3.9.8 Power Membership renewals (Adopted 05-05-2017) (Effective 01-01-2018) 

Power Membership renewals shall be $50 annually and are due by the anniversary date of the previous 

membership fee payment, and shall require verification of National Membership for this fee to be 

applicable. 

Policy 3.9.9 Associate Student Membership renewals (Adopted 05-05-2017) (Effective 01-01-2018) 

Associate Student Membership renewals shall be $25 annually and are due by the anniversary date of 

the previous membership fee payment, and are subject to policy 3.4.1. 

Policy 3.9.10 Power Student Membership renewals (Adopted 05-05-2017) (Effective 01-01-2018) 

Power Student Membership renewals shall be $25 annually and are due by the anniversary date of the 

previous membership fee payment, are subject to policy 3.4.1, and shall require verification of National 

Membership for this fee to be applicable. 

Policy 3.9.11 Business membership renewals (Adopted 07-11-2014)   

Business membership renewals shall be established at a later date and due annually by the anniversary 

dates of the previous membership fee payment. 

SECTION 3.12 VOTING 

POLICY 3.12.1 ELECTRONIC VOTING 

To facilitate equal access to all members, voting by the membership shall be conducted electronically. 

This includes elections of officers; amendments to the Bylaws; and any other item of business requiring 

consideration by the membership. 

PROCEDURE 3.12.1.1 ELECTRONIC VOTING PROCESS 

A. The Board of Directors may appoint a member of the board to serve as the administrator of its 

Survey Monkey account for the purposes of electronic voting. 

1. The duly appointed board member may select a committee from members of the board to assist 

with the electronic voting process. 

B. The ATD Tulsa chapter shall use its Survey Monkey account to create voting ballots.  

C. A customized link to the electronic ballot shall be sent via electronic mail (email) to the email 

address on file for each Member in Good Standing. 
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D. Each Member in Good Standing shall be limited to a single vote for each office or issue under 

consideration. 

E. The link to the electronic ballot shall have a set period at which the link is no longer active and no 

further voting is permitted. 

F. The voting data collected shall not include the member’s name nor IP Address. 

G. The President shall have administrative rights to the application used to create, send, store, retrieve 

and report on the results of the voting. Results of the voting (a report) shall be secured by the 

President after the voting period has ended. 

1. Election results shall be provided to the members of the Elections Committee. 

a. The Elections Committee shall count and certify the results to the Board of Directors. 

b. The Board of Directors shall announce the results to all members via email and by posting 

the results on the tdtulsa.org website. 

2. Bylaw Amendment results shall be provided to the Board of Directors who shall count and 

certify the results at a meeting of the Board of Directors at which a quorum is established. 

a. The Board of Directors shall announce the results to all members via email and by posting 

the results on the tdtulsa.org website. 

POLICY 3.12.2 VOTING PERIOD FOR ELECTIONS 

There shall be a specific period in which members shall be able to cast their votes for candidates seeking 

election to an ATD Tulsa office. The voting window shall be eight (8) days. The final day of voting shall be 

no less than four (4) days prior to the August meeting of the Board of Directors. 

POLICY 3.12.3 VOTING PERIOD FOR BYLAW AMENDMENTS 

There shall be a specific period in which members shall be able to cast their votes for proposed 

amendments to the Bylaws of the Corporation. The voting window shall be eight (8) days. The final day 

of voting shall be no less than four (4) days prior to a meeting of the Board of Directors. 

 

ARTICLE V – BOARD OF DIRECTORS 

SECTION 5.8 DUTIES AND RESPONSIBILITIES 

Policy 5.8.1 email Policy (Adopted 3/2/18) 

Electronic mail (email) is the primary communication and awareness method within the ATD Tulsa Board 
of Directors. Misuse of email can pose many legal, privacy and security risks, thus it is important for 
users to understand the appropriate use of electronic communications.  

Policy 5.8.2 email Policy Purpose (Adopted 3/2/18)  

The purpose of this email policy is to ensure the proper use of the ATD Tulsa Chapter email system and 
make users aware of what the ATD Tulsa Chapter deems as acceptable and unacceptable use of its email 
system. This policy outlines the minimum requirements for use of the ATD Tulsa Chapter email system.  
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Policy 5.8.3 Scope of email Policy (Adopted 3/2/18)  

This policy covers appropriate use of any email sent from an ATD Tulsa Chapter email address and 
applies to all ATD Tulsa Board Members operating on behalf of the ATD Tulsa Chapter.  

Policy 5.8.4 email Usage (Adopted 3/2/18) 

A. All use of email must be consistent with ATD Tulsa Chapter policies and procedures of ethical 
conduct, safety, compliance with applicable laws and proper business practices.  

B. ATD Tulsa Chapter email accounts should be used primarily for chapter-related purposes. Personal 
communication is permitted on a limited basis. Non-ATD Tulsa Chapter related commercial uses are 
prohibited.  

C. All email generated or received within the ATD Tulsa Chapter email system must be retained. 
Nothing shall be deleted. 

D. The ATD Tulsa Chapter email system shall not to be used for the creation or distribution of any 
disruptive or offensive messages, including offensive comments about race, gender, hair color, 
disabilities, age, sexual orientation, pornography, religious beliefs and practice, political beliefs, or 
national origin. Board members who receive any emails with this content from any ATD Tulsa 
Chapter email account should report the matter to the VP of Administration immediately.  

E. Users are prohibited from using corporate or third-party email systems and storage servers to 
conduct ATD Chapter business. This includes company accounts, personal accounts, and third-party 
systems such as Google, Yahoo, and MSN Hotmail etc. to conduct ATD Tulsa Chapter business, to 
create or memorialize any binding transactions, or to store or retain email on behalf of the ATD 
Tulsa Chapter. Such communications and transactions should be conducted through proper 
channels using ATD Tulsa Chapter approved documentation.  

F. Users are prohibited from automatically forwarding ATD Tulsa Chapter email to a third-party email 
system with the exception of notification that an email has been received.  

G. Individual messages which are forwarded externally by the user must not contain ATD Tulsa Chapter 
information deemed to be confidential or proprietary.  

H. ATD Tulsa Chapter board members shall have no expectation of privacy in anything they store, send 
or receive on the ATD Tulsa Chapter’s email system.  

I. ATD Tulsa Chapter may monitor messages without prior notice.  

Policy 5.8.5 email Policy Compliance (Adopted 3/2/18)  

A. The ATD Tulsa Board of Directors will verify compliance to this policy through various methods, 
including monitoring messages without prior notice. 

B. Upon approval of this policy, the members of the 2018 Board of Directors will provide the password 
to their account to the VP of Administration. If a board member changes their password during their 
term, they are to provide their new password to the VP of Administration immediately. 
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C. Beginning with the 2019 Board of Directors, the email administrator will set the passwords for the 
new board members and will provide those passwords to the incoming board members. Board 
members must use their assigned password during their term. If a password needs to be changed, 
board members should contact the VP of Administration to obtain a new password.  

D. The VP of Administration shall maintain passwords for all email accounts in a safe and secure 
manner. 

E. Any exception to this policy must be approved by the ATD Tulsa Board of Directors in advance.  

F. A board member found to have violated this policy may be subject to disciplinary action, up to and 
including removal from office.  

Policy 5.8.6 Document Retention and Destruction Policy Purpose (adopted 8/3/21) 

To ensure ATD Tulsa functions in compliance with the expectations of governmental, legal, and ATD 

requirements regarding document retention and destruction.  

Policy 5.8.7 Specific and General Policies Relative to Document Retention and Destruction 

(adopted 8/3/21) 

Procedure 5.8.7.1 General Guidelines.   

Documents must be digitized and retained in ATD Tulsa Chapter’s virtual storage space.  

Type of Document Minimum Requirement 

Accounts payable journals and checks  7 years 

Accounts receivable journals  7 years 

Annual financial statements and audits  Permanently 

Bank statements  3 years 

Board meeting minutes  Permanently 

Emails Permanently  

Insurance policies (expired)  Permanently 

Membership records  3 complete years 

Organizational documents (charters, bylaws, etc.)* Permanently 

Payroll records  7 years 

Supporting documentation (such as paid invoices and 
cash receipts)  

3 complete years 

Tax returns Permanently Permanently 

  

* ATD Chapter Services maintains an electronic archive of chapter organizational documents.  

Procedure 5.8.7.2 Exception for Litigation-Relevant Documents  
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If the chapter is in litigation or under investigation by the IRS or state authorities, no records should be 

discarded until the investigation or litigation is concluded.   

ARTICLE VI - ELECTIONS 

SECTION 6.1 NOMINATIONS 

Policy 6.1.1: Definition of a Candidate (Adopted 07-11-2014)   

“Candidate” shall be defined as any person seeking nomination to an elected ATD Tulsa Board Position. 
To be eligible for consideration, the candidate must be a joint member (a member of the Corporation 
and of the Association for Talent Development), or agree to become a joint member before the term of 
office shall commence, and maintain joint membership through their term of office. 

Policy 6.1.2: Definition of a Nominee (Adopted 07-11-2014)   

“Nominee” shall be defined as a Candidate who is a current “Member in Good Standing” as defined by 
Article III - Membership, Sections 3.4 and 3.5. To be eligible for office, the nominee must be a joint 
member (a member of the Corporation and of the Association for Talent Development), or agree to 
become a joint member before the term of office shall commence, and maintain joint membership 
through their term of office. 

ARTICLE X - VICE PRESIDENT OF FINANCE 

SECTION 10.1 DUTIES AND RESPONSIBLITIES 

Policy 10.1.1 Annual Budget (Adopted 07-11-2014)   

The Vice President of Finance (Treasurer) shall work with other board members to prepare an annual 
budget for the next calendar year to be submitted by October 30 for review and board approval. 

Policy 10.1.2 Maintain ATD Tulsa Financial Summary Reports (Adopted 07-11-2014)   

The Vice President of Finance (Treasurer) shall cause current summary copies of ATD Tulsa financial 
reports to be posted on the chapter web site for access by all visitors. 

Policy 10.1.3 Maintain ATD Tulsa Financial Detail Reports (Adopted 07-11-2014)   

The Treasurer shall cause current detail copies of ATD Tulsa financial reports to be posted on the 
chapter web site for access by ATD Tulsa members only. 

 

ARTICLE XI - VICE PRESIDENT OF ADMINISTRATION 

SECTION 11.1 DUTIES AND RESPONSIBILITIES 

Policy 11.1.1 Maintain Bylaws and Policies (Adopted 07-11-2014)   
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The Vice President of Administration (Secretary) shall cause current copies of ATD Tulsa Bylaws and 
Policies to be posted on the chapter web site for access by all site visitors. 

Policy 11.1.2 Maintain Minutes (Adopted 07-11-2014)   

The Vice President of Administration (Secretary) shall cause minutes of Board Meetings and minutes of 
Membership Meetings to be posted on the chapter web site for access by all site visitors. 

Policy 11.1.3 Retrieving Mail; Opening Mail; Distributing Mail (Adopted 07-11-2014)   

The Vice President of Administration, or their designee, shall visit the Corporation’s Post Office Box prior 
to each scheduled Board Meeting and prior to each scheduled monthly program meeting to retrieve 
mail.  The Vice President of Administration, or their designee, shall open mail received, and determine 
to which officer of the Corporation the incoming mail should be given.  The Vice President of 
Administration, or their designee, shall give the incoming mail to the appropriate officer of the 
Corporation at the next available opportunity. A log shall be maintained listing all mail received, a 
generic description of the content, and the person to whom the mail was distributed. The log shall be 
posted to the Board work area on the Corporation’s web site. 

ARTICLE XII – VICE PRESIDENT OF MEMBERSHIP 

SECTION 12.1 – DUTIES AND RESPONSIBILITIES 

Policy 12.2.1 Chapter Member Summary List (Adopted 07-11-2014)   

The Vice President of Membership shall cause a summary list of all current Regular Members in Good 
Standing and Student Members in Good Standing to be posted on the chapter web site for access by all 
visitors. 

Policy 12.2.2 – Chapter Member Detailed Contact List (Adopted 07-11-2014)   

The Vice President of Membership shall cause a detailed contact list of Regular Members in Good 
Standing and Student Members in Good Standing to be posted on the chapter web site for access by 
ATD Tulsa members only. 

ARTICLE XIII – VICE PRESIDENT OF MARKETING 

SECTION 11.1 – DUTIES AND RESPONSIBILITIES 

Policy 11.1.1 – Job Postings on the ATD Tulsa Chapter Web Site (Adopted 04-01-2015) 

As a service to the Talent Development community within Northeast Oklahoma, we will provide 
companies or organizations seeking talent development professionals the ability to post job notices or 
advertisements on our website with the following stipulations:  

A. The Vice President of Marketing will be the primary point of contact and will be responsible for 
posting and removing these notices;  

B. Notices must be for positions related to Training, Talent, and Organizational Development. This 
may include Human Resource positions. Positions should have some relation to skills contained 
within the ATD Competency Model;  
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C. These notices will be posted for a maximum of 30 days or for the duration of the posting, 
whichever is shorter. Extensions may be requested beyond 30 days with the approval of the Vice 
President of Marketing;  

D. Postings must contain a link for applicants to apply and a general disclaimer must be posted on 
the webpage releasing ATD Tulsa or ATD International of any obligation or responsibility;  

E. Terms and conditions will be posted on the ATD Tulsa Website. 

 

ARTICLE XV – VICE PRESIDENT OF ACCOMMODATIONS 

SECTION 15.1 DUTIES AND RESPONSIBILITIES 

Policy 15.1.1 Securing Venues (Adopted 07-11-2014)   
The VP of Accommodations shall locate venues and establish contracts for all monthly programs. The VP 
of accommodations shall work with the Programming Team for all special events locations. 
 

Policy 15.1.2 Venue Contract Review and Approval (Adopted 07-11-2014)   

Once the venue is determined, the VP of Accommodations must present the location to the board and 
gain approval before signing any contracts. 
 

Policy 15.1.3 Reporting Number of Attendees and Meals to Venue (Adopted 07-11-2014)   

The VP of Accommodations shall report to the venue, based on the contract, prior to the event, the 
number of meals purchased, and the number of non-meals purchase.   

Policy 15.1.5 (Adopted 07-11-2014)   

The VP of Accommodations shall assure that the programs occur with minimal associated costs by 
following current procedures. 

Policy 15.1.6 Member and Guest Identification (Adopted 07-11-2014)   

The VP of Accommodations shall create name tags for all scheduled attendees.  The name tags are 
recycled from events.  

Policy 15.1.7 Accommodations Procedures (Adopted 07-11-2014)   

The Vice President of Accommodations shall establish and follow documented procedures to 
successfully assist in each event. 

Procedure 15.1.7.1 The day of event prior to event: 

• Print two copies of the attendees.  One is for the treasurer and one is for notes at the door.  
o Include: 

▪ First Name 
▪ Last Name 
▪ Amount Due 
▪ Place for notes 
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• Print a copy of the charges for the event.   

• Print a copy of the drop card here. 

Procedure 15.1.7.2 Set the check in up.  Make sure you have: 

• Name Tags 
o Registered attendees 
o Blanks and a pen for walk ups 

• Petty Cash 60.00, for change 

• Check in sheet 

• Receipt book 

• Pens 

• Copy of the by-laws and procedures 

• Promotional Flyers 

• Stand with rates 

• Stand with Drop Card here sign 

Procedure 15.1.7.3 The day of the event post event: 

• All walk-up registrations must be entered 

• An email receipt sent for all payments 

• An invoice for any outstanding payments 

• Collect the Name Tags 

Procedure 15.1.7.4 The day of the event the VP will report to the Vice President of Finance: 

• Number of no-shows and who they are 

• Number of walk ups and who they are 

• Number of Attendees 

• An accounting of monies collected at the door 
o Cash received and from whom 
o Checks received and from whom 
o Members with site issues / payment issues 
o Copies of the receipts written 

Procedure 15.1.7.5 Name badges should minimally include: First name, Last name, Company  

We are using: 

• Avery 74536 Name Badges and Holders 

• First Name: Cooper Black 72pt 

• Last Name: Cooper Black 20pt 

• Company: Cooper Black 12pt, italic’s 

 

Policy 15.1.7.6 Managing Meeting Functions and Meal Guarantees (Adopted 09-01-2009) 

To better manage the meeting functions, including meal guarantee: 

• There will be a meeting registration deadline of 12 noon the day before the meeting when the 
meeting is at Philbrook (e.g., noon Thursday).  Meetings at other venues may have different 
deadlines for meal count and will be announced and enforced accordingly. 
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• Any/all meal reservations submitted after the deadline (e.g., noon Thursday) will be assessed a 
$10 late fee.  This includes walk-in (on-site) registrations. 

 

• Meeting fees (including lunch) for members remains $20.  (Registration after the deadline is 
$30). 

 

• Meeting fees (including lunch) for guests increases to $30 (from $25).  The logic is to create 
more differentiation from a member benefit.  (Registration after the deadline is $40). 

 

• The meeting only fee remains $10.  (Late fee does not apply). 
 

• Pre-paid no shows (reservations received before the deadline, e.g., noon Thursday) who have 
not cancelled their reservation before the deadline, will not have their fees refunded, nor 
credited to future meetings.   

 

• Any unpaid reservations received before the deadline (e.g., noon Thursday), who are no shows, 
and who have not cancelled their reservation before the deadline, will be billed by the 
Treasurer. 

 

• Pre-paid reservations cancelled before the deadline (e.g., noon Thursday) will be given a credit 
for use at a future meeting within that calendar year. 

 

• We will not develop multiple reservations options on our online PayPal store.  Someone wanting 
more than one reservation can pay more than once through the current system. 

 

• We will not create a public policy for handling multiple reservation payments by check … but will 
handle those requests by exception.   So, for example, if a member wants to have their company 
cut a check for 6 meetings, we will accept payment, and Sam (Accommodations) will manually 
track the credit and use of funds on the accommodations spreadsheet.  Advance payments will 
only be accepted and good for a single calendar year, with no rollover. 
 

Policy 15.1.7.7 Guest Passes to Monthly Meetings (Adopted 05-01-2015) 

Each ATD Tulsa Board Member has two (2) guest passes to be used for regular chapter meetings and 

meals only. 

Policy 15.1.7.8 – Registration Types for ATD Tulsa Programs and Events Where Registration 

Fees will be Charged (Adopted 06-03-2016) 

For ATD Programs, and Events where a registration fee will be charged, everyone must be registered for 

the event either prior to the event or at the start time of the event (aka “at the door”).  

Policy 15.1.7.9 – Registration Types for Monthly Lunch Programs (Adopted 06-03-2016) 

For ATD Tulsa Monthly Member Programs, there shall be the following registration types: 
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01 – Member Program with Lunch (Pre-Registration). This is for ATD Tulsa Member registrations 

received BEFORE the pre-determined headcount meal guarantee is to be submitted. Payment accepted 

online in advance; or by cash, check or credit card at the door. Reservations cannot be cancelled after 

headcount is provided to the facility. No refunds for “no-shows.” Unpaid “no-shows” will be invoiced 

and are required to remit payment. 

02 – Member Program with Lunch. This is for ATD Tulsa Member registrations received AFTER the pre-

determined headcount meal guarantee is to be submitted. Please pay online in advance, or bring cash, 

check or credit card to pay at the door. No refunds for “no-shows.” Unpaid “no-shows” will be invoiced 

and are required to remit payment. 

03 – Member Program Only (No Lunch). This is for ATD Tulsa Members who want to attend the 

program, and DO NOT get lunch. Please pay online in advance, or bring cash, check or to pay at the door 

on the day of the event. No refunds for “no-shows.” Unpaid “no-shows” will be invoiced and are 

required to remit payment. 

04 – Guest Program with Lunch (Pre-Registration). This is for non-member registrations received 

BEFORE the pre-determined headcount meal guarantee is to be submitted. Payment accepted online in 

advance; or by cash, check or credit card at the door. Reservations cannot be cancelled after headcount 

is provided to the facility. No refunds for “no-shows.” Unpaid “no-shows” will be invoiced and are 

required to remit payment. 

05 – Guest Program with Lunch. This is for non-member registrations received AFTER the pre-

determined headcount meal guarantee is to be submitted. Please pay online in advance, or bring cash, 

check or credit card to pay at the door. No refunds for “no-shows.” Unpaid “no-shows” will be invoiced 

and are required to remit payment. 

06 – Guest Program Only (No Lunch). This is for non-members who want to attend the program, and DO 

NOT get lunch. Please pay online in advance, or bring cash, check or to pay at the door on the day of the 

event. No refunds for “no-shows.” Unpaid “no-shows” will be invoiced and are required to remit 

payment. 

07 – Complimentary Registration. This is to administratively register the program speaker, or guests of 

Board Members using the Board Member Guest Pass. This DOES INCLUDE Lunch. This category is only 

available administratively. A system admin (for example, the VP of Programming) must add the person 

manually to the event registration BEFORE the pre-determined headcount meal guarantee is to be 

submitted for that program. Users cannot see this option. 

Policy 15.1.7.10 – Registration Types for Other Events (Adopted 06-03-2016) 

Consistent with the policy for Monthly Lunch Programs, the Board of Directors acting as a whole, shall 

approve Registration Types for other ATD Tulsa events. In advance of the event being marketed and 

promoted, the approved Registration Types for Other Events will be approved by the Board of Directors 
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and will be created within the web site, system, or registration tool being used, by: the Vice President of 

Programming; the Vice President of Accommodations; or the Vice President of Administration. 

Policy 15.1.7.11 – Registration Terms and Conditions (Adopted 9/2/2016) 

 
Payment for ATD Tulsa Chapter functions and events is accepted online in advance; or by cash, check or 
credit card at the door.  
 
Reservations cannot be cancelled after headcount is provided to the facility.  
 
There are no refunds for “no-shows.”  
 
Unpaid “no-shows” will be invoiced and are required to remit payment.  
 
Unpaid balances over 90 days may cause your account to be suspended. 
 
By registering for this event, you acknowledge that still or video images may be recorded and used for 
the purpose of promoting this and future chapter events and activities; and you release rights of these 
images and videos to the ATD Tulsa chapter. 
 

Procedure 15.1.7.11 – Location of Registration Terms and Conditions (Adopted 9/2/2016) 
 
The above statements will appear on the pages a person will see when registering for an ATD Tulsa 
event: When they enter or confirm their e-mail address; when they select their registration type; when 
they verify their contact information and select their meal type; and required selection in the hyperlink 
“I agree to the Terms and Conditions.” 
 
To edit the terms and Conditions statements that appear in the registration pages: Logon to Wild 
Apricot as an Admin; select the Website tab; select System pages; select Event registration; select Edit; 
Edit the text in the Terms and Conditions text widget; when editing is completed, click Save. 
 
To edit the document hyperlinked to the “I accept the Terms and Conditions required statement: Logon 
to Wild Apricot as an Admin; select the Website tab; select Files; expand the home file 
http://tdtulsa.org/resources; expand the Board of Directors folder; click on the VP Accommodations 
folder; click on the document labeled ATD_Tulsa_Event_Registration_Terms_and_Conditions.docx; from 
the files menu bar, click the download arrow to download the document to your local machine for 
editing; edit the document; make sure to edit the “Updated” date at the bottom of the document; save 
the document, with the same name, as an MS Word document to your local machine; save it with the 
same name as a .pdf document to your local machine; note the location the two documents were saved; 
drag and drop, or copy and paste the Word document and the .pdf document from your local machine 
to the same location in Wild Apricot Files; replace the existing documents with the newly edited 
documents; exit Wild Apricot. 

http://tdtulsa.org/resources
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ARTICLE XVI - VICE PRESIDENT OF PROGRAMMING 

SECTION 16.1 DUTIES AND RESPONSIBILITIES 

Policy 16.1.1 – Special Programs (Adopted 07-11-2014)   

a) The Chairman of Special Programming shall develop and implement programs other than the 
monthly programs.  

b) The Chairman of Special Programming shall develop programming that aligns with the ATD 
Competency Model and the ATD Communities of Practice. 

c) The Chairman of Special Programming shall develop and implement at least two (2) programs for 
the calendar year. 

d) The Chairman of Special Programming shall secure “presenter agreements” from each presenter. 

e) The Chairman of Special Programming shall secure biographical information and marketing 
information for each presenter, and shall provide that information to the designated Vice President 
no less than 180 days prior to the presenters scheduled presentation date. 

f) The Chairman of Special Programs shall secure all equipment needed by presenters for Special 
programs. 

ARTICLE XX - CORPORATION FUNDS 

Policy 20.1.1 Financial Controls (Adopted 07-11-2014)   

Each year the Treasurer, President and President-Elect of the Corporation shall be the designated 
signatories on Corporation accounts.  Each shall receive a debit card.  At the end of the term of office, 
signatories on the accounts will be changed to the new officers in each position.  Previously issued debit 
cards will be turned over to the Treasurer to be shredded. Transfer of signatories shall occur in the week 
nearest December 15 each year. Transfer of access to online banking and/or PayPal accounts shall also 
take place at this same time. 

Policy 20.1.2 Audit (Adopted 07-11-2014)   

An annual audit of the Corporation books shall be conducted following the end of the fiscal year.  The 
Board will appoint an audit committee no later than December 15th each year.  The audit will be 
completed and results reported to the Board no later than January 15th.  

Policy 20.1.3 Accounting Procedures (Adopted 07-11-2014)   

The Corporation’s finances shall be managed using accepted standard accounting procedures. 

Section 1 – Accounting Procedures 

Section 20.1.3.1.1 Basis of Accounting 

The Chapter uses the cash basis of accounting. This method recognizes revenues and expenses 
at the time physical cash is actually received or paid out.  
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Section 20.1.3.1.2 Journal Entries 

Journal entries are posted for all revenue and expense transactions on the financial system of 
record once payment has been received (in the case of revenue) or paid (in the case of 
expenses). All journal entries are posted by the Treasurer.   

Section 20.1.3.1.3 Bank Reconciliations 

All bank statements will be opened and reviewed in a timely manner by the Treasurer. Bank 
reconciliation will occur within 30 days of the end of the previous month and will be evidenced 
on the financial system of record.  

Section 20.1.3.1.4 Recordkeeping 

Financial records shall be retained for a period of seven years commencing from transaction 
date using electronic storage capabilities or in secured storage facilities. After a period of seven 
years, financial records shall be archived or shredded. 

Section 2 – Internal Controls 

Section 20.1.3.2.1 Lines of Authority 

The Chapter employs several safeguards to ensure that financial transactions are properly 
authorized, appropriated, executed, and recorded. The President, President-Elect, and Treasurer 
are authorized signatories on the Chapter’s bank accounts. All Board members including the 
President, Vice President, and Treasurer must receive written approval from the Board to enter 
into financial transactions on behalf of the chapter for any transactions in excess of $250.  

The Treasurer is responsible for developing fiscal policy. The Board is responsible for review and 
approval of such policy on an annual basis. Approval shall be evidenced in the Board Meeting 
Minutes.  

The Treasurer shall work with Board members to prepare an annual budget for the next 
calendar year to be submitted by November 30 for review and Board approval. 

Section 20.1.3.2.2 Conflicts of Interest 

All Board members are expected to use good judgment, to adhere to high ethical standards and 
to act in such a manner as to avoid any actual or potential conflict of interest. A conflict of 
interest occurs when the personal, professional, or business interests of a Board member 
conflict with the interested of the organization. Both the fact and the appearance of a conflict of 
interest should be avoided.  

Section 20.1.3.2.3 Segregation of Duties 

The Chapter’s financial duties are distributed among multiple people to help ensure protection 
from fraud and error. The distribution of duties aims for maximum protection for the Chapter’s 
assets while also considering efficiency of operations.  

• A board member other than the Treasurer shall be responsible for opening and logging all 
checks received by the Chapter. The Treasurer shall be responsible for recording journal 
entries on the financial system of record.  

• All disbursements shall be approved by the Board and written evidence of such approval 
shall be provided to the Treasurer prior to disbursement of funds by the President, 
President-Elect, or the Treasurer.  
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• Invoices shall be prepared by a Board member who does not possess signatory authority 
and who is not responsible for opening the mail.  

• Incoming payments shall be logged by a Board member with responsibility for opening the 
mail.  

• Revenues shall be recorded in the financial system of record by the Treasurer based upon 
the revenue log.  

Section 20.1.3.2.4 Physical Security 

The Chapter maintains physical security of its assets to ensure that only people who are 
authorized have physical or indirect access to money, and other valuable property.  

Section 3 - Financial Planning & Reporting 

Section 20.1.3.3.1 Budgeting Process 

The Treasurer shall work with board members to prepare an annual budget for the next 
calendar year to be submitted by November 30 for review and board approval. The budget may 
be revised during the year only if approved by the Board.  

Section 20.1.3.3.2 Internal Financial Reports 

The Treasurer will prepare financial reports on a quarterly basis. All reports are to be finalized 
no later than 30 days after the close of the fiscal quarter. The reports shall be posted on the 
Chapter website for access by all members of the Board.  

Section 20.1.3.3.4 Audit 

The Chapter shall be subject to an audit of the financial statements by an objective third party 
on an annual basis. The audit shall occur no later than 90 days after year end with results 
reported to the Board of Directors.  

Section 20.1.3.3.5 Tax Compliance   

The Treasurer will complete the annual Federal Form 990 EZ, Short Form Return of Organization 
Exempt from Income Tax as required by the Internal Revenue Service prior to the filing date of 
mid-May in the State of Oklahoma. All tax exempt organizations use this form to provide the IRS 
with the information required by section 6033 of the Internal Revenue Code. Receipt of the 
filing should be provided to the Chapter President and posted on the Chapter website.  

Section 4 – Revenue/Accounts Receivable 

Section 20.1.3.4.1 Invoice Preparation 

Invoices shall be prepared by a Board member who does not possess signatory authority to 
ensure adequate segregation of duties. The invoices shall be provided to vendors or members 
with outstanding balances in a timely manner.  

Section 20.1.3.4.2 Cash Receipts 

Incoming payments shall be logged by a Board member with responsibility for opening the mail 
and posted on the Chapter website. In addition, the Board member will make copies of all 
incoming checks and post these copies to the internal Board website. The Treasurer will utilize 
the log and check copies to post cash receipts posted to the financial system of record.  
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Section 20.1.3.4.3 Deposits 

Cash receipts shall be deposited at the bank no later than 10 business days after they are 
received. A deposit slip shall be utilized to record cash receipts and a copy will be posted to the 
Chapter website. The Treasurer will record receipts in the financial system of record. Bank 
deposit slips will be posted to the internal Board website for the appropriate retention period. 

 

ATD Tulsa Finance Procedures (Adopted 07-11-2014)   

1. Meeting Funds Receipt Process (Adopted 07-11-2014)   

a. Funds are received and processed by the VP of Accommodations at ATD meetings.  

i. The VP of Accommodations provides paper receipts to meeting attendees and 

enters payment receipt into Wild Apricot.  

ii. The VP of Accommodations documents the amount received in cash and in 

checks and provides the document to the Treasurer.  

iii. The VP of Accommodations also posts the document to the Wild Apricot Board 

Treasury folder. (This serves as a control to ensure that anyone with a need to 

know can verify that the amount deposited is equal to the amount actually 

received.) 

iv. The VP of Accommodations invoices those attendees who did not pay in 

advance or at the door.  

b. The Treasurer takes receipt of the funds and is responsible for depositing at the bank.  

i. The Treasurer completes a bank deposit slip by listing out the individual checks 

and totaling the cash. 

ii. The Treasurer stamps the back of each check with the stamp provided by the 

bank prior to making the deposit. 

iii. The Treasurer deposits the funds at the bank. 

c. The Treasurer records the amount deposited in Quicken. 

i. The Treasurer posts the transaction in Quicken using the following steps:  

1. Log into Quicken 

2. Click on Checking Under Banking Account in the top left corner 

3. The system defaults to a new transaction on the bottom line of the 

transactions. The row is highlighted.  

4. Click on the row and enter the date of the deposit. 

5. In the “Num” column, select “Deposit” from the drop down list. 

6. In the “Payee” column, select “Deposit branch”. 

7. In the “Category” column, select “Meeting Fees”. 

8. In the “Memo” column, select “Meetings and Memberships”. 

9. Leave the “Payment” column blank as this is a receipt of funds. 

10. In the “Deposit” column, enter the amount of the deposit. 

11. Click “Enter”. 

ii. Upload the bank deposit receipt to Quicken by clicking the paper clip icon after 

entering the amount. (This will allow you to select the receipt you have 

previously scanned and saved on your computer).  
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iii. Double click the “Clr” column and click “No” when asked if you wish to reconcile 

the account. This will result in a lower case “c” in the column. 

 

2. Outgoing Checks (Adopted 07-11-2014)   

a. The Treasurer records the amount of the outgoing check in Quicken. 

i. The Treasurer posts the transaction in Quicken using the following steps:  

1. Log into Quicken 

2. Click on Checking Under Banking Account in the top left corner 

3. The system defaults to a new transaction on the bottom line of the 

transactions. The row is highlighted.  

4. Click on the row and enter the date on the check. 

5. In the “Num” column, enter the check number. 

6. In the “Payee” column, select an appropriate category from the drop 

down list. 

7. In the “Category” column, select an appropriate category from the drop 

down list. 

8. In the “Memo” column, select an appropriate category of type in 

details. 

9. Leave the “Deposit” column blank as this is a payment of funds. 

10. In the “Payment” column, enter the amount of the payment. 

11. Click “Enter”. 

ii. Upload the associated invoice to Quicken by clicking the paper clip icon after 

entering the amount. (This will allow you to select the invoice or other 

documents you have previously scanned and saved on your computer).  

iii. Double click the “Clr” column and click “No” when asked if you wish to reconcile 

the account. This will result in a lower case “c” in the column. 

 

3. Outgoing Payments (Debit Card) (Adopted 07-11-2014)   

a. The Treasurer records the amount of the outgoing payments in Quicken. 

i. The Treasurer posts the transaction in Quicken using the following steps:  

1. Log into Quicken 

2. Click on Checking Under Banking Account in the top left corner 

3. The system defaults to a new transaction on the bottom line of the 

transactions. The row is highlighted.  

4. Click on the row and enter the date of the transaction based upon an 

invoice or other supporting documentation.  

a. NOTE: all transactions should have a receipt that should be 

provided to the Treasurer. This receipt should be uploaded to 

Quicken.  

b. If transaction amounts exceed the agreed upon threshold 

documented in the Fiscal Policy, they should receive Board 

approval prior to transacting.) 

5. In the “Num” column, select Debit Card. 
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6. In the “Payee” column, select an appropriate category from the drop 

down list. If you start to type the payee name, the entire line will often 

pre-populate and all you will need to change is the dollar amount). 

7. In the “Category” column, select an appropriate category from the drop 

down list. 

8. In the “Memo” column, select an appropriate category or type in 

details. 

9. Leave the “Deposit” column blank as this is a payment of funds. 

10. In the “Payment” column, enter the amount of the payment. 

11. Click “Enter”. 

ii. Upload the associated invoice or other document to Quicken by clicking the 

paper clip icon after entering the amount. (This will allow you to select the 

invoice or other documents you have previously scanned and saved on your 

computer).  

iii. Double click the “Clr” column and click “No” when asked if you wish to reconcile 

the account. This will result in a lower case “c” in the column. 

 
4. PayPal Deposit Transfer (Adopted 07-11-2014)   

a. The Treasurer moves funds received via PayPal using the following process: 

i. Log into the PayPal account 

ii. Under “Transactions” click on “All Transactions”. 

iii. Set the parameters of the timeframe you wish to view. (The timeframe should 

start with the day following the ending date of the prior transfer file. For 

example, if the prior transfer file included transactions from 9/1/2014 to 

9/30/2014, your next transfer starting date would be 10/1/2014 with an ending 

date of your choice.) 

iv. Click on “Download CSV”. 

v. Generally the file will be sent to the Treasurer’s gmail account. 

vi. Log into the gmail account. 

vii. Download the CSV file and label it with the date range.  

viii. Divide the spreadsheet into categories based on “memberships” and various 

meeting dates. Sum each section’s gross, fee, and net amounts. You will use 

these amounts to populate the split in Quicken in the next steps. 

1. Sum the gross, fee and net amounts once done.  

2. Select “Withdraw” in PayPal and select “transfer to bank account”. Then 

enter the net amount calculated above.  

ix. The Treasurer posts the transaction in Quicken using the following steps:  

1. Log into Quicken 

2. Click on Checking Under Banking Account in the top left corner 

3. The system defaults to a new transaction on the bottom line of the 

transactions. The row is highlighted.  

4. Click on the row and enter the ending date of the download. 

5. In the “Num” column, select “Transfer” from the drop down menu. 

6. In the “Payee” column, select “PayPal Deposit”. 
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7. In the “Category” column, make sure that “split” appears or is selected. 

In general, when you select “PayPal Deposit” it will default to “Split”.  

8. Click on the “split” green check mark. 

9. Enter the details of the split. Use gross amount from your CSV 

spreadsheet, followed by the fee amount (very important that this is a 

negative amount and will appear in red when you add a minus sign to 

the amount”. Quicken will calculate the net amount.  

a. Make sure to click “Adjust” once you have entered all of the 

category amounts.  

b. The adjusted total should agree with the total net amount on 

your CSV spreadsheet. 

10. In the “Memo” column, the description will default to “PayPal Transfer 

Meeting and Membership”. 

11. Leave the “Deposit” column blank as this is a payment of funds. 

12. The “Payment” column will automatically populate the net amount total 

from the split. 

13. Click “Enter”. 

x. Double click the “Clr” column and click “No” when asked if you wish to reconcile 

the account. This will result in a lower case “c” in the column. 

 

5. Bank Reconciliation (Adopted 07-11-2014)   

a. Log into the bank account. 

b. Look at the list of transactions in the checking account and find the transactions on 

Quicken.  

c. Once the amount posted to Quicken has cleared the bank account, double click on the 

“Clr” column and select “No” when asked if you wish to reconcile the account. This will 

result in an upper case “R” in the column which indicates you have manually reconciled 

the transaction. 

 

6. Interest Income (Adopted 07-11-2014)   

a. The money market account earns a tiny amount of interest each month.  

b. The Treasurer records the interest income in the Money Market account on Quicken by 

following the steps below:  

1. Log into Quicken 

2. Click on Money Market under Banking Account in the top left corner 

3. The system defaults to a new transaction on the bottom line of the 

transactions. The row is highlighted.  

4. Click on the row and enter the interest received date per the bank 

account statement. 

5. In the “Num” column, select “INT” from the drop down menu. 

6. In the “Payee” column, select “Iod Interest Paid”. 

7. In the “Category” column, select “Interest Income”.  

8. In the “Memo” column, the description should be “Interest Credit”. 
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9. Enter the amount under the “Deposit” column as this is a receipt of 

funds. 

10. Click “Enter”. 

ii. Double click the “Clr” column and click “No” when asked if you wish to reconcile 

the account. This will result in a lower case “c” in the column. 

7. PayPal Refund (Adopted 07-11-2014)   

a. Every now and then, a payment made by a member via PayPal will need to be refunded.  

b. The Treasurer will refund funds received via PayPal using the following process: 

i. Log into the PayPal account 

ii. Make sure you are on the “Overview” tab. 

iii. Click on “View All Transactions”. 

iv. Find the transaction you are seeking using the search function (if searching by 

name) or the refine the date range if searching by date. 

v. Once you have found the transaction you are seeking, check the box on the left 

hand side. 

vi. Then select “Issue a Refund” from the drop down under “Order Status/Actions” 

column. 

vii. Follow the steps to complete the refund. The member will receive the refund in 

their account and will be notified via e-mail. 

c. The Treasurer posts the refund transaction in Quicken using the following steps:  

i. Log into Quicken 

ii. Click on Checking Under Banking Account in the top left corner 

iii. The system defaults to a new transaction on the bottom line of the transactions. 

The row is highlighted.  

iv. Click on the row and enter the date of the refund. 

v. In the “Num” column, select “Transfer” from the drop down menu. 

vi. In the “Payee” column, select “PayPal Refund”. 

vii. In the “Category” column, select “PayPal Refund”.  

viii. In the “Memo” column, provide a description of the refund details. 

ix. Leave the “Deposit” column blank as this is a payment of funds. 

8. Tax Filing (Adopted 07-11-2014)   

a. Chapters with gross receipts of $50,000 or less are required to file Form 990-N or 990 

with the Internal Revenue Service prior to May 15th annually. Failing to file the 

appropriate forms puts the Chapter at risk of losing their tax-exempt status.   

b. If the Chapter is not able to file on time, an extension should be filed with the IRS. 

Failure to do so may result in the chapter’s tax-exempt status being revoked.  

c. The Treasurer will file taxes using the following steps: 

i. Visit the IRS website 

ii. Follow the links on the site to file an electronic postcard (Form 990-N) 

iii. Follow the steps on the form and submit 

iv. Save a copy of the IRS acceptance e-mail for the Chapter’s records 

 

 

http://www.irs.gov/uac/e-file-for-Charities-and-Non-Profits


ATD Tulsa Chapter Policies and Procedures 

Page 32 of 36 
Revised August 3, 2021 

 

Section 5 – Expenses/Accounts Payable (Adopted 07-11-2014)   

Section 20.1.3.5.1 Purchases and Procurement (Adopted 07-11-2014)   

Any expenditure in excess of $500 shall have bids from three suppliers if possible. The bids shall 
be reviewed by the Board and the bid award must be approved in writing prior to the payment 
being made. The same approval standards will apply in situations with fewer than three 
suppliers.  

Section 20.1.3.5.2 Invoice Approval and Processing (Adopted 07-11-2014)   

All invoices must be approved by the Board prior to being paid unless regular operating expense 
per the budget. Approved invoices will be paid within 30 days of receipt.  

Section 20.1.3.5.3 Board Member Expense Reimbursement (Adopted 07-11-2014)   

Expenses incurred by Board members shall be presented to the Treasurer for reimbursement. 
All such expenses require Board approval prior to the expenditure by the Board member. This 
shall include a per diem amount agreed upon by the Board prior to Board member travel. 
Failure to obtain Board approval prior to the expenditure may result in non-reimbursement. 
Reimbursements shall be recorded by the Treasurer in the financial system of record. 

Section 6 – Asset Management (Adopted 07-11-2014)   (Adopted 07-11-2014)   

Section 20.1.3.6.1 Cash Management and Investments (Adopted 07-11-2014)   

The Chapter has both a checking and a money market account. The President, President-Elect, 
and Treasurer are authorized signatories on the accounts. Transfers from the operating 
(checking account) to the money market (investment) account must be authorized by the Board 
and shall only be made if an agreed-upon operating threshold has been met or exceeded.  

Section 20.1.3.6.2 Operating Reserve (Adopted 07-11-2014)   

The target minimum operating reserve fund for the Chapter is six months of average operating 
costs. The calculation of average monthly operating costs includes all recurring, predictable 
expenses such as meeting expenses, facility fees, and board meeting luncheons. The amount of 
the operating reserve will be calculated each year after approval of the annual budget. The 
operating reserve will be segregated in the money market account.  

Policy 20.1.4 - Use of Funds (Adopted 9/2/2016) 

Section 20.1.4.1 – Operating Funds 

A. The corporation shall maintain an Operating Fund, defined as readily available funds to cover 
operating expenses. 

Section 20.1.4.2 - Use of Income Derived from Sponsorships and/or Advertising 

A. Once the Operating Reserve policy (Section 20.1.3.6.2 of six months of average operating expenses) 
has been satisfied each year, funds derived from sponsorships and/or advertising shall be 
committed as follows: 

1) ATD Tulsa Chapter Leaders Professional Development Fund. Seventy-five percent (75%) of 
income derived from Sponsorships and/or advertising shall be set aside for ATD Chapter Leaders 
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Conference (ALC) to help comply with CARE requirement 4.1. The funds will be placed into a 
pool for ATD Tulsa Chapter leaders’ registration, hotel, airfare, and approved expenses to be 
reimbursed. This pool of caps at $10,000 annually. Once the $10,000 cap is reached each year, 
additional funds will go into the ATD Tulsa Scholarship Fund.  

2) ATD Tulsa Scholarship Fund. Twenty-five percent (25%) of income derived from Sponsorships 
and/or advertising shall be set aside into a fund to be used to fund a pool for scholarships to be 
awarded by the chapter. This pool caps at $5,000 annually. Once the $5,000 cap is reached each 
year, additional funds will go into the Operating Fund.  

B. Budget line items shall be created to track the income from sponsorships and/or advertising into 
these pools, as well as the associated expenses. 

C. The Board of Directors, acting as a whole, may, at its discretion, during its budget approval process, 
place funds from the Operating Fund into either the ATD Tulsa Chapter Leaders Professional 
Development Fund and/or the ATD Tulsa Scholarship Fund. As those funds may become depleted, 
future income from sponsorships and/or advertising shall be used to replenish the funds as 
described above.  

Policy 20.1.5 Sponsorships and Advertising (Adopted 9/2/2016) 

Section 20.1.5.1 – Annual Sponsorships 

A. The ATD Tulsa Board of Directors acting as a whole, may, at its sole discretion, solicit and secure 
annual sponsorships. 

B. There is no limit on the number of annual sponsorships. 
C. ATD Tulsa makes a concerted, ongoing effort to be a diverse and inclusive organization. Therefore, 

sponsor must agree to convey its sponsorship without bias toward race, gender, religion, political 
party, ethnicity or sexual orientation. 

D. The ATD Tulsa Board of Directors may refuse any sponsorship at its discretion. 
E. The cost for an annual sponsorship is $2,400. 
F. In exchange for the sponsorship fee, the sponsor shall receive: 

1. Sponsor logo listed in the footer of each ATD Tulsa web page. Sponsor logos shall be no more 
than 80 pixels by 150 pixels in size. (ATD Tulsa requires a high quality .jpg or .png image, or text 
with an image that will fit within the 160x300 pixels space.) 

2. A profile of the sponsors company and the sponsor’s logo on the ATD Tulsa Sponsorship page. 
3. Sponsor logo on the “Thank you to our Sponsors” ATD Tulsa web page. Sponsor logos shall be no 

more than 80 pixels by 150 pixels in size. 
4. Logos can be linked to the sponsors web site, or landing page of its choice. 
5. Letter from the chapter president confirming the value of the sponsorship, per IRS standards. 
6. Two (2) complimentary ATD Tulsa Chapter memberships during the sponsorship year (value 

$80).  
7. Ten (10) complimentary program and lunch registrations to monthly chapter programs during 

the sponsorship year (value $300). 

Section 20.1.5.2 – Special Event Sponsorships 

A. The ATD Tulsa Board of Directors acting as a whole may, at its sole discretion, solicit and secure 
special event sponsorships. 
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B. There is no limit on the number of special event sponsorships. 
C. ATD Tulsa makes a concerted, ongoing effort to be a diverse and inclusive organization. Therefore, 

sponsor must agree to convey its sponsorship without bias toward race, gender, religion, political 
party, ethnicity or sexual orientation.  

D. The ATD Tulsa Board of Directors may refuse any sponsorship at its discretion. 
E. The cost for special event sponsorships will be established by the ATD Tulsa Board of Directors. 
F. There may be multiple sponsorship levels, as established by the Board of Directors. 
G. In exchange for the special event sponsorship fee, the sponsor shall receive: 

1. Sponsor logo listed at the ATD Tulsa Special Event Page. Sponsor logos shall be no more than 80 
pixels by 150 pixels in size. (ATD Tulsa requires a high quality .jpg or .png image, or text with an 
image that will fit within the 160x300 pixels space.) 

2. A profile of the sponsors company and the sponsor’s logo on the ATD Tulsa Sponsorship page. 
3. Logos can be linked to the sponsors web site, or landing page of its choice. 
4. Letter from the chapter president confirming the value of the sponsorship, per IRS standards. 
5. Complimentary registrations to the special event. The number of complimentary registrations 

will be determined by the Board of Directors, taking into consideration any sponsorship levels 
the Board has created. 

Section 20.1.5.3 – Monthly Program Sponsorships 

A. The ATD Tulsa Board of Directors acting as a whole, may, at its sole discretion, solicit and secure 
sponsorships for ATD Tulsa Monthly Programs. 

B. There will be a limit of one (1) sponsor at any single Monthly Program. 
C. Sponsors shall be related to the Talent Development field. 
D. ATD Tulsa makes a concerted, ongoing effort to be a diverse and inclusive organization. Therefore, 

sponsor must agree to convey its sponsorship without bias toward race, gender, religion, political 
party, ethnicity or sexual orientation.  

E. The ATD Tulsa Board of Directors may refuse any sponsorship at its discretion. 
F. The fee for sponsoring a Monthly Program is $250. 
G. In exchange for the sponsorship fee, the sponsor shall receive: 

1. One advertisement to be included in each e-Newsletter (e-Blast) sent during the period 
promoting the sponsored event. The ad size shall be limited to 160x300 pixels. (ATD Tulsa 
requires a high quality .jpg or .png image, or text with an image that will fit within the 160x300 
pixels space.) 

2. Acknowledgement from the chapter leadership at the sponsored meeting. 
3. If requested, the sponsor will be granted a five-minute opportunity to present (speak, 

PowerPoint, video, or combination thereof) to the attendees at the sponsored meeting, before 
the program begins. 

4. A table will be provided for distribution of the sponsor’s free material at the sponsored meeting.  
5. Two Lunch with Program guest passes for the sponsored meeting (value $60). 
6. Letter from the chapter president confirming the value of the sponsorships, per IRS standards. 

Section 20.1.5.4 – Newsletter Advertising 

A. The ATD Tulsa Board of Directors acting as a whole, may, at its sole discretion, solicit and secure 
advertising for ATD Tulsa newsletters (paper and/or electronic). 

B. There is no limit to the number of advertisements for monthly newsletters. 
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C. ATD Tulsa makes a concerted, ongoing effort to be a diverse and inclusive organization. Therefore, 
sponsor must agree to convey its sponsorship without bias toward race, gender, religion, political 
party, ethnicity or sexual orientation.  

D. The ATD Tulsa Board of Directors may refuse any advertisement at its discretion. 
E. The fee for one advertisement in the monthly newsletters is $100. 
F. The advertisement will be a rectangle of 160x300 pixels in size. (ATD Tulsa requires a high quality 

.jpg or .png image, or text with an image that will fit within the 160x300 pixels space.) 
G. The ad will be included in each e-Newsletter (e-Blast) sent during the month. 
H. The sponsor will receive a letter from the chapter president confirming the value of the sponsorship, 

per IRS standards. 

Section 20.1.5.4 – Other Sponsorship Opportunities 

A. The Board of Directors acting as a whole, may consider and approve other sponsorship opportunities 
as they may arise. 

B. ATD Tulsa makes a concerted, ongoing effort to be a diverse and inclusive organization. Therefore, 
sponsor must agree to convey its sponsorship without bias toward race, gender, religion, political 
party, ethnicity or sexual orientation.  
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Assets Liabilities

Arvest Checking Account 7,021.50$       Accounts Payable -$              

Arvest Money Market Account 15,000.69$     

Cash 73.30$            Taxes Payable -$              
Accounts Receivable in Wild 

Apricot* 1,000.00$       Total Liabilities -$              

(Less doubtful accounts)** $0.00

Net Assets Unrestricted Net Assets 23,095.49$   

Temporarily Restricted Net Assets -$              

Permanently Restricted Net Assets -$              

Total Cash Assets 23,095.49$     Total Net Assets 23,095.49$   

Total Assets 23,095.49$     Total Liabilities Plus Net Assets 23,095.49$   

**Doubtful Accounts are unpaid invoices greater than 90 days old with Unknown Status 

Prepared by Linda Jenkins, 2021 President on 10-2-21

ATD Tulsa Chapter

Statement of Financial Position as of September 30, 2021

* Accounts Receivable (0 to 90 Days) $1,000 invoice to COC-ATD for ATDOK21 sponsorship



ATD Tulsa 2021 - Income and Expense Report as of 9-30-21

Category Description

2020 Actual 2021 Approved 

Budget Sep-21 2021 Total Difference (+/-) Notes

INCOME
ATD ChIP/Membership Fees  $                 2,208.09 1,500.00$                 1,827.93$                 (327.93)$                   

Meeting Fees  $                 3,730.00 4,000.00$                 70.00$                       1,680.00$                 2,320.00$                 

 3 Member Registrations ($30) and 2 Guest Registrations ($40) for 

September 2021 Program Meeting (Change Management)

Membership Dues  $                 2,875.00 5,150.00$                 1,125.00$                 4,025.00$                 

ATD Meeting Sponsorship  $                    250.00 1,000.00$                 -$                           1,000.00$                 

ATD Newsletter Sponsorship  $                             -   200.00$                    -$                           200.00$                    

Special Event - Training  $                             -   3,000.00$                 -$                           3,000.00$                 

Networking Event Sponsorship  $                             -   300.00$                    -$                           300.00$                    

Networking Event Fees  $                    190.00 400.00$                    10.00$                       10.00$                       390.00$                    1 Guest at September Member Event ($10)

Special Event - State Conference  $                             -   10,000.00$               800.01$                    1,287.01$                 8,712.99$                 

1 ATDT Early Bird ($60), 1 ATDT Reg ($100), 1 COCATD Reg ($100), 1 

ATD Reg ($20), 3 Guests Reg ($420) & 1 In-Kind Sponsorship ($.01)

Special Event- State Conference Sponsorships  $                             -   3,000.00$                 500.00$                    2,500.00$                 

TOTAL INCOME 9,253.09$                 28,550.00$               880.01$                    6,429.94$                 22,120.06$               

EXPENSES
Board Expense

National ATD Dues  $                             -   -$                           179.00$                    (179.00)$                   

Retreat  $                             -   120.00$                    -$                           120.00$                    

ATD Leader's Conference (ALC)  $                    700.00 3,500.00$                 700.00$                    2,800.00$                 

Early Bird Payment for 5 2022 ATD Tulsa Board Members to attend 

virtual ALC in November

Treasurer Expense  $                         7.50 350.00$                    -$                           350.00$                    

Annual Audit  $                 1,200.00 1,300.00$                 1,260.00$                 40.00$                       2nd (final) payment to M&M Consultants for 2020 Compilation Report

TOTAL Board Expense 1,907.50$                 5,270.00$                 -$                           2,139.00$                 3,131.00$                 

Communications Expense  $                             -   -$                           -$                           

GoDaddy Domains  $                       84.68 -$                           -$                           -$                           

Go Daddy Email  $                    119.76 540.00$                    646.92$                    (106.92)$                   Annual Renewal for Finance@tdtulsa.org

Wild Apricot Web Site  $                 1,536.00 1,700.00$                 1,536.00$                 164.00$                    

SurveyMonkey & Virtual Meeting 

Subscriptions  $                    408.00 808.00$                    539.95$                    268.05$                    

PO Box Subscription  $                       92.00 92.00$                       118.00$                    (26.00)$                     

Marketing  $                             -   250.00$                    -$                           250.00$                    

TOTAL Communications Expense 2,240.44$                 3,390.00$                 -$                           2,840.87$                 549.13$                    

Meeting Expense  $                             -   -$                           -$                           

Facility Charge  $                    220.00 500.00$                    -$                           500.00$                    

Income and Expense Report for September 2021

Association for Talent Development Tulsa Chapter

1



ATD Tulsa 2021 - Income and Expense Report as of 9-30-21

Category Description

2020 Actual 2021 Approved 

Budget Sep-21 2021 Total Difference (+/-) Notes

Income and Expense Report for September 2021

Association for Talent Development Tulsa Chapter

Meals-Food  $                    778.11 2,000.00$                 -$                           2,000.00$                 

ATD December Special Program  $                    141.69 200.00$                    -$                           200.00$                    

Recognition Items  $                             -   700.00$                    -$                           700.00$                    

TOTAL Meeting Expense 1,139.80$                 3,400.00$                 -$                           -$                           3,400.00$                 

 $                             -   

Membership Expense

Name Badges  $                    309.73 -$                           -$                           -$                           -$                           

Membership Development/Appreciation  $                    200.00 400.00$                    26.05$                       141.55$                    258.45$                    

September Membership Networking Event @ Mother Road Market on 

9-28-21

New Member Appreciation/Recognition  $                             -   400.00$                    -$                           -$                           400.00$                    

TOTAL Membership Expense 509.73$                    800.00$                    26.05$                       141.55$                    658.45$                    

 $                             -   

Misc. Expenses

Online Payment Processing Expense  $                    280.70 1,000.00$                 46.42$                       230.82$                    769.18$                    Monthly AffiniPay online payment processing expenses.

Oklahoma ATD State Conference  $                             -   10,000.00$               250.00$                    583.35$                    9,416.65$                 HRCI Credits Application Fee

Other Special Event Expense  $                             -   1,500.00$                 -$                           -$                           1,500.00$                 

Insurance  $                    970.60 1,200.00$                 50.82$                       968.60$                    231.40$                    1 monthly general liability insurance payment

TOTAL Misc Expense 1,251.30$                 13,700.00$               347.24$                    1,782.77$                 11,917.23$               

 $                             -   

TOTAL EXPENSES 7,048.77$                 26,560.00$               373.29$                    6,904.19$                 19,655.81$               

 $                             -   

OVERALL TOTAL 2,204.32$                 1,990.00$                 506.72$                    (474.25)$                   2,464.25$                 

Prepared by Linda Jenkins, 2021 President on 

10-1-21

2



Category Description

2021 

Approved 

Budget Aug-21 Sep-21 Total

Difference 

(+/-) Notes

Income

Registrations

$60 - ATD Tulsa Early Bird $360.00 $60.00 $420.00 7 Registrations

$60 - COC-ATD Early Bird $0.00

$80 - ATD & ATD Chapter Early Bird $0.00

$100 - Guest Early Bird $100.00 $100.00 1 Registration

$60 - Student/Unemployed $0.00

$100 - ATD Tulsa Regular $100.00 $100.00 1 Registration

$100 - COC-ATD Regular $100.00 $100.00 1 Registration

$120 - ATD & ATD Chapter Regular $120.00 $120.00 1 Registration

$140 - Guest Regular $420.00 $420.00 3 Registrations

$140 - ATD Tulsa Late $0.00

$140 - COC-ATD Late $0.00

$160 - ATD & ATD Chapter Late $0.00

$180 - Guest Late $0.00

Registrations Total $9,750.00 $460.00 $800.00 $1,260.00 $8,490.00

Sponsorships

$250 Level $0.00

$500 Level $500.00 $500.00 Jenkins Consulting Group

$750 Level $0.00

$1000 Level $1,000.00 $0.00

COC-ATD Expected Support (Inv sent 

9/27/21)

Sponsorships Total $1,000.00 $500.00 $0.00 $500.00 $500.00

Miscellaneous $27.00 $0.01 $27.01 -$27.01

Payment for 2nd Polo (Hansmann) & In-

kind Sponsorship ($.01)

Total Income $10,750.00 $987.00 $800.01 $1,787.01 $8,962.99

Expense

Training Umbrella $5,800.00 $0.00 $5,800.00

TSHA, Inc. $1,760.00 $0.00 $1,760.00

2021 Oklahoma ATD Statewide Virtual Conference Budget



Category Description

2021 

Approved 

Budget Aug-21 Sep-21 Total

Difference 

(+/-) Notes

2021 Oklahoma ATD Statewide Virtual Conference Budget

Speaker Honorariums $2,100.00 $0.00 $2,100.00

AffiniPay $500.00 $0.00 $500.00

HRCI Credits $250.00 $250.00 $250.00 $0.00 HRCI Certification Application Fee

Polos $340.00 333.35 $333.35 $6.65

11 Polos for Committee Members and ATD 

Tulsa board members

Total Expense $10,750.00 $333.35 $250.00 $583.35 $10,166.65

Overall Total $0.00 $653.65 $550.01 $1,203.66



Membership Report for October 2021 Board Meeting 
Total Membership as of 9/30/21:  81 (-3) 

PM:  44 (-7 moved to non member status & removed from count; 4 Past due included in count) 
Tulsa:  26 (0) 
Student:  2 (0) 
Student PM: 1 (0) 
PM/Membership: 54% (-7%) 

  
New Members as of September 2021:  
None 
  
Renewing Members as of September 2021:  
Kristine Sexter, WorkWise Productions and Find Train Keep Great Employees,  ATD Tulsa -9/30/2021 
    
Power Members Past Due as of 9/30/2021:  
Sunilyn Hertt - 9/30/2021 
Teresa McKay - 9/30/2021 
Patsy Woods - 9/30/2021 
Stu Ward, Coca-Cola Business Services - 8/31/2021.  emailed 9/3/2021. Called 9/30/2021. 
  
Moved to Non Member status 9/30/2021: 
Erin Quinn - 7/31/2021.  emailed 8/2/2021.  emailed 9/3/2021.  Will move to non member 10/1/2021. 
Moved to non-member 10.1.2021 
Dona Conn, American Airlines - 6/30/21-emailed 7/9/2021, 8/2/2021. Moved to non-member 
9/30/2021 
Diana DeLeon, CP Kelco - 6/10/21-emailed 7/9/2021, 8/2/2021.  Moved to non-member 9/30/2021 
Becky Greene - 6/30/2021-emailed 7/9/2021, 8/2/ 2021.  Moved to non-member 9/1/2021 
Ashley Earl, Tulsa Federal Credit Union - 5/31/2021-emailed 7/9/2021, 8/2/2021. Moved to non-
member 9/1/2021 
Cecilia Martin-Smith, CAP Tulsa - 5/31/2021-emailed 7/9/2021.  8/2/2021.Moved to non-member 
9/1/2021 
Lisa Espinosa, Hilti, Inc - 7/31/2021.  emailed 8/2/2021. emailed 9/3/2021.  Will move to non-member 
10/1/2021 .  Moved to non-member 10.1.2021 
  
  
Member event for Dec-Employee Learning Week for member event (M, T, W) 
  
Attach member survey questions. 
 



ATD Tulsa Annual Membership Survey 2021 

Program Related Questions 

1. Which do you prefer? 
a. Virtual meetings  
b. In person meetings 
c. Hybrid meeting 
d. Why? 

2. What day of the week works best for you for the monthly chapter program meetings? 
a. Monday 
b. Tuesday 
c. Wednesday 
d. Thursday 
e. Friday 

3. What time of the day works best for you for the monthly chapter program meetings? 
a. Early morning (between 7:30 and 9am) 
b. Mid day (between 11:30 and 1) 
c. Early evening (between 4 and 6pm) 
d. Other 

4. If we return to in-person or hybrid meetings, which location best fits where you are logistically? 
a. OSU Tulsa 
b. Downtown Tulsa Central Library 
c. South Tulsa area 
d. Mid town Tulsa area 

5. What professional development offerings can we offer to help meet your talent development 
challenges in 2022? 

Membership Questions 

6. Why do you choose to be a member of ATD Tulsa? 
a. Access to experts in the field 
b. Career Development/Find a job 
c. Develop of enhance skills and knowledge 
d. Networking 
e. Volunteer 
f. Other: Please specify 

7. Check the 4 membership benefits which you find have the most value. 
a. Member only events 
b. Chapter member and power member pricing discounts 
c. Job postings on website 
d. Member directory 
e. Recognizing new members and power members at each monthly chapter program 

meeting 
f. Networking events 
g. Workshops 



h. State conference 
i. Virtual meetings and events 
j. Other 

8. Are you satisfied with the member benefits provided to you by ATD Tulsa chapter?  If no, why? 
a. Yes 
b. No and why? 

9. What membership benefits would you like to see changed and/or added? 
a. None 
b. Other benefits  

10. Do you plan to renew your ATD membership for the upcoming year? 
a. Yes I will renew as an ATD Tulsa Power Member (ATD Tulsa Chapter + ATD National 

member) 
b. Yes I will renew as an ATD Tulsa Student Power Member (ATD Tulsa Chapter + ATD 

National member) 
c. Yes I will renew as an ATD Tulsa Chapter Member  
d. Yes I will renew as an ATD Tulsa Chapter Student Member  
e. No I will not be renewing any form of ATD membership  

Chapter Involvement 

11. During 2021, what events have you participated in? 
a. Monthly Chapter meetings 
b. Monthly Member Only events 
c. Board meetings 
d. Committee meetings (bylaws, election, credentials, etc.) 
e. ATD Annual Statewide Conference 
f. Other ATD National conferences, workshops, and/or trainings 

12. What has prevented you from participating in ATD  Tulsa Events? 
a. Not interested in the program meeting topics 
b. Lunchtime on Fridays doesn’t work for me 
c. I don’t work on Fridays 
d. I cannot access virtual events on Zoom 
e. Not doing in-person events  
f. Other 

Communication 

13. What are your preferred method to interact on social media with ATD Tulsa?  (rank from 
favorite to least favorite 1-3) 

a. LinkedIn 
b. Facebook 
c. Twitter 

14. How often do you interact with ATD Tulsa through the following communication methods? 
a. Facebook – Never/once a quarter/once a month/ once a week/once a day 
b. Twitter – Never/once a quarter/once a month/ once a week/once a day 
c. LinkedIn – Never/once a quarter/once a month/ once a week/once a day 



d. Email – Never/once a quarter/once a month/ once a week/once a day 
e. Website - Never/once a quarter/once a month/ once a week/once a day  

15. Do you read the emailed ATD Tulsa Monthly Newsletter? 
a. Yes 
b. No 

16. What type of content would you like to see in the ATD Tulsa Monthly Newsletter? 
a. Monthly Chapter Meeting information 
b. ATD National announcements 
c. Getting to know your board members information 
d. Welcome new members 
e. Upcoming events 
f. Information on power membership 
g. Other:   

Demographic 

17. What is your level of membership within ATD? 
a. Power Member (ATD Tulsa Chapter + ATD National) 
b. ATD Tulsa Chapter Member 
c. Student Power Member (ATD Tulsa Chapter + ATD National) 
d. Student ATD Tulsa Chapter Member 
e. If you are not an ATD Power Member, why not? 

18. How long have you been an ATD Tulsa Chapter Member? 
a. Less than 1 year 
b. 1 year to less than 3 years 
c. 3 years to less than 5 years 
d. 5 years to less than 10 years 
e. 10 years or more 

19. What part of the Training & Development Industry do you work in?  select all that apply. 
a. Career development 
b. Change management 
c. Coaching 
d. Evaluation learning impact 
e. Instructional design 
f. Knowledge management 
g. Learning technologies 
h. Organization development 
i. Performance improvement 
j. Training delivery 
k. Consultant 
l. Other? 

20. Where are you located? 
a. Within Tulsa County 
b. Outside of Tulsa County 

21. What is your company’s industry? 



a. Manufacturing 
b. Distribution 
c. Hospitality/Gaming 
d. Consulting 
e. Construction 
f. Oil & Gas 
g. Technology 
h. Non-profit 
i. Higher education 
j. Government/Military 
k. Healthcare 
l. Financial Services 
m. Other? 

22. What best describes your position within your organization? 
a. Owner 
b. Chief Learning Officer (CLO) 
c. Training Director 
d. Training Manager 
e. Learning & Development Specialist 
f. Senior Level Learning & Development  
g. Instructional Designer 
h. Administrator 
i. Individual Contributor 
j. Other? 

23. What best describes the size of your organization? 
a. Only Me 
b. 2-5 employees 
c. 6-20 employees 
d. 21-50 employees 
e. 51-100 employees 
f. 101-500 employees 
g. 501-1000 employees 
h. More than 1000 employees 

 
24. Enter the drawing for one of two $25 QuikTrip gift cards. Needs to state survey results are 

anonymous. They will only be used for the drawing. 
a. Name 
b. Email 
c. Phone 
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20.00% 1
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Q1
Why did you attend this ATD Tulsa Program Meeting? Check all that
apply.

Answered: 5
 Skipped: 0

Total Respondents: 5  

# OTHER (PLEASE SPECIFY) DATE

  There are no responses.  

To acquire
information ...

To network
with other...

To get more
information...

To participate
in an event...

To learn from
Talent...

To share my
expertise wi...

To learn from
other talent...

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

ANSWER CHOICES RESPONSES

To acquire information on developments in the talent management industry.

To network with other talent management professionals.

To get more information about ATD Tulsa.

To participate in an event delivered by the presenter.

To learn from Talent Management industry leaders.

To share my expertise with other talent management professionals.

To learn from other talent management professionals attending the program meeting.
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Q2
Please indicate your level of agreement with the following aspects of
the facilitators and workshop content.

Answered: 5
 Skipped: 0

This program
was well-pac...

The presenter
demonstrated...

The presenter
was engaging.
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Strongly Agree Agree Neither Agree nor Disagree Disagree

Strongly Disagree Not Applicable

The
information...
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  STRONGLY
AGREE

AGREE NEITHER
AGREE NOR
DISAGREE

DISAGREE STRONGLY
DISAGREE

NOT
APPLICABLE

TOTAL

This program was well-paced
and made good use of my time.

The presenter demonstrated
subject matter expertise and
knowledge.

The presenter was engaging.

The presenter allowed the right
amount of time for discussion.

The program included hands-on
learning activities.

The program was delivered as
promoted.

The presenter outlined
objectives for their session.

The presenter met the
objectives as outlined.

The information presented during
this program was well organized.

The information presented during
this program is useful to my job.

The information presented during
this program can be applied to
my business.
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# IF YOU RATED ANY STATEMENT(S) AS "STRONGLY DISAGREE" OR "DISAGREE,"
WHAT COULD BE DONE DIFFERENTLY TO CHANGE YOUR RESPONSE TO "STRONGLY
AGREE?"

DATE

1 There were several areas within the presentation that could have been followed by a participant
activity.

9/21/2021 7:38 AM

2 No hands on activity. Not engaging. Stopped paying attention because she just talked at us
not with us. When I was listening, didn't hear anything new or insightful on change
management. Unfortunate since it's an important issue for talent development professionals.

9/17/2021 6:10 PM
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Q3
How likely are you to recommend the session facilitator to other
organizations?
Answered: 5
 Skipped: 0

TOTAL 5

# IF YOU ANSWERED SOMEWHAT LIKELY OR NOT LIKELY, WHAT COULD WE DO
DIFFERENTLY TO CHANGE YOUR RESPONSE TO VERY LIKELY?

DATE

1 Restructure presentation to be engaging and hands-on for participants. 9/17/2021 6:10 PM

2 Provide more specific ideas and techniques related to change management 9/17/2021 2:32 PM

Very Likely

Somewhat Likely

Not Likely

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

ANSWER CHOICES RESPONSES

Very Likely

Somewhat Likely

Not Likely
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Q4
What were your top one or two takeaways from this session?
Answered: 2
 Skipped: 3

# RESPONSES DATE

1 Not focusing my energy on the negative people, but rather, those who bring positive energy for
change.

9/17/2021 6:03 PM

2 Set expectations that change is inevitable, and discuss the collective benefits of change up
front

9/17/2021 2:32 PM
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Q5
Please rate the following aspects of the program as Excellent, Good,
Fair, Poor, or Terrible. Or if it does not apply to you, Not Applicable.

Answered: 5
 Skipped: 0
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Excellent Good Fair Poor Terrible Not Applicable

Date: Friday,
11:45 AM - 1...

Location:
Virtual, Zoom

Online
registration...
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  EXCELLENT GOOD FAIR POOR TERRIBLE NOT APPLICABLE TOTAL

Date: Friday, 11:45 AM - 1:15 PM

Location: Virtual, Zoom

Online registration process
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80.00% 4

0.00% 0

20.00% 1

Q6
Based on your experience at this ATD Tulsa program meeting, how
likely are you to attend another program meeting?

Answered: 5
 Skipped: 0

TOTAL 5

# IF YOU ANSWERED SOMEWHAT LIKELY OR NOT LIKELY, WHAT COULD WE DO
DIFFERENTLY TO CHANGE YOUR RESPONSE TO VERY LIKELY?

DATE

1 I expect ATD Tulsa presenters to be VILT experts. If I was judging all ATD Tulsa programs on
this one only, I would not attend another event.

9/17/2021 6:10 PM

Very Likely

Somewhat Likely

Not Likely

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%

ANSWER CHOICES RESPONSES

Very Likely

Somewhat Likely

Not Likely
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Q7
Are there trainers, consultants, speakers, companies, or organizations
that you would like to have present at a future ATD Tulsa program

meeting? If yes, please list them.
Answered: 0
 Skipped: 5

# RESPONSES DATE

  There are no responses.  
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Q8
Which of the following ATD Capability Model topics are you most
interested in seeing presented? Check all that apply.

Answered: 4
 Skipped: 1

Communication

Emotional
Intelligence...
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& Leadership

Cultural
Awareness &...

Project
Management

Compliance and
Ethical...

Lifelong
Learning

Learning
Sciences

Instructional
Design

Training
Delivery &...

Technology
Application

Knowledge
Management

Career &
Leadership...

Coaching

Evaluating
Impact

Business
Insight

Consulting &
Business...

Organizational
Development ...
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Talent
Strategy &...

Performance
Improvement

Change
Management

Data and
Analytics

Future
Readiness

0% 10% 20% 30% 40% 50% 60% 70% 80% 90% 100%



ATD Tulsa September Professional Development - All Leadership is Change Leadership: Effective

Change Management Strategies in Our New Normal Presented by Kimara Mayberry - September

17, 2021

16 / 17

25.00% 1

25.00% 1

0.00% 0

50.00% 2

50.00% 2

25.00% 1

0.00% 0

25.00% 1

100.00% 4

100.00% 4

50.00% 2

25.00% 1

0.00% 0

50.00% 2

25.00% 1

0.00% 0

0.00% 0

25.00% 1

0.00% 0

50.00% 2

25.00% 1

25.00% 1

25.00% 1

Total Respondents: 4  

ANSWER CHOICES RESPONSES

Communication

Emotional Intelligence & Decision Making

Collaboration & Leadership

Cultural Awareness & Inclusion

Project Management

Compliance and Ethical Behavior

Lifelong Learning

Learning Sciences

Instructional Design

Training Delivery & Facilitation

Technology Application

Knowledge Management

Career & Leadership Development

Coaching

Evaluating Impact

Business Insight

Consulting & Business Partnering

Organizational Development & Culture

Talent Strategy & Management

Performance Improvement

Change Management

Data and Analytics

Future Readiness
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Q9
Do you have any questions, comments or concerns?  (If you would like
for us to respond directly, please include your preferred contact

information.)
Answered: 0
 Skipped: 5

# RESPONSES DATE

  There are no responses.  
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