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ABBREVIATIONS FOR REFERENCE

ITEMS HAVE BEEN REFERENCED WITH THE FOLLOWING LETTER
ABBREVIATIONS:

BMB: BOARD MEMBER BOOK, CURRENT EDITION.

GCC: GUIDE FOR COMMITTEE CHAIRS

OMDBY: OMDA BYLAWS (USUALLY THE ARTICLE AND SECTION ARE CITED)
OMDDD: OMDA DISTRICT DIRECTORY, CURRENT YEAR

REFERENCES CITED ARE THE MOST RECENT EDITIONS AS OF THE CURRENT
FISCAL YEAR.

A CURRENT LIST OF COMMITTEE CHARGES IS APPENDED TO THIS
DOCUMENT
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1.0 DOCUMENT DESCRIPTION

1.1 This document contains expressed policies and procedures established for the operation and
activities of the Ohio-Meadyville District of the Unitarian Universalist Association.
Hereafter, the term OMDA refers to the structural entity of the Ohio-Meadyville District
Association, including its officers, its committees, and its office; the term OMD refers to
the Ohio-Meadpville District, the more nebulous entirety of congregations, people,
organizations, and activities which the OMDA serves and promotes; and the term UUA
refers to the Unitarian Universalist Association, Inc. The definition, geographical extent,
purpose, and membership of the OMD and the OMDA are set out in Articles I, II, and III of
the Bylaws of the OMDA.

1.2 Anpolicy is defined as a general rule which governs the activities of an organization; a
procedure is defined as a method by which activities are accomplished. Procedures which
affect the rights of individuals and OMD organizations are considered policies. OMD
policies and procedures are designed to promote and facilitate the purposes of the OMD
and the OMDA. Those purposes are:

1.2.1 To cultivate cooperative relationships among the member congregations and their
constituencies;

1.2.2 To promote the religious life of these congregations;

1.2.3 To assist member congregations to carry on active and effective programs within their
respective communities;

124 To cooperate, as an autonomic division, with the Unitarian Universalist Association;
and

1.2.5 To assist in the formation of new societies within the geographical limits of the
District (OMD).

1.3 Any policy or procedure not expressed in this document must be consistent with the
purposes enumerated above, and the Bylaws of both the OMDA and the UUA.

14 No policy or procedure associated with the OMD may in any way suggest discrimination or
harassment against any person because of race, color, religion, sex, national origin,
ancestry, age, marital status, disability or sexual orientation.

2.0 GENERAL POLICIES AND PROCEDURES

2.1 The following policies and procedures apply to all activities involving the OMDA and any
other OMD district-wide activities.

2.2 OMD POLICY STATEMENTS AND ENDORSEMENTS

2.2.1 The OMDA Board of Trustees is responsible for all policy statements issued in the
name of the OMD. All policy statements, endorsements, and other such activities
using the OMD name must be reviewed and approved by the Board.
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2.3 ESTABLISHING POLICIES AND PROCEDURES

2.3.1 In general, the OMDA Board of Trustees is responsible for all OMDA policies and
formal procedures.

2.3.2 Any policy which concerns more than one OMDA entity must be reviewed and
approved by the Board. Internal policies within one OMDA entity must be
documented and available to the Board for review.

2.3.3 Policies of individual congregations are exempt from OMDA Board review as long as
they do not affect other OMDA entities.

2.34 Established procedures should be documented and available to the Board for review
(congregations excepted).

2.3.5 Policies and procedures established by the Board go into effect when the corrected
minutes of the meeting wherein they are approved are disseminated, unless otherwise
specified.

24 DOCUMENTATION

24.1 All documentation of Bylaws, policies, procedures, and other codes of activities shall
be clearly marked with the date of establishment on every item or page, which ever is
smaller.

2.5 CALENDAR OF EVENTS AND ACTIVITIES

2.5.1 The OMDA Office keeps the official calendar of the OMD and updates it as events
and activities are scheduled. This calendar is published in District Doings, the
congregational packets, and the District website, and is available on request from the
OMDA Office. Potential dates for activities should be checked with the OMDA
Office. No OMD activities are to be scheduled that conflict with the OMDA District
Assembly.

2.6 DISTRICT DIRECTORY
2.6.1 The OMD Directory shall be maintained annually. Revisions and updates shall be

published and made available through a variety of means.

2.7 PUBLIC WITNESS OF THE OMD

271 In general, the OMDA Board of Trustees is responsible for all public statements of
the District.

2.7.2 The OMDA Board will utilize the UUA’s Public Witness Priorities as a basis for
making decisions about speaking as a District.

2.7.3 The OMDA Board may bear witness in a time of extraordinary circumstances with a
unanimous voice.

2.74 The OMD delegates the responsibility of making public statements to the District
Executive or the OMDA President.
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2.8 OMD MEMBERSHIP IN OTHER ORGANIZATIONS

2.8.1 The OMD is not to be a member of record in other organizations

3.0 OMDA BOARD OF TRUSTEES POLICIES AND PROCEDURES
3.1 DEFINITION, STRUCTURE, FUNCTION, AND PURPOSE

3.1.1 The definition, structure, function, and purpose of the Board of Trustees of the
OMDA, including the duties of its officers, are set out in Articles V and VII of the
Bylaws of the OMDA. Elections of members, meetings, and powers and duties shall
be in accordance with those Bylaws.

3.2 MEETING POLICIES

3.2.1 Board meetings are open to members in good standing of any congregation of the
OMDA, or to religious professionals serving an OMDA congregation. Such observers
shall identify whether or not they are designated representatives of their congregation
before speaking on items of substance. When the Board is in executive session, the
meeting may be closed to non-Board members.

3.2.2 Minutes, including action items, shall be distributed to Board members as soon as
possible after meetings. Corrected minutes shall be sent to committee chairs,
members of OMDUUPRL, District staff, and member congregations.

3.2.3 Minutes shall clearly isolate and state policy decisions which affect the future of
OMD activities.

3.3 BOARD RETREAT

3.3.1 The Board shall have at least one retreat each year to introduce new members, excite
Board commitment, review the Board’s long-term vision, and set goals,
implementation and accountability for the coming year.

34 HOSTING A BOARD MEETING

3.4.1 General expectations of a congregation hosting an OMDA Board meeting include
meeting space, meals (reimbursed by the OMDA except in the case of meals arranged
by congregation members). Home hospitality may be requested.

3.4.2 Arrangements for hosting Board meetings are determined by mutual consent between
the OMDA President and the congregation as far in advance of the meeting as
possible.

3.4.3 The Board would like the opportunity to socialize with members of the host
congregation and its minister (if there is one), at any convenient time to be arranged.

3.5 GENERAL RESPONSIBILITIES AND EXPECTATIONS OF BOARD MEMBERS

3.5.1 Board members are expected to participate in Board activities as follows:
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3.5.6
3.5.7
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To adhere to the Board Covenant with itself;
To be familiar with all Bylaw and policy documentation of the OMDA;

To review agenda and written materials distributed prior to Board meetings and be
prepared for discussion and decision;

To participate as liaisons to OMD member congregations, to advertise and promote
District activities and resources, and to bring needs and concerns to the attention of
the Board;

To participate as needed on special ad-hoc Board projects as assigned;

To search out and identify potential leaders for the OMDA.

3.6 RESPONSIBILITIES OF OFFICERS

3.6.1

3.6.2

3.6.3

3.64

3.6.5

3.6.6

In addition to the duties enumerated in the OMDA Bylaws, officers of the Board are
expected to do the following:

The President shall send an agenda and pertinent materials for Board meetings to
Board members not less than ten days prior to a scheduled meeting;

The President shall attend, or send a Board Member in his/her place, to the UUA
General Assembly and UUA District Presidents’ meetings;

The Vice President shall participate with the OMDA Office and the host congregation
in planning the OMDA District Assembly, and shall be chairperson of the ad hoc
District Assembly Committee.

The Treasurer shall provide a written report of the state of the treasury at each Board
meeting.

The Secretary shall write notes of welcome to all new chairpersons, and notes of
appreciation to all outgoing chairpersons. Copies of these letters should be sent to
Presidents of the respective congregations.

3.7 REVIEW OF OMDA BYLAWS AND POLICIES

371

372

The OMDA Board of Trustees shall maintain, review, and initiate changes in the
OMDA Bylaws and Policies and Procedures documents in a regular and timely
manner.

All prospective amendments to the Bylaws must be submitted to the Board for review
and presentation to the OMDA membership. Final approval of any Bylaw
amendments must be brought before the OMDA membership in the manner stated in
Article XI of the Bylaws.
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The OMDA Board of Trustees is fully responsible for all Policies and Procedures
beyond those policies specifically contained in the Bylaws. All such additional
Policies and Procedures shall not conflict with the Bylaws.

All prospective changes in Policies and Procedures must be approved by the Board.
Committees and other OMDA organizations may establish their own policy
documents, subject to review and approval by the Board.

3.8 REVIEW OF COMMITTEES

3.8.1

3.8.2

384

The OMDA Board of Trustees shall establish, maintain, and review all committees of
the OMDA with the exception of the Nominating Committee (as stated in Article IX
of the Bylaws).

At the first Board meeting following the OMDA District Assembly, the Board shall
review the list of committees and their charges, and make committee liaison
assignments.

Through review of liaison reports and documentation submitted by the committees
themselves (budget requests and reports, meeting and activity reports), the Board
shall monitor the effectiveness and progress of individual committees at least
annually.

3.9 PERIODIC AUDIT REVIEW

39.1

The OMDA Board of Trustees is responsible for arranging for a periodic, independent
audit review. The Treasurer is responsible for providing the appropriate financial
documentation to the chosen reviewer.

3.10 BOARD EXPENSE GUIDELINES

3.10.1

Board members are entitled to reimbursement for reasonable expenses incurred in
exercising their Board duties.

3.10.2 Board members shall be reimbursed for reasonable expenses incurred in attending

3103

3.104

Board meetings. Recognized travel expenses are automotive mileage, meals, lodging
and other expenses as approved by The Board. If a Board member chooses
accommodations other than those provided by the Executive committee, he/she will
be responsible for the difference in the expense, if any. Travel for attendance at the
OMDA District Assembly will be reimbursed only if a Board meeting is held at that
time.

Board members shall be reimbursed for liaison expenses such as telephone, copying,
and postage. Expenses for visiting congregations and attending committee meetings

must have prior approval, either by the OMDA President or by inclusion as a budget
item.

Guidelines for expenses appear in Section 7: Expenses and Reimbursement.
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40 COMMITTEES

4.1 This section contains policies and procedures for committees and committee chairs.

4.2 CREATION AND TERMINATION

4.2.1 The OMDA Board of Trustees is responsible for the creation and termination of all
committees of the OMDA, except the Nominating Committee. The list of committees
for the current fiscal year may be found as an Appendix to this document.

4.3 CHARGE, MISSION, AND POLICY DOCUMENTS

4.3.1 Each committee must have a declared charge from the Board. Each committee is
responsible for the creation of a mission statement, goals, and document of policies.

44 COMMITTEE MEMBERSHIP

4.4.1 Each member of a committee shall be a congregant of record of a member
congregation of the OMDA (Article IX of the Bylaws), or a religious professional
serving an OMDA congregation.

4.4.2 Chairs of committees must be approved by the OMDA Board, but may be initiated by
the committee.

4.5 CHAIR RESPONSIBILITIES

4.5.1 Refer to Guidelines for Committee Chairs

4.6 MEETINGS

4.6.1 Committees must hold at least one meeting per year, and are urged to hold more.
Telephone and electronic meetings are acceptable.

4.6.2 The OMD provides a conference call service for use by its committees and task
groups. Groups wishing to use the conference call service must adhere to the
following policy:

4.6.2.1 All calls must be for the purpose of doing district business.

4.6.2.2 All calls must be scheduled with the district office. Once a date and time is
confirmed, the person arranging the call will be given the conference call phone
number and instructions to use it. This is to prevent multiple groups from trying
to use the service at the same time.

4.6.2.3 Use of the conference call number requires that each participant in the call pay
long-distance charges. For conference calls for district committees and task
groups, these charges are reimbursable from the committee's budget line if the
participant submits an expense form with the appropriate documentation and
signatures.
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4.7 COMMITTEE LIAISON RESPONSIBILITIES

4.7.1

Liaisons to committees are charged with facilitating formal and informal
communications between the Board and committees. Liaisons shall keep in contact
with committee chairs or other designated committee members, and provide written
reports for each Board meeting. Liaisons are expected to attend some committee
meetings, advise committees of OMDA resources and vision, and convey OMDA
concerns and policies.

4.8 COMMITTEE FINANCES

4.8.1

4.8.2

4.8.3

484

4.8.5

4.8.6

Each committee shall submit a budget request outlining proposed committee expenses
for the upcoming fiscal year. Committee budget requests must be submitted by
October 1 of the current fiscal year.

The amounts budgeted for each committee shall only be used for actual committee
expenses and reimbursement to members for necessary expenses, i.e. travel, meals,
telephone, postage, and copying. All event planning expenses are to be included as
committee expenses. All reimbursement requests must be on proper forms and
include receipts (except for mileage). The committee chair or other designated
committee member shall track expenses.

Requests for reimbursement and other payment authorizations must be signed by the
committee chair and submitted to the OMDA Office. Expense reports for mileage
only may be submitted by email to the OMDA Office.

Requests for reimbursement will not be honored if submitted more than 90 days after
incurring the expense.

Expenses will be reimbursed no later than 30 days after receipt of vouchers by the
OMDA.

Travel, lodging, and meal expense guidelines are presented in Section 7: Expenses
and Reimbursements.

5.0 EVENTS
51 SCOPE

S5.1.1

For the purposes of these Policies and Procedures, the term ‘event’ shall include all
OMDA events, programs and institutes, whether such events are committee- or
OMDA-sponsored.

5.2 STATEMENT OF PROJECTED EVENT FINANCES

521

Annually, event sponsors shall prepare a projected statement of income, expense, and
net gain/loss for each event, to be submitted to the OMDA Board for review.
Statements shall be submitted by October 1 of the fiscal year preceding that of the
proposed event. Upon review, detailed projected budget information for an event may
be requested by the OMDA Board.
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5.3 EVENT FINANCIAL PROCEDURES

531

53.2

533

534
53.5
5.3.6

53.7

5438

549

Contracts for OMD events and check requests for facility deposits that obligate the
OMDA are to be signed by the District Executive (preferred) or one of the four
officers of the OMDA board. Contracts up to $5000 require one signature, contracts
over $5000 require two signatures, one of which must be the OMDA President. All
contracts and facility deposits are to be filed with the OMDA Office with copies to the
bookkeeper.

An administrative cost support fee of $5 per person 13 years and older per day of
events is to be returned to the OMDA budget for each OMDA sponsored event. This
fee will cover costs of services provided such as: communications including web
postings, contract administration, bookkeeping services, bill paying, telephone
support and other staff activities that result in operating experiences for the OMD.
This fee is expected to take effect for all events after 1/1/08. These fees will be used
to offset budgeted operating expenses. Fees may be waived by the District Executive.

All revenues shall be deposited with the OMDA office within two weeks of the
event’s end. When revenues are sent via a third-party carrier or the US Postal Service,
item tracking shall be provided by the sender.

Event expenses shall not be paid directly from revenues received locally at the event.
All expenses shall be paid through the OMDA office.

The sponsoring committee shall submit a financial summary report, detailing income
and expenses to the OMDA Office within four weeks of the event’s end.

Any income in excess of expenses and the administrative cost support fee from
OMDA events will be put into an Event Scholarship Fund. This will be a co-mingled
fund that any participating committee may make a request to the district staff for
specific purposes. An exception is for Summer Institute where excess of income over
expenses will be accounted separately for their own usage.

Refunds for OMD events may be given if requested within 60 days after the event
and with the authorization of the sponsoring committee chair or their designee.
Refunds may be authorized after 60 days only if extreme extenuating circumstances
exist. To obtain a refund, a OMDA refund form must be completed and filed with the
OMDA office.

Any registration that is cancelled will be charged a $5 processing fee by the OMDA
office. Committees may set their own cancellation policies including amounts and
deadlines, but this minimum fee must be charged to cover administrative fees
incurred by the OMDA office.

54 ACKNOWLEDGEMENT

54.1

OMDA events shall acknowledge the OMDA sponsorship on all published materials
and advertisements.
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6.0 COMMUNICATION
6.1 GENERAL

6.1.1 The following Policies and Procedures apply to the various communications among
the organizations within the OMDA and its member congregations. The OMDA and
its Board of Trustees supports and encourages communication between all parts of the
OMD. It is expected that all communications in the name and business of the OMD
and its Association will be courteous and timely, and not deprecating of any
individual or group, whether within or outside the OMD.

6.2 FORMAL OMDA BOARD OF TRUSTEES COMMUNICATIONS

6.2.1 The following are communications expected from the Board of Trustees. The Board
is entrusted to oversee all policies, procedures, and structure to enable the vision of
the OMDA membership. It is a policy of the Board to report and disseminate its
deliberations and decisions which affect the OMD. Such reporting includes:

6.2.2 The minutes of its meetings (except for deliberations concerning the privacy of an
individual) shall be published.

6.2.3 The Board shall oversee the publication of the Annual Report for the District
Assembly of the OMDA.

6.24 The Board shall ensure the timely publication of the OMDA Calendar of Events.

6.2.5 The Board shall provide annually a committee information packet to each committee
chair that includes these Policies and Procedurg$ncluding charges to the
committees), the Guidelines for Committee Chajr®mmittee submittal timeline,
expense reimbursement forms and additional materials as required.

6.2.6 Liaisons to committees are charged with facilitating formal and informal
communications between the Board and committees. Liaisons shall keep in contact
with committee chairs or other designated committee members, and updates for each
Board meeting. Liaisons are expected to attend some committee meetings (without
vote), advise committees of OMDA resources and vision, and convey OMDA
concerns and policies.

6.3 FORMAL OMDA COMMITTEE COMMUNICATIONS

6.3.1 The following communications are expected from OMDA committees to the OMDA
Board and the OMDA Office. Other procedures not mentioned here appear in the
policies for individual committees and the Guidelines for Committee Chairs

6.3.2 The committee shall provide its meeting minutes for Board review and evaluation.
Copies of all meeting minutes shall be sent to the OMDA Office and the assigned
OMDA liaison.

6.3.3 Every committee shall submit, for inclusion in the OMDA Annual Report, a written
report covering the prior 12 months, which includes the charge of the committee,
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major accomplishments, a finance report and a roster of committee membership. This
report shall be submitted to the OMDA Office at least 45 days in advance of the
District Assembly.

6.3.4 Larger committees and other organizations may wish to designate one of their
members as OMD Affairs Officer, to work with the liaison. The committee chair or
OMD Affairs Officer should expect or initiate communication with the liaison prior to
Board meetings.

6.3.5 Committees may submit material for inclusion in District Doings,the Congregational
Packet, the OMD Website and email lists as appropriate.

6.3.6 Committee chairs shall provide notification for meetings, teleconferences and events
to the OMDA Office as soon as scheduled.

64 THE OMDA OFFICE COMMUNICATIONS

6.4.1 The OMDA Office shall publish the District Calendar of Events; the District
Directory; District Doings event brochures; the Annual Report; and the agenda for
the OMDA District Assembly. The Office shall provide additional information on
OMDA and UUA resources upon request.

6.4.2 Materials for distribution at events require a two week lead time to print. Advertising
materials for activities require at least four weeks lead time to insure proper mailing.

6.4.3 The Office shall provide reproduction and distribution services for OMDA
communications.

6.5 LINES OF COMMUNICATION

6.5.1 Formal communications should be in writing, and have a written or telephone
acknowledgment upon reception. E-mail is equivalent to writing, if an
acknowledgment is received. The following lines of communication are available for
the stated purposes, and should be used unless ineffective. Ineffective communication
should be reported to the liaison, the OMDA President, and/or the District Executive.

6.5.2 OMDA liaisons are the preferred choice for communication among OMDA
committees, member congregations, and the OMDA Board.

6.5.3 Communications involving sensitive or personal issues should be directed to OMDA
President or the District Executive. When there is a question about the possible
sensitivity of an issue, consult the OMDA President or the District Executive.

6.54 Communications involving OMDA and UUA resources should be directed toward the
appropriate committee chair, the OMDA Office, and/or the District Executive.
Liaisons serve as information sources for resources.

6.5.5 Materials for submission in District Doingsshould be clearly identified as such and
sent to the OMDA Office.
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7.0 EXPENSES AND REIMBURSEMENTS
7.1 GENERAL

7.1.1 Expenses incurred in the service of the OMDA will be reimbursed according to the
following general guidelines. Receipts must be provided with an expense accounting.

7.1.2 Automotive Mileage: As established by the IRS for not-for-profit organizations.
Receipts are not required.

7.1.3 Other Travel: As approved by the OMDA Board.

7.14 Lodging: Reasonable and customary for the locale, as determined by the OMDA
Office. Individuals are encouraged to use home hospitality and to share
accommodations.

7.1.5 Meals: A maximum of Forty ($40) dollars per day.

7.1.6 Expenses such as paper, copying, telephone, and/or postage will be reimbursed at
cost.

8.0 MOVIES
8.0.1 Showing of Movies at District Events. In compliance with federal copyright laws,

District organizations may only show movies at district events if they meet the
exemptions permitted under law or they have obtained the appropriate license to show
the movie. Exemptions include: 1) the movie has “audiovisual rights” for non profit
organizations; 2) the movie is not labeled “for Home Use Only”; 3) the movie is
being used for face to face instruction in a classroom with attendance limited to the
teacher and students and is part of the teaching activities of the institution and
curriculum. To find out more about obtaining a license, visit Church Video License at
www.ccli.com. If you have questions about if your group’s situation meets the
copyright guidelines or needs a license, please contact the District Office.


http://www.ccli.com
http://www.ccli.com

Ohio-Meadville District Policy and Procedures ~ February 20084~

APPENDIX
COMMITTEES AND COMMITTEE CHARGES

Accessibility Committee - The charge to the Accessibility Committee is to raise awareness of
accessibility issues in the OMD and to act as a resource for accessibility planning.

Commissioned Lay Leader Committee - The charge to the Commissioned Lay Leader
Committee is to oversee the program of Commissioned Lay Leadership.

Finance Committee - The charge to the Finance Committee is to advise the Treasurer and
OMDA Board in financial matters, including investments.

Friends of the OMD Committee - The charge to the Friends of the OMD Committee is to
promote individual giving to the OMDA.

Leadership Development Committee - The charge to the Leadership Development Committee
is to provide the vision for leadership by planning, promoting and managing leadership activities;
and by developing a comprehensive plan for leadership training.

Lifespan Faith Development Committee - The charge to the Lifespan Faith Development
Committee is to foster the integration of life span religious education into Unitarian Universalist
congregational life.

Mens Retreat Committee - The charge to the Mens Retreat Committee is to plan for and carry
out the Men’s Retreat.

Nominating Committee - The charge to the Nominating Committee is to prepare the appropriate
slate of nominees for office as required in the by-laws, Article X. Committees, Section 2.

Social Justice Action Committee - The charge to the Social Justice Action Committee is to
provide support to OMD congregations to create and conduct social justice programs.

Summer Institute Committee - The charge to the Summer Institute Committee is to plan for
and carry out Summer Institute.

UU Young Adult Network - The charge to the UU Young Adult Network is to coordinate plan
and facilitate activities for young adults throughout the OMD.

Winter Institute Committee - The charge to the Winter Institute Committee is to plan for and
carry out Winter Institute.

WomenSpirit Committee - The charge to the WomenSpirit Committee is to plan for and carry
out WomenSpirit conference.

Youth Adult Committee (YAC) - The charge to the Youth Adult Committee is to coordinate,
plan and facilitate activities for youth throughout the OMD), under the general direction of the
Board.



