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By-Laws of the International Women’s Insolvency &

Restructuring Corporation

Article I.
Section 1.

Section 2.

Article Il.

Section 1.

Section 2.

Article lll.
Section 1.

Section 2.

FOURTH AMENDED AND RESTATED BYLAWS
OF THE INTERNATIONAL WOMEN'’S
INSOLVENCY & RESTRUCTURING CORPORATION
October 2021 Bylaws

Name and Principal Office.

Name. The name of the Corporation will be International Women’s Insolvency &
Restructuring Corporation d/b/a International Women’s Insolvency & Restructuring
Confederation (hereinafter referred to as “IWIRC” or the “Corporation”).

Principal Office. The registered office of the Corporation will be in the State of New York.
The principal office will be fixed and located at such place as the Board of Directors shall
determine.

Non-Profit Status, Goals, and Purposes.

NonProfit Status and Organization. The Corporation is a non-profit Corporation exempt
from federal taxation under Section 501(c)(6) of the Internal Revenue Code of 1986 (26
U.S.C. §§101 et seq., as amended from time to time), and is organized under the laws of
the State of New York.

Goals and Purposes. The goals and purposes of the Corporation shall be to: (a)
promote women in restructuring-related professions and (b) provide opportunities for
education, business development, leadership, and mentoring to women in restructuring-
related professions.

Members.

At-Large. The Corporation shall have individual members who shall have ultimate
authority over the affairs of the Corporation. However, the Board of Directors (as
described in Article V) shall have authority to operate the Corporation within a structure
sanctioned by the members.

Eligibility. Eligibility for individual membership in the Corporation shall extend to persons
of any gender employed in restructuring-related professions including, without limitation,
lawyers, accountants, workout officers, turnaround management professionals, judges,
financial advisers, professors, legislators, and students.
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Section 3.

Section 4.

Article IV.

Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

Other Classes of Members. The Corporation may establish other classes of individual,
corporate, and/or organizational members whose authorities, benefits and eligibility shall
be determined by the Board of Directors.

Individual Membership Dues and GoodStanding. The Board of Directors, by a minimum
of two-thirds affirmative vote of the whole number of the Board of Directors, shall
determine the structure and amount of individual membership dues. A member-in-good-
standing is an individual who is certified by the Corporation as having paid her or his
dues for the current membership year.

Networks.

Authority and Organization. The Board of Directors shall have the sole authority to
establish and charter the formation of individual Networks to further the purposes of the
Corporation, and to determine the terms of Network affiliation, membership and operating
guidelines. Except as otherwise provided by applicable law, the Networks are separately
chartered entities that operate as authorized divisions of the Corporation. (Rules of
Operation covering the operation and governance of the Network are annexed as Exhibit
A).

Rules of Operation. The Board of Directors shall establish Rules of Operation for

the formation and governance of individual Networks, which shall be reviewed and
updated periodically at the sole discretion of the Board of Directors. To the extent
necessary to maintain the goals and purpose of the Corporation, a Network may request
a waiver of certain provisions of the Rules of Operation from the Board of Directors of
the Corporation, which waiver may be granted in the sole discretion of the Board of
Directors.

Network Governance. Members of a Network have the authority to elect officers and
directors of their primary affiliated Network, and through them, subject to the Rules

of Operation, to agree how the Network will be governed and operated to serve the

goals and purposes of its affiliated members. Duly elected Network leadership has the
responsibility to hold events or activities for the benefit of members and to recruit new
members; to maintain regular contact with affiliated members; to maintain regular contact
with the Board of Directors of the Corporation and participate in IWIRC’s business.

Other Affiliations. The Corporation may enter into affiliations with other organizations or
entities to help carry out the purposes of the Corporation. The Board of Directors shall
have the sole authority to determine terms and conditions of such affiliations.

Affiliation with a Network. Members of the Corporation may be affiliated with more
than one Network without an additional membership charge. However, dues rebates will
only be payable to the Member’s primary affiliated Network. The Executive Committee
shall establish rules and procedures governing any rebate of the membership fee to any
network from time to time.



Article V.

Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

Section 6.

Section 7.

Section 8.

Section 9.

Section 10.

Section 11.

Board of Directors.

At-Large Powers. The property, affairs and business of the Corporation will be managed
by a Board of Directors (hereafter, the “Board” or the “Directors”) under a structure and
terms determined by the members.

Property. No Director will have any right, title or interest in any property or asset of the
Corporation.

Composition. Each member of the Board shall be a Director of the Corporation. The
Board shall be composed of the Officers (as described in Article VI), the Management
Committee (as described in Article VII), and the At-Large Directors (as described in (as
described in Article VIII). The Immediate Past Chair of the Corporation shall also serve
on the Board. All Directors or Vice Directors, whether elected or appointed, must be
members-in-good-standing of the Corporation.

The Executive Committee shall have the authority to appoint up to two (2) additional At
Large Directors for a one year term to the Board in order to advance the mission of the
Corporation.

Election. The Board shall be elected as described in Article XI.

Term. Each elected At-Large Director shall serve a term of two years and until a
successor is duly elected and qualified, or until death, or resignation, or removal in the
manner herein provided. At-Large Directors shall serve no more than two consecutive
terms as an At-Large Director of the Board absent a majority vote of the existing Board
not to enforce this limitation The terms of one half of the elected At-Large Directors shall
be staggered to begin and end in alternate years.

Resignation. Any At-Large Director may resign at any time by giving written notice to
the Chair or to the Secretary. The resignation takes effect at the time specified by the
At-Large Director and the acceptance of the resignation is not necessary to make it
effective.

Vacancies. The Executive Committee shall fill any vacancy in At-Large Director positions.
An At-Large Director selected to fill such vacancy shall serve the unexpired term of that
position.

Removal. Any At-Large Director may be removed, with or without cause, at any time
by majority of the membership. The Board may remove an At-Large Director for cause
by a vote supporting removal by majority of the whole number of the Board present at a
special meeting called for that purpose. Proper notice must be given in writing ten (10)
days prior to the meeting. Any resulting vacancy will be filled in the manner specified in
Section 8 of this Article.

Place of Meetings. The Board may hold its meetings at any location it chooses (and may
choose to do so via electronic communications as provided in Section 13 of this Article).

Regular Meetings. Regular meetings of the Board will be held at least quarterly and may
be conducted telephonically and at a time and place determined by the Board. Verbal or
written notice of regular meetings will be given at least ten (10) days prior to any regular
meeting.



Section 12.

Section 13.

Article VL.

Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

Special Meetings and Notice. Special meetings may be called by the Chair or by
twenty-five percent (25%) or more of the whole number of Directors. Notice of special
meetings will be mailed by electronic means to each Director’s last known email address
at least five (5) days before the day of the meeting, or delivered personally or by
telephone or other electronic means, no later than two (2) days before the meeting. The
notice must include the time and place of the meeting, but need not state the purpose
except as provided in Section 9 of this Article and Section 4 of Article VI. Any meeting

of the Board will be a legal meeting, without any notice having been given, if all of the
Directors then in office are present at the meeting or waive such notice in writing before,
at or after the meeting.

Electronic Communications. Directors may participate in meetings of the Board
through conference telephone or other such electronic communication device, providing
that all participating Directors can hear one another and that applicable law allows for
such meetings.

Officers.

Number. The Officers will be the Chair, Vice Chair, the Secretary, the Finance Director,
the Vice Finance Director, and the Immediate Past Chair; and these Officers shall
comprise the “Executive Committee.”

Election, Term of Office and Qualifications. All Officers will be elected by the Board
from nominees recommended by the Nominating Committee. Except in the case of
Officers installed under the provisions of Section 5 of this Article, each Officer will hold
office for one year with terms commencing January 1 and until a successor is duly
elected and qualified, or until death, or resignation, or removal in the manner herein
provided. Only members in good-standing who have previously served on the Board may
be Officers absent a majority vote of the existing Board not to enforce this requirement

in a particular year. Further, Officers shall serve no more than five consecutive terms as
an Officer of the Board, (not including any term as an At-Large Director or member of the
Management Committee other than as an Officer) absent a majority vote of the existing
Board not to enforce these limitations.

Resignations. Any Officer may resign her office by giving written notice to the Chair,
Vice Chair, Secretary, Finance Director or Vice Finance Director. Any resignation will take
effect at the time specified and the acceptance of the resignation shall not be necessary
to make it effective.

Removal. Any Officer may be removed, with cause, at any time. Removal requires a
vote supporting removal by majority of the whole number of the Board present at a
special meeting called for that purpose. Proper notice must be given in writing ten (10)
days prior to the meeting. Any resulting vacancy will be filled in the manner specified in
Section 5 of this Article.

Vacancies. A vacancy in any office will be filled for the unexpired portion of the term by
election of the Board.



Section 6.

Section 7.

Section 8.

Section 9.

Section 10.

Article VII.

Section 1.

Chair. The Chair conducts the meetings of the Corporation and has primary responsibility
for the At-Large welfare of the Corporation. The Chair is responsible for the administration
of IWIRC, policy development and public media relations. The Chair coordinates and
oversees in At-Large the programs, projects and initiatives of IWIRC. The Chair also
coordinates the relationships of IWIRC with other insolvency organizations. The Chair
serves on the Executive Committee.

Vice Chair. In the absence of the Chair, the Vice Chair shall preside over meetings of
the Corporation. The Vice Chair assists the Chair in overseeing the current programs,
projects and initiatives of IWIRC. In addition, the Vice Chair develops new projects and
coordinates with the Program Director regarding the development of new programs. The
Vice Chair is also a member of the Executive Committee.

Secretary. The Secretary is responsible for the reporting of IWIRC. The Secretary
maintains the minutes and records of the Board and Executive Committee meetings.

The Secretary is a member of the Executive Committee. The Secretary shall assume the
responsibility for ongoing governance, including preparing for and managing the election
process, At-Largely thinking about succession issues, and making sure our bylaws,
membership and marketing materials are accurate.

Finance Director; Vice Finance Director. The Finance Director and Vice Finance
Director are members of the Executive Committee and shall be responsible for financial
oversight, including facilitating the annual audit and the filing of the annual tax return,
and developing, increasing and sustaining sponsors for the Corporation. The Finance
Director with the assistance of the Vice Finance Director shall develop sponsorship
levels and benefits for new sponsors of the Corporation as an organization as well as
for international events and assist in the preparation and oversight of the Corporation’s
budget. The Finance Director and Vice Finance Director may choose to create a
committee to assist them.

Other Officers, Agents and Employees. The Corporation may have other officers,
agents and employees as may be deemed necessary by the Board. Each shall hold
office or employment at the pleasure of the Board and shall have such authority, perform
such duties and receive such reasonable compensation, if any, as a majority of the
Board may, from time to time, determine. To the fullest extent allowed by law, the Board
may delegate to any employee or agent any powers possessed by the Board and may
prescribe their respective titles, terms of office, authorities and duties.

Management Committee

Composition. The Management Committee shall consist of the Executive Committee
and the Asia Networks Director, Europe Networks Director, U.S. Networks Director,
Asia Regional Director, Canada Regional Director, Caribbean Regional Director,
Europe Regional Director, South America Regional Director, U.S. Regional Director,
Communications and News Co-Directors, Member Services Director, U.S. Program
Committee Co-Directors and the Strategic Director.



Section 2.

Section 3.

Section 4.

Section 5.

Section 6.

Article VIII.

Section 1.

Section 2.

Article IX.

Section 1.

Section 2.

Composition of Non-Voting Members. The following positions will be included in the
Management Committee as non-voting members: Advisory Council Members, UNCITRAL
Committee Co-Directors, Vice Director of Budget, Vice Director of Fall Programs, Vice
Director of Spring Programs, Vice Director of Regional Programming, Vice Director of
Member Services, Vice Director of Leadership Programming, New Network and Regional
Development Director, Asia Regional Vice Director of Programming, Asia Regional Vice
Director Membership, Vice Director of Communications and News, Vice Director of
Communications and Social Media, and the Rising Star Finalist from the previous year.

Election, Term of Office and Qualifications. All Management Committee Directors that
are not Officers (excluding Advisory Council Members) shall be elected and serve a one
year term and be elected in accordance with Article XI.

Resignations. Any Management Committee member may resign her office by giving
written notice to any member of the Executive Committee. Any resignation will take effect
at the time specified and the acceptance of the resignation shall not be necessary to
make it effective.

Removal. Any Management Committee member may be removed, with cause, at any
time. Removal requires a vote supporting removal by majority of the whole number of the
Board present at a special meeting called for that purpose. Proper notice must be given
in writing ten (10) days prior to the meeting.

Vacancies. The Executive Committee shall fill any vacancy in the Management
Committee positions. A Management Committee member selected to fill such vacancy
shall serve the unexpired term of that position.

At-Large Directors.

The At Large Directors (“At Large Directors”) shall consist of twelve (12) members of the
Corporation elected by the Members pursuant to Article XI, plus up to two (2) members
appointed by the Executive Committee. The At Large Directors elected by the Members,
shall serve two year terms.

The At Large Directors shall be assigned by the Executive Committee to such tasks or
responsibilities as may be identified or determined from time to time.

Committees.

Executive Committee. The Executive Committee shall be composed of the Officers

of the Corporation and is authorized to conduct the affairs of the Corporation between
meetings of the Board. Any action taken by the Executive Committee is subject to review
and change by the Board.

Standing Committees. The standing committees of the Corporation shall be a Program
Committee, Network Committees, a Communications and News Committee, and a
Member Services Committee. Other standing committees may be established by majority
vote of the Board. The Committees shall be chaired by the respective Director positions.



Section 3. Program Committee. The Program Committee will recommend to the Board substantive
IWIRC programs and projects, as well as topics and agenda items for IWIRC events.
The Program Committee develops, on an annual basis, the IWIRC Fall Conference and
the IWIRC Spring Meeting. The Program Committee may perform additional duties and
functions as designated from time to time by the Board.

Section 4. Member Services. The Member Services Committee conducts member surveys, recruits
and assigns volunteers. Additionally, the Member Services Committee will build member
recognition programs, assume responsibility for the Mentoring program, survey members
to develop additional benefits, develop speakers bureau and other professional
development strategies.

Section 5. Communications and News Committee. The Communications Committee is
responsible for executing a proactive media relations strategy, including preparing and
distributing press releases, seeking opportunities for officers of IWIRC to speak to the
media or to relevant organizations or meetings, and for regular communication with
members, including overseeing the preparation and publication of IWIRC e-newsletters
and periodic bulletins. The Communications Committee will also assist in maintaining
the IWIRC website through regular updates to content and periodic structural updates,
as necessary and agreed by the Executive Committee. In addition, the Communications
Committee shall be responsible for management of online directory and website,
conducting external surveys for public relations purposes, and will be the keeper of the
IWIRC brand.

Section 6. Networks Committee. The Network Committees promote new and assist existing
Networks, provide input on network grant requests, convene network chair meetings,
develop network toolkits to help new Networks with recruiting, event planning and
communications and promote the benefits of IWIRC membership. The Networks
Committees will also identify geographic areas for new networks and stimulate interest
in those areas and drive the process to completion, and provide standardized tools to
assist new networks. The Networks Committees will determine how to better leverage
our international network structure, assist network boards in succession planning, and
identify and address networks needing revitalization. The Network Directors in charge of
the Europe, Asia and North America regions will serve and lead the Network Committees
for their respective regions.

Section 7. Ad Hoc and Special Committees. Ad hoc and special committees may be established
by the Chair or the Executive Committee who shall determine the composition,
responsibilities and duties of such committees. The term of service for ad hoc and
special committees shall terminate at the end of term of the Chair and/or the Executive
Committee establishing such committee or committees.



Article X.

Section 1.

Section 2.

Section 3.

Article XI.

Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

Voting.

Manner. Voting may be in person, telephonic, or electronic, unless the Board determines
by majority vote at a meeting that it will accept votes by proxy or those members may
participate by other means.

Quorum and Manner of Acting. Except as otherwise provided by statute or these by-
laws, a minimum of fifty-one percent (51%) of the Directors are required to constitute a
quorum to transact business at any meeting, and the act of a majority of the Directors
present at such a meeting will be the act of the Board. In the absence of a quorum,

a majority of the Directors present may adjourn the meeting. Notice of any adjourned
meeting need not be given.

Resolutions by Members of the Corporation. Resolutions may be proposed by five
percent (5%) of the total membership as of June 1 of each year. Resolutions must be
submitted to the Secretary at least sixty (60) days prior to the annual Fall Conference
(“Conference”) and will be voted on by the Board at that time as outlined in Section 2
above.

Elections

Frequency. Elections shall take place annually as follows: (i) the members of the
Executive Committee and Management Committee shall be elected annually and (ii) the
At Large Directors, shall be elected, fifty (50%) percent annually (i.e. six (6) At Large
Directors each year). Elections shall take place as necessary to fill any vacancies as
described in Article VI, Sections 5.

Nominating Committee. The Nominating Committee (“Nominating Committee”) shall be
chaired by the Immediate Past Chair and shall be comprised of the Chair, Vice Chair,
Immediate Past Chair, Secretary and three other members chosen by the Immediate Past
Chair, taking into account geographic diversity of the Corporation.

Nominating Slate. On or before November 1 of each election year the Nominating
Committee shall review, as appropriate, the existing Board members and upon
recommendation of the existing Board, shall prepare a Nominating Slate consistent with
the provisions of Article V, Section 3, Article VI, Section 2, and Article VII, Sections 1 and
2.

Voting. On or before November 15 of each election year, the Nominating Slate shall be
circulated to the Board for approval. Each Board member shall be entitled to cast: (i) one
(1) vote for the purpose of approving the Nominating Slate prior to its circulation to the
membership for election of the At Large Directors; and (ii) one (1) vote for the purpose of
electing the members of the Management Committee.

Majority Vote. Approval of the Nominating Slate and/or the election of the members of
the Management Committee shall be by majority vote of the Board. Approval of the At
Large Members shall be by majority vote of those members of the Corporation who cast
ballots in such election.



Article XIl.

Section 1.

Article XIIl.

Section 1.

Section 2.

Section 3.

Section 4.

Article XIV.

Section 1.

Advisory and Honorary Boards.

Advisory and Honorary Boards. The Board may, at its discretion, establish other advisory
boards and/or honorary boards to assist the Corporation in the carrying out of its
purposes. The duties, responsibilities, composition, and leadership of such boards shall
be designated by resolution of the Board.

Books of Record, Audit, Annual Report, Fiscal Year and Bond.
Books and Records. The Board will keep:

(a) Records of all proceedings of the Board and committees; and
(b) All financial statements of this Corporation; and

(c) Certificate of Corporation and by-laws of this Corporation and all amendments and
restatements; and

(d) Other records and books of account necessary and appropriate to the conduct of
the corporate business.

Audit/Financial Review, Annual Report and Tax Return. The records and books

of account of this Corporation will be reviewed or audited at least once in each fiscal
year. The Executive Committee will select the auditor with the Finance Director and

Vice Finance Director to be primary contacts from the Board. A draft audit report will

be circulated to the Executive Committee and subsequently to the Board for review

and approval. The Board also shall make such inquiry as the Board deems necessary
or advisable into the condition of all trusts and funds held by any trustee, agent, or
custodian for the benefit of this Corporation, and shall retain such person or firm for such
purposes as it may deem appropriate.

The Board will cause any audit report to be conveyed to each Director within one
hundred eighty (180) days of the close of each fiscal year. Such audit report shall
contain: a statement of all assets and liabilities; principal changes in funds; income and
expense statement; status of all funds held for restricted purposes; and any other such
information as may be required by law, these by-laws and/or for purposes of fulfilling the
fiduciary responsibilities of the Directors.

An annual tax return shall be filed by the statutory deadline, subject to formally
requesting and receiving an extension to the filing deadline.

Fiscal Year. The fiscal year of the Corporation will be from January 1stto December 3istof each year.

Bond. The Corporation will obtain a bond on such people and in such amounts as may
from time to time be deemed necessary by the Board.

Waiver of Notice.

Whenever any notice is required to be given by these by-laws or any of the corporate
laws of the State of New York, such notice may be waived in writing, signed by the
person or persons entitled to said notice, whether before, at, or after the time stated
therein, or before, at, or after the meeting.



Article XV.

Section 1.

Section 2.

Article XVI.

Section 1.

Section 1.

Indemnification.

The Corporation will indemnify any present or former director, officer, employee or agent
of this Corporation, to the fullest extent possible against expenses, including attorneys’
fees, judgments, fines, settlements and reasonable expenses, actually incurred by such
person relating to his or her conduct as trustee, director, officer, employee, member or
agent of this Corporation, except that the mandatory indemnification required by this
sentence shall not apply: (i) to a breach of the duty of loyalty to the Corporation; (ii) for
acts or omissions not in good faith or which involve intentional misconduct or knowing
violation of the law; (iii) for a transaction from which such person derived an improper
personal benefit; or (iv) against judgments, penalties, fines and settlements arising from
any proceeding by or in the right of the Corporation, or against expenses in any such
case, where such person shall be adjudged liable to the Corporation.

Service on the Board of the Corporation, or as an officer, employee or agent thereof,

is deemed by this Corporation to have been undertaken and carried on in reliance by
such persons on the full exercise by the Corporation of all powers of indemnification
which are granted to it under this Article and New York law, as amended from time to
time. Accordingly, the Corporation shall exercise all of its powers whenever, as often
as necessary, and to the fullest extent possible, to indemnify such persons. Such
indemnification shall be limited or denied only when and to the extent provided above
unless New York law or other applicable legal principles limit or deny the Corporation’s
authority to so act. This Article and the indemnification provisions of New York law (to the
extent not otherwise governed by controlling precedent) shall be construed liberally in
favor of the indemnification of such persons.

Amendments.

By-laws. Proposals to amend these by-laws may be submitted to the Executive
Committee by any member of the Board. Proposed amendments shall then be conveyed
to the members of the Board at least ten (10) days prior to any meeting or special
meeting and shall be approved consistent with Article X.

Certificate of Corporation. The Board may amend the Certificate of Corporation to
include or omit any provision which could be lawfully included or omitted. Any number of
amendments, or an entire revision or restatement of the Certificate of Corporation, may
be submitted and voted upon at a single meeting of the Board and be adopted at such
meeting, a quorum being present, upon receiving the affirmative vote of two-thirds (2/3)
of the whole number of Directors. Thirty (30) days written notice will be required before
any amendment shall be voted upon by the Board.
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Term
1 year, January 1 to December 31
Description of Role

The Finance Director is a voting member of the “Executive Committee of the Board of Directors of IWIRC
(the “Corporation”) and shall be generally responsible for financial oversight of the Corporation, including
the review and approval of monthly financial reporting and payment of expenditures. The Finance
Director, with the assistance of the Vice Finance Director (voting member), shall assist and oversee the
preparation of the organization’s annual budget, audit and tax return.

The Finance Director, with the assistance of the Vice Finance Director, shall be responsible for
increasing and sustaining sponsorship for the Corporation and developing sponsorship levels and
benefits for new sponsors of the Corporation as well as for international events.

The Finance Director and Vice Finance Director may choose to create a committee to assist them.

The Executive Committee is a path of increasing responsibility. The role of Vice Finance Director is the
entry level role onto the Executive Committee. It is assumed that any IWIRC member self- nominating
for the role of Vice Finance Director is interested in progressing to the role of Chair of IWIRC and is
committing to a six-year term on the Executive Committee, including the roles of Vice Finance Director,
Finance Director, Secretary, Vice Chair, Chair and Past Chair.

Tasks
e Responsible for reporting of financial condition of Corporation to Executive Committee, Management
Committee and Board of Directors.

¢ Assist in the development and oversight of annual budget. Reviews and approves the payment of
expenditures on a timely basis.

¢ Review and finalize annual audit report and tax return for the Corporation.
e Present audit report to Executive Committee and Board of Directors.
¢ Present finalized budget to Executive Committee and Board of Directors.

e Attend Executive Committee and Board of Director meetings and provide a report on the financial
condition of the Corporation at each meeting.

e Receive monthly reports including account reconciliations, balance sheets, profit and loss statements
and budgets from the Administrative Director on a monthly basis and interface with financial
professionals engaged by the Corporation as necessary regarding the Corporation’s financial needs,
including decisions relating to redemption of Certificate of Deposits held by the Corporation.

e Act as signatory on Corporation’s accounts.
e Develop sponsorship materials and benefits for distribution to members yearly.

e Set up and oversee Finance Committee with duties than include seeking sponsorships and reviewing
sponsorship benefits.

e Review role description annually and update as necessary.
e Assist in the transition of the role at year end as applicable



Required Commitment

In addition to duties as Vice Finance Director or Finance Director, as a member of the Board of Directors
and Executive Committee, both positions have the following responsibilities and commitments:

Prepare for and participate, in person or by video conference, in 12 monthly Executive Committee
meetings @ approximately 1.5 hour each:

4 are held in person at the Executive Leadership Retreat, IWIRC’s Spring Conference, Leadership
Summit, and IWIRC'’s Fall Conference; and

8 are held via video conference.

Prepare for and participate in 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held at the Spring and Fall Conference; and
2 are held via video conference.

While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

Participation in the Executive Leadership Retreat (approximately 2-3 days). Typically held in February
or March, the location of the Executive Leadership changes annually.

Participation in the Leadership Summit (approximately 2-3 days). Typically held in July, the location
of the Leadership Summit changes annually.

Attendance at the Spring Conference (approximately 1.5 days). Held in April, this conference is
typically held in the Washington, DC area.

Attendance at the Fall Conference (approximately 1.5 days). Held in October or November, the
location of this U.S. conference changes annually.

Attend local and regional IWIRC network events.

You will also be required to:

Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board)

Complete the annual Conflict of Interest Form

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience

5 years as a member of IWIRC.
3 years as a member of the Board of Directors of IWIRC.

Has served as a member of IWIRC’s Management Committee.



Term
1 year, January 1 to December 31
Description of Role

The Program Co-Directors are voting members of the Management Committee of the Board of Directors of
IWIRC and shall generally be responsible for planning and executing IWIRC’s Spring and Fall Conferences,
as well as any additional IWIRC International programming that may be added during the year.

The Program Co- Directors may choose to create a committee to assist them.
Tasks
¢ QOversee Program Committee.

¢ With assistance from the Program Committee, plan and coordinate programming for the Fall and Spring
conference including:

Content — panel topics
Panelist, speakers
Intermezzo events

Work with Administrative Director on venues, events and logistics related to Spring and Fall
conferences

¢ \Attend and oversee Spring and Fall conferences (with the assistance of IWIRC corporate staff) to
execute on programming and event

e |iaise with IWIRC corporate staff and the Administrative Director.
¢ |jaise with the Executive Committee on program content.

e Attend quarterly Board of Director meetings and provide a written report in advance for consideration at
each Board meeting.

¢ Review role description annually and update as necessary.
¢ Assist in the transition of the role at year end as applicable.
Required Commitment

In addition to duties as Program Director, as a member of the Board of Directors and Management
Committee, you will be required to participate in person or via video conference:

¢ |WIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

e 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and

2 are held via video conference



e |eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

¢ While attendance at all board meetings is available via video conference, attendance in person is
preferred for in person meetings.

¢ |WIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

¢ |WIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

¢ | ocal and regional IWIRC network events.

You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).
e Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 5 years as a member of IWIRC.
e Current or prior member of the Board of Directors of IWIRC international.

e Current or prior experience as a member of a IWIRC International Program Committee.



Term
1 year, January1 to December 31
Description of Role

The IWIRC Communications Co-Directors are voting members of the Management Committee of the
Board of Directors of INIRC and serve a key role on the IWIRC Leadership team. The Communications
Director shall generally be responsible for overseeing and creating certain IWIRC communications.

The Communications Co-Directors, with the assistance of the Vice Director of News and Vice Director

of Social Media, shall assist and oversee IWIRC communications generally, but more specifically, are
tasked with creatively thinking about how IWIRC can create, energize and facilitate communications with
its members and promotion of the Corporation and its members.

The Communications Co-Directors, with the assistance of the Vice Directors, shall be responsible for
developing new ideas for communications with members and social media content, seeking volunteers
to create content and themselves creating content, as well as considering and increasing IWIRC’s social
media presence, considering best practices for the website and social media outlets (e.g., Facebook,
Instagram, etc.)

The Communications Co-Directors and Vice Directors may choose to create a committee to assist them.
Tasks

The Communications Directors and Vice Directors meet on a regular basis and work together on all
communications-related tasks, including:

e (Create newsletter, website, and social media content for distribution by e-mail and social media.

¢ Think strategically and creatively about the content (inclusive of writing content as well as soliciting
content).

e Work with the Executive Committee, IW IR C staff and professionals engaged to assist with
Communications.

¢ Review, edit and comment on draft press releases and social media postings.

e Solicit ideas and content for and create short newsletters (e.g., members in the news, network news,
member profiles) and other “news blasts”.

e Assist in the review of IWIRC’s website and social media platforms, including suggesting best
practices, ways to enhance IWIRC social media platforms and presence, etc.

e Assist in creating ideas and content for INWIRC’s website and social media posts (e.g., top ten lists,
celebration of Women history month, celebration of important IWIRC events).

e Attend IWIRC events and create social media content before and after the event (e.g., assisting
with creating “social media buzz” before an event and/or creating content following the event to allow
IWIRC to better communicate with members about the event).



e Attend quarterly Board of Director meetings and provide a written report in advance for consideration

at each Board meeting.

* Review role description annually and update as necessary.

Assist in the transition of the role at year end as applicable.

Required Commitment

In addition to duties as the Communications Co-Directors, as a member of the Board of Directors and
Management Committee, you will be required to participate in person or via video conference:

IWIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference.

While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

Leadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

IWIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

IWIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
conference changes annually.

Local and regional IWIRC network events.

You will also be required to:

Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board)

Complete the annual Conflict of Interest Form

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience

e 5 years as a member of IWIRC.

e Current or prior member of the Board of Directors of IWIRC international.

e Current or prior experience as a member of the Communications Committee.



Term

1 year, January 1 to December 31

Description

The IWIRC Member Services Director is a voting member of the Management Committee of the Board of
Directors of IWIRC and a key role on the IWIRC Leadership team. The Member Services Director shall
generally be responsible for ensuring IWIRC is satisfying member needs, developing initiatives to recruit
new members and promoting the wide range of IWIRC resources available to IWIRC members globally.
The Members Services Director is also responsible for welcoming new members to IWIRC.

The Member Services Director will typically create a committee of IWIRC member volunteers globally to
provide assistance in fulfillment of the role (the “Member Services Committee”).

Tasks

Chair monthly calls with the Member Services Committee.

Work with the Member Services Committee to develop innovative and fun ideas to engage and
connect and recruit IWIRC members globally.

Work with the Member Services Committee to create and build on other member programs
including, but not limited to:

Discussing best practices with membership directors of IWIRC Networks.
Student outreach.
Engaging seasoned professionals.

Support other IWIRC committees by soliciting IWIRC members to volunteer on committees. Works with
Administrative Director to assign volunteers based on areas of interest. This is typically done in January.

Engage in periodic review of the New Member Brochure and New Member Welcome Letter.
Review notifications when new members join and follows up with additional outreach.

Organize and hosts new member receptions to welcome IWIRC members and to offer them a chance
to meet other members in a meaningful way.

Review applications to attend the annual Leadership Summit and propose a slate of applicants
to the Executive Committee for approval. Works with the Administrative Director on related
announcements.

Attend quarterly Board of Director meetings and provides a written report in advance for
consideration at each Board meeting.

Review role description annually and update as necessary.

Assist in the transition of the role at year end as applicable.



Required Commitment

In addition to duties as Member Services Director, as a member of the Board of Directors and
Management Committee, you will be required to participate in person or via video conference:

IWIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference

While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

Leadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

IWIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

IWIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

Local and regional IWIRC network events.

You will also be required to:

Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board)

Complete the annual Conflict of Interest Form

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience

e 5years as a member of IWIRC.

Current or prior member of the Board of Directors of IWIRC international.

Current or prior experience as a member of the Member Services Committee.



Term
1 year, January 1 to December 31
Description of Role

The New Networks & Regional Development Co-Directors are non-voting member of the Management
Committee of the Board of Directors of IWIRC and shall generally be responsible for overseeing the
launch of new networks in regions in which IWIRC does not yet have a presence and for assisting
regional directors and network directors with the launch of new networks in their regions. The New
Networks Co-Directors are also responsible for other regional development, such as promoting IWIRC, in
regions in which IWIRC does not yet have a presence.

The New Networks Co-Directors may choose to create a committee to assist them.
Tasks
¢ Qversee the New Networks & Regional Development Committee.

¢ QOversee the formation of new networks and regional development in regions without an IWIRC
presence (e.g., Africa, Middle East, Oceania).

¢ Respond to inquiries from persons interested in launching new IWIRC networks.
¢ |dentify locations for new networks, IWIRC events, or IWIRC sponsorship of events.

e Engage with the regional directors and network directors in regions with an IWIRC presence (e.g.,
Asia, the Caribbean, Europe, and Latin America) to coordinate efforts with respect to new network
and regional development in those regions.

e Coordinate the development of materials supporting new networks and regional development.

e Attend Board of Director meetings and provide a report on new networks and regional development
for consideration at each Board meeting.

¢ Review and update role description annually as necessary.
e Assist in the transition of the role at year end as applicable.
Required Commitment

In addition to duties as New Networks & Regional Development Co-Director, as a member of the Board
of Directors and Management Committee, you will be required to participate in person or via video
conference:

¢ |WIRC Board Bootcamp if you are new to the Board of Directors (1 hour). Held via video conference.
e 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and

2 are held via video conference.



¢ While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

¢ | eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

e |WIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

¢ |WIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

¢ | ocal and regional IWIRC network events.

You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board)
e Complete annual Conflict of Interest Form

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 5 years as a member of IWIRC.
e Current or prior member of the Board of Directors of IWIRC international.

e Current or prior experience as a member of the New Networks and Regional Development
Committee, a Regional Networks Committee or Member Services Committee.



Term
1 year, January 1 to December 31
Description of Role

The Diversity, Inclusion & Belonging Co-Directors are voting members of the Management Committee

of the Board of Directors of IWIRC and shall generally be responsible for the oversight and leadership

of the Diversity, Inclusion & Belonging Committee, which was first appointed as a standing committee in
2021. The committee is tasked with making recommendations to the Executive Committee and Board of
Directors to promote diversity, inclusion and belonging among IWIRC members and networks worldwide.

Tasks
¢ Oversee Diversity, Inclusion & Belonging Committee.

e Examine, develop, and institute diversity, inclusion and belonging initiatives with IWIRC members and
networks.

¢ |nterface and liaise with Executive Committee, Communications Director, Member Services Director,
Co-Program Directors, Regional Directors and Committees to promote and implement diversity, inclusion
and belonging initiatives, awareness, social media posts, membership drives and panels for IWIRC
programming.

e Coordinate with the Just the Beginning Foundation, a pipeline organization that promotes diversity in the
legal profession and judiciary, in connection with the selection and mentoring of the IWIRC Scholars.

e Explore potential partnerships with other restructuring entities and organizations to promote diversity.

e Work on other diversity initiatives with other bar associations and insolvency organizations such as
American Bar Institute and American College of Bankruptcy

e Attend quarterly Board of Director meetings and provide a report on the initiatives, recommendations
and achievements of the Diversity, Inclusion & Belonging Committee.

* Review role description annually and update as necessary.
e Assist in the transition of the role at year end as applicable.
Required Commitment

In addition to duties as Diversity, Inclusion & Belonging Director, as a member of the Board of Directors
and Management Committee, you will be required to participate in person or via video conference:

e |WIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

e 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and

2 are held via video conference.



¢ While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

¢ | eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

e |WIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

¢ |WIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

¢ | ocal and regional IWIRC network events.

You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).
e Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 5 years as a member of IWIRC.
e Current or prior member of the Board of Directors of IWIRC international.

e Passion for ensuring IWIRC creates an environment of Diversity, Inclusion and Belonging for its
members.



Term
1 year, January 1 to December 31
Description of Role

The Strategic Director is a voting member of the Management Committee of the Board of Directors of
IWIRC and shall generally be responsible for strategic projects at the request and discretion of the
Executive Committee.

Accordingly, this role can change annually depending on the strategic goals and projects of the
Executive Committee.

Tasks

e Tasks as directed by the Chair or Executive Committee.

e Report to the Chair of the Board and or Executive Committee.

e Attend quarterly Board of Director meetings and provide a report as applicable.
¢ Review role description annually and update as necessary.

¢ Assist in the transition of the role at year end as applicable.

Required Commitment

In addition to duties as Strategic Director, as a member of the Board of Directors and Management
Committee, you will be required to participate in person or via video conference:

¢ |WIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

e 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference

¢ While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

e | eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

e |WIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

¢ |WIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

e | ocal and regional IWIRC network events.



You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).
e Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 10 years as a member of IWIRC.

e 8 years leadership experience at the network or International level of IWIRC.

e 15-20 years industry experience.



Term
1 year, January 1 to December 31
Description of Role

The U.S. Networks Director is a voting member of the Management Committee of the Board of Directors
of IWIRC and shall generally be responsible to oversee U.S. Network operations and to support U.S.
Networks and U.S. Network chairs by providing information and opportunities to exchange information
regarding membership, programming, leadership and other issues facing the networks through meetings
and workshops with network chairs.

The U.S. Networks Director may choose to create a committee to assist them.
Tasks
e Schedule and chair quarterly meetings of all U.S. network chairs.
¢ Provide individual network support as needed.
¢ Develop objectives and goals in partnership with U.S. Networks Director committee.

e (Coordinate as appropriate with the Regional Directors of Latin America, Asia, Caribbean, Europe and
Canada.

¢ |iaise with the Vice Director of Regional Programming.

e Attend Board of Director (“Board”) meetings and provide a written report in advance for
consideration at each Board meeting.

¢ Review role description annually and updates as necessary.
¢ Assist in the transition of the role at year end as applicable.

Required Commitment

In addition to duties as U.S. Network Director, as a member of the Board of Directors and Management
Committee, you will be acquired to attend:

e |WIRC Board Bootcamp, if new to the Board of Directors ( 1 hour)
e 4 Board of Director Meetings @ 1.5 hour each;

2 in person at IWIRC’s Spring and Fall Conferences; and

2 via video conference

e | eadership Summit (2-3 days). Typically held in July, the location of the Leadership Summit changes
annually.

¢ |WRIC Spring Conference (1.5 days). Held in April, this conference is typically located in the
Washington, DC area.

¢ |WIRC Fall Conference (1.5 days). Held in October or November, this U.S. conference changes
location annually.

e | ocal and regional IWIRC events.



You will also be required to:

e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).

e Complete the annual Conflict of Interest Form.
Travel expenses, for the most part, are expected to be covered by the member or the member’s firm.
Prerequisites

e 5 years as a member of IWIRC

e Previous leadership role on a U.S. Network Board.

e Current or prior member of the IWIRC International Board of Director.

e Current or prior experience as a member of U.S. Networks committee or Member Services
Committee



Term
1 year, January 1 to December 31
Description of Role

The Global Networks Director is a voting member of the Management Committee of the Board of
Directors of IWIRC and shall generally be responsible to coordinate and collaborate with IWIRC’s
regional Network Directors through meetings and workshops to provide information and opportunities
to exchange information regarding membership, programming, leadership and other issues facing the
networks and Network Directors.

Tasks
e Schedule and chair quarterly meetings of all Regional Network Directors.
¢ Provide individual support as needed.
¢ Develop objectives and goals in partnership with Regional Director
¢ |iaise with the Vice Director of Regional Programming.

e Attend Board of Director (“Board”) meetings and provide a written report in advance for
consideration at each Board meeting.

¢ Review role description annually and updates as necessary.
¢ Assist in the transition of the role at year end as applicable.

Required Commitment

In addition to duties as Global Networks Director, as a member of the Board of Directors and
Management Committee, you will be acquired to attend:

e |WIRC Board Bootcamp, if new to the Board of Directors ( 1 hour)
¢ 4 Board of Director Meetings @ 1.5 hour each;

2 in person at IWIRC’s Spring and Fall Conferences; and

2 via video conference

e | eadership Summit (2-3 days). Typically held in July, the location of the Leadership Summit changes
annually.

¢ |IWRIC Spring Conference (1.5 days). Held in April, this conference is typically located in the
Washington, DC area.

e |WIRC Fall Conference (1.5 days). Held in October or November, this U.S. conference changes
location annually.

e | ocal and regional IWIRC events.



You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).
e Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Prerequisites
e 5 years as a member of IWIRC

® Previous leadership role on a Network Board.

Current or prior member of the IWIRC International Board of Directors.

Current or prior experience as a IWIRC Regional Network Director.

At least 3 years as a member of the Board of Directors of IWIRC.



Term

1 year, January 1 to December 31

Description of Role

The Asia Networks Director is a voting member of the Management Committee of the Board of Directors
of IWIRC and shall generally be responsible to support and mentor the existing Asia networks.

The Asia Networks Director also act as the primary liaison between IWIRC International and the IWIRC
Asia networks and co-ordinates with the Asia network leadership teams.

The Asia Networks Director may choose to create a committee to provide assistance.

Tasks

Serve as a liaison between the various networks in Asia and IWIRC International as well as seeking to
engender and develop the IWIRC goals in the work carried out by the Asia networks.

Act as the liaison between IWIRC International and the Asia networks, including marketing and
publicity on IWIRC initiatives such as IWIRC International awards.

Facilitate and coordinate communication and collaboration between local IWIRC networks across Asia
and globally.

Schedule and chair quarterly meetings of all Asia network chairs to facilitate sharing of ideas.

Mentor and support individual networks as needed in areas such as membership, sponsorship, event
organization, success planning, training, etc.

Facilitate and coordinate the development of each network’s objectives and goals.

Consider opportunities for growth in existing Asia networks, areas of struggle and what support can
be offered from IWIRC International.

Provide guidance to the local networks as to the matters that may require IWIRC International and /
or Board approval or sign off.

Work collaboratively with the Asia Regional Director.
Assist with internal governance protocols for board constitution/event organization.

Attend quarterly Board of Director meetings and provide a written report in advance for consideration
at each Board meeting.

Review role description annually and update as necessary.

Assist in the transition of the role at year end as applicable.



Required Committment

In addition to duties as Asia Networks Director, as a member of the Board of Directors and Management
Committee, you will be required to participate in person or via video conference:

IWIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference.

While attendance at all meetings is available via video conference, attendance in person is
preferred for in person meetings.

Leadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

IWIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically
located in the Washington, DC area.

IWIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
US conference changes annually.

Local and regional IWIRC network events in Asia.

You will also be required to:

Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).

Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience

3 years as a member of IWIRC.
A past board member of a network in the Asia region.

It is preferable (but not mandatory) that the Asia Network Director have ties, or have served, as co-
chair or vice-chair of the board of one of the Asia networks.

Current or prior member of the IWIRC International Board of Directors.



Term
1 year, January 1 to December 31
Description of Role

The IWIRC Asia Regional Director is a voting member of the Management Committee of the Board
of Directors of IWIRC. The Asia Regional Director shall generally be responsible to foster regional
programming and the incubation and growth of the new networks in the region.

The Asia Regional Director shall work with the Asia Networks Director to support local networks.
The Asia Networks Director may choose to create a committee to provide assistance in fulfilment of the role.
Tasks

e Represent IWIRC’s interests in Asia, whether at IWIRC or other events and in communications with other
industry organizations.

e Serve as the point of contact and coordinator for the different regional demands on IWIRC international,
including regional conferences such as ABI international or GRR/IWIRC conferences where speakers
and events need to be pulled together by the Asia Regional Director.

¢ |dentify IWIRC members for ongoing initiatives (e.g. UNCITRAL, Women on Panels) and allocate
opportunities such as panel speaking slots.

e Offer and provide input on panels and seminars, particularly to promote the IWIRC objective of having
more women on panels.

¢ Plan and execute pan-Asia events, including:
IWIRC Asia conference
WOYR Asia award
Co-ordination with other organizations (e.g. INSOL)
Connecting the Dots (for Board Members of all Asia networks)
¢ |iaise with the Vice Director of Regional Programming.
¢ Work collaboratively with the Asia Networks Director.
e Facilitate and support the growth of IWIRC membership across Asia.

¢ Work collaboratively with the IWIRC International New Networks and Regional Development Committee
to identify countries or territories in Asia that may be suitable candidates for a new local IWIRC network.

¢ Assist and support current or future IWIRC members in the formation of new local networks where there
is interest.

e Support the formation of new networks in Asia, including identifying core team members and
leaders, and providing resource required to launch a new network.



Delegate tasks and responsibilities to Directors at Large, where appropriate, and encourage IWIRC
Leadership team in Asia to consider roles on IWIRC International Board of Directors to represent the Asia.

Attend quarterly Board of Director meetings and provides written report in advance on work of the
IWIRC Asia Regional Director for consideration.

Review role description annually and update as necessary.

Assist in the transition of the role at year end as applicable.

Required Commitment

In addition to duties as Asia Networks Director, as a member of the Board of Directors and Management
Committee, you will be required to participate in person or via video conference:

IWIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference.

While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

Leadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

IWIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

IWIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
US conference changes annually.

Attend local and regional IWIRC network events in Asia.

You will also be required to:

Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).

Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC'’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience

3 years as a member of IWIRC.
A past board member of a network in the Asia region.

It is preferable (but not mandatory) that the Asia Network Director have ties, or have served,
as chair, co-chair, or vice-chair of the board of one of the Asia networks.

Current or prior member of the IWIRC International Board of Directors.



Term

1 year, January 1 to December 31

Description

The IWIRC Canada Regional Director is a voting member of the Management Committee of the Board of
Directors of IWIRC and shall generally be responsible for the promotion and development of IWIRC in the
Canada region.

The Canada Regional Director shall generally be responsible for supporting the existing networks in
Canada and also supporting the growth of new networks in Canada. The Canada Regional Director also
acts as the primary liaison between IWIRC International and the IWIRC networks in Canada and co-
ordinates with the leadership of the Canada networks.

The Canada Regional Director may choose to create a committee to provide assistance in fulfilment of
the role.

Tasks

Assist the Canada network chairs and boards by providing information and connections to the broader
IWIRC community.

Serve as a liaison between the various networks in Canada and IWIRC International as well as seeking
to engender and develop the IWIRC goals in the activities carried out by the Canada networks.

Upon request or invitation, attend board meetings for networks throughout the region (virtually or in
person), to share updates from IWIRC International.

Assist network boards in troubleshooting and brainstorming related to institutional and financial
issues, such as review of network rules, election of new board members, sponsorship pitch letters
and other issues that may arise.

Provide guidance to the local networks as to the matters that may require IWIRC International and /or
Board approval or sign off.

Consider opportunities for growth in existing networks in Canada, areas of struggle and what support
can be offered from the IWIRC International.

Facilitate and support the growth of IWIRC membership across Canada.
Participate in the planning and coordination of regional events in Canada.

Facilitate and coordinate communication and collaboration between local IWIRC networks across Canada
and globally.

Attend quarterly Board of Directors meetings and provide a written report in advance for consideration at
each Board meeting.

Review role description annually and update as necessary.

Assist in the transition of the role at year end as applicable.



Required Commitment

In addition to duties as Canada Regional Director, as a member of the Board of Directors and
Management Committee, you will be required to participate in person or via video conference:

IWIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference

While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

Leadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

IWIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

IWIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
US conference changes annually.

Local and regional IWIRC network events in Canada.

You will also be required to:

Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).

Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience

3 years as a member of IWIRC.
A past board member of a network in the Canada region.

It is preferable (but not mandatory) that the Canada Regional Director have ties, or have served, as
chair, co-chair or vice-chair of the board of one of the Canada networks.

Current or prior member of the IWIRC International Board of Directors.



Term

1 year

, January 1 to December 31

Description

The Caribbean Regional Director is a voting member of the Management Committee of the Board of
Directors of IWIRC and shall generally be responsible for the promotion and development of IWIRC and
its mission in the Caribbean region.

The Caribbean Regional Director also acts as the primary liaison between IWIRC International and the
IWIRC Caribbean networks and co-ordinates within the leadership of the Caribbean networks.

The Caribbean Regional Director may choose to create a committee to provide assistance in fulfilment of

the rol

Tasks

e.

Facilitate and coordinate communication and collaboration between local IWIRC networks across the
Caribbean, globally and IWIRC International.

Serve as a liaison between the networks in the Caribbean and IWIRC International as well as seeking
to engender and develop the IWIRC goals in the work carried out by the Caribbean networks.

Develop a process for sustained collaboration and communication among the networks in the region
whether attending by invitation board meetings of other Caribbean networks (i.e. Cayman network) and
IWIRC sponsored events.

Consider areas of weakness and what support can be offered from the IWIRC International.

Provide guidance to the local networks as to the matters that may require IWIRC International and /or
Board approval or sign off.

Consider opportunities for growth in existing Caribbean networks, including, but not limited to, BVI,
Bermuda, Bahamas, Turks & Caicos, and Eastern Caribbean.

Collaborate with New Network and Regional Development Co-Directors to develop a process to
build connections in the region, with the aim of growing/adding further Caribbean networks in the
longer term.

Represent IWIRC’s interests in the Caribbean, whether at IWIRC or other events and in
communications with other industry organizations.

Participate on the network subcommittee to share ideas, collaborate, and further grow IWIRC’s reach
in the region.

Actively engage with potential members in the region to promote interest and membership
subscription to the Caribbean network.

Attend quarterly Board of Director meetings and provide a written report in advance for consideration
at each Board meeting.

Review role description annually and update as necessary.

Assist in the transition of the role at year end as applicable.



Required Commitment

In addition to duties as the Caribbean Regional Director, as a member of the Board of Directors and
Management Committee, you will be required to participate in person or via video conference:

IWIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference.

While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

Leadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

IWIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

IWIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
conference changes annually.

Local and regional IWIRC network events in the Caribbean.

You will also be required to:

Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board)

Complete the annual Conflict of Interest Form

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience

3 years as a member of IWIRC.
A past board member of a network in the Caribbean region.

It is preferable (but not mandatory) that the Caribbean Regional Director have ties, or have served
as chair, co-chair, or vice-chair on the board of an IWIRC network in the Caribbean.

Current or prior member of the IWIRC International Board of Directors.



Term

1 year, January 1 to December 31

Description

The IWIRC Europe Network Director is a voting member of the Management Committee of the Board of
Directors of IWIRC and shall generally serve as a primary liaison between networks in the region and
IWIRC International from a network perspective.

The Europe Network Director and is generally responsible for supporting and mentoring the existing
Europe Networks and Europe Network chairs by providing information and opportunities to exchange
information regarding membership, programming, leadership, and other issues facing the networks
through meetings and workshops with network chairs.

The Europe Networks Director may choose to create a committee to provide assistance in fulfilment of
the role.

Tasks

Serve as a liaison between the various networks in Europe and IWIRC International as well as seeking
to engender and develop the IWIRC goals in the work carried out by the Europe networks.

Facilitate and coordinate communication and collaboration between local IWIRC networks across
Europe and globally.

Schedule and chair quarterly meetings of all Europe network chairs.
Provide individual network support as needed.

Develop objectives and goals in partnership with Europe Regional Director.
Provide training to networks as needed.

Consider opportunities for growth in existing networks in Europe, areas of weakness and what
support can be offered from the IWIRC leadership teams in Europe or International.

Provide guidance to the local networks as to the matters that may require IWIRC International and/or
Board approval or sign off.

Coordinate as appropriate with the Europe Regional Director.

Attend quarterly Board of Director meetings and provide a written report in advance for
consideration at each Board meeting.

Review role description annually and update as necessary.

Assist in the transition of the role at year end as applicable.



Required Commitment

In addition to duties as Europe Networks Director, as a member of the Board of Directors and
Management Committee, you will be required to participate in person or by video conference:

IWIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference.

While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

Leadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

IWIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

IWIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
US conference changes annually.

Local and regional IWIRC network events in Europe.

You will also be required to:

Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).

Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience

3 years as a member of IWIRC.
A past board member of a network in the Europe region.

It is preferable (but not mandatory) that the Europe Network Director have ties, or have served as
chair, co-chair, or vice-chair on the board of one of the Europe networks.

Current or prior member of the Board of Directors of IWIRC International.



Term
1 year, January 1 to December 31
Description

The IWIRC Europe Regional Director is a member of the Management Committee of the Board of
Directors of IWIRC and shall generally be responsible to foster regional programming and the incubation
and growth of the new networks in the region.

The Europe Regional Director will also support the Europe Network Director.

The Europe Regional Director may choose to create a committee to provide assistance in fulfillment of
the role.

Tasks

e Serve as the point of contact and coordinator for the different regional demands on IWIRC
international, including regional conferences such as ABI international or GRR/IWIRC conferences
where speakers and events need to be pulled together by the Europe Regional Director.

e Represent IWIRC’s interests in Europe, whether at IWIRC or other events and in communications with
other industry organizations.

e Work collaboratively as appropriate with the Europe Networks Director.

¢ Act as co-chairs of the IWIRC Europe Steering Committee and statutory directors of the English
company which is the IWIRC Europe corporate form.

¢ Arrange with the IWIRC Europe Steering Committee, a series of IWIRC Europe events each year, either
independently, with local IWIRC Europe networks, other international IWIRC networks or appropriate
third-party organizations.

¢ Facilitate and support the growth of IWIRC membership across Europe.
e Consider opportunities for growth in existing networks in Europe.

e Work collaboratively with the IWIRC International New Networks and Regional Development Committee
to identify countries or territories in Europe that may be suitable candidates for a new local IWIRC
network and assist and support current or future IWIRC members in the formation of new local networks
where there is interest.

¢ Delegate tasks and responsibilities to Directors at Large where appropriate and encourages IWIRC
Leadership team in Europe to consider roles on IWIRC International Committees to represent the Europe.

¢ Attend Board of Director meetings and provide a written report in advance for consideration at each
Board meeting.

¢ Review role description annually and update as necessary.

e Assist in the transition of the role at year end as applicable.



Required Commitment

In addition to duties as Europe Regional Director, as a member of the Board of Directors and
Management Committee, you will be required to participate in person or via video conference:

IWIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour).
Held via video conference.

4 Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference.

While attendance at all meetings is available via video conference, attendance in person is
preferred for in person meetings.

Leadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

IWIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically
located in the Washington, DC area.

IWIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
US conference changes annually.

Local and regional IWIRC network events in Europe.

You will also be required to:

Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).

Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience

3 years as a member of IWIRC.
A past board member of a network in the Europe region.

It is preferable (but not mandatory) that the Europe Network Director have ties, or have served as
chair, co-chair, or vice-chair on the board of one of the Europe networks.

Current or prior member of the Board of Directors of IWIRC International.



Term
1 year, January 1 to December 31
Description

The IWIRC Latin America Regional Director is a voting member of the Management Committee of the
Board of Directors of IWIRC and shall generally be responsible for the promotion and development of
IWIRC in the Latin America region that includes South America, Central America, and Mexico.

The Latin America Regional Director shall generally be responsible for supporting the existing Latin
American networks and also supporting the growth of new networks in the region. The Latin America
Regional Director also acts as the primary liaison between IWIRC International and the IWIRC Latin
American networks and coordinates within the leadership of the Latin American networks.

The Latin America Regional Director may choose to create a committee to provide assistance in
fulfilment of the role.

Tasks

e Assist Latin American network chairs and boards by providing information and connections to the
broader IWIRC community.

* Serve as a liaison between the various networks in Latin America and IWIRC International as well as
seek to engender and develop the IWIRC goals in the activities carried out by the Latin American
networks.

e Upon request or invitation, attend board meetings for networks throughout the region (virtually or in
person), to share updates from IWIRC International.

e Assist network boards in troubleshooting and brainstorming related to institutional and financial issues,
such as review of network rules, election of new board members, sponsorship pitch letters and other
issues that may arise.

¢ Provide guidance to the local networks as to the matters that may require IWIRC International and/or
Board approval or sign off.

e Consider opportunities for growth in existing Latin America networks, areas of weakness and what
support can be offered from the IWIRC International.

¢ Facilitate and support the growth of IWIRC membership across Latin America.
e Participate in the planning and coordination of regional events.

e Facilitate and coordinate communication and collaboration between local IWIRC networks across Latin
America and globally.

e Attend quarterly Board of Directors meetings and provide a written report in advance for consideration at
each Board meeting.

¢ Review role description annually and update as necessary.

¢ Assist in the transition of the role at year end as applicable.



Required Commitment

In addition to duties as Latin America Regional Director, as a member of the Board of Directors and
Management Committee, you will be required to participate in person or via video conference:

IWIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference

While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

Leadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

IWIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

IWIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
US conference changes annually.

Local and regional IWIRC network events in Latin America.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience

3 years as a member of IWIRC.
A past board member of a network in the Latin America region.

It is preferable (but not mandatory) that the Latin America Regional Director have ties, or have served
as chair, co-chair, or vice-chair on the board of one of the Latin America networks.

Current or prior member of the Board of Directors of IWIRC International.



Term
1 year, January 1 to December 31
Description

The UNCITRAL Board Member is a non-voting member of the IWIRC Board of Directors. There are
currently two UNCITRAL Board Members.

The UNCITRAL Board Member’s role is to represent IWIRC in Working Group V on Insolvency at the
United Nations (the “UN”) and participate at the UN meetings.

Tasks

e Attend and participate in two UN meetings annually, in New York, U.S. and Vienna, Austria.

e Maintain knowledge of current text up for discussion at the UN and the calendar of upcoming
meetings.

e Ensure there is a consistent group of IWIRC members to attend meetings on a particular topic
(topic discussions often last for several years and it’'s important that the attendees have knowledge
of the text and the changes that have been made).

e Work with other IWIRC members on proposed text for UNCITRAL meetings.

e Act as liaison with Member nations and other non-government organizations (“NGOs”) on
comments/changes to text and with the UN Secretariat to ensure compliance with UN protocol and
maintain IWIRC’s standing.

¢ |iaise with Member nations, the Secretariat, and other NGOs since IWIRC’s close ties with other
countries allows IWIRC members to have its changes included in the text even before the text
comes up for open discussion in the twice-yearly forum.

e Arrange events/dinners/meetings at the UN between the IWIRC contingent and Member nations
and/or NGOs to increase IWIRC’s breadth around the world and broaden relationships for IWIRC
and its members.

e Attend quarterly Board of Director meetings and provide a written report of the current status of
papers for consideration at each Board meeting.

* Review role description annually and update as necessary.
¢ Assist in the transition of the role at year end as applicable.

Required Commitment

In addition to duties as UNCITRAL Board Members, as a member of the Board of Directors, you will be
required to participate in person or via video conference:

¢ |WIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.



e 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference.

¢ While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

e | eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

¢ |WIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

¢ |WIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

e |ocal and regional IWIRC network events.

You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).
e Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 3years as a member of IWIRC.
¢ Experience in international and cross-border insolvency.
e Current or prior member of the Board of Directors of IWIRC International or a local IWIRC network.

¢ Ability and willingness to attend at annual meetings in New York and Vienna.



Term

12 positions with a 2-year term, January 1 to December 31 (elected by IWIRC members if there are more
than 6 qualified nominees each year)

2 positions with a 1-year term, January 1 to December 31 (appointed by Executive Committee)

Description

The IWIRC At-Large Directors are voting members of the Board of Directors of IWIRC and shall generally
be responsible for providing support to the Executive Committee and other standing committees of the
Board of Directors on tasks and initiatives, as well as ensuring that IWIRC members and networks are
supported.

Tasks
¢ \/olunteer to serve on at least one of IWIRC’s standing committees.
¢ Provide support for any initiatives the Executive Committee requests assistance on.
¢ Review role description annually and update as necessary.
¢ Assist in the transition of the role at year end as applicable.
Required Commitment

In addition to duties as an At-Large Director, as a member of the Board of Directors, you will be required
to participate in person or via video conference:

¢ |[WIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

e 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference

¢ While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

e | eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

e |WIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

¢ |WIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

e | ocal and regional IWIRC network events.



You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board)
e Complete the annual Conflict of Interest Form

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 3years as a member of IWIRC.

e Current or prior member of the Board of Directors of IWIRC International, local IWIRC network or
committee of the IWIRC International Board.



Term
1 year, January 1 to December 31
Description of Role

The IWIRC Asia Regional Vice Director of Programming is a non-voting member of the Management
Committee of the Board of Directors of IWIRC and shall generally be responsible for supporting
programming initiatives in the region.

The Asia Regional Vice Director of Programming shall work with the Asia Regional and Networks Director
to support local networks.

Tasks

¢ Represent IWIRC’s interests in Asia, whether at IWIRC or other events and in communications with other
industry organizations.

e Serve as the point of contact and coordinator for the different networks for supporting the development
of programs that support IWIRC’s goals to Be Connected. Be Informed. Be Inspired.

¢ Help identify IWIRC members for ongoing initiatives (e.g., UNCITRAL, Women on Panels) and allocate
opportunities such as panel speaking slots.

¢ Help offer and provide input on panels and seminars, particularly to promote the IWIRC objective of
having more women on panels.

¢ Plan and execute pan-Asia events, including:
IWIRC Asia conference
Asia WOYR award
Coordination with other organizations (e.g. INSOL)
Connecting the Dots (for Board Members of all Asia networks)

¢ Work collaboratively as appropriate with the Asia Networks Director, Asia Regional Director and Asia Vice
Director of Membership.

¢ Facilitate and support the growth of IWIRC Programming across Asia.

e Attend Board of Director meetings and work with the IWIRC Asia Leadership team to submit a written
report for consideration at the Board meetings.

* Review role description annually and update as necessary.

e Assist in the transition of the role at year end as applicable.



Required Commitment

In addition to duties as Asia Regional Vice Director of Programming, as a member of the Board of
Directors and Management Committee, you will be required to participate in person or via video
conference:

IWIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference.

While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

Leadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

IWIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

IWIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this US
conference changes annually.

Local and regional IWIRC network events.

You will also be required to:

Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).

Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience

3 years as a member of IWIRC.
A member of a network in the Asia region.

Current or prior member of a local IWIRC network, Board of Directors of IWIRC International, or
committee of the IWIRC International Board of Directors.



Term
1 year, January 1 to December 31
Description of Role

The IWIRC Asia Regional Vice Director of Membership is a non-voting member of the Management
Committee of the Board of Directors of IWIRC and shall generally be responsible for supporting the
members and membership initiatives in the Asia region.

The Asia Regional Vice Director of Membership shall work with the Asia Regional and Asia Networks
Directors to support local networks.

Tasks

¢ Represent IWIRC’s interests in Asia, whether at IWIRC or other events and in communications with
other industry organizations.

¢ Serve as the point of contact and coordinator for the different networks to help maintain and grow
membership.

¢ Facilitate and support the growth of IWIRC membership across Asia.

e Work collaboratively as appropriate with the Asia Networks Director, Asia Regional Director and Asia
Vice Director of Programming.

e Attend quarterly Board of Director meetings and works with the IWIRC Asia Leadership team to
submit a written report for consideration at the Board meetings.

¢ Review role description annually and update as necessary.
¢ Assist in the transition of the role at year end as applicable.
Required Commitment

In addition to duties as Asia Regional Vice Director of Membership, as a member of the Board of
Directors and Management Committee, you will be required to participate in person or via video
conference:

¢ |WIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

e 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference.

¢ While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

¢ | eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.



e |WIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

¢ |WIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this US
conference changes annually.

e |ocal and regional IWIRC network events.

You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).
e Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 3years as a member of IWIRC.
e A member of a network in the Asia region.

e Current or prior member of a local IWIRC network, Board of Directors of IWIRC International, or
committee of the IWIRC International Board of Directors.



Term
1 year, January 1 to December 31
Description of Role

The Vice Directors of Spring and Fall Programming are non-voting members of the Management
Committee of the Board of Directors of IWIRC and shall generally be responsible for assisting the
Programming Co-Directors with planning and executing IWIRC’s Spring and Fall Conferences, as well as
any additional IWIRC International programming that may be added during the year.

The Co-Programming Directors may choose to create a committee to assist them with the Vice Directors
of Spring and Fall Programming required to be on the applicable programming sub- committee.

Tasks

¢ Assist with the Programming Committee, with an emphasis on either Fall or Spring conference. Please
note, in some years, both Vice Directors may be involved with both Spring and Fall conference
planning depending on their availability.

¢ With assistance from the Programming Committee, plan and coordinate programming for the Fall or
Spring conference including:

Content — panel topics

Panelist, speakers

Intermezzo events
¢ |iaise with IWIRC corporate staff and the Administrative Director in executing conference.
e Attend Fall and/or Spring conference.

e Attend quarterly Board of Director meetings. Provide input for the Programming Co-Directors
written report in advance for consideration at each Board meeting.

* Review role description annually and update as necessary.
¢ Assist in the transition of the role at year end as applicable.

Required Commitment

In addition to duties as Vice Director of Spring or Fall Programming, as a member of the Board of
Directors and Management Committee, you will be required to participate in person or via video
conference:

e |WIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

e 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and

2 are held via video conference.



¢ While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

¢ | eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

e |WIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

¢ |WIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

¢ | ocal and regional IWIRC network events.

You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).
e Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 3years as a member of IWIRC.
¢ Prior experience as a member of a local network or IWIRC International programming committee.

e Current or prior member of a local IWIRC network, Board of Directors of IWIRC International, or
committee of the IWIRC International Board of Directors.



Term
1 year, January 1 to December 31
Description of Role

The Vice Director of Regional Programming is a non-voting member of the Management Committee of
the Board of Directors of IWIRC and shall generally be responsible for coordinating and encouraging
regional programming worldwide.

The Vice Director of Regional Programming may choose to create a committee to assist them.
Tasks

e Work with regional directors and network directors to encourage and support regional programming
across IWIRC networks.

¢ Develop and maintain a yearly calendar of events as well as a list of ideas to share with networks to
include in-person and virtual ideas.

e |iaise with IWIRC corporate staff and the Administrative Director.

e Attend quarterly Board of Director meetings. Provide a written report in advance for consideration
at each Board meeting.

¢ Review role description annually and update as necessary.
¢ Assist in the transition of the role at year end as applicable.
Required Commitment

In addition to duties as Vice Director of Regional Programming, as a member of the Board of Directors
and Management Committee, you will be required to participate in person or via video conference:

e |WIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour).
Held via video conference.

¢ 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
e 2 are held in person at IWIRC’s Spring and Fall Conferences; and
e 2 are held via video conference

e While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

e | eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

¢ |WIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.



e |WIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

¢ | ocal and regional IWIRC network events.

You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).
e Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 3years as a member of IWIRC.
® Prior experience as a member of a local network or IWIRC International programming committee.

e Current or prior member of a local IWIRC network, Board of Directors of IWIRC International, or
committee of the IWIRC International Board of Directors.



Term
1 year, January 1 to December 31
Description

The IWIRC Vice Director of Member Services Director is a non-voting member of the Management
Committee of the Board of Directors of IWIRC and shall generally be responsible for working directly with
the Member Services Director to ensure IWIRC is satisfying member needs and developing initiatives
and promoting the wide range of IWIRC resources available to IWIRC members globally. The Vice
Director and Member Services Director are also responsible for welcoming new members to IWIRC.

The Member Services Director will typically create a committee of IWIRC member volunteers globally to
provide assistance in fulfillment of the role (the “Member Services Committee”) of which the Vice Director
will be a member and act as Co-Chair of any meetings the Member Services Director cannot attend.

Tasks
e Co-Chair monthly calls with the Member Services Committee.

e Work with the Member Services Committee to develop innovative and fun ideas to engage and
connect and recruit IWIRC members globally.

e Work with the Member Services Committee to create and build on other member programs including,
but not limited to:

Discuss best practices with membership directors of IWIRC Networks.
Student outreach.
Engaging seasoned professionals.

e Support other IWIRC committees by soliciting IWIRC members to volunteer on committees. Work with
Administrative Director to assign volunteers based on areas of interest. This is typically done in January
of each year.

e Engage in periodic review of the New Member Brochure and New Member Welcome Letter.
¢ Review notifications when new members join and follow up with additional outreach.

¢ QOrganize and host new member receptions to welcome IWIRC members and to offer them a change
to meet other members in a meaningful way.

¢ Review applications to attend the annual Leadership Summit and propose a slate of applicants
to the Executive Committee for approval. Work with the Administrative Director on related
announcements.

e Attend quarterly Board of Director meetings and assist the Member Services Director with the written
report to be provided in advance for consideration at each Board meeting.

¢ Review role description annually and update as necessary.

e Assist in the transition of the role at year end as applicable.



Required Commitment

In addition to duties as Vice Director of Member Services, as a member of the Board of Directors and
Management Committee, you will be required to participate in person or via video conference:

IWIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference.

While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

Leadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

IWIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

IWIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

Local and regional IWIRC network events.

You will also be required to:

Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board)

Complete the annual Conflict of Interest Form

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience

3 years as a member of IWIRC.
Prior experience as a member of a local network or IWIRC International member services committee.

Current or prior member on the board of directors of a local IWIRC network, IWIRC International, of a
committee of the IWIRC International Board of Directors.



Term
1 year, January 1 to December 31
Description of Role

The IWIRC Vice Director of News is a non-voting member of the Management Committee of the Board of
Directors of IWIRC and a member of the Communications Committee. The Vice Director of News Director
shall generally be responsible for overseeing, reviewing, and creating News and Newsletters for IWIRC.

The Vice Director of News works closely with the Communications Co-Directors and the Vice Director

of Social Media, to assist with and oversee IWIRC communications generally, but more specifically, is
tasked with creatively thinking about how IWIRC can create, energize and facilitate communications with
its members.

The Communications Co-Directors and Vice Directors may choose to create a committee to assist them.
Tasks

e The Communications Directors and Vice Directors meet on a regular basis and work together on
all communications-related tasks, including:

e (Create newsletter, website, and News content for distribution to members by e-mail and News.

¢ Think strategically and creatively about the content (inclusive of writing content as well as soliciting
content).

e Work with the Executive committee, the staff of IWIRC and professionals engaged to assist with
communications.

e Review, edit, and comment on draft press releases and News postings.

e Solicit ideas and content for and create short newsletters (e.g., members in the news, network news,
member profiles) and other “news blasts”.

e Assist in the review of IWIRC’s website and News platforms, including suggesting best practices, ways
to enhance IWIRC News platforms and presence, etc.

e Assistin creating ideas and content for IWIRC’s Website and News posts (e.g., top ten lists,
celebration of Women history month, celebration of important IWIRC events).

e Attend IWIRC events and create News content before and after the event (e.g., assisting with creating
“‘News buzz” before an event and/or creating content following the event to allow IWIRC to better
communicate with members about the event).

e Attend quarterly Board of Director meetings and assist the Communication Directors with the written
report to be provided in advance for consideration at each Board meeting.

e Review role description annually and update as necessary.

e Assist in the transition of the role at year end as applicable.



Required Commitment

In addition to duties as the Vice Director of News, as a member of the Board of Directors and
Management Committee, you will be required to participate in person or via video conference:

¢ |WIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

¢ 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference

e While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

e | eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

¢ |WIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

¢ |WIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

e | ocal and regional IWIRC network events.

You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board)
e Complete the annual Conflict of Interest Form

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 3years as a member of IWIRC.
e Prior experience as a member of a local network or IWIRC International communications committee.
e Passion for promoting IWIRC and its members globally.

e Current or prior leadership experience and commitment to IWIRC at the network level or INIRC
International, including experience as a member of a committee of the IWIRC International Board of
Directors.



Term

1 year, January 1 to December 31

Description of Role

The IWIRC Vice Director of Social Media is a non-voting member of the Management Committee of the
Board of Directors of INWIRC and shall generally be responsible for overseeing and creating social media
posts and campaigns for IWIRC.

The Vice Director of Social Media works closely with the Communications Co-Directors and Vice
Director of News, and is responsible for developing new ideas for communications with members and
social media content, seeking volunteers to create content and themselves creating content, as well as
considering and increasing IWIRC’s social media presence, considering best practices for the website
and social media outlets (e.g., Facebook, Instagram, etc.).

The Communications Co-Directors and Vice Directors may choose to create a committee to assist them.

Tasks

The Communications Directors and Vice Directors meet on a regular basis and work together on all
communications-related tasks, including:

Create newsletter, website, and social media content for distribution by e-mail and social media.

Think strategically and creatively about the content (inclusive of writing content as well as soliciting
content).

Work with the staff of IWIRC and the Executive Committee on communications.
Review, edit, and comment on draft press releases and social media postings.

Solicit ideas and content for and create short newsletters (e.g., members in the news, network news,
member profiles) and other “news blasts”.

Assist in the review of IWIRC’s website and social media platforms, including suggesting best practices,
ways to enhance IWIRC social media platforms and presence, etc.

Assist in creating ideas and content for social media posts (e.g., top ten lists, celebration of Women
history month, celebration of important IWIRC events).

Attend IWIRC events and create social media content before and after the event (e.g., assisting with
creating “social media buzz” before an event and/or creating content following the event to allow IWIRC
to better communicate with members about the event).

Attend quarterly Board of Director meetings and assist the Communication Directors with a written report
to be provided in advance for consideration at each Board meeting.

Review role description annually and update as necessary.

Assist in the transition of the role at year end as applicable.



Required Commitment

In addition to duties as the Vice Director of Social Media, as a member of the Board of Directors and
Management Committee, you will be required to participate in person or via video conference:

e |[WIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

¢ 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference.

e While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

e | eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

¢ |WIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.

¢ |WIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

e | ocal and regional IWIRC network events.

You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).
e Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 3years as a member of IWIRC.
e Prior experience as a member of a local network or IWIRC International communications committee.
e Experience in social media and passion for promoting IWIRC and its members globally.

e Current or prior leadership experience and commitment to IWIRC at the network level or IWIRC
International, including experience as a member of a committee of the IWIRC International Board of
Directors.



Term
1 year, January 1 to December 31
Description of Role

The Vice Director of Budget & Analytics is a non-voting member of the Management Committee of

the Board of Directors of IWIRC (the “Corporation”) and shall generally be responsible for providing
guidance and assistance to the Finance Director and Vice Finance Director regarding monthly financial
reporting, presentation of financial data and budgets, providing suggestions for analytics that would be
useful to the Board and members as well as other tasks as requested by the Executive Committee.

The Finance Director and Vice Finance Director may choose to create a committee to assist them with
the Vice Director of Budget & Analytics being a member of that committee.

Tasks

e Responsible for reviewing on a monthly basis the financial condition of Corporation and advising
Finance and Vice Finance Director of any issues or recommendations.

¢ Assist in the development and oversight of annual budget.

e Attend Executive Committee (upon request) and Board of Director meetings and provide a report on
the financial condition of the Corporation at each meeting as necessary.

¢ Receive monthly reports including account reconciliations, balance sheets, profit and loss statements
and budgets from the Administrative Director on a monthly basis and interface with financial
professionals engaged by the Corporation as necessary regarding the Corporation’s financial needs.

¢ Assist in developing analytics that might be useful in evaluating current and future sponsor benefits.
¢ Review role description annually and update as necessary.
¢ Assist in the transition of the role at year end as applicable.

Required Commitment

In addition to duties as Vice Director of Budget & Analytics, as a member of the Board of Directors, you
will be required to participate in person or via video conference:

¢ |[WIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

e 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
e 2 are held in person at the Spring and Fall Conference; and
e 2 are held via video conference

¢ While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.



e | eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

e Spring Conference (approximately 1.5 days). Held in April, this conference is typically held in the
Washington, DC area.

¢ Fall Conference (approximately 1.5 days). Held in October or November, the location of this
e U.S. conference changes annually.
¢ Attend local and regional IWIRC network events.
You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).
e Complete the annual Conflict of Interest Form.
e Confidentiality Agreement required by all Finance Committee Members.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 3years as a member of IWIRC.
¢ A financial advisor, CPA, or other qualified financial professional.

e Current or prior leadership experience and commitment to IWIRC at the network level or IVIRC
International, including experience as a member of a committee of the IWIRC International Board of
Directors.



Term
1 year, January 1 to December 31
Description of Role

The Vice Director of Leadership Programming is a non-voting member of the Management Committee

of the Board of Directors of IWIRC and shall generally be responsible for coordinating the annual
Leadership Summit and serving as a liaison between the host network(s) and the Executive Committee in
planning Leadership Summit.

The Vice Director of Leadership Programming must be a member of the host IWIRC network and local
leadership summit planning committee and approved by the local network committee to fulfill this role.

Tasks

e Work with IWIRC Vice-Chair and Secretary as the liaison from the local network regarding logistics,
venues, and content for the Leadership Summit.

¢ Be the local network point of contact at the Leadership Summit.
¢ |iaise with IWIRC corporate staff and the Administrative Director.

e Attend quarterly Board of Director meetings. Provide a written report in advance for consideration
at each Board meeting.

¢ Review role description annually and update as necessary.
e Assist in the transition of the role at year end as applicable.

Required Commitment

In addition to duties as Vice Director of Leadership Programming, as a member of the Board of Directors
and Management Committee, you will be required to participate in person or via video conference:

e |WIRC Board Bootcamp if you are new to the Board of Directors (approximately 1 hour). Held via
video conference.

e 4 quarterly Board of Director Meetings @ approximately 1.5 hour each:
2 are held in person at IWIRC’s Spring and Fall Conferences; and
2 are held via video conference.

e While attendance at all meetings is available via video conference, attendance in person is preferred
for in person meetings.

e | eadership Summit (approximately 2-3 days). Typically held in July, the location of the Leadership
Summit changes annually.

e |WIRC Spring Conference (approximately 1.5 days). Held in April, this conference is typically located
in the Washington, DC area.



e |WIRC Fall Conference (approximately 1.5 days). Held in October or November, the location of this
U.S. conference changes annually.

¢ | ocal and regional IWIRC network events.

You will also be required to:
e Complete the IWIRC Code of Conduct and Ethics Declaration (upon joining the Board).
e Complete the annual Conflict of Interest Form.

Travel expenses, for the most part, are expected to be covered by the member or the member’s firm,
however travel stipends are available in accordance with IWIRC’s Travel Stipend Policy, which is
available on the IWIRC website.

Recommended Experience
e 3years as a member of IWIRC.

¢ Must be a member of the local network Leadership Planning Committee.
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Y IWIRC

IWIRC: Advisory Council Structure & Policy

As of December 11, 2020

The following constitutes the structure and policy of an advisory council (an “Advisory Council”) to
IWIRC, which will assist the Executive Committee and IWIRC in furthering its mission of being the premier
networking organization for women in the insolvency fields across the world.

At an IWIRC Executive Committee (“Executive Committee”) meeting held February 27, 2020, the Executive
Committee approved a proposal for the creation of the Advisory Council and recommended consideration
of the following policy and structure by the Board of Directors of IWIRC (the “Board”). The Advisory
Council was approved by the Board on April 22, 2020. Based on feedback from the Advisory Council, the
Executive Board recommended and approved certain additional policy changes as set forth herein:

.  Structure and Purpose

A. Creation: It is proposed that the Board adopt a resolution creating the Advisory Council to
assist in furthering the mission of IWIRC. The Advisory Council will work under the auspices
and at the direction of the Executive Committee.

B. Composition: The Advisory Council will be comprised of up to eight (8) current IWIRC
members who are leaders in the insolvency field. The members of the Advisory Council will be
appointed by the Executive Committee, considering the demographics of IWIRC’s membership
as well as geographic/professional diversity.

C. Membership: The Advisory Council will be comprised of a diverse group of individuals who
share a strong commitment to IWIRC, its mission, and goals.

1. Advisory Council members shall be geographically diverse to correspond with IWIRC’s
current geographic footprint, as well as its desire to expand its geographical footprint; and

2. Advisory Council members shall be diverse as to insolvency practice areas, including, but
not limited to, legal, accountancy, turnaround management, investment banking, banking,
academia, government, judiciary and bankruptcy services.

IWIRC Policies & Procedures Handbook TOC



D. Structure:

1. The members of the Advisory Council shall be appointed by a majority vote of the Executive
Committee for a two (2) year term commencing January 1, 2020. Advisory Council members
shall serve no more than two (2) year terms;

2. Advisory Council members will have demonstrated a commitment to IWIRC’s mission, either
through personal experiences or leadership in IWIRC, either at the network or international level;

3. At the Executive Committee meeting in the fall preceding the end of the term of the sitting
Advisory Council, the Executive Committee will review the membership of the Advisory
Council and make a determination as to the membership of the Advisory Council for the
following two (2) year period. No more than three (3) members of the Advisory Council
should resign or roll off the Advisory Council in any given year;

4. The Executive Committee will continue to evaluate the effectiveness of the Advisory Council
in assisting with the fulfillment of the mission of IWIRC; and.

5. The immediate Past Chair of IWIRC will serve as the liaison between the Advisory Council
and the Executive Board.

E. Purpose: The purpose of the Advisory Council is to enhance and increase the presence of
IWIRC around the world.

1. Members of the Advisory Council will be ambassadors of IWIRC and will use their
reputations, networks, seniority and experience to:

i. support the growth and development of IWIRC through outreach into the community (at
both the local and international level);

ii. broaden awareness of and resources for IWIRC’s mission;

iii. represent the Board at industry and international events;

iv. mentor members of the Board;

v. assist as necessary in IWIRC’s annual sponsorship drive;

vi. assist in strategic planning as requested by the Executive Committee;

vii. undertake such other tasks or initiatives as may be requested by the IWIRC Executive
Committee; and

viii.one (1) member of the Advisory Council will be selected by the Executive Committee
annually to serve on IWIRC’s annual Nominating Committee for the Board for following
year.



F. Meetings:

1. The Advisory Council shall commit to meet quarterly in person in conjunction with the
meetings of IWIRC’s Board at IWIRC’s Annual Spring and Fall Conferences, as well as
virtually. While in person attendance is encouraged, audio or video conference participation
is permissible;

2. At in person Board meetings, the Advisory Council shall report to the Board on its activities;
and

3. Additional meetings of the Advisory Council may be held as the Advisory Council deems
necessary in order to meet the goals of the Advisory Council.

G. Initial Composition, January 1, 2020

1. The Executive Committee has nominated the following IWIRC members to be members of
the Advisory Council for a two (2) year term effective January 1, 2020:

i. Kelly Conlan
ii. Jennifer Meyerowitz
iii. Nellwyn Voorhies

iv. Aruni Weerasekera



IRS Approval 1998

INTERNAL REVENUE SERVICE
DISTRICT DIRECTOR

P. O. BOX 2508
CINCINNATI, OH 45201

Pate:  JUN 19 1998

INTERNATIONAL WOMENS INSOLVENCY
RESTRUCTURING CONFEDERATION INC
10310 MAIN ST STE 130

FAIRFAX, VA 22030

Dear Applicant:

DEPARTMENT OF THE TREASURY

Employer Identification Number:
13-3769243
DLN:

17053139035038
Contact Person:
JOSEPH LAUX
Contact Telephone Number:
(513) 684-6937
Internal Revenue Code
Section 501 (c) (6)
Accounting Period Ending:
December 31
Form 990 Required:
Yes
Addendum Applies:
No

Based on information supplied, and assuming your operations will be as
stated in your application for recognition of exemption, we have determined
you are exempt from Federal income tax under section 501 (a) of the Internal
Revenue Code as an organization described in the section indicated above.

Unless specifically excepted, you are liable for taxes under the Federal
Insurance Contributions Act (social security taxes) for each employee to whom
you pay $100 or more during a calendar year. And, unless excepted, you are
also liable for tax under the Federal Unemployment Tax Act for each employee
to whom you pay $50 or more during a calendar quarter if, during the current
or preceding calendar year, you had one or more employees at any time in each
of 20 calendar weeks or you paid wages of $1,500 or more in any calendar
quarter. If you have any questions about excise, employment, or other Federal
taxes, please address them to this office.

If your sources of support, or your purposes, character, or method of
operation change, please let us know so we can consider the effect of the
change on your exempt status. In the case of an amendment to your organiza-
tional document or bylaws, please send us a copy of the amended document or
bylaws. Also, you should inform us of all changes in your name or address.

In the heading of this letter we have indicated whether you must file Form
990, Return of Organization Exempt From Income Tax. If Yes is indicated, you
are required to file Form 990 only if your gross receipts each year are
normally more than $25,000. However, if you receive a Form 990 package in the
mail, please file the return even if you do not exceed the gross receipts test.
If you are not required to file, simply attach the label provided, check the
box in the heading to indicate that your annual gross receipts are normally
$25,000 or less, and sign the return.

If a return is required, it _must be filed by the 15th day of the fifth
month after the end of your annual accounting period. A penalty of $20 a day

is charged when a return is filed late, unless there is reasonable cause for
the delay. However, the maximum penalty charged cannot exceed $10,000 oxr 5

Letter 948 (DO/CG)
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INTERNATIONAL WOMENS INSOLVENCY

percent of your gross receipts for the year, whichever is less. For

organizations with gross receipts exceeding $1,000,000 in any vyear, the

penalty is $100 per day per return, unless there is reasonable cause for the

delay. The maximum penalty for an organization with gross receipts exceeding

$1,000,000 shall not exceed $50,000. This penalty may also be charged if a

Ee%urn is not complete, so please be sure your return is complete before you
ile it.

You are not required to file Federal income tax returns unless you are
subject to the tax on unrelated business income under section 511 of the Code.
If you are subject to this tax, you must file an income tax return on Form
990-T, Exempt Organization Business Income Tax Return. In this letter we are
not determining whether any of your present or proposed activities are unre-
lated trade or business as defined in section 513 of the Code.

You are required to make your annual return available for public
inspection for three years after the return is due. You are also required
to make available a copy of your exemption application, any supporting
documents, and this exemption letter. Failure to make these documents
available for public inspection may subject you to a penalty of $20 per day
each day there is a failure to comply (up to a maximum of $10,000 in the case
of an annual return).

You need an employer identification number even if you have no employees.
If an employer identification number was not entered on your application,
a number will be assigned to you and you will be advised of it. Please use
that number on all returns you file and in all correspondence with the Internal
Revenue Service.

If we have indicated in the heading of this letter that an addendum
applies, the enclosed addendum is an integral part of this letter.

Because this letter could help resolve any questions about your exempt
status, you should keep it in your permanent records.

If you have any questions, please contact the person whose name and
telephone number are shown in the heading of this letter.

Sincerely yours,

7 Lt Aot

District Director

Letter 948 (DO/CG)
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INTERNAL REVENUE SERVICE DEPARTMENT OF THE TREASURY

P. O. BOX 2508
CINCINNATI, OH 45201

Employer Identification Number:

rate:  AUG 03 2000 13-3769243

DLN:
17053233711009
INTERNATIONAL WOMENS INSOLVENCY & Contact Person:
RESTRUCTURING CONFEDERATION INC JULIE CHEN ID# 31261
10310 MAIN ST STE 130 Contact Telephone Number:
FAIRFAX, VA 22030 (877) 829-5500

Addendum Applies:
No

Dear Applicant:

We have considered your application for a group exemption letter recog-
nizing your subordinates as exempt from federal income tax under section 501 (a)
of the Internal Revenue Code as organizations of the type described in section
501 (c) (6} .

Our records show that you were recognized as exempt from federal income
tax under section 501(c) (6) of the Code. Your exemption letter remains in
effect.

Based on information you supplied, we recognize your subordinates whose
names appear on the list you submitted as exempt from federal income tax under
section 501 (c) (6) of the Code.

Your subordinates whose gross receipts each year are normally more than
$25,000 are each required to file Form 990, Return of Organization Exempt From
Income Tax, by the 15th day of the fifth month after the end of their annual
accounting period. If you prefer, you may file a group return for those sub-
ordinates that authorize you in writing to include them in that return. If you
are required to file Form 990 for your own activities, you must file a separate
return and may not be included on any group return that you file for your sub-
ordinates. The law imposes a penalty of $20 a day when a return is filed late,
unless there is reasonable cause for the delay. However, the maximum penalty

imposed cannot exceed $10,000 or 5 percent of your gross receipts for the year,
whichever is less. For organizations with gross receipts exceeding $1,000, 000

in any year, the penalty is $100 per day per return, unless there is reasonable
cause for the delay. The maximum penalty for an organization with gross
receipts exceeding $1,000,000 shall not exceed $50,000. This penalty may also
be charged if a return is not complete, so your subordinates should make sure
their returns are complete before filing them. Please advise your subordinates
that, if they receive a Form 990 package in the mail, they should file the
return even if their gross receipts do not exceed the $25,000 minimum. If not
required to file, a subordinate should simply attach the label provided, check
the box in the heading to indicate that its annual gross receipts are

normally $25,000 or less and sign the return. This will allow us to

update our records to show that the subordinate is not required to file and

to delete that subordinate from the list of organizations that will receive

Letter 2419 (DO/CG)

IWIRC Policies & Procedures Handbook TOC



INTERNATIONAL WOMENS INSOLVENCY &

Form 950 packages in future years.

Your subordinates are required to make their annual information return,
Form 990 or Form 990-EZ, available for public inspection for three years after
the later of the due date of the return or the date the return is filed. You
and your subordinates are also required to make available for public inspection
your group exemption application, any supporting documents and this exemption
letter. Copies of these documents are also required to be provided to any
individual upon written or in person request without charge other than reason-
able fees for copying and postage. You may fulfill this requirement by
placing these documents on the Internet. Penalties may be imposed for
failure to comply with these requirements. Additional information is
available in Publication 557, Tax-Exempt Status for Your Organization, or you
may call our toll free number shown above.

Your subordinates are not required to file federal income tax returns
unless subject to the tax on unrelated business income under section 511 of the
Code. Each organization subject to this tax must file Form 990-T, Exempt
Organization Business Income Tax Return. In this letter we are not determining
whether any of your subordinates' present or proposed activities are unrelated
trade or business as defined in section 513 of the Code.

Unless specifically excepted, each of your subordinates is liable for
social security (FICA) taxes for each employee to whom the subordinate paid
$100 or more during a calendar year and unemployment (FUTA) taxes for each
employee to whom the subordinate paid $50 or more in a calendar quarter. FUTA
tax is due for each of these employees only if the subordinate paid total wages
of $1,500 or more during any calendar quarter, or if the subordinate had any
employees in any 20 calendar weeks during the year.

Each year, at least 90 days before the end of your annual accounting
period, please send the items listed below to the Internal Revenue Service
Center at the address shown below.

1. A statement describing any changes during the year in the purposes,
character, or method of operation of your subordinates;

2. A list showing the names, mailing addresses (including Postal ZIP
codes), actual addresses if different, and employer identification numbers
of subordinates that, since your previous report:

a. Changed names or address;
b. Were deleted from your roster; or
c. Were added to your roster.

3. For subordinates to be added, attach:
a. A statement that the information on which your present group
exemption letter is based applies to the new subordinates;
b. A statement that each has given you written authorization to
add its name to the roster;
c. A list of those to which the Service previously issued
exemption rulings or determination letters;

Letter 2419 (DO/CG)
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d. A statement that none of the subordinates is a private
foundation as defined in section 509(a) of the Code if the
group exemption letter covers organizations described in
section 501 (c) (3);

e. The street address of each subordinate whose mailing
address is a P.0. Box; and

f. The information required by Revenue Procedure 75-50,
1975-2 C.B. 587, for each subordinate that is a school
claiming exemption under section 501(c) (3). Also
include any other information necessary to establish

_that the school is complying with the requirements of
Revenue Ruling 71-447, 1971-2 C.B. 230. This is the same
information required by Schedule A, Form 1023, Application
for Recognition of Exemption Under Section 501 (c) (3) of
the Internal Revenue Code.

4. 1If applicable, a statement that your group exemption roster did
not change since your previous report.

Please mail the information requested in this letter to the following
address:
Internal Revenue Service
Ogden UT 84201

This determination does not apply to any of your subsidiaries organized
and operated in a foreign country.

Your Group Exemption Number is 3608. Your subordinates are required to
include this number on each Form 990, Return of Organization Exempt From
Income Tax, and Form 990-T, Exempt Organization Business Income Tax Return,
that they file. Please advise your subordinates of this requirement and
provide them with the Group Exemption Number.

If the heading of this letter indicates that an addendum applies, the
enclosed addendum is an integral part of this letter.

Because this letter could help resolve any gquestions about the exempt
status and foundation status of your subordinates, you should keep it for your
records.

If you have any questions, please contact the person whose name and
telephone number are shown in the heading of this letter.

Sincerely yours,

Steven 7, M1110r

Steven T. Miller
Director, Exempt Organizations

Letter 2419 (DO/CG)
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To: IWIRC Network Chairs
From: Shari Bedker, CPA, Administrative Director
Date: October 30, 2007

One of the provisions in the Pension Protection Act of 2006 now requires small non-profit organizations
(gross receipts under $25,000), to file an electronic information return from 990-N each year. This applies
to the IWIRC networks even though we have a group exemption code.

Please note that if your gross receipts are OVER $25,000, you are required to file an IRS Form 990 or
Form 990-EZ, but this is the exception rather than the rule for most IWIRC networks.

The information required is very basic and will only take a few minutes to complete, but each network
needs to ensure that the current treasurer and any other subsequent treasurers (or other responsible
officers), sign up to receive reminders about the filing. Right now, the filing form, an “e-postcard” has not
even been created, but it will be shortly.

The electronic notice is due by the 15th day of the fifth month after the close of your fiscal year. For
example, if your tax period ends on December 31, 2007, the annual electronic notice is due May 15, 2008.

When a new chair or treasurer takes office for a network, they need to register their email address with
IRS at www.irs.gov/eo and click on EO Newsletter to receive a reminder to file the Annual Electronic
Notice. The information required by the Annual Electronic Notice includes:

e QOrganization’s legal name,

e Any other names your organization uses,

e QOrganization’s mailing address,

e QOrganization’s website address (if applicable),

¢ QOrganization’s employer identification number (EIN),

e Name and address of a principal officer of your organization,

e QOrganization’s annual tax period,

e A statement that your organization’s annual gross receipts are still normally $25,000 or less, and
e |f applicable, a statement that your organization is terminating (going out of business)

Please forward this information to your network treasurer and your other Network Officers. This will
need to be information that needs to be passed on to each subsequent board member as part of a
“permanent file.” This information is also being added to the IWIRC Handbook for reference.

As soon as | receive notification that the form is available, | will send a reminder out, but | wanted to give
everyone a heads up.

PLEASE don’t hesitate to contact me if you have any questions so that we can make sure all the networks
are in compliance with IRS regulations.


http://www.irs.gov/eo

2. IWIRC Policies



IWIRC is the premier networking organization devoted to enhancing the professional status of women

in insolvency and restructuring. The promise of IWIRC’s brand includes networking and connections
between members, high value events, personal and professional development opportunities, and

the women-centered perspective of INIRC. The following Code of Conduct and Ethics (“Code”) is
designed to allow IWIRC to preserve its long tradition of integrity and credibility with its members, the
public and within the insolvency community. The Code applies to all members of the IWIRC board of
directors (the “Board”), members of the advisory council (the “Advisory Council”), the Administrative
Director and all its employees (permanent full-time, hourly, fixed term contract, permanent part-time, etc.)
(the “Contactor”).

Violations of the Code and relevant policies can result in disciplinary action up to and including
termination or removal from the Board. In some cases, IWIRC may report a violation to the relevant
authorities. Click here to access online form.

The Code is organized into categories, as follows:

Conduct

1. Always act with fairness, honesty, integrity and openness; respect the opinions of other and treat all
with equality and dignity without regard to gender, gender identity, gender expression, family status,
source of income, race, color, ancestry, place of origin, political beliefs, religion, marital status,
disability, age, or sexual orientation.

2. Promote the mission and objectives of IWIRC in all dealings with members, the public, or other
insolvency organizations on behalf of IWIRC.

3. Provide a positive and valued experience for those participating in events within and outside IWIRC.

Accountability

1. Act with honesty and integrity and in accordance with any professional standards and/or governing
laws and legislation that have application to the responsibilities you perform for or on behalf of IWIRC.

2. Comply with both the letter and the spirit of any training and orientation provided to you by IWIRC in
connection with those responsibilities.

3. Adhere to the policies and procedures of IWIRC and support the decisions and directions of the
executive committee of the Board (“Executive”) and its delegated authority.

4. Take responsibility for your actions and decisions. Follow reporting lines to facilitate the effective
resolution of problems. Ensure that you do not exceed the authority of your position.

Conflict of Interest

Conflict of interest arises when a person participates in a decision about a matter (including any contract
or arrangement of employment, or provision of goods and services) which may benefit or be seen to


https://form.jotform.com/221505971890965

benefit that person because of his/her direct or indirect monetary or financial interests affected by or
involved in that matter. IWIRC has developed a comprehensive Conflict of Interest Policy, which is
incorporated by reference into this Code.

Confidentiality

1. Respect and maintain the confidentiality of information gained as a member of the Board, Advisory
Council, Executive or Contractor, including, but not limited to, all computer software and files, IWIRC
financial information, business documents and printouts, and all membership, sponsor and supporter
records.

2. Respect and maintain the confidentiality of individual personal information about individuals gained
through your role with IWIRC.

Whistleblower

IWIRC wishes to enable and encourage members of the Board and the Advisory Council, Contractor,
members and others to raise serious concerns internally so that IWIRC can address and correct
inappropriate conduct and actions. It is the responsibility of all Board members, the Executive,
Contractor and members to report concerns about violations of IWIRC’s Code or suspected violations of
law or regulations that govern IWIRC’s operations.

It is contrary to the values of IWIRC for anyone to retaliate against any member of the Board or Advisory
Council, Executive, Contractor or member who in good faith reports an ethics violation, or a suspected
violation of law, such as a complaint of discrimination, or suspected fraud, or suspected violation of any
regulation governing the operations of IWIRC. A member of the Board or Advisory Council, Executive,
Contractor or member who retaliates against someone who has reported a violation in good faith is
subject to discipline up to and including termination.

IWIRC has an open-door policy and suggests that members share their questions, concerns,
suggestions or complaints with their Network Chair. If you are not comfortable speaking with your
Network Chair or you are not satisfied with their response, you are encouraged to speak with the Vice
Chair of IWIRC, the Administrative Director, or a Board member. IWIRC members are required to report
complaints or concerns about suspected ethical and legal violations in writing to IWIRC’s Vice Chair, who
has the responsibility to investigate all reported complaints. The Current Vice Chair of IWIRC will be the
Compliance Officer, who is responsible for ensuring that all complaints about unethical or illegal conduct
are investigated and resolved. The Compliance Officer will advise the Administrative Director and/or the
Board of all complaints and their resolution and will report at least annually to the Finance Director and
Vice Finance Director on compliance activity relating to accounting or alleged financial improprieties.

Respectful Conduct

IWIRC recognizes that people are most productive in an atmosphere of mutual trust, support and
respect. IWIRC strives to maintain a respectful environment by promoting a common understanding
of conduct considered appropriate in a workplace or professional setting. Bullying, harassment (in
all its forms) and discrimination are examples of inappropriate conduct and will not be tolerated. If
inappropriate conduct is allowed to persist, over time, an unhealthy environment may be created.



Following are some examples of behaviors that help maintain a respectful environment:
¢ Being polite, courteous and respectful of others
e Treating others equitably and fairly
¢ |istening to what others have to say
¢ Being open-minded to others’ ideas, comments and suggestions
¢ |nvolving the appropriate people in planning, decision-making and implementing initiatives

¢ Valuing diversity among members of your work group and those with whom you interact in the
workplace

¢ |f you think something you said or did may have offended someone, approaching them and
apologizing

The Administrative Director and Compliance Officer will provide internal direction on the order of
escalation for concerns relating to inappropriate conduct. Complaints about inappropriate conduct as
between employees of the Contractor shall be reported to the Compliance Officer. Complaints about
inappropriate conduct involving the Administrative Director shall be reported to the Chair of the Board.

Implementation

Strict observance of the Code is fundamental to the activity and reputation of IWIRC. It is essential that all
Board members, Advisory Council members, and Contractors adhere to this Code. They will certify this by
signing a Declaration that they have read and will abide by this Code for the duration of their role with IWIRC.

Code of Conduct and Ethics declaration

|, (Contractor/Board Member/ Advisory Council Member - please print), have read, understand and
agree to abide by the Code of Conduct and Ethics and | understand that such adherence is a condition
of Board membership or Advisory Council membership, or my role as a Contractor. | understand that

a violation of the Code of Conduct and Ethics may be grounds for termination as a Board member,
Advisory Council member or in the case of the Contractor or an employee thereof, immediate dismissal
for just cause without notice or pay in lieu of notice, or termination of the Contractor’s contract, as the
case may be.

Signed this day of

(Board member /Advisory Council member/ Contractor)

Approved October 13, 2020 effective as of January 1, 2021



(Approved and Adopted March 13, 2018)

Article |
Purpose

The purpose of this conflict of interest policy is to protect the interests of the International Womens
Insolvency & Restructuring Confederation (“IWIRC”) when it is contemplating entering into a financial
transaction or arrangement where (i) the financial interests of an officer, director or committee member
of IWIRC could diverge from the interests of IWIRC, or (ii) the impartiality of the decisions of IWIRC could
otherwise reasonably be called into question. This policy is intended to supplement but not replace any
applicable state and federal laws governing conflicts of interest applicable to nonprofit and charitable
corporations. This policy is not intended to be exhaustive, and any officer or director of IWIRC or member
of a Committee contemplating a financial transaction or arrangement who has reason to believe that

the interest of the IWIRC could be adversely impacted because of the personal interest of that officer or
director or committee member should bring the matter to the attention of the Chair of the Board or Chair
of the applicable committee (who in turn shall promptly inform the Chair of the Board). Click here to
access the online form.

Article Il

Definitions
1. Interested Person

Any director or officer of IWIRC, or any member of a committee, who has a direct or indirect financial
interest, as defined below, in a financial transaction or arrangement, is an interested person with respect
to such transaction or arrangement.

2. Family Member

A person who is the interested person’s spouse, domestic partner, parent, grandparent, sibling, child,
grandchild, or spouse of a sibling, child, or grandchild.

3. Financial Interest

A person has a financial interest in a financial transaction or arrangement if the person has, directly or
indirectly, including through a Family Member:

a. An ownership or investment interest in any entity that is a party to such transaction or arrangement,

b. A compensation arrangement with respect to such transaction or arrangement either with IWIRC or
with any entity or individual that is a party to such transaction or arrangement, or

c. A position (whether compensated or not) as an officer, director or control person of any entity that
IS a party to such transaction or arrangement.


https://form.jotform.com/221505684033955

Compensation includes direct and indirect remuneration as well as gifts or favors that are not
insubstantial.

A financial interest is not necessarily a conflict of interest. Under Article lll, Section 2, a person who has a
financial interest may have a conflict of interest only if the Board of Directors of IWIRC (the “Board”) or a
committee thereof, after full disclosure, decides that a conflict of interest exists.

Article lll

Procedures

1. Duty to Disclose

In connection with any actual or possible conflict of interest, an interested person must disclose the
existence of his or her financial interest, and be given the opportunity to disclose all material facts.

This disclosure shall be made as soon as possible, and whenever feasible shall be disclosed prior to
any discussion or action on the proposed transaction or arrangement, to the Chair of the Board or, if
relevant, to the Chair of the committee having authority to review or approve the proposed transaction
or arrangement. If such disclosure is made to the Chair of a committee, such Chair shall promptly report
such disclosure to the Chair of the Board.

2. Determining Whether a Conflict of Interest Exists

After disclosure of the financial interest and all material facts by the interested person, and after any
discussion with the interested person, such interested person shall leave the applicable Board or
committee meeting while the determination whether such financial interest constitutes a conflict of
interest is discussed and voted upon. In making such determination, the Board or committee members
may conclude that any financial interest of the interested person is so de minimis as not to constitute

a conflict of interest. The applicable Board or committee members, excluding any such interested
person(s) in such transaction or arrangement, shall decide by a majority vote of those present in person
or by written proxy if a conflict of interest exists.

3. Procedures for Addressing a Matter where a Conflict of Interest Has Been Found to Exist

a. Upon the consent of the Chair of the Board or the chair of an applicable committee, an interested
person may make a presentation at the applicable Board or committee meeting concerning the
transaction or arrangement, but after the presentation, such individual shall leave the meeting
and shall not participate during the discussion of, and the vote on, the transaction or arrangement
involving the conflict of interest.

b. The Chair of the Board or the chair of a committee, as applicable, may, if deemed appropriate
by such Chair due to the importance of the transaction or arrangement to IWIRC, appoint a
disinterested director or committee to investigate and report to the Board or the committee
alternatives to the proposed transaction or arrangement.



1. The Board or committee, as applicable, shall determine, by majority vote of the disinterested
directors, whether IWIRC can obtain with reasonable efforts a more advantageous transaction
or arrangement from a person or entity that would not give rise to a conflict of interest.

2. If the Board or committee, as applicable, determines that IWIRC cannot obtain with reasonable
efforts a more advantageous transaction or arrangement from a person or entity that will not
give rise to a conflict of interest, the Board or committee, as applicable, shall determine,
by a majority vote of the disinterested directors, whether the transaction or arrangement
is in IWIRC’s best interests and its terms are fair and reasonable. In conformity with the
above determination, it shall make its decision as to whether to enter into the transaction or
arrangement.

4. Violations of the Conflict of Interest Policy

a. If the Board has reasonable cause to believe that a director, officer, or committee member, as
applicable, has failed to disclose an actual or possible conflict of interest, it shall inform the person
of the basis for such belief and afford the person an opportunity to explain the alleged failure to
disclose.

b. If, after hearing the person’s response and after making further investigation as warranted by
the circumstances, the Board determines the person has failed to disclose an actual or possible
conflict of interest, it shall take appropriate disciplinary and/or corrective action.

Article IV

Records of Proceedings

The minutes of the Board and any committee with authority to act pursuant to this policy shall reflect
disclosures made pursuant to this policy and action taken, including any resulting recusals.

Article V

Compensation

1. No Voting on Own Compensation by Members

A director who receives, or whose Family Member receives, compensation from IWIRC for services shall
abstain from voting on matters pertaining to that director’s or Family Member’s compensation.

2. No Prohibition on Providing Information on Compensation

A member of the Board or any committee whose authority includes compensation matters and who
receives compensation, directly or indirectly, from IWIRC is not prohibited from providing information to
the Board or any committee regarding compensation.



Article VI

Annual Statements

Each director and officer shall annually sign a statement which affirms such person:
a. Has received a copy of this conflict of interest policy,
b. Has read and understands the policy,
c. Has agreed to comply with the policy, and

d. Understands IWIRC is tax-exempt and in order to maintain its federal tax exemption it must engage
primarily in activities which accomplish ne or more of its tax-exempt purposes.

Article VII

Periodic Reviews

To ensure IWIRC operates in a manner consistent with charitable purposes and does not engage in
activities that could jeopardize its tax-exempt status, the Board or a committee shall conduct periodic
reviews of the matters below, among others:

a. Whether compensation arrangements and benefits are (i) reasonable, based on, among other
things, available applicable survey information, and (ii) the result of arm’s length bargaining.

b. Whether any partnerships, joint ventures, and significant arrangements with other organizations
entered into by IWIRC conform to IWIRC’s written policies, are properly recorded, reflect
reasonable investment or payments for goods and services, further charitable purposes and do
not result in inurement, impermissible private benefit or in an excess benefit transaction (as each
such term is defined in the Internal Revenue Code of 1986, as amended).

Article VIII

Use of Outside Advisors

When conducting the periodic reviews as provided for in Article VII, IWIRC may, but need not, use
outside advisors. If outside advisors are used, their use shall not relieve the Board or a committee of its
responsibility for ensuring such periodic reviews are conducted.

Adopted: March 13, 2018



Date:

Name:

IWIRC Position Held:

Please describe below any employment relationship (employee, partner, etc.) or any other position
you hold (paid or unpaid, volunteer or otherwise) in another entity (whether for profit or nonprofit), or
circumstances or arrangements that could contribute to a conflict of interest between the International
Women’s Insolvency & Restructuring Confederation (IWIRC) and your personal interests, financial or
otherwise (e.g., as a vendor to or recipient of funds from IWIRC) (attach additional page if needed); if
none, please so state:

| hereby certify that:

| have received, read and understand the IWIRC Conflict of Interest Policy and understand my
affirmative duty to disclose any potential conflict raised by a financial or other interest in or relationship to
an entity other than the IWIRC.

| further certify that the information set forth above is true and complete to the best of my knowledge.

| understand that IWIRC is tax-exempt and in order to maintain its federal tax exemption it must engage
primarily in activities which accomplish one or more of its tax-exempt purposes.

| certify that | am presently in full compliance with and shall continue to comply with the letter and spirit of
the IWIRC Conflict of Interest Policy.

Signature: Date:



Q IWIRC

In light of the new EU General Data Protection Regulation 2016/679 (GDPR), which will take effect on May
25 2018, the International Women'’s Insolvency & Restructuring Confederation (“IWIRC”) has devised this
policy to explain how we collect and use the data we obtain about you and incidental matters.

IWIRC is the data controller of your data, which means that we are legally responsible for how your data is
collected and used. Your privacy will be respected by us and we will protect all of your personal data that
we process. All such personal data will be processed in accordance with applicable data protection laws.

IWIRC values individual privacy and we want to give our website visitors the opportunity to know what
information we collect about them and how they can limit the use of personally identifiable information
beyond the purposes for which they first provided it.

At all times, however, IWIRC reserves the right to disclose information where required by law or to
comply with valid legal process (such as a search warrant, subpoena or court order), to protect IWIRC’s
rights or property, including without limitation in the event of a transfer of control of IWIRC or substantially
all of its assets, or during emergencies when safety is at risk.

Whenever we change our policy, we will give reasonable notice by posting a notice on our home page.
Since these policy change notices last only for a limited time, however, you should check this Privacy Policy
regularly to see if there have been any changes. To view our Privacy Policy at any time go to www.iwirc.com.

The Types of Data We Collect

We collect certain personal data about you. This “personal data” is data that can be used to identify you
or that we can otherwise link to you (“Data”).

We collect Data that you voluntarily provide to us, for example when you communicate with us via email
or other channels, when you sign up for membership, or ask us to send you newsletters, alerts, or other
materials; and when you sign up for an event. The Data we collect includes your name, postal address,
e-mail address, job title and business affiliations, professional experience, birthdate (for statistical
purposes only) and, in some cases, your private phone number, postal address and e-mail address.

In some cases your personal data has been supplemented by information retrieved from other sources,
including searches via publicly available search engines, sector-specific newsletters, social media or an
employer’s website, for the purpose of confirming your current professional position.
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How We Use the Data We Collect and Store

We use the personal data we collect for communication and information purposes, including:
e To send you newsletters.

e To send you invitations to events, including but not limited to conferences, seminars and social
events.

e To maintain and update our list of contacts and membership.

e |WIRC collects information from its members (including names, addresses, business phone
numbers, business fax numbers, and email addresses) for inclusion in a membership directory.
Access to directory information is available on IWIRC’s website. Members can opt-out of being
listed in the online directory by contacting IWIRC at info@iwirc.com.

¢ |WIRC also collects information from attendees of its conferences (including names, addresses,
business phone numbers, business fax numbers, and email addresses). It provides names and
mailing addresses to conference attendees

We do not sell, hire out or distribute in a downloadable format your Data to any third party.

We may share information in limited circumstances to IWIRC leadership, committee chairs and members
strictly for the above-listed IWIRC purposes.

Our Basis for Using Your Personal Data

When processing Data for the purposes explained in this policy, the legal basis we rely on is the pursuit
of our Association’s legitimate interests in maintaining business relationships and communicating with
you as an existing contact about our operations and our events (for example, because we have worked
together, or you have taken part in one or more of our events). We consider that those legitimate interests
are in keeping with the law and respect the legal rights and freedoms of our business contacts.

Nevertheless, if you decide not to receive our emails for the purposes explained, you may unsubscribe
by simply clicking on the unsubscribe link. If you choose to unsubscribe, we will cease to send you such
communications and invitations as mentioned above. The Data will be processed only for the purpose of
our business relationship.

Similarly, you will have the opportunity to exercise your right of unsubscribing at any time in the future
when you receive future communications from us.

How We May Share the Data We Collect: International Transfers
Only the people who need to process the Data for the purposes mentioned above have access to your Data.

We may need to share your personal data with our committees/members abroad, e.g. so that certain
communications and invitations from these offices can also be sent to you. We may also need to allow
our suppliers and sub-suppliers access to your personal data when they perform services on our behalf,
mainly to maintain and support our IT systems.
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Any transfer of data outside the EU/EEA is made in line with the applicable data protection laws. Our
international transfers of Data (including transfers to our international offices outside the EU/EEA) are
based on the EU Commission’s standard contractual clauses.

How Long We Will Keep Your Data

Your Data will be retained for the specified purposes mentioned above only for so long as you are a
business contact of ours. As mentioned, every time that we email you, you will have the opportunity
to unsubscribe if you no longer wish to receive communications and invitations from us, clicking on
unsubscribe link on the bottom of each email.

Your Choices and Rights

We welcome your enquiries and comments. You have the right to know what Data we process about you
and you may request a copy. You are also entitled to have incorrect Data about you corrected and you
may in some cases ask us to delete your Data altogether.

You can also object to certain Data about you being processed and request that processing of your
Data be limited. Please note that one consequence of the limitation or deletion of your Data may mean
we will be unable to provide the communications and invitations described above. In specific cases, you
also have the right to receive your Data in a machine-readable format and have the Data transferred to
another party responsible for data processing.

Security Measures to Keep Your Data Safe

We adopt appropriate technical and organizational security measures to protect your Data against loss
and to guard against access by unauthorized persons, such measures including the implementation of
secure private connections (VPN connections).

Data Integrity and Security

We use state-of-the-art technology to keep any information you provide as secure as possible. All INIRC
employees must abide by IWIRC’s Privacy Policy. Staff and Consultants who violate our privacy policies
are subject to disciplinary action, up to and including termination.

Cookies & Computer-Related Information

As is true of most websites, some information is gathered automatically and stored in log files. This
information includes Internet Protocol (IP) addresses, hardware or software information including browser
type and language, Internet Service Provider (ISP), referring and exiting pages, operating system and
date/time stamp.
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We also use your IP address, cookies, tags, click-throughs and other technologies to track user behavior
on our Sites and to make usability improvements. Cookies are also used to maintain user session
identity, and, in some non-member areas, to store your username and password locally for ease of
access.

“Cookies” are small pieces of information that are stored by your browser on your computer’s hard

drive for use either during a particular session or for future use. IWIRC only uses cookies to facilitate
automated activity, store and track passwords and review navigation patterns. Cookies cannot access
any other file on your computer. Cookies created by one site will only work with that specific site. Data
generated by cookies and related databases will be used only in aggregate form for the purpose of
improving the site and site-related services. Most Web browsers automatically accept cookies, but if you
prefer, you can edit your browser options to block them in the future.

A unique number called an IP address identifies every computer on the Internet. Each time you connect
to the Internet your machine is assigned an IP address. An IP address is a number that identifies each
sender or receiver of information that is sent in packets across the Internet. We may use your |IP address
to help diagnose problems with our server and administer our web site.

“Tags” refer to scripts that are used to track a visitor’s activity on our Sites by web analytics software.

A visitor’'s activity is anonymous if he/she is not logged in. If she/he has logged in using their username
and password, additional information is passed through these tags. Tags are used for, but not limited to,
determining effectiveness of the Sites design, information architecture, and consumption of information
and services provided via the Sites.

In some of our email messages distributed by IWIRC, specific information on recipient response in
collected through “click-through URLs”. Click-through URLS are linked to content locations on the
IWIRC website to collect specific information regarding what the user does with that email purposes of
analyzing areas of interest, improving our products and enhancing the usefulness of our Sites for IWIRC
members and other visitors. Other information collected through this tracking feature includes: email
address of the user, date and time of the user’s click, a message number, user ID and a destination
page. We use this data to determine interest in specific topics and measure the effectiveness of our
communications. This information is not sold or distributed outside of the IWIRC in any other manner. If
you prefer not to be tracked in this way, you should not click text or graphic links in the email messages.

Children’s Privacy

IWIRC’s website is intended for adults. IWIRC does not knowingly collect personal information from children
under the age of 13. If IWIRC obtains knowledge that it has personally identifiable information about a child
under 13 in retrievable form in its files, IWIRC will delete that information from our existing files.

How to Contact Us

If you have any questions about how we process your personal data, please feel free to contact our
Administrative Office at info@iwirc.com, or by telephone 434-939-6002.
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Q IWIRC

Travel stipends are available to IWIRC board of directors, network chairs and other IWIRC members who
are materially participating in an IWIRC official event, including but not limited to the Spring Conference,
the Fall Conference, and the Leadership Summit (the “Event”) and can demonstrate need. Materially
participating means among other things, being a moderator or member of a panel, or attending a
meeting of the board of directors or a meeting of the network chairs.

Terms
1. The travel stipend is to be used only for the reimbursement of travel expenses;
2. Travel expenses must not be reimbursed by your employer or another third-party funding source;

3. You must be a board member, network chair, and/or representative of the network and materially
participating in the Event to be eligible for the travel stipend;

4. Conference fees and optional events are to be paid at stated rates in Event registration materials;

5. There is a maximum of one stipend per person per year, unless otherwise determined by the
Executive Board;

6. Travel stipends request are to be submitted prior to the Event;

7. Approved travel stipends will be paid following the Event, upon confirmation of attendance at
the Event and submission of applicable travel expenses that have not been reimbursed by an
employer or third-party funding source;

8. The amount of the travel stipend is based on location and the duration of the airline portion of the
travel as set out below:

a. Up to 6 hours flight time: $250 (60 people, total $15,000)
b. 6-10 hours flight time: $750 (5 people, total $3,750)
c. More than 10 hours of travel time: $1,250 (8 people, total $10,000)

9. Stipend amounts will be subject to an annual cap that is set in conjunction with the annual budget.
The annual caps for 2018 are as follows:

a. Up to 6 hours flight time: $15,000 (60 people)
b. 6-10 hours of flight time: $3,750 (5 people)
c. More than 10 hours of flight time: $10,000 (8 people)



Process

If your expenses will not be fully covered by your Institution and you would like to request a travel
stipend, please complete and return the Travel Stipend Request Form to IWIRC Administrative Director,
Shari Bedker, sbedker@iwirc.com. Your request will be submitted to the IWIRC Executive Board for
consideration.

If approved, upon confirmation of attendance, completion of travel and submission of proof of travel and
expenses, the Administrative Director will arrange for payment of the stipend within two weeks of the
receipt of the proof of travel.



IWIRC Travel Stipend Request Form

***Only one stipend per person per year is permitted, unless otherwise determined by the Executive Board.***

Contact Information
Name:
IWIRC Position:
Firm:
Address:

Email:
Phone Number:

Amount Requested
e Up to 6 hours flight time - $250
e 6-10 hours of flight time - $750
e More than 10 hours of flight time - $1,250

Event Requested For
Annual Spring Conference, Washington, D.C.

Leadership Summit, Philadelphia

Annual Fall Conference, San Antonio

Other (please provide additional details)

If Approved, please
e Mail a check to:

e Send a wire transfer
IBAN or Bank Account Number:
SWIFT Code:
Name of Account Holder:

Address of Account Holder:

| certify that | am not receiving 100% reimbursement from my employer or other third-party funding source for
my travel expenses.

Signature: Date:

O
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PrOOf Of Travel and Receipts (please print or type)

Before submitting request, please refer to IWIRC’s Travel Stipend Policy above. Copies of receipts are required for all expenses.

Personal Information

Name (please print) Date of Stipend Request: Date of Proof Submission:

Make check payable to (if other than above):
Address:
City: State: Zip:

Phone: Dates of Travel:

Location of program/meeting

Name of program/meeting

Transportation

Airline or Train Carrier (maximum $650)

Class of Service $

Use of personal automobile Miles at the applicable rate per mile ($.54) = $

Hotel

Dates of Stay: $

Parking Expenses: $

(Subtotal A) $

Ground Transportation

Date To From Daily Total
$
$
$
$
$
$

Total for Ground Transportation (Subtotal B) | $

Total Expenses C (A + B)
Less Total Paid by Employer or other Third-Party
Out of Pocket Net Expenses

&h| A | H

Total Stipend Approved | $

I incurred the expenses described above for the purpose stated, and | have attached receipts for all claimed expenses.
| certify that this request is correct to the best of my knowledge.

Signature: Date:
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IWIRC Network Grant Request Protocol

Network grants are available to Networks in the following circumstances (i) new Network signing bonus;
(ii) Regional or Multiple Network events; and (iii) Network recruiting events provided the Network(s).
While it is expected that such events will be funded by the Network(s) themselves, IWIRC International
has earmarked money in its budget to supplement the funding provided by the Network(s), provided
need is established.

TERMS OF USE
1. Network grants are available in the following circumstances:
a. New Network signing bonus in the amount of $500
b. Regional or Multiple Network Events
c. Recruiting Events

2. Regional or Multiple Network events are defined as an event involving more than one IWIRC
Network or partnering with another relevant professional organization.

3. Recruiting Events are defined as events specifically aimed at increasing the membership of a
Network by at least 10%.

4. Grant requests must be accompanied by a grant application form and submitted at least thirty (30)
days in advance of an event.

5. Grant requests cannot be used to fund more than 50% of any event and the specific amount of
funding available for any Event is subject to Executive Board discretion.

6. Absent a showing of need, approved grant requests will be paid after the event upon receipt of an
event accounting of income and costs for the Network event.

7. For events held in conjunction with another organization such as ABI or TMA, all events must be
pre-approved by the Regional Programming Director before being planned. As a reminder, all
IWIRC events must be held before or after such conference or during a period of time when the
conference does not have events scheduled.

8. Decisions on grant requests will be made by the Executive Board and relayed to requesting
Network(s) as soon as possible.



IWIRC Network Grant Request Form

Contact Information

Hosting Network(s):
Network Contact:
Firm:

Address:

Email:

Phone Number:

Grant Requested

New Network Signing Bonus ($500)
* Multiple Network Event
* Network Recruiting Event

Amount Requested: |

Event Description

Title of Event:

Date of Event:

Event Venue:

Detailed Description of Event:
Anticipated Number of Attendees:

Professions Represented:

Total Budget for Event:

Sources and Amounts of Funding for Event:
Other Event Details:

If Approved, please

e Mail a check to:

e Send a wire transfer

IBAN or Bank Account Number:

Swift Code:

Name of Account Holder:

Address of Account Holder:

O
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D IWIRC

International Women’s Insolvency & Restructuring
Confederation Document Retention Policy

(approved and adopted March 13, 2018)

Record Storage Procedures

1. Organization of Records.

In order to facilitate administration of this Policy, where practicable, INIRC’s records should generally
be organized and stored according to the general categories set forth in the attached Record Retention
Schedule. Categories of records not specifically addressed in the Record Retention Schedule may be
stored in a manner that best facilitates the efficient administration of IWIRC’s operations. Records within
each category should generally be organized and stored in chronological order or by time period (e.g.,
by month or year) or alphabetically by last name as appropriate to the type of record.

2. Dating of Records.

Categories of records not required to be retained on a permanent basis (according to the Record
Retention Schedule) should be conspicuously dated, to the extent feasible, to enable such records
to be easily identified for destruction at the end of the record retention period recommended in the
Record Retention Schedule.

a. Confidentiality of Records.

Records containing privileged and/or confidential information should be labeled and/or stored

in @ manner to restrict access to the affected persons and/or other individuals with authorization
to view such records. Unless record destruction has been suspended, once records have been
retained for the applicable period, arrange for such records to be securely transported to a
destruction facility at which the records should be properly destroyed so they cannot practicably
be read or reconstructed.
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b. Electronic Mail.

The retention period for e-mail depends upon the subject matter of the e-mail. If an e-mail
constitutes a record covered by the retention periods identified in this Policy, the e-mail should be
transmitted to the Records Retention Administrator, who shall be responsible for printing the email
in hard copy and filing or saving to an archive folder for electronic storage as appropriate to the
type of record. IWIRC understands that the email policies of employers of affected persons may
periodically cause the deletion of e-mails from user mailboxes and from the server. Therefore,
affected persons should promptly and diligently save and transmit to the Records Retention
Administrator any e-mail that constitutes a record subject to retention under this Policy.

c. Electronic Storage System.

Subject to the approval of IWIRC’s Board of Directors, the Records Retention Administrator shall
be authorized to develop and implement a system for maintaining IWIRC’s books and records
via an electronic storage system that either images hardcopy records or transfers computerized
records to electronic storage media (e.g., hard drives, storage area networks or optical media,
such as CDs, DVDs).

d. Temporary Records.

Temporary records include reminders, to-do lists, and initial drafts of the records outlined in the
Record Retention Schedule. Temporary records can be destroyed or permanently deleted once a
draft has been finalized or a project file closed, provided there is no business reason to retain the
draft. Nevertheless, if a draft is circulated to further the negotiation of a contract or sale, it should
be retained for 3 years beyond the life of the relevant agreement.

Document Destruction Procedures

Once records have been retained for the applicable period set forth in the Record Retention

Schedule, they should be prepared for destruction in the manner prescribed by the Records Retention
Administrator, unless the Records Retention Administrator has suspended the destruction of any
records in accordance with Section 7. All records not necessary for legal and business reasons should
be destroyed in order to reduce the high cost of storing, indexing, and handling the large number of
documents (including electronic records) that would otherwise accumulate. Document destruction is
also appropriate to avoid confusion and mistakes arising from use of drafts, initial notes, and preliminary
computations that are superseded by a subsequent or final work product.



Suspension of Record Disposal or Destruction in Event of Litigation or Claims

In the event any IWIRC agent, officer, director, or employee reasonably anticipates or becomes aware
of a governmental investigation or audit concerning IWIRC or the commencement of any litigation
against or concerning IWIRC, such person shall promptly inform the Records Retention Administrator
and IWIRC’s Chair, and any further disposal or destruction of documents shall be suspended until such
time as the Records Retention Administrator, after consultation with the Chair and the approval of the
Executive Committee, determines otherwise. The Records Retention Administrator shall take such steps
as are necessary to promptly inform affected persons of any suspension in the disposal or destruction of
documents.

Confidentiality and Ownership

All records are the property of IWIRC, and affected persons are expected to hold all business records
in confidence and to treat them as IWIRC assets. Records must be safeguarded and may be disclosed
to parties outside of IWIRC only upon proper authorization. Any subpoena, court order, or other request
for documents received by affected persons, or questions regarding the release of IWIRC records, must
be promptly sent to IWIRC’s General Counsel and the General Counsel shall be consulted prior to the
release of such records. Any records of IWIRC in possession of an affected person must be returned to
the Records Retention Administrator upon request or termination of employment.

Certificate of Adoption

The foregoing Record Retention and Destruction Policy was adopted by the Board of Directors of IWIRC
on the XXXXXX.



The Record Retention Schedule is organized into the following categories:
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Accounting and Finance

Case Records — network records organized by networks
Contracts

Contribution and Gift Records

Corporate Records

Correspondence and Internal Memoranda
Employee Benefit and Retirement Plan Documents
Grant Records/Network Rebates/Stipends
Insurance Records

Legal Files and Papers

Membership Records

Miscellaneous

Payroll Documents

Personnel Records

Programs & Services Records

Property Records

Tax Records



A. Accounting and Finance

Record Type Retention Period

Accounts Payable Ledgers and Schedules 7 years
Accounts Receivable Ledgers and Schedules 7 years
Annual Audit Reports and Financial Statements Permanent

Annual Audit Records (including work papers and
other documents that relate to the audit)

7 years after completion of audit

Annual Plans and Budgets 7 years
Bank Statements and Canceled Checks 7 years
Checks (for subjective dollar amounts, payments
Permanent
or purchases)
Check Requests to Treasurer above threshold (for
. 7 years
vendors or reimbursements)
Credit Card Records (documents showing 3 years
purchaser credit card number)
Duplicate Deposit Slips 2 years
Expense Reports (for employees, agents, officers, 7
. years
directors, Fellows)
Expense Analyses/Expense Distribution 7
years
Schedules
General Ledgers Permanent
Interim Financial Statements 7 years
Internal Audit Reports 3 years
Inventories of Products, Materials and Supplies 7 years

Investment Records

7 years after sale of investment

Invoices (to Fellows or customers, from vendors)

7 years

Journal Entry Support Data

7 years
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B. Contracts

Record Type Retention Period

Contracts and Related Correspondence (including | 7 years after expiration or termination
any proposal that resulted in the contract and all
other supportive documentation)

C. Contribution and Gift Records

Record Type Retention Period

Appraisal Documents and Related IRS Forms (e.g.,
IRS Form 8283)

Donor Gift Agreements (or other documents

7 years after contribution

evidencing terms of gifts) Permanent

Other Correspondence with Donors 3 years

Records of Contributions (e.g., Sponsors, other =
ermanent

donor receipts)

D. Corporate Records

Record Type Retention Period

Corporate Records (minutes books, minutes and
resolutions of the Board of Directors, Regents and
committees; list of Board of Directors and Network

. . Permanent
Chairs; list of Members ; corporate seals; articles
of incorporation and amendments; bylaws and
amendments; annual corporate reports)
Licenses and Permits Permanent
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E. Correspondence and Internal Memoranda

Most correspondence and internal memoranda should be retained for the same period as the document
they pertain to or support, e.g., a letter pertaining to a particular contract would be retained as long as
the contract is retained. Correspondence and internal memoranda that support a particular project or
grant should be kept with the project/grant and take on the retention time of that particular project/grant
file. Correspondence or memoranda that do not pertain to documents or projects having a prescribed
retention period, or correspondence or memoranda pertaining to routine matters and having no
significant lasting consequences, should be discarded within two (2) years.

Record Type

Correspondence (legal and important matters)

Retention Period

Permanent

Correspondence (other, e.g., with vendors)

2 years

F. Employee Benefit and Retirement Plan Documents

Record Type

Retention Period

Employee Benefit Plans and Records

Permanent

Retirement and Retention Plans

Permanent

G. Grant and Pro Bono Award Records

Record Type

Retention Period

Original Grant Proposal/Application (with supporting
documentation and related correspondence)

7 years after completion of grant period

Grant Agreement and Amendments

7 years after completion of grant period

Final Grantee Reports, Both Financial and Narrative

7 years after completion of grant period

Documentation/Correspondence Concerning and
Evidencing Returned Grant Funds

7 years after completion of grant period

All Pertinent Formal Correspondence Including
Opinion Letters of Counsel

7 years after completion of grant period

Opinion Letters of Counsel Concerning Grant

7 years after completion of grant period

Documentation Relating to Grantee Compliance
with Grant Agreement

7 years after completion of grant period

Grantee Work Product Produced with Grant Funds

7 years after completion of grant period

IWIRC Policies & Procedures Handbook

TOC



H. Insurance Records

Record Type Retention Period

Annual Loss Summaries

10 years

records, injury documentation, etc.)

Audits and Adjustments 3 years after final adjustment
Certificates Issued to IWIRC Permanent
Claims Files (including correspondence, medical

Permanent

Group Insurance Plans - Active Employees

Until Plan is amended or terminated

Group Insurance Plans — Retirees

Permanent or until 6 years after death of
last eligible participant

Inspections 3 years
Insurance Policies (including expired policies) Permanent
Releases and Settlements Permanent

l. Legal Files and Papers

Record Type Retention Period

Legal Memoranda and Opinions (including all
subject matter files)

7 years after close of matter

Litigation Files

7 years after close of matter

Court Orders

7 years after close of matter

J. Medical Records

Record Type Retention Period

Active Medical Records (General)

Permanent

Inactive Medical Records (General)

Kept on-site for 5 years after record
becomes inactive then stored for an
additional 5 years
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K. Miscellaneous

Record Type Retention Period

Annual Reports

Permanent

Compensation and Other Consultant’'s Reports

7 years after close of matter

Printed Materials (including publications, program

materials, Member Directory) Permanent
IWIRC Newsletters Permanent
Policy and Procedures Manuals — Original Permanent

Website Snapshot

Capture semiannually; maintain copy for
7 years

L. Payroll Documents

Record Type Retention Period

Employment Tax Records

4 years after due date of tax or date tax
paid, whichever is later

W-2 Forms

4 years after due date of tax or date tax
paid, whichever is later

1099 and 1096 Forms

4 years after due date of tax or date tax
paid, whichever is later

W-4, W-9 and Similar Records

4 years after later of superseded or
termination of employment or vendor
relationship

Employee Earnings Records (including time cards/

sheets and records concerning commissions, 7 years
bonuses and incentives)

Garnishments, Assignments, Attachments 7 years
Payroll Check Registers (gross and net) 7 years
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M. Personnel Records

Record Type Retention Period

EEO- | /JEEO-2 - Employer Information Reports

3 years after superseded or filing
(whichever is longer)

Employee Handbooks and Training Manuals

Permanent — 1 copy

Employee Personnel Records (including individual
attendance records, application forms, job or
status change records, performance evaluations,
termination papers, withholding information,
garnishments, test results, training and qualification
records)

7 years after termination or resignation

Forms I-9

3 years after hiring, or 1 year after
separation if later

Employment Applications

3 years after separation

Employment Contracts — Individual

3 years after separation

Correspondence with Employment Agencies and
Advertisements for Job Openings

3 years from date of hiring decision

Records for Non-Hired Applicants (including all
applications and resumes, whether solicited or
unsolicited, results of post-offer, pre-employment
physicals, results of background investigations, if
any, and related correspondence)

3-4 years (4 years if file contains any
correspondence which might be construed
as an offer)

Job Descriptions

3 years after superseded

Personnel Count Records

3 years

Records of Occupational Injuries and llinesses

5 years from date of injury or illness

Records Concerning Disability Accommodations
(including results of physical examinations)

2 years

Documents Pertaining to COBRA Benefits

6 years after qualifying event

Family and Medical Leave Act (FMLA) Records 3 years
Workers Compensation Records 3 years
Unemployment Security Records 4 years
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N. Program And Service Records

Record Type Retention Period

Fiscal Sponsorship Agreements

Permanent

Meeting Planning Documents (sponsors, vendors,
speakers)

7 years

Research and Publications

Permanent (1 copy)

Continuing Education Records (CLE/CPE approval
applications and notices, attendance and reporting
records, educational materials)

5 years after event

O. Property Records

Record Type Retention Period

Correspondence, Property Deeds, Assessments,
Licenses, Rights of Way

Permanent

Equipment Records

7 years after disposition

Original Purchase/Sale/Lease Agreements Permanent
Property Insurance Policies Permanent
Trademark Registrations and Copyrights Permanent
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P. Tax Records

Record Type Retention Period

Annual Information Returns — Federal and State Permanent
Excise Tax Records 7 years
IRS or Other Government Audit Records Permanent
IRS Rulings Permanent
Sales/Use Tax Records 7 years
Tax Bills, Receipts, Statements 7 years
Tax-Exemption Documents Permanent
and Related Correspondence

Tax Returns — Income, Franchise, Property Permanent
Tax Workpaper Packages — Originals 7 years
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QD IWIRC

International Women’s Insolvency & Restructuring
Confederation Whistleblower Policy

(Approved and adopted March 13, 2018)

The International Women'’s Insolvency & Restructuring Confederation (IWIRC) requires directors, officers
and employees to observe high standards of business and personal ethics in the conduct of their duties
and responsibilities. As employees and representatives of IWIRC we must practice honesty and integrity
in fulfilling our responsibilities and comply with all applicable laws and regulations.

Reporting Responsibility

This Whistleblower Policy is intended to encourage and enable employees and others to raise serious
concerns internally so that IWIRC can address and correct inappropriate conduct and actions. It is
the responsibility of all board members, officers, employees and volunteers to report concerns about
violations of IWIRC’s code of ethics or suspected violations of law or regulations that govern IWIRC’s
operations.

No Retaliation

It is contrary to the values of IWIRC for anyone to retaliate against any board member, officer, employee
or volunteer who in good faith reports an ethics violation, or a suspected violation of law, such as a
complaint of discrimination, or suspected fraud, or suspected violation of any regulation governing the
operations of IWIRC. An employee who retaliates against someone who has reported a violation in good
faith is subject to discipline up to and including termination of employment.

Reporting Procedure

IWIRC has an open door policy and suggests that members share their questions, concerns,
suggestions or complaints with their Network Chair. If you are not comfortable speaking with your
Network Chair or you are not satisfied with their response, you are encouraged to speak with the

Vice Chair of IWIRC, Executive Director, or a board member. IWIRC members are required to report
complaints or concerns about suspected ethical and legal violations in writing to the IWIRC’s Vice Chair,
who has the responsibility to investigate all reported complaints.

The Current Vice Chair of IWIRC will be assigned the task of Compliance Officer, who is responsible

for ensuring that all complaints about unethical or illegal conduct are investigated and resolved. The
Compliance Officer will advise the Executive Director and/or the Board of Directors of all complaints and
their resolution and will report at least annually to the Treasurer and Vice Finance Director on compliance
activity relating to accounting or alleged financial improprieties.
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Accounting and Auditing Matters

IWIRC’s Compliance Officer shall immediately notify the Treasurer and Vice Finance Director of any
concerns or complaint regarding corporate accounting practices, internal controls or auditing and work
with the committee until the matter is resolved.

Acting in Good Faith

Anyone filing a written complaint concerning a violation or suspected violation must be acting in good
faith and have reasonable grounds for believing the information disclosed indicates a violation. Any
allegations that prove not to be substantiated and which prove to have been made maliciously or
knowingly to be false will be viewed as a serious disciplinary offense.

Confidentiality

Violations or suspected violations may be submitted on a confidential basis by the complainant. Reports
of violations or suspected violations will be kept confidential to the extent possible, consistent with the
need to conduct an adequate investigation.

Handling of Reported Violations

IWIRC’s Vice Chair will notify the person who submitted a complaint and acknowledge receipt of the
reported violation or suspected violation. All reports will be promptly investigated and appropriate
corrective action will be taken if warranted by the investigation.

{Name}
{Title/Organization}
{Contact information}

Policy approved by the Board of Directors on {Date}.
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IWIRC Annual Dues Deferral Policy

Maternity Leave, Unemployment, or Active Military Duty

In an effort to assist IWIRC members in continuing their membership during periods of maternity/family
leave, unemployment or active duty, active members can apply for a deferral of dues if they meet the
conditions below:

Is on maternity/parental leave from their employer, in order to provide care for a family member for an
uninterrupted period of no less than three months to no more than one year. For purposes of this deferral,
family includes spouse, children, siblings, parents, or parents-in-law.

OR

Has been currently unemployed for at least three months for up to no more than one year and Is actively
searching for work

OR

Has been deployed to active military duty.

How to Apply

Please submit your request confirming that you meet the above conditions to sbedker@iwirc.com .
All dues deferral requests are treated confidentially and reviewed by the Executive Board for approval.

Active members may have their dues waived for up to one year and are eligible to request an additional
dues deferral if they become unemployed again.

In the year following participation in the program, the member will receive an invoice for the full dues
amount. The Dues Deferral Program operates on an annual basis and may be terminated at the close of
any calendar year.
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IWIRC International Guidelines for Social Media Presence
via Facebook, LinkedIn, and Twitter

Key Objectives

The key objectives to be achieved by increasing the social media presence of IWIRC are to:

e promote the IWIRC brand and communications throughout the year to all Members and
Friends of IWIRC and, in particular, communications regarding IWIRC’s wider objectives;

e procure and edit relevant contributions to be sent to IWIRC Members and Friends;

e and work collaboratively with IWIRC Networks to achieve the above objectives.

Target audience
The target audiences of IWIRC (in order of priority) are as follows:

e |WIRC International and paid-up members;
¢ friends of IWIRC, being the wider Insolvency and Restructuring profession;

¢ and other professionals and the wider business community.

Approach and Tools of Communication

IWIRC International has its own Linkedin page. A benefit of International membership is access to that
page. As yet, there is no agreed strategy for individual networks.

Although Linkedin is used more for professional social media communications, there is also some benefit
from using Facebook as a first step and being able to post and tag people in photos of our events. It also
means that for the time being, we do not need to address the International issues related to Linkedin and
will increase the number of people who can access the social media presence by opening the page to
both Members and Friends.

IWIRC International also has a Twitter account.
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Proposed content

IWIRC'’s social media presence is to be used as a professional communications channel and posts
should comprise:

¢ photos of IWIRC events;
e promotional blurbs about upcoming events; and

¢ links to articles published by other organizations (of interesting and relevant nature to the IWIRC
community). For example:

Technical articles such as those published in INSOL magazine, Global Turnaround and other
industry publications, recent cases/ news.

Articles related to the promotion of women in business.

Pro bono initiatives that we consider would be of interest to the community (e.g Suits for
Success, volunteering opportunities).

Any information posted should:
¢ reflect the views of the organization, and not the personal views of a single member or individual.
* be written in the third person and not from the perspective of an individual.

e be open, friendly and authentic. We will strive to make everyone feel comfortable and facilitate
interaction.

e only be reposted/reprinted with appropriate authorization.

Disclaimer/ Complaints
The following disclaimer will feature on the ‘Info’ tab on the Facebook page:
We at IWIRC will do our best to make sure that the posts on this page are consistent with our brand and

the core values of the profession. We expect that our users and friends will not post content that falls into
the following categories.

Abusive, defamatory or obscene

Fraudulent, deceptive or misleading

In violation of another’s intellectual property right

In violation of any law or regulation

Otherwise offensive



The view, opinions, depicted results and experiences expressed in user-submitted-comments are solely
those of the author and do not necessarily reflect the views of IWIRC. User comments are not edited,
however to ensure a continually positive experience for the community, we may remove content or
commentary containing SPAM, profanity, or otherwise objectionable or prohibited material subject to the
Facebook Code of Conduct and Terms of Use.

Complaints

The Administrative Director or Communications Chair is encouraged to take conversations offline (e.g. to
email or a phone conversation) to resolve any complaint.

The Administrative Director or Communications Chair should endeavour to differentiate between a
‘troll’ (someone who posts inflammatory, extraneous or off-topic messages in an online community)
and constructive criticism. If someone leaves a viable complaint or feedback, we will make the IWIRC
response accessible for others to read.

If the situation escalates, invite the person to contact us by phone or email so that we can find a solution
to their issue.

Maintenance and Management

To help ensure regular posts are made and to keep the administrative burden to a minimum, it is
proposed that each IWIRC board member will be responsible for contributing 1-4 pieces of content each
quarter. For ease, this could be divided into months, with one member responsible for each month (i.e. 1
to 2 articles per week).

Administrative rights to the social media pages will be held by the Administrative Director of IWIRC,
Communications Chair, and Co-Chairs.



IWIRC Network Logo Design Policy

(Updated March 2014)

IWIRC networks can design their own logos to use for local marketing, but are required to follow the
guidelines below:

1. The local logo has to specifically identify itself as “IWIRC [applicable local] Network

2. The e-board must sign off on the logo before it can be used by the network. Please send the
prototype to Shari Bedker at sbedker@iwirc.com who will send for approval to e-board and notify
network of approval or any changes the e-board requests.

3. Everything printed or published on line has to also have the official IWIRC International logo in
either black and white or the IWIRC purple and green in addition to the Network specific logo.
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Purpose: The purpose of the reserve policy is to ensure the sustainability of IWIRC, and allowance

of its operations and continuance in the presence of an unexpected financial downturn or unplanned
circumstances. Although the finance committee and the Executive Board will generally follow the reserve
policies as stated herein, it may, in its sole discretion, deviate from these policies in order to achieve its
mandate or to follow any laws, statutes and/or regulations.

Total IWIRC Reserve: IWIRC's total reserve must include an operations reserve as follows:

Operations reserve — to fund IWIRC’s administrative budget for operations during a fiscal year when
income falls below projections or to meet cash flow operations requirements during an annual budget
cycle when a period of uneven cash income occurs.

The Executive Board may, at its sole discretion, add additional components to its total reserve, at which
time the finance committee will update the Reserve Policy to include such additions.

Calculation of Reserve: The amount of the operations reserve shall be based upon the 1.5 times the
operations current year budget for administering the IWIRC programs.

Regardless of the above guidelines, the final determination of the reserve level maintained by IWIRC
remains solely with the Executive Board, at its discretion, but with consideration of recommendations
from the finance committee.

Accounting for the Reserve: The reserve fund will be recorded in the accounting system and financial
statements as the Board Designated Operating Reserve included in the cash or cash equivalents.
Operating reserves may be maintained in a segregated bank account or investment fund in accordance
with investment policies or may be commingled with the general cash and investment of the organization.

Investing of the Reserve: The finance committee may recommend investing all or some of the IWIRC
Reserves. Any such investment is subject to the review and approval of the IWIRC Executive Board. Any
investment will be done through a registered investment advisor to manage those reserves invested. Any
interest earned on investing the reserve funds will be reported to the Executive Board on an annual basis
and will be directed toward any expense or initiative the Executive Board sees fit, at its sole discretion.

Surplus to the Reserve: \When the reserve accounts exceed the targeted level as outlined above, the
Executive Director and/or the finance committee chair shall notify the Executive Board of said excess.
The Executive Board shall then determine the use of such excess. The Executive Board, in its sole
discretion, but subject to recommendations by the finance committee, may decide to maintain excess
reserve or distribute excess as part of strategic initiatives.

Reporting and Monitoring: The finance committee chair is responsible for ensuring that the reserve is
maintained and used only as described in this policy, at the sole discretion of the Executive Board. Upon
approval of the use of operating reserve funds, the finance committee chair will maintain records of the
use of funds and plan for replenishment.



(As of March 18, 2022)

General Background: The International Women'’s Insolvency & Restructuring Confederation (“IWIRC”)
is a non-profit organization committed to the connection, promotion and success of women in the
insolvency and restructuring professions worldwide. IWIRC is overseen by a Board of Directors (the
“‘Board”). The Board includes the Finance Director and the Vice Finance Director, who oversee the
Finance Committee, one of IWIRC’s standing committees.

All capitalized terms not defined in this Investment Policy (the “Policy”) are as defined in the Sixth
Amended and Restated By-Laws of IWIRC approved by the Board on October 5, 2021 (the “By-Laws”).

IWIRC receives income from the following sources (the “Funds”):

e Membership Dues: IWIRC membership dues are paid by members in order to (i) participate as
a member of IWIRC; (ii) receive e-newsletters, (iii) obtain fee discounts to educational courses,
member events and conferences and (iv) access member only resources. Membership dues are
typically paid in advance and are effective for a twelve-month period.

e Conferences: Conference registration fees include amounts paid by participants and exhibitors
for specific conferences. Timing of receipts depend upon the timing of the event.

e Sponsorships: Sponsorship amounts paid by sponsors as a stand-alone annual sponsorship
separate from conferences, although occasionally sponsors may direct sponsorship funds to a
specific Conference or event. Timing of receipts depend upon the sponsors’ internal payment
processes but all annual sponsorships are due by February [x] of each calendar year.

The definition of Funds does not include externally restricted funds.

The Funds are broken into the following categories: (i) cash on-hand required to fund operations for a
rolling 12-month period; (ii) funds held pursuant IWIRC’s reserve policy (the “Reserve Policy”); and (iii)
excess capital.

IWIRC carries the Funds throughout the year for operating needs and for future designated purposes
such as conference, events, membership benefits, meetings, and specific grants and other campaigns.
Funds are kept in a pooled account and are not segregated based on their spending purpose.

The Board is responsible for approving the amount of Funds in each category that are to be invested.
The Funds are not specifically designated by members, attendees, or sponsors for any specific use,
are not externally restricted and are used at the sole discretion of IWIRC in line with its policies and the
budget approved each year by the Board. However, the funds are internally restricted pursuant to the
Reserve Policy and this Policy should be read in conjunction with the Reserve Policy. Nothing in this
Policy shall supersede the terms of the Reserve Policy.

Purpose: The purpose of this Policy is to communicate the investment philosophy and guidelines in
order to meet IWIRC’s objectives. The Funds are to be managed within an appropriate and prudent
level of risk. It is important for IWIRC to consider additional income that can be earned from effectively
investing any excess funds. The protection and enhancement of the principal assets of IWIRC’s portfolio
is crucial. The Policy must therefore establish a balance between risk tolerances and return. IWIRC has
prepared this Policy to ensure the continued prudent and effective management of its funds.



Compliance: The Funds will be managed in accordance with all applicable legal requirements and
notwithstanding any indication to the contrary which might be construed from this Policy.

Effective Date: This Policy was approved by the Board on March 18, 2022 and became effective on
March 18, 2022. This Policy supersedes any previous investment policy.

Responsibilities: The responsibilities of the Finance Committee and Board are as set forth in the
Bylaws. Specifically, the Finance Director and Vice Finance Director shall be responsible for financial
oversight, including facilitating the annual audit and the filing of the annual tax return, investments and
developing, increasing and sustaining sponsors for IWIRC (Article VI, Section 9). The Board also shall
make such inquiry as the Board deems necessary or advisable into the condition of all trusts and funds
held by any trustee, agent, or custodian for the benefit of IWIRC, and shall retain such person or firm for
such purposes as it may deem appropriate (Article XllI, Section 2).

Investment Objectives: The spending obligations of the Funds determine that they will be invested
conservatively based the guidelines below:

For Board Reserved Funds:

e First priority is preservation of capital;

e Second priority is assurance of liquidity to meet cash requirements.
For Long Term Funds:

e Maximization of the rate of return, within acceptable risk levels.

Use of Interest Earned on Investments: Any interest earned on investing the Funds will be reported to
the Board on an annual basis and will be directed toward any expense or initiative the Board sees fit, in
its sole discretion.

Allowable Investments: The Board is authorized to make investments in U.S. Securities and Markets as
IWIRC is incorporated in the U.S. The Board is authorized to make investments in: Banks — Certificate of
Deposits (“CD”) with maturities of up to five years. The Board will ladder and diversify CD purchases so

that the deposit insurance limits are not exceeded for any given financial institution.

e U.S. Treasury Securities — usually these investments will be for short or intermediate maturity, not in
excess of 10 years.

* Repurchase agreements and the top-quality short-term money market funds of various brokers.

e Mutual Funds holding exclusively short and intermediate term U.S. Government Treasury and
notes of AAA quality.

¢ Indexed Funds, Mutual Funds, Separately Managed Funds, Pooled Vehicles, and Exchanged
Traded Funds limited to those funds and vehicles that reflect underlying indexes of exchange
traded corporate stock but no limited to, the Dow, the S&P 500, the NASDAQ, and Russell



Prohibited Transactions: The Funds will not be used for the following:
¢ Purchase of securities on margin;
¢ |oans;
e Short sales;
e Directive investments in real estate, venture capital, resource properties, and commodity funds; or

¢ |nvesting in derivative instruments for speculative purposes.

Responsible Investing: IWIRC will consider Environmental, Social, and Governance (“ESG”) principles
in the management of the Funds and in the selection of its investment managers. The Finance Committee
shall request that each investment manager submit a statement regarding their consideration or
integration of ESG principles within their investment process as part of an annual performance review.
The Finance Committee and the Board will consider the investment managers’ performance annually with
regard to the reasonable application of ESG principles to the management of the Funds and the Finance
Committee will recommend to the Board if any changes to either the investments or the investment
manager would be prudent to reflect the current values of IWIRC.

Asset Mix: The investment policy is based on a balanced approach, with a diversified mix of equities
and fixed income securities. The permitted asset categories are as follows for non-board reserved funds:

Equities 55% 60% 65%
Fixed Income 35% 40% 45%

*Percentage of portfolio at market value

At a minimum, the Finance Committee will annually review the asset mix of the Funds and advise the
Board whether to take any action to both align with IWIRC’s current objectives/responsibilities and to
ensure compliance with this Policy.

Monitoring and Reporting: IWIRC’s Administrative Director will provide a quarterly report to the Finance
Committee and the Board including, performance, asset mix, portfolio valuation, transactions, and a
listing of the underlying securities held within any pooled funds.

Policy Review: This Policy will be reviewed each year by February 28th so that adjustments to the
Policy can be made based on IWIRC’s proceeding year-end financial statement. Material changes in the
following areas may require revision of this Policy:

e | ong-term risk/return tradeoffs in capital markets;
¢ Financial situation of IWIRC;

¢ Risk tolerance of IWIRC;

e |egislation or regulation; or

e Shortcomings of the Policy that emerge in its practical application.



As part of their role on the Finance Committee, members of the Committee will be provided with and
have access to IWIRC confidential financial information (“Confidential Information”). The Confidential
Information includes, but is not limited to, detailed financial information, banking, records, budgets, and
membership information not otherwise available to IWIRC members or the public, except in accordance
with IWIRC Board policies.

Members of the Finance Committee must not disclose Confidential Information to any person, including
to the public, members, media or social media, without prior written approval of the IWIRC Finance
Director and IWIRC Vice-Finance Director. This policy is not intended to prevent disclosure where
disclosure is required by law.

Board members, volunteers and committee members are cautioned to demonstrate professionalism,
good judgment, and care to avoid unauthorized or inadvertent disclosures of Confidential Information
and should, for example, refrain from leaving Confidential Information contained in documents or on
computer screens in plain view.

ACKNOWLEDGEMENT

| have read and agree to comply with the above-noted policy.

Signature of Finance Committee Member

Date Name




(Dated: March 14, 2022)

General Background: The International Women'’s Insolvency & Restructuring Confederation (“IWIRC”)
is a non-profit organization committed to the connection, promotion and success of women in the
insolvency and restructuring professions worldwide. IWIRC is overseen by a Board of Directors (the
“‘Board”). The Board includes the Finance Director and the Vice Finance Director, who oversee the
Finance Committee, one of IWIRC’s standing committees.

All capitalized terms not defined in this External Audit Procurement Policy (the “Policy”) are as defined
in the Sixth Amended and Restated By-Laws of IWIRC approved by the Board on October 5, 2021 (the
‘By-Laws”).

Purpose: IWIRC’s By-Laws require that the records and books of account of IWIRC be reviewed or
audited at least once in each fiscal year. (Article Xlll, Section 2). The purpose of the Policy is to guide the
selection and periodic review of external audit service providers of IWIRC.

Responsibilities: The responsibilities of the Finance Committee and Board are as set forth in the
Bylaws. Specifically, the Finance Director and Vice Finance Director are responsible for financial
oversight including facilitating the annual audit (Article VI, Section 9). The Executive Committee selects
the auditor with the Finance Director and Vice Finance Director to be primary contacts from the Board.
(Article XIlI, Section 2).

External Audit Procurement Process: To ensure the appropriateness and suitability of IWIRC’s auditor,
the Finance Committee, led by the Finance Director and Vice Finance Director, shall conduct the external
audit procurement process including soliciting bids for services, conducting interviews and making
recommendations to the Executive Committee regarding the continued retention of IWIRC’s current
auditor or the selection of an alternative service provider. This review process shall commence in 2022
and thereafter shall be conducted, at a minimum, once every three (3) years.

Effective Date: This Policy was approved by the Board on March 14, 2022 and became effective on
March 14, 2022. This Policy supersedes any previous external audit procurement policy.
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As the premier advocacy group for women in restructuring, IWIRC recognizes the value in recruiting and
promoting women throughout their careers. To that end, the IWIRC Board of Directors established its
Founders Awards in recognition of members and networks which have made exceptional contributions to
the organization, their clients, and profession overall.

Melnik Award

The Melnik Award, named for IWIRC founding Chair Selinda Melnik, is awarded to a member whose
contributions to IWIRC, over an extended period of time, have been exceptional. By her efforts, she has
made a lasting impact on the mission of IWIRC.

Click here to download a nomination form.

Past recipients Include:

2021 Tara Schellhorn 2011 Tinamarie Feil
2020 Aruni Weerasekera 2010 Debra E. Kuptz
2019 Leyza Blanco 2009 Leslie A. Berkoff
2018 Bernadette Barron 2008 Francine Gordon
2017 Beth E. Hansen 2007 Susan L. Rhiel
2016 Evelyn Meltzer 2006 Patricia A. Redmond
2015 Jennifer Meyerowitz 2005 Janet E. Bostwick
2014 Carren Shulman 2004 Carmen Lonstein
2013 Judith Elkin

2012 Jennifer McLain McLemore



https://www.iwirc.com/file.cfm/52/docs/2022%20IWIRC%20Melnik%20Award%20Form.pdf

Fetner Award

The Fetner Award, named in honor of our founding Vice Chair, Martha Fetner, is awarded to a member
for exemplary service to IWIRC, through efforts over the past year or several years, specially aimed at
bringing members together through regional and international conferences, efforts and relationships.
This award is given to a member whose contributions to IWIRC have helped to fuel growth and
expansion of IWIRC’s mission globally.

Click here to download a nomination form.

Past recipients Include:

2021 Aisling Dwyer 2010 Maria Semenko
2020 Joanne Collett 2009 Jacqueline Walsh
2019 Eloise Fardon Aruni Weerasekera
2018 Pooja Sinha 2008 Dr. Annerose Tashiro
2017 Karen Fellowes 2007 Katerina Papamichael
2016 Michelle Pickett Katharine S. Stones
2015 Justine Lau 2006 N. Lynn Hiestand
2014 Caroline Moran | 2209 /A
2013 Barbara Rumora-Scheltema 2004 Sheryl E. Seigel
2012 Elizabeth A. Wilson

2011 Deborah S. Grieve



https://www.iwirc.com/file.cfm/52/docs/IWIRC%20Fetner%20Award%202022%20Form.pdf
https://www.iwirc.com/file.cfm/52/docs/2021%20Fetner%20Award%20Form.pdf

Ryan Award

The Ryan Award was founded in honor of IWIRC founding Secretary/Treasurer, Laureen Ryan. The Ryan
is awarded to the IWIRC Network that best exemplified IWIRC in the past calendar year. All chartered
IWIRC Networks are eligible. While each Network will be asked to submit a report to be considered for
the award, we welcome nominations from members as well.

Click here to download a nomination form.

Past recipients Include:

2021 Carolinas Network 2011 Canadian Network
2020 Florida Network 2010 Michigan Network
2019 London Network 2009 European Network
2018 Singapore Network 2008 Chicago Network
2017 New York Network 2007 Northeast Ohio (NEON) Network
2016 Hong Kong Network 2006 Georgia Network
2015 Western Canada Network 2005 Carolinas Network
2014 New Jersey Network 2004 Central Ohio Network
2013 Delaware Network

2012 Georgia Network



https://www.iwirc.com/file.cfm/52/docs/IWIRC%20Ryan%20Award%20Nomination%20Form%202022.pdf

Woman of the Year in Restructuring Award (WOYR)

Click here for a pdf version of the 2023 WOYR Nomination Form. You will find a version in a word
document by clicking here.

Each year, IWIRC honors a woman for her recent contributions (12-24 months) as part of the insolvency
and restructuring industry with the Woman of the Year in Restructuring (WOYR) award. She may be an
attorney, judge, banker, turnaround manager, academic or other restructuring industry professional. She
is actively engaged or recently retired from the restructuring industry - and from anywhere in the world.
IWIRC membership is not a requirernent to make a nomination, nor to be honored.

Importantly, achievements do not have to be in nationally renowned cases or result in landmark
decisions, only exceptional. IWVIRC welcomes all entries and is not seeking the most senior worman or the
most important case.

Past recipients Include:

2021 Debra Grassgreen, Pachulski Stang 2012 Corinne Ball, Jones Day, New York,
Ziehl and Jones, San Francisco, CA NY Mitsue Aizawa, Bingham,
2020 Hon. Karen Jennemann, U.S. Tokyo, Japan
Bankruptcy Court, Orlando, FL 2011 Jan M. Hayden, Baker, Donelson,
2019 Dr. Janis Sarra, University of British Bearman, Caldwell & Berkowitz, PC,
Columbia, Vancouver, BC New Orleans, LA
Our Place On The Planet - 2010 Melissa Kibler, Mesirow Financial
April 11, 2019 PPT Consulting, LLC, Chicago, IL
2017 Kelley Cornish, Paul Weiss, 2009 N. Lynn Hiestand, Skadden Arps,
New York, NY London
2016 Carlyn R. Taylor, FTI Consulting, 2008 | Marcia L. Goldstein, Weil, Gotshal &
Denver, CO Manges LLP, New York, NY
2015 Sheila Smith, Deloitte, Boston, MA 2007 Lisa Donahue, AlixPartners,
2014 | Holly Felder Etlin, AlixPartners LLP, New York, NY
New York, NY 2006 Deirdre A. Martini, KCC,
2013 Patricia A. Redmond, Stearns New York, NY
Weaver Miller Weissler,
Miami, Florida

E-mail your nomination to sbedker@iwirc.com.

e Send contact information including e-mail addresses for you AND your nominee

e Tell us why your nominee fits this award, and why we should consider her. Please be descriptive
and include facts or examples that help exemplify why you nominated this woman.

e Contact Shari Bedker with questions or requests for assistance in framing a nomination
(sbedker@iwirc.com or by phone at 434-939-6002).

The IWIRC Executive Committee ratifies all selections and its decisions are final.


https://www.iwirc.com/file.cfm/52/docs/2023%20IWIRC_%20WOYR%20Nomination%20Form.pdf
https://www.iwirc.com/file.cfm/52/docs/2023%20IWIRC_%20WOYR%20Nomination%20Form.docx
https://www.iwirc.com/file.cfm/2660/content/our-place-on-the-planet---dr-janis-sarra-ppt.pdf
https://www.iwirc.com/file.cfm/2660/content/our-place-on-the-planet---dr-janis-sarra-ppt.pdf
mailto:sbedker@iwirc.com
mailto:sbedker@iwirc.com

Women of Restructuring Hall of Fame Award

Click here for a pdf version of the 2023 Nomination Form. You will find the same form in a word
document by clicking here.

Beginning in 2022, IWIRC is honoring a woman for her career contributions to the insolvency and
restructuring industry with the Women of Restructuring Hall of Fame award. She may be an attorney,
judge, banker, turnaround manager, academic or other restructuring industry professional. She is
actively engaged or recently retired from the restructuring industry - and from anywhere in the world.
IWIRC membership is not a requirement to make a nomination, nor to be honored.

Importantly, achievements do not have to be in nationally renowned cases or result in landmark
decisions, only exceptional. IWIRC welcomes all entries for women who have made a difference.

Woman of the Year in Restructuring Award (Asia)

The WOYR award in Asia was conceived to recognize women in the restructuring and insolvency
industry who have inspired and skillfully led a restructuring team, provided creative solutions and
innovative legal applications, showed exceptional leadership, and have made extraordinary contributions
to the insolvency and restructuring professions.

Winners are announced during the IWIRC Asia Insolvency & Restructuring Conference in November of
each year.

2018 marked the inaugural year for this award. Join us as we congratulate the award winners.

Past recipients Include:

2021 Mamta Binani, India
2020 Smitha Menon, WongPartnership, Singapore
2019 Jacqueline Walsh, Borrelli Walsh, Hong Kong
2018 Marie Rowbotham, PwC, Hong Kong



https://www.iwirc.com/file.cfm/52/docs/2023%20IWIRC_%20Hall%20of%20Fame%20Nomination%20Form.pdf
https://www.iwirc.com/file.cfm/52/docs/2023%20IWIRC_%20Hall%20of%20Fame%20Nomination%20Form.docx

Rising Star Award

In furtherance of IWIRC’s mission, which is devoted to enhancing the professional status of women in
the insolvency and restructuring profession, IWIRC has established an award for individuals who are
the “Rising Stars” of IWIRC. IWIRC wants to recognize and honor the “Rising Stars” of the organization
for their contributions to IWIRC. The Rising Star nominees may be attorneys, bankers, turnaround
advisors, claims and noticing agents, academics or other restructuring industry professionals who are
actively engaged in the restructuring industry, are located anywhere in the world, and who have shown
dedication and commitment to IWIRC on the local, national and/or international level.

All nominees for the IWIRC Rising Star Award must be members of IWIRC. However, INIRC membership
is NOT a requirement to make a nomination. Nominations may be received from firms, companies,
partners, associates, IWIRC Networks, IWIRC members, organizations or otherwise.

The IWIRC Rising Star Award will be presented to the woman who:
e Has eight years or less experience in the insolvency & restructuring industry

® Has been actively involved in promoting IWIRC — locally, nationally and/or internationally either
through IWIRC Network or IWIRC Board leadership, committee participation, securing sponsors,
planning programs, spearheading events, etc.

e Has inspired, created, led and/or served on a Board of an IWIRC Network or committee
¢ Has shown exceptional leadership

e Has made an extraordinary contribution to IWIRC and/or an IWIRC Network

e Has gone above and beyond ... and made a difference to the mission of IWIRC

We are looking for individuals that are relatively new to the restructuring industry who have made a
marked difference with their involvement and achievements in IWIRC at the local, national and/or
international level. Please feel free to think out of the box on this. We welcome all entries. Please consider
those women who have consistently demonstrated a commitment to enhancing IWIRC and your local
Network.

Five Semi-Finalists will be announced in early September of each year. All five Semi-Finalists will be
invited to attend the Annual IWIRC Fall Conference where the winner of that year’s IWIRC Rising Star
Award will be announced. The IWIRC Rising Star award recipient and all of the other Semi-Finalists
(along with their supporting firms, companies, partners, organizations) will be recognized and presented
with awards honoring their contributions and support of IWIRC.

Click here to download a pdf version of the nomination form. Click here for the same form in a word document.
Rising Star History

2021 RISING STAR
Veronica Chan, Tanner De Witt, Hong Kong Network

2021 RISING STAR SEMI-FINALISTS

Tayyibah Arif, Weil, Gotshal & Manges (London), London Network

Kelly McCauley, Whiteford Taylor and Preston, Western PA Network

Krystal Mikkileneni, Bradshaw, Fowler, Proctor & Fairgrave, P.C., Midwest Network
Rebecca Oliveira Pereira da Silva, Galdino e Coelho Advogados, Brazil


https://www.iwirc.com/file.cfm/52/docs/2022%20IWIRC%20Rising%20Star%20Nomination%20Form.pdf
https://www.iwirc.com/file.cfm/52/docs/2022%20IWIRC%20Rising%20Star%20Nomination%20Form.docx

2020 RISING STAR
Nyana Abreu Miller, Sequor Law, Florida Network

2020 RISING STAR SEMI-FINALISTS

Isabel Arana de Uriarte, AlixPartners, New York Network
Veronica Chan, Tanner DeWitt, Hong Kong Network

Elizabeth Tramm Dechant, Roberts & Stevens, Carolinas Network
Beatriz Fanceca, Faneca Advogados, Brazil Network

2019 RISING STAR
Lacey Rochester, Baker Donelson, Louisiana Network

2019 RISING STAR SEMI-FINALISTS

Rachel Biblo Block, Akin Gump, Dallas/Fort Worth Network
Stephanie Clark, AlixPartners, London Network

Alexis Leventhal, Reed Smith, Western Pennsylvania Network
Jo Tay, Allen & Gledhill LLP, Singapore Network

2018 RISING STAR
Christina Sanfelippo, Fox Rothchild LLP, Chicago

2018 RISING STAR SEMI-FINALISTS

Corinne Adams, Yumpkas, Vidmar, Sweeney & Mulrenin, LLC, Maryland
Rachel Bengino, Thornton Grout Finnigan, LLP, Ontario

Veronica Brown-Moseley, The Boleman Law Firm, Virginia

Bodie Colwell, Preti Flaherty, Maine

2017 RISING STAR
Camille Bent, BakerHostetler LLP, New York Network

2017 SEMI-FINALISTS

Alexia Adda, Walkers, Singapore Network

Kimberly Brown, Landis Rath & Cobb LLP, Delaware Network

Jeannie Kim, Buchalter, Northern California Network

Helen Sevenoaks, CMS Cameron McKenna Nabarro Olswang LLP, Europe Network

2016 RISING STAR
Eloise Fardon, Stephenson Harwood, Hong Kong Network

2016 SEMI-FINALISTS

Valerie Batner Peo, Buchalter Nemer P.C., Northern California Network
Cara M. Porter, U.S. Bankruptcy Court, Northern California Network
Alexandra ,CC* Schnapp, U.S. Bankruptcy Court, Georgia Network
Amanda Steele, Richards, Layton & Finger, Delaware Network



2015 RISING STAR
Jodi Daniel Cooke, Stichter Riedel Blain & Postler, PA, Alabama and Florida Networks

2015 SEMI-FINALISTS

Camille Bent, Stevens and Lee, P.C., New York Network

Emily Ladky, Hahn Loser & Parks, Northeast Ohio Network

Catherine Read, Walkers, Hong Kong Network

Gillian Scarlett, Gowling Lafluer Henderson LLP, Western Canada Network

2014 RISING STAR
Lauren McKelvey, Wiley Rein LLP Co-Chair Washington DC Network

2014 SEMI-FINALISTS

Kathryn Harrison, Campbell & Levine, LLC, Co-Chair Western Pennsylvania Network

Rebecca Petereit, Vinson & Elkins L.L.P., Co-Chair Events/Fundraising Dallas-Fort Worth Network
Tara Schellhorn, Riker Danzig Scherer Hyland & Perretti LLP, Secretary New Jersey Network
Jennifer Taylor, O’'Melveny & Myers LLP, Co-Chair Northern California Network

2013 RISING STAR
Sarah Frankel, GCG, New York, Co-Chair New York Network

2013 SEMI-FINALISTS

Kara Casteel, ASK LLP, Eagan, MN, Co-Chair Minneosta Network

Jodi Daniel Cooke, Beggs & Lane RLLP, Pensacola, FL, Co-Chair Florida Network
Leigh-Anne Raport, Ashby & Geddes, PA, Wilmington, DE, Vice-Chair Delaware Network
Charla Smith, Grant Thornton Limited, Calgary, Alberta, Western Canada Network

2012 RISING STAR
Jennifer Kimble, Haskell Slaughter, Founder & Chair, Alabama IWIRC Network

2012 SEMI-FINALISTS

Kimberly Bacher, Shaw Gussis Fishman Glantz Wolfson & Towbin LLC, Secretary, Chicago IWIRC Network
Rachel Lao, Hogan Lovells, Founder & Chair, Japan IWIRC Network

Christy Prince, Kegler, Brown, Hill & Ritter LPA, Former Chair, Central OH IWIRC Network

Sage Sigler, Alston & Bird LLP, Co-Chair, Georgia IWIRC Network

2011 RISING STAR
Monique Hayes, Genovese Joblove & Battista, P.A. and Co-Chair of the Florida Network

2011 SEMI-FINALISTS

Megan Adeyemo, Gordon & Rees LLP, Mountain Desert Network

Bess M. Parrish Creswell, Burr & Forman LLP, Gulf Coast Network

Alison Elko Franklin, McKenna Long & Aldridge, Georgia Network

Jennifer Kimble, Haskell Slaughter Young & Rediker, LLC, Gulf Coast Network

Joyce Ka Yee Lau, PricewaterhouseCoopers Business Recovery Services Group, Hong Kong Network
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MissionStatement

IWIRC is the premier networking organization devoted to
enhancing the professional status of women in insolvency and
restructuring.

Q IWIRC
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Promise of Our Brand

© Networking and Connections Between Members

© High Value Events

& Personal and Professional Development Opportunities
& Big Picture Perspective of IWIRC

IWIRC Policies & Procedures Handbook TOC
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FAQ’s to Know

& The “idea” for IWIRC was born in 1993
& The first members joined in 1994
& The Founders were:
Selinda Melnik, Attorney
Laureen Ryan, Accountant
Martha Fetner, Banker
& Membership is comprised of every discipline
£ We do have men that are members

Q IWIRC
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Code of Conduct and Ethics

© When directors initially come on the board, they must sign the Code of Conduct
(COC) (attached)

& The COC was developed effective 1/1/2021 to ensure that all board members
recognize the importance of the collegiality and cooperation that is required to
do the work of IWIRC

& Differences of opinion are valued and appreciated in accordance with the
professional guidelines outlined in the COC

& Networks will also be required to distribute and collect completed COC’s from
the local network board members

IWIRC Policies & Procedures Handbook TOC
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Expectations for Board Members

& One time Code of Conduct and Ethics declaration

£ Yearly Conflict of Interest Form

£ Attend all In-Person and Virtual full board meetings

£ Attend annual Leadership Summit

£ Participate on at least one committee of the Board

£ Involvement at the local and regional network level

£ Provide written report before each full board meeting
(excluding At Large Directors and Executive Committee)

& Review Job Descriptions and, if needed, update before yearly
transition 7

Q IWIRC
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2022 In-Person Meetings

(subject to COVID-19 restrictions and guidelines)

© Annual Spring Conference, Washington, D.C., ????
© Leadership Summit Minneapolis, MN ???
© Annual Fall Conference, ??7??

IWIRC Policies & Procedures Handbook TOC
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Leadership Summit Information

© Annual Leadership Summit for Board of Directors and Network Chairs held over a 3 day period in July

© April 15-Notice sent out to all Networks that summit proposals are being accepted

© July 15-Deadline for submission of proposals for next year’s Leadership Summit

© July 20-Executive Committee reviews proposals and selects host network for next year’s Leadership Summit

© July 26-28-Announcement of next year’s host Network at current year Leadership Summit

© 10 non-board/network chair slots available to the Summit, by application

© January 15-Notice sent to all members reapplication for 10 non-board/network chair registrations to
Leadership Summit

© March 30-Applications due and sent to membership committee for initial review and recommendations to
Executive Committee

© April 30-Executive Committee finalizes list of 10 non-board/network chair registrations to Leadership Summit

© May 1-Notification sent to 10 non-board/network chair invitees for the Leadership Summit
9
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Governance Structure

10
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IWIRC Governance Structure 2021
Executive Committee

Leyza Blanco Jennifer Kimble Marjorie Kaufman Karen Fellowes
Chair Vice Chair Secretary Finance Director

Evelyn Meltzer
Vice Finance Director

Michelle Pickett
Past Chair

Management Committee

*non-voting

4/13/2021

11

IWIRC Governance Structure 2021

Management Committee (continued)

*non-voting

4/13/2021 12
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IWIRC Governance Structure 2021

At Large Directors

4/13/2021 13

IWIRC Governance Structure 2021

Advisory Council (*non-voting)

4/13/2021 14
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Board of Directors Terms

© Executive Committee-1 year term

© Management Committee (voting)-1 year term

© Management Committee (non-voting)-1 year term
& At Large Directors:

-Six elected by members for two year terms on a rotating basis

-Two appointed by Executive Committee for one year term
15
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Board of Directors Elections

© Immediate Past Chair forms Nominating Committee comprised of Chair, Vice-Chair,
Secretary and three IWIRC Members chosen by Immediate Past Chair to propose a slate
of Board Members to the Executive Committee for approval (non-elected)
& August 1-September-Nomination and notice of interest period for ALL Board positions
& September 15-Deadline for all Nominations and Declaration of Interest
& September 16-October 31-Slating Committee develops proposed slate
& After Fall Conference-Proposed Slate Circulated to IWIRC Board for approval
& 2 weeks after Fall Conference-Final Board Announced to Members and Election of At-
Large Directors (if needed with 14 day voting window)
© No Later than December 1-At-Large Directors Announced 16
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Sponsorship

& IWIRC relies on sponsors for approximately 25% of its annual funding

© June-Executive Committee confirms sponsorship levels and benefits for the following year

& July-Kickoff Sponsorship drive at Leadership Summit

& September 15-Commence sponsorship drive to all former sponsors and current members

& October to December-Finance committee reaches out individually to all prior and new
potential sponsors

& February 15-Deadline for all sponsorship payments

17
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Budget and Financial Reporting

© July-Committee Budgets are requested

& August-Administrative Director works with Finance Director and Vice-Finance
Director to develop draft budget

& September-Executive Committee Reviews draft budget

& October-draft budget included in Fall Board of Directors materials for final approval

& May of following year-Annual audit of financial statements and preparation of the
tax return is completed by the accounting firm of Jones, Maresca & McQuade, P.A.
in Washington, D.C.

18
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IWIRC International Budget Overview for 20211

Revenue

Membership Dues S 246,728
Sponsorships 64,000
Conference Receipts 108,500
Investment Income 9,000
Total Revenue S 428,228
Expenses

Administrative S 162,500
Member Services (network rebates, grants, etc.) 87,300
Committees, Projects, etc. 11,000
Meeting Expenses 165,750
Total Expenses 5 426,550
Net Income 5 1,678

1. The 2021 budget assumes that the spring and fall conferences will be
in person, however this appears unlikely.
19
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IWIRC International
Balance Sheet Overview as at October 31, 2020

Assets
Cash S 184,388
Accounts Receivable S 26,225
Other Current Assets 12,806
Investments? 858,966
Total Assets S 1,082,386

Liabilities & Equity

Retained Earnings?2 S 702,918
Deferred Revenue S 88,101
Net Income (year to date October 31, 2020) 291,367
Total Liabilities & Equity $ 1,082,386

1. Certificates of deposit with maturities ranging from 6-24 months are

managed by Morgan Stanley.

2. Retained earnings represent just over one year's expenses, which is

customary for associations such as IWIRC. 20
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Travel Stipends

& Travel stipends are available (by application) to IWIRC board of directors, network chairs and other IWIRC members
who are materially participating in a conference participation in their capacity as an IWIRC leader, including, but not
limited to Spring Conference, Fall Conference, Leadership Summit and whose travel expenses are not being
reimbursed by their employer.

& Travel stipends are limited to one per person per year and subject to a budget that is set annually.

& Applications for Travel Stipends shall be submitted BEFORE the event. If approved, Travel Stipend will be paid AFTER
the event upon receipt of copies of expenses incurred and confirmation of attendance at the IWIRC event. Travel
Stipends are available to cover travel only. They are not available to cover hotel or sundry expenses.

& The Travel stipends are available as follows:

Less than 5 hour flight - $250
More than 5 hours, less than 10 hour flight- $750

21
More than 10 hour flight- $1,250
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Grants

& Networks are encouraged to hold or sponsor events consistent with the goals of IWIRC. While it is
expected that such events will be funded by the Networks (through local sponsorship or admission
fees), IWIRC International sets aside certain funds in its budget to be distributed as grants to support
the growth and development of the networks.
& Available grants include:

& Network Signing Bonus

& Regional & Multiple Network Events

& Recruiting Events
22
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Annual Awards

WOYR Award
& Initial call for nominations December 15th
& Deadline February 15
& Winner announced through press release March 1st
& Award presented at Spring Conference
Founders Awards
& Initial call for nominations March 15th
& Deadline May 15th
& Winners announced through press release June 1st
& Awards presented at Leadership Summit
Rising Star Award
& Initial call for nominations June 15th
& Deadline August 15th
& Winner announced through press release September 1st 23
& Award presented at Fall Conference

Q IWIRC
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Communications
© Social Media

Facebook: https://www.facebook.com/IWIRCIntl/
Instagram: https://www.instagram.com/iwirc_international/
Linkedin:  https://www.linkedin.com/company/iwirc
Twitter:  https://twitter.com/iwirc

Youtube: https://www.youtube.com/user/IWIRC

© E-newsletters
© Website updated October 2020

24
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Membership

© Works with New Networks
© Engages Current Members
& Designs Surveys

© Reviews Statistics

25
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Worldwide Reach

& Current membership 1,531!
£ 5 continents
© 37 countries
& 47 Networks

26
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Introduction to Robert’s Rules of Order (Parliamentary Procedure)!
The motions listed below are in order of precedence. Any motion can be introduced if it is higher on the chart than the pending motion.

YOU WANT TO: YOU SA 2ND REQUIRED? DEBATE? VOTE?

Close meeting | move to adjourn Majority

Take break | move to recess for Yes No Majority

Lay aside temporarily | move to table the matter/ Yes No Majority

(or until a future motion OR | move to lay

meeting) the question on the table

Close debate | move the previous Yes No 2/3
question

Limit or extend I move that the debate be  Yes No 2/3

debate on a matter/  limited to...

motion

Refer to committee | move to refer the motion ~ Yes Yes Majority
Lo

Modify the wording | move to amend the Yes Yes Majority

of a motion motion by...

Bring business before | move that [or “to”] Yes Yes Majority

the Board for

consideration 1 Robert’s Rules of Order Newly Revised(10th Edition)

Q IWIRC

connecting women worldwide Be Inspired

Robert’s Rules of Order, Cont’d
Incidental Motions — no order of precedence.

YOU WANT TO! YOU SA 2ND REQUIRED? DEBATE? VOTE?

Enforce rules Point of order None

Suspend rules | move to suspend the Yes No 2/3
rules which ....

Avoid consideration of | object to consideration No No 2/3

the motion altogether of the question

Parliamentary law Parliamentary inquiry No No None

question

Request information  Point of information No No None

about the motion or
matter on the table

Motions that Bring a Question/ Matter Before the Board (introduce only when nothing else is pending.)

YOU WANT TO: YOU SAY: 2ND REQUIRED? DEBATE? VOTE?

Take motion or matter | move to take from the Yes Majority
from table table OR | move to untable
Reconsider motion | move to reconsider the Yes Depends Majority
vote 28
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Questions

For additional information see IWIRC’s Handbook under Policies and Procedures Handbook accessible
at the following link after you have logged in with your personal login to the website

https://www.iwirc.com/resources/board-resources

or contact Shari Bedker, Administrative Director, shedker @iwirc.com, 434-939-6002

29
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Network Bootcamp (December 2021)
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Network
Bootcamp

December 2021

O IWIRC s s i

connecting women worldwide

Agenda

1. Mission Statement

2. Brand Promise 11. Grants

3. Global Reach 12. Annual Awards

4. Expectations for Board Members 13. Network Tools

5. Expectations of Networks 14. Communications

6. Benefits of Membership & FAQ’s 15. Events

7. Governance Structure 16. Network Webpage

8. Elections 17. 2022 Events

9. Sponsorship 18. IWIRC Committee Structure

10. Travel Stipends 19. “Robert’s Rules” Summary
20. Questions? 5
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MissionStatement

IWIRC is the premier networking organization devoted to
enhancing the professional status of women in insolvency and
restructuring.

Q IWIRC

(Oﬂﬁ(((\ﬂg women worldwide

Promise of Our Brand

© Networking and Connections Between Members

© High Value Events

& Personal and Professional Development Opportunities
& Big Picture Perspective of IWIRC

IWIRC Policies & Procedures Handbook TOC
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FAQ’s to Know

& The “idea” for IWIRC was born in 1993
& The first members joined in 1994
& The Founders were:
Selinda Melnik, Attorney
Laureen Ryan, Accountant
Martha Fetner, Banker
& Membership is comprised of every discipline
£ We do have men that are members

@ IW RC 2) EE)

COHHQ(UHQ women worldwide

Global Reach

& Current membership 1,735!
£ 5 continents
© 39 countries
© 50 Networks

IWIRC Policies & Procedures Handbook TOC
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Expectations of Networks

& Operate under network rules of operation that are in effect.

& Review rules of operation yearly and amend if needed.

& Notify IWIRC Intl with current board as soon as possible after elections so
that we can update the website.

& Represent IWIRC in a professional manner.

& Submit a yearly report due March 31 to IWIRC International.

& Non-compliance with reporting requirement will result in forfeit of
semi-annual rebates or grant request denial.

& Networks outside of Asia and Latin America receive $25 per FULL member
in the network twice a year (early May and early December).

& Encourage membership.

Q IWIRC

connecting women worldwide

Expectations for Network Board Members

& One time Code of Conduct and Ethics declaration.

& Attend all In-Person and Virtual board meetings.

& Attend all quarterly network chair calls.

© Represent the network at local, regional and international events as much as your schedule allows.

& Create and/or review job descriptions and, if needed, update before yearly transition.

& Encourage other network members to get involved.

& Ensure a timely and complete transition.

© Get involved in an IWIRC Intl Committee if you have interest in serving on the Intl Board in the future.

IWIRC Policies & Procedures Handbook TOC
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Code of Conduct and Ethics

& The COC (“Code of Conduct”) was developed effective 1/1/2021 to ensure that
all board members recognize the importance of the collegiality and cooperation
that is required to do the work of IWIRC

& Differences of opinion are valued and appreciated in accordance with the
professional guidelines outlined in the COC

& Networks are required to distribute and collect completed COC’s from the local
network board members

Q IWIRC

connecting women worldwide

Benefits of Membership

& IWIRC members are very faithful in referring matters to other IWIRC members.

© The cost of a yearly membership is very low compared to other organizations.

& IWIRC is well known for its substantive programming around the world and is a major NGO as part of
the UNCITRAL Working Groups dealing with insolvency.

© Because of the Network Structure, there are many opportunities for younger professionals to gain
valuable board experience.

& The speakers bureau is used not only by IWIRC internally but also by other organizations looking for

qualified speakers on a wide range of topics. All members have the option to input their information
for this feature.

& Click here for a pdf of the current membership brochure for distribution

10
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Membership FAQ’s

& If a member does not show up on the website, that means their membership is expired!

& If a members moves to a new firm or would like to change their email address, PLEASE have them
reach out to IWIRC staff to change their record rather than creating a new profile as that distorts
membership data.

& Renewals are sent out to members who have been expired up to 60 days and also to those with
expiration dates in the next 60 days.

© Renewal notices are sent out around the 15th of each month.

© Membership is based on the month joined with the last day of the month joined listed as the renewal
date.

& Network Chairs receive a notice when renewals have been sent out and are encouraged to follow up

individually with Network members who have expired. .

Q IWIRC
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Governance Structure

12
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IWIRC Governance Structure 2022

Executive Committee

Jennifer Kimble Marjorie Kaufman Karen Fellowes Evelyn Meltzer
Chair Vice Chair Secretary Finance Director
Eloise Matsui

Leyza Blanco

Vice Finance Director Past Chair

Management Committee

*non-voting

12/8/2021

IWIRC Governance Structure 2022

Management Committee (continued)

*non-voting

12/8/2021 14
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IWIRC Governance Structure 2022

At Large Directors

12/8/2021 15

IWIRC Governance Structure 2022

Advisory Council (*non-voting)

12/8/2021 16
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Board of Directors Terms

© Executive Committee-1 year term

© Management Committee (voting)-1 year term

© Management Committee (non-voting)-1 year term
& At Large Directors:

-Six elected by members for two year terms on a rotating basis

-Two appointed by Executive Committee for one year term
17
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© Immediate Pasta’u go Of DIreCtorS Elegtlons

rms Nominating Committee comprise Chair, Vice-Chair,
Secretary and three IWIRC Members chosen by Immediate Past Chair to propose a slate
of Board Members to the Executive Committee for approval (non-elected)
© August 1-September-Nomination and notice of interest period for ALL Board positions
& September 15-Deadline for all Nominations and Declaration of Interest
& September 16-October 31-Slating Committee develops proposed slate
& After Fall Conference-Proposed Slate Circulated to IWIRC Board for approval
& 2 weeks after Fall Conference-Final Board Announced to Members and Election of At-
Large Directors (if needed with 14 day voting window)
© No Later than December 1-At-Large Directors Announced
18
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Sponsorships

© IWIRC relies on sponsors for approximately 25% of its annual funding from IWIRC
International Sponsors, program run on an annual basis

& Networks are welcome (but not required) to solicit network specific sponsors, but do be
mindful of not “poaching” funds from other network or International

& If Networks offer free memberships as part of the sponsor package, those memberships
need to be paid to IWIRC Intl from the network

© Network sponsorship recognition is built in to the network webpages, be sure and keep it
up to date

19
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& Travel stipends are available (by applic;li-gréty@lRét!rp(@meq(ﬁs, network chairs and other IWIRC members

who are materially participating in a conference participation in their capacity as an IWIRC leader, including, but not
limited to Spring Conference, Fall Conference, Leadership Summit and whose travel expenses are not being
reimbursed by their employer.

& Travel stipends are limited to one per person per year and subject to a budget that is set annually.

& Applications for Travel Stipends shall be submitted BEFORE the event. If approved, Travel Stipend will be paid AFTER
the event upon receipt of copies of expenses incurred and confirmation of attendance at the IWIRC event. Travel
Stipends are available to cover travel only. They are not available to cover hotel or sundry expenses.

& The Travel stipends are available as follows:

Less than 5 hour flight - $250
More than 5 hours, less than 10 hour flight- $750

20
More than 10 hour flight- $1,250
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Grants

& Networks are encouraged to hold or sponsor events consistent with the goals of IWIRC. While it is
expected that such events will be funded by the Networks (through local sponsorship or admission
fees), IWIRC International sets aside certain funds in its budget to be distributed as grants to support
the growth and development of the networks. No more than 50% of the expected net cost of the

event will be funded by grants.
& Available grants include:
& Network Signing Bonus
& Regional & Multiple Network Events

& Recruiting Events
21
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Annual Awards

WOYR Award
& Initial call for nominations December 15th
& Deadline February 15
& Winner announced through press release March 1st
& Award presented at Spring Conference

Founders Awards
& Initial call for nominations March 15th
& Deadline May 15th
& Winners announced through press release June 1st
& Awards presented at Leadership Summit

Rising Star Award
& Initial call for nominations June 15th
& Deadline August 15th
& Winner announced through press release September 1st 22
& Award presented at Fall Conference
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Network Tools

& Any current network board member can download the networks current and past members at this link

after logging in with their personal logins
& There are many other resources on this page that we encourage you to review and ensure that any new

board members has this information

23
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Communications

& Social Media-don’t forget to tag IWIRC International!
Facebook: https://www.facebook.com/IWIRCIntl/
Instagram: https://www.instagram.com/iwirc_international/
Linkedin:  https://www.linkedin.com/company/iwirc
Twitter:  https://twitter.com/iwirc
Youtube: https://www.youtube.com/user/IWIRC
£ Encourage network members to like, comment and share posts to facilitate global networking and

support of all our members
& E-newsletters including Network News and Members News editions that alternate every 2 months. Email

news@iwirc.com as soon as you have information to share.
24
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Events

& For events to show up on the IWIRC website and network pages, you MUST use Eventbrite. Detailed
instructions are at this link. IWIRC staff can also give you a one-on-one training session.

© When naming your events, please use “Be Connected:” “Be Informed:” or “Be Inspired:” for your event
titles and the website will automatically put in the appropriate logo

& Be sure and include an IWIRC contact for your events on Eventbrite and other announcements

& Every two weeks a social media post goes out with all the events that are on the website

& If you need ideas for events, log in with your personal log in, go to the events tab and scroll to the
bottom of the page where you will see “archives”. A quick glance through the top gives you some
samples by type of event. You can also scroll down further and there are links to every network event for
the past 10 years listed-no shortage of great ideas!

& IWIRC Intl unfortunately does not have the resources to apply for CLE for network events

25
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Network Webpage

& Any current, active network board member can update the network page including sponsors by logging
in.

& Instructions for updating the webpage are at this link

& You can also post any network specific “news” you would like that all members and the public can see.

& There is an option to post “documents” that can only be seen by other current network boards. We
suggest that you use this feature to post historical documents. IWIRC International saves all annual
reports as well as proposals and network rules of operation for each network for ease of reference by the
current and future network boards.

26
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Photos

© Each network has a flickr interface that can be used for saving
photos, instructions at this link

© This is a great way to keep the history of the network and we
encourage networks to use this feature.

© Be mindful of photos with judges and do not post on social media
or other purposes without their express permission. Do not take
photos of judges with beverages in their hands.

27
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FAQ's from Networks

£ Members can only have one primary network, but you can run reports based
on secondary networks so don’t forget to invite them to your events also!

£ You can design a network specific logo, but it must be approved by the e-board
first.

£ If a member or board member is not showing up on the IWIRC directory, their
membership is expired. As soon as they renew, their information will show up
again.

28
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IWIRC International 2022
© Annual Spring Confef&hEE WAdRRIESh, D.C., April 27-28, 2022

(Subject To COPID-19 restrictX

© Leadership Summit Minneapolis, MN, August 3-5, 2022
© Annual Fall Conference, Orlando, October 18-19, 2022

29
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Leadership Summit Information

© Annual Leadership Summit for Board of Directors and Network Chairs held over a 3 day period in July

© If a network chair cannot attend, a designee from the NW board can attend

© April 15-Notice sent out to all Networks that summit proposals are being accepted

© July 15-Deadline for submission of proposals for next year’s Leadership Summit

© July 20-Executive Committee reviews proposals and selects host network for next year’s Leadership Summit

© July 26-28-Announcement of next year’s host Network at current year Leadership Summit

© 10 non-board/network chair slots available to the Summit, by application

© January 15-Notice sent to all members reapplication for 10 non-board/network chair registrations to
Leadership Summit

© March 30-Applications due and sent to membership committee for initial review and recommendations to
Executive Committee

© April 30-Executive Committee finalizes list of 10 non-board/network chair registrations to Leadership Summlt

© May 1-Notification sent to 10 non-board/network chair invitees for the Leadership Summit
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Committee and
Board Positions
Overview
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Diversity Inclusion and Belonging

© Examines, develops and institutes diversity, inclusion and
belonging initiatives with members and Networks

© Promotes diversity initiatives and awareness through social
media, membership drives and panels.

© Coordinates Just the Beginning pipeline support from IWIRC
for IWIRC scholars

© Works on diversity initiatives with other organizations in the
industry

32
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© Assists Finance and Vice-EiLQr%DDcl:r%ctor with the financial oversight

of IWIRC
& Provides input on preparation of annual budget
© Montitors monthly financial condition
© Reviews annual audit report and recommendations
& Reviews annual tax return
© Develops annual sponsorship materials and benefits
© Seeks annual sponsorship from member firms 3

Q IWIRC
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Membership

© Works with new Networks

© Engages current members

© Shares ideas with Networks to attract and retain members
© Designs surveys

© Reviews statistics

34
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New Network and Regional Development

© Reviews areas of the world for potential Networks

© Reaches out to interested parties in starting new
Networks

© Provides support and advice to potential Networks

© Engages with Regional Directors to coordinate efforts in
developing new Networks

35
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Programs

& Plan and execute IWIRC’s Spring and Fall Conferences and any
additional IWIRC International Programming

© Develop content and invite speakers with a focus on diversity
of all types

& Plan and organize intermezzos at Spring and Fall Conference

36
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Regional and Network Directors

© Work together in their regions to ensure networks are healthy and
get support they need

© Provide opportunities Networks to exchange ideas and information

& Develop objectives and goals for the regions/networks

© Global Network Director (new in 2022), tasked with working with
Regional Directors for cohesive plans and goals throughout all
Networks

37
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Strategic Director

© Works directly with the current Chair to advise and assist on strategic
goals for that year

© This role can change annually depending on the strategic goals and
projects of the Executive Committee

38
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UNCITRAL

& Coordinates IWIRC delegation to the bi-annual meetings of Working
Group V at the United Nations

© Acts as the liaison with other NGO’s and Member nations in
proposing text/comments/changes to Model Laws

& Arrange events/meetings/dinners with IWIRC and other NGO’ss and
Member Nations to increase IWIRC’s breadth around the world and
broaden relationships for IWIRC and its members 3

connecting women worldw

Advisory Council

© Comprised of a diverse group of individuals who share a strong
commitment to IWIRC, its missions and goals

© Ambassadors of IWIRC and use their reputations, networks, seniority and
experience to support the growth and development of IWIRC

& Mentor members of the Board

& Represent the Board at industry and international events

© Assist in strategic planning as requested by the Executive Committee ,,
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Introduction to Robert’s Rules of Order (Parliamentary Procedure)!
The motions listed below are in order of precedence. Any motion can be introduced if it is higher on the chart than the pending motion.

YOU WANT TO: YOU SA 2ND REQUIRED? DEBATE? VOTE?

Close meeting | move to adjourn Majority

Take break | move to recess for Yes No Majority

Lay aside temporarily | move to table the matter/ Yes No Majority

(or until a future motion OR | move to lay

meeting) the question on the table

Close debate | move the previous Yes No 2/3
question

Limit or extend | move that the debate be  Yes No 2/3

debate on a matter/  limited to...

motion

Refer to committee | move to refer the motion  Yes Yes Majority
to ...

Modify the wording | move to amend the Yes Yes Majority

of a motion motion by...

Bring business before | move that [or “to”] Yes Yes Majority

the Board for

consideration 1Robert’s Rules of Order Newly Reviseg(10t Edition)

Q IWIRC

connecting women worldwide Be Inspired

Robert’s Rules of Order, Cont’d
Incidental Motions — no order of precedence.

YOU WANT TO! YOU SA 2ND REQUIRED? DEBATE? VOTE?

Enforce rules Point of order None

Suspend rules | move to suspend the Yes No 2/3
rules which ....

Avoid consideration of | object to consideration No No 2/3

the motion altogether of the question

Parliamentary law Parliamentary inquiry No No None

question

Request information  Point of information No No None

about the motion or
matter on the table

Motions that Bring a Question/ Matter Before the Board (introduce only when nothing else is pending.)

YOU WANT TO: YOU SAY: 2ND REQUIRED? DEBATE? VOTE?

Take motion or matter | move to take from the Yes Majority
from table table OR | move to untable
Reconsider motion | move to reconsider the Yes Depends Majority
vote 42
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Questions

For additional information see IWIRC's Network Tools at

For additional questions, please reach out to IWIRC staff:

Shari Bedker, Administrative Director, irc.com,

Brandi Gehman, Administrative Specialist and Bookkeeper for Membership Questions, bgehman@iwirc.com

43
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5. Creating a
New Network



This template is intended to provide the networks with rules of operation supplementary
to the by-laws of IWIRC International .

Each network should fill in the blanks, address bolded instructions as appropriate and
submit a copy to IWIRC International.

Networks shall not include any provisions that violate the by-laws of IWIRC International
Material deviations from this template require approval from the board of IWIRC International.

From time to time, the board of IWIRC International shall, at its discretion, make amemdments
to these network rules of operation.

Networks will be notified of changes to these guidelines.

4. Check with colleagues (attorneys, bankers, accountants, turnaround managers) to see if interest
from a core group in working to set up a network. Four people are required to commit to joining
IWIRC to start a network.

5. Plan an Interest Meeting: Invite colleagues to hold an informal gathering (lunch, coffee, cocktails,
etc.) to talk about the benefits of establishing a local network, including networking and
professional support (see attached benefits of membership information)

6. Verify with your local government if any restrictions or approvals that are needed. The U.S.
does not additional approvals beyond steps 4 and 5 from IWIRC, but we have found that other
jurisdictions require additional paperwork.

7. Complete and send to my office the proposal to establish a network.

8. Complete and send in “Network Rules of Operation”. Please note the attached is a template and
can be adjusted to accommodate the local network’s preferences for local board structure and
other minor items.

9. The proposal and network rules of operation are sent to the Executive Committee for review and either
approval, or questions. The review and approval is handled in less than a week in almost all cases.

10. Upon approval, a network webpage is setup, a press release and announcement go out to all
member and the press and instructions are sent to the local Network committee for setting up
events, photos and news on their webpage.

11. One thing to note, the annual dues are USD$250 with USD$25 of that going back to the network
twice a year, so that the network gets a rebate of USD$50 per member to help support the network.

12. There are quarterly calls as well as 3 in person meetings that network chairs are encouraged
to attend to share ideas and information to build a strong network. The 3 in person meetings are
usually in the U.S. but as our worldwide presence continues to grow, one of those yearly meetings
may be outside of North America in the future.



Behind the Scenes: Once Your Network Proposal is
Submitted

13. IWIRC Headquarters receives your paperwork

14. All appropriate members are moved to their new network

15. New board members are added to the website

16. IWIRC International will send the network chair Eventbrite information

17. IWIRC Headquarters will ask you for your EIN number (if you re in the U.S.) and where you want
your $500 new network grant sent.

18. Network chairs will be notified as new members join the network.
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of
The Network
(Name of Network)
of
The International Women'’s Insolvency
and Restructuring Confederation (“IWIRC”)

Article | - Name and Purposes

Section 1.1 - Name. The name of the network shall be “IWIRC - (Name of Network)
Network.” (the “Network”). [Network name should be based on location of network as to city,
state, region or country, as appropriate.]

Section 1.2 - Network Postal Address. The principal postal address of the Network shall be

, Attn: (Designated officer). The Network

may establish other postal addresses as the Network Board of Directors may designate or as
the affairs of the Network may require from time to time.

Section 1.3 - Goals and Purposes. The Network shall be organized for all purposes permitted for an
association of a non-profit entity (IWIRC) exempt from federal taxation under Section 501(c)(6)
of the U.S. Internal Revenue Code of 1986, as amended, or the applicable similar law of any
other country or political jurisdiction where the network is formed and located. The goals and
purposes of the Network shall be to:

A.

develop a network of professionals and businesspersons in the network’s applicable
city, state, region, or country);

promote women in restructuring-related professions;

afford professional, social and educational opportunities for members, including
networking and business development;

enable IWIRC members to share interests, experiences, expertise and business
opportunities with one another;

facilitate regional links among other IWIRC networks and between IWIRC members;

promote members’ ascension to positions of influence within existing restructuring-
related organizations, within their professional institutions, and with opinion leaders; and

promote public awareness of issues relating to women in the insolvency and
restructuring businesses and industries, including, but not limited to: i) the status of
women in these professions; ii) the effective participation of women in the business of
insolvency and restructuring and in all restructuring-related business and professional
organizations; and iii) the mentoring of women in the insolvency and restructuring
professions.



Section 1.4 - International IWIRC Network Rules. The Network shall comply in all respects with the
Network Rules of Operation established by IWIRC, as amended from time to time.

Section 1.5 — Relationship to IWIRC. An IWIRC Network is a local chapter of IWIRC. The Network
shall promote and advance the purposes set forth herein and aid in the advancement of the
mission of IWIRC, as expressed in its By-laws, within an exclusive territory registered with and
assigned by it. No activity of the Network shall directly or indirectly nullify or contravene any
expressed policy or any act of IWIRC. In the event a network votes to dissolve in the manner
set forth in Section 12.1, herein, and thereby ceases to be a network of IWIRC, such group
shall forever discontinue the use of the name IWIRC, its logo and its intellectual property.

Article Il - Definitions

Section 2.1 — Annual Meeting — The term Annual Meeting shall be the annual meeting of the
Network as set forth in Section 5.2 below.

Section 2.2 — Board of Directors - The term Board of Directions shall mean the Board of Directors of
the Network.

Section 2.3 — Director(s) — The term Director(s) shall mean any member of the Board of Directors of
the Network.

Section 2.4 - IWIRC or IWIRC International. The term IWIRC or IWIRC International shall mean the
International Women'’s Insolvency & Restructuring Confederation as organized under the laws
of the State of New York on May 13, 1994 and approved by the IRS as a Section 501(c)(6)
organization on June 19, 1998. All U.S.-based Networks are covered under IWIRC’s Group
Exemption Code for non-profit status.

Section 2.5 — IWIRC Board of Directors. The term IWIRC Board of Directors shall mean the Board
of Directors selected by the membership of IWIRC to be its Board of Directors as set forth in
IWIRC’s By-laws, dated as of May 13, 1994, as amended.

Section 2.6 — Members The term Members shall mean the members of IWIRC who are fully paid
members. Each Member will be determined automatically to be a member of the Network in
his or her applicable city, state, region or country, or may select any such other Network as
his or her primary Network.

Section 2.7 — Officer(s) — The term Officer(s) shall mean any Member of the Network that is serving
as either the Chair or Co-Chairs, Vice Chair, Secretary, Treasurer or Past-Chair of the
Network.

Section 2.8 - Primary Affiliated Member — The term Primary Affiliated Member shall mean each
Member who selected the Network as their primary affiliation within IWIRC or was so assigned
by virtue of applicable geography.



Article Ill - Membership

Section 3.1 — Network Membership. Membership in the Network shall be open to any person that
is actively involved in insolvency and restructuring industries and subscribes to the purposes
set forth in Article | of these Rules of Operation and the By-laws of IWIRC International.
Qualifications for membership in the Network shall not be in addition to or vary from those of
IWIRC International. All Network members must be members of IWIRC International.

Section 3.2 — Network Affiliation. The Network’s members shall be comprised of those individuals
who have selected it as their primary network in their IWIRC membership application, and
who remain members in good standing of IWIRC. In the event a Network member relocates
to another geographic area where there is another IWIRC Network, such member should
notify the executive director of IWIRC International so that the member’s change in Network
affiliation change can be made.

Section 3.3 — Additional Network Affiliation. Members may be affiliated with more than one
Network for purposes of receiving the secondary Network’s e-mail notices, event invitations
and other information distributed by the Network, and may be listed as a secondary member
of the Network. Such secondary affiliations do not include the right to vote on secondary
Network matters nor will the secondary Network(s) receive any dues rebate from IWIRC.

Section 3.4 — Network Governance. The Network’s Board of Directors shall have authority to
operate the Network within a structure sanctioned by the members. All such structures must
be in accordance with the By-laws of IWIRC.

Article IV - Dues

Section 4.1 - Dues. Every Member of the Network shall pay to IWIRC the fixed annual dues and any
other assessments as determined from time to time by the IWIRC Board of Directors. The
Network will not require, levy or collect annual dues or assessments to be paid to it by its
membership in addition to the membership fee paid to IWIRC. Payment of membership dues
to IWIRC entitles the member to affiliate with the Network of his or her choice. Affiliation with
additional Networks is allowed for the purpose of receiving e-mail and other notices as set
forth in Article Ill, Sec. 3.3 above.

Section 4.2 - Failure to Pay IWIRC Dues. Failure to pay dues to IWIRC within sixty days of the billing
date shall result in termination of membership in both IWIRC and the Network. Membership in
both IWIRC and the Network can be reinstated when all financial obligations have been paid
in full to IWIRC.



Article V - Powers And Duties Of Members

Section 5.1 - Powers. Network Members who have chosen the Network as their primary affiliation
shall have the power to (1) elect the members of the Network Board of Directors; (2) elect the
officers of the Network, and (3) such other powers and rights as are vested in them by these
Rules of Operation and the By-laws of IWIRC.

Section 5.2 - Annual Meeting. Each Network shall hold an Annual Meeting of the Network at least
once a year, at such time and place as shall be determined by a majority vote of the Board
of Directors of the Network. At the Annual Meeting, the Network will discuss and plan any
upcoming events and any upcoming elections, certify prior election results and discuss or
decide other matters necessary to carry on the goal and mission of the Network.

Section 5.3 - Special Meetings. Special Meetings of the Network may be held at any time when
called by the Network Chair. Special Meetings of the Network may be called by the Secretary
of the Network upon written application of at least five Primary Affiliated Members.

Section 5.4 - Place of Meetings. All meetings of the Network shall be held at such place within the
location of the Network as shall be determined by the Network Board of Directors.

Section 5.5 - Notice of Meetings. Notice of the time and place of each meeting of the Network shall
state the purpose of the meeting and shall be given by the Network to each Primary Affiliated
Member by mail or e-mail at least fifteen days before the meeting addressed to the member’s
last known place of business, or if delivered by e-mail, to the member’s last known e-mail
address. Whenever notice of a meeting is required, such notice need not be given to any
member if a written waiver of notice, executed by the member before or after the meeting,
is filed with the records of the meeting or to any member who attends the meeting without
protesting the lack of notice prior thereto or at the commencement thereof.

Section 5.6 - Quorum. At any meeting of the Network, a majority of the Primary Affiliated Members
present (or by proxy or otherwise duly represented) and entitled to vote on any action
proposed at the meeting shall constitute a quorum.

Section 5.7 - Action by Vote. Each Primary Affiliated Member in good standing at the time of the vote
is entitled to vote, and shall have one vote. When a quorum is present at any meeting, a majority
of the votes properly cast by primary affiliated members present in person or duly represented
shall decide any question, including election to any office, unless otherwise provided by law.

Section 5.8 - Action by Writing. Any action required or permitted to be taken at any meeting of the
Members may be taken without a meeting if all Primary Affiliated Members entitled to vote
on the matter consent to the action in writing, including consent by e-mail, and the written
consents are filed with the records and minutes of the Network. Such consents shall be
treated for all purposes as a vote at a meeting.

Section 5.9 - Proxies. Primary Affiliated Members may vote either in person or by written proxy dated
not more than seven (7) days before the applicable meeting, which proxies shall be filed before
being voted with the Secretary of the Network or such other person responsible for recording
the proceedings of the meeting. Unless otherwise specifically limited by their terms, such
proxies shall entitle the holders thereof to vote at any adjournment of the meeting, but the proxy
shall terminate after the final adjournment of such meeting for which the proxy is applicable.



Article VI - Officers

Section 6.1 - Enumeration. The Officers of the Network shall be a Chair, a Vice Chair, a Secretary,
a Treasurer, and the immediate Past-Chair. It shall be permissible for a Network to have Co-
Chairs; provided, however, that not more than two (2) Officers may be Co-Chairs. The Board
of Directors of the Network shall include, in addition to the Officers listed above, any other
persons so determined by the Network to be appropriate, as set forth in Section 7.2, below.
As all Members of the Network must be members of IWIRC, all Officers of the Network must
be Members of IWIRC. For the sake of continuity, every officer’s term of office shall be for two
years.

Section 6.2 - Powers and Duties. The Network Officers shall have the power to and perform the
duties customarily belonging to their respective offices, including the powers and duties listed
below: NETWORKS MAY MODIFY THE FOLLOWING DUTIES AND DESCRIPTIONS AS
THEY DEEM APPROPRIATE.

A. Chair.

The Chair shall be responsible to the Board of Directors of the Network for the
administration of the Network’s affairs. The Chair shall be responsible for signing, on behalf of
the Network, all agreements, and other formal instruments. In addition the Chair shall have the
responsibilities of the office including:

1) Presiding at all meetings of the Network and the Board of Directors of the
Network;

2) Appointing committee chairs upon consultation with the Board of Directors of
the Network;

3) Appointing committee members whose selection is not otherwise provided for in
these guidelines;

4) Serving as an ex-officio member of any committees except for the Nomination
Committee;

5) Signer of checks prepared and signed by the Treasurer;
6) Reviewing the Network’s Annual Report compiled by the Secretary;

7) Taking such other actions as are necessary and proper to implement the
purposes of the Network and ensuring the Network is holding events and issuing
communications in accordance with the guidelines established by IWIRC
International; and

8) Attending the Annual Leadership Summit on behalf of the Network, or in the
event the Chair cannot attend the Annual Leadership Summit, designating
such other appropriate officer or director who will attend the Annual Leadership
Summit on behalf of the Network.



B. Vice Chair.
The Vice Chair shall:

1) Have primary responsibility for recruiting and development activities of the
Network; this responsibility includes serving as the primary liaison between
the IWIRC Board and the Network with respect to member recruitment and
retention, leading a Network committee to identify and recruit financial sponsors
within the Network geography, and other duties as deemed appropriate;

2) Perform the duties of the Chair in her absence;

3) Act in an advisory capacity to the Chair and perform such duties as may be
delegated or assigned to her by the Chair or the Board of Directors;

4) Assume the office of a Chair automatically upon vacancy of the office during the
term of the Chair; and in such event, the Vice Chair shall hold the office a) for
the unexpired term if one year or less, or b) if the unexpired term is greater than
one year, until a successor is elected to hold the office for the remainder of the
unexpired term; and

5) Act as liaison between the Officers and Committee Chairs.

C. Secretary.

The Secretary shall keep records of all meetings of the Board of Directors and of the Network,
and make a report thereon; issue calls and notices of Special Meetings of the Board of
Directors and the Network; tally and record all votes and elections results, and perform such
duties as may be delegated or assigned to her by the Chair or the Board of Directors. The
Secretary shall be responsible for compiling the Network’s Annual Report and submitting the
Annual Report to IWIRC International by March 15" or the next business day if it falls on a
weekend or Federal Holiday [the Annual Report template is available on the IWIRC website].
Unless a website committee is created for this purpose, the Secretary shall be responsible for
providing updated information to IWIRC International so that the administrator of the IWIRC
Website can insure that the Network web page on the IWIRC website contains current and
accurate information.

D. Treasurer.

The Treasurer shall be in charge of all funds of any type. She shall render to the Board of
Directors at the Annual Meeting, and whenever else it so requests, an accurate account of
all sums received and disbursed during the preceding fiscal year and of all sums and funds
which are not expended. In addition, the Treasurer shall:



1) Approve payment of all verified bills;

2) Maintain an itemized record in a permanent file of all receipts and expenditures
and provide a written report of the same at each regular meeting of the Board of
Directors.

3) Provide an annual report of receipts and expenditures, and an annual budget
once per year at the Network’s Annual Meeting;

4) Comply with the duties and obligations assigned by IWIRC;

5) Establish and maintain a fiduciary bank account in the name of the Network or
for the benefit of the Network at an appropriate financial institution as shall be
decided upon by the Board of Directors; and

6) Co-sign all checks with a Chair.

Section 6.4 - Election and Term. Officers shall be elected by a majority vote of the Primary Affiliated
Members at the Annual Meeting of Network Members. Each Officer shall hold office for two
years, or until her successor is elected and qualified or until she sooner resigns or is removed
from office. Officers, with the exception of the Chair and Vice-Chairs, may hold up to three (3)
successive terms of office. The Chair and Vice-Chair may only hold up to two (2) successive
terms of office in that capacity.

Section 6.5 - Resignation. Any Officer may resign at any time by giving written notice of such
resignation to the Board of Directors of the Network. Such resignation shall be effective at the
time specified therein, or if no time is specified, upon receipt by the Board of Directors.

Section 6.6 - Removal. An Officer may be removed or suspended for cause by an affirmative vote of
a majority of the Board of Directors then in office at a regularly scheduled Board of Directors’
meeting or at a special meeting called for that purpose, provided that such officer is given
at least thirty (30) days’ notice of the proposed removal and the reasons therefore, and an
opportunity to be heard at the meeting, and that notice of the proposed removal is given in
the notice of meeting. In the absence of good cause shown, failure regularly to attend Board
of Directors’ meetings or failure to carry out the functions of the office shall constitute cause
for removal. Except as excused for good cause shown, two absences from regular Board of
Directors’ meetings during any one term shall constitute failure to regularly attend Board of
Directors’ meetings.

Section 6.7 - Vacancies. The Board of Directors shall elect a successor if the offices of the Vice
Chair, Secretary or Treasurer become vacant and may elect a successor if any other office
becomes vacant. Each such successor shall hold office for the unexpired term and in the
case of the Vice Chair, Secretary or Treasurer, until her successor is chosen and qualified, or
in each case until she sooner dies, resigns, or is removed from office.



Section 6.8 — Annual Leadership Summit. Each year IWIRC conducts a leadership summit for its
Officers, Directors and Network Chairs. Each Network is required to send at least one officer
or director to the summit.

Article VIl - Board of Directors

Section 7.1 - General Powers. The business and affairs of the Network shall be managed by its
Board of Directors.

Section 7.2 - Number and Election. Subject to the provisions contained in Article VI, the Network
Board of Directors shall consist of the Officers of the Network, the Chairs of each of any
committees created by the Board, the immediate Past Chair, and not less than two (2)
additional Members. At any meeting, the Board of Directors may increase the number of
Directors as it deems appropriate. The Board of Directors of the Network shall make an
affirmative effort to ensure that the composition of the Board of Directors of the Network is
representative of the membership in the proportion of attorney and non-attorney Directors.
As all Members of the Network must be members of IWIRC, all members of the Board of
Directors of the Network must be Members of IWIRC.

Section 7.3 - Tenure. Each elected Director shall hold office for a term of one year or until she dies,
resigns or is removed. It is expected that members of the Board of Directors shall not serve
for more than six (6) years.

Section 7.4 - Resignation. Any Director may resign at any time by giving written notice of such
resignation to the Board of Directors. Such resignation shall be effective at the time specified
therein, or if no time is specified, upon receipt by the Board of Directors.

Section 7.5 - Removal. A Director may be removed or suspended for good cause by an affirmative
vote of a majority of the Board of Directors then in office at a regularly scheduled Board of
Directors’ meeting or at a special meeting called for that purpose, provided that such Director
is given at least thirty (30) days’ notice of the proposed removal and the reason therefore, and
an opportunity to be heard at the meeting, and that notice of the proposed removal is given in
the notice of meeting. In the absence of good cause shown, failure regularly to attend Board
of Directors’ meetings shall constitute cause for removal. Except as excused for good cause
shown, three (3) absences from regular Board of Directors’ meetings during any one term
shall constitute failure to regularly attend Board of Directors’ meetings.

Section 7.6 - Vacancies. Any vacancy on the Board of Directors, including a vacancy resulting from
the enlargement of the Board of Directors, may only be filled by a majority vote of the Primary
Affiliated Members attending a meeting called for such purpose. Despite the existence of one
or more vacancies in their number, the Board of Directors shall have and may exercise all
their powers and that vacancy shall reduce the number needed for a quorum.



Section 7.7 - Committees. The Directors may, by a vote of a majority of the Directors then in office,
establish one or more committees and delegate to any such committee or committees such
powers as are necessary for the committee to carry out its functions, except those which by
law or by the By-laws of IWIRC they are prohibited from delegating. Examples of committees
include: program committee, membership committee, public relations/communications
committee, community service committee, newsletter committee, website committee, and
events committee. The Chair of any committee will be a member of the Board of Directors. The
chair of a committee, with the approval of the Board of Directors, may appoint the members of
any committee, and such members shall so serve at the pleasure of the Board of Directors.

Section 7.10 - Annual Meeting and Regular Meetings. The Board of Directors shall meet regularly,
but in no event less than once a year. Meetings of the Board of Directors shall be held at such
time and place as determined by the Board of Directors. At least one meeting a year must be
held in person; other meetings may be held telephonically.

Section 7.11 - Special Meetings. Special Meetings of the Board of Directors may be held at any
time when called by the Chair. Special Meetings of the Board of Directors shall be called by
the Secretary upon written application of at least three (3) Members of the Board of Directors.

Section 7.12 - Notice of Meetings. Notice of the time and place of each meeting of the Board of
Directors shall be given to each Director by mail, or e-mail address, at least fifteen (15) days
before the meeting. Such notice shall be addressed to the Director at her usual or last known
business mailing or e-mail address. If notice is given via e-mail, confirmation of said notice
shall be retained by the Secretary. Whenever notice of a meeting is required, such notice
need not be given to any Director if a written waiver of notice, executed by her before or
after the meeting is filed with the records of the meeting, or to any Director who attends the
meeting without notice and without protesting prior thereto or at its commencement the lack
of notice to her. Neither such notice nor waiver of notice need specify the purposes of the
meeting, unless otherwise required by law.

Section 7.13 - Quorum. At any meeting of the Board of Directors, a majority of the Board of Directors
then in office shall constitute a quorum.

Section 7.14 - Action by Vote. When a quorum is present at any meeting, a majority of the members
of the Board of Directors present and voting shall decide any question, unless otherwise
provided by law or by the By-laws of IWIRC.

Section 7.15 - Action by Writing. Any action required, or permitted to be taken, at any meeting of the
Board of Directors may be taken without a meeting if all the members of the Board of Directors
consent to the action in writing and the written consents are filed with the records of the meetings
of the Board of Directors. Such consents shall be treated for all purposes as a vote at a meeting.

Section 7.16 - Presence Through Communication Equipment. Unless otherwise provided by law,
members of the Board of Directors may participate in a meeting of the Board of Directors
by means of a telephone conference or similar communications equipment by means of
which all persons participating in the meeting can hear each other at the same time, and
participation by such means shall constitute presence in person at a meeting. A conference
among members of the Board of Directors by telephone or similar communications equipment



by means of which all persons participating in the conference can hear each other at the
same time may constitute a meeting of the Board of Directors if the same notice is given of
the conference as would be required for a meeting, and if the number participating in the
conference would be sufficient to constitute a quorum at a meeting.

Article VIIl - Nominating Committee/Election of Officers and Directors

Section 8.1 - Composition. The Chair shall appoint a Nominating Committee within three (3) months
of the Annual Meeting of the Board of Directors. The Nominating Committee shall consist of
at least three members of the Board of Directors, one of whom shall be the immediate Past
Chair. The Nominating Committee will be chaired by the immediate Past Chair.

Section 8.2 - Duties. The Nominating Committee shall present nominations for the Officer positions
listed in Article V, and for Director positions on the Board of Directors to the Board of Directs.
Members of the Nominating Committee may be nominated for office, if the Nominating
Committee deems such nomination to be in the best interests of the Network. The Nominating
Committee shall (i) solicit nominations for Board of Director positions from Members by
transmitting to each member a notice of vacancy in both Board of Directors and Officer
positions; (ii) obtain a written summary of the qualifications of each potential nominee; (iii)
prepare a slate of one or more names for each vacant office; and (iv) consider as part of the
selection process, the Network’s goal of diversity in geography (if applicable), practice area
(e.g. attorneys and non-attorneys), ethnicity and life experience. The Nominating Committee will
also consider in its deliberations, petitions received for an Officer or Board of Directors’ position,
when such petition is signed by five or more members and forwarded to the Nominating
Committee no later than four (4) weeks prior to the Annual Meeting. All Officers and Directors
must be Members of IWIRC in good standing and must consent to their nomination.

Section 8.3 - Elections. Elections for open officer and director positions shall occur once a year,
as applicable to the positions that are open for election during the following year. After the
Nominating Committee has presented the slate to the Board of Directors of the Network, and
the Board has approved the Ballot, the Ballot will be submitted to all members of the Network.
Only Members of the Network who are primarily affiliated with the Network may vote. Ballots
shall be required to be returned to the Secretary of the Network in sufficient time for newly
elected officers and directors to assume their positions at the next Annual Meeting.

Article IX - Notice

Section 9.1 - General. Any notice required by these guidelines shall be deemed given as
appropriate if by e-mail or regular mail so long as it has not been returned as having
insufficient address (in whatever language this is noted). Said “return” of the notice shall
place an affirmative obligation on the Secretary to make a reasonable attempt to find a better
address to serve the notice or, if notice was given by e-mail, to then serve a “hard copy” of
the notice by 1st Class Mail at the last known address. It is recommended, but not required,
that the Secretary solicit confirmation of receipt of notice where major actions are being
undertaken (e.g. an election, or amendment or approval of the By-laws).



Article X - Compensation; Personal Liability; Disclosure of Interest

Section 10.1 - Compensation. No Officer or Director shall receive any compensation for serving in
such capacity. Members and Directors of the Board of Directors shall not be precluded from
serving the Network in any other capacity and receiving compensation for any such services.

Section 10.2 - No Personal Liability. Unless otherwise provided by applicable law, the Members,
Officers and Directors of the Network shall not be personally liable for any debt, liability or
obligation of the Network. All persons, corporations or other entities extending credit to,
contracting with, or having any claim against, the Network, may look only to the funds and
property of the Network for the payment of any such contract or claim, of for the payment of
any debt, damages, judgment or decree, or of any money that may otherwise become due or
payable to them for the Network.

Section 10.3 - Disclosure of Interest. No Members, Director or Officer of the Network shall have
any personal financial interest, direct or indirect, in any contract relating to the business
conducted by the Network, or the furnishing of supplies to the Network, unless authorized
by a concurring vote of two-thirds of the disinterested members of the Board of Directors,
even though the disinterested members of the Board of Directors be less than a quorum, and
provided that the material facts as to her interest in such transaction are disclosed or are
known to the Board of Directors.

Section 10.4 — Insurance. IWIRC International maintains D&O insurance which covers the members of
the International Board. IWIRC International has procured, effective January 1, 2012, liability
a insurance which covers the International Board and the U.S. networks. IWIRC International
recommends that individual network boards of non-U.S. networks review coverage options
as applicable or necessary for their jurisdiction(s). As further protection, IWIRC International
recommends that a standard waiver (which can be found on the website) be used for all
events as part of registration.

If insurance is procured by a network on its own behalf, suggested minimum insurance
includes:
e $1,000,000/$2,000,000 General Liability Insurance; to include hired and non-owned auto
coverage.

e $1,000,000 Directors & Officers Liability insurance; protects the Board of Directors, should
they be named in a suit;

e Umbrella coverage if the network feels more comfortable with higher liability limits.



Article Xl — Idemnification

Section 11.1 - General. The Network shall, to the extent legally permissible, indemnify each of its
present and former Officers, Directors and agents against all expenses and liabilities which
said persons have reasonably incurred in connection with or arising out of any action or
threatened action, suit or proceeding in which said person may be involved by reason of
being or having been an officer, director, employee or agent of the Network, such expenses
and liabilities to include, but not limited to, judgments, court costs and attorneys’ fees and
the cost of reasonable settlements, provided no such indemnification shall be made in
relation to matters as to which such persons shall be finally adjudged in any such action, suit
or proceeding not to have acted in good faith in the reasonable belief that her action was
in the best interests of the Network. The Network may reimburse said person for expenses
incurred in defending a civil or criminal action or proceeding after conclusion of the action
or proceeding and only to the extent that there are funds available to pay said costs and
expenses. The Network shall have no obligation to reimburse any costs and expenses, and
any criminal penalties, to the extent an Officer, Director or agent has been determined to
be criminally liable by a court of competent jurisdiction. In the event that a settlement or
compromise of such action, suit or proceeding is effected, indemnification may be had, but
only if the Board of Directors shall have been furnished with an opinion of counsel for the
Network to the effect that such settlement or compromise is in the best interest of the Network,
and if the Board of Directors (not including the vote of any person seeking indemnification
hereunder) shall have adopted a resolution approving such settlement or compromise.

The foregoing right of indemnification shall not be exclusive of other rights to which any
Director, Officer or Member may be entitled as a matter of law.

Article Xll - Dissolution

Section 12.1 - General. The Network may, subject to applicable provisions of law, be dissolved by
either (i) the affirmative vote of a majority of the Members voting, or (ii) at the discretion of the
Board of Directors of IWIRC International, for the Network’s non-compliance with its charter,
these Rules of Operation and the By-laws of IWIRC. If a network is dissolved in accordance
with Section 12.1(i), then upon such vote, notice by the Network to IWIRC must be provided
immediately after such a vote for dissolution. A petition for dissolution may be filed by the
Network in the appropriate state or national court, applying for the authority to dissolve the
Network and to distribute its funds. On liquidation or dissolution of the Network, all properties
and assets remaining, after providing for all debts and obligations, shall revert to IWIRC
International or be distributed as otherwise required in accordance with the applicable law
of the country or political jurisdiction where the Network was located, as determined by the
Board of Directors or a court with jurisdiction over the dissolution.



Article XIll - Miscellaneous

Section 13.1 - Fiscal Year. The fiscal year of the Network shall begin on January 1% of each calendar
year and end on December 31 such year.

Section 13.2 - Receipt and Disbursement of Funds. Funds of the Network shall be deposited in
such bank accounts as established by the Board of Directors. In addition to the Treasurer, the
Board of Directors may designate such other officers to receive and disburse all monies due
and payable to the Network from any source whatsoever, to endorse for deposit checks, drafts,
notes, or other negotiable instruments, and to give full discharges and receipts therefore.

Section 13.3 - Compliance with Charter. The Network, its Officers, Directors and Members will
comply with the language of the Charter as submitted to the IWIRC organization on
(Date of formation) (see Attachment A) and adhere to the duties and obligations set forth by
IWIRC regarding the conduct of the Network.

Section 13.4 — Use of IWIRC Logo. The IWIRC logo may be used by networks using the IWIRC
Brand Identity and Usage Guidelines which can be found on the website and in the IWIRC
handbook. The Logo may not be modified in any way.

ARTICLE XIV - AMENDMENTS

Section 14.1 - General. These Rules of Operation may be amended at any Meeting of the Members
by a two-thirds majority vote of the Primary Affiliated Members present and voting, provided
that the proposed amendments have received prior approval by a two-thirds majority vote of
the Board of Directors, and further provided that notice describing the proposed amendments
has been given in writing or by e-mail to all members at least thirty (30) days in advance
of meeting at which the vote will be taken. Amendments shall be effective immediately
upon adoption. Any such amendments are not effective until such amendments have been
reviewed and approved by the Executive Board of IWIRC International.

Submitted to IWIRC International this ____ day of , 20
By:

(Name)

(Officer of Network)
Approved:

IWIRC International

By:

(Name)

Its




The following is a sample of a proposal to form an IWIRC Network. Other than compliance with the Rules
of Operation which have been provided to you, and the By-Laws of IWIRC, you may include any other
ideas or formats as you believe would be beneficial to your proposed network and its members.

Re: Formal Proposal to be Chartered as an IWIRC Network

Dear IWIRC Board of Directors:

This letter constitutes the proposal for organization of the Network.
1. The Network (the “Network”) is committed to following each of the rules for
IWIRC Networks. The Network will:
a. comply with all the laws, standards of ethics, and be non-discriminatory in word and
deed.
b. always act in compliance with the goals and purposes of IWIRC.
C. use the IWIRC Logo and the name IWIRC in its written materials as described in the
IWIRC By-Laws and Network Rules of Operation. Specifically, the Network will:
(i) only use the IWIRC Logo or name followed by a reference to the Network; the
Network will not use the IWIRC Logo or name alone;
(i) use the IWIRC Logo only with the Network’s name directly below the Logo (for
example, the Network would place under the Logo the words *
Network”); and/or
(i)  use the name IWIRC only with a dash followed by the Network’s name (for
example, IWIRC - Network).
d. be operated on a not for profit basis.
e. have all its members, officers, directors and leaders be and remain members in good
standing of IWIRC International.
f. elect officers and directors in accordance with the Network Rules of Operation
g. hold at least three (3) Network Events per calendar year, at least two (2) of which will
be open to non-members as well as IWIRC members.
h. price Network Events so as to provide reduced rates to members and to account

for Network overhead, administrative expenses, costs of soliciting members and
promoting Network Events and other related costs.



The

organize and price all Network Events to break even.

obtain an employer |.D. number (for U.S. Networks), or the equivalent for non-U.S.
Networks, and establish a fiduciary bank account in Network’s name or for
the benefit of the Network, ensuring that all funds paid by or on behalf of
the Network will flow through this fiduciary bank account.

obtain prior approval for any Network Event for which the Network seeks funding from
IWIRC International.

provide IWIRC with an accounting of income and costs for Network Events for which
the Network has received funding from IWIRC International within thirty (30) days after
such Network Event,

forward directly to the IWIRC Office all IWIRC membership forms or checks received,
and not accept fees for IWIRC membership in the Network’s name only.

send to the IWIRC Office after any Network Event a list of each person attending that
event, which list will include each person’s name, corporate or other affiliation, full
address, telephone number and fax number, if available.

Network’s designated geographic area is proposed to be

Attached is a list of (i) current IWIRC members who have committed to be members of the
Network and (ii) persons who have committed to join the Network who are not current IWIRC
members, but who will be submitting a paid membership application to IWIRC within the next
fifteen (15) days: Please list members and category.

The

Network’s Program Plan for the coming twelve (12) month period and the

activities the Network hopes to pursue are as follows (list at least three events): (Below is an
example Program Plan - yours may vary)

a.

The Network will hold an organizational meeting on in
the (proposed venue.) The event will be funded through

(i) For this meeting, the Network will prepare a mailing list of potential members
and send an invitation to the meeting. The Network’s goal is to attract at
least members. The Network will prepare a directory of members and
communicate such information to IWIRC. IWIRC will provide appropriate
membership materials for the meeting.

(i) At the meeting, the Network will propose the following IWIRC members in good
standing to be the initial officers: List of Officers and Titles.

the second Network program will be held in , and will
include a speaker and a social component.



C. the third Network program will be held in in which
there will be a featured topic and appropriate program content.

d. the Network may also consider hosting an event in conjunction with

| [We] respectfully request that IWIRC’s Networks Chair present this proposal to the IWIRC Board

and respectfully further request a determination respecting the proposal for official chartering

of the Network. The IWIRC members who are committed to be affiliated with the
Network are excited and enthusiastic about the Network and its possibilities.

If you have any questions concerning this proposal or should further information be required, please
call me at [insert telephone number].

Very truly yours,



6. Technology
Instructions for
Networks



Eventbrite allows networks to create their events and invitations, collect and track fees and will
automatically load the event onto the IWIRC “event” list on the homepage as well as on your network
page. It is very easy to use. Please note, you MUST use this system to set up your event to include it on
the website, even if you just have a link to another invitation or document through eventbrite.

Go to www.eventbrite.com

Login with your iwirc------ @yahoo.com address, and password (contact IWIRC headquarters
at 434-939-6002, sbedker@iwirc.com if you do not know your network’s yahoo account and/or
password).

Click on “Create an Event”

Follow the steps on the screen to setup you event. Note you can upload the IWIRC logo or another
graphic if you want and change the background/color of your event.

Mark the event as “private” so it does not show up on general event searches by the general
public.

Even if you are not collecting fees, you need to set up a “free” ticket in step 2.

If you are charging a fee, you can set up different ticket amounts. For example, IWIRC Members
and IWIRC Non-Members.

When you use the system the first time for a pay event, you will need to set up the account
information for the transmission of the funds after the event if you are not using an already
established paypal account.

Under the ticket sales, if you have fees for your tickets, click on “show” where it says “advanced
options”. You can elect to have the charge fees added to the ticket price or included in the price
you select. The system will calculate the fees on per ticket level before you go “live”. We would
suggest that you include the fee when you are setting the price for simplicity sake.

If your network already has a paypal account you can link it to eventbrite to process the payments.
If you use the eventbrite system rather than paypal to collect payments, the fees are smaller, BUT
eventbrite “collects” all the fees and remits payment to your bank account 3 days after the event,
rather than having the payments go immediately into your account. As most network invites are
sent out just 2-3 weeks before an event anyway, | would recommmend just using the eventbrite
system. If you hold an event that has no charge, the system is free to use. For charges, the fees
are listed in eventbrite as below. The prices are reasonable and we believe that the convenience
will be of great benefit to networks. Fees only apply when you make a sale.


http://www.eventbrite.com
mailto:iwirc------@yahoo.com
mailto:sbedker@iwirc.com

e Using the “Advanced Options” under the ticket section, you can calculate the costs BEFORE
making your event go live to see what the total fees are and to ensure that you have the fees
calculated as you would like, either as an additional fee to the attendee or built into the total price.

e After the event is posted, in about 15 minutes, it will automatically appear under the “Event” tab, as
well as on your network page. The homepage will list the next 5 upcoming events with the oldest
dropping off after they have occurred.

¢ Events will disappear from the IWIRC website once sold out, other networks have suggested
making a fictional “expensive” ticket on eventbrite to keep events on their Network’s page.

If you need to collect more details with a registration, you can do the following Go to Manage
e Under Registration, go to Collect Custom Information
¢ Select Collect Information Below for each attendee

¢ |n the right hand column, add any custom questions that you might like to add (i.e., first time
attending a network event, golf clubs needed, are you interested in learning about membership)

As we are working to “brand” events under the categories of Be Inspired. Be Informed. Be Connected,
please format your event title to be exactly Be Connected: (a colon followed by a space) for the
corresponding icon to show up on the IWIRC website home and events pages.

It must be at the very beginning of the event title. This is the same for the other categories as well (be
informed, be inspired).

Example:

“Be Connected: Happy Hour at the Corner Bar”
will show up as v Be Connected Happy Hour at the Corner Bar

Please Note: In order to link your event to the IWIRC website event feed:

e Your event must be live (not a draft or in the past)

e There must be tickets available for purchase. The event can be sold out, but there must be at least
one kind of ticket created under the event

You may choose to use a site that links to eventbrite called mailchimp, which allows for greater flexibility
in designing invitations and managing your invitation lists. To link the two, you just need your API code,
which can be found under your account information in eventbrite.com.

Any questions, please contact IWIRC Headquarters at sbedker@iwirc.com 434-939-6002.
(Updated 12/4/2019)
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o Go to www.flickr.com

e Sign in using your iwirc-------- @yahoo.com account, and your password (contact IWIRC
headquarters if you do not know your network’s yahoo account or password at 434-939-6002,
info@iwirc.com)

e Choose “upload your photos”, follow the instructions to upload the photos you want to send to your
network’s page on the website.

e Don't forget to add tags and captions as those will carry through to the IWIRC site.
e Create a “set” through flickr for each album you want to download onto the site.

e (Go to the IWIRC site, www.iwirc.com

e |ogin to your account (any member designated as a network board member can upload photos or
make changes to your page)

e (o to the “Resources” tab and select “Photo Albums”

e All the photo albums already posted will show up, with a yellow box that says “+Create New
Content”, click on that box.

e Select “Network Photo Album”
* Your network should automatically show up in the network field.

e Fill in the title, date, teaser (this is a description of the photos, i.e. A wonderful time was had at the
D.C. network wine tasting!). You can also add a longer description in the album summary box.

e THE FIRST TIME you load photos, enter your network flickr account, iwirc------- . (contact IWIRC
headquarters if you do not know your network’s flickr account at 434-939-6002, Imusselman@
iwirc.com). Once you have uploaded your first album, this field should automatically fill in for
subsequent postings.

e Click on “Load Albums”. The system will then automatically upload all sets that have been created
under your flickr account and you can then select which album you want to include.

¢ The system will then automatically load your album to be accessed through your page and through
the general photo album-that’s it!

Prepared March 23, 2011 by Shari Bedker, IWIRC Administrative Director (Updated 7/25/2014)
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Adding Content Instructions for
IWIRC Website to Network Pages

¢ Only Network Chairs or Board members can add content
e Before adding content to a Network you must login
News
¢ To add an Announcement
e (lick the News link in your Network page
e (lick the “Create new content” button
e Select Network Announcement
¢ Add the title of the Announcement
¢ Add the date of the Announcement
e Add a teaser, a brief description or detail about the Announcement
¢ Add the Announcement
e (Click Save
Link to video: http://screencast.com/t/IXZigmxOch
Photos
e To add a Photo Album
¢ (lick the Photos link in your Network page
e (lick the “Create new content” button
¢ Select Network Photo Album
¢ Add the title and the date
e Add a teaser, a brief description or detail about the photo album
e Enter your flickr account name then click “Load Albums”
e Select an album
e Add in the any description or detail about the photo album
e Click Save
Link to video: http://screencast.com/t/OvK2j7JZ4
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Sponsors
® To add a Sponsor

e (lick the Sponsors link in your Network page
e (lick the “Create new content” button
e Select Network Sponsor
¢ |n the title: add the company name
e Add the date
e Select the Sponsor Level
e Add the Sponsor’'s Name
e Add the Sponsor’s Logo, click browse and select the logo file (see specs below)
e Add the Sponsor’s website link
¢ Add the Sponsor's Company Summary
e Click Save
Link to video: http://screencast.com/t/iSwsidWoCe
Resizing Sponsor Logos
The logo specs for the Sponsors logos are listed below:
¢ File Size: 200 pixels wide x 120 pixels high
e Resolution: 72 pixels/in
e File Type: RBG jpeg

You'll need an image editing application to resize the logos. For PCs Paint.net works well and it’s free,
you can download it: http://www.getpaint.net/

Link to video on how to use Paint.net to resize the sponsor logos, http://screencast.com/t/1bU7LdPO1]
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IWIRC Network Logo Design Policy (Updated March 2014)

IWIRC Networks may design their own logos to use for local marketing, but the following guidelines must
be followed:

19. The Network logo must specifically identify itself as “IWIRC [applicable local] Network”

20. The E-Board must sign off on the logo before it can be used by the Network. Please send the
prototype of the logo to the Executive Director (Shari Bedker at sbedker@iwirc.com) who will send
for the logo to the E-Board for approval. The Executive Director will notify the Network of approval
or any changes that the E-Board requests.

21. Everything printed or published on-line must also have the official IWIRC International logo on it in
addition to the Network specific logo.
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Network Logos
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Network Logos
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Top Ten Ways to make IWIRC’s Website Work for Your
Network

For your NETWORK:

¢ Did you know that you can upload your own Network documents to your Network’s page?
When on your Network’s page, click news then “create new content”

e Exporting your members is easy through the Network report tool
You can narrow down results by choosing active, inactive or members who have chosen
your Network as an alternate Network (You must be logged into the site to view the IWIRC
Network Report Tool)

¢ Planning an event? Use Eventbrite to have your event shown on the IWIRC website.
Access directions on how to create an event through Eventbrite here

e You can access the list of all current and archived IWIRC events here
Need an idea for an event to host? This is a great place to brainstorm!
(You must be logged into the site to view the IWIRC Archived Events)

¢ Do you want to showcase your Network’s sponsors? Add them to the sponsor portion of your
Network’s page
When on your Network’s page, click sponsors then “create new content”

¢ When board membership changes, be sure to email jeudahy@iwirc.com so the changes will be
reflected on your Network’s page

¢ Do you need a grant for your Network event? Access the Network Grant Request Form through
the Network Tools page.

e Did you know IWIRC has a quarterly newsletter? You can access it here
This is a great way to see what is going on in other networks and promote YOUR Network
too. Don’t forget to take pictures!

e Annual reports are due from each Network in April. You can find a sample of an annual report

template here
Please note if we do not receive your annual report by the due date, you will not receive your

network’s rebate check (this excludes PacRim)

e You can access IWIRC'’s logo on the Network Tools page and create a logo for your Network too!
Please see the Logo Design Policy when creating your Network’s logo
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IWIRC Corporate Rate Structure (as of November 2019)

In an effort to address budgeting needs of firms with a large number of IWIRC members, the IWIRC
Board has approved the following corporate rate structure change:

e Firms with 10-19 IWIRC members, $225 per member, which is $25 off the regular rate.
e Firms with 20-34 IWIRC members, $200 per member, which is $50 off of the regular rate.

e Firms with 35+ or more IWIRC members, $175 per member, which is $75 off of the regular rate.

The corporate discount does not apply to members who may already be paying a reduced rate (ex. Asia
members): However, those members can be included in the worldwide count to determine if a discount
can be applied.

For administrative purposes, we would ask that to the extent possible, you renew all members from your
firm at the same time. This information and more are available on the IWIRC website under membership
FAQ .

If you have any questions or need additional information or you want to set up the corporate rate for
IWIRC members in your firm, please contact IWIRC Headquarters at 434-939-6002, info@iwirc.com.
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IWIRC Dues Structure (as of October 2018)

Membership dues are on a 12 month rolling basis depending on when you join. ie/ if you join March 31,
2019, your membership expiration would be March 30, 2020. Networks receive an annual rebate of $25
per full/regular member paid twice a year (May 1 and December 1)

e Regular Membership $250
e New Practitioner (in practice less than 3 years) $125
e Government or Academic $100

e Student (must be a full time student) $35

Per Agreement, rates in Asia ,Brazil and America Latina networks are reduced with no annual rebate:
e Regular Membership $100
e New Practitioner (in practice less than 3 years) $75
e Government or Academic $50

e Student (must be a full time student) $25

IWIRC Policies & Procedures Handbook TOC



8. IWIRC Logos
and Social Media



Q IWIRC

Brand Identity
and Usage Guidelines

Our Logo Why use corporate identity standards?

Logo Color The corporate identity is a visual representation of a company to the public. When used
Improper Logo Usage properly, elements of an identity contribute to a positive and distinct impression, in the
Tag Line Usage minds of the viewers.

Consistent implementation of graphics, copy and color are vital. This style guide will assist
Typography

Corporate Color Palette

you in protecting and maintaining one of our most valuable assets.

Logo Artwork Files

August 12,2010

@ |W|RC Our Logo

Brand |dentity Our logo consists of a graphic symbol and a wordmark together in a distinct lockup. This logo should never be redrawn
and Usage Guidelines or altered in any way.The logo is available in several file formats for your convenience.

Please use the artwork provided and review the documents in this guideline before applying the logo to your specific
application. Consistent and appropriate use of the logo will ensure successful representation of our identity.

Our Logo

Logo Color

Improper Logo Usage I W I R
Tag Line Usage

Typography
Corporate Color Palette

Logo Artwork Files

August 12,2010
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@ IWIRC Logo Color

Brand |dentity The full color version is preferred, but other versions are included for those times when full color is not an option.
and Usage Guidelines

9 When placing the logo on a colored background choose the version that will produce the most contrast. The full color
logo looks best on a white or a very light background. When printing on a dark or medium color background it is best to
reproduce this logo in one color. See samples below.

Our Logo
Logo Color

Improper Logo Usage @ I W I R ‘

Tag Line Usage

Typography
Corporate Color Palette

Logo Artwork Files

& IWIRC

August 12,2010

@ IWIRC Improper Logo Usage

Brand Identity
and Usage Guidelines

Do not alter the colors of the logo.

Our Logo

Logo Color @
Improper Logo Usage I W I R C

Tag Line Usage

Do not place the logo in a shape.

Typography

%)
Corporate Color Palette @ I W I R C

° & wirc

° © IWIRC

Do not reproportion the elements of the logo.

Do not try to recreate any part of the logo.
Use the artwork provided.

August 12,2010
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Q IWIRC

Brand Identity
and Usage Guidelines

Our Logo
Logo Color
Improper Logo Usage

Tag Line Usage
Typography

Corporate Color Palette

Logo Artwork Files

August 12,2010

Q IWIRC

Brand Identity
and Usage Guidelines

Our Logo
Logo Color
Improper Logo Usage

Tag Line Usage
Typography

Corporate Color Palette

Logo Artwork Files

August 12,2010

IWIRC Policies & Procedures Handbook

Tag Line Usage

The tagline “connecting women worldwide" is a corporate message that may be used in a variety of applications such as
advertising, brochures, banners, and exhibits. This page provides some basic standards by which it can be used, both with
the IWIRC logo and independently.

Using the tag line with the logo
When using the logo and tag line together as a unit please use the artwork files provided.

Q IWIRC

Using the the tag line without the logo
When using the tag line as a graphic element, independant of the logo, use the artwork provided.
Do not attempt to recreate the logo with text.

If using the tagline within a sentence, or as a headline within regular text, please do not use the logo, treat it as you
would any other text.

Typography

Though the primary goal of typography (text) is to communicate ideas and facts, it is also an essential tool for
maintaining visual consistency throughout all corporate, marketing and product material. It is critical to use the
corporate type families. By doing so, it will help build brand recognition of our company.

MYRIAD REGULAR
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz 1234567890

Consectetuer adipiscing elit, sed diam nonummy nibh euis mod tincidunt ut laoreet dolore quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat.

MYRIAD BOLD

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz 1234567890

Consectetuer adipiscing elit, sed diam nonummy nibh euis mod tincidunt ut laoreet dolore quis nostrud exerci
tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat.

MYRIAD ITALIC

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopgrstuvwxyz 1234567890

Consectetuer adipiscing elit, sed diam nonummy nibh euis mod tincidunt ut laoreet dolore quis nostrud exerci tation ullamcor-
per suscipit lobortis nisl ut aliquip ex ea commodo consequat.

MYRIAD BOLD ITALIC

ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz 1234567890

Consectetuer adipiscing elit, sed diam nonummy nibh euis mod tincidunt ut laoreet dolore quis nostrud exerci tation
ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat.



Q IWIRC

Brand Identity
and Usage Guidelines

Corporate Color Palette

Our Logo

Primary Colors
PURPLE GREEN

Logo Color PMS:  2593c PMS:  368c

CMYK:  c:55/m:85/y:0/ ki CMYK:  c:45/m:0/y:100/ k:0
RGB: 11140/ g:67 / b:162

Improper Logo Usage

Tag Line Usage

Complimentary Colors

Typography ORANGE
Corporate Color Palette : 285C PMS 4625¢
80/ m:15/ A CMYK: ¢/ m:60/y:100/k:0

Logo Artwork Files RGB:  r:255/g:130/b:0

PMS, CMYK, or RGB?

August 12,2010

Q@ IWIRC

Brand Identity
and Usage Guidelines

Our Logo

Logo Color

Improper Logo Usage
Tag Line Usage

Typography

Corporate Color Palette
Logo Artwork Files

August 12,2010
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PMS

These are custom inks. This format is
preferred for tshirts, silk-screened promotional
items, printed stationery, and other items
where a limited palette is okay. PMS will give

CMYK

This is the version to use for most print

applications using 4 color process printing.

Examples would be color brochures or
magazines.

RGB

This version will give you the best color
reproduction for web and other on-screen
applications. This is also the color format
preferred by many Microsoft applications.

you the most accurate reproduction of the
colors.

Logo Artwork Files

Artwork for the logo is available in several file formats. Descriptions of available file formats and their typical uses are

provided below.

Q IWIRC

iwirc_logo_pms.eps
iwirc_logo_cmyk.eps
iwirc_logo_rgb.eps
iwirc_logo_black.eps
iwirc_logo_white.eps

iwirc_logo_rgbjpg
iwirc_logo_rgb.png
iwirc_logo_black.png
iwirc_logo_white.png

Q IWIRC

connecting women worldwide

iwirc_logo_wtag_pms.eps iwirc_logo_wtag_rgbjpg
iwirc_logo_wtag_cmyk.eps iwirc_logo_wtag_rgb.png
iwirc_logo_wtag_rgb.eps iwirc_logo_wtag_blackpng
iwirc_logo_wtag_black.eps iwirc_logo_wtag_white.png

iwirc_logo_wtag_white.eps

connecting women worldwide

iwirc_tagline_pms.eps
iwirc_tagline_cmyk.eps
iwirc_tagline_rgb.eps
iwirc_tagline_black.eps
iwirc_tagline_white.eps

iwirc_tagline_rgb,pg
iwirc_tagline_rgb.png
iwirc_tagline_black.png
iwirc_tagline_white.png

EPS

Scalable vector (line) artwork. This allows for the artwork to be sized to
any size without loosing quality. Best format for print production.

JPEG

Compression format developed primarily for screen reproduction. This
is the easiest format for import into web programs, and Miicrosoft
products. When using files of this type always scale down for resizing,
Do Not Scale Up.

PNG
Similar to JPEG, but artwork has a transparent background which
makes it easier to place on a background other than white.

PMS

These are custom inks. This format is preferred for tshirts,silk-screened
promotional items, printed stationery, and other items where a limited
palette is okay. PMS will give you the most accurate reproduction of
the colors.

CMYK

This is the version to use for most print applications using 4 color
process printing. Examples would be color brochures or magazines
RGB

This version will give you the best color reproduction for web and

other on-screen applications. This is also the color format preferred by
many Microsoft applications.

TOC



“Be” Logos

As we are working to “brand” events under the categories of Be Inspired. Be Informed. Be Connected,
please format your event title to be exactly Be Connected: (a colon followed by a space) for the
corresponding icon to show up on the IWIRC website home and events pages.

It must be at the very beginning of the event title. This is the same for the other categories as well (be
informed, be inspired).

Example:

“Be Connected: Happy Hour at the Corner Bar”

: Be Connected Happy Hour at the Corner Bar

will show up as

Inspired

"Be Informed

'Be Connected
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IWIRC International Social Media links

ﬂ https://lwww.facebook.com/IWIRCIntl

g https://twitter.com/iwirc

m https://www.linkedin.com/company/iwirc

r@ https://www.instagram.com/iwirc_international

G https://www.youtube.com/user/IWIRC
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9. INIRC Headquarters
Administrative
Procedures



Annual Responsibilities

The Executive Director is responsible for working with the 3 party CPA on the preparation of the IRS
Form 990 Return of Organization Exempt from Income Tax. The Executive Director will submit the form to
the Treasurer for their review. After approval from the Treasurer, the Executive Director will authorize the
CPA to submit Form 990 to the IRS.

The Executive Director will create the annual budget and submit it to the Treasurer for review and
comment. After all revisions have been completed, the finalized budget will be sent to the Treasurer in
order to be reported to the Executive Board for review and approval and the submitted to the full Board.

Membership

IWIRC accepts members throughout the year. Members pay annual dues based on the month they
started with IWIRC. The dues breakdown by type is as follows:

e Contributing Member - $275
e Regular Member - $225

Judicial/Government Member - $75

Member (Less than 3 years working in the field) - $95

Full-Time College Student - $20

Members of the Pacific Rim Networks receive a $50 discount on their annual dues since their
Networks do not receive an annual rebate check.

Members can sign up for a new membership or renew their memberships through the IWIRC web-site.
The payments are posted through PayPal. The payments are moved from PayPal into the Business
Checking account. Members also have the option of paying by check, credit card or wire transfer. All
payments (even PayPal) are posted in QuickBooks.



Sponsor Pledges

IWIRC receives Sponsor Pledges from some of the members and/or their firms. There are seven tiers.
They are as follows:
e Titanium - $7,500
Diamond - $5,000
Platinum - $3,000
Gold - $1,750
Individual - $250

Invoices are sent out accordingly and payments are deposited into the Business Checking account.
Spring Luncheon and Fall Conference Registration Fees

IWIRC receives payments for the Spring Luncheon in April and the Fall Conference in October. The
funds are received either through check, credit card, wire transfer or through the online registration
program (Cvent). The payments from Cvent are automatically posted to the checking account.

Leadership Summit

The Leadership Summit is an annual meeting that occurs in July. The income received is solely through
sponsorships. IWIRC pays travel stipends based on Travel Stipend Policy on page 30 for network
representatives to attend the Leadership Summit.

Monthly Responsibilities
The Executive Director will reconcile the Business Checking and Morgan Stanley Account Statements.

After the SunTrust Checking and Money Market accounts have been reconciled, the following financial
reports need to be processed:

e (Checking Account Statement,

e Morgan Stanley Statement, as applicable,

e Budget with Actuals,

e Balance Sheet,

e Profit and Loss (Expanded and Condensed), and
* Expenses by Account

These reports will be sent to the Treasurer for their review.



On-Going Responsibilities

The Executive Director is responsible for maintaining the IWIRC Financials, checking accounts,
QuickBook files, PayPal account and IWIRC website.

Expense Line Iltems

The income and expenses are registered in QuickBooks Professional 2013. The income comes from the
following sources:

The following are some of the major line items of expenses.
Liability Insurance
There are two insurance policies.

1. The Business Liability insurance is provided by Philadelphia Insurance Companies. The policy
number is with an effective date of April 25, 2013 through April 25, 2014. The limit is $1,000,000
with a deductible of $500.

2. Directors and Officers Liability insurance is provided by Downs and Associates. The policy number
is PHSD424830 with an effective date of July 2, 2013 through July 2, 2014. The limit is $1,000,000.

The policies are on file at the Executive Director’s Office.
Paying the Bills

The bills generally come in three categories: those submitted by our vendors (such as Insurance),
Network Grants (on an as requested basis), Network Rebates (processed in May and December) and
those submitted by our members seeking reimbursement.

The Networks receive rebates of $50 per member on a semi-annual basis. The Pacific Rim Network does
not receive the rebates so their members receive a $50 reduced membership fee for the Contributing
and Regular Members.

With respect to bills submitted by vendors, those are usually for expected amounts. Unless some
question is raised, they are paid in the ordinary course.

Maintenance of the Membership List

The Executive Director is responsible for maintaining the membership list through the IWIRC website.
The membership list contains information concerning payments received as a double check of dues
entered in QuickBooks.



IWIRC maintains one primary account at SunTrust Bank. It is a Business Checking account ending in 7910.
The Business Checking account is used to receive membership dues (either through check, wire transfer
or credit card), payments received for conferences and meetings, and to pay IWIRC bills and expenses.

The Treasurer, Executive Director and Chair are the signatories for the account.

IWIRC has a Morgan Stanley Account in which several Certificates of Deposit are held. These certificates
are currently short term and will be redeemed only if there is a need. Normally, when the term for the
certificates is up they are rolled over into new certificates.

The Treasurer, Executive Director and Chair are the signatories for the account.



This template is intended to provide the networks with rules of operation supplementary
to the by-laws of IWIRC International .

Each network should fill in the blanks, address bolded instructions as appropriate and
submit a copy to IWIRC International.

Networks shall not include any provisions that violate the by-laws of IWIRC International
Material deviations from this template require approval from the board of IWIRC International.

From time to time, the board of IWIRC International shall, at its discretion, make amemdments
to these network rules of operation.

Networks will be notified of changes to these guidelines.

1. Check with colleagues (attorneys, bankers, accountants, turnaround managers) to see if interest
from a core group in working to set up a network. Four people are required to commit to joining
IWIRC to start a network.

2. Plan an Interest Meeting: Invite colleagues to hold an informal gathering (lunch, coffee, cocktails,
etc.) to talk about the benefits of establishing a local network, including networking and
professional support (see attached benefits of membership information)

3. Verify with your local government if any restrictions or approvals that are needed. The U.S.
does not additional approvals beyond steps 4 and 5 from IWIRC, but we have found that other
jurisdictions require additional paperwork.

4. Complete and send to my office the proposal to establish a network.

5. Complete and send in “Network Rules of Operation”. Please note the attached is a template and
can be adjusted to accommodate the local network’s preferences for local board structure and
other minor items.

6. The proposal and network rules of operation are sent to the Executive Committee for review and either
approval, or questions. The review and approval is handled in less than a week in almost all cases.

7. Upon approval, a network webpage is setup, a press release and announcement go out to all
member and the press and instructions are sent to the local Network committee for setting up
events, photos and news on their webpage.

8. One thing to note, the annual dues are USD$250 with USD$25 of that going back to the network
twice a year, so that the network gets a rebate of USD$50 per member to help support the network.

9. There are quarterly calls as well as 3 in person meetings that network chairs are encouraged to
attend to share ideas and information to build a strong network. The 3 in person meetings are
usually in the U.S. but as our worldwide presence continues to grow, one of those yearly meetings
may be outside of North America in the future.



Behind the Scenes: Once Your Network Proposal is
Submitted

1. IWIRC Headquarters receives your paperwork

. All appropriate members are moved to their new network

2

3. New board members are added to the website

4. IWIRC International will send the network chair Eventbrite information
5

. IWIRC Headquarters will ask you for your EIN number (if you re in the U.S.) and where you want
your $500 new network grant sent.

6. Network chairs will be notified as new members join the network.

IWIRC Policies & Procedures Handbook TOC



Onboarding a New IWIRC Network

* Network documents — local storage
e Shari will email the documents to you or she’ll place them in your inbox
¢ Save them to the t-drive
e T-drive > IWIRC Files and Documents > Network Bylaws and Signed Network Rules
* Print hard copies of each document
* Create a folder for the new network

e Place the folder in the filing cabinet > IWIRC Regional Events | Networks | Speaker Bureau
Apps

* Network Documents Storage — online
e Shari will email you the documents to upload to the website
¢ Go to the IWIRC website
e (lick on the network
e Click on news on the left sidebar
e (lick the yellow “create new content” button
* Move all members to the new network
¢ |WIRC.com
* CMS
o Edit
* Tools
e Custom Query
e Build a report for al members in state/network that need moved
¢ Search for those members on the site

* Change their primary network

IWIRC Policies & Procedures Handbook TOC



¢ New Board Members

¢ Using the new charter document, upload the new board

Search for member

Click the ‘wheel’

Click on the ‘positions’ tab

Click ‘add position’ and update appropriately
Click on ‘networks’

Click on board on the left sidebar

Drag and drop board members to list as reported

e Set up Yahoo ID

* Add Yahoo Id and password to excel

* Add network to Network History (don’t forget to update the number of networks tab)

e T-drive > IWIRC Files & Documents > Lists and Transmittal > IWIRC Network History

¢ Add network chair to list of current chairs

e T-drive > IWIRC Files and Documents > Network Chairs > Network Chair History

e Add network chair to CC

* Issue press release (Carole)

¢ Send to new board:

e T-drive > IWIRC Files & Documents > Grant Reports > IWIRC Network Request Form

Ask them for website blurb
Ask for new EIN number and record

Send the network grant request form and information

Ask network where to send the $500 new network grant

* Send new network board Eventbrite, photo and updating instructions website plus resource
documents

Add Network Grant to grant excel list once it’s received back

IWIRC Policies & Procedures Handbook
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The following schedule has been established for INIRC awards:

WOYR Award
- awarded at the IWIRC Spring Conference
- deadline for nominations is February 15th

Founders Awards
- awarded at the IWIRC Leadership Summit
- deadline for nominations is May 15th

Rising Star Award
- awarded at the IWIRC Fall Conference
- deadline for nominations is August 15th

IWIRC memberships are supposed to be renewed a year after their last renewal. Memberships expire if
they do not renew. You will receive renewals in your info@iwirc.com inbox daily and by check occasionally.
Every few days (at least once a week), you will be responsible for printing out these renewals, marking
them with an “R” for renewal and “QB:” for QuickBooks, and putting them in Brandi’s inbox.

If you receive a renewal by check:
e Log in to iwirc.com
e Search the directory for the name given on the renewal
e (lick the “settings” gear symbol on the top right of the member profile
e Select the “Payments” tab
e (Click “Add a payment”
* |nput the transaction date
¢ |nthe “Transaction ID” section, put the check number (ex. Check #1234)

¢ |nput the expiration date to be a year from the renewal date on the last day of the month, for
example someone that renews on 10/15/2021, their renewal date will be 10/31/2021

¢ On the renewal paper, write “IWIRC:” and then the date you are processing the renewal

e Then continue with the steps in the above description


mailto:info@iwirc.com

Individuals (men or women) can become an IWIRC member at any time. You will receive new members
daily in your info@iwirc.com inbox. Print these out every few days (at least once a week) with the
renewals and put an “N” for new at the top. If the new member page comes with a corresponding

PayPal payment, please follow the directions below. If not, print the new member page and file it in your
“pending new members folder” (there is always a possibility you will receive a check for payment instead
that will come later in the mail — follow the directions for “if you receive a renewal by check” above and
then continue with the below instructions).

New Members MUST DO:

¢ On the new member page that you printed out write “CC:”, “Cvent.”, “QB:” and “Welcome:”
e Open and login to cvent.com and constantcontact.com

e |n Cvent, click “Contacts” in the top right corner

e (lick the green “Create Contact” button

¢ |nput any possible information given on their new member page (email, company, city and state
are required)

e Save and click “Contact Groups” tab

e (Click green “Edit” button

e Select “IWIRC Members” and save

e Date “Cvent:”

¢ |n Constant Contact, go to the “Contacts” tab

¢ (Click the orange “Add Contacts” button and then select “Type in one contact”
e Fill in information (email is required as this is out list-serve)

¢ (Click the blue “+” and check “IWIRC Members” box

e Save and date your “CC:” on new members printed paper

Once new members are inputted into CC and Cvent staple the new member page to the PayPal page
and put in Brandi’s inbox for processing. Once processed, Brandi will pass over to Heidi to make their
welcome package. It is very important to do these steps for ALL new members as they need to be in our
system to receive information, letters, invitations, etc.


mailto:info@iwirc.com

Email Updates

From your email, print out the update
Immediately write “Cvent”, “CC” and “QB” on the update
Update the information in Cvent and Constant Contact, date appropriately

Give to Brandi to update in QuickBooks (QB)

Expiring and Expired Reminders

On the 15th of every month, you will need to send out reminders to members who have expired or are
expiring. You will also send an email to the Network Chairs notifying them that these reminders have
been sent. (Expect to do the renewal process at least twice the week you send these out because you
will have an overflow!)

Expiring Members Export and Email:

Go to iwirc.com and login

On the right-hand side click the black pull-out tab with “CMS” on it
Click “edit”

Select “tools” in the left-hand menu then “custom query”

Scroll down to “Users who have the following payment status:” section
Select “Include members who will expire in 60 days”

Scroll down to “Select the following fields:”

Select “expires”, “firstname”, “lastname”, and “u_email”

Click “Report” then “Download in Excel format”

Save and open the Excel spreadsheet

Sort by “expires” and remove all dates that are further than the 60 day period (Usually, these will
be at the bottom and include dates for the next year)

Select up to 75 emails and paste as BCC into the “Your Membership is Expiring!” email you will
find in the drafts folder

Update the email with the correct dates or language

Send another email with the rest of the expiring members BCC
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Expired Members Export and Email:

Go to iwirc.com and login

On the right-hand side click the black pull-out tab with “CMS” on it
Click “edit”

Select “tools” in the left-hand menu then “custom query”

Scroll down to “Users who have the following payment status:” section
Select “Include alumni (expired members)”

Scroll down to “Select the following fields:”

Select “expires”, “firstname”, “lastname”, and “u_email”

Click “Report” then “Download in Excel format”

Save and open the Excel spreadsheet

Sort by “expired” and only keep the three months before the day of export (ex. If it is 10/17/17 keep
all expired member up to 7/17/17)

Select up to 75 emails and paste as BCC into the “Your Membership has Expired!” email you will
find in the drafts folder

Update the email with the correct dates or language

Send another email with the rest of the expired members BCC

Network Chairs Export and Email:

Go to iwirc.com and login

On the right-hand side click the black pull-out tab with “CMS” on it
Click “edit”

Select “tools” in the left-hand menu then “custom query”

Scroll down to “Users who hold the following positions:” section
Select “Network Board Chair”

Scroll down to “Select the following fields:”

Select “firstname”, “lastname”, and “u_email”

Click “Report” then “Download in Excel format”

Save and open the Excel spreadsheet

Open Network Chair email in your email Drafts

Update the email with the correct dates or language

Paste emails from spreadsheet as BCC

Send



IWIRC Sponsorships

Around the fall conference each year, IWIRC E-Board will begin soliciting for firms and individuals to
become sponsors for the coming years. There are different sponsor levels and you can find them listed with
their opportunities on the t-drive [IWIRC Files & Documents > Sponsorship Information > 2018 Sponsorship
Information > IWIRC 2018 Sponsorship Opportunities]. This is a good sheet to have easy access to as you
will receive many questions about sponsorship details. The 2018 Sponsorship Information folder on the
t-drive will hold a lot of documents that you will need throughout the year. Once sponsorship pledges and
payments begin coming in by email and mail, you will need to complete a few steps.

When You Receive an IWIRC Sponsorship Pledge:

e |Immediately write “Excel” and “QB” on the sponsorship form (these will sometimes come in a less
formal form of an email correspondence)

¢ On the t-drive go to [IWIRC Files & Documents > Sponsorship Information > 2018 Sponsorship
Information> 2018 Sponsorships (Excel Spreadsheet)]

¢ |nput information given on sponsorship form into spreadsheet
e Date “Excel:” and put the form in Brandi’s inbox
When You Receive an IWIRC Sponsorship Payment:
e |Immediately write “Excel” and “QB” on the sponsorship form or payment

¢ On the t-drive go to [IWIRC Files & Documents > Sponsorship Information > 2018 Sponsorship
Information> 2018 Sponsorships (Excel Spreadsheet)]

* |nput date paid, and amount paid
e Date “Excel:” and put the form in Brandi’'s inbox

Adding Sponsors to the IWIRC Website:

You will be responsible for adding all new sponsors to the IWIRC website at the first of every year. This
is part of their sponsorship’s benefits. Have your sponsorship spreadsheet handy (I suggest printing
out to have in front of you) for cross referencing to website. Take note of if a firm changes their logo or
sponsorship level and be sure to adjust if necessary.

e (Go to iwirc.com and log in

e On the homepage go to the “About IWIRC tab” and then “Sponsors”
e Cross reference spreadsheet to what is listed on the website by level
e |flogos and levels remain the same as last year, leave them

¢ |f there are new firm’s sponsoring, you will need to add them in

e (o to the yellow button that says, “Create new content”

e Select “International Sponsor”
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e Fill in blanks with appropriate information (if you do not have marketing information, email the
marketing contact listed on the sponsor spreadsheet)

e Add sponsor logo (resize if necessary for professionalism)

e Save and double check the sponsor information shows up in the right level and order on the
sponsorship page

INSOL is organization that makes up insolvency professionals that primarily perform international work.
IWIRC is partnered with INSOL to provide memberships for our members at a discounted rate if they
join through IWIRC. INSOL new and renewed memberships need to be exported and sent to Tony (our
INSOL contact: tony@insol.ision.co.uk) quarterly. A check will then be written by the bookkeeper to for
these memberships. This must be done April 1, July 1, October 1 and December 31

¢ Log in to the iwirc website
e Export expired and active members
¢ Choose the following fields:

First name

Last name

INSOL
Organization

Address
Address 1
Address 2
Address 3
Address Location
Address Region
Address Country
Address Postal Code
Phone

Fax

Profession

Email

e Sort the spreadsheet by INSOL, then last name. Remove all members who have a O or are blank in
the INSOL column.



e Then resort by expires, then last name

¢ Remove expired members

e Highlight new members from the quarter (in yellow) you are researching, sum the new members;

highlight renewals in blue
e Ask Brandi for INSOL Transaction by Detail Report

e Brandi's report should match this report

e After reconciling with accounting, email the report to Tony, he will forward an invoice once he approves.

Update IWIRC Membership Profiles

Many emails you will receive will be requests to update membership profiles. We encourage members
to do this on their own by using the instructions below. You will also receive email updates in your info@

iwirc.com inbox. When you receive these updates, you must update their emails in Constant Contact
Cvent and then give to Brandi to update in QuickBooks.

How to Update Profile Information (from a member’s point of view):
e Log in to your iwirc.com account
e (Go to “Member Profile” in the top right-hand corner
e (Click “Update” on the left-hand menu
® Proceed to update your information
How to Update Profile Information (from your point of view):
¢ |Login to iwirc.com
¢ Type the name of the member being updated in the member directory search bar
e When member profile is pulled up, click on the gear icon for “settings”
* Proceed to update the members information accordingly

Members can sometimes forget their username and password. When in their profile settings under
the “Personal” tab, set their new password to something generic such as “IWIRC17”. Their username
is always their email address. When you remind them of this and give them their generic password,
encourage them to personalize their password after first login.

e Login

¢ Click “CMS”

e Click “Edit”

e Click “Modules — User”: you will see a list of emails of all members

e (Click on the email you want to remove — a new screen will appear showing the selected email

e (Click “Delete”
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The “important dates” column on the homepage will now include Large Conferences, award deadlines
and regional conferences. Regional Conferences will be defined as “conferences targeting 2 or more
chapters and lasting more than one day.” That should include IWIRC at the Shore, the Ladies on the Vine
(California event), and IWIRC on the Bayou (the New Orleans Spa weekend).

Twice a year, in June and December, you will be responsible for exporting a list of US network regular
memberships. Checks will be made and sent to each network that HAVE SUBMITTED THEIR NETWORK
REPORTS. Please see below the export process.

Exporting Members for Rebate Checks:

Open the Network Rebate spreadsheet in Tdrive > IWIRC Files and Documents > IWIRC Rebates >
IWIRC Network Rebates and create a new spreadsheet in the workbook under today’s date

¢ | og into your iwirc.com account

¢ Run a user export with the following criteria:

¢ Active Members

e First Name

e Last Name

¢ Network

¢ QOrganization

* Expires

e Member Type

e Sort by Network then by Membership Type

e Record # of reduced fee members per Network in IWIRC Network Rebates spreadsheet
e Count reduced fee memberships that are on the report, but do not include them for a rebate
e Sort by Network then by Expires

e Section off with highlighted row each network

e Do a count on # of regular members in each network

e Save spreadsheet to IWIRC Rebates on Tdrive



Record # of regular memberships per Network in IWIRC Network Rebates spreadsheet

Go back to iwirc.com and do an export like above but with expired members, also include “other”.
It's all but the regular members

Record # of expired members per network in IWIRC Network Rebates spreadsheet

Let bookkeeper know that spreadsheet is up to date to write checks

Throughout the year, Networks will have elections and new members will come on and fall of their
boards. Networks are supposed to let you know when this happens. However, at the beginning of
January, you will send out an email to all network chairs to notify you of any change in board. When you
receive notification of a change in a network board, follow the below directions.

How to Update a Network Board:

Log in to iwirc.com

Go to network page and click board

Select the individual you would like to remove or change position
Click the gear indicating “settings” on their profile

Select the “positions” tab

To remove from a position, click “Remove this position”

To add new position, select “Add a position”

In the “Position Type” drop down select either “Network Board Chair” for Network Chairs or
“‘Network Board Member” for other network positions

Specify their position on the board in the “Position Detail” box

If the person is not already on the board, follow these steps to add them from searching their
member profile

When a Network Chair Falls Off the Board:

Add to the Network Chair History spreadsheet in T-drive> IWIRC Files & Documents > Network
Chairs > Network Chair History

Send the now Past Chair a paperweight and letter found on T-drive> IWIRC Files & Documents >
Network Chairs > IWIRC NW Chair Gift Thank You Letter

Update new Network Chairs on the website, under “positions” remove their position, and remove
the position from their Constant Contact record



Active Members Report

e Jools
e Custom Query
¢ Active members
¢ First name
e Last name
e Join date
¢ Primary network
e Download as Excel Spreadsheet
e Save to Desktop

e Note number of active members on spreadsheet

IWIRC Annual Network Reports
Run the report

e Log in to iwirc.com
e (lick the black CMS tab on the right sidebar
e Click Eqit
e (Click Tools
e (Click Custom Query
* Include from Members with the Following Payment Status: Active
* Select from the Following Fields:
e First name
e |Last name
e Email
e Primary network
* Download to your desktop
Sort the report
e Sort by Primary Network
¢ Then Last Name

e Group together the network members to subtotal members for each network
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Reporting

The blank template is housed in the t-drive. You will fill in the total number of members in the network,
(from the report you just sorted), along with the board members information, (active board members
only), you can pull from the website.

e T-drive > IWIRC Files & Documents > Network Annual Reports > Year
e Open template, complete information
e Save as “Network Name Annual Report”

e Save the document a folder titled with the Networks Name

Emailing the report to the networks

The reports are to be emailed to the network chairs, (to both co-chairs, if applicable), and the network
treasurer. The networks must return the reports by the due date to be eligible for their semi-annual
rebates, and for PACRIM networks, grant approvals. This is reflected on both the report and the email
template.

¢ Use the email template housed in the t-drive > IWIRC Network Files & Documents > Network
Annual Reports and listed below.

Regular Network Email Template

It's time to complete the 2017 Annual IWIRC Network Report for your network. Attached, please find the
partially completed report. Membership numbers current as of 1/12/2018 and board members listed are
members that were active when researched.

Please return at your earliest convenience but no later than April 16, 2018. Reminder, networks that fail
to submit this form in a timely manner will forfeit their annual rebate checks: $50 per year, per member,

paid in two installments of $25 each in June and December.
Thank you for your assistance.

Respectfully,



PACRIM Email Template
Dear Yuri,

It's time to complete the 2017 Annual IWIRC Network Report for your network. Attached, please find the
partially completed report. Membership numbers current as of 1/12/2018 and board members listed are
members that were active when researched.

Please return at your earliest convenience but no later than April 16, 2018. Reminder, networks that fail to
submit this form in a timely manner will forfeit network grant approvals.

Thank you for your assistance.

Respectfully,

Tracking responses

Once you send the reports to the networks, you'll want to prepare to track the responses. In the t-drive,
go to >IWIRC Files & Documents > Network Reports > Last Year’s report to find the previous year’s
spreadsheet. Copy the report to a new book, changed the dates and fill in the information you complete.
When the reports begin to return, file them under their network folder after recording the responses onto
your spreadsheet.

Onboarding New IWIRC Networks
¢ Network Documents — local storage
Shari will email the documents to you or she’ll place them in your inbox
Save them in the t-Drive
e T-drive > IWIRC Files & Documents > Network Bylaws and Signed Network Rules
Print hard copies of each document
Create a new folder for the new network

¢ Place the folder in the filing cabinet > IWIRC Regional Events | Networks | Speaker Bureau
Apps

¢ Network Documents — online storage
Shari will email you the documents to upload to the website
Go to IWIRC website
Click on network
Click on ‘News’ on the left sidebar

Click the yellow ‘Create new content’ button



¢ Move all members to the new network
IWIRC Website
CMS
Edit

Tools

Custom Query

Build a report for all members in the state/network that need moved

Search for those members on the IWIRC site

Change the primary network to the new network

e Network Board Members

From the new Network Charter document, update the new board

IWIRC Website

Search for member’s name

Click the ‘wheel’ on their profile

Click on the ‘positions’ tab

Click ‘Add a position’ and update appropriately
Click on Networks

Click on ‘Board’ on the left sidebar

Drag and drop board members to list as reported

e set up yahoo id

e add yahoo id and password to our excel list

e add network to network history (don’t forget to update the number of network tab)

T-drive > IWIRC Files & Documents > Lists and Transmittals > IWIRC Network History

* add network chair to excel list of current new chairs

T-drive > IWIRC Files and Documents > Network Chairs > Network Chair History

* add network chair to constant contact

e Carole - issue a press release on new network

* Send to new network Board

Ask for blurb for their page, or direct them to edit it themselves

ask new network for the EIN (tax id number)

Send network grant request form and information



e T-drive > IWIRC Files & Documents > Grant Reports > IWIRC Network Request Form
ask new network for where to send the $500 new network grant

send network new board Eventbrite, photo and updating instructions website plus resource
documents

Add Eventbrite # to board member

NOTE: The Eventbrite Organizer ID can be found on the My Organizer Profile page. It is trailing
series of numbers that appear at the end of the Organizer Page Url section. If this page url has
been customized, you'll need to click on the “View Profile” link at the bottom of the page. This will
open a new window to the final URL which will contain the Organizer ID.

An example of an Organizer Page Url looks like http://www.eventbrite.com/o/organizer-
name-123456789, the “123456789” being the Organizer ID.

add Network Grant to the grant excel list

T-drive > IWIRC Files & Documents > Grant Reports > Network Grant History


https://www.eventbrite.com/myprofile/

Background Information

The International Women’s Insolvency and Restructuring Confederation (IWIRC) is a tax-exempt
organization under Internal Revenue Code Section 501(c)(6). The tax identification number is
13-3769243. The fiscal year runs from January — December.
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