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1. MANUAL PROTOCOLS  
issued:  February 1, 2009 

revised July 24, 2010 

 

1.1 MAINTENANCE 

This Policy and Procedures Manual: 

 Will be electronically maintained for future upgrade versions as approved by the National 
Search Dog Alliance (NSDA) Board of Directors.  

 It is not all-inclusive and is supplemented by the various NSDA canine standards and the 
policies/procedures denoted for each standard.   

 May be amended or supplemented by the Board of Directors or their designee as required 
to continue the growth and functioning of the Alliance.   

 A complete and updated copy of the Policies and Procedures Manual will be maintained on the 
NSDA website, in pdf format, for reference and use by the general membership. 

 Members may request a personal copy of this manual, either on electronic media or hard 
copy.   

 Electronic copies will only be provided in pdf format.   

 Printed copies of the Policies and Procedures Manual will be created and maintained only in 
loose-leaf format, allowing for updates of individual policies and procedures.  

 Any member choosing to maintain a personal copy of this manual will be responsible for 
keeping their version properly updated any time a change in policy is made.   

 The member will be asked to cover any processing, printing and shipping fees.   

 NOTE: Updates WILL NOT automatically be distributed, they must be requested. 

 

1.2  INITIATION OF NEW POLICIES AND PROCEDURES OR CHANGES TO EXISTING POLICIES AND 
PROCEDURES 

Drafting of new Policies and Procedures or changes to current Policies and Procedures may be 
initiated by:  

 The NSDA Board of Directors, 

 the Policy Committee, or 

 the General Membership as per section 1.3 Ratification of Final Draft Revisions.  

 Other committees or members may make recommendations to either body but shall not 
actually initiate drafting of new policy or changes.  

 A board member, a member of the Policy Committee or their designee shall do the actual 
drafting of any new policy and procedure or of any changes.  

 The Secretary or Policy Committee Chair will provide an editable copy of the Policy and 
Procedure to the assigned drafter. 

Submission process for additions to or revision of this manual:   
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 All suggestions will be submitted to the Policy Committee Chair   

The Policy Committee chair will then: 

 Assign the appropriate person(s) to work on the draft.  

 Reviews the written draft upon completion     

 Accepts the draft or requests modifications     

 The final version will be watermarked, “Final Draft.”     

 Submit the final draft to the Board     

 If the Board rejects the document, it will be returned for recommended revisions and go 
through the process again.     

 If the Board accepts the draft, the assignee will then remove the watermarks and finalize all 
changes.  

 When practical, include the reason for the change(s) in italicized font 

 Adjust the effective date in the footer to reflect 30 days after final approval 

The Policy Committee Chair will ensure that:  

 The master files have been updated prior to the effective date,  

 The updated policy/procedure is posted on the NSDA webpage before the effective data via 
the Secretary‟s notebook and the NSDA email group. 

 

1.3  DOCUMENT FORMAT REQUIRED DURING INITIATION OR REVISION OF POLICIES & 
PROCEDURES.   
 

At all times during the creation of or revision of any Policy and Procedure, the document shall be  
formatted as follows: 

 The entire document shall be watermarked “DRAFT” 

 The Footer (on each page) will read, “National Search Dog Alliance, “Date”, and “Page X of 
Y” which will reflect the current page number and the total number of pages of the policy. 

 All changes will be marked in red as per Windows Work © work „track changes‟ feature 
enabled. 

1.4 RATIFICATION OF FINAL DRAFT REVISIONS 

1.  Ratification by the Board of Directors 

The final draft is presented to the board at or before the next quarterly board meeting. 

    At the next quarterly meeting, the board will vote on the final draft 

    After the vote is taken, the document will be sent back to the Policy Committee 

2.  Final Document to be published: 

 Once a final draft is approved by the Board, the master files will be updated before the effective 
date. The  approved document will be formatted as follows: 

 All watermarks will be removed.  

    All „tracked changes‟ will be accepted by the Board.  
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 The Footer will be removed and the issue/revision date will be inserted in the upper right 
hand corner of the heading block.  In this manner issue dates and revision dates can be 
monitored.  

 To allow the general membership to see the changes made, the change(s) to the 
document will be identified by italicized font in the published document when practical. 

The updated policy/procedure will be posted on the NSDA webpage before the effective date.  

The policy or procedure will be effective 30 days from the date of approval.  The membership will 
be advised of the change and the effective date via the Secretary‟s notebook and the NSDA 
email group. 

3.  Ratification by the General Membership 

The general membership may follow the procedures outlined in the by-laws to add, change or 
delete.   

All changes/additions will follow step 1.4.1. Ratification by the Board of Directors. 

4.   Historical Records 

When a policy/procedure revision has been ratified by the Board or the General Membership, 
a copy of each prior revision of the policy/procedure shall be retained by the Secretary for 
legal and/or knowledge and preservation purposes and shall be: 

 
Clearly dated and identified by watermark or stamp as “Historical” or “Obsolete”.  

These historical documents shall be stored and maintained at such location as to ensure it will 
remain: 

 easily accessible by NSDA,  

 it will remain well preserved and legible,  

 and it will be easily retrievable by the Secretary‟s successor at the end of their term. 

 

 

 

  



National Search Dog Alliance (NSDA) 

Policy and Procedures 
 

2. BOARD OF DIRECTORS issued:  February 1, 2009 

 
All voting Directors shall be members of NSDA throughout their term of office and represent the 

interests of the organization as a whole rather than those of a particular constituency.  
 

2.1  RESPONSIBILITIES OF DIRECTORS   
 Be available to all members  

 Maintain a cordial relationship with other search organizations  

 Create a climate of cooperation and respect  

 Assist with long range plans of this organization 
 

2.2  GENERAL POWERS 
 
The governing body of the organization shall be the Board of Directors.  Their duties shall include:   

    Governing the organization by administrative polices and objectives;   

 Establishing the divisions of the Organization, monitoring their activities and, where 
decided, delegating powers to them;  

 Conducting all required corporation business;    

 Operating the financial affairs of the organization; acquiring sufficient resources for the 
organizations operations;  

 Accounting to the members for the services and expenditures of funds;  

 Performing such other duties as may be assigned by the General Membership  
 

2.3  MANNER OF OPERATING 
 

1.  Adhere to the NSDA By-laws 
2.  Provide accurate information to members concerning NSDA operations 
  

2.4  MEETINGS: Refer to ARTICLE II, Sections 2, 3, 4, and 5 of the Bylaws 
 

1.  Parliamentary Procedure at meetings 
   

Meetings shall operate in accordance with Sturgis Standard Code of Parliamentary Procedure.   
  

2.5  COMPENSATION OF DIRECTORS: Refer to Article III, Section 11 of the Bylaws.  
 

Compensation of Directors shall be the same as compensation of Officers. Any reimbursement paid 
for travel on behalf of NSDA will be reimbursed by receipts only.  
There will be no per diem paid.   
Air travel reimbursement will be for coach fare,  
Rooms will be for motels, not for hotels,  
Meals per day not to exceed $40.00  

 

2.6  CONFLICT OF INTEREST: Refer to Appendices #5  
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3.OFFICERS issued:  February 1, 2009 

 
 
Refer to Article III of the Bylaws  

 
 All Directors will be a member of the National Search Dog Alliance for the term of their office. 

 

3.1  President:  Refer to Appendices #1 for detail Job Description 
 
In addition to the duties defined in the By-Laws, the President shall also preside at all Board 
Meetings, General Membership meetings, or other general NSDA proceedings, maintaining order and 
assuring that the agenda is adequately addressed.   
 
The President is a voting member of both bodies.   
 
The President shall maintain a current list of duties and schedules pertaining to their role to be 
passed on to the next President at the end of each term. 
 
 

3.2  Vice President Refer to Appendices #2 for additional duties. 
 
 

3.3  Secretary  Refer to Appendices #3 for additional duties 
 
      Refer to Appendices #7 for an outline of the Secretary‟s minutes. 
 

3.4  Treasurer:  Refer to Appendices #4 for additional duties. 
 
In addition to the duties defined in the Bylaws, the Treasurer shall prepare and maintain all records 
related to the financial activities of NSDA.  
 

3.5  Vacancy of an Officer: Refer to Article III, Section 5 & 7 of the Bylaws  
 
 

3.6  Vacancy of a Director:  Refer to Article II, Section 1, paragraph c of the Bylaws 
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4.  ADVISORY BOARD issued:  February 1, 2009 

  
Refer to Article IV of the Bylaws 
 

4.1  Selection:  
 
Members of the Advisory Board will be appointed by the President for a term of one (1) year.  They will 
serve or be removed at the pleasure of the President.  Their term must be reinstated each year by the 
incoming President.  
 
 
 

4.2 Duties:  
 
Members of the Advisory Board shall serve as Ambassadors of the National Search Dog Alliance.  In 
this role they shall promote the organization in an effort to expand membership, financial partners and 
provide technical guidance. 
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5. ELECTIONS issued:  February 1, 2009 

 

 

5.1  VOTING RIGHTS 
 
All members in good standing shall have one (1) vote for the position to be filled from their voting 
region. 
 

5.2  ELECTION PROCEDURES 
 
Nominations Committee 
 

1.  At the first quarterly meeting, (January thru March) the Chair of the Nominations Committee 
will be appointed by the Board.  The Chair shall select one or more committee members from 
each voting region. No member of the Nominating Committee may be up for election. 

 
2.  Between April 1st and May 1st, any individual voting member may contact the Nominations 
Chair to request to be placed on the ballot.  All candidates must be a member of NSDA by 
March 1st of the election year in order to be placed on the ballot for that year‟s election.  

 
3.  The Nominations Committee Chair shall send the names of all applicants to the Membership 
Chair for verification of their membership as of March 1st.  

 
4.  By May 5th of each year, the Nominations Chair will submit to the Board a slate of one or 
more voting members from each voting region with their biographical information. 

 
5. The Nominations Committee Chair shall provide biographies and pictures of the approved 
slate of candidates to the web page liaison to be placed on the NSDA website, to the Newsletter 
Chair to be placed in the newsletter and to the Secretary to be sent out by email to the 
members.  

 

5.3 VOTING REGIONS:  Refer to Article II, Section 1.b of the Bylaws 
 
 
In an effort to maintain a similar number of members in each region, the boundaries of voting regions 
may be adjusted annually by the Board in order to compensate for changes in membership 
demographics. 
 
As of April 2008, the following will be the voting regions: 
 

 Region 1:  Alaska, Arizona, California, Colorado, Hawaii, Idaho, Montana, Nevada, New 
Mexico, Oregon, Utah, Washington, Wyoming and the Pacific area. 

 
Region 2:  Alabama, Arkansas, Illinois, Indiana, Iowa, Louisiana, Kansas, Michigan, Minnesota, 
Mississippi, Missouri, Nebraska, North Dakota, Oklahoma, South Dakota, Tennessee, Texas, 
Wisconsin and Canada.   
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Region 3.  Connecticut, Delaware, Florida, Georgia, Kentucky, Maine, Maryland, 
Massachusetts, New Hampshire, New Jersey, New York, North Carolina, Ohio, Pennsylvania, 
Rhode Island, South Carolina, Vermont, Virginia, W. Virginia and Europe. 

 

5.4  BALLOT PROCEDURES 
 

1.  By May 15th of each year, ballots and candidate information will be made available to the 
members.  Candidates will also be announced in the newsletter and on the website.  

 
2.  

3. Between May 15th and June 5th of each year, votes will be will be cast in a manner to be 
determined by the Board. 

4. Ballots will be maintained by the Secretary for a period of one year. 

 

5.5  TABULATION OF VOTES 
 

1.  By June 15th, votes will be tabulated by the Nominations Chair and the ballot count will be 
verified by the Secretary.  In a conflict of interest, the count will be verified by a member of the 
Board of Directors whose position is not up for election.     

 
2. As of June 15 each year, the nominated candidate with the greatest number of votes from their 
region shall be declared elected from that region. In the event of a tie, the candidates will be 
submitted to the membership in a run-off election to be held at the earliest practical date. 

 
3.  If at the conclusion of the application period, a position for the Board remains without a qualified 
candidate, the position will be filled for a period of one year by appointment of the incoming 
President, with ratification by the Board by the 15th of July.  The remainder of the term will be filled 
through election in the subsequent year.   

 

5.6 TERMS OF OFFICE:  Refer to Article II, Section 1c of the Bylaws 
         

Directors shall be seated beginning with the commencement of New Business at the Quarterly 
Membership Meeting following the election and serve through Old Business at the Second 
Quarterly Membership Meeting two years hence. 

 
  



National Search Dog Alliance (NSDA) 

Policy and Procedures 
 

6. REMOVAL FROM OFFICE issued:  February 1, 2009 

 
 

6.1  REMOVAL of OFFICER or AGENT: Refer to Article III, Section 4 of the Bylaws 
 
 

6.2  REMOVAL OF DIRECTOR:  Refer to Article II, Section 1.d. of the Bylaws 
 
 

6.3  IN ADDITION TO THE PROVISION OF THE BYLAWS 
 

1. A motion to consider the removal of a member of the Board of Directors may be submitted to 
the Board of Directors in writing and must state the cause for removal.   

 
2. If the Board of Directors decides that the complaint has merit, the Secretary shall notify the 
individual by certified mail of the proposal and the date, time and place of the meeting at which the 
question of removal is to be decided.  The individual who is being considered for removal shall be 
given the opportunity to present to the Board within seven (7) days a petition of defense or 
argument against such removal. 

 
3. The hearing of the Board must be held within fourteen (14) days of receipt of the petition of 
defense.  The complaining and defending parties shall be present by conference call or in person.  
Legal Council will not be allowed.  

 
4. The Board will have seven (7) days from the date of the hearing to notify the defending party of 
their decision. 

 
5. Grounds for disciplinary action include but are not limited to:  

 

 gross negligence or misconduct  

 felony conviction(s) of perjury  

 falsification of reports and records 

 giving false statements  

 acts of moral turpitude  

 conduct detrimental to the objectives or interest of the Alliance  

 violation of Policies, Procedures, rules or regulations.  
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7. COMMITTEES issued:  February 1, 2009 

 
Refer to ARTICLE VI of the Bylaws 
 

7.1  SCOPE:  
 
All committees are advisory to the Officers and the Board of Directors. 
 

7.2  COMMITTEE APPOINTMENTS: 
 
Committee Chairs shall be appointed by the Board of Directors or their designee, after the annual 
election.  The Chair shall select members of their committee.  The  Board or the Chair may remove any 
member of a committee. 
 

1.  National representation among committee members 
Every effort will be made to have national representation among the members of a given 
committee, but it is noted that the first criteria for appointing committee members needs to 
remain the qualifications of the appointee to meet the needs of the committee, not their 
geographic location. 

 
2.  Requirements for appointment    

  
 

7.3  DUTIES OF THE COMMITTEE 
 
Guidelines will be issued by the Board to the Chair.  The Chair will determine the best method of 
implementation with periodic reports to the President. 
   

7.4  STANDING COMMITTEES OF THE ALLIANCE ARE: 
 

1.   Membership Committee:   
   

2.   Communications Committee 
Newsletter 
Website 

 

3.   Testing Committee 
Evaluators 
Criteria 
Certifications 

 

4.   Review Committee:  
Standards 
Policy & Procedures 
Bylaws 

 

5.   Education Committee:   
Trainings 
Editing     
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6.   Fund Raising: 

Conduct all fundraising activities 
Apply for grants or other financial or material contributions 
 

7.   Public Relations: 

responsible for promoting and improving the image of the Alliance as a whole to the public 
and the members 

responsible for publication and distribution of all promotional pamphlets, flyers, periodicals, 
etc. on the local, state and national level. 

 

8.   Marketing 

responsible for promoting, advertising and selling the products of the  Alliance                  

responsible for maintaining the image of the products  
 

9.   Research Committee:   
Search Dog Studies, 
Scent Theory  
New Product Review 

 
10.   End User Agencies Committee:  

Law Enforcement,  
National Park Service,  
National Ski Patrol 

 
11.    Annual Conference Committee 

 

7.5   SPECIAL COMMITTEES:  Refer to ARTICLE VI of the Bylaws 
 

In addition, Ad Hoc committees may be appointed by the President.  Specific duties of these 
committees shall be assigned to the committees by the President.  
 

7.6   POSITION DESCRIPTIONS - Titles and duties 
 

1.  Committee Chair: Responsible for developing a team focused process that committee will follow 
in order to achieve outcomes, facilitating and organizing meetings, staying on schedule and 
maintaining written documentation that will become the property of the organization. 
 
2.  Committee Members: Responsible for providing input throughout the process, by the 
designated timeline. 
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8. MEMBERSHIP 
issued:  February 1, 2009 

revised: July 24, 2010 

 
Refer to Appendices #5 
 

8.1  CLASSIFICATIONS: 
 
All classes of membership shall be open to all persons at least eighteen (18) years of age upon 
application and payment of appropriate dues.   
 

1.  INDIVIDUAL: One payment of dues in an amount to be determined by the Board will be 
applicable for the period of one year.  An Individual Member full voting rights in the Alliance. 
 
2.  LIFETIME:  One payment of dues in an amount to be determined by the Board will be 
applicable for the lifetime of the member. A Lifetime Member has full voting rights in the Alliance. 
 
3.  CORPORATE:  One payment of dues in an amount to be determined by the Board will be 
applicable for the period of one year.  The corporation may place a 1/8 page ad, approved by the 
Board of Directors, in the NSDA newsletter and web page each month for twelve issues.  A 
Corporate Member has no voting rights. 
 
4.  HONORARY:  Membership granted by the Board of Directors to a person having made an 
exemplary contribution to NSDA.  There will be no payment of dues.  An Honorary Member has no 
voting rights.  

 

8.2  DUES 
 
The Board of Directors shall determine, once a year, the annual dues payable to the Alliance by the 
members. 
 
All Individual and Corporate Members must pay dues each year.   
Dues will become payable annually, twelve months from the original application for membership date. 
 
Dues shall be payable in advance.  The Treasurer will give notice to each member thirty (30) days in 
advance as to amount of dues payable.  If dues remain unpaid thirty days (30) after the due date, the 
membership shall be terminated. 

    

8.3  TERMS of MEMBERSHIP 
 
Membership Cards: Membership cards will be issued with an expiration date clearly and permanently 
marked on the face of the card.  The membership card will include the member‟s name, membership 
number, status and the NSDA logo.    
 
If a member‟s status changes prior to the expiration of their card, a new card will be issued to indicate 
the change in status.  Membership Cards will be reissued with each membership renewal provided the 
member has continued to meet all membership requirements as identified in the Bylaws as well as in 
the Policies and Procedures.  



National Search Dog Alliance (NSDA) 

Policy and Procedures 
 

8.4  DISCIPLINARY ACTION 
 

issued:  February 1, 2009 
revised: July 24, 2010  

 

A.   GROUNDS FOR DISCIPLINARY ACTION:  
 

1. significant violation of NSDA  bylaws, articles of incorporation, policies, procedures, rules or 
regulations 

2. conduct detrimental to the objectives or interest of the organization 
3. felony conviction(s) 
4. acts of moral turpitude 
5. gross negligence or misconduct which materially and adversely impact the organization   
6. giving false statements which materially and adversely impact the organization 

 

B.  REQUEST FOR HEARING  
 

1. A hearing for disciplinary action may be requested by any current member or Director of the 
Board.   

2. Written notice shall be made to the President stating the name of the accused, the date, time, 
place and nature of the alleged infraction(s).   

3. The notice shall be accompanied by a deposit of one hundred dollars ($100) which shall be 
forfeited if the charges are not sustained.   

4. If the Board of Directors decides that the complaint has merit, the President shall notify the 
accused, by certified mail with return receipt and via e-mail, of the charges. 

5. The individual who is being considered for disciplinary action shall be given the opportunity 
to present to the Board, within ten (10) days of the day the certified letter was mailed to 
them, a petition of defense or argument against such discipline. 

6. The Hearing Board must be held within fifteen (15) days of the receipt of the petition of 
defense.  The complaining and defending parties must be present to clarify any questions 
the Board may have.   

7. If the defending party fails to submit a petition of defense within ten (10) days, they will be 

placed on suspension until the Hearing Board convenes within ten (10) days after that date 
to decide what action takes place. 

 

C.   HEARING BOARD 
 

1. The Hearing Board shall consist of the President, one (1) current member selected by the 
accused and three (3) current members selected from a pool of ten (10) members by a majority 
of the votes which are cast by the general membership.  

2. The Board of Directors shall select ten (10) current members  
a. They shall not be close personal friends, relatives or training companions of either party 

involved. 
b. The ten (10) members to be voted on shall be presented, with an abbreviated resume, to 

the general membership for the Hearing Board.  
c. The three (3) members receiving the highest number of votes shall be selected.   

3. The Board of Directors may hold the vote, at its discretion, by mail ballot or by electronic means.  
Proxies may not be voted. 
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D.   HEARING PROCEDURE: 
 

1. The Hearing Board may hold the hearing, at its discretion, in person, by telephonic conference 
call or by electronic communication. 

2. The President as presiding officer will present the Rules of the Meeting to the Hearing Board for 
their approval and/or modification.   

3. Sturgis Standard Code of Parliamentary Procedure will apply.  
4. Witnesses for the plaintiff and the accused, only with information pertinent to a specific charge, 

may address the Hearing Board.  
5. Legal council will not be permitted. 
6. If the complaining party fails to appear at the hearing, the matter will be dropped. 
7. If the defending party fails to appear at the hearing, the hearing shall proceed to conclusion. 

 

E.    HEARING RESULTS     
 

1.  The Hearing Board shall present its findings to the Board of Directors within seven (7) days of the 
date of the hearing. 

2. The Hearing Board may take the following disciplinary actions: 
 

a. No Action:  The Board can take this recourse if the matter is deemed inappropriate or 
irrelevant. 

b. Reprimand:  A report of the incident and a written reprimand will be published to the general 
membership and in the NSDA newsletter.  No other action will be taken. 

c. Probation:  The member will be under close observation during whatever probationary period 
is set forth by the Board. 

d. Suspension:  The member‟s association with NSDA and its related privileges will be 
suspended for a period to be determined by the Hearing Board. 

e. Expulsion:  The person‟s membership and related privileges will be permanently revoked. 
f. Fines may be levied, however only to the extent necessary to make restitution or to replace 

equipment or funds misappropriated.   
3.  The Board of Directors shall notify the accused and the complainant of the results by certified mail 

and e-mail within seven (7) days of the receipt of the Hearing Board‟s findings. 

 

F. HEARING APPEAL 
 

1. Final appeal may be made to the Board of Directors within seven (7) days of the date of the findings 
from the Hearing Board.  This appeal may be made by mail and/or e-mail. 

2. The Appeals Hearing by the Board of Directors shall be held within seven (7) days of receipt of the 
request for a hearing. 

3. The decision of the Board of Directors shall be final. 
4. If the defendant chooses not to abide by the any of the prescribed disciplinary action and does 

not appeal, the Board of Directors will consider this matter.  The potential results of ignoring the 
penalties could be a more serious penalty up to permanent removal as, a member of NSDA. 
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8.5 ATTENDANCE AT MEETINGS 
 
Voting members may attend all Alliance Regular and Annual meetings. A member may make a request 
to the Secretary to be heard at any Regular Meeting.  A member may participate at the Annual Meeting 
or any in-person meeting during times allotted for comment throughout the meeting.    
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9. FISCAL MATTERS issued:  February 1, 2009 

 
Refer to Article VII of the Bylaws 
 

9.1   FISCAL YEAR AND ANNUAL BUDGET 
 
    The fiscal year shall be from January 1 thru December 31st.  The annual budget will be prepared 
for approval of the Board at the 4th quarter Regular Meeting.  
Implementation will be the upcoming January 1. 
 

9.2  MEMBERSHIP INCOME PROCEDURES:  Refer to Dues section 8.2 
 

9.3  SPONSORSHIPS: Refer to Appendices #7 
 
NSDA will require a third party receipt and written documentation that the terms have been fulfilled prior 
to reimbursing a recipient or disbursing funds for their prescribed purpose.  If the grantee cannot offer 
written documentation of compliance with the terms of the sponsorship, they will not receive the funds.  
By requiring proof of compliance prior to disbursement, we will eliminate potential misuse of funds.  
 

1.  Hernandez Sponsorship   Refer to Appendices #7 
The Hernandez Search Dog Sponsorship was established with the NSDA by Mrs. Kai 
Hernandez to commemorate the lives lost in the attack on the United States on September 
11, 2001, including her husband, Glen Thompson and to recognize and assist search dog 
handlers.  The sponsorship shall be renewed annually as allowed and supported by Kai 
Hernandez.  Funding levels will be set by Mrs. Hernandez. 

 
Funding levels for 2007/2008 and 2008/2009 were set at, and will cover the following: 

 
Up to $1,000.00 for the purchase of a new dog or puppy along with medical/vet bills for the 
first year.  Excess purchase monies may be utilized for other items related to this dog/puppy 
upon request of the recipient and at the discretion of the coordinator. 

         
Up to $100.00 during the first year and $200.00 the second year for training classes or 
seminars.  If the full $100.00 is not utilized during the first year it may be added to the second 
year total. 

         
Overages will be held for contingency funding as determined by the coordinator. 
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10. RECORDS RETENTION issued:  February 1, 2009 

 
The NSDA Secretary will maintain all original files for the periods listed below.  The Vice President will 
be responsible for maintaining a back-up copy of all permanent files. 

Document/Record Retention requirement 

Articles of incorporation, charter, bylaws, 
Minutes and other incorporation records 

permanently 

Contracts (still in effect)                                                       permanently 

Correspondence, general 3 years 

Correspondence, legal and important 
matters 

Permanently 

Insurance policies, expired 3 years 

Insurance record, current accident reports, 
Claims, policies, etc. 

Permanently 

Trademark registrations and copyrights permanently 

  

       The NSDA Treasurer will maintain all original files for the periods listed below. 

Document/Record Retention requirement 

Accounts receivable & payable ledgers & 
schedules                                                                      

7 years 

Audit reports, financial statements (year 
end)                     

Permanently 

Bank reconciliation                                                               3 years 

Bank statements, deposit records, 
electronic Fund transfer documents & 
cancelled checks                  

3 years 

Chart of accounts Permanently 

Checks (for important payments & 
purchases)                    

Permanently 

Donations 7 years 

Expense analyses/expense distribution 
schedules  

7 years 

Internal audit reports 3 years 

Invoices (to customers, from vendors)  7 years 

Inventory records 7 years 

Purchase Orders 7 years 

Withholding tax statements 7 years 
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11. CANINE BEHAVIOR  issued:  February 1, 2009 

 
Aggressive behavior by a canine at any NSDA function will not be tolerated.  The handler may be 
asked to remove the canine by any NSDA Board member or by the person in charge of the function. 

Aggressive behavior is defined as any uncontrolled growling, snarling, lunging or other unprovoked 
reaction directed at either a person or a canine, whether contact is made with the intended target or 
not.  

A canine which is protecting itself, its handler or another person or canine from an aggressive action 
will not be considered the aggressor.   

A canine that is removed from a NSDA function may be allowed to attend a different NSDA function in 
the event that the owner/handler can produce evidence that the canine has successfully attended 
behavior modification training.  If the canine is involved in a second aggressive behavior incident, they 
will not be allowed to attend future NSDA functions. 
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12. HUMAN/HANDLER/GUEST BEHAVIOR issued:  February 1, 2009 

 
Aggressive, hostile, abusive or inappropriate behavior by a human at any NSDA function will not be 
tolerated.  The individual may be asked to leave by any NSDA Board member or by the person in 
charge of the function. 

 
Aggressive, hostile, abusive or inappropriate behavior includes, but is not limited to: 

 physically abusing an animal; 

 any unprovoked aggressive reaction (verbal or physical) directed at either a person or a 
canine, whether physical contact is made with the intended target or not; 

 fighting; 

 clearly unwanted sexual advances that do not stop when asked; 

 inappropriate verbal derision, mockery, or bullying; 

 and other behavior deemed inappropriate by the NSDA Code of Ethics or; 

 behavior deemed inappropriate by an attending NSDA Board member or by the person 
in charge of the function. 

  
An individual who is protecting themselves, their canine or another person or canine from an 
aggressive action will not be considered the aggressor.   

 
Repeated issues with the same individual will be handled in accordance with the Bylaws for removing 
membership. 
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13. DISPLAY OF PATCHES AND LOGO issued:  February 1, 2009 

 
 

13.1   LOGO CHANGES: 
 Only a board decision may alter or change the accepted NSDA logo.  

    The NSDA logo may only be reproduced in a size and color(s) as dictated by the 
NSDA.  

 

13.2   LOGO RESTRICTIONS: 

 The NSDA logo is trademarked.   

 Any other use of the NSDA logo without the written permission of the Board of Directors 
is prohibited.  

 
     The NSDA logo cannot be used to or on: 

 legal documents (e.g., contracts, checks, etc.).   

 certification, document or card that could mislead or misrepresent that the NSDA issued 
the certificate or document.  

 indicate or imply operational status of themselves, their canine or their team.   

 a vehicle in such a manner as to misrepresent to the public that they are an emergency 
vehicle.   

 suggest that an individual, team or canine that was not a part of the certification process 
is certified 
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14. USE OF NSDA CERTIFICATION issued:  February 1, 2009 

  
A member will not identify, represent or market their certification in any manner that may be considered 
misleading or misrepresentative of the intended use.   
 
For marketing purposes, on business cards or in any other form of publication, a member will use the 
term “NSDA Certified”.  Members will not use the term “NSDA Accredited”.   
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15. OUTSIDE PRESENTATIONS issued:  February 1, 2009 

 
 

Public Appearances, handouts, media contact 
 

Any public appearances, handouts, or media contact being conducted in the name of NSDA must be 
approved by a Board of Directors designee 
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16. SOLICITATION AND RECEIPT OF DONATIONS  issued:  February 1, 2009 

 
All donation requests made in the name of NSDA to businesses, foundations or organizations must be 
approved by the Fundraising Committee prior to submitting the donation request to the 
business/organization. 

 
All donations (where the donor is known) of products, services and money will be recognized by the 
Secretary with a letter or card bearing the NSDA letterhead/logo.   

 
All donations shall be registered in the NSDA accounting records.  Monies donated for a specified, 
designated or earmarked purpose shall be used for the stated purpose only.  In the event the donation 
cannot be used for the intended purpose, the donor shall be notified.  At the donor‟s discretion, the 
monies may either be transferred to a different purpose, or refunded.  
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17. CODE OF ETHICS issued:  February 1, 2009 

 
Paid and non-pad professionals have the right to expect specific behavior of each other.  With this in 
mind, members of the National Search Dog Alliance (NSDA) shall adhere to the following code of ethics 
at all times. 
 

Section I 
Law Enforcement, Emergency Management and other Agencies Having Jurisdiction have high 
expectations and requirements of those with whom they work.  As such, all NSDA members will 
conduct themselves in the highest ethical manner as expected of all emergency personnel.  
 
Section II 
As SAR Responders we must conduct ourselves in a professional manner at all times.  We will 
only respond to an incident when called by the agency in charge and/or their designees.  When 
responding we are there to assist the agency that is in charge, and for the victim, not ourselves or 
our team/agency and will conduct ourselves as such.  We are bound to follow the directions of the 
representatives from the agency that is in charge.  
 
Section III 
It is imperative that we train to a high level of competence and always accurately represent the 
capabilities of ourselves and our canines.  We will keep ourselves physically fit so that we can 
safely and effectively complete assigned tasks. 
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18.  NEWSLETTER issued:  July 24, 2010 

 

18.1  DEADLINES 
 

Deadline for articles:  10th of the month 

 

Sent to the Board and for editing for corrections/comments/changes:  10th or 11th of the month 

 

Return to the Editor:  13th of the month 

 

Send to webmaster/webposter:  14th/15th of the month 

 

Published/e-mailed:  15th of the month 

 

 

 

18.2 MASTHEAD 
 

 

 

SAR Dog News 
April 2009   Published by the National Search Dog Alliance       Vol. 3, No. 04 

The Voice of K-9 Search and Rescue @ n-sda.org 
Founding members:  K-9 Thor, Eileen M. Nobles, Susan Bulanda, K-9 Roo, Leslie Godchaux, Brian R. Hendrickson, 

Continental Kennel Club, Inc., K-9 River, K-9 Persha, Jan Thompson, K-9 Cali, Peggy Ann Buchman, K-9 Geist 

 

 

Á NSDA Logo 
Á Name:  SAR Dog News (Times New Roman, 56; bold/blue) 
Á Month and year (Times New Roman, 12; bold/black) 
Á Published by the National Search Dog Alliance (Times New Roman, 12; bold/black)       
Á Vol. # (coincides with # of years published), No. # (corresponds to the month) [Times New 

Roman, 12; bold/black] 

Á The Voice of K-9 Search and Rescue @ n-sda.org {w/red border] (Times New Roman, 

14; italics, bold/black) 
Á Founding members:  K-9 Thor, Eileen M. Nobles, Susan Bulanda, K-9 Roo, Leslie Godchaux, 

Brian R. Hendrickson, Continental Kennel Club, Inc., K-9 River, K-9 Persha, Jan Thompson, K-
9 Cali, Peggy Ann Buchman, K-9 Geist (Times News Roman, 10) 

Á First page only 
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18.3 LAYOUT 
 

Á Page setup:   top margin:  3, bottom: 7, left:  6,right:  6 
Á Two (2) columns, equal width, 3.4 w/5 spacing between 
Á Alignment:  Justified 
Á Font:  Times New Roman, 12 
Á Headlines, larger type and bold, centered on column above article 
Á Masthead first page only 
Á Subsequent pages: 

o SAR Dog News, Month, Year, far left corner (Arial, 12) 
o Page #, far right corner (Arial, 12) 
 

SAR Dog News, April 2009        Page 2 

 
18.4  REGULAR COLUMNS 
 

Á Yip Yap:  Opinion/training 
Á Book Review 
Á Perspective:  Notes on BOD meetings 
Á PODCASTS 
 

18.5  TYPES OF ARTICLES 
 
Á Anything pertinent to K-9‟s 

o Health 
o Training 
o Breed characteristics 

Á K-9 jobs other than SAR 
Á SAR K-9 field successes 
Á K-9‟s killed in the line of duty (SAR, law enforcement, military) 
Á Politics that pertain to K-9‟s  
Á Editorial comments (if content/subject matter approved by the BOD) 
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19.  TESTING ADMINISTRATOR issued:  July 24, 2010 

 

19.1  TESTING  

 

Announcement 
1. Principal Evaluator notifies Testing Administrator of test, date, location, and time. 
2. Testing Administrator posts (or causes to be posted) test announcement on NSDA website 

 

After completion of test  

1. Receives following paperwork from Principal Evaluator responsible for testing: 
a. Candidate List  
b. Candidate Registrations  
c. Testing Fees  
d. Graded Test Answer Sheets  
e. Evaluator Critiques in sealed envelope 
f. Evaluator Observations (if any) 

2. Forwards testing fees to NSDA Treasurer. 
3. Issues certificates to persons passing the certification testing. 
4. Forwards sealed Evaluator Critiques to Evaluator Committee. 
5. Forwards Evaluator Observations to Evaluator Committee. 
6. Contracts Principal Evaluator if paperwork not received within fourteen (14) days of the test. 

 

19.2  OTHER DUTIES 

 

1. Maintains a file of all tests. 
2. Makes certain testing information is current on the NSDA website. 
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TESTING ADMINISTRATOR PROCESS FLOW CHART 
 

 

 

Receives Notification of Test from Principal Evaluator  

 

 

Posts (or causes to be posted) test announcement on NSDA website 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

After test is completed, receives the following Paperwork 

Candidate List 

Candidate Registrations 

Testing Fees 

Graded Test Answer Sheets 

Field Test Forms 

Evaluator Observations 

Evaluator Critiques in sealed envelope 

Issues Certificates 

Forwards Evaluator Critiques & Principal Evaluator 

Observations to Evaluator Committee 

Forwards testing fees to NSDA Treasurer 

Maintains files of testing paperwork 
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20.  TESTING COORDINATOR  issued:  July 24, 2010 

 

20.1  TESTING REGISTRATION PROCEDURE FOR INDIVIDUAL APPLICANTS 

 

Information is provided by the Newsletter or website to the applicant. 

 

Applicant contacts Testing Coordinator. 

 

Testing Coordinator: 

 Acknowledges contact and registers applicant by state/area. 

 Sends applicant an Information Request Form. 

 Keeps applicant informed of status in locating other participants in their area. 

  Place notice of test on website if enough applicants are not available. 

 

When four (4) applicants are on file within a 300 mile area, Testing Coordinator will: 

Locate an Evaluator from an NSDA approved list. 

 Send Evaluator a copy of Information Request Forms. 

Verify available weekends for Evaluator between ____________ and ______________. 

Send notice of test weekends available to applicants in the area. 

 Fill in those dates on the Information Form. 

Coordinate responses, verify viable testing location and accommodations for Evaluator. 

Set testing weekend. 

Notify of proposed test: 

 Evaluator,  

 Testing applicants,  

 Evaluator Chair,  

 Testing Administrator. 

 

One week before test, verify attendance of applicants. 
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21.  EVALUATOR ADMINISTRATOR issued:  July 24, 2010 

 

Application Process  

 

Application received  
1. Administrator  

a. Reviews application. 
b. Makes sure all paperwork is included. 
c. If all paperwork is there, Administrator notifies applicant that paperwork has been 

received. 
d. If all paperwork is not there, Administrator returns the application with deficiencies noted 

and tells them they may resubmit it when it is completed. 
e. Sends copy of application and all attachments to assistant. 

2. Assistant  
a. Reviews application. 
b. Double checks that all paperwork is included. 
c. Interviews applicant by phone. 
d. Confers with Administrator. 
e. Fills out recommendation form. 
f. Forwards recommendation form to Administrator. 

3. If the application is in order and the reference has been received, the Administrator notifies the 
candidate that the initial review has been completed and their application has been sent to the 
Board for final review. 

4. Administrator submits recommendation to the Board of Directors for final action. 
 

IF Application approved by the Board of Directors:  

1. Letter of acceptance done by Administrator and mailed to accepted applicant along with a 
contract. 

2. Contract 
a. If person receiving the contract wishes to read the Evaluator Guidelines before signing 

the contract, send one to them. 
b. Otherwise, upon contract return, Evaluator guidelines are sent out. 

 

IF Application is disapproved  by the Board of Directors:  
1. Letter of rejection will be sent out by the President of the Alliance. 
2. Letter will include:   

a. reason(s) for rejection 
b. fifteen (15) day opportunity to amend the problem(s). 

3. Letter will be copied to the Administrator and kept on file with the original application. 
4. If no amendment to the person‟s application is received, the matter shall be considered closed. 
5. If an objection, amendment and/or request for a hearing are received, it shall be handled in 

accordance with the Appeals Process section of the Evaluator Guidelines. 
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Evaluator Workshop  

 

1. Each Discipline is responsible for its own Evaluator Workshop. 
a. Area  
b. Avalanche 
c. Disaster  
d. Land HRD 
e. Trailing 
f. Water HRD 

2. When an Evaluator Workshop is scheduled, the Discipline will notify the Evaluator 
Administrator. 
a. As no Principal or Apprentice Evaluator may participate in a Workshop until they sign a 

contract, the Evaluator Administrator shall check the list of personnel attending the 
workshop.   

b. He/she shall then inform the person conducting the Workshop of any Evaluators lacking 
signed contracts. 

c. The Evaluator Administrator shall contact the Evaluator regarding return of a signed 
contract. 

d. When the signed contract is received, the Evaluator Administration shall then inform the 
person conducting the Workshop that the questionable Evaluator is now eligible to take 
the Workshop. 

3. At that time, the Evaluator Administrator will provide to the Instructor of the Workshop one (1) 
copy each of the following, e-mailed in pdf format: 
a. Evaluator Instructions 
b. General Question portion of the written test 
c. Written Question portion specific to that Discipline 
d. Blank Answer sheets for the above 
e. Correct Answer sheets for the above 

4. After the Evaluator Workshop, the person conducting the workshop shall inform the Evaluator 
Administrator of who took the workshop and the date it was completed.   

5. The Evaluator Administrator will then issue certificates to the Evaluators completing the 
workshop. 

 
 

Other Duties  

 

1. Receive the following paperwork from the Testing Administrator after a test: 
a. Evaluator Critiques  
b. Principal Evaluator Observations 

2. File the Critiques and/or Observations in the appropriate personnel‟s file. 
3. Maintain a personnel file for all Principal and Apprentice Evaluators. 

 
All paperwork may be e-mailed provided it is in pdf format. 
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EVALUATOR PROCESS FLOW CHART 
 

 

Application 

For Principal or Apprentice Evaluator 

 

 

Received by Evaluator 

Administrator . 

 

 

If application complete, forward to assistant 

Assistant interview applicant by phone  

Assistant fill out form w/recommendations & send 

to Administrator 

 

Administrator review recommendation form 

and add comments/approve/disapprove 

 

 

Submit recommendation form to Board of 

Directors for final action. 

 

 

If approved, notify 

Applicant of acceptance as 

Principal or Apprentice 

Evaluator 

Send Contract 

with letter 

 

 

If nothing received w/in 15 days, matter 

closed 

 

If applicant disputes findings, handle by Appeals 

Process section of the Evaluator Guidelines  

 

 

Upon contract return, send out Evaluator Guidelines 

(unless requested before contract is signed) 

 

 

EVALUATOR WORKSHOP NEXT PAGE 

 
  

Review Application 

If application incomplete, return to applicant 

w/deficiencies noted.  Also state that they 

may resubmit when application is complete. 

If not approved, President to send letter to 

applicant allowing 15 days to correct problem 
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EVALUATOR WORKSHOP 

Held by Individual Disciplines 

 

 

 

 

 

 

 

 

After receiving notification of workshop date 

& participants, issue certificates 

 
 

 

 

 

 

OTHER DUTIES 
 

 

After Tests, receive and file Evaluator Critiques & Principal 

Evaluator Observations in appropriate personnelôs file 

Maintain Evaluatorôs Personnel File 

 

Avalanche Area Disaster Land HRD Trailing Water HRD 

Paperwork to be supplied by Evaluator Administrator to 

each disciplineôs Instructor prior to Workshop 

Evaluator 

Instructions 

General Knowledge 

Written Test 

Questions 

Test Questions 

for Discipline 

being tested 

Blank Answer 

Sheets for both 

portions of test 

Correct Answer 

Sheets for both 

portions of test 
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K-9 Evaluator Applicant Checklist 
 

Name:   City:                                                  State:  

Discipline(s):   Check 

applicantôs choice(s):  

 

 

NSDA Member #: 

Affiliation/Team  

REQUIRED DOCUMENTATION CHECK LIST:  

  
 

 

   copy of CPR certification 

 copy of First Aid certification 

 copy of NIMS IS 100.a, NIMS IS 200.a and NIMS IS 700.a certificates  

  
-9 in the 

discipline(s) for which the applicant is applying  

  resume indicating experience in K-9 search and rescue 

 

 

Name:                                                                     City:                               State  

General comments in letter: 

 

INTERVIEW WITH APPLICANT.  

            Comments: 

 

Check applicantôs choice:    

  

Principal Evaluator:  

field operative K-9 handler on at least ten (10) 

missions in each discipline for which they are applying  

K-9 SAR Evaluator status in one of 

the following:  

Á IPWDA, NAPWDA, NASAR, FEMA, USAR, STATE  

-OR- 

Á Evaluator documentation through a leading K-9 team recognized by the NSDA 

(provide letter from team leader and copy of team training criteria) 
 

Apprentice Evaluator:  

field operative K-9 handler on at least five (5) 

documented missions in each discipline for which they are applying  

certified their K -9 in the discipline for which he/she 

is applying. (i.e., certificate from certifying organization) 

 

 

RECOMMENDATION OF EVALUATOR ADMINISTRATOR:  

 

                         
 

 

 

 

signed:  (e signature acceptable): 

 

Upon completion of verification of information, receipt of reference and phone call to the 

applicant, forward this form to the President of NSDA for presentation to the Board of Directors. 
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APPENDICES #1 President Job Description issued:  February 1, 2009 

 
 

In addition and in support of any duties defined in the Bylaws, the President shall: 
 

 Provide leadership to the canine community, the NSDA Board and the organization;  

 Represent the organization, and the profession; support its policies internally and externally;  
Provide overall guidance and supervision to the other officers of the organization; 

 Provide overall guidance and supervision to the committees authorized by either the Board of 
Directors or the President.  This function may be delegated to other officers; 

 Create a climate of cooperation and respect for individuals both within the organization as well 
as the general public; 

 Keep current on the legal changes impacting the organization; 

 Maintain cordial relationship with other search organizations; 

 Assist the Board in planning for the long range growth and improvement of the organization;  

 Monitor the budget and assist the Board in formulating yearly budgets 

 Enforce adherence to the Organization‟s Bylaws and assure the integrity of the Board process; 

 Be authorized to spend up to $200.00 quarterly, over and above the normal operating 
expenditures.  The President will request ratification of expenditures by the Board at the next 
Regular meeting.  

 Communicate with the membership on a regular basis;  

 Execute agreements and legal instruments together with any other officer as permitted by law 
and or Bylaws of the organization; 

 Plan and chair all meetings of the general membership 
 

The President shall maintain a current list of duties and schedules pertaining to their roll to be passed 
on to the next President at the end of each term.   
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APPENDICES #2  Vice President Job Description issued:  February 1, 2009 

 
In addition and in support of any duties defined in the Bylaws, the Vice President shall: 

 

 Contact any committee as needed with relevant material 

 Be the first point of contact for member concerns (dog and /or human) 

 Create a climate of cooperation and respect for individuals both within the organization as well 
as the general public; 

 Keep Board, Testing and Education and Membership advised of any information deemed 
relevant to operational activities 

 Provide overall guidance and supervision for all testing and education.  These tasks may be 
delegated; 

 Oversee the accuracy and consistency of the tests/testing committee 

 Develop and enforce a testing review procedure to ensure that all tests are of a similar difficulty 
when actually administered in the field. 

 Maintain statistics on all testing; 

 Develop and coordinate a testing grievance procedure and insure that complaints are fairly 
resolved.  

 Chair a grievance committee/ethics committee to oversee the following:  

 Supervise a general grievance procedure available to all members  
 

The Vice President shall maintain a current list of duties and schedules pertaining to their role, to be 
passed on to the next Vice President at the end of each term.   
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APPENDICES #3  Secretary Job Description  issued:  February 1, 2009 

 
 

In addition and in support of any duties defined in the Bylaws, the Secretary performs or supervised 
functions including the following: 

 

 Handling and maintaining official NSDA correspondences  

 Record the minutes of each board meeting 

 Periodically be in touch with founding members 

 Assist as needed to ensure that all legal documents are filed on time 

 Will serve as a focal point of communication with the Board of Directors  

 Receiving, answering and filing official NSDA correspondences; 

 Maintaining an official file of all NSDA records (except financial) in a manner that will make 
these records readily accessible to other members; 

 Maintain minutes of all annual membership meetings; 

 Maintain a roster of all voting members 

 Maintain a roster of all Founding Members and provide some form of a unique correspondence 
regularly to these members; 

 Ensure that appropriate notice is given and documentation prepared and delivered for directors 
and general meetings and agendas and related items are distributed;  

 Record the appointment and identification details of directors and their resignations and report 
accordingly to NSDA;  

 Report declarations of interest or conflicts of interests made by directors to a director‟s meeting; 
 

Along with the Treasurer, will assure that Federal and State legal requirements are completed and filed 
in a timely manner. 
 
The Secretary shall maintain a current list of duties and schedules pertaining to their role, to be passed 
on to the next Secretary at the end of each term.   
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APPENDICES #4  Treasurer Job Description issued:  February 1, 2009 

 
 

In addition and in support of any duties defined in the Bylaws, the Treasurer performs or supervised 
functions including the following: 

 

 Prepare and submit quarterly financial reports at the Board meetings 

 Notify NSDA members of monies due or payments made  

 Handle and maintain a record of purchase orders 

 Send contribution information to the secretary 

 File legal documents on time 

 Depositing received funds in an authorized NSDA bank account; 

 Maintaining financial records in a complete and accurate method.   

 Balancing the accounts each month and ensuring that all documentation for income and 
disbursements is kept in order; 

 Maintaining savings account and checking account records and assuring these accounts are 
current; 

 Authorization to maintain and distribute funds from the operational budget of the organization, 
with quarterly reports to the Board for ratification.  

 Preparing, mailing and recording NSDA purchase orders 

 Paying all authorized NSDA obligations in a timely manner; 

 Preparing receipts for all payments and contributions received by NSDA; 

 Notifying the Secretary of payments and contributions received by NSDA; 

 Monitoring the budget and assist the Board in formulating yearly budgets; 

 Assisting the Board in planning for the long range growth and improvement of the organization; 

 Offer investment strategies for the Alliance on an ongoing basis with quarterly Board review; 

 Assuring that Federal and State tax, financial returns and legal requirements are completed and 
filed in a timely manner. 
 

The Treasurer shall maintain a current list of duties and schedules pertaining to their role, to be passed 
on to the next Treasurer at the end of each term.   
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APPENDICES #5  Conflict of Interest  issued:  February 1, 2009 

  
 

Taken from Instructions for Form 1023, Appendix A: Application for Recognition of Exemption Under 
Section 501(c)(3) of the Internal Revenue Code 
 

Article I   
Purpose 

 

The purpose of the conflict of interest policy is to protect this tax-exempt organization‟s (hereinafter known as the 
Organization) interest when it is contemplating entering into a transaction or arrangement that might benefit the 
private interest of an officer or director of the Organization 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.  
 

Article II 
Definitions 

 
1.  Interested Person 

Any director, principal officer, or member of a committee with governing board delegated powers, who 
has a direct or indirect financial interest, as defined below, is an interested person. 
 

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 Organization has a transaction or 
arrangement, 

b. A compensation arrangement with the Organization or with any entity or individual with which the 
Organization has a transaction or arrangement, or 

c. A potential ownership or investment interest in, or compensation arrangement with, any entity or 
individual with which the Organization is negotiating 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 Article II, Section 2, 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.  
 

Article III 
Procedures 

 
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 
directors and members of committees with governing board delegated powers considering the proposed 
transaction or arrangement. 

 
2.  Determining Whether a Conflict of Interest Exists 

After disclosure of the financial interest and all material facts, and after any discussion with the interested 
person, he/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.  
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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/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 Chairperson 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 
Organization 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 directors whether the transaction or arrangement is in the organization‟s best interest, for its 
own benefit, and whether it is fair and reasonable.  In conformity with the above determination it shall 
make its decision as to whether to enter into the transaction or arrangement. 

 
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. 
 

Article IV 
Records of Proceedings 

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

a. 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‟s or committee‟s 
decision as to whether a conflict of interest in fact existed. 

b. 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.  
 

Article V 
Compensation 

 
a. A voting member of the governing board who receives compensation, directly or indirectly, from the 

organization for services is precluded from voting on matters pertaining to their own  compensation. 
b. A voting member of any committee whose jurisdiction includes compensation matters and who receives 

compensation, directly or indirectly, from the Organization for services is precluded from voting on matters 
pertaining to their own 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 Organization, either individually or 
collectively, is prohibited from providing information to any committee regarding compensation. 
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Article VI 

Annual Statements 
 

Each director, principal officer and member of a committee with governing board delegated powers shall, upon 
being seated on the Board or committee, sign a statement which affirms that such person: 

a. Has received a copy of the conflicts of interest policy,  
b. Has read and understands the policy, 
c. Has agreed to comply with the policy, and 
d. Understands the Organization is charitable and in order to maintain its federal tax exemption, it must 

engage primarily in activities which accomplish one or more of its tax-exempt purposes. 
 

The statements shall be kept on file by the Secretary for at least seven (7) years. 
 

Article VII 
Periodic Reviews 

 
To ensure the Organization 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 
shall, at a minimum, include the following subjects: 

a. Whether compensation arrangements and benefits are reasonable, based on competent survey 
information, and the result of arm‟s length bargaining. 

b. Whether partnerships, joint ventures, and arrangements with management organizations conform to the 
organization‟s written policies, are properly recorded, reflect reasonable 

c. investment or payments for goods and services, further charitable purposes and do not result in 
inurement, impermissible private benefit or in an excess benefit transaction. 
 

Article VIII 
Use of Outside Experts 

 
When conducting the periodic reviews as provided for in Article VII, the Organization 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. 
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APPENDICES #6  Membership Application Process  issued:  February 1, 2009 

 
1. Completed applications (see form below) along with the applicable fees, payable to National Search 

Dog Alliance, shall be remitted to the Bookkeeper at the National Search Dog Alliance business 
address at 1302 Waugh Drive, #121, Houston, TX.  77019 or application may be made on the NSDA 
website at www.n-sda.org with electronic payment. 
 

2. To insure that NSDA receives good funds, applications paid for via personal or organizational checks 
will be held ten (10) days before processing.  Applications paid via certified check, money order or 
credit card will be processed as quickly as administratively possible. 
 

3. The Bookkeeper will deposit funds to the NSDA business account within one (1) business day of 
receipt. Receipt is hereby defined as when an application(s) is retrieved from the P.O. Box.  The 
Bookkeeper shall check the P.O. Box to retrieve said applications at least twice weekly.   
 

4. On a weekly basis the Bookkeeper shall scan completed applications meeting the good funds 
criteria and electronically transmit them to the designated Membership Chair or send them by mail. 
 

5. Monthly, the Bookkeeper will forward to the Treasurer a copy of membership funds received.  
 

6. The Membership Chair shall process the application as soon as administratively possible, but it must 
be within five (5) business days of receipt of the Application from the Bookkeeper.  (S)He will then: 

 email the applicant, thanking them for joining NSDA; 

 send the new applicants‟ names and email addresses to the Newsletter editor;  

 add the applicants‟ names to the membership and e-mail excel lists; 

 email the new applicants regarding NSDA discount programs 
 

7. The Membership Chair will periodically send updated membership and e-mail lists to the Secretary 
and Vice President.  (S)He shall forward all applications to the Secretary and a copy to the Vice-
President.  The Secretary shall maintain a permanent file of membership applications and maintain a 
database of member information. The Vice President will maintain a backup copy. 
 

8. The Membership chair will send new membership application information in a timely manner to 
Continental Kennel Club for printing of membership cards. (see sample below)  Upon return, the 
cards will be double checked against the membership list and the new cards will be issued.   
 

 
9. The Membership chair will send membership card information to Shawn K Hitchcock -  e-mail 

address: shawn@ckcusa.com 

Format: 

member #` exp date first middle last address city state zip affiliation 

Information is mailed the last day of the month. All applications received up to that date are included. 
The expiration date on the card is the last day of that month for the next year. 

The new month starts on the 1st of the month.  Do not date membership dates other than the last date 
of the month received.  

http://www.n-sda.org/
mailto:shawn@ckcusa.com
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APPENDICES #7  Hernandez Sponsorship issued:  February 1, 2009 

 
GUIDELINES 

 
1. There shall be a NSDA member appointed by the President to act as Sponsorship Coordinator and 

liaison with Kai Hernandez. 
2. During the first week of June of each year, the Sponsorship Coordinator will contact Mrs. 

Hernandez and verify that she wishes to continue the sponsorship and the funding levels.  This 
may take place prior to June, however not so far in advance that a significant time lapse is 
encountered.  The Sponsorship Coordinator will have the notice of sponsorship released to the 
membership during June of each funded year.  The notice and application shall be made available 
via the NSDA web site and the newsletter. After the sponsorship notices are released, the 
Sponsorship Coordinator will request the funding from Mrs. Hernandez. 

3. The applications shall be sent to the Sponsorship Coordinator.  The closing date for applications 
will be 31 August of each sponsorship year.   

4. The President and Sponsorship Coordinator may select up to two others in addition to the 
Sponsorship Coordinator to review the applications and select the recipient.   

5. The recipient shall be notified prior to 9/11.  Mrs. Kai Hernandez shall be notified of the recipient 
prior to the public release.  The public release shall be made on 9/11 of each year.  

6. The recipient may select a dog or puppy of any breed that is appropriate and generally accepted 
as suitable for Search and Rescue. 

7. The recipient shall be instructed to keep the Sponsorship Coordinator advised as to the status of 
their progress in selecting a suitable dog.  Once a dog or puppy is selected, the recipient shall 
notify the Sponsorship Coordinator of the selection.  It is preferred that any payments be made 
directly to the vendor supplying the dog or puppy.  However, in light of the fact that not all breeders 
or other outlets will accept payment from third parties, the following conditions must be met in all 
cases: 

a. The recipient must supply the Sponsorship Coordinator with an invoice that shows the vendor with 
name, address and contact information, and 

b. The type of dog or puppy, the cost of the dog or puppy, and whether the dog or puppy was 
delivered. 

c. If payment is to be made directly to the recipient, the recipient must provide proof that payments 
were made to the vendor and of the amount. 

8. Upon receipt of the required paperwork the Sponsorship Coordinator shall review the documents 
and ensure that they are complete and meet the requirements for the sponsorship.  Once the 
Sponsorship Coordinator is satisfied, he or she will send copies of the paperwork to accounts 
payable for NSDA along with authorization to pay the vendor or recipient as appropriate.  The 
invoices will then be paid as appropriate.   
 
The Sponsorship Coordinator will also be responsible for sending periodic updates and information 
regarding the recipients to Mrs. Hernandez.  The Sponsorship Coordinator will also forward 
updates on the dog‟s progress to be included in the NSDA Newsletter and placed on the Website. 
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APPLICATION FOR NSDA CANINE SPONSORSHIP 

 

Applicant must: 

1. Be a member of NSDA.  (The dog will be signed over to the individual.) 

2. Agree to train the dog for Area Search/Air Scent, Disaster or both. 

3. Agree to seek acceptable Canine Certification within two (2) years of receiving the dog. 

4. Agree that, if the recipient stops participating in Canine SAR within four (4) years of receiving  

 the dog or fails to continue to meet the sponsorship requirements, they will notify the NSDA.   

 The breeder and/or sponsor will have the right to request the dog be returned. 

5. Agree to be bound by the breederôs contract, if any. 

 

Closing date for receipt of application is 31 August 2008.  Applications received after  

this date will not be processed. 

 

Applicantôs Name: ____________________________________________________________ 

 

Applicantôs Address: __________________________________________________________ 

 

Applicantôs Phone(s): __________________________________________________________ 

 

Applicantôs E-mail: ___________________________________________________________ 

 

NSDA Membership Number: ___________________________________________________ 

 

Team or Organization affiliation: ________________________________________________ 

 

Team or Organization Address: _________________________________________________ 

 

Team or Organizational Supervisor: _____________________________________________ 

 

Contact information for Supervisor: _____________________________________________ 

 

Describe in 500 words or less why you wish to receive this sponsorship and the purpose for which the dog 

will be used.  Include training resources available to you. 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 

 Send application to:  Art Wolff, Attention Sponsorship Program at arthur.wolff@leo.gov  

 

  

mailto:awolff1@leo.gov
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National Search Dog Alliance Membership Application 

APPLICANT INFORMATION 

Name: 

Phone: Secondary Phone: Fax: 

E-mail address (Will be used to communicate NSDA news and announcements to you): 

Mailing address: 

City: State: ZIP Code: 

County or Province: Country: Other: 

ORGANIZATION OR AGENCY AFFILIATION INFORMATION 

Name of Organization or Agency: 

Position or Title: Specialty:  

Mailing address: Web Site: 

City: State: ZIP Code: 

Phone: Fax: Other: 

MEMBERSHIP LEVEL DESIRED (CIRCLE): 

Individual Member: $40.00 yearly 
New                       Renewal  

 
Lifetime Member:  $500.00/one time 
only 

HOW YOU CAN HELP ï PLEASE LIST YOUR SPECIAL SKILLS AND AREAS OF INTEREST 
LET US KNOW IF YOU ARE WILLNG TO WORK ON A PROJECT OR SERVE ON A COMMITTEE 

 

 

 

 

 

 

 

 

 

 

 

SIGNATURE (SIGN ONLY IF YOU WANT TO BE LISTED IN THE MEMBERSHIP DIRECTORY) 

By signing below I herby authorize National Search Dog Alliance to publish my name, organizational affiliation and e-mail address 
in the organizationôs online membership directory.   

Signature of applicant: Date: 

 

Completed applications and membership fees, payable to National Search Dog Alliance, should be 
sent to:  NATIONAL SEARCH DOG ALLIANCE, 1302 WAUGH DRIVE, SUITE #121, HOUSTON, TX 
77019 


