
 
 

 

 

To: ISI Board of Directors 

From: Jack Yetter, Administrative Vice Chair 

Re: Report August 2021  

 

 

It is my pleasure to report to the House the various projects and activities I have been pursuing on 

behalf of Illinois Swimming since my last report. 

 

1. Worked with various other Board members to prepare the policy and procedure manual 

updates to clarify certain issues and to prepare the way for the Governance Committee to 

do their work more effectively 

2. Worked with Jeff on establishing a rules-compliant committee to bring us into compliance 

with the Bylaw required Governance Committee. The committee will begin meeting 

shortly and will have the authority to establish policy for the committee and propose an 

election process to begin next spring. 

3. Continued to work with Pam on office efficiencies. We have a meeting with Elevity – the 

IT vendor, in 12 days, 

 

 

Action Item: 

 

Review Attached proposed changes to Policy Manual, discuss and approve as appropriate. 

 

Sincerely, 

 

 
 

Jack Yetter 

Administrative Vice-Chair, Illinois Swimming 

 



Proposed Change to Policy and Procedure Manual 

 

Action Add a new Section 2 

Intent To establish a policy for the Amendment of the Policy and Procedure Manual 

on a rolling basis by the Board of Directors, and remove from House of 

Delegates, as was intended in its creation and is consistent with ByLaw 5.6.1 

 

Action Add a new Section 3.10 

Intent To establish a policy for the process of the Administrative Review Board 

consistent with practice currently in place. 

 

Action Proposed modification to Policy and Procedure 3.2 

Intent Renumbers content of rule to match updated numbers; adds Secretary to the 

Board Job Descriptions 

 

Action Change to Policy 3.3 

Intent Redefines the makeup of the Executive Committee, which no longer is defined 

in the bylaws since the change. 

 

Action Update the ISI Records Retention and Destruction Policy 3.5 

Intent To bring the policy up to date with current Illinois and IRS directives. 

 

Action Update the ISI Policy and move related items into the Meet Administration 

Section 5.0 

Intent Moves Sanction Appeal, Warm Up procedure reference, clarification of time 

limit reference and On-deck photography to this section to clean up sections of 

the rules. 

 

Action Proposed change to paragraph 2 of Policy 1.6 

Intent To renumber text of 1.6 to reflect updated section numbers 

 

Action Move 9.0 to meet administration 

Intent For clarity 

 

Action Move 10.0 to meet administration 

Intent For clarity 

 

Action Move 13.0 to meet administration 

Intent For clarity 

 

Action Restructure the TOC 

Intent To meet changes 

 
 



 

 

 

Proposed Change to Policy and Procedure Manual 

 

Action Add a new Section 2 

 

Intent To establish a policy for the Amendment of the Policy and Procedure Manual on a 

rolling basis by the Board of Directors, and remove from House of Delegates, as 

was intended in its creation and is consistent with ByLaw 5.6.1 

 

Proposal 2.0 Policies and Procedures of Illinois Swimming 

2.1 Policy Effective Dates 

2.1.1 Policies shall be effective upon approval of the Board of 

Directors. 

2.1.2 The Board shall not modify Policy and Procedures 

retroactively. 

2.1.3 Policies shall remain in effect until specifically rescinded or 

modified by the Board of Directors unless they have a 

specific end date in their approved language. 

2.1.4 Temporary Policies shall be published as Chapter 20 of this 

Document. 

2.2 Maintenance and Amendment 

2.2.1  This Policy and Procedure Manual is maintained by the 

Board of Directors pursuant to Article 5, Section 6, 

Subparagraph 1 of the Bylaws. 

2.2.2  Any voting member of the Illinois Swimming Board may 

propose a modification to these Policies and Procedures. 

The Board may, of its own accord, modify these Policies 

and Procedures at any time by majority vote. 

2.2.3  The Board will consider the proposal at their next regularly 

scheduled meeting, or the General Chair may call a special 

meeting pursuant to the current Rules and Bylaws.  

 2.3 Publication 

2.3.1  The Administrative Vice Chair shall maintain the Policy and 

Procedure Manual. 

2.3.2  Changes to this manual shall be published in a timely 

manner on the ISI website. 

 2.4 Consistency with USA Swimming 

2.4.1  From time-to-time USA Swimming modifies its policies, or 

issues limited waivers of policies. At any time that this 

occurs ISI Policy and Procedure will, without formal 

amendment, follow the directives of USA Swimming. 

 

 



 

Proposed Change to Policy and Procedure Manual 

 

Action Add a new Section 3.10 

Intent To establish a policy for the process of the Administrative Review Board 

consistent with practice currently in place. 

 

Proposal 3.10 Administrative Review Board Procedures 

3.10.1 Any party wishing to appeal a decision of the Staff or the Board of 

Directors, pursuant to Bylaw 13 and its subparts may do so in writing 

within ninety (90) days of the occurrence complained of to the 

Administrative Vice Chair. 

3.10.2 With the Advice and consent of the Executive Committee, the 

Administrative Vice Chair may concede an issue complained of without 

hearing. 

3.10.3 The Administrative Vice Chair shall, with the advice and consent 

of the Executive Committee, draft ISI’s response if appropriate, or present 

ISI’s position verbally to the Administrative Review Board. The 

Administrative Vice Cair shall arrange for the appropriate persons to be 

available to speak to the Administrative Review Board. 

3.10.4 Upon completion of ISI’s response, the Administrative Vice Chair 

shall forward to the Chair of that Board the written complaint and ISI’s 

response. 

 

 

 



Proposed Change to Policy and Procedure Manual 

 

Action Proposed modification to Policy and Procedure 3.2  

Intent Renumbers content of rule to match updated numbers; adds Secretary to the 

Board Job Descriptions 

Proposal 3.2 Board of Directors 

  

The members of the Board of Directors, along with their duties 

and powers assigned to this body is defined in Articles 5 and 6 

of the Illinois Swimming Bylaws. 

 

3.2.1 Roles and Responsibilities of Specific Board Members 

  

 3.2.1.1 General Chair 

   

 The General Chair shall: 

• Oversee and have general charge of the management, 

business, operations, affairs and property of Illinois 

Swimming, and general supervision over its officers and 

agents. 

• Call meetings when and where deemed necessary. 

• Prepare, and cause to be distributed, an agenda for each 

meeting of the Board of Directors or the House of 

Delegates. 

• Preside at all meetings of the Board of Directors and the 

House of Delegates. 

• Appoint committee chairs or coordinators as may be 

necessary to permit Illinois Swimming to conduct its 

affairs effectively, efficiently, and economically as 

provided in Articles 5.6.4 and 5.6.9 of the Illinois 

Swimming Bylaws. 

• Approve committee members. 

• Appoint at large members of the House of Delegates as 

provided in Article 4.1.3 of the Illinois Swimming 

Bylaws. 

• Appoint additional delegates to the USA Swimming 

HOD to fill vacancies in representation and/or to utilize 

Presidential At-Large votes. 

• Appoint task forces to conduct programs or affairs. 

• Sign and execute deeds, mortgages, bonds, contracts, 

agreements, or other instruments dully authorized. 

• Sign checks, drafts or other orders for the payment or 

transfer of funds. 

• Serve as the chair of the Personnel Committee. 



• Serve as a member of the Finance Committee and the 

Budget Committee. 

• Have a voice, but no vote, during any committee, sub-

committee, task force or division meeting. 

• Fill vacancies on the Board, the Governance Committee 

and committee chair positions. 

• Receive a copy of any decision rendered by the 

Administrative Review Board. 

• Report to the Board of Directors all matters within the 

General Chair’s knowledge that the Board of Directors 

should consider in the best interest of Illinois 

Swimming. 

 

 The General Chair shall not: 

• Hold the office of General Chair jointly with another 

member 

• Serve on the Governance Committee 

  

 3.2.1.2 Administrative Vice Chair 

 

 The Administrative Vice Chair shall: 

• Serve as the General Chair in the event of a vacancy in 

the office or of the General Chair’s temporary or 

permanent incapacity. When so serving, the 

Administrative Vice Chair shall perform all the duties 

and shall have all the powers of the office of General 

Chair. 

• Conduct meetings in the absence of the General Chair. 

• Chair, and have general charge of the business affairs 

and property of the Administrative Division. 

• Participate in meetings of the committees reporting to 

the Administrative Division. 

• Prepare timely reports for the Board concerning the 

business of the Administrative Division. 

• Aid in the development of policy and coordination of the 

activities of the officers and committees within the 

Administrative Division internally and with other 

divisions, committees, and coordinators. 

• Be responsible for the creation and maintenance of 

Illinois Swimming Policy and Procedures Manual and 

documents or manuals or handbooks referenced therein 

• Submit, or cause to be submitted, governance 

documents required by USA Swimming in compliance 

with Article 8 of the Illinois Swimming Bylaws. 



• Sign and execute deeds, mortgages, bonds, contracts, 

agreements, or other instruments duly authorized. 

• Sign checks, drafts, or other order for the payment of 

transfer of funds. 

• Serve on the Budget Committee, the Finance 

Committee, and the Personnel Committee. 

• Review insurance policies and recommendations 

regarding changes to the Board. 

• Serve as the liaison to the Athletes Representatives and 

the Athlete Committee and shall be responsible to see 

that the Athlete Representatives’ elections are held in 

accordance with Article 6.2 of the Illinois Swimming 

Bylaws. 

  

 3.2.1.3 Finance Vice Chair 

 

 The Finance Vice Chair shall: 

• Serve as the Chief Financial officer of Illinois 

Swimming, Inc. 

• Chair and have general charge of the Finance Division. 

• Develop and assist in the implementation of an 

investment program for Illinois Swimming’s operating 

funds, funded reserves, and endowment funds, in 

conjunction with the Finance Committee. 

• Be responsible for the adequacy of Illinois Swimming’s 

system of internal financial and accounting controls. 

• Cause to be conducted an annual audit and make 

recommendation regarding approval by the Board. 

• Prepare or cause to be prepared tax information 

required by federal and state authorities (990, 1099’s 

etc.) and review same. 

• Submit, or cause to be submitted, annual financial 

information required by USA Swimming in compliance 

with Article 8 of the Illinois Swimming Bylaws. 

• Solicit financial information from Divisions and 

Committees to prepare annual and quadrennial 

budgets. 

• Prepare and present an annual (and quadrennial when 

appropriate) budget for consideration by the Board and 

adopted by the House of Delegates, 

• Serve as Chair of the Audit Committee, the Budget 

Committee, and the Finance Committee. 

• Serve as a member of the Personnel Committee. 



• Sign and execute deeds, mortgages, bonds, contracts, 

agreements, or other instruments duly authorized. 

• Sign checks, drafts or other orders for the payment or 

transfer of funds. 

• Designate the banks, trust companies, other 

depositories or custodian investment companies or 

investment management companies for Illinois 

Swimming funds. 

• Review the reconciliation of Illinois Swimming bank 

accounts monthly. 

• Review the reconciliation of Illinois Swimming 

investment accounts on a quarterly basis. 

• Prepare financial status reports for each meeting of the 

Board and House of Delegates. 

  

 The Finance Vice Chair shall not: 

• Hold the office of Finance Vice Chair jointly with 

another member. 

• Delegate duties to other members without the consent 

of the Board. 

• Combine the offices of the Finance Vice Chair and the 

Treasurer. 

 

 3.2.1.4 Age Group and Senior Vice Chairs 

 

 The Age Group and Senior Vice Chairs shall be considered as 

the Performance Task   Force Coordinators which shall: 

• Oversee and have general charge of performance 

including all sport-side aspects of Illinois Swimming 

programs and services that do not fall under Illinois 

Swimming staff. 

• Work closely with the Program Operations Vice Chair to 

ensure that programs and events conducted within 

Illinois Swimming are the highest quality in all aspects. 

• Develop and review Illinois Swimming philosophy to 

provide opportunities for excellence within offered 

programs and services and advise other 

committees/divisions regarding the implementation of 

that philosophy in the context of Illinois Swimming 

programs. 

• Participate in meetings of the committees that have 

influence related to performance. 

• Prepare timely reports to the Board on the state of 

performance in Illinois Swimming. 



• Serve on the Budget Committee. 

 

 3.2.1.5 Program Operations Vice Chair 

 

 The Program Operations Vice Chair shall: 

• Work closely with the Age Group and Senior Vice Chairs 

to assist with functions and operations that broadly 

impact Senior and Age Group Swimming including meet 

operations. 

• Participate in meetings of the Performance Task Force. 

• Prepare timely reports for the Board concerning the 

business of competitive events. 

 

 3.2.1.6 Coach Representatives (Large Club / Small 

Club) 

 

 The Coach Representatives shall 

• Serve as liaisons between Illinois Swimming coaches 

and the Board. 

• Serve as liaisons between Illinois Swimming coaches 

and the House of Delegates. 

• Co-Chair the Coaches Committee and conduct regular 

meetings of the same. 

• Oversee the operations of the Coaches Committee 

including elections and award recipient nominations 

and selection. 

• Prepare timely reports for the Board concerning the 

business of the Coach Division. 

 

 3.2.1.7 Senior Athlete Representatives 

 

 The Senior Athlete Representatives shall: 

• Serve as a liaison between Illinois Swimming athletes 

and the Board. 

• Serve as a liaison between Illinois Swimming athletes 

and the House of Delegates. 

• Chair the Athletes Committee and conduct regular 

meetings of same. 

• Oversee the operations of the Athletes Committee, 

including nominations and elections. 

• Propose athlete candidates for Illinois Swimming 

committee service. 

• Prepare timely reports for the Board concerning the 

Business of the Athlete Division. 



 

 3.2.1.8 Junior Athlete Representatives 

 

 The Junior Athlete Representative shall: 

• Assist the Senior Athlete Representatives in overseeing 

the business and affairs of the Athlete Division. 

• Serve as the Chair of the Athletes’ Committee in the 

absence or incapacity of the Senior Athlete 

Representative 

• Assist the Senior Athlete Representatives in proposing 

candidates for Illinois Swimming committees. 
 

3.2.1.9  Secretary 

The Board Secretary shall: 

• Take accurate minutes of meetings of the Board of Directors 

and the House of Delegates. 

• Report those minutes in a timely fashion to be approved by the 

next regular meeting of the House or Board. 

• Maintain records of meetings, and documentation from those 

meetings in a manner consistent with this Policy and Procedure 

Manual, Illinois law and the recommendations of the 

independent auditor. 

• Pursuant to Bylaw 4.1.1 shall receive the appointment of Group 

Member Representatives to the House of Delegates. 

• Manage Board votes done by U.S. Mail or electronic means 

pursuant to Bylaw 5.15. 

 
 



Proposed Change to Policy and Procedure Manual 

 

Action Change to Policy 3.3 

Intent Redefines the makeup of the Executive Committee, which no longer is defined 

in the bylaws since the change. 

 

Proposal 3.3 Executive Committee 

 

Makeup of the Executive Committee, along with the duties and 

powers assigned to this body, is defined in Article 5.7 of the 

Illinois Swimming Bylaws. 

 
 
 The Executive Committee of Illinois Swimming shall consist of the General 
Chair and a majority of the voting members of the Board of Directors on and ad hoc 
basis. They may meet at the discretion of the General Chair to address operational 
issues and must report any actions immediately to the Board of Directors as a whole. 

 

 



Proposed Change to Policy and Procedure Manual 

 

Action Update the ISI Records Retention and Destruction Policy 3.5 

 

Intent To bring the policy up to date with current Illinois and IRS directives. 

Propo

sal 
3.5 Record Retention and Destruction Policy 

 

 3.5.1 Purpose 

 

The purpose of this Policy is to ensure that necessary records and 

documents are adequately protected and maintained and to ensure 

that records that are no longer needed by Illinois Swimming, Inc. or 

are of no value are discarded at the proper time.  This Policy is also 

for the purpose of aiding employees of lSI in understanding their 

obligations in retaining electronic documents - including e-mail, Web 

files, text files, sound and movie files, PDF documents, and all 

Microsoft Office or other formatted files. 

 

The purpose of this record retention and destruction policy is to 

outline documents retained by ISI. By listing which information to 

keep and how long documents must be retained, we are ensuring the 

accuracy and security of important records and compliance with 

federal, state and local law, and specifically the Sarbanes–Oxley Act. 

 

3.5.2 Scope and Interested Parties 

 

This document retention and destruction policy shall cover all 

persons employed by ISI, members of the Board of Directors and 

committee chairs. 

 

The policy extends to all physical and electronic documents. 

Electronic versions of physical documents are sufficient to comply 

with this policy.   

 

3.5.2 Policy 

 

This Policy represents lSI's policy regarding the retention and 

disposal of records and the retention and disposal of electronic 

documents. 

 

3.5.3 Administration 

 

The following is a Record Retention Schedule that is approved as the 

initial maintenance, retention, and disposal schedule for physical 
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records of lSI documents and the retention and disposal of electronic 

documents. The Administrative Vice-Chair (the "Administrator") is 

the officer in charge of the administration of this Policy and the 

implementation of processes and procedures to ensure that the 

Record Retention Schedule is followed.   The Administrator is also 

authorized to make modifications to the Record Retention Schedule 

from time to time to ensure that it is in compliance with local, state 

and federal laws and includes the appropriate document and record 

categories for lSI.; The Administrator shall monitor local, state and 

federal laws affecting record retention; annually review the record 

retention and disposal program; and monitor compliance with this 

Policy. 

 

3.5.4 Suspension of Record Disposal in Event of Litigation or Claims

  

 

In the event lSI is served with any subpoena or request for 

documents or any employee becomes aware of a governmental 

investigation or audit concerning lSI or the commencement of any 

litigation against or concerning lSI, such employee shall inform the 

Administrator and any further disposal of documents shall be 

suspended until such time as the Administrator, with the advice of 

counsel, determines otherwise. The Administrator shall take such 

steps as is necessary to promptly inform all staff parties of any 

suspension in the further disposal of documents. 

 

3.5.5 Applicability 

 

This Policy applies to all physical records generated during lSI's 

operation including both original documents and reproductions. It 

applies to electronic documents described above. It is sufficient to 

make electronic versions of hard documents. 

 

3.5.5 Public Inspection 

 

ISI’s IRS Form 1023 and last seven years of IRS Form 990 are 

available for public inspection upon written request to the 

Administrative Vice Chair. 

 

3.5.6 Record Retention Schedule 

 

The Record Retention Schedule is Organized as follows: 

 

A. Accounting and Finance 



B. Contracts 

C. Corporate Records 

D. Correspondence and Internal Memoranda 

E. Electronic Documents 

F. Grant Records 

G. Insurance Records 

H. Legal Files and Papers 

I. Miscellaneous 

J. Payroll Documents 

K. Pension Documents 

L. Personnel Records 

M. Property Records 

N. Tax Records 

O. Contribution Records 

P. Programs & Services Records 

Q. Fiscal Sponsor Project Records 

 

3.5.6A Accounting and Finance 

 

RETENTION 

PERIOD 

 RECORD TYPE 

7 years Account payable and receivable ledgers and schedules, bank statements 

and cancelled checks, employee expense reports, interim financial 

statements, notes receivable ledgers and schedules. 

Indefinite Annual Audit Reports, financial statements, general ledgers. 

7 years (after 

completion of audit 

or sale of 

investment) 

Annual Audit Records, including work papers and other documents 

relating to the audit, investment records. 

2 years Annual plans and budgets and credit card records containing customer 

information. All records containing customer credit card information 

must be securely stored when not in immediate use. Any document 

containing this information that needs to be retained longer than 2 years 

should have redacted from it any credit card information. 

  

3.5.6B Contracts 

 

Any contract or related correspondence, including any proposal 

resulting in the contract and all other supporting documentation 

shall be retained for 7 years after the termination of the contract. 

 

3.5.6C Corporate Records 

 



Corporate records, including minute books, signed minutes of the 

Board and all committees, corporate seals, articles of incorporation, 

bylaws, annual corporate reports, licenses, and permits shall be 

permanently retained. 

 

3.5.6D Correspondence and Internal Memoranda 

 

Most correspondence and internal memoranda should be retained 

for the same period as the document they pertain to or support. For 

instance, a letter pertaining to a particular contract would be 

retained as long as the contract (7 years after expiration). It is 

recommended that records that support a particular project be kept 

with the project and take on the retention time of that project file. 

 

Correspondence or memoranda that do not pertain to documents 

having a prescribed retention period should generally be discarded 

sooner. Those pertaining to routine matters and having no 

significant, lasting consequences should be discarded within two 

years. Some examples include: 

• Routine letters and notes that require no acknowledgment or 

follow-up, such as notes of appreciation, congratulations, 

letter of transmittal, and plans for meetings; 

• Form letters that required no follow-up; 

• Letters of general inquiry and replies that complete a cycle of 

correspondence; 

• Letter or complaints requesting specific action that have no 

further value after changes are made or action taken (such as 

name or address change); 

• Other letters of inconsequential subject matter or that close 

correspondence to which no further reference will be 

necessary; 

• Chronological correspondence files. 

 

Those pertaining to non-routine matters or having significant 

lasting consequence should generally be retained permanently. 

 

3.5.6E Electronic Documents 

 

Retention of electronic documents, including drafts and PDF files, 

depends on the subject matter. It is the general policy of ISI to store 

electronic documents in secure could storage. 

 

Electronic Mail:  Not all email needs to be retained, depending on 

the subject matter. 



• Staff will strive to keep all but an insignificant minority of 

their email related to business issues. 

• All ISI business related email should be downloaded to a 

service center or user directory on the server. 

• Staff will not store or transfer ISI related email on non-work-

related computers except as necessary or appropriate for ISI 

purposes. 

• Staff will take care not to send confidential/proprietary ISI 

information to outside sources. 

• Any email staff deems vital to the performance of their job 

should be copied to the staff’s network drive folder. 

 

Web Page History and Internet Cookies should be deleted once per 

month on all ISI computers.  It is the responsibility of all staff to 

adhere to the guidelines specified in this Policy. ISI backs up its 

electronic documents to secure cloud storage. 

 

3.5.6F Grant Records 

 

All grant related documents should be retained for 7 years after the 

completion of the grant period. This includes but is not limited to: 

grant proposals, agreements and subsequent modifications, all 

requested IRS/grantee correspondence including determination 

letters and “no change” in exempt status letter, final grantee reports, 

evidence of returned grant funds, pertinent formal correspondence 

including opinion letters of counsel, grantee work product produced 

with the grant funds. 

 

3.5.6G Insurance Records 

 

RETENTION PERIOD RECORD TYPE 

Indefinite Insurance policies, Certificates of Insurance 

issued to ISI, claims files including 

correspondence, medical records, and injury 

documentation, and policy binders 

Indefinite, until 6 years 

after death of last 

eligible member 

Group Insurance Plans 

25 years Releases and settlements 

10 years Annual loss summaries and loss runs. 

7 years Journal entry support data 

 

3.5.6H Legal Files and Papers 

 



RETENTION PERIOD RECORD TYPE 

7 years after close of matter Legal memorandum and opinions, 

including subject matter files 

1 year after expiration of 

appeals or time for filing 

appeals 

Litigation files 

Indefinite Court Orders 

10 Years Request for departure from records 

retention plan 

 

3.5.6I Miscellaneous 

 

RETENTION PERIOD RECORD TYPE 

2 years Consultant Reports 

Indefinite Material of historical value 

Current Version and revision history Policy and Procedure Manuals – Original 

Indefinite Annual Reports 

 

3.5.6J Payroll Documents 

 

RETENTION PERIOD RECORD TYPE 

7 years after termination Payroll deductions, W-2 and W-4 forms, garnishments, 

assignments, and attachments 

7 years Labor Distribution cost records, Payroll registers, 

timecards/sheets, Unclaimed wage records 

4 tears after termination Employee Deduction Authorizations 

 

3.5.6K Pension Documents and Supporting Employee Data 

 

Pension document and supporting employee data shall be kept in 

such a manner that ISI can always establish whether any pension is 

payable to any person and if so the amount of such pension. Such 

records shall be maintained indefinitely. 

 

3.5.6L Personnel Records 

 

RETENTION PERIOD RECORD TYPE 

Indefinite Employee handbooks 

Separation + 7 years Employee earnings records, employee medical records, 

employee personnel records (including individual 

attendance records, applications forms, job, or status change 

records, performance evaluations, termination papers, 

withholding information, garnishments, test results, 

training, and qualification records), individual contracts 



7 Years Commissions/Bonuses/Incentives/Awards 

2 years after superseded or 

filing (whichever is longer) 

EEO-I /EEO-2 – Employer Information Reports 

2 years  Employment Records – All Non-Hired 

Applicants (including all applications and Resumes – 

whether solicited or unsolicited, Results of post-offer, pre-

employment physicals, results of background investigations, 

if any, related correspondence) 

3 years Personnel Count Records 

3 years after firing, or 1 

year after separation if 

later 

Forms I-9 

 

3.5.6M Property Records 

 

Property records, including but not limited to correspondence, deeds, 

assessments, licenses, rights-of-way, purchase, sale or lease 

agreements, and insurance policies shall be kept indefinitely. 

 

3.5.6N Tax Records 

 

ISI must keep books of account or records as are sufficient to 

establish amount of gross income, deductions, credits, or other 

matters required to be shown in any such return. These documents 

and records shall be kept for as long as the contents thereof may 

become material in the administration of federal, state, and local 

income, franchise, and property tax laws. 

 

RETENTION PERIOD RECORD TYPE 

Indefinite Tax-Exemption Documents and Related Correspondence, IRS 

Rulings, Tax Returns of any type, Annual Information returns 

including forms 990, IRS or other government audit records. 

7 years Excise Tax Records, Payroll Tax records, tax bills, receipts, 

statements, Tax Work papers (originals), sales/use tax records 

 

3.5.6O Contribution Records 

 

All records of contributions, either ISI’s or documents evidencing 

gifts shall be retained indefinitely. All sponsorship agreements shall 

be permanently retained. 

 

3.5.6P Program and Service Records 

 



Research and publication of ISI shall be retained permanently, and 

all records of club support, club incentive and coach’s education 

programming shall be retained 7 years after the completion of the 

program. 
 

General Guidelines. Records should not be kept if they are no longer needed for the 

operation of the business or required by law. Unnecessary records should be eliminated 

from the files. The cost of maintaining records is an expense which can grow 

unreasonably if good housekeeping is not performed. A mass of records also makes it 

more difficult to find pertinent records. 

 

3.5.6.1 Minimum Retention Periods for Specific Categories 

(a) Organizational Documents. Organizational records include the ISI’s articles of 

incorporation, by-laws and IRS Form 1023, Application for Exemption and will be 

retained permanently.  

(b) Tax Records. Tax records include, but may not be limited to, documents concerning 

payroll, expenses, proof of contributions made by donors, accounting procedures, and 

other documents concerning the Organization’s revenues and will be retained for at 

least seven years from the date of filing the applicable return.  

(c) Employment Records/Personnel Records. ISI shall keep recruitment, employment 

and personnel information, files that reflect performance reviews and any complaints 

brought against ISI or individual employees under applicable state and federal statutes. 

ISI shall keep in the employee's personnel file all final memoranda and correspondence 

reflecting performance reviews and actions taken by or against personnel. Employment 

applications should be retained for three years. Retirement and pension records should 

be kept permanently. Other employment and personnel records should be retained for 

seven years. Employment tax records should be kept for four years following the 

fourth-quarter filing for the tax year.   

(d) Board and Board Committee Materials. ISI meeting minutes should be retained in 

perpetuity in an electronic file maintained by the Board Secretary for no less than three 

years.  

(e) Press Releases/Public Filings. ISI shall retain permanent copies of all press releases 

and publicly filed documents to test the accuracy of any document a member of the 

public can theoretically produce against ISI.  

(f) Legal Files. Legal counsel shall be consulted to determine the retention period of 

particular documents but will be maintained for a period of no less than ten years. This 

shall include labor dispute records. 

(g) Marketing and Sales Documents. ISI shall keep final copies of marketing and sales 

documents for three years, unless such document falls into another category for 

retention (i.e. sales invoices, contracts, leases, licenses, and other legal 

documentation), which documents should be kept for at least three years beyond the 

life of the agreement.  

(h) Contracts. Final, executed copies of all contracts entered into by ISI should be 

retained for at least three years beyond the life of the agreement, and longer in the case 

of publicly filed contracts as noted in section (e).  
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(i) Correspondence. Unless correspondence falls under another category listed 

elsewhere in this policy it will be saved for two years.  

(k) Banking and Accounting. Accounts payable ledgers and schedules should be kept 

for seven years. Bank reconciliations, bank statements, deposit slips and checks (unless 

for important payments and purchases) should be kept for three years. Any inventories 

of products, materials, and supplies and any invoices should be kept for seven years.  

(l) Insurance. Expired insurance policies, insurance records, accident reports, claims, 

etc. should be kept permanently.  

(m) Audit Records. External audit reports should be kept permanently. Internal audit 

reports should be kept for three years.  

3.5.6.2 Electronic Mail.  

E-mail that needs to be saved electronically. E-mail on the ISI domain and should be 

downloaded once per year to a backup storage device. Board members should maintain 

email communications on their own device. The retention period for email is dictated 

by its subject matter as covered elsewhere in this policy. 

 

 

 

 

Formatted: Font: (Default) Times New Roman, 12 pt

Formatted: Font: (Default) Times New Roman, 12 pt

Formatted: Font: (Default) Times New Roman, 12 pt

Formatted: Font: (Default) Times New Roman, 12 pt

Formatted: Font: (Default) Times New Roman, 12 pt

Formatted: Font: (Default) Times New Roman, 12 pt

Formatted: Font: (Default) Times New Roman, 12 pt

Formatted: Font: (Default) Times New Roman, 12 pt

Formatted: Justified

Formatted: Font: (Default) Times New Roman, 12 pt

Formatted: Font: (Default) Times New Roman, 12 pt

Formatted: Font: (Default) Times New Roman, 12 pt



Proposed Change to Policy and Procedure Manual 

 

Action Update the ISI  Policy and move related items into the Meet Administration 

Section 5.0 

Intent Moves Sanction Appeal, Warm Up procedure reference, clarification of time 

limit reference and On-deck photography to this section to clean up sections of 

the rules. 

Proposal 5.0  Meet Administration 

 

5.1  Acceptance of Entries 

 

Incoming entries should be entered on a first come/first served 

basis. 

 

Any entry which was submitted properly and prior to the Meet 

Entry deadline, but which was left out of the Meet Program 

must be considered an Official Entry to the meet.  The Referee 

should take whatever action is necessary to include those 

swimmers in the proper events at the meet.  If appropriate, the 

event should be re-seeded.  Alternatively, the swimmer may be 

willing to swim in any “open” lane, including an open lane in 

the first heat 

 

Entries received after the Meet Entry deadline may be 

accepted by the meet director at his/her discretion when 

extenuating circumstances exist.  In general, “late entries” 

should not be accepted more than one or two days after the 

deadline, and only when such entries can be accepted before 

the final meet program has been printed.  When accepted in 

this way, such entries are official, and swimmers are eligible 

for all awards. 

  

5.2 Entry Fee Charges 

 

1. For ISI Sanctioned Championship Meets, the entry fee shall be 

that set by the House of Delegates and published in the Rules 

and Regulations. 

2. For ISI Sanctioned events, hosts may set their own entry fee. 

3. ISI Swimmer surcharge for individuals entered: shall be $ 2.00 

a. Swimmer surcharge is assessed only on athletes entered 

in individual events. 

b. For closed invitational meets in which there is no fee 

associated with participation, no ISI surcharge will be 

assessed.  

 



5.3 LSC Fees for Sanctioned & Approved Meets 

 

Type of Meet Sanctioned or Approved Fee 

1 day meet 1-2 teams participating  $25.00 

1 day meet 3-4 teams participating  $50.00 

1 day meet 5 or more teams participating  $100.00 

Multi-day meet 1-4 teams participating  $100.00 

Multi-day meet 5 or more teams participating  $200.00 

 

5.4 LSC Hosted Meets 

 

1) All LSC policies for control of monies will be observed.   

2) Usual anticipated income is based on the following: 

a) Entry Fees – (Provided to the host by ISI) 

b) Admissions and program sales 

c) Advertising 

d) Merchandise sales 

3) Usual anticipated expenditures include the following: 

a) Facility rental and associated costs 

b) Printing and reproduction 

c) Postage 

d) Awards (Obtained and paid by ISI) 

e) Hospitality 

f) Telephone 

g) Housing for key officials  

h) Merchandise for resale 

 

5.5  Club-hosted Meets 

 

1) Sanctions for all Club Run Meets. 

a) All applications to host Illinois Swimming sanctioned 

events must be reviewed and approved by the sanctioning 

officer of Illinois Swimming.  

b) The Application for Sanction for each Meet must include 

the name of the Meet Director, Entry Chair and Meet 

Referee and all must be currently registered members of 

ISI/USA Swimming. All accompanying payments (as listed 

on the Application for Sanction) must be received prior to 

sanctioning. 

c) Applications to host open or closed competitions require 

Meet Announcement be submitted by deadlines as stated 

on the Application for Sanction.   The payment and 

application must be received along with the complete Meet 

Announcement for sanctioning.  



d) All applications for Approved meets must be hosted by 

currently chartered Illinois Swimming Clubs and be 

requested by submitting the Application for Sanction, a 

copy of the complete Meet Announcement, and the 

appropriate payment. 

2) Facility Surcharge  

a) At their discretion, a Club may impose a facility surcharge 

to offset the rental costs. This may be imposed per swimmer 

or one set fee to each entered club. 

3) Time Trials 

a) Time Trials require a separate sanction, even when held in 

conjunction with a Championship Meet.  Sanctioning 

requirements are the same as for any other meet. 

b) Time Trials must be officiated in compliance with USA 

Swimming Rules and Regulations, Article 102.10 Officials. 

   

5.6 Sanction Appeal Process 

 

USA Swimming has established broad guidelines for the 

sanctioning process, geographic boundaries with respect to 

sanctioning authority, create an appeal process for denied 

sanctions, and additional recommendations that would serve 

to improve the sanctioning and approval system.  The details 

of this process can be found on the USA Swimming website. 

 

Included in this process and procedure are: 

• Rationale 

• Authority of LSC 

• LSC Requirements 

• Authority of the Zone Sanction Appeal Panel 

• Standard Timeline and Procedures for an Appeal 

• Zone Sanction Appeal Panel Selection 

• Frequently Asked Questions 

 

5.7 Sanction Violation Penalties 

 

Meet Hosts are required to comply with the provision of USA 

Swimming Rules and Regulations, Article 202.2, as well as 

additional Illinois Swimming Guidelines.  The following 

penalties will be imposed on all meet hosts that violate one or 

more of these requirements. 

 

VIOLATION PENALTY 



Late request for sanction for 

open schedule competition 

$100.00 

Failure to make required 

corrections to Meet 

Announcement 

The ISI Administrative Review 

Board shall adopt such remedies and 

penalties regarding administrative 

matters as it deems appropriate. 

Failure to submit 

appropriate reports by 

deadline 

$50.00 

Blatant or repeated failure 

to follow meets rules and 

regulations established by 

USA Swimming and/or ISI 

The ISI Administrative Review 

Board shall adopt such remedies and 

penalties regarding administrative 

matters as it deems appropriate. 

 

5.8 ISI Warm-up Procedures 

 

The Board shall from time to time establish warm-up 

procedures for sanctioned and approved meets, which shall be 

followed in conjunction with the tendered meet packet. 

 

Please refer to Addendum 4 ISI Controlled Warmup 

Procedures. 
 

5.9  Clarification of Time Limitation  

 

 Please Refer to Addendum 2 – Clarification of Time Limitation Rule 

 

5.10 10.0 On Deck Photography Policy 

 

 

 The Board shall from time-to-time establish an on-deck 

photography policy in compliance with current USA Swimming, Safe 

Sport and MAAPP guidelines.   

 

 Please Refer to Addendum 3 – On Deck Photo Guide and Media 

Credential Request Form 
 

 

 

 

 
 



Proposed Change to Policy and Procedure Manual 

 

Action Proposed change to paragraph 2 of Policy 1.6 
 

Intent To renumber text of 1.6 to reflect updated section numbers 

Proposal Those who serve Illinois Swimming must do so without 

personal gain to avoid any institutional loss or embarrassment 

and to behave in such a way that the organization’s trust and 

public confidence are enhanced. It is important to avoid any 

real conflict of interest as well as to avoid even the appearance 

of a conflict of interest. Please refer to Section 34.7 for the ISI 

Conflict of Interest Policy. 
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Proposed Change to Policy and Procedure Manual 

 

Action Move 9.0 to meet administration  

Intent For clarity 

Proposal Below 

 

 

9.0 Clarification of Time Limitation  

 

 Please Refer to Addendum 2 – Clarification of Time Limitation Rule 
 



Proposed Change to Policy and Procedure Manual 

 

Action Move 10.0 to meet administration  

Intent For clarity 

Proposal Below 

 

10.0 On Deck Photography Policy 

 

 Please Refer to Addendum 3 – On Deck Photo Guide and Media Credential 

Request Form 
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Proposed Change to Policy and Procedure Manual 

 

Action Move 13.0 to meet administration  

Intent For clarity 

Proposal Below 

 

13.0 Sanction Appeal Process 

 

USA Swimming has established broad guidelines for the sanctioning process, geographic 

boundaries with respect to sanctioning authority, create an appeal process for denied 

sanctions, and additional recommendations that would serve to improve the sanctioning 

and approval system.  The details of this process can be found on the USA Swimming 

website. 

 

Included in this process and procedure are: 

• Rationale 

• Authority of LSC 

• LSC Requirements 

• Authority of the Zone Sanction Appeal Panel 

• Standard Timeline and Procedures for an Appeal 

• Zone Sanction Appeal Panel Selection 

• Frequently Asked Questions 
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Proposed Change to Policy and Procedure Manual 

 

Action Restructure the TOC 

Intent To meet changes 

Proposal Below 

 

 

1.0 Illinois Swimming 

1.1 Organization 

1.2 Objectives 

1.3 Mission Statement 

1.4 Vision Statement 

1.5 Core Values 

1.6 Statement of Principles and Ethical Behavior 

1.7 Member Code of Conduct 

1.8 Forfeiture of Club Support for Doping 

 

2.0  Policies and Procedures of Illinois Swimming 

 

 

23.0 Membership 

 

23.1 Group Membership 

2.1.1 Club 

 2.1.2 Affiliated Group 

23.2 Individual Membership 

2.2.1 Athlete Memberships 

2.2.2 Non-Athlete Memberships 

23.3 Proof of Membership 

23.4 Transfer of Membership 

2.4.1 Athlete Members 

2.4.2 Non-Athlete Members 

23.5 Membership Fees 

 

34.0 Governance 

 

34.1 House of Delegates 

34.2 Board of Directors 

3.2.1 Roles and Responsibilities of Specific Board Members 

3.2.2 Meetings 

 3.2.3 Orientation 

3.2.4 Attendance 

34.3 Executive Committee 
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34.4 Standing Committees 

3.4.1 Committee Appointments 

3.4.2 Mission Statement of the Committee 

3.4.3 Goals of the Committee 

3.4.4 Functions of the Committee 

3.4.5 Responsibilities of Committee Chair or Coordinator 

3.4.6 Operation of Standing Committees 

3.4.7 Equal Opportunity to Participate 

3.4.8 Open Meetings Policy 

3.4.9 Roberts Rules of Order 

3.4.10 Confidentiality Items 

34.5 Record Retention and Destruction Policy 

 3.5.1 Purpose 

3.5.2 Policy Scope and Interested Parties 

3.5.3 Administration 

3.5.4 Suspension of Record Disposal in Event of Litigation or Claims  

3.5.5 Applicability Public Inspection 

3.5.6 Record Retention Schedule 

34.6 Whistle Blower Protection Policy 

 3.6.1 Purpose 

 3.6.2 Policy 

 3.6.3 Procedure 

34.7  Conflict of Interest Policy 

 3.7.1 Purpose 

 3.7.2 Policy and Practices 

34.8 Illinois Swimming Employees 

34.9 Illinois Swimming Staff Job Descriptions 

4.10 Administrative Review Board Procedure 

 

45.0 Financial 

 

45.1 Monetary 

 4.1.1 Deposits and Records 

 4.1.2 Disbursements 

 4.1.3 Reports 

45.2 Expenses 

4.2.1 Payments to Vendors 

 4.2.2 Purchases 

 4.2.3 Zone Team Expenses 

 4.2.4 Reimbursement for Expenses 

45.3 Illinois Swimming Travel Reimbursement 

 4.3.1 Convention Reimbursement Policy 

45.4 Minimal Operating Reserves 

45.5 Investment Policy Statement 

 4.5.1 Purpose of the Investment Policy Statement: 
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4.5.2 Account Information 

4.5.3 Goals and Objectives 

4.5.4 Risk Tolerance 

 4.5.5 Rebalancing Procedures 

 4.5.6 Performance Objectives 

 4.5.7 Investment Monitoring and Control Procedures 

 4.5.8 Prohibited Activities 

 4.5.9 Reports 

 4.5.10 Duties and Responsibilities of Investment Manager 

 4.5.11 Plan Trustee(s) and Plan Sponsor(s) 

 4.5.12 Use and Oversight of External Advisors 

 4.5.13 Communications 

45.6 Minimal Funding for the Athlete Endowment Fund 

45.7  ISI Club Support Program 

4.7.1 Purpose 

4.7.2 Method of Funding 

4.7.3 Eligible Club  

4.7.4 Eligible Athletes  

45.8 ISI Financial and Accounting Governance 

4.8.1 Purpose 

4.8.2 Basis of Accounting 

4.8.3 Fiscal Year 

4.8.4 Income Taxes 

4.8.5 Accounting Books and Records 

4.8.6 Budget 

4.8.7 Financial Statements 

4.8.8 Examination of Financial Statements 

4.8.9 Banking and Investments Accounts 

4.8.10 Payroll 

4.8.11 Corporate Credit Card 

4.8.12 Expense Report Reimbursement 

4.8.13 Monthly Invoices 

4.8.14 Competitive Bidding 

4.8.15 Property and Equipment Depreciation 

4.8.16 Accounting Procedures - Administrative Assistant 

4.8.17 Accounting Procedures - Administrative Director 

 

56.0  Meet Administration 

 

56.1  Acceptance of Entries 

56.2 Entry Fee Charges 

56.3 LSC Fees for Sanctioned & Approved Meets 

56.4 LSC Hosted Meets 

56.5  Club-hosted Meets 

13.06.6 Sanction Appeal Process Formatted: Indent: First line:  0.5"
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56.76 Sanction Violation Penalties 

56.87 ISI Warm-up Procedures 

9.06.9 Clarification of Time Limitation  

 

10.06.10 On Deck Photography Policy 

 

 

67.0  Procedure for Observation of Season Culminating Championship Meet 

 

67.1 Types of Meets and Eligibility 

67.2 Application and Submission Procedure 

67.3 Policies Regarding Sectional and State Meets 

 

78.0 ISI Championship Meets 

 

78.1 Meet Bid Process 

78.2 Award of Age Group Championship Meets 

78.3 Technical Factors considered in Choosing a Suitable Site 

78.4 Championship Meet Coach’s Meeting 

78.5 Championship Meet Jury Selection 

78.5.1 Technical Jury 

78.5.2 Eligibility Jury 

78.5.3 Selection Criteria 

78.6 Appeal Process for Championship Meet Jury Decisions 

78.7 OME Entry Payments 

 

89.0 Officials 

 

89.1 Officials’ Policies and Procedures 

89.2 Officials’ Training 

89.3 Scholarship Program for Officials Working USA Swimming National Meets 

 

9.0 Clarification of Time Limitation  

 

10.0 On Deck Photography Policy 

 

1011.0 ISI Sponsored Awards 

 

1110.1 Purpose 

1110.2 Policy and Practice 

1110.3 Preservation of Award 

1110.4 Donald Drumm Memorial Team Award for Age Group Swimming 

Excellence 

1110.4.1 Eligibility Rules, Regulations and Selection Process 
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1110.4.2 Presentation of Award 

1110.5 Carol Lambert Memorial Team Award for Senior Swimming Excellence 

1110.5.1 Eligibility Rules, Regulations and Selection Process 

1110.5.2 Presentation of Award 

1110.6 Swimmer of the Year 

1110.7 Breakthrough Swimmer of the Year 

1110.7.1 Eligibility Rules, Regulations and Selection Process 

1110.7.2 Presentation of Award 

1110.8 Age Group Coach of the Year 

1110.8.1 Eligibility Rules, Regulations and Selection Process 

1110.8.2 Presentation of Award 

1110.9 Senior Coach of the Year 

1110.9.1 Eligibility Rules, Regulations and Selection Process 

1110.9.2 Presentation of Award 

1110.10 Volunteer of the Year 

1110.10.1 Eligibility Rules, Regulations and Selection Process 

1110.10.2 Presentation of Award 

1110.11 The ConocoPhillips Award 

1110.11.1 Eligibility Rules, Regulations and Selection Process 

1110.11.2 Presentation of Award 

1110.12 Performance of the Year Award 

1110.12.1 Eligibility Rules, Regulations and Selection Process 

1110.12.2 Presentation of Award 

1110.13 Life Membership Award 

1110.12.1 Eligibility Rules, Regulations and Selection Process 

1110.12.2 Presentation of Award 

 

1211.0 Records 

 

1112.1 Illinois State Record 

1112.2 Illinois Open Record 

 

13.0 Sanction Appeal Process 

 

20.0 Temporary Policies 

 

Addendum 1 - ISI Club Support Program Schedule 

Addendum 2 - Clarification of Time Limitation Rule 

Addendum 3 - On Deck Photo Guide and Media Credential Request Form 

Addendum 4 - ISI Controlled Warmup Procedures 

Addendum 5 - Championship Meet Bid Application 

Addendum 6 - ISI Conflict of Interest Disclosure Form 

Addendum 7 - Request for Observation – Non-Season Culminating Championship Meet Sample 

Addendum 8 - Permanent Part Time Position Job Description 
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Addendum 9 - Administrative Director Job Description 
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