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I certify that this Policy and Procedure manual was adopted on the 17th day of July, 2011 by the Leadership Council of Boundless Way Zen. I also certify that the Leadership Council voted on that same day that this Policy and Procedure Manual supersedes all previous versions and all Leadership Council resolutions, votes, and decisions that are in variance with the policies and procedures set forth in this manual.

Holly Dobbs
Secretary, Boundless Way Zen

Introduction

What is Boundless Way Zen?

Boundless Way Zen (BoWZ) is an organization of members who are committed to furthering Zen Buddhism and the mission of Boundless Way Zen.  Individuals become members by engaging in the activities of BoWZ for at least three months, being approved by the BoWZ Leadership Council and making an annual financial contribution to BoWZ..  Boundless Way Zen is a non-profit, religious organization that is tax-exempt under Section 501(c)(3) of the Internal Revenue Code.  It is formally organized with by-laws and is registered with the Massachusetts Department of State.  Boundless Way Zen is led by a Leadership Council and a Teachers Council.

Mission Statement:

The mission of Boundless Way Zen is to cultivate Zen in the West through: establishing and supporting local sanghas or practice groups; training dharma teachers and practice leaders; and providing sesshin or retreats and other intensive training opportunities. The ideals of Boundless Way Zen are based on the example and teachings of Shakyamuni Buddha, guided by the Bodhisattva Precepts and the teachings of the schools of Zen Buddhism. Our central value is to develop the realization of non-duality and its compassionate actualization.

Practice Groups

A Boundless Way Zen Practice Group is a Zen Buddhist meditation sitting group formally affiliated with Boundless Way Zen as defined by the following:

1. the Practice Group has entered into a Practice Group Agreement signed by the Practice Group Practice Leader, the Guiding Teachers, a representative of the Practice Group’s Advisory Committee (if any), and the Boundless Way Zen Leadership Council President; and                                                                                                

2. the Practice Group has a relationship to the Boundless Way Zen Guiding Teacher(s).

Boundless Way Zen supports all Practice Groups in the form of teacher guidance and support, sesshin, consistency of form, curriculum and other cross-group topics and activities.

The Practice Group’s Practice Leader uses the Boundless Way liturgy and sets the specific form for the practice meetings.  Any further spiritual guidance to the members of the Practice Group is specifically defined by the Practice Leader’s Guiding Teacher and Boundless Way Zen Teacher’s Council under the traditions of Zen Buddhism.  

Practice Leaders are appointed and supervised by one or more of the Boundless Way Zen Guiding Teachers.

Member Practice Groups and their Practice Leaders may change over time.  Presently the groups and leaders are.  

Worcester Zen Community Boundless Way Temple, Worcester, MA – Aaron Caruso, Ray Demers, Paul Galvin, Sam Politz, Harold Stevens 
Worcester Zen Community First Church Main Street, Worcester, MA – James Cordova

Spring Hill, Medford, MA – Steve Wallace

Ralph Waldo Emerson, Boston, MA – Kate Hartland

Henry David Thoreau, Newton, MA – Sue Allen

Greenfield Zen, Greenfield, MA – Jean Erlbaum

Benevolent Street, Providence Rhode Island – Jan Seymour Ford

Wellspring, West Hartford, CT – Ken Walkama

Policies and Procedures Handbook

The Boundless Way Zen Policies and Procedures Handbook documents how Boundless Way Zen works.  The sections identify the policies and processes the Boundless Way Zen organization uses to account for finances, assign responsibility and take other actions.  The Policies and Procedures Handbook complements the organization’s By-laws and describes how these By-laws are enacted.

Organizational Components – Roles and Responsibilities

Leadership Council

The Leadership Council is the governing board for Boundless Way Zen.  The Leadership Council is composed of Boundless Way Zen members who are elected at the Annual Meeting to serve a 1 year term. Elected members may serve up to three consecutive one-year terms.  In addition, the Guiding Teachers serve indefinitely as members of the Leadership Council. 

The Leadership Council is generally responsible for guiding, administering and coordinating Boundless Way Zen activities including:  supporting and shaping the mission, overseeing the finances, and working with the Guiding Teachers.  Other responsibilities include maintaining non-profit status, developing an annual budget to be voted on by the membership, collectively managing Boundless Way Zen, and maintaining all necessary bank accounts for BoWZ.  Leadership Council meetings are open to all members.

Other specific responsibilities of the Leadership Council are described in the by-laws.

Leadership Council Roles and Responsibilities

President

· Chairs meetings of the Leadership Council after developing the agenda in conjunction with the Teachers Council

· Helps guide and mediate Leadership Council actions with respect to organizational priorities and governance concerns

· Reviews with the Teachers Council any issues of concern to the Leadership Council    

· Appoints the chairpersons of committees in consultation with other Council members

· Ensures that an annual evaluation is conducted of the Organization’s performance per achieving its mission

· Performs other responsibilities assigned by the Leadership Council.

Vice President

· Reports to and works closely with the Leadership Council President

· Performs the duties of the President in the President’s absence, or at the President’s request

· Updates and maintains the Policies and Procedures Handbook to reflect any additions or changes to Boundless Way Zen policies or processes.

· Performs other responsibilities assigned by the Leadership Council

· Serves as communication liaison between Leadership Council and committees not chaired by a member of the Leadership Council.

Secretary

· Maintains records of the Leadership Council and ensures effective management of the organization’s records

· Reminds Leadership Council members of upcoming regular meetings approximately 2 weeks prior and gives at least 3 days notice for special Leadership Council meetings.

· Take minutes of all Leadership Council meetings, writes them up and emails them to all Leadership Council members in a timely manner

· Performs other responsibilities assigned by the Leadership Council

BoWZ Membership Meetings 

· Notifies members of the Annual Meeting, and any other BoWZ business meetings at least two weeks prior 

· Takes minutes at the Annual Meeting, and any other BoWZ business meetings, writes them up and emails them to all members 

· Ensures that there is a quorum at the Annual Meeting, and any other BoWZ membership meetings.  Ensures that members who are voting via proxy are noted.  (Secretary is responsible for emailing proxy form to members who have indicated they are unable to attend a meeting and would like to vote)

Treasurer

· Manages the financial accounts of the organization including:

· Money in any bank accounts, lines of credit or other accounts owned by BoWZ;

· Maintaining accurate records;

· Creating and implementing financial control and audit systems.

· Paying expenses;

· Assisting the Leadership Council to comply with all applicable state and federal laws.

· Provides standard financial reports to the Leadership Council at each meeting of the Leadership Council.

· Produces and submits any reports as needed to comply with applicable state and federal laws. 

· Appoints and works with the Finance Committee, as Finance Committee Chair, to develop a proposed budget to present to the Leadership Council that will be voted on by the general membership at the Annual Meeting.

· Makes the books of the organization available to two voting members (other than those authorized to write checks in the Community’s name) to review the financial accounts and report back to the Leadership Council on an annual basis.

· Performs other responsibilities assigned by the Council.

Membership Chair

· Notifies applicants for membership of their acceptance into membership 

· Maintains central Boundless Way Zen member database

· Distributes Boundless Way Zen information (events, Leadership Council and Committee minutes, etc.) as requested by the Leadership Council

· Tracks members’ eligibility to vote at meetings – on-going participation and/or proxy voting per By-laws

Members at Large

· Support the goals of Boundless Way Zen by overseeing special projects and committees.

· Perform other responsibilities assigned by the Leadership Council

Boundless Way Zen Teachers Council

The Boundless Way Zen Teachers Council is responsible for Practice; including:

· Establishes liturgy 

· Establishes sitting parameters

· Designates and trains Senior Dharma Teachers, Dharma Teachers and Practice Leaders

· Establishes sesshin liturgy

·  Supervises study and ceremony for Jukai (Receiving the Precepts)

· Oversees sangha style choices

· Talks/Interviews

Boundless Way Zen Practice Groups

· Practice Groups have a Practice Leader who is generally responsible for the group.  The  Practice Leader:

·  Sets the specific form for the practice meetings.  Any further spiritual guidance to the members of the practice group is specifically defined by the Practice Leader’s Guiding Teacher.   

· Schedules practice days and times.

· Chooses practice locations.

· Establishes and grows the Practice Group.

· Ensures compliance with the Practice Group Agreement and the BoWZ Policies and Procedures.

· Offers opportunities to sangha members to become members of Boundless Way Zen

· Develops sangha style.  This will vary from sangha to sangha.  The various styles of practice to date have developed their personalities organically as a result of individual teachers, locations and orientations.  This process will be directed as needed by the Teachers Council.

· Uses Boundless Way Zen Liturgy

Establishing a New Practice Group

The following steps outline the process by which a sangha joins with Boundless Way Zen.

Step 1:  The leadership of the sangha approaches the Teachers Council to propose a plan and gain support and authority for the  Practice  Group.  The Teachers Council makes a recommendation to the Leadership Council

Step 2:  The leadership of the sangha meets with the Treasurer and Finance Committee to review the sangha’s financial status and any financial commitments and BoWZ’ ability to financially support the new sangha if financial support is requested.  The Treasurer and Finance Committee make a recommendation to the Leadership Council.

Step 3:  The Leadership Council reviews the recommendations and votes on the membership of the sangha.

Step 4:  The Leadership Council gives a   Practice Group Agreement to the leadership of the sangha.  This agreement is signed by the sangha Practice Leader, the Practice Leader’s Guiding Teacher,  and the President of the Leadership Council.  The form of Practice Group Agreement is included in the appendix of this Policies and Procedures document.

Financial Policies and Procedures

The Leadership Council is ultimately responsible for the integrity and oversight of all Boundless Way Zen finances. The Treasurer is responsible for the day-to-day oversight of the finances. It is the policy of Boundless Way Zen that its financial decisions and records are clearly communicated to all members.

Basic Financial Controls

1. The Treasurer is authorized to open and to close any bank accounts, investment accounts and lines of credit necessary for the operation of BoWZ and to transact business on behalf of BoWZ with institutions holding BoWZ funds.

2. The Leadership Council shall designate individuals authorized to sign checks and to authorize payments on behalf of BoWZ. That list shall include the President, Vice President, Treasurer, and Assistant Treasurer at a minimum.

3. Payments and authorizations for payments in excess of $5,000.00 require the signature of two individuals approved in section 2.

4. The Leadership Council shall designate individuals authorized to execute contracts on behalf of BoWZ. That list shall include the President, Vice President, and Treasurer at a minimum and shall indicate what limit, if any, there is on their authority.

5. The Treasurer is authorized to open and maintain any accounts related to the payment of employees and consultants.

6. The President and Treasurer are authorized to sign tax-related documents and filings on behalf of BoWZ.

7. The Leadership Council shall solicit input and advice from the Treasurer or Finance Committee before employing any auditor for BoWZ.
8. BoWZ shall maintain its financial and business records at the BoWZ Temple in Worcester, Massachusetts. These records are to be kept in a separate space and in a secured and locked manner.  Any BoWZ member may request the Leadership Council to provide access to these records; otherwise, only members of the Leadership Council shall have access to these records, upon request and under supervision of the Treasurer or Assistant Treasurer, and shall not permit any other person to have access to these records. Only the Treasurer and his/her designees and the individuals listed in Section 2 may have access to Quickbooks, any accounting software, payroll records and documentation, tax reports, financial instruments and any other related documents

9. No person listed in Section 2 may sign any check or authorize any payment to themselves or to their family members.

10. The BoWZ sales tax exemption can only be used by persons designated by the Leadership Council and or by the Treasurer. 

11. The Treasurer is authorized to create a BoWZ accounting manual and to take necessary steps to effectuate the BoWZ Polices and Procedures relating to Finance by providing additional detail for the proper entry of data into Quickbooks, the proper handling of business records, and the proper handling of cash and donations.

12. Only the Treasurer and his/her designee are authorized to access BoWZ accounts through online systems. The Treasurer shall provide a list of current designees to the Leadership Council.

Expenses Generally

1. No payments shall be made without an approved allocation in the annual budget or a Leadership Council authorization to make a payment outside a budget allocation. Expenses can only be incurred for items outside approved allocation after Leadership Council authorization. Expenses incurred outside budget allocations without Leadership Council authorization are not reimbursable.

2. No payment shall be made for expenses without a receipt, lease or other agreement to substantiate the claim for payment. Purchases of items or services that in total exceed $5000.00 require a purchase order or signed agreement before incurring the expense.

Revenue Generally

1. All donations and gifts received by BoWZ will be treated as unrestricted unless otherwise indicated in this manual, or unless restricted by the donor by time or by manner.

2. BoWZ will not accept permanent or temporarily restricted donations without the approval of the Leadership Council except as where stated otherwise in this manual.

Dana from Sittings

The following procedures apply to the handling of dana at all BoWZ sittings. It is the responsibility of the Practice Leader for each Practice Group to ensure that these procedures are implemented.

1. Each Practice Group will be given a receipt book for recording dana collected at each sitting. The Practice Leader will designate one person to be responsible for counting the dana collected and indicating the date, time and amount on the receipt and signing the receipt. The receipt should also indicate the name of the Practice Group. The Practice Leader is responsible for ensuring that the carbon copies in the receipt book are kept secure and available for inspection.

2. A second person, unrelated to the first, will take the dana from the designated person in Section 1 and will fill out a pre-printed BoWZ deposit slip with the amount collected. This person will make a deposit each week there is a sitting and will mail  the dana receipt from Section 1 as well as the receipt from the bank deposit to the Assistant Treasurer at the BoWZ Temple in Worcester.

3. The Treasurer or his/her designee will keep records of all deposits at the BoWZ Temple and ensure that receipts, deposit slips and monthly bank reconciliations are in order. If a deposit is made without substantiating receipts or a deposit slip, the funds will be allocated as a general unrestricted gift to BoWZ and will not be allocated to an affiliated Practice Group. The Treasurer will make a general journal entry noting the discrepancy on the deposit entry. The Treasurer will speak directly with the Practice Leader about this and may also refer the discrepancy to the BoWZ Ethics and Reconciliation Committee (EAR). 
4. Repeated discrepancies or failing to substantiate dana collection and deposits will be reported to the EAR as well as the Teachers Council and/or Leadership Council and can lead to termination of the Practice Group’s affiliation with BoWZ subject to the terms of the Practice Group Agreement.
5. Practice Leaders and their designees sitting at the BoWZ Temple must keep a receipt book but are authorized to hand the dana and receipt to the Treasurer or his/her designee rather than make a deposit.

6. If the receipt and deposit slip do not match, the Treasurer will investigate the matter and will report the matter to the EAR.

7. The Treasurer is authorized to make proposals for temporary and pilot programs for dana collection at sittings using credit and debit card systems. 

Ango Revenue, Expense and Registration Policy

1. The Treasurer will propose ango registration rates to the Leadership Council for approval.

2. The Leadership Council will appoint a Registrar for each Ango.

3. The Registrar and Treasurer will follow procedures for Sesshin.

Sesshin Revenue, Expense and Registration Policy

1. The Treasurer will propose sesshin registration rates to the Leadership Council for approval and submission to the Membership at the Annual Meeting.

2. The Leadership Council will appoint a Registrar for each Sesshin.

3. The Registrar will be responsible for collecting all registration information and, making that information available to the necessary individuals, but otherwise maintaining the confidentiality of that information .

4. Sesshin payments can be made through Paypal or through check. Payments through Paypal will include the cost of the transaction fee which will be passed on to the registrant. Payments made by check will be mailed to the Boundless Way Temple in Worcester, MA.

5. No person shall be considered registered for sesshin until the registration form has been completed and payment has been received. 

6. Registration is on a first come, first served basis with priority given to full-time registrants; however, the Guiding Teachers will be consulted regarding enrollment decisions. 

7. If the sesshin is full, the Treasurer or Assistant Treasurer will hold applications and checks at the request of the registrant until sesshin begins. If no space opens before registration closes one week before the first day of sesshin, the Registrar will notify those on the waiting list and the Treasurer will return the payments. If payment was made through PayPal, a refund will be made less transaction fees.

8. The Treasurer shall deposit and record registration payments as received. Registration fees will be deposited as unrestricted funds. Registration fee revenue will also be booked as a sesshin contingent liability until sesshin begins. Additionally, sesshin contingent liabilities will be reduced in conjunction with the refund policy.

9. The refund policy is as follows: 100% refund for cancellations received four weeks or more from the start of sesshin; 75% refund between four weeks and one week (seven days) of start of sesshin; no refund for cancellations less than seven days before sesshin or during sesshin unless there is a death in the registrant’s family, the registrant is ill, or a close family member whom the registrant must care for is ill.

10. A request for cancellation of a registration will be processed on the date the Tanto or the Registrar is notified.

11. There shall be a temporarily restricted fund called “Retreat Assistance Fund”. After each sesshin is completed, all temporarily restricted funds designated for the Retreat Assistance Fund shall be released.

12. Sesshin is open to all regardless of ability to pay. However, it is required that those seeking financial assistance indicate such on their application and make some payment regardless of size.

13. Any registration payments made that exceed the registration fee are tax-deductible. The Treasurer or his/her designee shall keep an accurate record of all registration payments that exceed the registration fee in the BoWZ donor list.

14. Following sesshin, the  Registrar shall make sure that the Sesshin Registration Spreadsheet data is shredded or otherwise destroyed so that it cannot be accessed .

15. Any outstanding expenses for sesshin must be substantiated and submitted for reimbursement within two weeks of the end of sesshin.

16. The Treasurer will make a report to the Leadership Council following sesshin on revenues and expenses.

Travel Reimbursement Policies

1. BoWZ will reimburse for travel that has been pre-authorized by the LC.

2. For car transportation, BoWZ will pay the current IRS established per mile business rate. Persons seeking reimbursement must present substantiation of mileage. BoWZ will also reimburse for toll expenses.

3. For travel by air or rail, BoWZ will reimburse the traveller for the cost of the ticket with presentation of the used ticket and/or boarding pass.

4. BoWZ will reimburse travelers up to $500.00 per year in visa-related expenses for authorized travel. BoWZ will not reimburse expenses related to obtaining, renewing or replacing a passport.

Insurance

Boundless Way Zen maintains appropriate liability insurance coverage for all Practice Groups (or makes such coverage available to all Practice Groups), Guiding Teachers, Senior Dharma Teachers, Dharma Teachers,  Practice Leaders and BoWZ Leadership Council members. BoWZ maintains a Workman’s Compensation Policy for Guiding Teachers. The Leadership Council shall periodically review the BoWZ’ insurance policies to ensure adequate coverage is maintained at a competitive price.

Membership and standing committees

Boundless Way Zen Membership

Membership in Boundless Way Zen provides the opportunity to help direct the priorities and focus of the organization by participating and voting.  Both Voting Members and Associate Members may join by completing and submitting a  Membership Application to the Membership Chair, which is reviewed and then voted upon by the Leadership Council. 

Standing committees 

Membership Committee 

Finance Committee

The purpose of the Finance Committee is to assist the Treasurer in the performance of his/her duties. This includes but is not limited to the preparation of reports and budgets and to assist the Treasurer in the development and implementation of policies related to finance, accounting, revenues, expenses and fundraising.  The Finance Committee is composed of members selected by the Leadership Council in consultation with the Treasurer.

CONFLICTS OF INTEREST

Purpose:

The purpose of the conflict of interest policy is to protect BoWZ’ interest when it is contemplating entering into a transaction or arrangement that might benefit the private interest of a member of the Leadership Council or might result in a possible excess benefit transaction. This policy is intended to supplement but not replace any applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable corporations.

Definitions:

(a) Interested Person:  Any  member of the Leadership Council or a committee with Leadership Council (governing Board) delegated powers, who has a direct or indirect financial interest, as defined below, is an interested person.

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

i)  An ownership or investment interest in any entity with which BoWZ has a transaction or arrangement;

ii)  A compensation arrangement with BoWZ or with any entity or individual with which BoWZ has a transaction or arrangement; or

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

(c)  Compensation:  Direct and indirect remuneration, including gifts or favors that are not insubstantial.

(d)  Conflict of Interest:  A conflict between the personal or financial interests and the official or professional responsibilities of a person in a position of trust; however, a financial interest is not necessarily a conflict of interest.  As described below, a person who has a financial interest may have a conflict of interest only if the Leadership Council or appropriate committee decides that a conflict of interest exists.

General Principles:

Individuals who are neither compensated themselves, nor related to individuals who are compensated, shall constitute a majority of the Leadership Council.

Primary responsibility for making all decisions subject to a conflict of interest, or possible conflict of interest, shall rest with the Leadership Council of Boundless Way Zen.  The Leadership Council may delegate decisions subject to this policy to the EAR Committee provided the EAR Committee  members are unrelated to, and not subject to the control of, the person or persons involved in the proposed transaction.

In matters of compensation, no Leadership Council member may receive compensation from Boundless Way Zen which exceeds the value of the services provided for such compensation.  In any other transaction, no Leadership Council member may receive economic benefits from Boundless Way Zen which exceed the consideration provided for such transaction.

Deliberation, decision-making, and written documentation of all arrangements subject to this policy shall take place before Boundless Way Zen makes payments of any kind.

Basis for Decision-making: 

In making decisions subject to this policy, the Leadership Council, or decision making committee with Leadership Council delegated powers, shall, to the best of its ability, obtain and rely upon appropriate data as to comparability, such as 

· information about compensation paid by similarly situated organizations for similar goods or services, 

· current compensation surveys compiled by independent firms, or 

· actual written offers from similarly situated organizations

Conflict of Interest: 

No Leadership Council member may vote upon a matter in which he or she has a direct financial interest.  No Leadership Council member may vote upon a matter in which he or she has a business or family relationship with anyone who has a direct financial interest.  

Immediately upon becoming aware that such a conflict may exist, a Leadership Council member must disclose the existence of the potential conflict to the remaining Leadership Council members.  If, by vote of the remaining Leadership Council members, a conflict of interest is found to exist, the Leadership Council member(s) with the conflict shall withdraw from further deliberation and refrain from voting on the matter. 

Recordkeeping: 

The basis for each decision subject to this policy shall be fully documented, including:

· the terms of the approved transaction and the date approved,

· the members of the decision-making body who were present during debate on the transaction and those who voted on it,

· the decision made by each individual who voted,

· the comparability data that was relied on by the decision-making body and how the data was obtained, and

· any actions by a member of the decision-making body having a conflict of interest

Records

The Secretary or his or her designee shall securely keep, or cause to be securely kept, adequate minutes of all Leadership Council meetings, and all meetings of committees with Leadership Council delegated powers reflecting at a minimum the names of those in attendance, any resolutions passed, and the outcomes of any votes taken.  The Secretary will also maintain all legal records and agreements of the organization. Each Secretary shall pass on to his or her successor, in hardcopy or electronic file or both, the accumulated minutes from past meetings, and any other records he or she is responsible for keeping.

The Treasurer or his or her designee shall securely keep, or cause to be securely kept, past financial records in accordance with legal requirements.
Voting Member Proxy

BOUNDLESS WAY ZEN

                                              VOTING MEMBER PROXY 

I, (name) _________________________________________________________,

living at (address) __________________________________________________,

give a proxy to (name) ______________________________________________,

who has the power to represent me and will attend the Boundless Way Zen 

Meeting which will take place on  _____________________________________

at  ______________________________________________________________.

________________________________________                 _________________

                          Signature                                                                            Date                                                     
· Appointment of Proxy:  A Voting Member has the right to appoint a person  to attend and act for him or her, and on his or her behalf, at the Meeting. Such right may be exercised by inserting in the blank space provided above the name of the person to be appointed who must be a Voting Member of Boundless Way Zen at the date of the Meeting.
· Delivery of Proxy:  To be valid and accepted for voting at the Meeting, a Voting Member must deliver the completed and executed proxy form to the Secretary of Boundless Way Zen before the start of the Meeting. If not personally delivered at the time of the Meeting, a proxy may be submitted:
a)  by mail, sent to:    Boundless Way Zen, Secretary

                                        1030 Pleasant St.

                                         Worcester, MA 01602

b)  by fax, sent to:      ____________ 
c)  by email, sent to:  clerk@boundlesswayzen.org

     A proxy sent by email must be scanned in Adobe pdf format so that the      

     signature is clearly visible. 

Appendix A:  Form of Practice Group Agreement

Boundless Way Zen

Practice Group Agreement 

TO BE REVISED


