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Introduction

Friends groups provide a valuable added benefit to our state parks and public lands by instilling pride and
responsibility for lowa’s natural resources. Friends contribute skills and knowledge as well as other resources
to enable DNR staff to accomplish projects beyond day to day operations. Friends also make natural resources
a priority in their communities.

One purpose is overriding: Friends groups always work with the DNR to support the mission to
conserve and enhance our natural resources while improving the quality of life for [owans and
ensuring a legacy for future generations.

How to use this document

Direct links to documents and websites are present if this manual is accessed electronically and are noted with
hyperlinks. The hyperlinks allow the user to obtain updated information directly from the source. For those
accessing a paper version of this document, please visit the support websites listed in this document for the
most updated information.

Purpose

A Friends group exists to assist and support the DNR’s mission, operation and programs. The group is not
intended to oversee the operations or management of the DNR area. The group is an entity separate from the
site, liable for its actions and responsible for its own direction.

A Friends group can help create a strong connection between DNR and the community. This relationship
benefits the DNR, its staff, economic development of the area and most importantly the citizens who visit these
sites by:
e Assembling a corps of volunteers to assist with ongoing and future activities.
e Seeking alternative sources of financial support through fundraising, in-kind contributions, and
donations of goods and services.
e Generating support for specific planned projects and events from local community organizations,
groups and individuals.
e Promoting the area and important issues relating to the area in general with legislators, government
decision makers, and the public.
e Acting as a goodwill ambassador between the local community and the DNR.

Establishing a Friends Group

Any group of interested citizens can form a Friends group by following a process set by the DNR and the Iowa
Secretary of State’s Office. Groups should contact the local area DNR to start discussion about the formation of
a group. Prior to setting up a Friends group, a prioritized, comprehensive list of tasks and projects should be
developed and adopted by the group and DNR for goal-oriented meetings and accomplishments. Remember
all improvements that occur on DNR property must be approved by the agency prior to action being taken.

Action Steps
1. Outline goals with the DNR.
2. Develop scope and mission for the group.
3. Identify members who will be signing the paperwork to start the Friends group (Incorporators).
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4. Submit an application to lowa DNR (see Appendix).

5. Write Articles of Incorporation — For a list of information required in Articles of Incorporation please
go to: Jowa Code 504.202 or visit the Jowa Secretary of State’s Office at www.sos.iowa.gov/nonprofits.

6. File Articles of Incorporation with the lowa Secretary of State’s office.

7. Hold a meeting to organize the Corporation — Iowa Code 504.205.

8. Obtain a Federal Employee Information Number (EIN). It is a unique identifier of your organization
for all reporting purposes. This is done by filling out an Internal Revenue Service (IRS) form called an
S5-4 or go to www.irs.gov.

9. Decide if you want to be a tax exempt organization (designation of a 501(c)(3)). If you do, you must fill
out an IRS form 1023 — Application for Recognition of Exemption at www.irs.gov.

10. Draft by-laws — these are organization’s internal operating rules containing any provisions for
regulating and managing the affairs of the corporation.

11. Hold an organizational meeting to discuss:

Adopting bylaws

Electing Officers

Discussion of other business of the Friends group
Insurance for the group

Insurance for the Board of Directors

SRS

Role of the DNR
On-site DNR Staff

e Opversee the day-to-day operations of the DNR area.

e Work with the Friends group to encourage and guide it in its goals, within the scope of the DNR’s
policies.

e Provide information to the Friends group as a non-voting ex-officio member.

¢ Manage and train volunteers on site and assist volunteers to complete required paperwork as it relates
to their responsibilities.

DNR Volunteer Coordinator

e Manage expectations of volunteers throughout the agency.

e Assure staff receives proper training and management for volunteers.

e Actas aresource for Friends groups on agency policies and procedures.

e Collect and retain Friends group documents for information and internal DNR reporting.

e Report to Iowa legislature, DNR management and DNR commissions on the progress or Friends
groups.

Helpful Hints to Manage a Friends Group

Articles of Incorporation

e The definition of the group must state: “the Friends of (i.e. Ledges State Park) has been
formed solely for the purpose of promoting and enhancing (i.e. Ledges) State Park,
recreation area, or the Jowa State Park system”.

e If the group plans to hold special events on state property the group must comply with the DNR
Administrative Code 571 — Chapter 44. See the special event section below for more information.

e The address and name of the corporation's registered office and agent at that office cannot be a DNR
staff person or DNR property/office address.
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Concessions

If the Friends group plans to sell concessions (including firewood) on state property the group must comply
with the lowa DNR Administrative Code 571 — Chapter 14. All proceeds from the sale of merchandise and
other concession services shall be spent on state park or recreation area improvements.

Special Events
Permits are required for all special events. Special events are defined by lowa Administrative Code as the
following: “special event” means either of the following occurring on public land, water or ice:
1. An organized race, tournament, exhibition, demonstration, or other planned event in which an
admission fee is charged, prizes are awarded, or competition occurs between participants;
2. A planned event that, due to its nature, potential or actual size, or length, would likely adversely
impact the use of the area by the public.
Examples of this are: Field and retriever meets or trials, fishing tournaments, athletic events, etc.

Visit the DNR website https://programs.iowadnr.gov/specialevents/ to request a permit for a special event.

Finances
Define specific procedures for handling money and writing checks and include these procedures in the
bylaws.
e Consider how many signatures the group needs to have on the bank signature card, whether the
group wants to require more than one signature on each check, etc.
e At the end of the fiscal year, groups should have an audit of financial records. This is submitted with
other reports annually. (See list above.)

Please note: according to Iowa Code Title 1 Subsection 4 Chapter 13C -- A charitable organization shall
provide, upon request and without cost to the requesting party, financial disclosure information concerning
contributions received and disbursements for the organization’s last complete fiscal year, or, if the
organization has not completed a full fiscal year, for its current fiscal year, to the attorney general or a person
requesting the information within five days of the request.

Bylaws
Include the following:

e Establish a mission statement.

¢ Identify the name of the organization and the DNR area being supported.

e Membership criteria, voting, dues, and termination of membership. All Friends groups must include
in their bylaws this language: “Membership is open to anyone regardless of race, color, religion, sex,
age, disability, national origin, or political affiliation.”

e Provide several levels of membership for individuals, families, and “patron” level. Offering an option
of higher level support encourages larger donations.

e Establish meeting frequency and required number for a quorum (including the DNR ex-officio
member).

e Establish officer positions and duties, set term limits, elections procedures and handling interim
vacancies.

e Identify standing committees and their duties, with flexibility to establish new committees.

e Determine a fiscal year.
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e Describe a procedure to amend bylaws.

e Outline conditions and procedures of dissolution.

e Strongly consider including a section in the bylaws about conflict of interest in situations regarding
board members. Conflict of interest could arise regarding vendors, ownership of property near the
site, etc.

Seeking Grants and Funding
e Identify individuals or organizations in the community who might provide pro-bono services, or
contribute funds or supplies for projects.
e Research foundations and charitable groups through resources like the lowa Grants Guide
(www.iowagrantsguide.org).
e Consider training for a member to attend a grant writing workshop if members do not have this

experience.
e Consult with the DNR before pursuing any grants to ensure the DNR supports your initiative.

Insurance

An important consideration for any non-profit group is to purchase insurance for its board members, special
events and the entity itself. In the event of an injury or accident, the Friends group could be drawn into legal
action. For more information see Jowa Code 504.858.

Meeting Structure

Meetings can be scheduled annually, at the beginning and end of the season or any frequency agreed upon by
members. Opening these meetings to all volunteers may result in some of the non-Friends volunteers
becoming new members. The meetings can be informal events with food, program or activities.

Any meetings held in support of the Friends group should follow these guidelines:
e Meetings should be scheduled regularly and well publicized in advance.
e Minutes of the meeting must be recorded and kept on file.
e Atleast one person from the DNR staff must be in attendance.
e Copies of minutes should be provided to the DNR staff person.

Requirements for Friends Groups

Construction or Installation Projects on State Property

To provide a consistent standard for signs, kiosks, installations and projects requiring construction in our
public areas, the state of Iowa has developed requirements that must be followed to ensure new development
meets state criteria and rules.

e Sovereign Lands Construction Permit — Any construction occurring on, above or under state-owned
lands or water must have a permit through the DNR sovereign lands program. Sovereign lands
include: meandered sovereign lakes, meandered sovereign rivers, state forests, wildlife management
areas, state parks, and state preserves. This permit is established though lowa Administrative Code
571 — Chapter 13

e Archeological survey potential — any construction that may disturb land has the potential to trigger a
survey. To determine the need of a Phase I study contact the DNR at 515-281-5918.

e Design Guide — the guide is a complete resource for any installation occurring in state parks, preserves
or forests with the intent to provide continuity for all construction and design projects. Contact your
local DNR staff person for more information.
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Retain a DNR Ex-Officio Member

This non-voting ex-officio member will attend all meetings. This designee is in place to respond to any DNR
policy questions or management practices that may be brought up at the meeting. The DNR designee must be
present to constitute a quorum.

Comply with Volunteer Paperwork

All volunteers who work on DNR property must complete all volunteer forms and have proper authorization

prior to volunteering. The intent is to manage risk by ensuring volunteers are trained properly, know what is
expected of them, and the agency has a record of their involvement. DNR staff is familiar with volunteer
requirements and will help facilitate training and paperwork required. Below are steps all volunteers must

follow:

Submit to a background check when working with vulnerable populations (children under the age of
18, persons with disabilities, and/or the elderly).

Submit to a driver’s license check if the volunteer will be operating any DNR vehicles. This includes
ATVs, and boats.

Any volunteer under the age of 18 cannot operate any machinery with a motor or a vehicle.

All volunteers must sign and submit a liability waiver. Any volunteer under the age of 18 must have
a parent or guardian sign a liability waiver.

Submit a monthly volunteer log to the local DNR staff person.

Reporting

IRS information on required filings for tax exempt organizations see 4221-PC.

IRS Annual filing requirements (Form 990, 990N or 990 E-Z).

Biennial report filed with the Iowa Secretary of State’s Office (www.sos.iowa.gov).
Annual Report filed with the Iowa DNR’s Office of Volunteer Services (See appendix).

Record Retention for the State of Iowa

1.

N

Permanent records

a. Minutes of all member and board of director meetings

b. Record all actions taken by members, committees or directors
Accounting records that include all deposits and transactions

Membership record
a. Names (in alphabetical order)
b. Address

c. Number of votes for each member

Maintain all records in written form including:

a. Articles of Incorporation or reinstated articles of incorporation and all amendments

b. Bylaws or reinstated bylaws and all amendments

c. Resolutions adopted by the board of directors

Minutes of all meetings and records for the past three years

All written communication to members, including financial statements for the past three years
A list of names and business or home addresses of its current directors and officers

Most recent biennial report delivered to the Secretary of State
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Recommended submittals to DNR

In order to share successes and provide additional assistance to volunteers the DNR Volunteer Coordinator is
tasked with reporting successes to management, Commissions and the Iowa Legislature. Successes and
upcoming events will be featured on the DNR website calendar, publications, Twitter feeds, and Facebook.
When groups need volunteers the DNR will post volunteer opportunities state wide through web based
programs. Submittals of the following paperwork will assist in this reporting and information sharing:

e  Establishment of a Friends group form (see Appendix)

e  Annual report

e  Articles of Incorporation

e  Bylaws of the corporation

e  Calendar of events

e  Newsletters

e  Photos

Thank you for starting and managing a Friends group! We truly appreciate your dedication and
hard work to help our agency provide outstanding access to Iowa’s natural resources.

Sincerely,

Yl o

Linda King
DNR Volunteer Coordinator
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APPENDIX

Free Assistance

Resource Center
The Larned A. Waterman Iowa Non-profit Center at the University of lowa is a Center where groups can get
access to advice, newsletters about non-profits and issues they face and for fee workshops to help non-profits

thrive. To learn more about this resource visit http://inrc.continuetolearn.uiowa.edu/ or call toll free 866-500-
8980.

Access a free copy of lowa Principles and Practices for Charitable Nonprofit Excellence.

IRS Assistance

The Internal Revenue Service’s website www.stayexempt.org/ has free information for non-profits on various
subjects, including federal reporting requirements, how to apply for tax exempt status, and helpful hints for
writing bylaws. Information is available in on-line tutorials and presentations to understand forms and

processes. To view a mini course on applying for tax exempt status click here.

Information about IRS required filings for tax exempt organizations can be accessed here: Compliance Guide
for 501(c)(3) Public Charities . The document covers the following:
e Activities that may jeopardize a charity’s exempt status

e Federal information returns, tax returns or notices that must be filed
e Recordkeeping — why, what, when

¢ Governance considerations

e Changes to be reported to the IRS

¢ Required public disclosures

e Resources for public charities

Iowa Secretary of State’s Office

The Iowa Secretary of State’s Office has a Business Services Division helping Iowan’s understand legal
requirements for setting up non-profits, explaining necessary paperwork and on-line forms to start a Friends
group. By going to their website and looking under the heading of “non-profits” information is available on
how to get started with a non-profit. http://sos.iowa.gov/

Iowa DNR Office of Volunteer Services

The volunteer coordinator manages volunteer programs for DNR; develops volunteer opportunities in
conjunction with staff; posts volunteer opportunities on the DNR website; completes the initial screening of
most volunteers; establishes policies and procedures; develops manuals; promotes volunteer opportunities;
and, provides training and support for staff. The coordinator serves as liaison for volunteers such as Iowa
DNR friends groups. For more information visit the website www.dnr.iowa.gov/volunteer or call the
Volunteer Coordinator at 515-242-5074.
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ESTABLISH A FRIENDS GROUP

On behalf of the proposed organization below, we the undersigned are submitting this form to inform the
DNR about the formation of a Friends group for the DNR area named below.

We acknowledge all improvements that occur on DNR property must meet compliance with all local, state and
federal laws and rules. All improvements proposed to be completed on state property must receive approval
from the DNR Bureau management levels prior to implementation or construction.

We certify to the State of Iowa that the proposed organization is non-discriminatory and will not limit
membership based on race, religion, age, gender, color, national origin, sexual orientation, political affiliation
or against otherwise qualified persons with disabilities.

We recognize we are responsible for ensuring full compliance with the requirements of federal and state and
the Jowa Administrative Code chapters and rules promulgated under those chapters that may be applicable to
the operation and fundraising events of a Friends group.

We will acquire and comply with all applicable state and local permits issued by all state and local agencies
necessary.

DNR location proposed to be served by a Friends group

Proposed Mission

Annual Goal of the proposed Friends group

Ol N =

Long Term Goals of the proposed Friends group

Grk L=
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Incorporators (use a continuation sheet if necessary)

1. Name address

City State Zip
Phone e-mail

Signature

2. Name address

City State Zip
Phone e-mail

Signature

3. Name address

City State Zip
Phone e-mail

Signature

4. Name address

City State Zip
Phone e-mail

Signature

5. Name address

City State Zip
Phone e-mail

Signature

Anticipated date of incorporation

Person submitting application

Name

Phone E-mail

Signature Date
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