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Supplemental Operating Procedures 
and Policies

______________________________

Updated October 2015
Introduction 
This document establishes or provides additional information concerning operating procedures and policies for the North Lake Tahoe Resort Association, a 501(c)(4) non-profit public benefit corporation. The information contained herein is supplementary to the operating procedures and policies set forth in the NLTRA’s adopted Bylaws and other documents and agreements which establish procedures and policies.  The NLTRA’s Bylaws were most recently updated by action of the Board of Directors in December 2007.

Table of Contents

North Lake Tahoe Resort Association Committees


Page
  3
Definition of Committee Responsibilities and Membership

Process for Appointing Committee Members

Organizational Communications




Page
  8
Document Destruction Policy





Page    9
Conflict of Interest Policy





Page
10

Conflict of Interest Policy Annual Statement



Page  14
Contract Compliance Policy





Page 
15
Travel Policy







Page
16
Credit Card Policy







Page
20
Marketing Reserve Policy





Page
22
Procurement Policy






Page  24
Determination of Exemption to Competitive Bidding Form
Page  27
Memorandum of Agreement





Page  28
Consultant Services Agreement




Page  32
Contract Routing Form






Page  36
North Lake Tahoe Resort Association Committees
Definition of Committee Responsibilities and Membership
As of the publication date of this document, the NLTRA has five standing committees (Joint Capital Investment/Transportation, Marketing, Business Association and Chamber Collaborative, Lodging, Finance, Conference Sales Committee.) There is a Master Plan Task Force, and other task forces as needed.  The NLTRA Board annually appoints an Elections Committee, whose function is to organize and conduct the annual Board Election.  Additionally, the Board appoints members to serve on the North Lake Tahoe Marketing Cooperative board (NLTMC) as part of its agreement with the Incline Village Crystal Bay Visitors Bureau (IVCBVB) to fund and implement the North Lake Tahoe Marketing campaign. The Joint Capital Investment/Transportation Committee is contractually designated by Placer County. 
An Executive Committee of the NLTRA Board will meet monthly with the CEO/Executive Director to go over contracts, agendas, staffing and other issues of importance.  Members of the Executive Committee consist of all current officers and Past Chair if he/she is willing.   

Each NLTRA committee and subcommittee includes members of the NLTRA Board, as well as community or business members.  The membership of each committee/subcommittee is defined below. 

Standing Committees
Capital Investment/Transportation Committee
The role of the Capital Investment Committee is to provide input and direction to staff and to advise the NLTRA Board on any and all matters pertaining to infrastructure and transportation planning, budgets, programs and projects.  Committee responsibilities include the consideration of infrastructure project applications as well as proposed transportation projects and expenditures.  Following such consideration, Committee recommendations are submitted to the NLTRA Board of Directors for consideration and action.  The annual NLTRA-Placer County Agreement defines which infrastructure and transportation project expenditures approved by the NLTRA Board must be submitted to the Placer County Board of Supervisors for final consideration and approval. 

Committee Membership
Consistent with terms of the annual NLTRA-Placer County Agreement, there are a total of 16 members with the following representation:  up to three NLTRA Board members, three Placer County representatives (one member representing the Placer County Executive Office, one member representing Placer County Tahoe Area Regional Transit, one member representing Placer County Department of Public Works, two members representing the Truckee North Tahoe Transportation Management Association, two representatives from Special Districts that provide visitor services, and six Community At-Large members who have expertise and/or interest in infrastructure development projects, transportation programs and projects, and related issues.  All jurisdiction and entity members are appointed by the representative jurisdiction, and accepted by the NLTRA Board of Directors.  Special District representatives will be rotated between the Districts.  The Community At-Large members are appointed by the NLTRA Board and approved by the County Executive Office.  The Committee quorum members serve two year terms, with six terms expiring every other year.  Committee members can be reappointed by the NLTRA Board and/or the representative jurisdictions and entities.
Marketing Committee
The mission of the NLTRA Tourism Division is “to promote North Lake Tahoe as a travel destination with the purpose of increasing travel spending within the region, including year-round occupancy and length of stay, generating additional Transient Occupancy Tax (TOT) revenues, sales tax revenues, and maximizing exposure and promotion of North Lake Tahoe on a regional, national and international level.”  The role of the Marketing Committee is to provide input to staff and advise the Board on all matters related to the NLTRA’s marketing strategies, plans, programs, budgets and outcomes.  Following such consideration, Committee recommendations are submitted to the NLTRA Board for consideration and action.

Committee Membership
In addition to an appointed NLTRA Board member, this Committee consists of marketing and sales professionals from community businesses and organizations.  An effort is made to ensure a diversity of representation from geographic areas as well as types of businesses and organizations. Based on adopted NLTRA policy, Committee membership is up to 15 members.  Members serve a three -year term and may be reappointed.  A quorum will consist of a majority of members present to include one board member.
Business Association and Chamber Collaborative
This group will meet monthly and will determine the allocation of Marketing Grant funds of $10,000 for each Eastern Placer County Business Associations, coordination of events calendar, Special Events Grants review and allocation, and joint in-market promotions to include Touch the Lake, Peak Your Adventures, Shop Local, High Notes and other campaigns that may be developed, funded, and approved by the Marketing Committee and Board of Directors.
Committee Membership
In addition to appointed NLTRA Board member, committee membership is defined as follows: one staff member and one representative each from the North Tahoe Business Association (NTBA), Tahoe City Downtown Association (TCDA), West Shore Association (WSA), Squaw Valley Business Association (SVBA), Incline Village Business Association, and the Northstar Village Retailers Association (NVRA), and up to 2 seats to be filled by members, or representatives of members, of the North Lake Tahoe Chamber of Commerce.      Business association staff and representatives serve at the pleasure and term of their association. The quorum will consist of a majority of members present to include one board member.
Finance Committee  

The role of the Finance Committee is to provide input and direction to staff and to advise the Board on any and all matters pertaining to the present and future budgets, and all financial matters related to the corporation.  Committee responsibilities include the review and consideration of monthly financial statements, forecasts, annual budgets and related matters.  As appropriate, the committee makes recommendations to the NLTRA Board of Directors, particularly with regard to monthly financial statements, and the annual NLTRA budget.

Committee Membership
In addition to appointed NLTRA Board members, at least one member of the committee can be appointed to represent the membership and community at-large.  It is preferred that this member have a background in finance, accounting or a related profession. This committee will be chaired by the Board Treasurer and will serve for a one year term. Quorum is a majority of members to include one board member. 

Lodging Committee

As directed by the NLTRA Board, the duties of this committee are to review and provide input to the NLTRA Board of Directors regarding marketing programs from a lodging supplier’s perspective, including continuous review of the NLTRA’s consumer Website to ensure optimal functionality for the booking of reservations by lodging suppliers.

Committee Membership
In addition to appointed NLTRA Board member, committee membership shall consist of up to 15 representatives of lodging suppliers which are members of the NLTRA/North Lake Tahoe Chamber/CVB/Resort Association.  Committee members serve three year terms and may be reappointed.   This committee will meet as deemed necessary by the committee. A quorum will consist of a majority of total members including one board member. 
Conference Sales Committee
The mission of the NLTRA Conference program is “To promote North Lake Tahoe as a premier meetings destinations with the intent to increase awareness, lead generation and related booked room revenue.”  The role of the Conference Sales Committee is to review the various plans and programs associated with the promotion and advertising of the NLTRA Conference Sales program.  This includes but is not limited to the review of media plans, sales missions, FAMs, trade shows.  The committee provides direction to staff and agency partners in the preparation and execution of yearly conference plans and advises the NLTRA Marketing Committee and Board of Directors on conference and group initiatives and action items. 
Committee Membership
This Committee consists of Director of Sales from properties involved in the group and conference sales industry in the North Lake Tahoe region.  Additional committee members may be appointed by the board based on association and involvement in the group/conference sales industry. Based on adopted NLTRA policy, Committee membership is up to 15 members.  This committee acts as an advisory committee to the NLTRA Marketing Committee.
Elections Committee
As set forth in the adopted NLTRA Bylaws, at least sixty days prior to any election, the NLTRA Board shall appoint an Elections Committee.  The responsibilities of the Elections Committee are: 1) to solicit qualified Board candidates for nomination; 2) to prepare a slate of candidates; 3) to give notice of the election; 4) to direct staff in conducting the election; 5) to appoint an impartial party as Inspector of the Election to tally the ballots and announce the results to the Board.

Committee Membership
As defined in the Bylaws, the Elections Committee shall be composed of three (3) to seven (7) members, including at least one (1) Member of the Board and at least one (1) Member not currently serving on the Board.  No member of the Election Committee can be a candidate for the election for which they are serving on the Committee. 

Cooperative Marketing Board (NLTMC) Appointments
As defined in the North Lake Tahoe Marketing Cooperative Participation Agreement (July 2006), this board was established by the Cooperative “Participants” (NLTRA and the Incline Village Crystal Bay Visitors Bureau) to coordinate efforts to fund and implement the directions of the North Lake Tahoe Marketing Cooperative.  The role of the NLTMC is to finalize the annual Regional Cooperative Marketing Plan and oversee Plan implementation, using the budget resources identified and approved by each Participant.  The NLTMC oversees the Plan by providing direction and oversight to the Plan Administrator.  Consistent with Section 1.5 of the Agreement, the Plan Administrator is the NLTRA’s Director of Tourism.

Committee Membership
Consistent with Section 8 of the North Lake Tahoe Marketing Cooperative Participation Agreement, the NLTRA’s membership in the NLTMC is defined as follows:  Four members, to include the Executive Director, at least one Board member, and at least one At Large Member.  Note:  The Incline Village Crystal Bay Visitors Bureau (IVCBVB) has the same number of NLTMC members, defined in identical fashion.  These four members are appointed by the IVCBVB Board of Directors.    

Process for Appointing Committee Members

With the exception of the four members of the Cooperative Marketing Committee appointed by the Board of Directors of the Incline Village Crystal Bay Visitors Bureau, the NLTRA Board of Directors approves all other appointments to the committees identified in this document.    

NLTRA Board Member Appointments 

Each year, in December, members of the NLTRA Board are provided with a form on which to indicate their committee assignment preferences for the coming calendar year.  The Board Chair, with input from the NLTRA Management Team, finalizes a list of proposed Board committee assignments.  These proposed assignments become part of the slate of proposed committee appointments considered by the NLTRA Board at the regular Board meeting each January.

“Lay” or Community Member Appointments
Each year, in December, the NLTRA Management Team shall conduct a process for soliciting letters from members and others in the community expressing their interest and qualifications for consideration of appointment to a specific committee.  The Management Team shall assemble the letters and prepare recommendations for appointment for Board consideration at the regular Board meeting each January.
Approving Committee Appointments 
Every effort shall be made to ensure that a complete slate of proposed appointments for each committee, including Board, “lay” member and Placer County representatives, is submitted to the NLTRA Board for consideration and approval as part of the regular Board agenda each January so that the new committees can be in place by no later than mid-January.

Consistent with the NLTRA’s adopted Board Expectations, each Board member is encouraged to serve on one or more committees.  Each committee will have a minimum of one board member, required for a quorum. 
Committee Attendance

Removal/Resignation

Process for New Appointments
It is the responsibility of the NLTRA Management Team to provide the Board Chair with a regularly updated list of committee member attendance.  The Chair may recommend that a committee member be removed if he/she misses three consecutive meetings without notification.  Should a committee member be asked to step down, or if a member resigns, the Board can consider and approve a replacement at any time during the year, consistent with the qualifications and process described in this document.

Organizational Communications Policy
Timely and effective communications, both internal and external, are essential for organizational coordination and success.  The NLTRA Executive Director and Management Team shall work to ensure the quality of staff reports and other documents necessary to support NLTRA decision making, strategic planning, and project implementation.  

Any press release which is drafted to communicate a significant change in organizational structure or policy shall be first reviewed by members of the NLTRA Board Executive Committee, or by the full Board, if requested by the Executive Committee.  

Document Destruction Policy

Purpose

Various federal and state laws require a non-profit organization to maintain certain documents for either a specific period of time or permanently.  The purpose of this policy is to prevent the premature destruction of documents, whether by accident or other circumstance.  It also clarifies when certain documents may be destroyed, after they have been maintained for the required period of time.  

The following table is provided specific to the types of documents generated and maintained by the North Lake Tahoe Resort Association.  It shall be the policy of the NLTRA to adhere to the document destruction and preservation schedule as shown in this table.

	Type of Document
	Minimum Requirement

	Accounts Payable Ledgers and Schedules
	7 years

	Audit Reports
	Permanently 

	Bank Reconciliations
	2 years

	Bank Statements
	Permanently

	Checks of $10,000 or greater for contracted services
	7 years

	Contracts, Mortgages, Notes and Leases (expired)
	7 years

	Contract Compliance documents
	Permanently

	Correspondence (general)
	4 years

	Correspondence (legal and important matters)
	Permanently

	Correspondence (with customers and vendors)
	4 years

	Depreciation Schedules
	Permanently

	Duplicate Deposit Slips
	2 years

	Employment Applications
	2 years

	Year End Financial Statements
	Permanently

	Insurance Policies (expired)
	3 years

	Insurance Records, Current Accident Reports, Claims, Policies, etc.
	Permanently

	Invoices (to customers, from vendors)
	7 years

	Minute Books, Bylaws and Charter
	Permanently

	Payroll Records and Summaries
	7 years

	Personnel Files (terminated employees)
	7 years

	Retirement and Pension Records
	Permanently

	Tax Returns and Worksheets
	Permanently

	Timesheets
	7 years

	Withholding Tax Statements
	7 years


Documents may be scanned or archived electronically, provided that secure measures are taken to protect such files from cyber threats, malware, or environmental threats such as floods or fire.

Conflict of Interest Policy 

Section 1. Purpose

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

(“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, as defined in I.R.C. Section 4958, and to ensure compliance with any contractual requirement of Placer County that the organization’s board members and executive management employees disclose their economic, commitment and effort interests. This policy is intended to supplement but not replace any applicable state and federal laws governing conflicts of interest applicable to nonprofit organizations.

Section 2. Definitions
(a) Interested Person – Any director, principal officer, or member of a committee with governing board delegated powers, who has a material financial interest, as defined below, is an interested person.  (See Cal. Corp. Code §5233(a)).

(b) Material Financial Interest – A person has a material financial interest if the person has, directly or indirectly, through business, investment, or a spouse:

i. An ownership or investment interest in any entity with which the Organization has a transaction or arrangement,

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

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

Compensation includes direct and indirect remuneration as well as gifts or favors that may be considered substantial enough to influence a Board member’s decision.

A material financial interest is not necessarily a disqualifying conflict of interest. Under Section 3.b, the Board may approve the transaction if it finds that the transaction is in the Organization’s best interests. 

Section 3. Procedures
(a) Duty to Disclose – 

(i) In connection with any actual or possible conflict of interest an interested person must disclose the existence of the material 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.

(ii) Pursuant to any contract entered into by and between the Organization and Placer county which requires the Organization’s board members and executive management employees to file a Form 700 with the County Executive Office no later than the date of the February meeting of the Organization’s board of directions each year of the contract, each year during the term of the contract the Organization’s board members and executive management employees shall complete and file with the Placer County Executive Office a Form 700, Statement of Economic Interests, a form prepared by the available from the California Fair Political Practices Commission (FPPC).  In addition, the following shall apply:

a. The Form 700 shall be completed in accordance with the provisions of the California Political Reform Act (Cal. Gov. Code 81000-91014) and the regulations of the FPPC

b. Each year during the term of the contract with Placer County, the Form 700 shall be filed with the Placer County Executive’s office no later than the date of the February meeting of the Organization’s board of directors, or upon hiring of a new employee, or mid-term appointment of a new Director to the Board.

c. No later than the date of the February Board meeting, or as newly appointed director or hired executive employee, a list of affiliations with federal, state, regional or local organizations will be provided to the Organization’s Chief Executive Officer/Executive Director.

d. A copy of the Form 700 shall also be filed with the Organization’s Chief Executive Officer/Executive Director.

e. A Form 700 filed with the Placer County Executive Office is a public document.

f. For purposes of this Conflict of Interest Policy, “executive management employees” means the Organization’s Chief Executive Officer/Executive Director, Director of Partnerships and Community Planning, Director of Finance and Human Resources, Tourism Director, and Director of Visitor Services.

(b) 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 may be asked to 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.

(c) Procedures for Addressing the Conflict of Interest

(i) An interested person may make a presentation at the governing board or committee meeting, but after the presentation, he/she may be asked to leave the meeting during the discussion of, and the vote on, the transaction or arrangement involving the possible conflict of interest.

(ii) 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.

(iii) 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.

(iv) 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 make findings and 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.

(d) Violations of the Conflicts of Interest Policy

(i) If the governing board or committee has reasonable cause to believe a member has failed to disclose actual or possible conflicts of interest or to file a Form 700 as required, it shall inform the member of the basis for such belief and afford the member an opportunity to explain the alleged failure to disclose or file.

(ii) 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 or file a Form 700, it shall take appropriate disciplinary and corrective action.

Section 4. 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.

Section 5. 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 that member’s compensation.

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

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

Section 6. Annual Statements

Each director, principal officer and member of a committee with governing board delegated powers shall annually sign a statement that affirms such person:

(a) Has received a copy of the conflict of interest policy;

(b) Has read and understands the policy;

(c) Has agreed to comply with the policy; and

(d) Understands the Organization is a nonprofit and in order to maintain its federal tax exempt status it must primarily engage in activities that accomplish one or more of its tax exempt purposes.

Section 7. Periodic Reviews

To ensure the Organization operates in a manner consistent with nonprofit 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; and

(b) Whether partnerships, joint ventures, and arrangements with management organizations conform to the Organization’s written policies, are properly recorded, reflect reasonable investments or payments for goods and services, further nonprofit purposes and do not result in inurement, impermissible private benefit or in an excess benefit transaction.

Section 8. Use of Outside Experts

When conducting the periodic reviews as provided for in Article 7, Section 7, 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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NORTH LAKE TAHOE RESORT ASSOCIATION

CONFLICT OF INTEREST POLICY ANNUAL STATEMENT

Pursuant to North Lake Tahoe Resort Association’s (“NLTRA”) Conflict of Interest Policy, Section 6, as a director, principal officer or member of a committee with governing board delegated powers, I affirm that I have:

(a) Received a copy of the Conflicts of Interest Policy of NLTRA;

(b) Read and understand the policy;

(c) Agree to comply with the policy; 

(d) Understand that NLTRA is a nonprofit and in order to maintain its federal tax 

exempt status it must primarily engage in activities that accomplish one or more of its tax exempt purposes; and

(e) Completely and honestly disclosed all actual and potential material financial interests as defined in the Conflict of Interest Policy on the attached Disclosure form.
(f) Filed a Form 700 with the Placer County Executive Office and a copy of it with the Organization’s Chief Executive Officer/Executive Director as required by the policy
____________________________



_____________

[Name, Title]






Date 

Contract Compliance Policy
Purpose:

In order to provide Placer County with appropriate risk mitigation and satisfy constituents and stakeholders that public dollars are being utilized for the greatest benefit to Placer County, this contract compliance policy outlines measures to be taken annually by the NLTRA.

The NLTRA will place priority on complying with all components of the annual Agreement with Placer County for the expenditure of Transient Occupancy Tax.  The following will be completed internally to ensure contract compliance:

1.  A calendar of compliance tasks and deadlines will be created and provided to all departments upon approval of annual Agreement by Placer County Board of Supervisors 

2. The Director of Finance will also carry the role of Compliance Officer

3. A Routing Form/Checklist will be used by staff to ensure that all tasks are completed with any Memorandum of Agreement between NLTRA and outside parties (see page 36)
4. CEO will review all completed Routing Form/Checklists
5. Executed Memorandum of Agreements, with all necessary attachments, will be filed in a central location at the NLTRA offices

6. All reporting documents as well as any other required documents will be filed in a central location at the NLTRA offices

7. Documents will be kept on premises for 3 years and will be kept in storage, properly labeled by fiscal year, permanently

8. Electronic files of all documents will be kept in a cloud storage file by the Compliance Officer permanently

Corporate Travel Policy

Statement of Purpose

This document serves to clarify the means by which travel should be arranged and the parameters that must be adhered to when traveling for North lake Tahoe Resort Association (NLTRA) business purposes. It is NLTRA policy to reimburse employees, for ordinary, necessary and reasonable travel expenses when directly connected with or pertaining to the transaction of NLTRA business. All travel must be done in accordance with this policy to qualify for reimbursement. Those traveling on NLTRA business are asked to exercise prudent business judgment regarding expenses covered by this policy.

NLTRA Travel Policies

It is the intent of the NLTRA to allow for adequate accommodations for individuals who are required to travel on NLTRA business. It is also expected that these individuals will use discretion and good judgment in spending NLTRA funds.  

Each individual traveling for NLTRA business is required to fill out a Travel Expense Form in order to be reimbursed. Receipts are required for all reimbursed expenses exceeding $20. For employees using business issued credit cards, copies of receipts are to be submitted with the expense report and originals included with the coded monthly credit card statements. For all travel, completed expense reports must be submitted within 21 days of the conclusion of travel. 

Business credit cards issued by the finance department are to be used for NLTRA business only. NLTRA issued business credit cards should be used for all travel and business expenses.  Reimbursement of business related charges on personal credit cards will not be allowed unless approved by a supervisor and reviewed by the Finance Committee. All business credit card users are to comply with the Certificate of Responsibility and Cardholder Agreement policy at all times. Personal use of the corporate credit card is strictly prohibited and violations are subject to disciplinary action.

Responsibilities and Enforcement

An organized and clear process for submitting expenses is crucial to ensure that all expenses are reimbursed in a timely manner. The Finance Department is responsible for ensuring that any expenses reimbursed or paid for by the company are in compliance with the Corporate Credit Card policy. When submitting a Travel Expense Form, any deviations from the policies detailed within this document must be explained on the expense report and expenses that are not in compliance with this policy require the written approval of the CEO, Finance Director and/or the Finance Committee.
The Finance Department and the NLTRA management are responsible for ensuring that this Corporate Travel Policy is available to all travelers, travel arrangers, accounts payable staff, and newly hired employees expected to travel. 

Maintenance and updating of the Corporate Travel Policy is the responsibility of the Executive Director and will include collaboration with the Board of Directors and Finance/HR Director. Any questions or concerns regarding this travel policy should be addressed to the CEO/Executive Director or Finance/HR Director.
Travel Arrangements
Air Travel 

Air travel reservations should be made as far in advance as possible in order to take advantage of reduced fares. NLTRA will reimburse or pay only the cost of the lowest coach class fare actually available for direct, or non-stop flights from the airport nearest the individual’s office to the airport nearest the destination.  
All individuals traveling on NLTRA business must travel in coach class unless using a free upgrade or have prior approval from the Executive Director.  All airline tickets must be booked at the lowest available airfare. Travelers may not specify a preferred carrier if a lower cost fare is available.
Baggage Fees 
Baggage fees will be reimbursed.
Rebooking Fees
Rebooking or change fees will be reimbursed for emergency situations only.

Lodging

Accommodation Selection

The employee is responsible for making their own hotel arrangements for particular meeting, trade show or sales mission.

Room Type 
Unless otherwise specified, a standard room is reserved.

Hotel Rooms for Local Meetings 
If desired, for travel to a meeting location in excess of 50 miles, each way, from an individual’s normal work location, hotel rooms can be arranged by the attending employee. For travel less than 50 miles, each way, from an individual’s normal work location, the CEO/Executive Director must grant approval if a hotel room is requested due to the hours of the meeting, or other unique circumstances.  

Car Rentals

Cars should be rented by individuals traveling on NLTRA business only when other means of transportation are unavailable, more costly, or impractical. Travelers must obtain the most competitive rate available. Car rentals for use on NLTRA site inspections must be pre-approved in advance by Tourism Director.  All rentals should be for intermediate size cars or smaller, unless 3 or more people are traveling together or if an upgrade is provided by the rental company at no cost. 
Travelers paying for a rental car using a credit card may receive limited loss and damage coverage through the credit card company or through their personal insurance and should review the terms of such coverage. Options for insurance should be researched prior to renting a car and unnecessary optional coverage avoided. If renting a vehicle outside of North America, purchasing optional insurance may be mandatory. 

Individuals are required to refuel cars prior to returning them to the rental company to avoid additional fees.
Other Transportation

Travelers may utilize personal cars for NLTRA business travel if it is less expensive than renting a car, taking a taxi, or using alternate transportation. The use of personal cars for business will be reimbursed at the standard rate set by the State of California Human Resources Privately Owned Vehicle Mileage Reimbursement Rates. This mileage allowance covers all auto costs (e.g. gasoline, repairs, insurance, etc.) other than parking and tolls. The current reimbursement can be viewed on the State of California website at: http://www.calhr.ca.gov/employees/Pages/travel-personal-vehicle.aspx . 

When being reimbursed for mileage, the cost of refueling is included and not separately reimbursed.

If advance approval has been obtained from the CEO, an employee may use surface transportation for personal reasons even though air travel is the more appropriate mode of transportation. The total cost of personal car travel must not exceed the cost of airfare, based on the lowest regular coach fare available for the location of travel from a standard commercial air carrier plus, transportation costs to and from the airports and end destination.

If two or more individuals are traveling to the same location, it is recommended that the travelers share a ride. 

All domestic rail transportation must be in economy class.  Any international rail travel will be discussed in advance and will require approval by Executive Director.

The cost of taxis to and from places of business, hotels, airports or railroad stations in connection with business activities is reimbursable. Use of taxis is discouraged when more economical services (i.e.: airport shuttles, hotel vans, etc.) are available. Travelers are encouraged to utilize public transportation whenever feasible.

Meals and Entertainment

Personal Meal expenses are those incurred by those traveling on NLTRA business when dining alone or with a group of other employees. Personal meals must be itemized by meal and will be reimbursed up to $75/day and include breakfast, lunch, dinner and any snacks, drinks, etc.  Cost of alcoholic beverages will not be reimbursed for personal meals.

Award Point Programs 

Individuals traveling for NLTRA business may retain award points and utilize the rewards for personal purposes. However, participation in these programs may not result in any incremental cost to the NLTRA related to transportation or lodging. Participation in award point programs may result in additional Internal Revenue Service (IRS) reporting requirements. It is the responsibility of the individual traveler to maintain required documentation for tax purposes.

Spouse/Guest/Personal Travel Combined with Business

Travel expenses for family members or guests are not reimbursable. However, a guest may share accommodations as long as there is no additional cost to the NLTRA as a result. Upon prior approval of the CEO/Executive Director, travel dates may be extended for personal reasons, but the traveler must pay all costs associated with the extended travel, including any difference in airfare from that which would have been the fare for the business travel date(s).
Telecommunications

When possible, making calls from hotels should be avoided. If the traveler has a cell phone, it should be used for making calls while in the continental US and charges may be billed to the NLTRA.

When internet connection is required during travel for the NLTRA and free internet connection is not available, charges are reimbursable up to $20.00 per day.

Other Reimbursable Expenses

The following incidental expenses, when directly related to business travel, are reimbursable: 

· Tips: 20% at restaurants; $2 per bag

· Laundry/Valet: for trips in excess of five days; $35 maximum

· Parking: Airport lots and hotel self parking if available

· Tolls

· Use of an exercise facility (up to $15/day when free access to hotel gym is not available)

· Currency conversion for international travel

Receipts are required for all reimbursable expenses except bag tips.

Miscellaneous Travel Expenses

Miscellaneous expenses are reimbursable when they are ordinary and necessary to accomplish the official business purpose of a trip. The Travel Expense Form must include an explanation of why such expenditures are being claimed. Miscellaneous expenses may include business office expenses, special fees for package deliveries, etc.

Payment and Documentation

Travelers must submit expense reports no more than twenty-one days after completion of travel and the following guidelines must be applied:

· Itemized receipts must be submitted for all expenses.

· Meal expenses must be itemized per meal on the expense report.

· When being reimbursed for mileage, actual mileage to and from destination are required.

Corporate Credit Card Policy

Purpose:
The purpose of this document is to define the procedures to be followed by all North Lake Tahoe Resort Association employees when using a Business Credit Card for making purchases on behalf of the Resort Association.

Persons affected:

All NLTRA employees must follow these procedures.

Policy:

It is the policy of the NLTRA to provide a convenient resource for making occasional authorized Resort Association business purchases.  This policy will also help facilitate a process so that employees within the NLTRA will not have to pay for business expenses “up front” by using their own personal funds.

Procedures:

Credit cards should not be used for any transactions other than authorized NLTRA business.  Any personal use of a Business Credit Card is a violation of NLTRA policy.

Assignment and Use of Charge Cards
· Business Credit Cards are assigned to authorized employees of the NLTRA with approval from the employee’s supervisor, the CEO and the Director of Finance. 

· All Business Credit Cards will be issued from the Finance Department.  Before an employee can be issued a Card, the employee must obtain approval from his/her supervisor, the CEO and the Director of Finance and must sign a “Certificate of Responsibility and Cardholder Agreement” form for the use of the Card.

· Business Credit Cards must be used for NLTRA business purposes only.  There can be no personal use of the Card.  If there is a violation of compliance of this policy, the Card account will be terminated immediately and the employee could be subject to further disciplinary action.

· Business use can include the purchase of alcohol at a meeting but the alcohol purchased must be after 5PM Monday – Friday and cannot be bought or consumed with meals purchased before those times, unless as part of client entertainment or Familiarization Trips.  This should be for the use of entertainment of clients only and should be itemized separately from other purchases on different credit card receipts.  No public funds will be used to purchase alcohol.

· Business Credit Card purchases will not be approved for items that could be purchased through the purchase/invoice/payables system from a vendor with which the NLTRA maintains an open account, unless the circumstances would prevent the following of normal purchasing procedures.  The Card is to be used for purchases and/or travel in the Cardholder’s name only, with the exception of bulk registration for a conference.  The Card may be used to purchase travel for another employee in emergency situations only.

· As part of the Cardholder approval process, Card users must submit the original receipts with descriptions of items purchased, within 21 days of the purchase to the Accountant/Accounts Payable processor matched to the monthly account statement for the user from the card company, so that each charge can be expensed properly to the charging department. Receipts with only the totals showing will not be accepted.  Each charge will be verified for that individual and against the statement and that total receipts and transactions are in balance.  Any questions concerning expenditures will be sent back to the Card user for further clarification.  Failure of compliance with this procedure within the 21-day window will cause the termination of the Card use.  Users must keep a copy of all expenditures.

.

· The NLTRA business purpose of the charge should be clearly indicated (persons involved, title of persons involved, where and when the expenditure took place and the purpose of the expenditure).  This will help validate the charge, as well as correctly code each expense to the appropriate account.

· The Cardholder’s supervisor will perform the review of the Cardholder’s charges and approve the reconciliation.  Occasionally the supervisor will check to ensure that each Card is physically secured and accounted for, and that the business need for the Card continues to exist. 

· The Finance Department will monitor each Business Credit Card for proper use or lack of use, expiration date, physical security, and the termination and the destroying of obsolete cards. Failure of compliance with the “Certificate of Responsibility and Cardholder Agreement” will be cause for the termination of the Card.

NLTRA Marketing Reserve Policy

Both the County and NLTRA agree that a “marketing reserve” should be created, and has been in place since 2003. The objective is to secure a fund representing 10% of the annual marketing budget average, over the current and previous two years. Based on a FY 2013-16 budget average of $2,582,833, the 10% reserve is $258,283 (adjusted annually). If approved by the Marketing Committee and Board of Directors, a cash account of up to $150,000 can be established.

The County has been clear that it does not intend to control the use of these funds, but will leave it to the discretion of NLTRA. 

Policy Guidelines

1. The Marketing Reserve will be treated as an “internal reserve” (as per the definition in #9 below). 

2. The NLTRA Tourism/Executive Directors may not expend these funds, except with the formal approval of the NLTRA Board, preferably with preview and approval of both Finance and Marketing Committees.

3. The criteria for the appropriate use of these funds is when:

a. NLTRA and its member businesses are experiencing a distinct shortfall in tourism business, due to unusual, economic, market or weather conditions, which would benefit from extra marketing efforts. 

b. Beneficial marketing and/or sponsorship opportunities that are presented after budgeting for the fiscal year have been completed.

4. Any request for such funds from staff, should include the rationale, a targeted result, and be followed with an assessment of the actual results achieved.

5. NLTRA Accounting will need to track and report these funds, in such as way as to segregate them from normal operating funds.

6. Any Reserved funds that are accumulated, will automatically be rolled over into subsequent year’s budgets and will accumulate without limit, until an amount is achieved equal to 10% of the three year average annual marketing budget.

7. Any reserve funds over the 10% can be utilized for opportunities with approval of the NLTRA Board, Marketing and Finance Committee approval, without repayment, as long as funding level does not fall below 10% threshold listed above.

8. Any funds depleted as a result of the above actions will be replenished, as soon as practical. The manner of replenishment will be:

· First from any external or internal marketing carry forward, from previous years, then: 

· As part of the normal budgeting process each year.

· Any replenishment of the marketing reserve, would come from the same mechanism that the county and NLTRA are using to guarantee a consistent marketing operating budget going forward.

· Replenishment of funds up to $24,000 will be repaid the following fiscal year.

· Replenishment of funds over $24,000 will be repaid over a period of years.

Recommended definitions for funds:

· County Services: NLTRA funds earmarked by the county, for a specific designated purpose, and not available to either NLTRA Board or staff. 

· Internal Reserve: NLTRA funds earmarked, either by the County or NLTRA, available for expenditure by the NLTRA board, but not staff.

· Contingency: NLTRA funds, within a specific departmental budget, not earmarked for any specific purpose, and available to be spent at the discretion of the supervising Director. 

Procurement Policy

The following is the official NLTRA Procurement Policy, adopted by the Board of Directors. 

Projects, Programs, Services, Support

To the extent monies are expended by the North Lake Tahoe Resort Association (NLTRA) for any unbudgeted project, program, service, and/or support in any amount of $2,500 or greater, the Board of Directors will be notified and receive supporting documentation within twenty-nine calendar days of receipt of invoice.
All projects, programs, services, and/or support, including initial pre-project planning and feasibility phases, in an amount greater than $10,000, must have a scope of work with milestones for completion, and contract which are reviewed and approved by the Board of Directors. A copy of all contracts in any amount greater than $10,000 shall be provided to Placer County within ten business days of execution.

Competitive Bidding Process

To the extent monies received for projects and programs are expended by the North Lake Tahoe Resort Association (NLTRA), or a third party under contract/grant from the NLTRA, for service and support in any amount greater than $25,000, the NLTRA or third party shall utilize a competitive bidding or procurement process, and provide documentation of process to include award determination.  This process is intended to ensure that the work is awarded in an impartial manner to the most responsive and best qualified contractor, making certain that the projects and programs are accomplished in the most cost-effective manner.  The applicability of this policy includes consecutive or phased projects and programs where services are provided by a single entity. This is also applicable to products or services that exceed the $25,000 threshold in aggregate over the course of a fiscal year.  

The competitive bidding process requires a minimum of two quotes or bids in writing for a similar product or service.  On expenditures over $100,000, a minimum of three qualified bids should be sought if possible. Or, in the case of third party contractors/ vendors, the process must be thoroughly defined if different criteria are being used than NLTRA uses.

Considerations for competitive bidding selection may include but not be limited to:

· Thoroughness and accuracy of submitted proposal

· Geographic distance leading to higher costs for out of area vendor

· Familiarization with scope of work and appropriate demonstrated skills

· Quality of references from prior customers

· Qualification for local vendor preference

· Timing and schedule to perform services

· Cost proposal for provision of requested services or goods

· Acceptable criteria being used by contractor/vendor for selection of any subcontractors/third-party vendors.
Exceptions to Competitive Bidding Process

NLTRA will always strive to purchase and contract competitively, however, except as otherwise directed by law or Placer County, competitive bidding is not required for the following purchases:

· Sole source procurement, defined as an award for a service or commodity which can only be purchased from one supplier/vendor, usually because of its technological, specialized, unique character or proprietary nature.

· When the NLTRA, with Board approval, determines that it is in the best interest of the organization and Placer County to renew a contract award from the previous contract period, based on satisfactory service and reasonable prices, to avoid the interruption of business and/or based on good business sense.

· When the NLTRA, with Board approval, determines that it is in the best interest of the organization and Placer County to extend an existing service or contract within direction of original scope of work/contract. This would require an amendment to the scope of work and contract. 

· Training, seminars or classes.

· Information technology, telecommunications, and reprographic parts, services and equipment, software, installation, maintenance and training except as otherwise directed by law.

· Whenever State law expressly authorizes execution of professional services contracts for expert and professional services involving extended analysis, the exercise of discretion and independent judgment in their performance, and an advanced, specialized type of knowledge, expertise, or training acquired by course of study or equivalent experience such as but not limited to accountants, attorneys, planners, architects, surveyors, and engineers.

When applying this determination for exemption to competitive bidding process, a written determination must be completed and included in the contract of the NLTRA or the contractor/vendor acting as a third party contractor. A determination form is included in this policy.

This policy is not applicable when the project, program, service and/or support are being provided directly by a government entity or non-profit public benefit corporation that does not compete with other potential service providers.

However, if the government entity or non-profit benefit corporation sub-contracts any portion of the contract to a third party entity, a competitive bidding process shall be utilized as stated within the parameters of this policy. All service and support in an amount greater than $25,000 shall be accompanied by a scope of work with milestones for completion and contract. Contract language referring to the above will be inserted in all contracts by NLTRA or contractor/vendor acting as a third party contractor, and will be included in all funding application criteria.

This policy is not applicable to the following membership/ partnership organizations: Reno Air Service Corporation and Sierra Ski Marketing Council.

Sample Contract Language
“In participating in this Funding Agreement, we would like to clarify that to the extent Placer County TOT funding is expended by the NLTRA or by a third party under contract/grant from the NLTRA to provide project, program, service and/or support in any amount greater than $25,000, the NLTRA shall utilize and require any third party to utilize a competitive bidding process or procurement process. Documentation of each required process will be submitted and include method of award determination.

The process is intended to ensure that work is awarded in an impartial manner to the most responsive and best qualified contractor, making certain that the project or program is accomplished in the most cost-effective manner. The applicability of this process includes consecutive or phased projects and programs where services are provided by a single entity that, when totaled, exceed the $25,000 threshold.

The NLTRA competitive bidding process requires a minimum of two quotes or bids in writing for a project, program, similar product, and/or service. On expenditures over $100,000, a minimum of three qualified bids should be sought if possible. In the case of third party bid process, the process must be thoroughly defined if criteria being used are different than that used by the NLTRA. All service and support in an amount greater than $25,000 shall be accompanied by a scope of work, including milestones for completion, and inserted in all contracts prepared by NLTRA and/or contractor/vendor acting as a third party contractor. This provision is applicable to a government entity/non-profit benefit corporation, under contract with NLTRA to provide a project, program, service, and/or support, that sub-contracts any portion of the contract to a third party entity. It is not applicable to NLTRA cooperative programs with membership/partnership organizations, such as RASC, SSAC, and Ski Lake Tahoe which qualify for competitive bid exemptions. For additional information, please refer to the NLTRA Supplemental Operating Procedures and Policies.” 
Local Vendor Opportunity

The North Lake Tahoe Chamber/CVB and Resort Association shall procure goods and services in a manner that ensures the best value for the organization, considering cost and quality (or expertise in the case of professional services), giving opportunities whenever possible to vendors and businesses that are based within a local geographic region of California to be defined as a 30 mile distance of Tahoe City.   
Determination for Possible Competitive Bidding Exemption
Contractor/Vendor Information

Business _____________________________ Contact ________________________________

Address ______________________________ E-mail ________________________________

Phone    ______________________________
NLTRA Information

Department ___________________________ Staff _________________________________

Third Party Contractor Yes________ No_______ NLTRA Contractor _________________________
NLTRA and its contractors will always strive to purchase and contract competitively, however, except as otherwise directed by law or Placer County, competitive bidding may be exempted for the following purchases and services: (please mark all that apply)

_____Sole source procurement being defined as an award for a service or commodity which can only be purchased from one contractor/vendor, usually because of its technological, specialized, unique character or proprietary nature.

_____When the NLTRA, with Board approval, determines that it is in the best interest of the organization and Placer County to renew a contract award from the previous contract period, based on satisfactory service and reasonable prices, to avoid the interruption of business and/or based on good business sense.

_____When the NLTRA, with Board approval, determines that it is in the best interest of the organization and Placer County to extend an existing service or contract within direction of original scope of work/contract. This would require an amendment to the scope of work and contract. 

_____ For Training, seminars or classes.

_____ For Information technology, telecommunications, and reprographic parts, services and equipment, software, installation, maintenance and training except as otherwise directed by law.

_____Whenever State law expressly authorizes execution of professional services contracts for expert and professional services involving extended analysis, the exercise of discretion and independent judgment in their performance, and an advanced, specialized type of knowledge, expertise, or training acquired by course of study or equivalent experience such as but not limited to accountants, attorneys, planners, architects, surveyors, and engineers.

Provide an explanation below for any of the items checked above, and attach any necessary documentation:

________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________
_______________________________

__________________________________        Signature of Department Staff/Date

Signature of Supervisor/Date
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MEMORANDUM OF AGREEMENT

BETWEEN THE NORTH LAKE TAHOE RESORT ASSOCIATION AND THE _______________________ FOR USE OF PLACER COUNTY TOT FUNDS

This Memorandum of Agreement is entered into as of_________, 20__, by and between the North Lake Tahoe Resort Association (NLTRA) and the ______________________ (Contractor/Grantee) regarding use of Placer County TOT monies to assist in funding the ___________________________.

This Agreement confirms the Contractor’s/Grantee’s (Contractor) commitment to follow the project/program/service (project) scope of work and milestones for completion, as defined in the Transient Occupancy Tax (TOT) Funding Application/Scope of Work, report any necessary changes to the project scope or milestones schedule, provide documentation of all expenditures of TOT funds, provide periodic reports as requested, and provide a final report upon project completion, including the return, if applicable, of any unspent funds.

For and in consideration of the mutual promises herein exchanged, NLTRA and Contractor do hereby agree as follows:

1. The NLTRA and Contractor’s desire to insure that certain improvements are made to complete _______________________. Those improvements/services are as stated in the project scope of work and milestones schedule (schedule) included in the attached Contractor’s TOT Funding Application/Scope of Work approved by the NLTRA Board of Directors and the Placer County Board of Supervisors on _________________. This approval provides funding of up to $__________ to Contractor for this purpose.

2. The Contractor agrees to complete the project improvements by _____________, (the “Completion Date”).  Contractor shall report any necessary changes to the Completion Date, project scope or schedule to the NLTRA prior to the expenditure of TOT funds for those changes. For good cause shown, the Completion Date, the scope of work, as well as any dates set forth in the schedule, may be revised and/or extended by the NLTRA upon written request by the Contractor. Such revision and/or extension shall not be unreasonably denied.

3. In participating in this Memorandum of Agreement, to the extent Placer County TOT funding is expended by the NLTRA or by a third party Contractor for service or support in any amount greater than $25,000, the NLTRA shall utilize and require any Contractor to utilize a competitive bidding process or procurement process. Documentation of each required process, or reason for excemption, will be submitted and include the method of award determination.

4. The process is intended to ensure that work is awarded in an impartial manner to the most responsive and best qualified contractor, making certain that the project or program is accomplished in the most cost-effective manner. The applicability of this process includes consecutive or phased projects and programs where services are provided by a single entity that, when totaled, exceed the $25,000 threshold.

5. The NLTRA competitive bidding process requires a minimum of two quotes or bids in writing for a project, program, service, and/or support. On expenditures over $100,000, a minimum of three qualified bids should be sought, if possible. In the case of third party bid process, the competitive process or procurement process must be thoroughly defined if criteria being used are different than that used by the NLTRA. All service and support in an amount greater than $25,000 shall be accompanied by a scope of work and inserted/attached in all contracts prepared by NLTRA and/or Contractor acting as a third party contractor.

6. The Contractor shall request payment from the NLTRA in a form acceptable to the NLTRA dependent on the type of payment requested: As a sum for invoice(s) already paid to consultant by the Contractor for work that was approved with the project application; or as a sum for an invoice(s) to be paid to consultant by the Contractor for work that was approved with the project application.

7. The Contractor shall provide the NLTRA with acceptable documentation of all expenditures of TOT funds in a manner dependent on the type of payment requested. This will be documentation of either paid invoice(s) or invoice(s) to be paid for work completed.

8. Upon approval of Contractor’s invoice(s) request by NLTRA, the invoice(s) will be forwarded to Placer County for direct payment to Contractor

9.
Depending on the time necessary to complete the project, or the need for multiple payments to the Contractor, the NLTRA may require periodic reports from the Contractor as to the progress of the project, as well as the required final report within 60 days of project completion. The final report will document project completion, include before and after photographs of project improvements, reconcile all expenditures, and identify all unspent funding including TOT funds.

   10.
Upon completion of the project, the Contractor will return all unexpended funds which have been advanced by the NLTRA within 60 days of project completion.

   11.
Prior to completion of project and/or implementation of project improvements, any dispute arising from this Agreement will be addressed by the staff of the NLTRA and the Contractor to attempt to mediate the situation. If the situation cannot be resolved, either party may terminate this Agreement by providing the other party with sixty (60) days’ notice in writing. In the event of termination, all unexpended NLTRA funds shall be returned to NLTRA forthwith.

  12.
In the event of termination by the NLTRA, the Contractor agrees to take all reasonable measures to prevent further costs to the NLTRA under this Agreement. The NLTRA shall be responsible for any reasonable and non-cancelable (binding) obligations incurred by the Contractor in the performance of this Agreement until the date of actual termination and will not exceed the undisbursed balance of funding as stated in this Agreement.

  13.
The Contractor shall maintain satisfactory financial accounts, documents, and records relating to the project. The accounts, documents, and records relating to completion of the project shall be retained by the Contractor for three years following the date of project completion and shall be subject to examination and audit by the NLTRA and by the Placer County Auditor-Controller.

  14.   All professional and technical information developed under this Agreement and all work sheets, reports, and related data shall become the property of NLTRA, and Contractor agrees to deliver reproducible copies of such documents to NLTRA on completion of services hereunder. The NLTRA agrees to indemnify and hold Contractor harmless from any claim arising out of reuse of the information for other than this project.

      15.
When, in accordance with final plans and/or requirements, the Contractor installs interpretive signs, as well as other signs, which identify the project, the Contractor will insure such signage identifies the roles of the NLTRA and Placer County, and acknowledge the funding assistance from both.

  16.
The Contractor shall perform this Agreement as an independent contractor and the officers, agents and employees of the Contractor are not, and shall not be deemed, NLTRA or Placer County employees for any purpose. The Contractor shall determine, at its own risk and expense, the method and manner by which duties imposed on the Contractor by this Agreement shall be performed; provided, however, that the NLTRA may monitor the work performed.

  17.
The Contractor hereby agrees to protect, defend, indemnify, and hold the NLTRA and Placer County free and harmless from any and all losses, claims, liens, demands, and causes of action of every kind and character including, but not limited to, the amounts of judgments, penalties, interest, court costs, legal fees, and all other expenses incurred by the NLTRA arising in favor of any party including claims, liens, debts, personal injuries, death, or damages to property (including employees of property of the NLTRA or Placer County) and without limitation by enumeration, all other claims or demands of every character occurring or in any way incident to, in connection with or arising directly or indirectly out of this contract or agreement.  The Contractor agrees to investigate, handle, respond to, provide defense for, and defend any such claims, demand, or suit at the sole expense of the Contractor. The Contractor also agrees to bear all other costs and expenses related thereto, even if the claim or claims alleged are groundless, false, or fraudulent. This provision is not intended to create any cause of action in favor of any third party against the Contractor, the NLTRA, or Placer County, or to enlarge, in any way, the Contractor’s liability, but is intended solely to provide indemnification of the NLTRA and Placer County from Contractor’s performance pursuant to this contract or agreement.

  18.  Prior to providing any services, the Contractor shall provide the NLTRA and Placer County with certificates of insurance, as may be appropriate, with original endorsements and copies of policies of the following insurance, with Best’s Class A or better carriers:




1) ____________________________________




2) ____________________________________


All costs of complying with these insurance requirements shall be included in Contractor’s fee(s). These costs shall not be considered a “reimbursable” expense under any circumstances.

19.    Grantee shall not discriminate in its employment practices because of race, religious creed, color, national origin, ancestry, physical disability, mental disability, medical condition, marital status, sex, age, or sexual orientation in contravention of the California Fair Employment and Housing Act, Government Code section 12900 et seq.

  20.
The Contractor agrees that nothing in the contract documents shall create any contractual relationship between any third party contractor and the NLTRA or Placer County.

  21.
This Agreement is to be interpreted in accordance with the laws of California. It, and the referenced TOT Funding Application/Scope of Work, constitutes the entire agreement between the NLTRA and the Contractor relating to the project and may not be modified except by an instrument in writing signed by both parties. Any legal proceedings on this agreement shall be brought under the jurisdiction of the Superior Court of the County of Placer, State of California. Each party waives any Federal court removal and/or original jurisdiction rights it may have.

In witness whereof, this Memorandum of Agreement was executed by the parties hereto as of the date written.

__________________________________              __________________________________

President/CEO


   Date

       Project Manager (Grantee)
         Date

North Lake Tahoe Resort Association 

Contact & Mailing:                                                      Contact & Mailing:

__________________________________
       __________________________________

__________________________________              __________________________________

__________________________________              __________________________________ 

__________________________________              __________________________________

[image: image4.jpg]o‘ .‘0
-

7. &

north lake tahoe

Chamber | CVB | Resort Association




CONSULTANT SERVICES AGREEMENT

FOR USE OF PLACER COUNTY TOT FUNDS

THIS AGREEMENT is made at Tahoe City, California, as of ______________, 20___, by and between the North Lake Tahoe Chamber/CVB/Resort Association (“NLTRA”), and ________________________. ("Consultant"), who agree as follows:

1.
Services.
Subject to the terms and conditions set forth in this Agreement, Consultant shall provide the services described in Exhibit A Scope of Work/Service, time and payment schedule.  Consultant shall provide said services at the time, place, and in the manner specified in Exhibit A.

2.
Payment.      NLTRA
shall pay Consultant for services rendered pursuant to this Agreement at the time and in the amount set forth in Exhibit A.  The payment specified in Exhibit A shall be the only payment made to Consultant for services rendered pursuant to this Agreement.  Consultant shall submit all invoices for said services to NLTRA in a form acceptable to NLTRA according to the usual and customary procedures which Consultant uses for invoicing clients similar to NLTRA. Upon approval of said invoices, NLTRA will pay or direct Placer County (“County”) to pay the Consultant directly   The amount of the Agreement shall not exceed 


  Dollars  ($

).
3.
Facilities, Equipment and Other Materials, and Obligations of NLTRA. Consultant shall, at its sole cost and expense, furnish all facilities, equipment, and other materials which may be required for furnishing services pursuant to this Agreement.  

4.
Exhibits.
All exhibits referred to herein will be attached hereto and by this reference incorporated herein.

5.
Time for Performance.
Time is of the essence.  Failure of Consultant to perform any services within the time limits set forth in Exhibit A shall constitute material breach of this contract.

6.
Independent Contractor.  At all times during the term of this Agreement, Consultant shall be an independent Contractor and shall not be an employee of the NLTRA or County.  NLTRA shall have the right to control Consultant only insofar as the results of Consultant's services rendered pursuant to this Agreement.  NLTRA shall not have the right to control the means by which Consultant accomplishes services rendered pursuant to this Agreement.

7.        Competitive Bid Process. In participating in this Agreement, to the extent Placer County TOT funding is expended by the NLTRA, or by a third party Consultant for service or support in any amount greater than $25,000, the NLTRA shall utilize and require any Consultant to utilize a competitive bidding process or procurement process. Documentation of each required process, or reason for exemption, will be submitted and include the method of award determination.

8.
Licenses, Permits, Etc.  Consultant represents and warrants to NLTRA that it has all licenses, permits, qualifications, and approvals of whatsoever nature, which are legally required for Consultant to practice its profession.  Consultant represents and warrants to NLTRA that Consultant shall, at its sole cost and expense, keep in effect or obtain at all times during the term of this Agreement, any licenses, permits, and approvals which are legally required for Consultant to practice its profession at the time the services are performed.

9.
Time.  Consultant shall devote such time to the performance of services pursuant to this Agreement as may be reasonably necessary for the satisfactory performance of Consultant's obligations pursuant to this Agreement.  Neither party shall be considered in default of this Agreement to the extent performance is prevented or delayed by any cause, present or future, which is beyond the reasonable control of the party.

10.
Insurance.     Consultant shall file with NLTRA and County concurrently herewith a Certificate of Insurance, in companies acceptable to NLTRA, for the coverage shown in Exhibit B.  All costs of complying with these insurance requirements shall be included in Consultant’s fee(s).  These costs shall not be considered a “reimbursable” expense under any circumstances.

11.
Hold Harmless And Indemnification Agreement.  At all times during the performance of this agreement, Consultant agrees to protect, defend, and indemnify NLTRA and County in accordance with the provisions contained in Exhibit B.
12.
Contractor Not Agent.  Except as NLTRA may specify in writing, Consultant shall have no authority, express or implied, to act on behalf of NLTRA or County in any capacity whatsoever as an agent.  Consultant shall have no authority, express or implied pursuant to this Agreement to Bind NLTRA or County to any obligation whatsoever.

13.
Assignment Prohibited.  Consultant may assign its rights and obligations under this Agreement only upon the prior written approval of NLTRA, said approval to be in the sole discretion of NLTRA.

14.
Personnel.

A.
Consultant shall assign only competent personnel to perform services pursuant to this Agreement.  In the event that NLTRA, in its sole discretion, at any time during the term of this Agreement, desires the removal of any person or persons assigned by Consultant to perform services pursuant to this Agreement, including those members of the Project Team as explained below, Consultant shall remove any such person immediately upon receiving notice from NLTRA of the desire of NLTRA for removal of such person or persons.

B.
Notwithstanding the foregoing, if specific persons are designated as the “Project Team” in Exhibit A, Consultant agrees to perform the work under this agreement with those individuals identified.  Reassignment or substitution of individuals or sub-consultants named in the Project Team by Consultant without the prior written consent of NLTRA shall be grounds for cancellation of the agreement by NLTRA, and payment shall be made pursuant to Section 15 (Termination) of this Agreement only for that work performed by Project Team members.

15.
Standard of Performance.  Consultant shall perform all services required pursuant to this Agreement in the manner and according to the standards observed by a competent practitioner of the profession in which Consultant is engaged in the geographical area in which Consultant practices its profession.  All products of whatsoever nature which Consultant delivers to NLTRA pursuant to this Agreement shall be prepared in a substantial first class and workmanlike manner and conform to the standards or quality normally observed by a person practicing in Consultant's profession.

16.      Termination.

A.
NLTRA shall have the right to terminate this Agreement at any time by giving notice in writing of such termination to Consultant.  In the event NLTRA shall give notice of termination, Consultant shall immediately cease rendering service upon receipt of such written notice, pursuant to this Agreement.  In the event NLTRA shall terminate this Agreement:

1)
Consultant shall deliver copies of all writings prepared by it pursuant to this Agreement.  The term "writings" shall be construed to mean and include: handwriting, typewriting, printing, Photostatting, photographing, and every other means of recording upon any tangible thing any form of communication or representation, including letters, words, pictures, sounds, or symbols, or combinations thereof.

2)
NLTRA shall have full ownership and control of all such writings delivered by Consultant pursuant to this Agreement.

3)
NLTRA shall pay or authorize County to pay Consultant the reasonable value of services rendered by Consultant to the date of termination pursuant to this Agreement not to exceed the amount documented by Consultant and approved by NLTRA as work accomplished to date; provided, however, that in no event shall any payment hereunder exceed the amount of the agreement specified in Exhibit B, and further provided, however, NLTRA and County shall not in any manner be liable for lost profits which might have been made by Consultant had Consultant completed the services required by this Agreement.  In this regard, Consultant shall furnish to NLTRA such financial information as in the judgment of the NLTRA is necessary to determine the reasonable value of the services rendered by Consultant.  The foregoing is cumulative and does not affect any right or remedy, which NLTRA and County may have in law or equity.

B.
Consultant may terminate its services under this Agreement upon thirty (30) working days’ advance written notice to the NLTRA.

17.
Non-Discrimination.  Consultant shall not discriminate in its employment practices because of race, religious creed, color, national origin, ancestry, physical handicap, medical condition, marital status, or sex in contravention of the California Fair Employment and Housing Act, Government Code section 12900 et seq.

18.
Records.  Consultant shall maintain, at all times, complete detailed records with regard to work performed under this agreement in a form acceptable to NLTRA, and NLTRA shall have the right to inspect such records at any reasonable time.  Notwithstanding any other terms of this agreement, no payments shall be made to Consultant until NLTRA is satisfied that work of such value has been rendered pursuant to this agreement.  However, NLTRA shall not unreasonably withhold payment and, if a dispute exists, the withheld payment shall be proportional only to the item in dispute.

19.
Ownership of Information.  All professional and technical information developed under this Agreement and all work sheets, reports, and related data shall become the property of NLTRA, and Consultant agrees to deliver reproducible copies of such documents to NLTRA on completion of the services hereunder.  The NLTRA agrees to indemnify and hold Consultant harmless from any claim arising out of reuse of the information for other than this project.

20.      Waiver.  One or more waivers by one party of any major or minor breach or default of any provision, term, condition, or covenant of this Agreement shall not operate as a waiver of any subsequent breach or default by the other party.

21.      Conflict of Interest.
Consultant certifies that no official or employee of the NLTRA or County, nor any business entity in which an official of the NLTRA or County has an interest, has been employed or retained to solicit or aid in the procuring of this agreement. In addition, Consultant agrees that no such person will be employed in the performance of this agreement without immediately notifying the NLTRA for determination of possible conflict of interest.

22. Entirety of Agreement.  This Agreement contains the entire agreement of NLTRA and Consultant with respect to the subject matter hereof, and no other agreement, statement, or promise made by any party, or to any employee, officer or agent of any party, which is not contained in this Agreement, shall be binding or valid.

23. Alteration.
No waiver, alteration, modification, or termination of this Agreement shall be valid unless made in writing and signed by all parties, except as expressly provided in Section 15, Termination.

24. Governing Law.  This Agreement is executed and intended to be performed in the State of California, and the laws of that State shall govern its interpretation and effect. Any legal proceedings on this agreement shall be brought under the jurisdiction of the Superior Court of the County of Placer, State of California.  Each party waives any Federal court removal and/or original jurisdiction rights it may have.  

25. Notification.
Any notice or demand desired or required to be given hereunder shall be in writing and deemed given when personally delivered or deposited in the mail, postage prepaid, and addressed to the parties as follows:

	NLTRA:

	CONSULTANT:

	
	

	Attn:  
	
	Attn:  
	

	
	

	Mail:
	Mail:

	
	

	Phone
  
	
	Phone:  
	

	Email:
	
	Email:
	


Any notice so delivered personally shall be deemed to be received on the date of delivery, and any notice mailed shall be deemed to be received five (5) days after the date on which it was mailed.   

Executed as of the day first above stated:

NORTH LAKE TAHOE CHAMBER/CVB/RESORT ASSOCIATION

By:


_____________________________

Date: ____________

Printed Name/Title:
_____________________________

CONSULTANT
_____________________________ 

By:
                        _____________________________           Date: ____________

Printed Name/Title:
_____________________________

Exhibits

A. Scope of Services
 including Time for Performance, Payment Schedule
B. Required Insurance and Indemnity Agreement
                     NLTRA Service and Contract Routing Form (for internal use)
Date: ______________________
Project Title: ______________________________________________

Cost:  ____________________________
NLTRA Staff: _____________________________________________

Dept: _____________________________
Applicant/Vendor: __________________________________________
Contact: __________________________
Vendor Phone: (      )     -   
           





Email: ____________________________
	Projects/Services/Contracts
	Attached

(initial)
	Date Completed
	Notes

	Grant Application/Funding Approval Process

	1
	Project Application/Funding Request Submittal
	
	
	

	2
	Committee Recommendation
	
	
	

	3
	NLTRA Board Recommend or Approval
	
	
	

	4
	C.E.O. or Board of Supervisors Approval
	
	
	

	Unbudgeted Projects/Services > $2,500

	1
	NLTRA Board Notification (29 Days)
	
	
	

	2
	Supporting Documentation
	
	
	

	Contracts/Services > $10,000

	1
	Scope of Work/Contract Preparation
	
	
	

	2
	Committee Recommendation (as needed)
	
	
	

	3
	NLTRA Board Approval
	
	
	

	4
	Sign Contract/Complete Bonding & Insurance
	
	
	

	5
	Notification to Placer County with Copy of Contract & Attachments (10 Days of Signing)
	
	
	

	Contracts/Services > $25,000

	1
	Prepare Scope of Work
	
	
	

	2
	Determine Need for Competitive Bid Process
	
	
	

	3
	Prepare & Issue Request for Bid Proposal or Qualification
	
	
	

	4
	Contractor/Provider Selection
	
	
	

	5
	Documentation of Bid Process
	
	
	

	6
	Contract Preparation
	
	
	

	7
	Committee Recommendation (as needed)
	
	
	

	8
	NLTRA Board Approval
	
	
	

	9
	Sign Contract/Complete Bonding & Insurance
	
	
	

	10
	Notification to Placer County with Copy of Contract & Attachment (10 Days of Signing)
	
	
	

	11
	Third Party Documentation of Subsequent required Competitive Bid Process as Necessary
	
	
	

	

	
	Actual Project Start Date:
	
	
	

	
	Estimated Date of Completion:
	
	
	

	
	Contract Issues for Follow-up

1.

2.
	
	
	

	
	Actual Completion Date:
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