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Definition of Terms

Term Definition
ACES Alabama Cooperative Extension
System
AMGA Alabama Master Gardeners
Association, Inc.
Annual Business Meeting In accordance with the Articles of

Incorporation, AMGA must hold an
annual Business Meeting to elect
Officers and conduct business of the
Association. This is held in conjunction
with the AMGA Annual Conference

Annual Dues Dues are paid at the state level (AMGA)
as well as the local level (Local MGA)
on an annual basis and are to be paid
by December 31°' of each calendar year

Certified Active Master Gardener To be considered Certified Active a
Master Gardener must pay both state
and local dues (if applicable), must
record at least 25 volunteer hours and
10 CEUs in the online Volunteer Service
Report, and have a current signed
Memorandum of Understanding (MOU)

CEU Continuing Education Unit

Local MGA Local Master Gardener Associationis a
group of Extension Master Gardener
Volunteers within a county or multiple
counties that form an association to
support the Regional Extension Agent
and Extension System within that area

Local MGA Coordinator The Extension Agent who has
responsibility of conducting Extension
Master Gardener Volunteer training
(intern) classes in their specific area
and serves as an advisor to the local
associations in that area

Master Gardener Interns Individuals who are participating in the
Extension Master Gardener Volunteer
training and certification program




Master Gardener Program
Steering Committee

ACES Committee that was created to
evaluate and give oversight to the
growth and development of the
Extension Master Gardener Volunteer
Program

Member in Good Standing

To be considered a Member in Good
Standing, the Certified Master
Gardener must pay both state and local
dues (if applicable), must record at
least 25 volunteer hours and 10 CEUs
in the online Volunteer Service Report,
and have a current signhed
Memorandum of Understanding (MOU)

Provisional Members

Provisional membership in the
Association may be granted for one
calendar year to Intern Master
Gardener volunteers who have been
reported by an Extension Agent to have
satisfactorily completed the approved
ACES Master Gardener Training
Program. Once a Provisional Member
reports completion of the program’s
volunteer service requirements to the
coordinating Extension Agent, the
individual is certified as an Extension
Master Gardener Volunteer and is
eligible for Active membership. If the
Provisional membership term ends
before an individual completes the
required volunteer service
requirements, the individual will be
eligible for Active membership when
these volunteer service requirements
have been met.

State Association

AMGA

State Extension Master Gardener
Volunteer Program Coordinator

An employee of ACES who is
responsible for the administration of
the Extension Master Gardener
Volunteer Program statewide




The Local MGA Handbook

The Local MGA Handbook is intended to help new associations as well as
provide answers and suggestions for established associations.

Look at the Table of Contents to get a good idea of what the Handbook
includes.

Additional important information that is not included in this Handbook is at
your fingertips via the Alabama Extension Master Gardener Volunteer website,
alabamamga.org.

There are many tasks to be completed in associations of various sizes. In
smaller Local MGAs, a few people wear a lot of hats; larger associations can
populate committees, even sub-committees. If you have questions, often
your best source is asking another Local MGA, having the AC Representative
initiate a discussion at the AC meeting, or contact an AMGA BOD member for
assistance.

This GUIDE should give you more time to GARDEN.



ACES (Alabama Cooperative Extension System) relationship with AMGA

The Mission Statement of the Alabama Cooperative Extension System
with respect to the Extension Master Gardener Volunteer Program is as
follows:

“Extension Master Gardeners are the volunteers and the outreach
ambassadors of the Alabama Cooperative Extension System. ACES provides
research-based information that we share with our communities through their
network of subject specialists, university research and extension agents.
ACES also provides the quality training that all Extension Master Gardener
Volunteers receive through their intern training and through continuing
education. We are proud to work hand in hand with ACES to better serve our
communities throughout the state.” - (AMGA Board Manual page 5)

The State Extension Master Gardener Program Coordinator is an employee of
Auburn University with responsibilities for administering the program
throughout the state. The State Coordinator serves to facilitate all facets of
the Extension Master Gardener Volunteer Program and to make sure all
components work together. The components that provide balance to the EMG
Volunteer Program are:

1. ACES MG Program Coordinator and Extension Home Grounds Team
Agents (coordinating Extension Master Gardener Volunteer
Programs).

2. Our Land Grant Universities Researchers and Program Specialists at
Auburn University and Alabama A&M

3. Alabama Master Gardeners Association (AMGA) Board of Directors,
Local MGAs and all Certified Extension MG Volunteers.

4. Extension MG Volunteer Interns.

When all components of the Alabama EMG Program work together respecting
the others’ roles and functions, a balance is achieved allowing the Extension
Master Gardener Volunteer Program to function successfully and fulfill the
mission and objectives of the program. For more information on these



relationships, see ANR-3103 Standing Strong: A Successful Extension Master
Gardener Program. https://www.aces.edu/blog/topics/lawn-garden/standing-

strong-a-successful-extension-master-gardener-program/

ALABAMA EXTENSION MASTER GARDENER VOLUNTEER PROGRAM
STEERING COMMITTEE

The State Coordinator formed the Alabama Extension Master Gardener (EMG)
volunteer program Steering Committee in 1996. This committee is an
Extension led committee whose members represent all facets of the Alabama
EMG Program: Extension Home Horticulture personnel who locally sponsor
the program, certified EMG volunteers who are active in their local programs,
Extension Specialists as available, and the EMG Volunteer Program State
Coordinator who facilitates this committee.

The Alabama EMG Volunteer Program Steering Committee is responsible for:

-Establish program policies that define statewide standards for program
implementation and management.

-Evaluating and giving oversight to the growth and development of the
Alabama EMG Volunteer Program as we seek to accomplish its mission
and purpose.

-Setting program goals, objectives and action plans for a sustainable
EMG Volunteer Program.

The committee meets a minimum of three times per year. There is a minimum
of five committee members: two program-sponsoring Extension personnel,
two EMG volunteers, and the State Coordinator. Working groups involving
more program members can be implemented to address larger projects and
reach committee goals efficiently.

Steering Committee members should be interested in and committed to
doing the work required by the committee and able to attend the necessary


https://www.aces.edu/blog/topics/lawn-garden/standing-strong-a-successful-extension-master-gardener-program/
https://www.aces.edu/blog/topics/lawn-garden/standing-strong-a-successful-extension-master-gardener-program/

meetings. Positions require a two-year term with members rotating off in
alternate years. If you are interested in serving, please contact the EMG
Volunteer Program state coordinator.



AMGA AND ITS RELATIONSHIP WITH LOCAL ASSOCIATIONS
Background of the AMGA (taken from Board Manual)

We are fortunate that a lady named Mary Lou McNabb (and her husband Bob)
moved from New York to Huntsville, Alabama. Mary Lou had become a Cornell
Extension Master Gardener Volunteer in New York, and, in 1981, she asked
Gary Murray, Madison County Extension Agent, if he could help start a Master
Gardener Program in Alabama. As they say, “the rest is history.”

In 1993, Master Gardeners established the Alabama Master Gardeners
Association, Inc. (AMGA), now a 501(c)3 non-profit educational organization
to enhance and support the work of the Alabama Cooperative Extension
System and to expand knowledge of an interest in horticulture and related
subject areas.

Today local Master Gardeners Associations throughout Alabama have a
common goal of meeting and sharing information about Extension Master
Gardener Volunteer service opportunities, common interests in making the
community a better place to live and learning more about their passion ...
Gardening.

AMGA’s Relationship with Local Associations (taken from AMGA Board
Manual)

“AMGA’s objective is to provide leadership for Extension Master Gardeners in
the State of Alabama through the local associations. This includes providing
guidance for efficient operation of the Associations. AMGA’s responsibilities
also include providing educational opportunities through conferences,
seminars and other appropriate programs.”

The AMGA State Advisory Council and the Board of Directors
Communications Committee were created to provide a clear line of
communication between AMGA and the local associations. Details regarding
the responsibilities of the Advisory Council and the Communications
Committee are contained in separate sections of this Handbook.”
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The AMGA is governed by Officers (President, Vice President, Secretary and
Treasurer) and a seven-member Board of Directors. Both Officers and
Directors are elected by the general membership at the Annual Meeting during
the AMGA Conference. Officers are elected for a two-year term, and Directors
are elected for three-year terms. No more than two members, excluding the
Association President and Vice president, from any one local association may
be elected to the Board of Directors. The Board Meetings are scheduled on a
quarterly basis. Special meetings of the Board of Directors may be called by
the President and may be held at any time and on notice as the Board may
determine.

AMGA is responsible for providing a clear and critical line of communication
between themselves and Local MGAs via the Advisory Council

The State Master Gardener Program Coordinator from Auburn University

serves as Advisor to the AMGA Board of Directors and attends Advisory
Council meetings to communicate ACES information to the AC members.

11



AMGA Board of Directors and Committee Chairs — 2026
Debbie Boutelier, President, Autauga County
Julie Conrey, Vice President, Mobile County
Amanda Redman, Secretary, Blount County
Susan Steele, Treasurer, Lawrence County
Wanda Smith, Assistant Treasurer, Tuscaloosa County
Board Members At Large

2023-2026
Kate Vogel, Shelby County
Jan Shirley, Wiregrass

2024-2027

Janell Diggs, Capital City

Kimberly Martin Johnson, Jackson County
Angela Whorton, Etowah County

2025-2028
Harriett Jackson, Chilton County
Soozi Pline, Limestone County

Committee Chairs and Appointees

Jim Harris, Awards Chair, Lee County

Angela Whorton, Communications Chair, Etowah County
Caroline Etheriedge, Webmaster, Blount County

Sheila Bolen, Newsletter Editor, East Central

Kerry Smith, Continuing Education, State Program Coordinator
Kimberly Johnson Martin, Endowments Chair, Jackson County
Rose McCauley, Membership Chair, Autauga County

Amy Weis, Nominating Committee Chair, Jefferson County
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Don Richerson, Nominating Committee, Baldwin County
Janell Diggs, Nominating Committee, Capital City

Kate Vogel, Project Funding Chair, Shelby County
Michael Thomason, Records and Retention Chair, Shoals
Susan Hagen, Speakers Bureau Chair, Blount County
Tony Wallace, Advisory Council Chair, Etowah County

AMGA State Conference 2026

Soozi Pline, Limestone County
Doty Henry, Morgan County
Jennifer Johnson, Master Gardeners of North Alabama

AMGA State Conference 2027

Katherine Ennis, Jefferson County

AMGA State Conference 2028

Devonne Ellis, Wiregrass
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LOCAL MASTER GARDENERS ASSOCIATION MEETINGS
Sample Format

Robert’s Rules of Order provides a very detailed outline of the procedures for
conducting Board and General meetings. Following this outline usually results
in orderly, efficient meetings. For example, if an item is being discussed and
not being resolved, perhaps ‘table’ it for a later meeting; assign action items to
appropriate committees to study/research further and report at a later
meeting. It is suggested that several in each Local MGA become familiar with
Robert’s Rules of Order. Remember, your Local MGA will arrive at its own
meeting format.

AGENDA (BUSINESS MEETING)
(Date, time and location)

e Call meeting to order - President

e Reading of the Minutes - Secretary - Ask for approval of the minutes
as read/emailed/posted in newsletter, or as corrected if there are
changes. Many Local MGAs email the minutes prior to the meeting for
review by members, which saves time. A simple vote is taken for
approval of minutes.

e Treasurer’s Report - Treasurer - It is important that a financial report
be given at each board and general membership meeting to keep the
membership informed. In addition, some Local MGAs prepare a yearly
budget. It is helpful to compare the actual revenue and expenses to the
current budget. This determines how successful your association
planned for the current year and makes planning for the future easier to
accomplish.

e Reportfrom local EMG Extension Agent
e Committee Reports - List each of your committees including

committee chair name and contact information in case members have
questions. If the committee Chair does not have a report that month,

14



give them an opportunity to be recognized, especially in larger Local
MGAs.

Project Reports - List each project including project leader’s name and
contact information in case members have questions. Even if the
project leader does not have a report that month, give them an
opportunity to be recognized, especially in larger Local MGAs.

State Advisory Council Representative Report - AC meetson a
quarterly basis so reports should be offered following each AC meeting
and comments/questions solicited for next AC meeting. The report
could be included in Local MGA newsletter to save time.

Unfinished Business — Any outstanding action items from previous
meetings.

New Business - Members may have some suggestions, ideas for new
projects, and/or announcements that could be brought to the
membership’s attention. Discussion could ensue, assigned to
appropriate committee, or delayed to the next meeting.

Adjournment

If the meeting includes an educational program with a speaker, the
educational program should be scheduled first to respect the time of
your speaker. A short break can be offered before moving into the
business portion of the meeting. Starting on time and finishing on time
respects your members.

15



Sample Organizational Chart of Local Association Officers, Directors and

Committees

Local MG Association
Bylaws

President

Local Extension

Agent
Immediate Past
Vice President Secretary Treasurer .
President
l 1 [ |
Director or At Large| |Director or At Large Advisory Council Director or At Large | |Director or At Large
Representative
Committees

|

Communications

Membership

Webmaster

Newsletter Editor

Public Relations

Volunteer Hours Coordinator
Awards

Reach for the Stars Program

1

Finance

Programs & Projects

Financial Review
Fundraising

Dues/Dues Tracker

Community Outreach
Community Projects

Scrapbook/History
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DUTIES AND RESPONSIBILITIES

General: The Board of Directors (BOD) of the local Master Gardeners
Association could consist of a President, Vice President, Treasurer and Past
President. The local association may benefit from a Second Vice President
and an Assistant Treasurer. The local association may choose to have Board
Members-at-Large or Directors. There should be an uneven number of voting
members to minimize tie votes. If necessary the president should cast the tie-
breaking vote. Terms for officers, directors, and appointed committee chairs
are set in local Association bylaws. Suggested terms are for two years.
Caution: smaller associations may not have need for all the duties listed
below and may have many duties assigned to one Officer. These are
‘suggested’ duties.

If your local Associationis a 501(c)3 it is guided by Alabama Non-Profit State
Law Section 10 A-1-3.05 and 10 A-3-3.02 of the Code of Alabama.

Duties and Responsibilities of the Officers:

President

e Preside at all meetings.

e Serve as liaison with any outside person or organization.

e Ensure thatthe association’s operations reflect the Bylaws and Policy
and Procedures Manual (if appropriate), so all events run smoothly, and
the Association maintains a good image.

e Possess aworking knowledge of Roberts Rules of Order and conduct
meetings in accordance with those rules.

e Prepare or approve (if secretary is not responsible for this duty) meeting
agenda.

e Provide an article for each newsletter the association publishes.

e Appoint Committee Chairs and serve as ex-officio of all committees.

e Maintain copies of all pertinent information and transfer these records
to the succeeding President at the end of his/her term.

e Be a signatory on the Association checking account bank signature
card.

17



Vice President

e Perform the duties of the President if the President is absent, unable to
perform their assigned duties, or the office becomes vacant.

e Possess aworking knowledge of Roberts Rules of Order and conduct
meetings in accordance with those rules.

e Assist Provisional Members in achieving Active status (if no
membership chair, this would be necessary).

e Conduct an annual Bylaws review and present revisions to the Board of
Directors.

e Serve on Programs and Projects Committees.

e Maintain and be custodian of Association property located at Extension
Office or any off-site storage area.

e Perform other duties assigned by the President and/or the Board of
Directors.

Secretary

e Possess aworking knowledge of Robert’s Rules of Order and local
Association Bylaws.

e Act as Secretary of the meetings of the Board and of the general
membership. Record the proceedings of the meetings for historical and
parliamentary reasons to include meeting attendance records.

e Serve as custodian of all official records for the Association and transfer
these records to the succeeding Secretary.

e Obtain a suitable location for Association meetings. Notify all members
of the Association the date, time, place and program (if any) of regular
and special meetings or additional activities.

e Provide copies of meeting minutes to officers, directors and
membership as required.

e Electronically disseminate annually an updated directory of members to
include email address, mailing address and telephone number. This list
should include list of association BOD committee chairs, and agents
including mailing addresses, emails and phone numbers. Keep a
current list of AMGA BOD on file. (alabamamga.org/Contacts)

18



o Notify Secretary of the Advisory Council of changes in Officers and
Advisory Council Representative.

e Receive and file communications, correspondence and committee
reports, as directed by the President.

e Keep list of local association Officers, Committee Chairs, and Agents as
appropriate for your organization, including mailing and email
addresses and phone numbers. This will need to be updated as it
changes.

Treasurer

e Prepare and provide financial statements to the Association and track
all deposits, expenses and other financial dealings as required by
Association Bylaws.

e Pay all bills incurred by local Association; Be one of the two names,
Treasurer and President, on the bank signature card; Association Bylaws
determine number of signatures on the checks.

e Administer the cash when the organization holds a special event for the
public.

e Serve as member of Finance Committee; Ensure that there are at least
three people in the Association that are authorized to have access to
the financial accounts.

e Notify membership no less than 30 days before local and state dues are
to be remitted; collect local and state membership dues. Remit records
of paying members to Association Membership Chair.

e Remit AMGA State dues (individual dues currently $10) that are to be
recorded in the AMGA Dues Tracker Database. (see DUES TRACKER
DATABASE APPENDIX D)

e Maintain and transfer records and books to the succeeding Treasurer
following an internal financial review.

e NOTE: if the Association is 501(c) (3), the Treasurer handles or oversees
tax filings and maintains the organization’s non-profit status.

e NOTE: Bonding of an Association Treasurer should be considered and
then the decision specified in the Bylaws and Policies.

19



THE DIRECTORS

As stated in Association Bylaws the Directors are usually nominated and
voted into office for a period as determined by Association Bylaws. These
Directors may be appointed as various Committee Chairs (listed in the next
sub-section). As voting members of the BOD, the Directors (Officers and the
Directors) meet periodically to discuss and vote on the affairs of the
organization. There should be a minimum of three Board Members; if the
Association is 501(c)3, the IRS requires a minimum of three Board Members.

STATE ADVISORY COUNCIL REPRESENTATIVE

Duties listed on alabamamga.org/AMGA Board Manual. AMGA Advisory
Council SOPS are available for review at alabamamga.org/Advisory Council
SOPS.

Duties and Responsibilities of the Committee Chairs:

The committees shown below may or may not be filled depending on the size
and needs of your Association. Directors may chair one or more committees,
depending upon the size of the Association. All BOD members have voting
rights. Committee Chairs may have voting rights at BOD meetings, if
mandated by Association Bylaws. There are several functions listed below
that must be performed. Necessary functions can also be assigned to an
Association Officer. Sub-committees may be formed in each area as needed.
Standing Committees, in addition to those listed below could include
Nominating, Service Projects, Financial Review, Sunshine, Communications,
MG Intern, Membership, Program Committee, Newsletter Editor, Historian,
Hospitality, and Governance.

Chair for Communications

e Responsible for the functions of publicity (AMGA and Local MGA
programs/events, achievements, news), member communications,
Pathway Happenings articles (alabamamga.org/Newsletter Criteria) and
historical records of the Association. In a medium-to-large association,
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several of these responsibilities will be handled by different
people/committees.

Creates and disseminates publicity about Association events,
achievements and news as directed by the president, project chairs,
and/or committee chairs. Keeps Association members aware of local
and regional workshops and seminars that may be of interest.

Acts as the webmaster or facilitator to the webmaster in the
management of the website. Each county/regional ACES Office has a
Facebook page and/or website. Several Local MGAs make use of the
local ACES Facebook page or have their own. An Association does not
have to host its own website but may choose to do so.

Acts as the editor or a facilitator to the editor of the association
newsletter. Newsletters can be as simple and as short as one page and
emailed to the members. Make certain that newsletters are archived.
Oversee any public Local MGA social media pages or identities and
established guidelines for content and messaging.

Chair for Finance

(These duties, except for financial review, will be performed by the Treasurer, if
a chair for finance is not appointed).

Prepare an annual budget for presentation to the Association at the
annual meeting. Present a budget update at monthly meetings. Make
certain of a review of financial records annually at a time stated in the
Association Bylaws and/or Policy and Procedures Manual and when a
change of Treasurer occurs; this is organized in Association with the
Treasurer and the President. This financial review is conducted by a
committee of two people who are not Officers, Directors or Finance
Committee members. Report financial review results to the Association
officers and BOD for review, then subsequently forward to the
Association membership.

Coordinate all fundraising efforts. Develop ideas and plans for

fundraising. Make recommendations to the Officers and Board for
fundraising events.

21



Chair for Programs and Projects

Depending upon the size of the Association, following are duties that could be
managed by one person to four or more people:

Programs:

e Responsible for arranging programs for monthly meetings and
additional educational enrichment programs, seminars and field trips.

e Responsible for any tokens and notes of appreciation to speakers and
outgoing president.

e Maintain a record of program contacts and suggestions for programs.
This list will show what programs have been in the past, plans for the
present and a list for the future topics/speakers.

e Determine the number and types of programs needed for the year with
help from the BOD (humber of monthly meetings that should have
speakers.)

e Schedule speakers for programs to include a reminder a week before
the meeting.

e If needed, arrange for audio-visual aids for the program and a technician
to operate them.

e |[ntroduce the speaker or provide biographical information to the
President if he/she will do the introduction.

Master Gardener Speakers Bureau:

e Develop and maintain a list of people in the Association who are willing
to speak if requests are received for their expertise.

e Ensure that local association speakers are also listed on the AMGA
Speakers Bureau.

e Respondsto request for speakers and promotes that speakers are
available.

e I|dentify and report on opportunities to promote the Master Gardener
Program to the community.
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Projects

Maintain project request forms used by the Association.

Receive completed project forms and present them to the Board of
Directors and the local sponsoring ACES agent for approval.

Ensure that an Association Member is designated as the point of
contact for each project that is approved.

Ensure that all Association members are afforded an opportunity to
participate in projects.

Maintain a record of completed projects.

In coordination with the BOD, select one project annually that has made
a significant difference in the community. Write a story about it for the
annual ACES Report and submit it to ACES MG Search for Excellence
Awards and to local and/or state news media.

Chair for Membership

Obtain and distribute membership cards.

Contact members who fail to renew their membership.

Distribute membership lists/directories to Association members as
established by Association procedures.

Prepare membership information/lists as required to verify meeting
quorums and voting eligibility.

Maintain rosters of attendance at meetings and other events.

Work with local Association Board of Directors to encourage retention of
interns for membership.

Assist with questions regarding membership requirements, status, etc.

Volunteer Hours/Reach for the Stars Coordinator (or Membership Chair)

Ensure Association Members are aware of the ACES online volunteer
hours reporting system and provide instructions regarding reporting of
volunteer service hours and CEU hours.

Access ACES Service Report database and determine those members
who are eligible for Reach for the Stars recognition at the end of each
membership year.
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Provide AMGA Awards Chair with the number of stars required for local
association distribution and a list of members who qualify for Reach for
the Stars recognition.

Provide AMGA Awards Chair with the names of the members who
qualify for advanced stars and advanced badges.

Provide AMGA Awards Chair with the names of individuals who qualify
for other volunteer hours recognition (such as top hours of the year and
lifetime hours).

Serve as the local association point of contact for volunteer hours
advice and questions.

Work with ACES Service Report super admin to identify EMG Volunteers
who have failed to achieve the volunteer hours required for Member in
Good Standing status.

ACES has a policy for Extension Master Gardener Volunteer Program
Transfer and Recertification for In-State Recertification after an
absence. Please refer to aces.edu/Extension Master Gardener Volunteer
Program Transfer & Recertification (ANR-3174).

Awards Committee Chair (or Membership Chair)

Chair local association Awards Committee with responsibility for
soliciting and reviewing nominations for local association and AMGA
awards.

Provide information to Association members on projected awards and
guidelines for submission of nominations for local Association and
AMGA awards.

Assemble nomination information for review by committee members
and for determination of local association winners and those members
who will be nominated for AMGA awards.

Prepare nominations for AMGA awards and submit them to the AMGA
Awards Chair.

Arrange for presentation of appropriate recognition of local association
award winners.

24



AMGA AWARDS
AMGA Awards categories, criteria and forms are located at
alabamamga.org/Awards and Criteria.

ACES AWARDS

Currently, ACES Search for Excellence Award information is due to State
Master Gardener Program Coordinator Kerry Smith by January 1. See “guide”
and “application” here: Resources — Alabama Master Gardener Associations |

Alabama Cooperative Extension System — ACES.edu.
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APPENDIX A - Preparation of Association Bylaws

It is strongly recommended that each Association prepare bylaws as
appropriate to its stated purpose and size. The bylaws are the basic set of
rules that guide the operation of the Association. Ensure that your local
association bylaws do not contradict the AMGA bylaws. If your
Association is 501(c)3, there are certain things that your association will
need to comply with depending on Federal and State laws (humber of
meetings, minimum number of board members, etc. Check with the
Alabama Secretary of State website (sos.alabama.gov) to see what laws
apply to your nonprofit. Section 10 A-1-3.05 and 10 A-3-3-02 of the Code of
Alabama is the Alabama Business and Nonprofit Entities Code. It is also
strongly recommended that the local Association seek legal counsel to
develop and maintain governing document(s).

For reference, the AMGA Bylaws are located at alabamamga.org/Bylaws.
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APPENDIX B- Local Master Gardeners Association
Sample Financial Policy

Financial management in the operation of all Local Master Gardeners

Association (Local MGA) activities supports fulfillment of the organization's

mission in the most effective and efficient manner and with full

accountability. To accomplish this, the Local MGA commits to provide

accurate and complete financial data for internal and external use by the

board of directors and the membership of the organization.

Financial Authority

The treasurer of the organization shall be responsible for the day-to-day
financial management of the organization.

The treasurer shall collect dues from the Local MGA and maintain the
financial records of the organization.

The treasurer shall be authorized to sign checks and disburse funds as
necessary.

Upon a change in the Local Board of Directors, the incoming treasurer,
president and vice-president shall ensure that the signatories on the
bank account are current and up to date. The treasurer shall prepare the
necessary documentation for the financial institution to facilitate this
process.

The treasurer shall provide timely financial reports to the board and
shall provide a written year-end financial summary.

The treasurer shall prepare financial records for an annual financial
review and shall share the findings of the financial review with the board
of directors and the membership at the appropriate meeting. The
financial review process shall be conducted within the first two months
of the new fiscal year and the findings reported thereafter.

The treasurer shall retain the financial records according to IRS
regulations.

The treasurer shall ensure that the appropriate tax filing occurs before
the IRS deadline.
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Banking Institutions

e The Local MGA shall utilize only federally insured local banking
institutions.

Income Management

e Allincome received by the Local MGA shall be properly received,
deposited, recorded, reconciled and kept under adequate security.

e Any cash (including checks) shall be promptly and fully deposited.

e Everydeposit transaction shall be properly documented and retained
according to accounting and IRS practices.

e Cashreceived at fundraising activities shall be counted by two people
and a cash receipt prepared and signed by both parties.

e Credit card transactions (if using) will be processed by the treasurer or
an assigned designee. The treasurer shall verify that the transactions
have been properly processed and settled by the banking institution.

Disbursements

e The treasurer shall ensure that all accounts payable items against the
organization are paid in a timely manner following approved issuance of
checks procedures.

e Everytransaction shall be accompanied by Reimbursement / Payment
form or other appropriate documentation which is sighed and approved.

Issuance of checks

e All checks written shall have the treasurer’s signature and one other
approved signature.

e Approved signatories for check writing should be the treasurer, the
president and the vice-president.

e |[fthe requestis from one of the signatories, then the checks shall be
approved and signed by the remaining signatories.
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Insufficient Funds

If a checkis returned for insufficient funds, the member or outside
presenter shall be responsible for the check amount and for any bank
fees associated with the returned check.

Reimbursement Policy

Reimbursements shall be made for approved budgeted line items. If not
an approved budgeted item and the total amount is less than $100,
approval shall be requested in advance from the president before the
purchase is made. For non-budgeted items greater than $100, approval
shall be sought in advance from the board of directors.

If an item causes an overage to the approved line-item budget, it shall
be approved in advance.

Ideally, requester should complete Reimbursement/Payment Form or
other appropriate documentation which is signed and approved and
submitted to the treasurer for payment within 90-days of purchase or
service provided. Exceptions to the 90-day time frame may be required
and will be handled by the treasurer to facilitate payments to suppliers.
Receipts shall be attached to Reimbursement/Payment form or other
appropriate documentation for any service or purchase.
Reimbursement shall not be made without proper documentation.

The Reimbursement/Payment Form shall be approved by the project
Chair and approved by the president or vice-president before payment
can beissued.

Donor Tax Receipts and Tax Implications

It should be noted that 501(c)3 status does not automatically provide an

exemption from Alabama sales, use, or property taxes.

Organizations generally must pay sales tax on purchases and collect
sales tax on taxable sales, unless specifically exempted by a separate
statute.

To maintain tax compliance in Alabama, 501(c)3 organizations must
adhere to specific state and federal requirements, including annual
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filings with the IRS and the Alabama Attorney General's office. Unlike
many other states, Alabama does not offer an automatic, blanket
exemption from sales and use taxes for 501(c)3 entities.

Which form to file 990,990-EZ or 990-N depends on the organization's
gross receipts and assets. The filing is generally due by the 15th day of
the 5th month after the organization's fiscal year ends (May 15 for
calendar-year filers).

If the Local MGA is a 501(c)3 non-profit organization, the treasurer
should be prepared to offer tax receipts for donations. As such,
donations made to support the organization are tax deductible and the
organization shall provide, upon request, a letter of receipt for the
donated funds or other non-monetary items. The intrinsic value of any
donated goods shall be determined by the donor.
Per instructions from the Alabama Secretary of State’s office, the letter
of receipt shall include:

o The name, address and federal tax identification number of the
non-profit organization.
The name of the donor.
The taxable year of the donation.
The monetary value of the donation.
The receipt shall be signed by an officer or designee of the
organization.

O O O O

Retention of Records

If the Local MGA is a 501(c)3 non-profit organization, then all records
and supporting documentation shall be kept for a seven-year period
according to IRS rules. If not a 501(c)3, best practices still dictate that
good retention of records should be followed.

After the seven-year period, best practices dictate the retention of the
annual financial report indefinitely. This retention can be accomplished
in a digital format.

Receipts and other supporting documentation for extraordinary
transactions shall be kept indefinitely.
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APPENDIX C - Master Gardener Mentoring Models and Suggestions

Models for Successful Mentoring Programs
BENEFITS
Benefits to the Local MGA:

-Faster and more effective assimilation to the Program and the local MGA.
-Retention of membership.
-Retention of volunteers for both your MGA and for ACES.
-More productive volunteers - Interns are potentially more productive
because they have ‘new eyes’ on the operations and goals of the Program.
-Increased involvement by Interns at the beginning keeps them involved
longer.

Benefits for the Intern:

-Enhances training and development as an EMG Volunteer.
-Positive influence on their attitudes.

-Guides them through procedural obstacles.

-Improves their results by challenging their assumptions.

Benefits for Mentors:

-Satisfaction from helping others

-Enhances their knowledge too

-Increases their network by familiarity with all Interns

-Improves commitment and motivation to the Local MGA and the
Program

SUCCESSFUL MENTORS

e Always listen first, then advise.
e Are approachable by email or phone, or any other method that fits
e |nitiate contact at least twice a month.

e Share your experiences with the EMG Volunteer Program and Local
MGA.
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-Invite the Intern to attend special events with you.

-Volunteer together.

-Maintain an open mind, learn from one another.

-Respect something someone tells you in confidence.

-Are intermediaries if an intern has problems - i.e. illness, or

family challenges.

e |If either partner needs help, contact the Mentor Coordinator, Class
leader or Extension Agent.

o O O O O

OPPORTUNITIES
Mentors to the interns have a unique opportunity to:

e Help setandreach goals.

e Encourage professional volunteer behavior.

e Build relationships between ACES and the Local MGA.
e Offer friendship.

e Listento problems.

e Lead byexample.

e Share knowledge.

e Inspire.

Mentoring succeeds when one person invests time, energy and personal
involvement in the growth and ability of another. This partnership can become
a friendship that lasts a lifetime.

Mentoring programs should be developed to suit the Local MGA and needs of
the Local Extension Office. The following shows examples for an informal
mentoring program and a structured mentoring program.

INFORMAL MENTORING OPPORTUNITIES

Find one or more individuals who will work with the Extension Agent as the
class leader/coordinator. This person or group will:

1. Be at every class meeting during the training period to
encourage the Interns.
2. Partner with the REA and assist with class logistics.
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Ensure that Interns are invited to monthly Local MGA meetings.
Ensure that Interns are aware of volunteer opportunities.

. Make sure each Intern meets other Local MGA members during

each gathering, meeting or volunteer activity.

Host a special gathering for new Interns (Luncheon, picnic, Bar-B-Q, Ice

Cream Social). Use this gathering to answer questions.

1.
2.
3.

Local projects and member interests.
Volunteer hours reporting.
Dues, meeting dates.

A special Intern gathering can be hosted before the new class begins or

sometime during the series. These are opportunities to:

1.

Develop a class project for the interns (as a whole group or
divided into smaller groups). Or ask them to choose from a list.

. Visit gardens with Interns as a group.

Plan Extension Master Gardener-Intern field trips (these are
sometimes part of the class series too)

Intern graduation at the Extension Master Gardener monthly
meeting thatis 11 to 12 months after classes end.

Offer alternating day and night Local MGA month to month, or
host quarterly meetings that accommodate.

A newsletter containing information on volunteer hours, CEUs
and volunteer opportunities. Brag on Intern activities.

Develop a folder for Interns with Program and Project
descriptions. Use the Service Report as a communication tool.
Encourage study groups.

A STRUCTURED MENTORING PROGRAM:

e Establish a Mentor Program committee or team.
e The Mentor Program committee should meet at least once with the REA
responsible for your program.
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Develop a timeline for the activities prior to classes, during classes and
after the classes have ended. Develop Mentor guidelines that fit your
Local MGA.

Develop Intern guidelines that are realistic.

Suggestions:

Establish an interview process. The committee/team decides how to
best interview the MG applicants.

This activity should help you learn about the interns beyond the
information obtained from a paper application form.

Develop a script for the interviews; consistent, uniform communication
starts everyone on the same page.

Match Mentors and interns by their locations, gender or other criteria
you have decided.

Evaluation of your mentoring program at the end of the year (this might
be at the end of your class series or later).

1) While recent activities are fresh is the best time to make changes
and improvements for the following year.

2) This annual evaluation benefits everyone.

3) After the first two to three years your program should feel like it fits
and needs only minor adjustments each year.
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Appendix D - EXTENSION MASTER GARDENER SERVICE HOURS
PROGRAM

PART | - The Extension Service Report

Reporting volunteer activities gives detail to the program’s impact. Accurate
records of the invested volunteer time and the number of people receiving
research-based information are powerful tools. Combining these with local
project details, we demonstrate the program’s scope and illustrate the types
of community impact we can achieve.

All volunteer activities and continuing education must align with the service
category definitions found in the EMG Volunteer Program Service Report
Glossary (https://www.acesagmg.site/glossary.php ) and be approved by the
local program coordinator, Extension Home Horticulture team personnel.
Only volunteer service conducted within Alabama can be reported for this
program.

EMG volunteer activities should reflect a variety of audiences and activity
types.

Four questions for validating volunteer work:

*  Willit benefit the community?
* Isitassociated with a non-commercial group?
* [sitrelated to gardening, the environment, or an Extension program?
* Areyou helping people learn?
If you can answer yes to these four questions, the activity supports the

mission of the EMG Volunteer Program and counts as EMG volunteer hours.

Page 3 of the EMG Volunteer Program Memorandum of Understanding, ANR-
3045, lists specific mission-based volunteer activities (www.aces,.edu ).
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The Alabama Master Gardeners Association has developed several awards to
recognize exceptional volunteer service in support of the EMG Volunteer
Program (https://alabamamga.org/amga-awards/ ). The Service Report tracks

EMG volunteer activities as volunteer hours, continuing education hours
(CEUs), and travel hours associated with CEUs. All three of these should be
combined for the purpose of AMGA awards. This guideline began with hours
earned in 2009.

Donations of materials and money made by EMG volunteers are another
measure of community impact. Whether monetary gifts, produce, vegetable
or ornamental transplants, these add up when combined statewide. Each
MGA determines the recipients for these donations in each county.

Check with your tax advisor if you plan to use volunteer activities for IRS tax
returns.

PART Il - Using the Extension Service Report

All EMG volunteer service, continuing education, and donations are reported
online at https://www.acesagmg.site . If you need assistance ask Extension
Home Horticulture personnel or the leadership in your local Master Gardener
Association. At your discretion, you may keep personal records. The Extension
Service Report provides tools for downloading reports.

PART Il - Volunteer Hours Manager

Itis important that an MGA member volunteer to serve in this role. They
should develop a plan that encourages members to report volunteer hours; be
familiar with the Extension Service Report and assist members in reporting
their hours when necessary.
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The EMG Volunteer Program reporting period is January 1 through December
31. This is an Extension program under the land grant system and the US
Department of Agriculture (USDA). Unreported volunteer hours devalue our
program and negatively effect on our federal impact report to the USDA.

The Volunteer Hours Manager will:

Use the Glossary (https://www.acesagmg.site/glossary.php ) to outline
a county plan that encourages and supports members in reporting their
program activities. Reference Part-1 of this Appendix-C.

o Giving areport at the association’s monthly meetings is one
suggestion for encouraging member reporting.

o Informal congratulations or small awards for member
contributions to a specific, timely project can be motivating.

o Be creative!

Communicate the Glossary definitions to the association membership.
Ensure that members receive assistance with reporting their activities.
Communicate with the program-sponsoring Extension Home
Horticulture personnel though out the year to support timely reports.
Avoid waiting until November or December to ‘catch-up’ reports. All
EMG Volunteer Program reports are due by December 31.

Awards for volunteer activities:

o Coordinate with the association treasurer to order appropriate
stars (if participating in AMGA’s Reach for the Stars Program) to be
presented locally and to order gold or platinum badges to be
presented at the Annual Conference. The order form needs to be
signed by program-sponsoring Extension personnel.

o Coordinate with program-sponsoring Extension Home
Horticulture personnel to ensure your association’s candidates
for the Top Hours of the Year and the Jean Lee Lifetime Hours
awards are submitted to the AMGA Awards Committee Chair by
January 31 of the award year.

e \View activity totals for the county, for individual users, and the

breakdown by category
o Tools are provided in the Super Admin area of the Extension
Service Report to assist your role.
o Loginto the Extension Service Report
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o Usethe Super Admin link to find various tools to assist you.
= Find the Super Admin link in the grey-colored navigation bar
near the top of the web page.

38



APPENDIX E - Dues Tracker Database

The Dues Tracker database is the repository for membership information for
local associations and AMGA members. Members’ records in the database
will be populated from information entered by the individual in the ACES
Service Report database. Individuals with access to Dues Tracker database
should NOT add members. Membership must be initiated through the Service
Report. Adding a member before registration in the Service Report will result
in duplicate accounts.

Dues Tracker administrators are given access permission by the AMGA
Membership Chair or a designated alternate. Contact the AMGA Membership
Chair at amgamembership@gmail.com to request access or make changes.

Dues Tracker administrators are assigned either Local (their primary local
association) or State (all local associations) permission.

Each association should have at least two members with access to Dues
Tracker. Recommendations for access will be the membership chair (or the
member responsible for posting dues payments) and the treasurer. Other
individuals may be granted access if required.

To access Dues Tracker, go to the Master Gardener Service Report login page,
enter the same password that is used for reporting volunteer hours. On “My
Page”, at the top of the page select “Dues Tracker” and your primary
association directory and the AMGA directory will appear. You can toggle
between these two directories to enter dues payments for your members.

Select a member’s name in the directory list to open the individual’s record
with the current database information. The Association History will show the
associations for which the member is registered and their status in each
association and AMGA. The Start Year should reflect the first year the
member was eligible for membership and paid AMGA dues. This year could
be different from their graduation year. The End Year shows the year the
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membership ends. Continuing memberships show “Still Active” in the End
Year.

Above in the green ribbon appears “Directory”, “Change Year/County” and
“Download”. If you have Local access, you can change the year to view past
entries and download the local or AMGA directory into a spreadsheet. If you
have been given State access, you can also change the county association to
view other local associations.

Also shown in the green ribbon is the ability to “Search” for a member if you
are unable to find the name in your local directory. Inthe Search box include
the first four letters of the member’s last name and check the “include
deactivated”. A list by counties and members names will appear, scroll
through the names until you find the one needed. Click onthe name to bring
up the Member Control Panel and make the necessary changes, then click
Save.

You can sort either Directory by using the Filter View shown under each
Directory. To Batch a group of names, (this is useful when entering dues
payments), check the names wanted in the batch group, scroll to the bottom
of the directory list and select Save Selected/Batch. Only the names checked
will be included in this group. When entries have been completed, scroll to
the top of the Directory and click on Clear Batch in the green button on the
right-hand side.

To enter dues payments, select the member’s name in the directory. The
Member Control Panel will appear. Please review the contact information to
ensure that it is complete and correct. “Original County” on the Member
Panelindicates the county where the member took the intern class. “Collects
AMGA Dues” is the county where the member enters hours into the Service
Report and is also considered the Primary County for that member. These two
counties can be different. If “Collects AMGA Dues” shows the incorrect dues
collector, click on the blue box “Change AMGA Collector” and select the
correct county from the list.
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The Association History section shows the associations in which the member
is registered and the status in those associations and AMGA. The Start Year
should reflect the first year the member was eligible for membership after
certification. This is not necessarily their graduation year. The End Year will
reflect the year the membership ended. Continuing memberships will state
“Still Active” as the End Year. Current Status should be “Active” as long as the
member is paying dues and reporting hours. Necessary changes can be made
on this information by clicking on the “Settings” box. Dues Tracker
administrators for the member’s Primary County will only post payments for
their association and AMGA.

To enter payments, click on “Payments” by your association and then open
“Enter New Payment”. A panel appears, select the correct year for the
payment, enter the dues amount, on the “Payment Ref” enter either cash or
check. Inthe “Notes” section, include information to explain any unusual
entries. Click on “Submit/Save” and close the panel. Complete the same
information for AMGA payments. A member may purchase a Lifetime AMGA
membership by paying $150, once this payment is made the member does
not pay future AMGA dues.

If the member registers for a secondary association, the administrator for the
secondary association will do a “Search” (as explained above) for the new
member. When the Member Control Panel appears, click on “Add Another
Association” and select your county to be added to the member’s
associations.

The dues payments associations send to the AMGA Treasurer, should match
the total on the AMGA Directory. To list only the members who have paid
dues, on the View Filter, select “Paid” under the local association directory
and then click on the AMGA directory. This will give you the total of dues paid
and the number of members who paid.

To remove a member from the directory, select the member’s name and open
their member panel. Click on Settings in the Association History, under Last
Year enter the last year dues were paid, open the drop-down menu under
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Status and select the appropriate option (Inactive, Deceased) and save your
entries. Return to the Member Control Panel and in the first blue box click on
Edit Contact Info/Publish and click on the red box Disable/Hide This Member,
select No AND save your changes. Please complete these entries for each
Association listed for the member. The member will no longer be included in
our directories but can be reactivated by completing a Name Search.

42



APPENDIX F - Conflict of Interest Policy
What is a Conflict-of-Interest Policy and why should we consider having one?

It is considered best practice of a non-profit organization to have a conflict-of-
interest policy.

Nonprofits enjoy the public’s trust and therefore must comply with a diverse
array of legal and regulatory requirements. Nonprofits should have a written
conflict of interest policy and statement. These should be applicable to Board
Members and staff, as well as volunteers who have significant, independent
decision-making authority regarding the resources of the organization. The
policy and statement should be executed by covered individuals, both at the
time of the individual’s initial affiliation with the organization and at least
annually thereafter. The conflict-of-interest policy should identify the types of
conduct or transactions that raise conflict of interest concerns, should set
forth procedures for disclosure of actual or potential conflicts, and should
provide for review of individual transactions by the uninvolved members of the
Board of Directors. The conflict-of-interest statement should provide space
for the Board Member, employee or volunteer to disclose any known interests
that the individual, or a member of the individual’s immediate family, has in
any business entity which transacts business with the organization.
Nonprofits should have at least one designated representative who is
responsible for ensuring that the organization is complying with both the letter
and the spirit of federal and state laws that require disclosing information to
the public.
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APPENDIX G - Pathways and Website Criteria

These guidelines can be found on alabamamga.org, Newsletter Criteria
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Appendix H - AMGA Forms/Publications

Guidelines for Conducting a State Conference - (alabamamga.org)
Conference Reimbursement Form - (alabamamga.org)

Find a Speaker - (alabamamga.org)

Mary Lou McNabb Alabama Master Gardener of the Year Award -
(alabamamga.org)

Gary Murray Award for Outstanding Service and Dedication to the Alabama
Master Gardener Program - (alabamamga.org)

Jean Lee Lifetime Hours Award - (alabamamga.org)

Top Hours of the Year Award - (alabamamga.org)

Outstanding Newsletter Award - (alabamamga.org)

Reach for the Stars Program - (alabamamga.org)

Articles of Incorporation - (alabamamga.org)

Bylaws - (alabamamga.org)

Project Funding Program - (alabamamga.org)

Extension Master Gardener Volunteer Program Transfer & Recertification -
(aces.edu, ANR-3174)

Models for Successful Mentoring Programs — See Appendix C (this document)
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