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Texas ASSOCIATION OF Benefit Administrators
MISSION STATEMENT

The mission of Texas Association of Benefit Administrators (TABA) is to foster the growth and prosperity of its members by building public confidence through enhanced competency and professionalism.

TABA VALUES

(1)  TABA operates with integrity, in a fair, ethical and legal manner.

(2)  TABA will maintain a position as a significant representative of the third party benefit administration industry.

(3)  TABA works to advance the interests and service the needs of members in nurturing an atmosphere of friendship and mutual support through an open exchange of noncompetitive information and gather, generate and disseminate timely, non-proprietary information to its members.

(4)  TABA meets its financial obligations and operates in a fiscally sound manner.

(5)  TABA exhibits leadership by participating actively in public affairs.  The association monitors government activities, participates in coalitions with like-minded groups and advocates a point of view on issues of importance to the industry. 

(6)  TABA's primary focus is Texas but seeks opportunities to deal with problems of mutual interest with benefit administrators in other states.

TABA CHARACTERISTICS

(1)  TABA is an association that focuses its meetings and programs on the business concerns of operating a third party benefit administrator company.

(2)  TABA provides a forum for member interaction and access between third party benefit administrator companies and suppliers to the industry.  

(3)  TABA provides a vehicle for the industry to address common problems or issues of mutual concern.

(4)  TABA membership enhances survival and profitability.

(5)  TABA supports advocacy in legislative and regulatory matters through both grassroots and outside professional lobbying.

(6)  TABA establishes and maintains liaison with organizations having like objectives.

(7)  TABA collects and disseminates operating and financial statistics.

(8)  TABA serves as a vehicle to communicate the benefits of doing business with a third party benefit administration company.

(9)  TABA serves as a clearinghouse for information about the industry.

(10) TABA subscribes to a Code of Ethics.

(11) TABA serves as a social outlet for members.

LEADERSHIP AND MANAGEMENT RESPONSIBILITIES

I.     BOARD OF DIRECTORS

The management of the association is vested in the Board of Directors and consists of no more than nine (9) elected representatives of the Active Members of the association (including the elected officers).

       A.  POLICIES

             (1) 
The board focuses on issues pertaining to the overall mission of TABA.

             (2) 
The board develops and approves policy -- TABA policies are the principles that define the way TABA prefers to work.

             (3)
The board approves and updates strategic plans.

   (4) 
The board exercises a fiduciary responsibility by ensuring that TABA's                                   finances are properly managed and by approving responsible budgets.

             (5) 
The board oversees and evaluates TABA programs to assure that objectives are being achieved.

             (6) 
The board assures that basic legal and ethical responsibilities are being met. 

  (7) 
The board retains (and discharges) professional management, legal counsel and all other consultants.

             (8) 
The day-to-day management of the association is delegated by the board to an association management company, Laura T. Firestone CPA PC.

              (9) 
Board meetings are open to all active members to attend except as otherwise announced.

              (10) 
Board meetings are governed by Robert's Rules of Order, Revised.

              (11) 
In addition to meeting in conjunction with the annual meetings, the board shall also convene at the call of the President. 

   (12) 
Terms of officers and directors commence on January 1 following their election. 

   (13)    The Board evaluates its performance and that of the Executive Director on a 

 regular basis.
       B.  IDEALS

   (1) 
The Board refrains from directing staff activity and micro-managing Association affairs.
              (2) 
The Board should include a mixture of representatives from the association membership.
              (3) 
By tradition, every Board member accepts every other Board member with a due appreciation for an individual's strengths and a tolerance of idiosyncrasies and weaknesses.
II.    EXECUTIVE COMMITTEE

The Executive Committee is composed of the elected officers, the Immediate Past President and the Executive Director, who shall serve without vote.

       A.   POLICIES

              (1) 
The Executive Committee acts in place and instead of the Board of Directors between board meetings on all matters pursuant to delegation of authority to such Committee by the Board of Directors except on those matters: (a) specifically reserved to the board by the bylaws or resolution of the board; or (b) in contravention of a specific policy or resolution theretofore adopted by the Board of Directors or the association.

              (2) 
Meetings are open to all board members.  Meeting minutes are circulated to the board.

       B.    IDEALS

   The Executive Committee is sensitive to the fact that the management of the association 

   is vested in the Board of Directors and not the Executive Committee.
III.  PRESIDENT

       A.  POLICIES

             (1)       Presides at all meetings of the association and of the Board of Directors

 and the Executive Committee.
             (2)       Appoints, immediately after election, members and chairpersons of

                        committees, subject to the approval of the Board of Directors;

             (3) 
Is an ex-officio member of each standing and special committee;

             (4) 
Is the official spokesperson for the association.

       B.  IDEALS

(1) 
Because the President serves part time, is a volunteer, remains in office only for a short time, must answer to a Board of Directors of his/her competitor/peers (which also is vested by the membership with the responsibility of management of the association), the office of President is more limited than its corporate counterpart.  To be effective, the President must work closely with the Board and Executive Director.

            (2) 
The President sets the tone and direction and concentrates on the what and why and must rely heavily on the judgment, experience and knowledge of the Executive Director to set the pace and concentrate on how.

            (3)
The President's role is that of a volunteer leader and not as association manager.

IV.  VICE PRESIDENT
       A.  POLICIES

             (1) 
Acts in the President's stead and with the President's powers in the absence of the President, or in case of the President's inability to act;


 (2) 
Serves as a member of the Governmental Affairs Committee; 


 (3) 
Is a member of the Executive Committee.

V.  SECRETARY-TREASURER

      A.  POLICIES

            (1) 
Insures that board approved financial management policies and procedures are being followed;

            (2) 
Verifies sure proper record keeping practices are being followed; 

            (3) 
Reports on the financial condition of the association on a regular basis to the Board of Directors;

            (4) 
Arranges for an annual audit of the association by an auditor, CPA, or special committee approved by the Board of Directors;

            (5) 
Ensures that all government required filings are properly completed and submitted in a timely fashion;

            (6)
Reviews draft minutes prior to submission to the board.


VI.  MANAGEMENT COMPANY

       A.  POLICIES

            (1) 
The Board of Directors appoints an association management company to be responsible for the management of the association.  The management organization designates an individual to serve as Executive Director.

            (2) 
TABA's management firm provides all management and administrative services to TABA (refer to management company contract in Appendix and current budget materials for details).

       B.  IDEALS

            (1) 
The management company provides strong staff leadership;

            (2) 
The management style is hands on, caring and professional;

            (3) 
Management is strongly committed to personalized attention;

            (4) 
Management is politically sensitive;

            (5) 
Management is vocal, articulate, creative and forward-thinking in dealings with board and members.

VII.  EXECUTIVE DIRECTOR

        A.  POLICIES

             (1) 
Is the person who directs the actual operations of TABA under the control of the board;

             (2) 
Directs all staff activity;

             (3) 
Develops and implements efficient and effective systems for accomplishing the day to day work of the association;

             (4) 
Implements policy and reviews current policy to ensure that such policies are maintained and kept up to date;

             (5) 
Recommends the establishment, modification and elimination of programs and services;

  (6)
Is the principal spokesperson for all communications involving TABA operational activities and is listed as the contact source in all press releases/public relations efforts;

             (7) 
Maintains a favorable public image.

        B.  IDEALS

             (1) 
Works with the board to define the best ways to achieve objectives;

             (2) 
Role is one of both leader and manager;

             (3)
Is expected to use his/her knowledge and experience to the fullest and express ideas freely;

             (4) 
Delegates routine to staff and concentrates on helping the Board to be better policy makers and planners;

             (5) 
Supplies board members with information that is sufficient in substance and clear in format to assist the board in its policy-making function.

VIII.  LEGAL COUNSEL

         A. POLICIES

(1) Retained by and responsible to the Board of Directors as needed or required;
(2)    Attends board meetings, reviews minutes and advises board on legal matters as      required.  

COMMITTEES

STANDING COMMITTEES AND TASK FORCES – GENERAL POLICIES

(1) 
Committee members and task force participants are appointed by the President, who may also appoint a committee division chairman to assist in his oversight of certain standing committees.

(2) 
Standing committees are established to address an area of interest that requires ongoing attention from year to year. The establishment and disestablishment of a standing Committee must be approved by the Board of Directors. 

(3) 
The use of task forces is preferred over the appointment of standing committees to address specific problems/needs.  Some advantages of task forces include 
(a) 
no upkeep of committees with outdated purposes;

                        (b)
provides opportunities for members to initiate issues and take the


lead;
(c) 
usually able to act more quickly.

(4) 
Committee chairpersons and, if appropriate, task force chairpersons shall submit written reports on the status of their activities in advance of each scheduled board meeting. Reports are submitted to headquarters for inclusion in the board/minute book and for review by the board at their meeting.

(5) 
Task forces are established to develop information and suggestions for a resolution to a problem or identified need. The establishment and disestablishment of a task force is primarily the responsibility of the President. The board may also appoint task forces.

(6) 
Results of task force action are given to the Executive Director either for immediate action or for referral to the board for official policy action.

(7) 
Task forces do not speak on behalf of the association or take their own actions.  All results and actions of the task forces are channeled through the President.

 (8) 
If no meetings or teleconferences of a standing committee are held during any one year period, the Board of Directors should consider abolishing the committee.

(9) 
The term of all committee chairpersons expires with the term of the President under whom he/she serves.

(10) 
Committee meeting notices are mailed from the TABA offices, not from the offices of the committee chairperson. Such notices must include an agenda.

(11)
Committee chairpersons are responsible to see that minutes of all committee meetings are kept.


(12) 
All committee minutes are forwarded to the TABA offices for filing.

TPBAA ORGANIZATION CHART                   

Officials in double lined boxes are members of the Executive Committee.

MEMBERSHIP CRITERIA AND CLASSIFICATIONS

I.  ACTIVE MEMBER

    A.    CRITERIA

1.  Members are entities (1) who are licensed as a Third Party Administrator under Texas law, (2) whose application for membership has been accepted by the Board of Directors, (3) who comply with the Association's bylaws and (4) who pay current dues shall be eligible to apply to the Board of Directors for membership in the association. 

     B.   QUALIFICATION PROCEDURE

1. A completed application form and annual dues are submitted to the Executive Director who reviews the application for completeness, accuracy and whether it indicates applicant meets the membership criteria.  The Executive Director shall contact applicants to verify information, if necessary.  Receipt of application is acknowledged.
2. Accepted application forms are submitted to the board by email, mail or at a meeting for approval.

3. Upon approval, new members are added to the TABA database, mailed a welcoming letter and new member information.

4. A new member pays a full year's dues at time of application.  If the dues check is received between October 1 and December 31, the new member shall be considered paid up through the ensuing year on a one time basis.
5. In the event that an application is disapproved by the board, the applicant is advised by letter with a brief explanation that should be reviewed and approved by legal counsel.  The dues are refunded to the applicant.
     C.   POLICIES

The Executive Director should conduct exit interviews with membership dropouts when
practical.

II.  ASSOCIATE MEMBERS

     A.  CRITERIA

1. Associate Members are entities who:  (1) are not licensed as third party administrators under Texas law, but who desire to establish or maintain a relationship with the Association by virtue of their position as a supplier of products or services to the membership, (2) have submitted an application for membership which as been accepted by the Board of Directors, (3) have agreed to comply with the Association’s bylaws and (4) have paid current dues.
     B.   QUALIFICATION PROCEDURE

1. A completed application form and annual dues are submitted to the Executive Director who reviews the application for completeness, accuracy and whether it indicates applicant meets the membership criteria.
2. Accepted application forms are submitted to the board by email, mail or at a meeting for approval.

3. Upon approval, new members are added to the TABA database, mailed a welcoming letter and new member information.

4. A new member pays a full year's dues at time of application.  If the dues check is received between October 1 and December 31, the new member shall be considered paid up through the ensuing year on a one time basis.
5. In the event that an application is disapproved by the board, the applicant is advised by letter with a brief explanation that should be reviewed and approved by legal counsel.  The dues are refunded to the applicant.
     C.    POLICY

The Executive Director shall conduct exit interviews with membership dropouts whenever practical.

MEETING POLICIES

I.   MEETINGS - GENERAL

     A.  POLICIES

             (1)  Meeting dates and locations should be published early and often.

             (2)  TABA's management company staff is authorized to negotiate and execute

                    hotel and transportation company contracts on behalf of TABA.
             (3)  TABA members desire a program that is sustained by membership dues.  Therefore, there will be no inference or demand that any TABA Associate member sponsor additional programs and/or events.  Associate members may desire to sponsor additional programs and/or events.  Associate members may desire to support specific functions that coincide with TABA’s marketing plans.  They may do so, with the clear understanding that a reasonable portion of each meeting will not be underwritten by associate members.  Annually, the board or a designated meetings committee will identify events for the upcoming year which are available for underwriting by associate members.  Not all food events are to be included, and free time for networking will be considered.  There will be one announcement of these opportunities distributed to associate members.  Once the deadline for response to these opportunities has passed, plans for the meeting will be developed based upon commitments received.  No further solicitation will be made.  The TABA staff may accept or decline unsolicited sponsorships on behalf of TABA.
(4)    Site selection recommendations for Board meetings are made by the Executive Director and approved by the President.

(5)     Site selection recommendations for meetings of the membership are made by the Executive Director and approved by the board.
(6)   Site selections for committee meetings are at the discretion of the respective chairpersons.
(7)   Members shall receive a discount for meeting registrations as a benefit of membership.  Nonmembers shall pay non-discounted meeting registration fees.  Discounts may be offered to members for early, advance registrations to meetings, as well.
(8)     Any cancellation received prior to 48 hours before the start of a meeting will be refunded at the discretion of the Executive Director, providing there is no loss to TABA.  There shall be no refund to no-shows, except for extenuating circumstances or "Acts of God".
(9)      Trade shows and exhibits are a part to the extent judged beneficial by the board and membership.
     B.  IDEALS

           The social aspects of meetings are secondary to the business goals of TABA meetings.

II.  BOARD OF DIRECTORS MEETINGS

     A.  POLICIES

          (1)  Meeting notices listing specific meeting and sleeping locations (if required), dates and 
     times shall be mailed to board members by staff well in advance of the meeting

     (except in the case of an emergency meeting). 

          (2)  Board information packets containing the following information are emailed by the 
    staff to the board at least ten days in advance of the meeting:

                
(a)  agenda

             
(b)  recent financial reports

(c) current membership information (# of members in each category with historical comparisons)

               
(d)  committee and task force reports

               
(e)  future meeting dates and locations

               
(f)   any other information needed for the meeting

(3)  An orientation meeting for new board members will be held early in the new year.  The orientation includes a discussion of policies and practices and plans for the coming year.  Information such as the following is forwarded to new board members prior to the meeting to prepare them for the orientation:

                         (a)  a copy of the current board book
                         (b)  a copy of the TABA Operating Policies Guide

                         (c)  a copy of the next year's budget.

(4) A focus of activity at the fall board meeting is evaluating the previous year financial performance, programs, board and Executive Director’s performance.
           (5)  The board approves the scope of the annual audit and the auditor (or committee) at the 
fall meeting.

           (6)  Staff prepares minutes of all meetings at which they are in attendance.

           (7)  Minutes of board meetings should be mailed to board members within 30 days 
following the meeting.

III.   ANNUAL MEETING

        A.  POLICIES

             (1)  The annual meeting shall be held at a place within the State of Texas, and on a day to 

        be selected by the Board of Directors.          

             (2)  The first promotional mailing to the membership should be in the hands of the 
        members 3 months before the meeting.

 (3)  Complete logistical information (program, air fare discounts, limos, etc) should 
                    be in the hands of the membership at least 8 weeks in advance of the meeting.

(4) Following the meeting, and following receipt of the meeting evaluation forms, staff 
And designated members shall confer to evaluate the annual meeting and develop specific recommendations for improving future meetings.  These recommendations are summarized by staff and forwarded to the Board of Directors.
FINANCIAL MANAGEMENT POLICIES

I.    FINANCIAL REPORTING

The following financial reports will be prepared on the basis outlined below. Budget and financial documents are drafted by the staff under the direction of the Secretary/Treasurer.

      A.  ANNUAL REPORTING
1. The following fiscal year's annual plan and operating budget with historical comparisons with the previous year's budget and previous year's projected year-end        results.

            2.  The following fiscal year's annual cash flow on a month-by-month basis.

            TIMING:  To be submitted to the board at least ten days prior to the appropriate board
                             meeting.

      B.  MONTHLY REPORTING
           1.  Monthly Operating Report (statement of revenue and expenses) presenting current 
    month and year to date comparisons with budget

(a) Budget revisions - additional comparisons may be necessary if the budget is revised.  
(b) The Treasurer has the option of (1) specifying that the operating report present additional comparative data comparing the revised budget with the original budget or (2) revising the original budget figures.
(c) Variances from budget – an explanation of major variances from the budget should be submitted to the Treasurer with each monthly operating report.
               TIMING:  Most current report to be mailed to board at least 10 days prior to each board 
                                Meeting.
          2.  Monthly balance sheet showing current position and change from previous month.

               (a) indicate cash balances for all accounts


   (b) attach bank and other investment account statements to confirm cash 
balances

               TIMING:  Same basis as Operating Report except copies of the bank statements are 
        sent only to the Treasurer

          3.  Receivable and Payables report defining in dollar amounts receivables and payables 30, 60, and 90 days plus past due 

               TIMING:  Same basis as Operating Report

          4. Cash flow statement presenting fiscal year actual and projected cash receipts and expenditures by month

               TIMING:  Same basis as Operating Report

II.  RECEIVABLES AND PAYABLES

     A.  RECEIVABLES

          (1) The Executive Director shall contact those who have received invoices that are 45 days past due.

          (2) The Treasurer shall contact companies 60 days past due.

          (3) The Executive Committee shall be informed of any company 90 days past due and make recommendations to Board of Directors for action.

     B.  PAYABLES

          Payables past due 60 days shall be submitted to the Executive Committee to resolve any 
          dispute which may exist.

III.  BANK AND OTHER INVESTMENT ACCOUNTS

       A. No TABA bank, brokerage or other investment accounts are to exist or be opened without the approval of the Board of Directors.  All revenue sources of TABA are to be placed in one or more of these approved accounts.

       B. The President, Treasurer and Executive Director (or member of his staff) shall be authorized by the Board of Directors to withdraw TABA funds as required to conduct the business of the Association.

IV.  RESERVES AND INVESTMENTS

       A.  Maintenance of reserve funds equal to 50% of the operating budget is a goal.

       B.  Reserve funds shall be invested solely upon approval of the Treasurer in accordance with guidelines established by the Board of Directors.  The Treasurer shall make investment recommendations to the board.

      C.  The Executive Director shall report to the Board of Directors at each board meeting on any TABA funds invested and the status of such investments.

V.   RECORDKEEPING

       A. All financial reports, invoices, backup material for invoices, bank statements and cancelled checks shall be retained in the association office for a period of not less than 5 years.

       B. Recordkeeping procedures and retention policies shall be in accordance with IRS guidelines.

VI.  AUDIT AND GOVERNMENT MANDATED FILINGS

       A. The Treasurer shall arrange for an annual audit of the association by an auditor approved by the Board of Directors.

       B. The Executive Director shall be responsible for the filing of all governmental required reports and tax returns. The Executive Director shall provide the Treasurer with copies of such filings.

VII. AUTHORITY OF EXECUTIVE DIRECTOR


The Executive Director is authorized to make decisions committing TABA funds to expenses specific to TABA operations.  The Executive Director may not make commitments to exceed the TABA budget without prior approval of the Board of Directors.

VIII. BONDING INSURANCE


Management company employees that handle incoming and outgoing checks or make deposits shall be bonded in the amount of $100,000.

IX.   DUES 

       A. The method for determining dues apportionment shall be recommended to the Board of Directors by the Treasurer.  Member firms shall pay annual dues as established by the Board of Directors. 

       B.  The current dues structure for active members is as follows:

            (1) TPAs with aggregate revenue/billings of $200,000 to $499,999 -- annual dues: $500;

            (2) TPAs with aggregate revenue/billings of $500,000 to $999,999 -- annual dues: $750;

            (3) TPAs with aggregate revenue/billings $1,000,000 and over -- annual dues: $1000.     
            (4) Additional satellite offices of TPA members will have annual dues of $100 each.

            (5) Associate members will have annual dues of $750 each.

            (7) Section 125 members will have annual dues of $250 each.

C. Dues are payable on January 1 of each year.  Initial invoices are mailed by the beginning of the year. A second notice is mailed approximately 30 days later.  A final notice is mailed approximately 60 days after the initial notice advising that unless dues are received in 30 days, the member will cease to receive member benefits, will be dropped from the membership roster and cannot be reinstated without filing a new membership application. 

X.   MEETING FEES, BOARD AND COMMITTEE EXPENSES


A. The meeting registration fees for all membership meetings are approved by the board upon the recommendation of the Executive Director.


B. Any cancellation received prior to 48 hours before the start of the meeting, will be refunded at the discretion of the Executive Director, providing there is no loss to TABA.  There shall be no refund to no-shows, except for extenuating circumstances or "Acts of God".


C. No member is to be paid for staff time or out-of-pocket expenses used on TABA projects and committee work unless budgeted for and approved by the Board of Directors.

XI.  FISCAL YEAR

       TABA's fiscal year is January 1 through December 31.

TABA BUDGETING CYCLE

JANUARY  

First Quarter Board Meeting

JUNE     

Second Quarter Board Meeting


>  Annual plan and special budget requests considered for next fiscal year


>  Executive Director drafts budget based on previous experience, annual plan and special budget requests

JULY
Secretary/Treasurer and Budget & Finance Committee review draft budget    and annual plan of work

AUGUST

Secretary/Treasurer and Budget & Finance Committee 


approve draft budget

SEPTEMBER

Third Quarter Board Meeting


>  Draft budget and annual plan of work reviewed and approved by board

OCTOBER
Finalized budget mailed to board


Fall Conference and Exhibit


> Board evaluates year's financial performance to date

JANUARY 1     
 Fiscal year begins

COMMUNICATIONS POLICIES

          (1) The members and staff should work together for a consistency of image in printed 
materials.

          (2) TABA should take a proactive role in cooperating with allied groups with a view to 

enhancing and clarifying the respective roles of each organization.

          (3) TABA may invite staff and elected leaders of other organizations to attend TABA 
meetings with prior approval from the board.

(4) Members may be utilized as examples and for quotations in releases/stories.  Usage shall be distributed on a non-duplicative, random basis and provide the broadest possible representation of members by location, size, scope and appropriateness to the subject matter.

(5) The TABA headquarters office is the major focal point for marketing oriented communications, and it shall have the responsibility and authority to respond to all requests for industry information from the outside trade press, organizations or appropriate individuals, as well as the dissemination of all TABA information issued by TABA officers, committees and board members.
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