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Introduction

The purpose of the Employer Advisory Council (EAC) Handbook is to provide
information on managing an EAC. This handbook is a general guide and handy
reference tool for EAC chairs, coordinators, and board members. There are 46
active EACs located throughout California with no two alike. All EACs operate under
the umbrella of the California Employer Advisory Council (CEAC) with a nonprofit
501(c)(6) status.

About the California Employer Advisory Council

The CEAC is managed by a board of volunteers who represent the employer
community. The core of the CEAC Board consists of the corporate officers — the
CEAC President, CEAC Vice President, CEAC Secretary, CEAC Treasurer,

CEAC past president, and CEAC parliamentarian — along with eight regional vice
presidents (RVPs). The appointed committee chairpersons and two members-at-
large make up the rest of the board. The CEAC webmaster and management hotline
consultant are paid consultants.

The CEAC is organized into 8 geographic regions throughout California. Each of the
regions has a minimum of 3 active EACs with as many as 10 EACs in one region.
The RVPs are responsible for the EACs within their respective region.

The CEAC and the Employment Development Department (EDD) have been in
partnership since 1980. The original role of this partnership was to provide for
continuous improvement of job services for employers.
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Background and History

Employer Advisory Councils (EACs) were formed as a result of the
recommendations of a “Blue Ribbon” commission funded by the U.S. Department of
Labor with the task of determining why employers were not using the job services for
which they were paying. The EACs encouraged employer participation with state job
service offices resulting in better service to employers, increased placement of job
seekers, and reduction of the time that individuals were unemployed.

In California, local committees were formed beginning in 1971. In the spring of
1980, 10 representatives from the local organizations met with the Employment
Development Department (EDD) to discuss the formation of a statewide council. In
October 1980, the first statewide council meeting was held. The organization was
named the California Employer Council (CEC).

In 1987, the CEC voted to become a nonprofit, tax-exempt corporation, as this
would permit the CEC to expand its role with local chapters by offering services
including membership. The local chapters would support the state organization
through membership dues. Also, at that time, regional vice presidents (RVPs) were
added to the CEC. The EAC members in each region would elect these RVPs. The
RVP would hold regional meetings to share information about the activities within
each region, to provide a local forum for discussions on the activities of the state
organization, and to establish a more cohesive and unified organization.

In 1995, the CEC changed its name to the California Employer Advisory Council
(CEAC), incorporating “advisory” into its name. This change described the primary
role of the organization and provided a name that links it more closely with the local
advisory councils. EACs demonstrate their commitment to the organization through
financial support, with participation of individual members in work groups, focus
sessions, committees, and as candidates for statewide office.

When the EAC is mentioned, many employers think only of seminars. That is
because EACs have earned a reputation for providing low-cost employer seminars
featuring experts who speak on a wide range of employment-related subjects.

The EACs and the CEAC are valuable for their contributions involving much more
than seminars, including participation in focus groups, sponsorship of job fairs,
scholarships for youth, donations to charitable organizations, and promotion of EDD
programs and services.

The original role of these partner organizations to provide for continuous
improvement of job services has been expanded. This expansion is the
acknowledgment that employment issues are part of all the programs and services
which EDD administers. The CEAC/EDD/EAC partnership is an important and
necessary link between business and government.
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EDD/CEAC Partnership

The EDD and CEAC have been in partnership since 1980. Perhaps the most
important is the allocation of EDD staff time for the CEAC Coordinator and the local
EAC coordinators to assist with the CEAC and local EACs respectively.

The CEAC Coordinator arranges and attends the CEAC board meetings and
provides significant support to the CEAC Board, especially to the CEAC President.
The CEAC Coordinator also provides assistance in planning the annual conference.

The EAC coordinators provide support at the local level such as ordering flyers or
brochures to advertise EAC seminars, maintaining membership lists, marketing the
EAC to local employers, arranging for speakers from different branches of the EDD
(i.e. Unemployment Insurance, Disability Insurance, Workforce Services and Tax)
to speak at workshops, and coordinating the registration table during seminars and
workshops.

This unique partnership allows the EDD to have instant access to California
employers ensuring that they are aware of EDD programs, use EDD services,
abide by state rules and regulations, have necessary information to run successful
businesses, and provide timely feedback regarding issues facing the Department.

Employer Advisory Councils

The EACs are comprised of volunteers representing a cross-section of business
and organizations. There are 46 active EACs located throughout California and
organized into 8 regions. The EACs help promote a stronger partnership between
the EDD and the business community. The EACs, along with EDD staff, provide
information to employers about EDD programs and services, general human
resource and employment law issues, and other relevant employment issues.

Communication between the EDD and local employers helps the EDD identify ways
to improve its services while employers gain a greater awareness of the EDD. The
EACs:

* |dentify employer-related needs and work with EDD staff to recommend
ways to meet them.

» Act as a sounding board for proposed and ongoing EDD policies, programs,
and procedures.

» Co-sponsor employer seminars and webinars with the EDD.
» Support local workforce development efforts.

» Sponsor job fairs.
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» Sponsor veterans outreach programs.

* Provide scholarships to local youth.

Each EAC must set its own goals and determine how to achieve them. Goals must
be specific and realistic.
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EACs by Region

Region 1

Northcoast EAC
North Valley EAC
Tehama County EAC

Region 2

Alameda County EAC
Contra Costa County EAC
East Bay EAC

Gavilan EAC

Marin County EAC
Monterey Bay EAC

San Francisco EAC

San Mateo County EAC
Santa Clara County EAC
Santa Cruz EAC
Solano/Napa Counties EAC
Sonoma County EAC

Region 3

Foothill EAC

Greater Stockton EAC

Merced EAC

Sacramento EAC

South Placer EAC

Stanislaus County EAC
Yuba/Sutter/Colusa/Butte EAC

Region 4

East Ventura County EAC
San Luis Obispo EAC

Santa Barbara EAC

Santa Maria EAC

Western Ventura County EAC

Region 5
Bakersfield EAC
Fresno County EAC
Kings County EAC
Madera EAC

North Kern EAC
Porterville EAC
Visalia EAC

Region 6

Antelope Valley EAC

Los Angeles Metro EAC
San Fernando Valley EAC
San Gabriel Valley EAC
West Los Angeles EAC

Region 7

Desert Communities EAC
Hemet/Temecula EAC
High Desert EAC

Inland Empire EAC
Inland Valleys EAC
Greater Riverside EAC
West Inland Empire EAC

Region 8

Greater Harbor EAC
Imperial Valley EAC
Orange County EAC
San Diego EAC
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CEAC Benefits

Benefits for EACs

Benefits for Members of EACs

Nonprofit, tax exempt status for each
EAC.

Each EAC has its own subdomain on
the CEAC website.

CEAC assistance with tax filing.

A voice in EDD procedure and policy
through links to EDD management.

Participation in EDD surveys and
focus groups.

Access to the CEAC Management
Hotline.

Access to the Conflict Resolution
Help Line.

Reduced fees for monthly/quarterly
seminars.

Opportunity to network with other
business owners and professionals.

Various task force involvement.
Up-to-date legislative information.
A voice at the state level.

Discounts from Compliance Poster
Company.

CEAC Membership Dues

Each EAC pays dues to the CEAC based upon gross receipts received in the prior
fiscal year. The current dues structure is as follows:

Gross Receipts from Prior Fiscal Year |[CEAC Dues
(Jul 1-Jun 30)

$25,000 or less $500

More than $25,000 $1,000
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CEAC Sponsorship Program

Sponsorships assist the CEAC financially and, depending on the sponsorship level,
EACs can receive up to four conference registrations for the annual conference.

Sponsorship level amounts:

Diamond Sponsor — $4,500

» Sponsor Certificate

* Full registration for 4 people at the CEAC Annual Conference
Platinum Sponsor - $2,500

» Sponsor Certificate

* Full registration for 2 people at the CEAC Annual Conference
Gold Sponsor - $1,500 - $2,499

» Sponsor Certificate

* Full registration for 1 person at the CEAC Annual Conference
Silver Sponsor — $751 - $1,499

» Sponsor Certificate

*  50% discount for 1 person at the CEAC Annual Conference
Bronze Sponsor — $500 - $750

» Sponsor Certificate

» 25% discount for 1 person at the CEAC Annual Conference
Honorary Sponsor — $100 - $499

» Sponsor Certificate
* 15% discount for 1 person at the CEAC Annual Conference
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EAC Membership

According to the Internal Revenue Code, in order for the EACs to maintain their
nonprofit status, they must charge a membership fee. Each EAC may set its own
membership fee. The CEAC strongly recommends charging a minimum fee of $25.
Upon joining a local EAC, members are automatically entitled to all CEAC benefits.

Sources for Potential Members

The following sources can be used to help build membership in your EAC:

» Local Chamber of Commerce mailing lists are useful if available with the
chamber’s permission.

+ Past employer seminar attendee lists. After an employer has attended a
meeting, invite the employer to join the EAC.

+ Promote the EAC when attending other business meetings.

« Ask employer members to periodically invite other employers to a meeting
as guests.

» Ask the local Workforce Services manager to keep the EAC informed of
new businesses in the area.

» Sponsor an open house at the local EDD Workforce Services site to
encourage interest.

» Consider representation from different industries including trade
associations, service industries, construction, retail, human resources,
information technology, insurance, the legal field, etc.

» Check local area phone directories.

* Reach out to community businesses.

* Read the local newspaper for information about local businesses.

» Top social media websites and applications.

Other Ideas to Increase Membership
The following ideas may help increase EAC membership:

» Discount or waive meeting fees for guests of members or for first-time
attendees.
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» Promote the CEAC Management Hotline and Conflict Resolution Help Line
as benefits of membership.

» Send out personal, individualized letters to prospective members inviting
them to join their local EAC.

» Each year, conduct a membership drive with a combination of the ideas
above.

+ Welcome gift package.

» Discounts to attend other EAC seminars and events.
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CEAC Organizational Structure

The CEAC is the nonprofit, statewide umbrella organization for 46 EACs which

are generally aligned with the EDD Workforce Services field offices and organized
into eight regions. The number of active EACs changes as some EACs become
inactive and inactive EACs are re-established. The CEAC provides the link between
employers, EACs, and the EDD at the local and state level; formulates policy for the
EACs; and works with the EDD leadership to enhance the partnership.

CEAC Board

The CEAC is comprised of the following Board members:

President — The President presides at all board meetings and may serve
as a member of any committee of the CEAC. The President shall have
the power to appoint the parliamentarian, CEAC committee chairs, and
members-at- large. The President shall serve as a member of any ad hoc
committee created by their authority.

Vice President — The Vice President presides in the absence of the
President, succeeds to the presidency if the President is unable to serve,
and serves at the direction of the President.

Secretary — The Secretary serves as the recording officer for the CEAC
and the Board, is responsible for recording and disseminating the minutes
of these meetings, shall be a member of at least one Committee, and shall
perform other duties as may be assigned by the President.

Treasurer — The Treasurer is responsible for the receiving, disbursing, and
accounting of all funds the CEAC receives, shall be the chairperson of the

Finance Committee, and shall perform other duties as may be assigned by
the President.

Past President — The past president shall participate in strategic planning,
act as liaison to the Board, and shall perform other duties as may be
assigned by the President.

Parliamentarian — The parliamentarian is appointed by the President and

is a consultant, commonly a professional, who advises the President and
board members on matters of parliamentary procedure. The parliamentarian
is responsible for coordinating the update of the CEAC bylaws and running
the election of CEAC corporate officers. The parliamentarian has voting
privileges.
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 CEAC Corporate Officers — The corporate officers include the president,
vice president, secretary, treasurer, past president, and parliamentarian.
These officers shall represent the corporation and serve on the Executive
Board.

* Regional Vice Presidents (RVPs) — The primary role of the RVP is to
communicate information between the CEAC and the EACs. The RVP
should hold quarterly regional meetings for all EACs in the region.

* CEAC Committees — The CEAC committees may include the budget,
marketing, mentoring, speaker database, veterans awards, social media/
website, and technology/equipment committees. Each committee is headed
by a committee chairperson who is considered part of the Board.

* Members-at-Large — The President may appoint up to two members-at-
large to take on projects and activities to assist the CEAC, and have voting
privileges.
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EAC Boards

The majority of the EAC boards may be comprised of the following job titles and
responsibilities:

EAC Board Members

Chairperson Legislative Coordinator

Vice Chairperson Speaker Coordinator

Treasurer Marketing Coordinator

Secretary Membership Coordinator
EAC Coordinator

* Chairperson — Presides over regular meetings and EAC board meetings,
attends CEAC regional meetings, attends the annual CEAC State Conference,
and maintains contact with the EAC Coordinator, the EDD office manager, and
EAC members.

* Vice Chairperson — Presides over regular meetings and EAC board meetings in
the absence of the Chairperson; may chair or work on part of a committee, such
as the speaker or membership committee; and report on committee activities at
EAC board meetings.

* Treasurer — Has charge of and is responsible for all EAC funds, including bank
deposits, membership dues, program registration, and all other funds in the EAC
bank account; pays bills as approved and directed by authorized members of the
EAC board; reconciles bank statements; maintains bank balances and reports
the balances to the EAC board and assists the board in developing the budget.

* Secretary — Records and maintains minutes of all meetings, provides a copy
of the minutes to the EAC board members, maintains the EAC files (including
minutes, correspondence, speaker critiques, master forms, etc.).

* Legislative Coordinator — Provides updates on significant legislation at EAC
board meetings and informs EAC members of pertinent legislation that may affect
California employers.

* Speaker Coordinator — Identifies and contacts qualified individuals to speak at
the EAC meetings, develops calendar of speakers, assists seminar committee
in identifying speakers for the seminars, prepares and sends thank you letters to
speakers, and introduces guest speakers at the EAC meeting. Applies for HRCI/
SHRM recertification credits.

* Marketing Coordinator — Identifies, establishes, and maintains good working
relationships with appropriate media; develops promotional materials for EAC
events; and promotes seminars.
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* Membership Coordinator — Maintains membership lists, responds to inquiries
regarding EAC membership, collects and maintains a list of potential EAC
members, designs and implements recruitment strategies and activities to solicit
new members, and establishes an email distribution list of EAC members to aid
in keeping costs down when using e-marketing tools to market EAC seminars.

 EAC Coordinator — A non-voting member of the EAC board who assists the
board as necessary. Coordinates and distributes announcements, minutes, and
miscellaneous correspondence to members and nonmembers as requested;
assists with outreach to local employers; and attends EAC meetings and CEAC
regional meetings. Refer to “Role of the EAC Coordinator” on the next page for
more information.
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Role of the EAC Coordinator

The EAC Coordinator, WSB Regional SPOCs, and Marketing and Brand
Management (MBM) office all play a critical role in the EAC clearance process. It is
important that all parties have a clear understanding of their responsibility.

This section will clarify the role of the EAC Coordinator with the intention of helping
the coordinators leverage their limited amount of time and reduce unnecessary work.
With competing demands, it has become apparent that service expectations must
be understood by all parties including EAC chairpersons and coordinators alike. In
addition, this section will help to ensure that the EDD, the EDD Workforce Services
Branch (WSB) division chiefs, managers, and division single points of contact
(SPOCs) understand the role of the EAC Coordinator, an EDD staff.

Under the supervision of the EDD office manager, the EAC Coordinator will:

* Be an active participant and EDD liaison at EAC board meetings and
designated committee meetings as a non-voting member.

+ Foster a better understanding between local employers and the EDD.

* Promote and present EDD programs and services to the employer
community.

» Secure EDD program speakers when needed for local EAC seminars.

* Represent the EDD at local meetings and encourage employers to join the
EAC.

» Coordinate the development and distribution of outreach materials for EAC-
related activities.

* Maintain open communications with the EDD office manager and EAC
chairperson.

Note: The EAC Coordinator is prohibited from handling money (checks and cash)
according to EDD policy.

Essential Functions

The EAC Coordinator performs the following functions, subject to the approval of
local management and workload needs:

» Coordinate printing/mailing of seminar flyers and brochures with the SPOC.

+ Complete appropriate forms and submit clearance packages to the SPOC.
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» Maintain an email distribution list of EAC members.

» Maintain mailing list of EAC members.

» Attend local EAC seminars and assist where necessary.

* Maintain EDD informational materials to hand out at seminars.
+ Attend EAC board meetings.

» Attend CEAC regional meetings.

+ Assist with EAC membership drive.

* Notify the SPOC and CEAC Coordinator when a new EAC Coordinator is
appointed.

* Notify the SPOC and CEAC Coordinator when a new EAC chairperson is
appointed.

» Provide the SPOC with suggestions to improve the clearance process and
templates, including reviewing draft worksheets.

» May attend the annual conference.
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Role of the EDD Workforce Services Branch (WSB) Regional SPOC

The role of the WSB Regional SPOC is to:

Act as a liaison among EDD field office staff, EAC coordinators, and other
EDD offices involved in the clearance process. These offices include

Marketing and Brand Management, and the Publication Center (comprised

of reproduction, graphics, composing, and mail operations).

Work collaboratively with EDD staff and respective management to review
and process marketing materials in a timely manner.

Work collaboratively with marketing staff to ensure products are of a
professional nature, free of errors, written concisely, and appropriately
represent the EDD.

Use the EDD Brand Manual (PDF) (eddnet.network1.corp.edd.ca.gov/
services/PA/Documents/EDDBrandManual.pdf) as reference.

Return edited documents to the author for approval and send to the next
level of clearance once approved.

Ensure EAC coordinators complete the Clearance Route Slip (DE 1626).
Ensure mailing lists do not contain duplicate or incomplete addresses.

Work in collaboration with the CEAC Coordinator regarding EAC-related
issues.

Follow established EDD guidelines pertaining to the clearance process.
Train EDD staff on the clearance process and procedures.

Provide clearance-related updates to EDD stafffmanagement on a timely
basis.

Provide MBM with suggestions to improve the clearance process and
templates, including reviewing draft worksheets (this includes suggestions
from EAC coordinators).

Review draft worksheets for EAC publications.
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Marketing an EAC

In today’s fast-paced business climate, employers need to know right from the start
how they will benefit when considering any type of investment, whether it’s training
or joining an EAC. While EACs were designed to partner with the EDD in helping
California employers conduct business more effectively, efficiently, and legally.
EACs will only succeed with the active participation of the employer community and
pre-planned marketing strategies which will enhance the EAC brand identity to the
employer population in general.

Using marketing strategies for an EAC will increase awareness of EDD programs
and services, promote access to low-cost educational employer seminars, and
position the EAC as a leading employer association in California through consistent
outreach efforts. Below are examples of how to market the EAC and its activities.

1. Membership Brochures (should contain the following):
* Membership application
+ History and overview
* Purpose, goals, and objectives
* Membership fee information
» Benefits of membership

2. Directories
» Membership roster (members must agree to being listed on the roster).
» Consultant business directory.
 List available business services on your subdomain on the CEAC website.

3. Feature Articles
* Legislative updates

4. Periodic Meeting Evaluations
 Involve all EAC members.
* Determine what works well and what can be improved.
» Generate marketing ideas and increase member participation as well as
attract new members.

5. Give Back to the Local Community
» Provide scholarships to local youth
* Sponsor job fairs
» Sponsor youth and veteran activities
» Assist with veteran stand downs

6. Marketing Membership Benefits
* HRCI/SHRM Recertification Credits
* Management Hotline
» Conflict Resolution Help Line
» Discount on Compliance Poster Company Products
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HRCI/SHRM Recertification Credits

Visit HRCI credit for HR Professionals (ceac.org/coordinators/hrci-credit-for-hr-
professionals/) for more information.

CEAC Management Hotline

The CEAC Management Hotline provides assistance to business owners and human
resource professionals on a variety of employer/employee-related topics. This is a
benefit that is provided to EAC members only.

For more information, visit CEAC Benéefits (ceac.org/benefits/). Additional information
about this service is also in the Management Hotline (DE 8143) brochure.

Conflict Resolution Help Line

This service provides team conflict resolution for management, visit CEAC Benefits
(ceac.org/benefits/) for more information. Additional information about this service is
contained in the Conflict Resolution Help Line (DE 8143A).

CEAC Website

As a benefit to the EACs, the CEAC website (ceac.org) has been designed to allow
each EAC its own subdomain. EACs have the ability to post information about their
organization on the CEAC website. Some EACs have their own separate website
which can be linked to the CEAC website.

For assistance with EAC postings or linking your EAC website to the CEAC website,
contact CEAC webmaster Sheena Snyder at webmaster@ceac.org.

Information about upcoming EAC seminars, legislative updates provided by the
CEAC Legislative Chair, EAC/CEAC membership information, information about
veterans, and much more are available on the CEAC website.

Compliance Poster Company

CEAC has partnered with the Compliance Poster Company to provide EAC
members with a 20% discount on all compliance posters.

For more information on all of the above benefits, visit the CEAC website
(ceac.org/benefits).

Employer Advisory Council Handbook (INTRANET) Revised November 2021


https://www.ceac.org/coordinators/hrci-credit-for-hr-professionals/
https://www.ceac.org/benefits/
https://www.ceac.org/benefits/
http://ceac.org
mailto:webmaster%40ceac.org?subject=
http://ceac.org/benefits

23
Conducting An Effective Board Meeting

Careful planning is essential for an effective meeting. A meeting is effective when
it achieves its objectives in a minimum amount of time to the satisfaction of the
participants. An agenda should be prepared prior to the meeting and sent to all
participants at least one week before the meeting. The agenda can include:

Introduction

Approval of agenda

Approval of minutes (from prior meeting)
Treasurer’s report

Committee reports

Old/new business

Next meeting date

Action plan for the next meeting

ONOO WM =

Action Plan

The plan should include actions to be taken, who is responsible for action item,

and time required for completion. Include the action plan in the minutes, as these
become part of the next meeting’s agenda. Any items which have not been covered
or can wait until the next meeting will be discussed at the next meeting. If any item is
continually postponed, revisit the necessity of that item and eliminate if it is deemed
unrealistic or unimportant.

Action Person Responsible Deadline

Minutes of the Organization

The minutes are the official records of the organization and reflect the activities and
the business of the organization. Minutes are less formal than articles and bylaws.
There are established formats to follow for minutes. At least one board meeting

per year must be documented by the minutes. There must be a notice sent to all
members of the scheduled meeting that includes the location, time, and agenda.
Minutes are also required of the Board of Directors meetings and any committee
activities. These minutes should also be kept as part of the EAC’s historical records.
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Planning Successful Seminars/Meetings/Workshops

A planning committee should be appointed and responsible for coordinating the
details of a seminar, meeting, or workshop.

First, determine the date, time, location, and length of the event. Workshop topics
and speakers need to be considered during the initial planning stages and confirmed
as soon as possible. Second, develop an agenda and establish committees such as
program/speaker, registration, and marketing committees and assign a chairperson
for each committee. Next, determine whether you will solicit sponsors and have
exhibitors. Appoint someone to be in charge of obtaining sponsorships and getting
exhibitors.

Below is an outline of tasks and timelines for planning an employer seminar. It may
be necessary to adjust the timeline to fit your particular needs.

5-6 Months (prior to the event)
* Appoint seminar chair and committee chairs.
+ Determine location (hotel or other venue) and visit site.
* Get directions.
» Check parking availability.
» Select topics/speakers.
» Determine cost (include cost for meal).
» Determine registration fee.
+ Establish seminar agenda.

4-5 Months
» Set up regular planning committee meetings.
» Sign contract with the venue.
+ Confirm agenda.
» Confirm topics/speakers.

3-4 Months
* Request speaker bios.
* Create mailing list or email distribution list.
» Contact potential sponsors and exhibitors.

2-3 Months
» Order printed material (flyer, brochure, and speaker handouts).
+ Determine meal selections.
» Determine if audio/visual (AV) equipment is needed for speakers.
* Follow up with potential speakers and exhibitors.
* Apply for HRCI/SHRM recertification credits.
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1-2 Months
* Mail seminar flyers.
* Develop attendee list.
* Finalize agenda.
* Develop evaluation form.
» Assign volunteers such as greeters, pick up food/door prizes, etc.
» Develop seminar registration spreadsheet (registration chair).
» Gather attendee packet items/information.

0-1 Month
* Hold planning committee meeting and review all arrangements.
 Distribute volunteer/staff instructions.
» Confirm exhibitor arrangements.
+ Assemble attendee packets (include evaluation forms).
» Make and print attendee name tags.
» Contact the venue and review meeting room space, set up, meals, etc.
* Print HRCI/SHRM certificates.

Day of Seminar
* Meet with the venue personnel.
* Make sure all meeting rooms are in order.
* Check A/V equipment.
* Greet speakers, exhibitors, and sponsors.
» Hand out and collect evaluation forms.

Follow up by sending thank you notes to speaker/s, hotel liaison, and other
individuals who provided assistance.

Employer Advisory Council Handbook (INTRANET) Revised November 2021



26
Venue Contract

Some EACs will host a half- or full-day seminar at a venue. The following list is
designed to assist in reviewing the venue contract and for use in determining items
to include on the day of the seminar. Venue contracts should be carefully negotiated.
It is always a good idea to ask if certain items can be inclusive or reduced in price.

Preliminary Contract
» Establish a master account

Meeting/Function Rooms

* Message boards
» Determine who signs the contract « Signage, coat racks, etc.
» Select meeting/function rooms * Maps, literature

» Determine registration/hospitality
areas

» Select meals/catering

Program/Speakers Signs Needed

* Podium * Registration

* Risers » Hospitality

* Audio/visual equipment * Meetings

» Other equipment » Speakers
 Exhibits

Determine if signs are inclusive or if you
must provide your own.

Exhibitors
» Exhibit space

* Electricity

» Set-up time

* Equipment arrival dates
» Security

Employer Advisory Council Handbook (INTRANET)
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EAC Publications

The most critical communication piece with regards to the seminars is the publication
used to publicize the event. An EAC publication template system was developed to
effectively and efficiently use EDD graphic, print, and mail services. The template
system must be used for all annual, semi-annual, quarterly, and monthly seminar
publications if they will be printed or mailed by the EDD.

The purpose of this template system is to:

» Establish an EAC corporate identity throughout the community by providing
quality, cost-effective publications that project a consistent image.

+ Simplify the ordering process for publications to save time and effort.
* Promote timeliness in the distribution of information.
» Ensure that publications are of the highest quality.

» Help promote the attendance of employers at annual, semi-annual,
quarterly, and monthly seminars.

EAC chairs and/or seminar committee chairs should work closely with the EAC
Coordinator in developing seminar brochures. If an EAC chooses alternative printing
and/or mailing services at their own expense, they are not obligated to use the EDD
template system, but they must have the content reviewed by the EDD Marketing
and Brand Management (MBM) office.
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EAC Publication Template Clearance Process Flowchart

E'Z\C .tCoolrdinator Package sent to Regional Package forwarded to
submits clearance g \eg MBMClearance@edd.
package containing order SPOC for review.

e 9 ca.gov for review.
form and mailing list. g

rPackage forwarded to composing.—*

Customer Service Desk
logs package and creates
1903 work order.

Composing drops

MBM reviews order form. . N
information into template.

|—Package sent to Publication CenterJ

* Proof sent to MBM for review.:

‘ MBM reviews proof. }—MBM sends back to composing for edits———————

MBM forwards Author reviews and comsxii;t?oozazr\e/vsard
proof to author.
approves proof. package to Reproduction.

Y

mailed out based on mail

list.

Composing sends final
PDF to MBM analyst.

Product printed and |

MBM forwards final PDF
to author.
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———— Employment

CAUIFORNIA, EDD <ot
EwpLOYER parimen
‘aovisony . Department

9 councic £ TaTe i California

The <EAC Name> Employer Advisory Council
in partnership with the Employment Development Department present

<Name of Seminar>
<Day, Month Date, Year>

Topic

XXXXXNXX XXXXXXXXX XXX, X XXXXXX

XXX XXXXXXXXX. XXXXXXXX XXXXXXKXXXXRX XXXXXXXXXXK XXXKXXXXXXX XXXXXXXXX XXX XXXX XXXXXXXXXX

XXXXKXX. XXXXXKKXXX XXXXXX XXXX XXXXXXXKX. XXXXXXKX XXXXXXXXXXXXX XXKXXXXXXXX XXXXXXXXXXX. XXXKXXXX
XXX, X XXX, XXXXX XX XXX XX XXKX XXX XXKX.>

Speaker<s>

XXXXXXXX XXXXXXXXKXXXX XXXXXXXXXXX XXXXXXXXXXX XXXXXXXXX
XXXXKXXXXX XXXXKXX. XXXXXKKXXX XXXXXX XXKX XXXXXXXXX. XXXXXXXX
XXXXKXXXXKXXX XXKXXXKXXXX XXXXXXXXXXX XXXXXXXXX XXX XXXX

ocation
<Location of Event>
<Address>

<City, State, ZIP>

XXXXXXXXXX XXKXXXX. XXKXXXXXXX XXXXKX XXKX XXXXXXXXX Checkin: <Time>
<Meal Option>: <Time>

Program: <Start> o <End Time>

XXXXXXXX XXXXXXXXXXXXX XXXXXXXXXXX XXXXXXXXXXX XXXXXXXXX
XXXXXXXXXX XXXXXXX. XXXXXXXXXX XXXXXX XXXX Xx. Xxx
XXXXXXXXXXXXX XXXXXXXXXXX X XXXXX XXXXXXXXX XXX

Cost
$<XX> Nonmembers
$<XX> Members

Additional Information

XXXXXXXX XXXXKXXXXXXXX XXXXXXXKXXX XXXXXXXXXXX XXXXXXXXX RS.VP.
XXXXXXXXXX XXXXXXX. XXXXXXXXXX XXXXXX XXXX XXXXXXXXX. XX <Contact person
XXXKXXXXXXKXX XXXXXXXKXXX XXXXXXXXXXX XXXXXXXXX XXX <Contact email>

XXX-XXXX> phone
. SXXXXXXXXXX fax

If you make a reservation and do not attend, you will be billed unless

you cancel by <Date>.

Funds collected exceeding the seminar cost will support future seminars
or community employment and training opportunities

“This employer seminar is provided for educational and informational purposes only; it does not consttute an endorsement of the
curriculum or speakers by the State of California Employment Development Depariment (EDD) or by the <EAC Name> Employer
Advisory Council (EAC). Aside from staff designated to represent the EDD, we assume no responsibility for the aceuracy, legality, or
content of the materials provided during this event.

The EDD, an equal opportunity employer/program, is a partner in this event. Auxiliary aids and services are available upon request to
individuals with disabifties, Request fo service,ids andloraltrnae ormtsnced o be made pror o the event by calling
X-XXXX> (voice). TTY users, please call the California Relay Service at 711

DE 8132 Rev. 12 (3-17) cumacs

DE 8132 8.5" x 117

The <EAC Name> Employer Advisory Council
in partnership with the Employment Development Department present

<Name of
Seminar>

EDD ::irer

StaTeof Californ

The <EAC Name> Employer Advisory Council
in partnership with the Employment Development Department present

<Name of Seminar>
<Day, Month Date, Year>

Topic

XXXXXXXX XXXXXXXXX XXXXXXX. XXXXXX

XXX XXXXXKXXX. XXXXKXXX XXKXXXXXXKXXX XXXXXXKXXXX XXXXXXXXXXX XXXXXXXXX XXX XXXX XXXXXXXXXX

000008 XXX XXXNX XXX XN KR XXXXXXNHIX KXXXXRHEXK XXXNXXNK. XXX
XXXXKXXXX XXXXXX. XXXXX XX XXXX XX XXXX XXX XXXX >

Speaker<s> Location:
XXXXXXXX X OXXKXKX XXXXXXKXXXX XXXXXXXXXXX XXXXXXXXX <Location of Event>
XXXXXXX. XXXXXX X XXXXXXXX <Address>
<City, State, ZIP>
XXKKXXKKXXKK XKXXKKXXKKX XXXXKKXKKKX XXXKKXXKK XXX XXX
XHOOKKXXXX XXXXXXX. KXXXXXXXXX XXXXXX XXXX XXXXXXXXX.

: <Time>

XXXXXXXX XXXXXXKXXXXXX XXXXXXXKXXX XXXXXXXXXXX XXXXXXXXX

XXXXXXXXXX XXXXXXX. XXXXXXXXXX XXXXXX XXXX XXXXXXXXX. XXXXXXXX

XXXXXXKXXXXXX XXXKXXXKXXX XXXXXXXXXXX XXXXXXXXX XXX XXXX Cost:

XXXXXXXXXX XXXXXXX. XXXXXXXXXX XXXXXX XXXX XXXXXXXXX, $<0> Nonmembers
$<0> Members.

Additional Information

XXXXXXXX XXXXKXKXXXXXX XXXXXXXKXXX XXXXXXXXXXX XXXXXXXXX

XXXXXXKXXX XXXXXXX. XXXXXXXXXX XXXXXX XXXX XXXXXXXXX. XXXXXXXX

XXXXXXXXXXXXX XXXXXXXXXXX XXXXXXXXXXX XXXXX XXX, XXXXXXXX
XXXXXXXXX

RS.VP.

<Contact person>

Contactemail>
XX

- phone
oo b

XXXXXXX

If you make a reservation and do not attend, you will be billed unless
you cancel by <Date>.

Funds collected exceeding the seminar cost will support future seminars
or community employment and training opportunities.

“This employer seminar is provided for educational and informational purposes only; it does not constitute an endorsement of the
curriculum or speakers by the State of California Employment Development Department (EDD) or by the <EAC Name> Employer
Advisory Council (EAC). Aside from staff designated to represent the EDD, we assume no responsibility for the accuracy, legality, or
content of the materials provided during this event

The EDD, an equal opportunity employer/program, is a partner in this event. Auxiliary aids and services are available upon request to
individuals with disabilities. Requesis for services, aids, and/or alternate formats need to be macle prior to the event by calling
<XXX-XXX-XXXX= (voice). TTY users, please call the California Relay Service at 711

Please type, print clearly, or attach your business card. One person per registration form. Use photocopies for additional attendees.
Fees for this seminar may be tax deductible. Check with your tax consultant for details.

Name of attendee: Please indicate any special accommodations required on the
back of this form.
Title:
Space is limited. Must register by <Date>.
C No refunds after <Date>.
Mailing address: Cost: §<0 $<0> Members.
Rm,ww,vmm fee includes <Meal option, etc.>
Phone: Fax Make checks payable to: <Name>
Email address: Mail with registration form to: <EAC Name>
<Address>
Number of employees: ____ Industry: ty, State, ZIP>
DE 81324 Rev: 12 (3-17) cumiacs

DE 8132A

Event Information
<Day, Month, Date, Year>
<Start Time> to <End Time>

Location
<Location Name>
<Address>

<City, State, ZIP>

Speakers

<1st Speaker name>
<Speaker title>
<Speaker company>

<2nd Speaker name>
<Speaker title>
<Speaker company>

Cost
$<XX> Nonmembers
$<XX> Members

R.S.VP.

<Contact name>
<Contact email address>
<Contact phone> (phone)

<Contact fax> (fax)

<Other information XxxxXx XXXXXXXX XXXXXXXX XXXXXXXX XXXXXXXX
XXKXXKXX XXXXKXXX XXKXXXXX XKXXKXXX XXXKXXKX XXXXXXXX XXXXXXXX.>

2 Employment
“The EDID, an equal opporunity employerfprogam, i a parner i this event. Auxilary ids and services are available Development
pon st ' s il e e e, s air et ot e b e &) oecpariment
ior o the event by callng <XXX XXX XXX (vicel. T sers, pleas cal the Calforia Rely Senic ThTeet Caliternis

DE102EACA Rev. 11 (3-17) cumAcs

DE 8102EACA Postcard 6" x 4”

8.5" x 14”
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Speaker<s>

About the EAC

<Speaker Name>, <Speaker Tile>

<Speaker Name>, <Speaker Title>

SpeskerNames, <Speaker Te>
XXX XXKKXK XKXXAXXX XXX XX XX XRXKRX XXX

The <EAC Name> Employer Advisory Council
EAC) is composed of employer volunteers

representing a cross section of business and
Inusy The EAC was developed o promote
a stronger partnership between the California

Eplowmcn Development Deparment (D)
and the business community. s commitment is
10 assist employers in conducing their business
more cifectively and cificiently, 1o provide
information on employment-related ssucs, and
o enhance the communication between the
EDD and the private sector

This FAC is a member of the California Employer
Advisary Council

For more information about EAC membership,
meetings, or this seminar, call

Coordinaions at <EAC Coordinater phone> or
email <EAC Coordinator email
Information

<Additional Information. Xxx Xsoooxx oo

e (DD, 1yl ooty vl
: s are e
s Wil b, Kequecs o
o e o 5 e prior
othe cuent by Callng SRR ol TV e
Pense ol e oo Reay Senice st P11

The <EAC Name>
Employer Advisory Council
in partnership with the
Employment Development Department
present

<Name
of
Seminar>

<Event Day, Event Date>
<Start Times to <End Time>

<Location Name>
Address
<City, State, ZIP>

m:) EDD B

DE 8133

11” x 8.5”

Get Connected

Local EAC

EDD Employers

When you become a member
of the <EAC Name> Employer
Advisory Council (EAC), you
join forces with employers
across the state who want to

STATE OF CALIFORNIA

LABOR AND WORKFORCE DEVELOPMENT AGENCY

EMPLOYMENT DEVELOPMENT DEPARTMENT

Make a difference in your business and community

Join the <EAC Name> EAC today
EAC website address>

For more information about the <EAC Name

contact the EAC Coordinator at <EAC Coordinator
phone> or <EAC Coordinator email>@edd.ca.gov.

o learn more about the California Employer
Advisory Council, visit www.ceac.org.

<EAC Name>
Employer Advisory Council

Educating Employers for
Today and Tomorrow

stay up-to-date, network with
other professionals, find ways
to expand their businesses,
and have a voice in shaping
employment and training

Ty okt
programs in their community ol st o z‘:.‘tz::‘: = .,?:,;;m,
o EDD:;

11” x 8.5”

DE 8100EACA
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ek Mo, <Spaker T
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Start Times to <End Time
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April seminar fees:  $X0G Members <Address:
XX Nonmembers City, State, 2P

Who Should Attend 30 XRORRX, XX KRR XRX XK Memberstip dues: 4 Ko™
S<XX Individuals
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EAC Development Program

The EAC Development Program provides mentoring and financial assistance to
EACs.

Regional Vice Presidents (RVPs) are the principal point of contact for local EACs
within their region and the CEAC. The RVP must assist in identifying the EACs in
need of assistance and EACs which can provide assistance. The RVP will assist in
arranging for a mentor EAC to help an EAC in need.

Mentor services include assistance with:

* Membership campaign

* Recruiting board members
* Board training

* Organizational structure

* Marketing

» Seminar planning

The CEAC may provide financial support with the following:

+ CEAC dues
» Conference registration
» Operating/startup loan

Process Outline:

* RVPs publicize the EAC Development Program in their Region.

* RVPs stay current on the status of each EAC in their Region, i.e., is it active,
is an EAC board in place, are bylaws on file, are dues current, have annual tax
reports been filed, current membership count, events hosted, etc.

 RVP will evaluate what assistance is needed, and offer advice to the EAC board.

» RVP will offer local assistance from other EACs in the Region, if available. This
may include financial assistance.

* If local assistance is unavailable or insufficient, the RVP will assist the EAC in
making a request to the CEAC Board.
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Financial Aid

An Application for Financial Aid must be completed. The EAC Chairperson completes the
Application for Financial Aid and forwards it to the RVP for handling. The RVP will keep
the requesting EAC informed of action taken. Visit the Application for Financial Assistance
(ceac.org/wp-content/uploads/2015/09/EAC_Development_Application.doc) and
submit it to the RVP.

Financial aid can come from several sources:

- Other EACs in the Region
- CEAC
- Waiver of dues or fees

Employer Advisory Council Handbook (INTRANET) Revised November 2021
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EAC Bylaws

A nonprofit organization is established and maintained via three organizational
documents:

1. Articles of Incorporation: This document is required by the Secretary of State,
Internal Revenue Service, and the Franchise Tax Board. It is the originating
document that identifies the organization, the officers, and the purpose of the
organization. The CEAC has established Articles of Incorporation that include the
member EAC.

2. Bylaws: Bylaws are created when the organization is established, but, unlike
the Articles of Incorporation, the bylaws may change over a period of time by
amendments or revisions. Bylaws should be written in general terms and should
permit the organization to operate effectively without overly-strict provisions.

For example, the bylaws should state if there will be membership dues that are
established by the Board as required for financial operations. However, the exact
amount should not be stated. Otherwise, the bylaws would have to be amended
every year. Bylaws should not be amended too frequently. The following items
must be addressed in the bylaws:

a. Name and location of the organization.
b. Objectives of the organization.
c. Membership:
i. Qualifications.
ii. Types of membership.
iii. Voting status.
iv. Removal conditions, reinstatement, and resignation conditions.
Organizational structure.
Dues.
Meetings of membership and voting provisions.
Quorum requirements.
Officers:
i. Positions.
ii. Qualifications.
iii. Term of office.
iv. Election requirements.
v. Duties of officers, Board of Directors, executive committee, and other
committees.
i. Finance:
i. Fiscal period.
ii. Budget.
iii. Audit.
j. Dissolution provisions. There must be a statement that identifies which existing
assets of the organization must go to a nonprofit organization in the event that
the organization dissolves.
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k. Amendment procedures.

| Affiliation statement; this statement must provide to the central or parent
organization (the CEAC) general supervisory and management controls over
the organization as it relates to tax and legal organization. The chairperson must
sign this statement and file a copy with the CEAC.

It is recommended, but not required, to include the following items in the bylaws:

* Membership application procedures

» Vacancy of board/officer/committee procedures
« Standards of performance and conduct
* Details on standing committees

* Responsibilities

* Meeting requirements

* Authority of organization

+ Political activities and lobbying activities
+ Publications

* Rules of order

» Attendance requirements

+ Financial organization and reporting

3. Minutes of the organization: The minutes are the official records of the
organization and reflect the activities and business of the organization. Minutes
are less formal than the Articles of Incorporation and the bylaws. There are
established formats to follow for minutes. The law requires at least one Board
meeting per year that is documented by the minutes. There must be a notice
sent to all members of the scheduled meeting that includes the location, time,
and agenda. Minutes are also required of the Board of Directors meetings and
any committee activities. These minutes should also be maintained within the
organization’s historical records.

EAC Responsibilities

An EAC has three primary responsibilities:

1. Ensure the EAC has current bylaws.

2. Review bylaw amendments with the CEAC Treasurer for legal and tax
compliance.

3. Send copy of current bylaws to the CEAC Treasurer and Bylaws/Nomination
Chairperson.
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Sample Bylaws for the EAC

Article | — Objectives

The Employer Advisory Council (EAC) is made up of representatives of the
employer community in the (county, area, etc.). These
representatives act in an advisory capacity to the local offices of the Employment
Development Department (EDD) without administrative or supervisory responsibility.
The EAC will:

Section 1. Provide employers with direct access and availability to the EDD,
including employment services, tax, Unemployment Insurance, and Disability
Insurance information.

Section 2. Identify employment-related community needs, which are not being met
and recommend ways to meet these needs.

Section 3. Identify problem areas and recommend changes, thereby improving the
quality of services delivered by field offices and increasing employer confidence in
these services.

Section 4. Act as a sounding board for proposed and ongoing EDD policies,
programs, and procedures.

Section 5. Sponsor educational programs and participate in special community
projects such as job fairs, career days, job search workshops, and employer
seminars.

Article Il - Membership

Section 1. The EAC will be comprised of representatives from the employer
community. EAC membership will be representative of the area served by the
(EDD field office) offices.

Section 2. Annual dues will be set by the Board of Directors and will run on a
calendar year.

Section 3. The EDD area manager will designate an EAC Coordinator.

Section 4. EDD employees, including the individual(s) designated as EAC
Coordinator, will not be voting members of the EAC.

Section 5. Each employer member will be entitled to one vote. Each employer
member may designate in writing a representative. The designated representative
will be eligible to vote in the absence of the employer member.
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Article lll - Board Officers and Duties

Section 1. The officers of the EAC will be the Chairperson, Vice Chairperson,
Treasurer, Secretary, membership coordinator, and legislative coordinator. Officers
shall be elected by a majority vote of the membership in attendance at a duly noticed
general EAC meeting held before the end of each calendar year. Nominees for
Board members shall be announced in the meeting notice for the election of officers,
and nominations from the membership shall be allowed by advance written petition
of a member, or from a voting member in attendance at the general meeting in which
the election is to be held. Newly elected officers shall start their term of office as of
the first day of January.

Section 2. The Chairperson will preside over all general and Board meetings of the
EAC. The Chairperson will be responsible for the meeting agenda and schedules,
represent the EAC and CEAC, and act as liaison between the EAC and the EDD.

Section 3. The Vice Chairperson will assume the duties of the Chairperson when the
Chairperson is unavailable. The Vice Chairperson will may serve in other capacities
as directed by the chairperson.

Section 4. The Treasurer will be responsible for the collection and disbursement

of all EAC funds. The Treasurer will provide financial records and full reports to the
Board concerning all receipts and disbursements made. The treasurer will provide
the Board with an annual financial report at the first meeting of the calendar year.
The Treasurer will insure that valid signature cards are on file at the bank. The

EAC account requires two signatures for each check, and will have four authorized
signers available: Chairperson, Vice Chairperson, Treasurer, and one other member
from the Board.

Section 5. The Secretary will retain a list of the Board members containing the
names and position of the members and designated alternates. The Secretary
will keep a record of all financial reports, board minutes, agendas, and related
correspondence. The Secretary will keep a record of attendance of the Board for
purposes of monitoring attendance.

Section 6. The membership coordinator will be responsible for assisting the board
in recruiting and retaining membership in the EAC. The EAC Coordinator will
coordinate distribution of literature at EAC activities and be available for questions
about membership.

Section 7. The legislative coordinator will recommend a position to the Board when
matters of a legislative nature may be supported or opposed. This person will keep
the EAC members apprised of legislation that may affect them or their business.
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Section 8. In the event of a vacancy on the Board, the board may appoint a
replacement for the balance of the term of office. All active board members must
participate in a minimum of 70 percent of the board meetings in a calendar year and
at least half of the seminars and EAC activities. Lower attendance will constitute a
voluntary resignation.

Section 9. The Chairperson may establish committees for any appropriate activity
for the Board and/or EAC members.

Article IV - Conduct of Meetings

Section 1. Board meetings will be announced in writing to the members at least
three working days in advance. The agenda should be part of the announcement.
The Chairperson will coordinate the agenda with the EAC Coordinator. The
place, time and number of board meetings will be established by the Board. The
Chairperson or Vice Chairperson, if the office of Chairperson is vacant, may call
special meetings without prior consent of the Board.

Section 2. A quorum of at least half of the board positions, excluding vacant
positions, will be required to conduct board business. All action taken must be
approved by a majority vote of those present at a board meeting. At EAC meetings,
a quorum of the general membership will be declared by the presence of at least 25
percent of eligible voters in attendance or represented by written proxy votes.

Section 3. The EAC will hold at least one general membership meeting per year for
the purpose of electing board members and receiving a status report on the activities
and financial position of the EAC. All seminars and workshops will be announced
and open to EAC members.

Article V - Fiscal Responsibility/Authority

Section 1. The Board will select an appropriate Federal Deposit Insurance
Corporation (FDIC) insured bank in which to have a banking account. The depository
will be used for all funds received by the Board from any source. The Board may
keep part of the funds in certificates of deposit, or time deposits, for periods of

no longer than one year. While it is generally the function of the Treasurer; the
Chairperson, Vice Chairperson, or Secretary may sign checks. Two signatures will
be required for each transaction.

Section 2. The Treasurer will be responsible for the receipt of all revenues. He

or she will deposit money on a timely basis in the account designated by the

Board. The Treasurer will maintain accurate and timely records of the origination
and disbursement of all funds. Appropriate accounting and expenditure of funds

will begin with the Treasurer as authorized by the Board. Disbursements will be
consistent with the goals of the (name of EAC) EAC, as
well as in line with tax laws that the EAC comes under as a tax-exempt organization.
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Section 3. A majority approval of the Board is required for the expenditure of funds.

Section 4. The contracting of goods and services, and bids for reimbursable
services by EAC members(s) or their respective companies are acceptable. Said
EAC members(s) will not be permitted to vote on the decision to purchase or acquire
products or services by the EAC.

Article VI - EAC Coordinator

Section 1. Under the supervision of the EDD area manager, the EAC Coordinator
will attend and be an active participant at EAC Board meetings and on designated
committees as a non-voting member. Duties will include but not be limited to
promoting a better understanding between local employers and the EDD. The EAC
Coordinator will assist in securing speakers for co-sponsored employer seminars,
job fairs, workshops, and other programs that benefit the employer community,
and will assist with the development of the agenda. The coordinator may conduct
employer visits to explain EDD programs and services, and encourage employers
to join the EAC. The coordinator also assists the EAC in composing various
correspondences and coordinates the development and distribution of outreach
materials for EAC-related activities in accordance with EDD graphic standards.

Article VIl - Amendments

Section 1. These bylaws may be amended by the majority vote of the quorum of
members in attendance at any regular or special meeting of the EAC provided all
members receive notice of intended amendments at least 15 days prior to the date
of the meeting.

Article VIl - Termination Procedures

Section 1. Upon the dissolution of the EAC, all funds held by or due to the EAC will
be distributed to a successor EAC, or to the CEAC, or to any combination of the
above, at the discretion of the terminating Board.

We hereby certify that the above bylaws for the (name
of EAC) EAC were properly noticed and adopted by a majority of the membership on
the day of (month) in (year). All previous bylaws are hereby
replaced as of the date of revision.

Chairperson

Secretary

Revised (Date)
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EAC Financial Guide

The CEAC is a 501(c)(6) umbrella organization which provides nonprofit status to
EACs throughout the state. As a nonprofit organization, the CEAC has completed
the application process with the Internal Revenue Service (IRS) and has established
that it is exempt from federal income tax. Consequently, the EACs are tax-exempt
organizations and their officers, directors, trustees, and employees (Orange County
and Sacramento EACs have paid administrators) have ongoing responsibilities.
They must ensure that their EAC maintains its tax-exempt status and meets its
ongoing compliance responsibilities.

State of California Filing Requirements

Most tax-exempt organizations whose annual gross receipts are normally $50,000 or
less ($25,000 for tax years beginning January 1, 2010, and before January 1, 2012)
are required to electronically submit the 199N unless Form 199 is filed. The EACs
must electronically submit the 199N California e-Postcard annually.

The California e-Postcard is due every year by the 15th day of the 5th month after
the close of your tax year. For example, if your account period ended on December
31, the California e-Postcard is due May 15 of the following year.

The California e-Postcard is easy to complete. All you need is basic information
about your organization (also known as entity).

» Entity ID number or California Corporation number.
+ Entity name of the organization.
» Federal employer identification number.

» Account period beginning and ending (also known as your tax period/tax
year).

« If your account period changed.

» Entity’s mailing address.

* Any other names the organization uses (doing business as or DBA name).
* Name and address of a principal officer.

+ Website address, if applicable.

» Entity’s amount of total gross receipts (the gross receipts must be normally
$25,000 or less).

+ If the organization terminated or went out of business, if applicable.

Employer Advisory Council Handbook (INTRANET) Revised November 2021



40

If the entity started business within the current account period.

Is this an amended return?

* Do you have an IRS Form 1023/1024 pending?

Contact person’s name and telephone.

If you have questions, please visit the Franchise Tax Board (ftb.ca.gov) and select
the Businesses tab on the homepage.

Federal Filing Requirements

Most tax-exempt organizations have annual information reporting obligations under
the Internal Revenue Code to ensure that they continue to be recognized as tax-
exempt. Although they are exempt from federal income tax, they may be liable for
employment taxes, unrelated business income tax, excise taxes, and certain state
and local taxes, which could result in additional filing requirements. The EACs must
file one of the following:

* Form 990, Return of Organization Exempt from Income Tax
* Form 990-EZ, Short Form Return of Organization Exempt from Income Tax

* Form 990-N, Electronic Notice (e-Postcard) for Tax-Exempt Organizations
Not Required to File Form 990 or 990-EZ

The type of form or notice required generally is determined by the amount of the
exempt organization’s gross receipts or total assets. The chart below will help
determine which form to use.

2010 Tax Year and later (filed in 2011 or later) Form to File

Gross receipts normally less than or equal to $50,000 990-N

Gross receipts > $50,000 and < $200,00 and

total assets < $500,000 990-EZ or 990

Gross receipts greater than or equal to $200,000 or 990
Total assets greater than or equal to $500,000

Employer Advisory Council Handbook (INTRANET) Revised November 2021



41

Filing Dates

The IRS requires that Forms 990, 990-EZ, and 990-N must be filed by the 15th day
of the 5th month after the end of the organization’s annual accounting period. All
EACs’ annual accounting period ends on December 31, therefore the form is due
May 15 of the following year.

The due date for Form 990 and 990-EZ may be extended automatically for three
months by filing Form 8868, Application for Extension of Time To File an Exempt
Organization Return.

An organization cannot request an extension for filing Form 990-N; however, there is
no penalty for filing it late.

However, any tax-exempt organization that does not file their information returns
for three consecutive years will have its tax-exempt status automatically revoked by
the IRS. If an EAC believes that it may be in danger of having its tax-exempt status
revoked for non-filing, it should immediately contact the IRS’ tax-exempt hotline at
1-877-829-5500.

Form 990-N

An organization with gross receipts normally $50,000 or less is not required to file
Form 990 or Form 990-EZ. Instead, the organization is required to electronically
submit Form 990-N.

All EACs will have to file Form 990-N with the IRS and are required to provide the
following information:

* The EAC’s legal name.

* Any other names the EAC uses.

* The EAC’s mailing address.

+ The EAC’s website address (if applicable).

+ The EAC’s taxpayer identification number.

+ Name and address of a principal officer of the EAC.
+ The EAC’s tax year.

+ A statement that the organization’s annual gross receipts are normally
$50,000 or less.

 If applicable, a statement that the organization has terminated or is
terminating (going out of business).
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By submitting the electronic notice, the EAC acknowledges that it is not required to
file a Form 990 or 990-EZ because its gross receipts are normally $50,000 or less.
In order to make this determination, the EAC must keep records that enable it to

calculate its gross receipts. Download the Form 990-N (irs.gov/pub/irs-pdf/p5248.pdf).

Why Keep Records?

In general, a tax-exempt organization must maintain records to show that it complies
with tax rules. The organization must be able to document the sources of its receipts
and expenditures. If an organization does not keep required records, it may not be
able to show that it qualifies for tax-exempt status.

Monitor Budgetary Results

A tax-exempt organization can use records to monitor its budget, prepare its
financial statements and returns, and evaluate the success of its programs and
determine whether they are achieving desired results. Good records can also help
an organization identify problem areas and determine what changes it may need to
make to improve performance.

Without proper financial records, it is difficult for a tax-exempt organization to assess
whether the organization has been successful in adhering to budgetary guidelines.
The ability to monitor income and expenses and ensure that the organization is
operating within its budget is crucial to the successful stewardship of a tax-exempt
organization.

Generally, when preparing a budget certain steps should be accomplished in a
logical order:

1. Determine the organizational goals and function for the current year.
2. Analyze what has to be done to accomplish each goal and function.

3. Determine the cost to accomplish those tasks involved in the goals and
functions.

4. Prepare a time schedule of the events which are necessary in the
accomplishment of the goals and activities.

5. Place expenses into general categories and into the time period in which the
expenses will occur.

Once the above items are completed, the EAC will know how much money is
required for its annual operation. The EAC can then compare available EAC funds to
required needs to determine the amount of additional funds required for the current
year.
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Prepare Financial Statements

It is important to maintain sufficient financial information in order to prepare accurate
and timely annual financial statements. A tax-exempt organization may need these
statements when it is working with banks, creditors, contributors, and funding
organizations. Some states require tax-exempt organizations to make audited
financial statements publicly available.

Prepare Annual Information and Tax Returns

Records must support income, expenses, and credits reported on Form 990 series
and other tax returns. Generally, these are the same records used to evaluate
programs and prepare financial statements. Books and records of tax-exempt
organizations must be available for inspections by the IRS. If the IRS examines a
tax-exempt organization’s returns, the organization must have records to explain
items reported. Having a complete set of records will speed up the examination.

What Records Should Be Kept?

Except in a few cases, the law does not require a special kind of record. A tax-
exempt organization can choose any recordkeeping system, suited to its activities,
that clearly shows the organization’s income and expenses. The type of activities a
tax-exempt organization conducts determines the type of records that should be kept
for federal tax purposes. A tax-exempt organization should set up a recordkeeping
system using an accounting method that is appropriate for proper monitoring and
reporting of its financial activities for the tax year.

A recordkeeping system should generally include a summary of transactions
including gross receipts, purchases, expenses, employment taxes, and assets. For
most small organizations, the checkbook might be the main source for entries in the
books. A tax-exempt organization must keep documents that support expenses.

The individual that prepares and signs the organization’s checks should not be the
individual who authorizes such payments. There should be two individuals; one
individual authorizing expenses and payments and the other individual making actual
payments.

All checks should require two signatures. However, since this is not always doable,
a limit should be placed on the amount of a check that can be signed by one
individual. All other checks over this limit require two signatures. The organization
should have at least three individuals that are authorized to sign checks.
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Accounting Periods
Tax-exempt organizations must keep their financial records based on an annual
accounting period, called a tax year, to comply with annual reporting requirements.

A tax year is usually 12 consecutive months. There are two kinds of tax years. The
calendar tax year is a period of 12 consecutive months beginning January 1 and
ending December 31. The fiscal tax year is a period of 12 consecutive months
ending on the last day of any month except December.

Accounting Method

An accounting method is a set of rules used to determine when income and
expenses are reported. A tax-exempt organization chooses an accounting method
when it files its first annual return. There are two basic accounting methods:

* Cash method — Under the cash method, a tax-exempt organization reports
income in the tax year received. It usually deducts expenses in the year
paid.

* Accrual method — Under the accrual method, a tax-exempt organization
generally records income in the tax year earned (i.e., in the tax year in
which a pledge is received, even though it may receive payment in a later
year). It records expenses in the tax year incurred, whether or not it pays
the expenses that year.

Gross Receipts

Gross receipts are the amounts received from all sources, including contributions. A
tax- exempt organization should keep supporting documents that show the amounts
and sources of its gross receipts. Examples include donor correspondence, pledge
documents, cash register tapes, bank deposit slips, receipt books, invoices, credit
card charge slips, and Forms 1099-MISC, Miscellaneous Income.

Purchases, Including Accounting for Inventory

Purchases are items bought, including any items resold to customers. Documents
for purchases include canceled checks, cash register tape receipts, credit card sales
slips, and invoices. These records will help an organization determine the value of its
inventory at the end of the year.

Expenses

Expenses are the costs a tax-exempt organization incurs to carry on its program.
Supporting documents should show the amount paid and the purpose of the
expense. Documents for expenses include canceled checks, cash register tapes,
contracts, account statements, credit card sales slips, and invoices, and petty-cash
slips for small cash payments.
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Sample EAC Budget

Revenue Projected Amount Actual Amount
Membership dues 1,000 1,000
Workshop fees 3,000 2,500
Seminar fees 3,000 3,500
Donations 1,000 1,000
Interest 500 300
Total Revenue 8,500 8,300
Expenses

Administrative 300 250
Workshop speakers 500 500
Workshop meals 1,500 1,490
Workshop supplies 50 30
Workshop committee 50 50
Seminar speakers 500 500
Seminar meals 1,500 1,500
Seminar supplies 50 50
Officers meetings 1,100 1,100
Supplies 50 50
Committees 1,300 1,250
Printing 375 370
Mailing 30 30
Total Expenses 7,305 7,170
Net Profit 1,195 1,130
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Inactive EAC

There are many reasons why an EAC can no longer continue to operate and provide
employer seminars and workshops. The lack of a board, the lack of funds, or both
are major reasons why many EACs stop operation. Months may pass before it
becomes apparent that the EAC is struggling and has stopped its functions and
activities. All avenues to keep the EAC open are exhausted. At this point, the EAC
(coordinator, Chairperson, or former EAC board member) must notify the CEAC
Treasurer of this situation and the status of the EAC becomes inactive. The IRS
allows three years for an EAC to be inactive during which time every effort should be
made to revive the EAC.

One option includes merging the inactive EAC with a neighboring EAC within the
same region. Hemet EAC merged with Temecula EAC and became the Hemet/
Temecula EAC and has been successful since the merge.

Dissolution of an EAC

There are times when an EAC is unable to continue its activities, is not viable, and
can no longer function. This may be due to different reasons such as the absence of
an EAC board, lack of attendance at EAC seminars, or loss of an EAC Coordinator
to name a few.

Upon the dissolution of an EAC, all funds held by or due the EAC will be distributed
to a successor EAC, to the CEAC, or to a combination of the two as determined by
the RVP. The EAC bank account must be closed.

The EAC must inform the RVP that it is no longer active and can no longer operate
as an EAC. The RVP President will inform the CEAC President and Treasurer,

and appropriate measures will be taken to notify the Internal Revenue Service and
Franchise Tax Board.

Liquidation

When an organization has been legally established, it has created an entity which
owns certain properties such as cash on hand, cash in bank, supplies, and other
types of assets. Liquidation means that the organization has stopped its functions
and activities. When liquidation occurs, the organization must dispose of its assets
and must resolve any liabilities that it may owe.

The organization must file a final tax return within 90 days of termination of the EAC.
This process could be as simple as filing a Form 990-N. It is recommended that the
CEAC Financial Advisor and/or Treasurer be contacted to ensure proper filing with
the IRS and the FTB. It is strongly suggested that upon termination, the organization
donates its assets (i.e. computers, cameras, office machines, and equipment) to a
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charitable organization or to another legal tax-exempt organization. Otherwise, the
receipt of such assets will be considered a taxable event for the person or entity
receiving the assets.
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CEAC Board Bylaws

Article | - Name
The name of this organization is the California Employer Advisory Council (CEAC), a
Non-Profit Organization

Article IlI- Mission and Purpose

The CEAC shall be an advocate for and an active participant in a business/
government partnership between California employers represented by local
Employer Advisory Councils (EACs) and the State of California Employment
Development Department (EDD) to further the interests of the community at large on
issues relating to the delivery of services under current federal or state legislation.

The CEAC shall assist the EACs in their outreach efforts to help California
employers do business more effectively and efficiently. In addition, the CEAC shall
facilitate communication among the EACs.

The CEAC shall assist the California EDD as an advisor, as it continues to meet the
needs of California economic development through employers and their employees.

Article Ill - Organization
The CEAC is comprised of statewide local EACs formed into eight regions
(Article V). The governing authority is the Executive Board (Article VIII).

Article IV — Membership and Representation

CEAC Board Members, Committee Chairs, and Members-at-Large must be active
members of each local EAC that has met its financial obligations to the CEAC. No
person shall be denied membership or election to an office because of race, color,
creed, national origin, gender, religion, age, disability, sexual orientation, marital
status, genetic information, veteran status, or other protected status.

Section 1. Membership

(a) Voting Members—The EACs who have met their financial obligation to the CEAC
shall be the voting members of the organization.

(b) Associate Members—Employers who comprise and are members of the local
EACs. These members have all membership benefits.

(c) Ex-Officio Members—EDD and other Government Agencies, such as the
Workforce Investment Board (WIB). These members act as advisors, having no
voting privileges.

Section 2. Representation
Each EAC having met its financial obligations to the CEAC shall be entitled to one
representative (EAC Chairperson or designee) with one vote in the CEAC.

(a) Qualifications—Each representative shall be a California employer (or designee)
selected by the local EAC in a manner prescribed by its Bylaws or Practices.

(b) Term—Representatives shall hold the position as outlined by the local EAC for a
term prescribed by its Bylaws or Practices, until a successor is chosen, or they resign.

Employer Advisory Council Handbook (INTRANET) Revised November 2021



49

(c) Responsibilities—Representatives shall represent their EAC at the CEAC Annual
Conference, elect CEAC Officers and Regional Vice Presidents as prescribed herein
and vote in other matters presented for consideration by the CEAC Executive Board.

Article V — Regions

The CEAC is divided into eight (8) geographical regions, numbered one through
eight (1 — 8). Each geographical region shall have one (1) representative (Region
Vice President) serving on the CEAC Executive Board. The CEAC reserves the right
to add, change, or delete regions as the needs of the organization dictate.

Article VI — Officers

The CEAC shall have the following officers: President, Vice President, Secretary,
Treasurer, Past President, and Parliamentarian. These officers shall represent the
organization and serve on the Executive Board.

Section 1. Qualifications

An officer must be a California employer (or designee) and an active member of
an EAC that has met its financial obligations to the CEAC. Officers may not hold
any office in an EAC for more than 60 days after their election unless the written
approval of the EAC is submitted to the CEAC Executive Board.

Section 2. Election Of Officers

Election of Officers shall be handled in the manner prescribed below:

(a) Nomination of Officers—The Nominating Committee shall present nominations of
only those members of EACs who have met their financial obligations to the CEAC.

Those EACs who are, at the time of election of officers, in arrears for their CEAC
dues, shall not have the privilege of casting their votes for any and all slated Officers
or other business of the organization.

(b) Selection—Officers with exception to the Past President and the Parliamentarian
shall be elected by the EAC Representatives at the CEAC General Business
Meeting held during the Annual CEAC Conference by a simple majority vote after
having been nominated by the Nominations/Bylaws Committee or from the floor. If

a nominee is not available for any elected office, the incumbent of that office may
serve until a successor is either selected pursuant to SECTION 3 or is subsequently
elected. The Parliamentarian shall be appointed by the President. The Past
President, if unable to serve, may designate any of the previous year’s Officers.

If none of these officers from the previous year can serve, the Past President is
selected by the new Executive Board.

Section 3. Term

Officers serve a two-year term beginning July 1 following elections and ending the
second year on June 30. Elections shall be held at the General Business Meeting
during the CEAC Annual Conference. The Officers shall be elected in even numbered
years. Officers may not serve for more than two consecutive terms holding the same
office. Vacancies during a term shall be filled by selection by the Executive Board.
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Section 4. Removal

An officer may be removed from office on presentation to the Executive Board of
a recall petition signed by three-fourths of the EAC Representatives or by a three-
fourth majority vote of the Executive Board when any situation exists such as,

but not limited to, failure to attend or send a designee to attend two consecutively
scheduled CEAC meetings, including conference calls.

Section 5. Meetings
The officers shall meet at the direction of the President, and as required by
organization necessity (but not less than once a year).

Section 6. Duties of Officers
Uphold and abide by the Bylaws, attend all Executive Board Meetings, assist the
President as directed and as outlined below:

(a) The President presides at the meetings of the CEAC and the Executive Board,
and may serve as a member of any committee of the CEAC at their discretion. The
President shall have the power to appoint the Parliamentarian, CEAC Committee
Chairs, and Members-at-Large, who serve at their discretion. A summary report of
Executive Board activities shall be prepared at the discretion of the President and
forwarded to each member EAC Chair and each EDD Coordinator. The President
shall serve as a member of any ad hoc committees created by their authority under
ARTICLE XI.

(b) The Vice President presides in the absence of the President, succeeds to the
Presidency if the President is unable to serve, and serves at the direction of the
President as liaison to the EDD Director’s Office. Further, they shall be a member of
at least two Committees, and shall perform other duties as may be assigned by the
President.

(c) The Secretary serves as the recording officer for the CEAC and the Executive
Board, is responsible for recording the minutes of these meetings and for their
dissemination, shall be a member of at least one Committee, and shall perform other
duties as may be assigned by the President.

(d) The Treasurer is responsible for receiving, disbursing, and accounting of all funds
the CEAC receives and shall be the Chairperson of the Finance Committee, and
shall perform other duties as may be assigned by the President.

(e) The Past President shall participate in strategic planning, act as Liaison to

the Executive Board and shall perform other duties as may be assigned by the
President.

(f) The Parliamentarian is appointed by the President. They report to and advise the
President on points of parliamentary rules and procedure. The Parliamentarian is a
consultant, commonly a professional, who advises the President and other officers,
committees, and members on matters of parliamentary procedure. The role during a
meeting is purely an advisory and consultative one — since parliamentary rules give
to the chair alone the power to rule on questions of order or to answer parliamentary
inquiries.
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Article VIl — Regional Vice Presidents
Each of the Regions of the CEAC shall elect a Regional Vice President (RVP) to
serve on the Executive Board.

Section 1. Qualifications

An RVP must be a California Employer (or designee) and an active member of

an EAC (having met its financial obligations to the CEAC) in the Region being
represented at the CEAC. RVPs may not hold any office in a local EAC for more
than 60 days after their election unless the written approval of the EAC is submitted
to the CEAC Executive Board.

Section 2. Election

RVPs for each region are elected by the eligible EAC Representatives of their region
by a simple majority. RVPs in odd-numbered regions are elected in odd years and
RVPs in even-numbered regions are elected in even years.

Section 3. Term

The RVP term of office is for two years and begins July 1 and ends the second year
on June 30. Vacancies are filled by EACs within the respective region through the
nomination and election process.

Section 4. Term Limits

RVPs are limited to no more than four consecutive terms. Completing a term of
office of another individual shall not be considered as one of the four consecutive
terms.

Section 5. Exception to Term Limits
If a region is unable to locate someone willing to serve as RVP, the following
procedures allow an exception to the four consecutive term limit.

(a) If a region determines it cannot find a viable candidate who is willing to serve

as RVP in an election year in which the incumbent RVP is completing a fourth
consecutive term, the incumbent RVP shall so inform the EACs in the region and the
CEAC President.

(b) The incumbent RVP the EACs, and the CEAC President shall make reasonable
efforts to find a viable candidate for the RVP position. Failing to do so, the incumbent
RVP can continue for another consecutive term, if willing, and the majority of the
region and the CEAC Board support such continuation. In such case, the incumbent
RVP shall have a letter prepared and signed by the majority of the region’s eligible
EACs that notifies the CEAC President of the inability to find a new RVP and that the
region approves the continuation of the incumbent RVP for another term.

Section 6. In-Term Vacancy

In the event an RVP leaves during the term of office, a new RVP shall be appointed
by the region’s eligible EACs. The CEAC Executive Board shall be informed
immediately when such a vacancy occurs and shall also be informed when the
vacancy has been filled. The region may notify the CEAC President to request
CEAC’s assistance in filling the vacancy.
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Section 7. Removal

RVPs may be removed from office on presentation to the Executive Board of a
recall petition signed by three-fourths of the eligible EAC Representatives for their
region or by a three-fourths majority vote of the Executive Board when any situation
exists such as, but not limited to, failure to attend or send a designee to attend two
consecutively scheduled CEAC meetings, including conference calls.

Section 8. Meetings

RVPs or their designated alternate shall attend all Executive Board meetings called
by the President and meetings of the CEAC Committee(s) to which they have been
assigned, by mutual consent of the individual RVPs and the CEAC President. Any
person appointed by an RVP to serve as their designated alternate, shall have the
power to vote in the place of the RVP, on any item presented.

Section 9. Duties of RVPs

RVPs shall uphold and abide by the Bylaws, submit a quarterly written report of their
CEAC activities to the President, attend all Executive Board Meetings, hold regional
meetings as necessary to accomplish the objectives of CEAC and the EACs within
the region, establish and assist any Regional Subcommittees as necessary, and
assist the President as directed.

Article VIl — Executive Board
The Executive Board consists of all Officers and the RVPs. The Executive Board
shall administer the affairs of the CEAC and carry out its purpose.

Section 1. Meetings—Shall be held in the manner prescribed below:

(a) Notice—All Executive Board members are to be notified, in writing, by the EDD/
CEAC Coordinator or CEAC Officer at least two weeks in advance of any Executive
Board meeting. Notice may be by first-class mail, electronic mail (email), fax, or
delivered personally. Such notices shall be sent to each Executive Board member at
his or her address as shown on the organization records, or the email address or fax
number provided.

(b) Contents of Notice—Notice of meetings shall specify the place, day, and hour of
the meeting. The purpose of any Executive Board meeting need not be specified in
the notice.

(c) Waiver of Notice and Consent to Hold Meetings—The transactions of any meeting
of the Executive Board are as valid as though the meeting had been duly held after
proper call and notice. This is providing a quorum was present (as hereafter defined)
and that either before or after the meeting each Executive Board member not
present signed a waiver of notice, a consent to holding the meeting, or an approval
of the minutes thereof. This notice is to be sent by the CEAC Secretary or their
designee. All such records are made a part of the minutes of the meeting.

(d) Meetings by Telephone—Any meeting may be held by telephone conference, video
conference, or similar communication, so long as there is a quorum, and all Executive
Board members participating in the meeting can hear one another. All such Executive
Board members shall be deemed to be present in person at such a meeting.
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Section 2. Quorum
A quorum shall exist when 51% of the sitting Executive Board are present to conduct
business.

Except as otherwise provided in these Bylaws, no business shall be considered by
the Executive Board at any meeting at which a quorum, as herein defined, is not
present, and the only motion which the President shall entertain at such meeting is a
motion to adjourn.

When a meeting is adjourned for lack of a quorum, it shall not be necessary to give
any notice of the time and place of the adjourned meeting or of the business to be
transacted at such meeting, other than by announcement at the meeting at which
the adjournment is taken, except as provided in Section 1 (a), (b), (c) of this Article.

The Executive Board members present at a duly called and held meeting at which a
quorum is initially present may continue to do business (notwithstanding the loss of
a quorum at the meeting due to a withdrawal of Executive Board member(s) from the
meeting). Any action thereafter taken must be approved by at least a majority of the
required quorum for such meeting or such greater percentage as may be required by
law, or bylaws of this organization.

Section 3. Exclusion From Voting

Shall be required when such vote is held on any transaction to which this
organization is a party and in which any member of the Executive Board has a
material financial interest, except as expressly provided in Section 5233 (d) (3) of the
California Nonprofit Mutual Benefit Corporation Law.

Article IX — Financing

Section 1. Funding

The CEAC meets its operating expenses from revenue derived from dues paid by
EACs, fees paid to attend the Annual CEAC Conference, sponsorships from EACs,
and from other dues, fees, or policies established by the Executive Board.

(a) Each EAC pays annual dues according to a scale determined by the Executive
Board and submitted in the annually approved budget.

(b) Annual Conference fees are set each year by the Conference Committee in
consultation with the Treasurer.

(c) All Officers, RVPs, Representatives, and Committee Members serve without
compensation.

(d) Those matters having financial impact greater than $500 and which are outside
the approved budget shall require a majority vote or quorum of present Executive
Board members with 5 days notice to the Executive Board.

(e) All expenditures of monies by the Executive Board or its subordinate committees
shall be handled in accordance with established operating procedures.
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Section 2. Audits
The CEAC Audit Committee (Article XI, Section 2, g) shall conduct a formal review

of CEAC finances within 60 days of end of the fiscal year and arrange for a standard
independent review within 60 days after a new President takes office.

Article X — Indemnification of Executive Board Members, Offices, Employees,
Advisors or Other Agents of the California Employer Advisory Council

Section 1. Definitions

For purpose of this Article,

(a) “agent” means any person who is or was an Executive Board member, officer,
employee, advisor or other agent of this organization or is or was serving at the
request of this organization as a director, officer, employee, or agent of another
foreign or domestic corporation, partnership, joint venture, trust, or other enterprise,
or was a director, officer, employee, or agent of a foreign or domestic that was

a predecessor of this organization or of another enterprise at the request of the
predecessor organization.

(b) “proceeding” means any threatened, pending, or completed action, whether civil,
criminal, administrative, or investigative.

(c) “expenses” includes, without limitation, all attorney’s fees, costs, and any other
expenses incurred in the defense of any claims or proceedings against an agent

by reason of his position or relationship as agent and all attorneys’ fees, costs, and
other expenses incurred in establishing a right to indemnification under this Article.

Section 2. Successful Defense by Agent

To the extent that an agent of this organization has been successful on the merits
in the defense of any proceeding referred to in this Article, or in the defense of any
claim, issue, or matter therein, the agent shall be indemnified against expenses
actually and reasonably incurred by the agent in connection with the claim. If an
agent either settles any such claim or sustains a judgment rendered against him,
then the provisions of Section 3 through 5 shall determine whether the agent is
entitled to indemnification.

Section 3. Actions Brought By Persons Other Than The Organization

Subject to the required findings to be made pursuant to Section 5, below, this
organization shall indemnify any person who was or is a party, or is threatened to
be made a party, to any proceeding other than an action brought by, or on behalf
of, this organization, or by an officer or Executive Board Member for all expenses,
judgments, fines, settlements, and other amounts actually and reasonably incurred
in connection with the proceeding arising out of the individual’s normal scope of
services.

Section 4. Action Brought By or on Behalf of the Organization

(a) Claims settled out of court. If any agent settles or otherwise disposes of a
threatened or pending action brought by or on behalf of this organization, with or
without court approval, the agent shall receive no indemnification for either amounts
paid pursuant to the terms of the settlement or other disposition or for any expenses
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incurred in defending against the proceeding.

(b) Claims and suits awarded against agent. This organization shall indemnify

any person who was or is a party or is threatened to be a party to any threatened,
pending or completed action brought by or on behalf of this organization by reason
of the fact that the person is or was an agent of this organization, for all expenses
actually and reasonable incurred in connection with the defense of that action,
provided that both of the following are met:

(i) The determination of good faith conduct required by Section 5, below, must be
made in the manner provided for in that section; and

(i) Upon application, the court in which the action was brought must determine that,
in view of all of the circumstances of the case, the agent may be entitled to indemnity
for the expenses incurred. If the agent is found to be so entitled, the court shall
determine the appropriate amount of expenses to be reimbursed.

Section 5. Determination of Agent’s Good Faith Conduct
The indemnification granted to an agent in Sections 3 and 4 above is subject to the
following:

(a) Required standard of conduct. The agent seeking reimbursement must be
found, in the manner provided below, that they acted in good faith, in a manner
they believed to be in the best interest of this organization, and with such care,
including reasonable inquiry, as an ordinarily prudent person in a like position may
use in similar circumstances. The termination of any proceeding by judgment, order,
settlement, conviction, or on a plea of nolo contendere or its equivalent shall not, of
itself, create a presumption that the person did not act in good faith or in a manner
which they reasonably believed to be in the best interest of this organization or that
they had reasonable cause to believe that their conduct was unlawful.

In the case of a criminal proceeding, the person must have had no reasonable cause
to believe that conduct was unlawful.

(b) Manner of determination of good faith conduct. The determination that the agent
did act in a manner complying with Paragraph (a) above shall be made by:

(i) the Executive Board by a majority vote of a quorum consisting of board members
who are not parties to the proceeding;

(i) the affirmative vote (or written ballot in accordance with Article VIII, Section 2 — 3)
of a majority of the votes represented and voting at a duly held meeting at which a
quorum is present (which affirmative votes also constitute a majority of the required
quorum).

(iiif) the court in which the proceeding is or was pending. Such determination may
be made on application brought by this organization or the agent or the attorney or
other person rendering a defense to the agent, whether or not the application by the
agent, attorney, or other person is opposed by this organization.
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Section 6. Limitations
No indemnification or advance shall be made under this Article, except as provided
in Sections 2 or 5 (b) (iii), in any circumstance when it appears:

(a) The indemnification or advance may be inconsistent with a provision of the
articles, a resolution of the members, or an agreement in effect at the time of the
accrual or the alleged cause of action asserted in the proceeding in which the
expenses were incurred or other amounts were paid, which prohibits or otherwise
limits indemnification; or

(b) That the indemnification may be inconsistent with any condition expressly
imposed by a court in approving a settlement.

Article XI — Committees

The following committees may be established as standing committees of the CEAC:
Communication, Finance, Legislative, Conference, Nominations/Bylaws, Audit,
Veterans, Membership, Benefits, and Public Relations. Additional ad hoc committees
may be created by the President as deemed necessary.

Section 1. Committee Membership

Members may be selected from those eligible EACs having met their financial
obligation to the CEAC, as well as from members of the Executive Board. Committee
members may be removed by a maijority vote of the Executive Board.

Section 2. Committee Duties

Each committee shall have a chairperson to be appointed by the President. Each
Committee shall organize itself as necessary to perform its assignments. The Chair
of each committee shall be responsible for furnishing a written report (of its activities
and progress) to the CEAC President at least two weeks prior to each Executive
Board meeting, and attend these Executive Board meetings as deemed necessary.

(a) The Communication Committee shall assist the Executive Board and Committee
Chairs in communicating with each other and the EACs. It facilitates communication
with the CEAC Webmaster.

(b) The Finance Committee shall identify and quantify the need (budget function) for
funds necessary for present and future CEAC operations, explore methods of raising
funds, and make recommendations to the Executive Board. It shall oversee the
preparation and distribution of an annual report for its members.

(c) The Legislative Committee shall consult with the Executive Board, EACs, EDD
and others concerning positions to be recommended and actions to be taken

to further employer and the memberships’ interests in both legislation and the
Legislature which are consistent with the purpose of the CEAC and within guidelines
established by State and Federal law.

(d) The Conference Committee shall plan and organize the Annual CEAC
Conference in consultation with the Executive Board and other Committee Chairs.
(e) The Nominations/Bylaws Committee shall present to the President nominations
for each Officer position prior to the CEAC General Business Meeting held during
the Annual CEAC Conference. As vacancies occur, the Committee shall recommend
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persons for selection by the Executive Board, and shall prepare and recommend
amendments to the Bylaws as deemed necessary. The Committee shall also be
responsible for developing and inaugurating election standards and procedures.

(f) The Veterans Committee shall work to promote the employment of Veterans in the
private sector, to recognize employers for their efforts on behalf of Veterans, and to
enhance EDD’s work with veterans programs.

(g9) The Audit Committee shall annually conduct a formal review of CEAC finances
and shall arrange for standard independent reviews. The Committee shall consist of:
Two Budget and Finance Committee Members; One Board Member; and the EDD/
CEAC Coordinator.

(h) The Membership Committee shall collect and maintain membership information.
The Committee shall also be responsible for assisting local EACs with their
membership outreach efforts.

(i) The Dues/Benefits Committee shall research and recommend benefits that might
be made available to local EACs and/or employer members and develop ways to
communicate new benefits to local EACs.

(j) The Public Relations Committee shall develop marketing tools for the CEAC and
assist local EACs with their marketing efforts. The committee shall work with the
CEAC Coordinator as needed for EDD production of selected materials.

Section 3. Quorum
Shall exist when at least two thirds of the committee members are present in person
or by other appropriate meeting methods.

ARTICLE Xll — General Business Meeting of The CEAC

An annual, joint meeting of the CEAC, Representatives of EACs and
Representatives of the EDD shall be held each year. Other meetings may be called
by the Executive Board.

Section 1. Meetings
Shall be held in the manner prescribed below:

(a) Notice—All Executive Board members of the CEAC and Chairpersons of all EACs
and CEAC Committees are to be notified, in writing, by the EDD/CEAC Coordinator
or CEAC Officer at least sixty (60) days prior to the General Business Meeting.

(b) Contents of notice—Notice of the General Business Meeting must communicate
the date, place, time, and agenda of said meeting.

Section 2. Quorum At The General Business Meeting

A quorum shall exist when more than 50 percent of member EACs having met their
financial obligations to the CEAC, are present to vote. EAC chairpersons (or their
designated proxy) representing their EAC are eligible to vote.
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Article Xlll - Amendments
These Bylaws may be amended if the quorum requirements of Article Xl are met
and a two-thirds majority vote is obtained when:

(a) A proposed amendment recommended by the Nominations/Bylaws Committee is
presented by mail or at the next General Business Meeting.

(b) No less than twenty percent of the member EACs submit a written proposal

to amend the CEAC bylaws. Said submission is to be presented to the CEAC
Executive Board at least thirty (30) days prior to the General Business Meeting in
order to qualify as a ballot issue for that year’s meeting.

(c) The Executive Board unanimously agrees, at any time during the year, to request
the Nominations/Bylaws Committee to conduct a vote by mail of the eligible EAC
Representatives on any proposed amendment(s).

Article XIV — Advisors

The EDD Director and others designated by the Director shall be advisors to the
CEAC. Advisors shall be welcome to attend and encouraged to participate in
discussions of all CEAC meetings including Committee meetings unless specifically
requested not to participate by the Executive Board.

The Executive Board may, from time to time, appoint, hire, contract or otherwise
engage the services of advisor(s), as needed, to carry out the functions of corporate
operations.

Article XV — Members-At-Large

The president may appoint up to two Members-at-Large to serve at the pleasure of
the President. Members-at-Large shall take on projects and/or activities to assist
the CEAC in organizational activities. The Members-at-Large shall have voting
privileges.

Article XVI — Dedication of Assets

The properties and assets of this nonprofit organization are irrevocably dedicated to
fulfillment of the Objectives and Purposes of this organization as set forth in Article

Il hereof. No part of the net earnings, properties, or assets of this organization, on
dissolution or otherwise, shall inure to the exclusive benefit of any private person or
individual, or any member or director of this organization except in fulfillment of said
Objectives and Purposes. On liquidation or dissolution, all properties, assets and
obligations shall be distributed pursuant to the non-profit mutual benefit provisions of
the California Corporations Code then in effect.

Article XVII — Parliamentary Authority

The rules contained in Robert’s Rules of Order Revised shall govern the CEAC in

all cases to which they are applicable and in which they do not conflict with these
Bylaws. Robert’s Rules of Order Revised may be suspended with the approval of the
Executive Board.
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Article XVIII — Continuity

If any section or subsection of these Bylaws is found to be invalid because of
conflicts with State or Federal law the remaining sections shall continue in full force
and effect.

Article XIX — Executive Board Powers

Section |I. General Corporate Powers

Subject to the provisions of the California Nonprofit Mutual Benefit Corporation
Law and any limitations in the articles of incorporation and these bylaws relating
to action required to be approved by the members, the business and affairs of the
organization shall be managed, and all powers shall be exercised, by or under the
direction of the Executive Board.

Section 2. Specific Powers
Without prejudice to these general powers, and subject to the same limitations, the
Executive Board shall have the power to:

a) Select and remove all officers, agents, and employees of the organization;
prescribe any powers and duties for them that are consistent with law and with these
bylaws; and fix their compensation.

b) Change the principal executive office or the principal business office in the State
of California from one location to another; cause the organization to be qualified

to do business in any other state, territory, dependency, or country and conduct
business within or outside the State of California; and designate any place within or
outside the State of California for the holding of any members’ meeting or meetings,
including General Business Meetings.

c) Adopt, make, and prescribe the forms of membership certificates; and alter the
form of the certificate,

d) Borrow money and incur indebtedness on behalf of the organization and cause
to be executed and delivered for the organization’s purposes, in the organization
name, promissory notes, bonds, debentures, deeds of trust, mortgages, pledges,
hypothecations, and other evidences of debt and securities.

Section 3. Action Without Meeting

Any action required or permitted to be taken by the Executive Board may be taken
without a meeting, if all members of the board, individually or collectively, consent
in writing to that action. Such action by written consent shall have the same force
and effect as a unanimous vote of the Executive Board. Such written consent or
consents shall be filed with the minutes of the proceedings of the Executive Board.

We hereby certify that the above Bylaws for the CEAC were properly accepted and
adopted by a majority of the membership on May 3, 2017. All previous Bylaws are
null and void and hereby replaced as of this date.

William Betley, President
Approved May 3, 2017
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