
APPROVED

15 May 2005
Minutes of the Billy Foundation Board
Meeting at Joe Arcangelini’s home 

Present: Charlie S, Jim B, Bill B, Goat, Paul M, Mitch T, John C, Marcus B 
Absent: Karen O
Guests: Bill Murphy, Paul Schwartz, Steve Rockwell, Joe Arcangelini

NOTES: 
1. People who agreed to do things will find their names in bold italics followed by what they 

agreed to do.
2. Items we CONSENSED to are identified in bold-ALL CAPS.

I. Jim called the meeting to order at 1:25 pm with a heart circle and a reading of the 
working agreements.

II. Announcements
A. Steve Rockwell volunteered to coordinate the Halloween Gathering.
B. Jim reminded us that the next Board meeting will be the 3rd Saturday of June (not the 

3rd Sunday) and will take place at the Billy Office in Ukiah.
C. Joe Arcangelini read a letter from Caren Callahan summarizing Toby’s sentencing 

and conviction, the terms of his financial restitution, and suggestions for Board 
action. A copy of Caren’s letter is attached to these minutes. 

1. Joe agreed to e-mail a copy of the restitution letter to Billenet and to the 
office. 

2. Marcus agreed to e-mail a copy of the restitution letter to our e-distribution 
list.

D. Paul M suggested that we form a 2-3 person committee to consider Caren’s letter and 
make recommendations to the Board at the August Board meeting. We 
CONSENSED to this, with Mitch T standing aside. 

1. Jim, Goat and John will serve on this committee, with John chairing. 
E. April minutes were approved with no corrections.
F. Mitch agreed to add to the Billy website all Billy policies, procedures and approved 

minutes.
III. Old Business

A. Fiscal Procedures – Paul presented the 4 fiscal procedures he’s developed. Each one 
was read in turn, with Board members making suggestions for revision and 
clarification. After careful consideration, each one was CONSENSED to. Copies of 
all 4 are attached to these minutes. Note: on the “Receiving and Processing Money” 
policy, we discussed what we mean by a “secure location.” We considered a locked 
file cabinet, a fire proof safe and a portable safe. Ultimately, we decided to leave 
“secure location” unspecified with additional discussion to happen at a future Board 
meeting. 



B. Fundraising Update – Paul reports that we’ve raised approximately $27,000 since Dec 
2004. This includes a $10,000 gift (which has been deposited) from an anonymous 
donor. Paul prepared a thank-you card, which Board members signed. 

C. May Day report
1. Paul reports that we netted about $6,000 from May Day – very close to the 

amount we budgeted. Approximately $2,600 in scholarships were requested, and 
about $1500 were donated to the scholarship fund. As this was a gathering at 
which no one was turned away for lack of funds, all scholarship requests were 
granted. 

2. Issues discussed at the Community Circle. (Note: Although Daniel Latham took 
minutes at the Community Circle, no one at this Board meeting had them. Our 
discussions were based, therefore, on recollection. Bill B. agreed to ask Daniel for 
the minutes and then forward them to the Board. The Board agreed to discuss the 
issues raised at this Community Circle at a future Board meeting.)
a. It was suggested that if registration is an on-line option, then scholarships 

should be available on-line, too. 
b. There was little focus on the “Toby affair.”
c. Ruven agreed to take over the Billy website.
d. There was some amazement that out actual gathering costs are 

$57/person/night.
e. It was noted that the Billy Emergency fund is not happening right now. 

Marcus explained that one of the BESF members is out of the country and 
another has resigned. With only 1 of the 3 members available, BESF requests 
can not be considered. Paul M. volunteered to join the BESF committee. We 
CONSENSED to this.  

f. Marcus suggests that at future Community Circles an official Billy 
representative (a Board member or the Resource Coordinator) should take 
minutes.

g. Steve Rockwell expressed his frustration that there was no continuity between 
the most recent Visioning Retreat and this Community Circle. (Items already 
discussed and agreed to at the Visioning Retreat were brought up again at the 
Community Circle.) Jim suggested that at gatherings, a Board member should 
report on the topics raised at Community Circles and give the Board’s 
responses. 

IV. New Business
A. Payroll Processing – deferred
B. Resource Coordinator Job Description – Discussion:

1. We discussed that the role of the Resource Coordinator in the local Ukiah 
community is more that of a Billy representative than a Billy spokesperson. It is 
not the Board’s intention to require the Resource Coordinator to function as an 
Executive Director.

2. If we require the Resource Coordinator’s attendance at meetings, then we’ll have 
to compensate for time and reimburse for mileage. We agreed to defer this 
discussion to a future Board meeting.

3. Marcus expressed his need for clear, written guidelines for the Richard Locke 
Scholarship Fund. 



4. We need a Personnel Policy manual with specifics about employee evaluation, 
holidays, length of probation, how long after employment begins does health 
benefits begin, etc. Bill Murphy agreed to investigate non-profit insurance 
options. 

5. After incorporating comments, revisions and suggestions, we CONSENSED to 
the Job Description, a copy of which is attached to these minutes.

C. Hiring Policies were read and CONSENSED to. These are attached to the minutes.
D. Registration

1. Steve Rockwell, having done registration at May Day is seeking guidance about 
scholarships in preparation for coordinating the Halloween gathering. Sometimes 
people on scholarship want to extend their stay at a gathering. This impacts the 
scholarship budget for that gathering. Mitch suggests that no one should receive a 
scholarship unless they request one in advance, an idea that we CONSENSED to.
2. Is it our policy to refund payment for those who pre-register but do not attend a 
gathering? Marcus explains that we currently charge a $25 cancellation fee. We 
CONSENSED that any person who cancels registration within 10 days of the start of 
a gathering will be charged a $25 cancellation fee only if a replacement person cannot 
be found.
3. We also CONSENSED that our day use fee will be $30 for each day or part of a 
day. Bill B stood aside. 
4. Steve R recommends that we have at least 2 people at registration – one to handle 
housing and greeting, and another to handle money. 
5. Mitch agreed to launch an on-line Board discussion on whether July 4th gathering 
should be one at which no one will be turned away for lack of funds. We will attempt 
to reach consensus by June 10th. 

E. Billy Boutique
1. The Board values the boutique (and thanks Bill Murphy!) both for the revenue it 
generates and the visibility it provides. 
2. Goat donated a fabulous tent. Sarongs (which are a big seller) were donated by 
Scott and Ron. Caps and T-shirts don’t sell as well. 
3. Bill M volunteered to start and chair a Billy Boutique portfolio, provided there’s a 

work-day in the office to organize material. We CONSENSED to this. 
F. Gathering Fees - John C suggests we lower the fees at gatherings, especially if our 

financial position remains strong. He wants this added to “Old Business” for the June 
Board meeting. 

G. By-Laws – Mitch reports not having a copy and that he needs a Board manual. 
Perhaps Wessie or George Bailey could surrender their Board manuals. 

The meeting adjourned at 7:15 pm (making this an almost 7-hour meeting.)

Reminder - The next Board meeting will be the 3rd Saturday of June (not the 3rd Sunday) and 
will take place at the Billy Office in Ukiah.



The Billy Foundation
Policies and Procedures

Approved 5/15/05

Receiving and Processing Money

Policy
It is the policy of the Billy Foundation that all monies received by the organization will be 
handled in a manner that conforms to generally accepted accounting principles.

Procedure
1. Only Board members or paid staff are authorized to open mail received by the 

organization.
2. Any checks received in the mail will be stamped for deposit, filed in preparation 

for deposit with any and all source documents on the same day in which the mail 
was opened, and placed in a secure location. 

3. All gathering/registration information must be recorded into the database prior to 
making a deposit.

4. No cash may be received without the issuance of a numbered receipt.
5. In the event that unidentified money is collected or the numbers fail to balance on 

the forms provided, the person(s) responsible for the collection of that money 
must provide a brief written explanation and attach it to the money or 
documentation so that the banking deposit procedures can proceed.

6. At gatherings:
a. The Treasurer or his/her designee will provide the registrar with appropriate 

documentation regarding money due at gatherings.
b. The registrar may receive money on behalf of the organization provided 

appropriate documentation is maintained for each transaction.
c. The registrar will be provided with a numbered receipt book and may receive 

money once he/she has issued a receipt for the money.  A copy of the receipt 
must be maintained for the organization’s records.  In the event that a receipt 
book is not available, money cannot be received.

d. Any coordinator of a fundraising event held at a gathering is responsible for 
receiving or for designating an individual(s) to receive money.  The 
individual(s) must provide receipts for any sales,  reconcile the totals on the 
form provided, and turn the receipts over to the Treasurer or a designated 
Board member.

e. Any coordinator of merchandise sales (Billy Boutique, etc.) is authorized to 
receive money on behalf of the organization.  The individual must provide 
receipts for any sales, reconcile the totals on the form provided, and turn the 
receipts over to the Treasurer or a designated Board member on a daily basis. 

f. By the end of each day of the gathering, each individual authorized to collect 
money on behalf of the organization will reconcile all checks, cash, and 
related documentation on forms provided, turn the money and documentation 



over to the Treasurer or his/her designee, and publicly post that this has 
occurred.

g. The Treasurer or his/her designee will make sure that the money and 
documentation is stored in a secure location.

h. All monies received at gatherings will be taken by the Treasurer or his/her 
designee to the office after the conclusion of the gathering for processing prior 
to the preparation of a bank deposit.



The Billy Foundation
Policies and Procedures

Approved 5/15/05

Financial Reporting to the Board

Policy
It is the policy of the Billy Foundation that the Board will be provided with accurate and timely 
reports related to its financial operations.

Procedure
1. The Treasurer or his/her designee shall prepare monthly financial reports for the 

Board unless otherwise specified by the Board.
2. Reports provided to the Board shall include a Balance Sheet, Budget vs. Actual, 

copies of bank statements, and may include individual gathering reports or other 
reports as needed.

3. Additional reports may be provided to the Board provided that the Treasurer has 
received a request for the additional report(s) no later than  two weeks prior to a 
Board meeting.

4. Copies of all financial reports provided to the Board will be maintained in the 
organization’s official record.

5. Paid staff will be expected to work under the Treasurer’s instruction/ supervision 
when preparing financial reports or when helping with the management of the 
organization’s accounting operations.  The Treasurer, however, is responsible for 
the final content of all financial reports provided to the Board.



The Billy Foundation
Policies and Procedures

Approved 5/15/05
Check Writing/Signing

Policy
It is the policy of the Billy Foundation that the Treasurer is responsible for providing direction 
and oversight for all check writing and signing activities for the organization. 

Procedure
1. Two signatures are required on all Billy Foundation checks.
2. The Treasurer, designated Board members, and/or the paid staff may be authorized to 

sign checks.
3. It is the responsibility of the second check signer to sign their name on the form 

provided for each check and to review each expenditure for budget compliance and 
accuracy.  Only Board members can be the second check signer.

4. Only the Treasurer or his/her designee shall be authorized to issue paychecks.  Under 
no circumstances shall an employee be responsible for issuing their own paycheck.

5. Only the Treasurer or a designated Board member are authorized to conduct banking 
activities online or to establish direct deposit accounts.

6. No bills will be paid without an accompanying invoice.  Once paid, check receipts 
will be stapled to the invoices and filed.  



The Billy Foundation
Policies and Procedures

Approved 5/15/05
Banking

Policy
It is the policy of the Billy Foundation that the Treasurer or his/her designee will be responsible 
for oversight of all banking activities for the organization.

Procedure
1. The Treasurer or his/her designee will prepare or cause to be prepared all 

deposits.
2. The following documentation, at a minimum, will be required prior to the making 

of a deposit:  
a. Identifying information related to each individual transaction
b. The appropriate coding as it relates to the Chart of Accounts for each 

transaction
c. Copies of each check 
d. Copies of cash receipts
e. Copy of the completed deposit slip

3. All pertinent information must be entered into the accounting system before the 
deposit is taken to the bank.

4. Once the deposit has been prepared, the Treasurer or his/her designee will take the 
deposit to the bank.

5. Once the deposit has been made, the deposit slip will be attached to the 
documentation listed in #2 and filed in the banking folder.

6. The Treasurer or his/her designee will reconcile the bank statements on a monthly 
basis.  Copies of the signed reconciliation report will be attached to the bank 
statement and filed, and copies will be provided to the Board.



MEMORANDUM

TO: BILLY FOUNDATION
FROM: CAREN CALLAHAN, ESQ.
SUBJECT: THOMAS (TOBY) LAVERTY

RESTITUTION - CRIMINAL CONVICTIONS
DATE: 5/15/2005
CC: FILE

Convictions:
On February 15, 2005, Thomas Laverty pled guilty to felony charges of and was sentenced as 
follows:
1. One count of possession of child pornography - one year in county jail to be served 
concurrently with his prison time;
2.  Grand Theft - one count - 2 years prison to be serve consecutively  with count three;
3.  Altering a Computer System - One count  - 8 months prison
Total sentence to be served in prison:  2 years 8 months.
He is eligible for parole in one year 4 months.  His release date is approximately Aug. 2006. 
Since he is a non-violent offender there is the possibility that he may be released early by the 
Governor due to prison population over-crowding.
When he is released it will be to Mendocino County.  He will have to report to his parole officer.

Restitution [$45,000.00, including our attorney fees]:
The District Attorney's Office has sent a copy of the Order for Restitution - Abstract of Judgment 
("OFR").  The OFR is now a civil judgment as the Abstract of Judgment was issued by the court 
and filed with the Mendocino County Clerk's Office.  The OFR may also be recorded in any 
court where he may or has acquired real property.  For example, if it is in Mendocino then, the 
OFR would also be recorded with the Mendocino County Recorder's Office.

Process of Enforcing Restitution:
1. Time in Prison: While he is in prison, if he works, his income can be levied.  The Billy 
Foundation would be responsible for taking the action required to have his income paid to BF 
pursuant to the OFR.  This requires notifying the prison of the OFR and inquiring as to the 
procedure to have that OFR enforced while he is incarcerated..
2. Parole: Upon his parole - contact his parole office and obtain the name/address of his 
employer.  File a wage garnishment request, obtain a wage garnishment order and serve the order 
on his employer.
3. After Parole: After his parole -
(a) if he remains working with the same employer as he did while on parole, then the order for 
wage garnishment remains in effect;
(b) if he is employed elsewhere, then an order of examination ("OEX") is served on him, he must 
appear in court and is asked under penalty [of perjury] where he is employed and thereafter the 
wage garnishment order is served on his new employer.  During the OEX, which is conducted by 
a BF representative or your legal counsel, he is required to answer questions regarding his 
income, assets and debts.  This examination is usually held outside the courtroom.  If he fails to 
answer questions, then the OEX continues in the courtroom, presided over by the judge.  If  he 



fails to appear ("FTA"), then a warrant will be issued for his arrest. An FTA may well result in a 
violation of his parole.

SUGGESTED ACTION:

A. The OFR and Abstract of Judgment was issued on 2/18/05.  This remains in full force and 
effect for 10 years.  Thereafter, it can be re-issued. 
- If it is believed that Toby has acquired real property in his name, then this document should be 
recorded in the county where the real property is located.  Thereafter, if he sells or re-finances 
the real property, this document will appear on a title search as a lien, which must be paid prior 
to the property being sold or re-financed.

B. Follow up on where he will be incarcerated with the California Department of Corrections 
("CDC").
- Contact the prison where he is incarcerated.
- Obtain their procedures for filing the OFR to levy his prison wages.
- Follow those procedures.
- File the OFR  with the prison with instructions where payment is to be sent.

C. Calendar his release date - Aug. 2006.
- After his release contact Mendocino County Parole 463-5713, obtain from his parole officer the 
name/address of his employer;
- File wage garnishment and serve it on his employer;
- He can object; if he objects you can oppose his objection.  If his objection is accepted then, the 
wage garnishment order will not be granted.  If his objection is over-ruled then an order by the 
court will be issued.
- If you cannot locate his employer, locate him and serve him with an OEX.  At the OEX 
question him on his employment, assets and liabilities.
- If he does not pay, then contact the parole officer and report the non-payment. A failure to pay 
pursuant to an order for wage garnishment is a violation of a court order and a violation of his 
parole.

D. After his parole is completed - locate his employer via OEX;  legally serve his employer with 
wage garnishment.  Then, obtain a court order.
- serve wage garnishment order on his employer.

E. Within 10 years from 2/18/2005 have the Abstract of Judgment on the OFR re-issued by the 
court.
- This must be filed with the court prior to 2/18/2015.



Billy Foundation
RESOURCE COORDINATOR

Job Description
 
I. BUSINESS OFFICE RESOURCES

A. FINANCIAL MANAGEMENT
        1.       Receive and process money as it arrives in the office

2. Work with Treasurer on budget, cash flow and other financial 
matters 

3. Prepare financial reports under the supervision/ direction of the 
Treasurer

4. Enter financial information into computer, using QuickBooks
5. Maintain accurate database that includes the financial activities 

of the membership
6. Prepare checks for signature and final authorization by the 

Treasurer

B.   FILING & DATABASE MANAGEMENT
1.   Maintain and organize files and archives
2.   Responsible for integrity, security and functioning of database
3.   Oversee office equipment, maintain office space including 

janitorial responsibilities

II. COMMUNICATION AND LIAISON - Responsible for facilitating 
communications with outside world, Billy Community and Board of 
Directors
A.  With the OUTSIDE WORLD

1. Respond to New Billy inquiries
2. Respond to and/or refer phone messages, drop-ins, e-mail letters, 

etc.
3. Coordinate representation at meetings, as directed

B.   With the BILLY COMMUNITY
1. Maintain calendar of events, provide event referral
2. Refer to appropriate resources (communities, portfolio holders, 

individuals)



3. Manage mailing list and maintain its security
4. Insure all administrative and office-related needs of gathering are 

met, including oversight of gathering information response
5. Coordinate Billy publications with portfolio holder(s)
6. Provide timely reports for inclusion in Billy publications, as 

requested

C.   With the BOARD OF DIRECTORS
1.   Attend Board meetings and retreats as requested
1. Provide monthly, verbal status reports at Board meetings
2. Implement Billy policies as determined by Board
3. Work with the Board to maintain the agency’s Official Record

III. BILLY “GIVING” PROGRAMS
A. BILLY EMERGENCY SUPPORT FUND (BESF)

1.   Reply to inquiries
2.   Supply applications and referrals
3. Stay aware of BESF policies and balance in fund
4. Work with BESF committee, providing necessary clerical and 

administrative support
5. Process requests that have been approved by BESF committee

B. RICHARD LOCKE SCHOLARSHIP FUND
1. Reply to inquiries
2. Stay aware of and implement scholarship policies 
3. Process requests

 
IV. EVENT AND MATERIAL RESOURCES - Coordinate Gatherings

A. Oversee registration and pre-registration process
B. Oversee cash flow, deposits and disbursements
C. Coordinate gathering calls
D. Work with gathering coordinators
E. Serve as official liaison with sites

0. Obtain contract information and refer to Board for approval
F. Maintain gathering equipment, equipment rental and storage, and 

inventory of supplies 



V. SKILLS
A.   Basic computer literacy in word processing, bookkeeping, database 

management and  graphics; Windows platform
B.   Insure data backup and security
C. Excellent verbal and written communication skills
D. Basic bookkeeping and banking
E. Able to coordinate and supervise the activities of volunteers

VI. PERSONAL QUALITIES
A. Familiar with and supportive of Billy Club/Foundation mission, values 

and community
B. Responsible, dependable, detail-oriented
C. Able to refer and delegate tasks
D. Able to remain calm under stress
E. Enthusiastic, gregarious, out-going, people oriented
F. Sensitive to wide range of personal and community concerns, 

including AIDS, HIV, homophobia and financial/income considerations
G. Experienced in collective group process
H. Self-directed, able to work without immediate supervision
I. Able to take direction and implement Board directives

VII.     OTHER DUTIES – as assigned

VIII.    COMPENSATION, BENEFITS AND OTHER
A.   Schedule:   24 hours/week with additional hours when approved by 

supervisor depending on workload and gathering schedule
B.   Salary:       $13.00 to $15.00/hr
C.   Benefits:    Health benefits available
D.   Reporting: Takes direction from President of the Board; supervised by 

Chair of Personnel Committee.
E.   Location:   Office in Ukiah, CA
F.   Other:       Up to 10 free gathering-days at Billy gatherings

 
 
The Billy Club is an Equal Opportunity Employer



Billy Club community members, people with HIV, people of color encouraged to apply



Billy Foundation
Hiring Policies

The following are done before an offer of employment is made:

A. A job description, including salary range, benefits and qualifications is given to any 
applicant for a Billy Foundation job.  

B. All candidates for employment must fill out a standard Application for Employment.
C. Applicants will be interviewed by a panel chosen by the Personnel Committee. 

Interviewers will include both Board members and Billy community members.
D. Interviewers will use a standardized set of questions and criteria agreed upon before 

the beginning of the first interview.
E. The Personnel Committee chair will request and check references from all final 

candidates for employment. 
F. The Personnel Committee chair will conduct a background check on the top 

candidate.

The following is done within the first week of employment:

In accordance with the Immigration and Control Act of 1986, all employees must furnish 
to their employer evidence of their employment eligibility. A completed form I-9 and 
supporting documents will be kept on file.

All information provided to the Billy Foundation by an applicant is presumed to be 
accurate, truthful and free from material omissions. Any falsification or 
misrepresentation by an applicant will lead to appropriate disciplinary actions which may 
include termination of employment.
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