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Section A. NPAworldwide Policies

Article 5, Section E of the Bylaws charges the Board to “prepare and maintain an Operations Manual to
outline procedures and practices implementing the Bylaws.” The procedures, practices, guidelines, and
policies documented here are intended for all members and members’ staff, employees, and contractors.
Comments may be advisory or statements of required action. Violations will be subject to Board
review and may expose members to expulsion.

1. Basic Principles

Trust and cooperation among members are essential to the free flow of information which will ensure the
success of both NPAworldwide and its members. In order to assure trust and cooperation, members
should not interfere with another member’s operations or misuse another member’s contacts or
relationships developed while working cooperatively.

The “But For” concept is a central theme to cooperative engagements between members. “But For”
information received from an affiliate, a placement would not have taken place; therefore, it is a
cooperative or split placement and reported and treated accordingly.

The key to a cooperative placement is the exchange of information—information of such a nature and
timeliness that when it is acted upon results in a placement. No member can “own” a client or candidate.
What is important is current information regarding the status of a candidate or a client’s needs which can
lead to a placement. It should be noted that it is possible for others to develop the same information
independently. However, when information is shared which is not common to both members and that
shared information results in a placement, a split placement has been made.

It is equitable to compensate the efforts of exporters / candidate-sides when “but for” their work an
importer / job-side would not have had a particular candidate to place. It is also reasonable to limit the
“ownership” of candidates by exporters / candidate-sides. Clearly one should not forever “own” the
placement rights to a candidate referred to members. The NPAworldwide policy is a combination of the
“but for” rule and the concept that once a referring member is compensated for a candidate placement,
the candidate is free to select his/her own representative.

Definitions

Member / Affiliate— a recruiting firm that is currently a member

Originating Office - the office which first originates a candidate or position

Recipient Office - the office to which the originating office transmits candidate or position information
Importer / job-side — the member with the client relationship and position, searching for candidates

Exporter / candidate-side — the member with the candidate relationship, looking to place a candidate in a
position
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Cooperative Placement / Split Placement - whenever two members exchange information, whether
directly or indirectly, regarding a candidate or a position which, as a result of that exchange, causes the
hire of a candidate by a company or the payment of a fee to a member

2. Communication

The core of all placement activity is communication. It is important that all employees of NPAworldwide
member firms understand their responsibilities and obligations to communicate regarding placement
activity.

In all placement activity, the member having contact with the employer is obliged to report to the office
that sent the candidate all significant information regarding the placement, i.e. arrangement of any
interview(s), offers and acceptances. Whenever candidate contact information is released to a client
company, immediate full disclosure of all information concerning a position, including the name of the
client and location, must be communicated to the member supplying the candidate.

Members are responsible for cooperating to facilitate successful placements. A member office must
consider the other member office as a full and equal partner in the placement activity and involve them
fully in all aspects of the placement process. Contacts made to screen candidates before first interview
are not considered part of the placement activity; however, all activity from a first interview (by phone or
in person) onward is part of the placement activity until the shared information results in a conclusion.

3. Primary Information Source Recognition

It is considered unethical and improper to deliberately use information obtained from an affiliate without
sharing in the resultant fee. A cooperative placement is made by the exchange of information of such a
nature and timeliness that it significantly contributes to a placement. The exchange of information by
itself cannot cause a placement. Someone has to act on that information. Any question dealing with
whether a placement is cooperative or not requires consideration of the significance of the information,
the timeliness of the information, and the intent behind the actions of the recipient of the information.
When the timing and significance of the information is such that a member would not normally have
made a placement, a cooperative placement may have occurred.

As members market their services to potential client companies and candidates, utilizing resources
available outside NPAworldwide to support their efforts, it is expected that members will find themselves
soliciting business from the same clients or recruiting the same candidates. Nothing in the rules restricts
the right of a member to develop business opportunities based on information available through non-
NPAworldwide channels, even though it may have been previously provided by an affiliate, if in its normal
and customary business function, the same information would have developed from these non-
NPAworldwide efforts.
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4. Secondary Information Source Recognition

Secondary information is information gained by a recipient office as a result of communicating with an
originating affiliate’s client or candidate which results in new positions or candidates. An originating office
may give permission to a recipient office to deal directly with his/her candidate or client. New positions or
candidates developed as a result of that approved contact belong to the originating office. The exception
to this rule is that, should new unsolicited positions be received by the recipient office more than 1 year
after receiving the original position, “ownership” of those positions will belong to the recipient office.

Permission to contact a candidate is assumed. Permission to contact may be denied by the exporter /
candidate-side by completion of the Don't Contact field on the candidate entry screen. Unless a written
document is provided that alters this original and documented request, no contact should be made.

While in contact with a client, if the recipient office receives new positions, they are required to notify the
originating office immediately and send all documentation developed. If the originating office fills the new
positions with its own candidates then no cooperative placement exists. In this situation, the originating
office is free to utilize the NPAworldwide system to make a placement in which the recipient office may or
may not be the successful cooperative placement partner.

The major test of information source recognition should revolve around the basic “But For” and
“extension of service” rule:

But for the direct information received from another member, or indirect information received as
a natural extension of their ongoing service with your firm, a placement would not have been
made, then a cooperative placement has occurred.

Affiliate relations are founded upon trust. Part of that trust involves confidentiality and proper usage of
information submitted both directly and indirectly to an affiliate. In light of this, no affiliate shall use
candidate or position information to develop further candidates or positions without permission (written
or verbal) from the originating office.

5. Client Source Recognition

Members may consider an employer to be a direct client except in the following situations:

a. For specific positions where the client has been identified by an affiliate, candidate referrals
must be made through that affiliate.

b. For specific positions where a member has been placed in direct contact with the client of an
affiliate for the purpose of facilitating referrals, those placements will be considered to be
cooperative. All subsequent positions received by the member introduced to a client of an
affiliate for 1 year after the introduction shall be considered cooperative, regardless of when
an offer is extended or accepted. The relationship of an affiliate and their client demands
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primary respect and the use of an affiliate’s information continues to generate split
placements. After 1 year it would be unethical to solicit this affiliate’s client. If there has been
prior agreement between two members, the terms of that agreement shall prevail regarding
the term of obligation.

6. Solicitation

Fundamental to the success of the network is that members will not knowingly solicit the work entrusted
to a trading partner. Solicitation efforts should be focused on positions and candidates other than those
being worked by NPAworldwide affiliates.

7. Other Ethics and Procedures

a.

A Direct Relationship Must Exist

A direct client/affiliate or candidate/affiliate relationship must be established prior to sending
either positions or candidates to other members. Establishment of a direct relationship
requires that value be added through supplying information beyond that contained in job ads
or resumes sourced from an outplacement service or web postings. Direct contact must be
current and first hand, and gained through extended written or voice contact with the client
or candidate. Failure to have established a direct relationship with either the candidate or
client may result in the forfeiture of any claim to a cooperative placement or other such
penalty as determined by the Board. NPAworldwide forbids the use of an alias or fictitious
name on a candidate submittal.

Do Not Contact Clients Without Permission

Importers / job-sides are not required to provide access to their employer/client. Contact
with an employer client of an affiliate, without the express permission of that affiliate, relative
to that client’s consideration of a candidate or the collection of a fee is in violation of these
rules. Should there be a significant delay in agreed payment terms by a client, it may be
appropriate for the affiliate with the client relationship to allow direct client contact to
facilitate accelerated payment or confirmation of the expected date of payment.

Permission is Required Before Contacting Candidates

Permission to directly contact an affiliate’s candidate is automatically assumed unless
prohibited by comment in the Don’t Contact field. Members who do not supply a work phone
number are expressly requesting that contact at the candidate’s place of employment not be
made. Members must exercise caution when contacting candidates at work.

Solicitation of an Affiliate’s Candidate is Prohibited

An importer / job-side is prohibited from soliciting an exporter / candidate-side’s candidate by
sending update or other communication including, but not limited to, personal and job history
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guestionnaires, agency promotional letters, brochures, or business cards. An update
communication may include, but is not limited to, an email, phone call or letter. An update
communication may be sent to an originating member’s candidate if a copy of the update
communication is also sent to the originating member. Such candidate update
communication must include the name of the originating office and recruiter's name as the
original referral source.

Secondary Sourcing

Secondary sourcing occurs when a candidate is asked to provide or voluntarily provides
referrals for additional candidates or position openings. Affiliates may note on a candidate
record “No Secondary Sourcing.” Receiving members are required to comply and a failure to
do so can result in arbitration and economic sanctions against the offender.

Recognition of Affiliate Submittals

It is always appropriate to respond to affiliates with recognition of a submission and provide
feedback in a timely manner. If you do not wish to be burdened with recognition of
submittals from affiliates (an important component to working within a split fee network),
then do not share position openings with partners.

When a member receives the same candidate or position from more than one affiliate, it is
acceptable to recognize the first received or, alternatively, to recognize the originating office
that furnished the information which caused the placement activity to start.

Position openings shared with affiliates will generate candidate submissions. If such a
submittal triggers interest in the candidate and the member with the position then “finds”
that same candidate in their files, the current referral is recognized. The current referral is
credited for generating the interest. If the submittal identifies a candidate already under
consideration by the member with the position opening, the submitting affiliate must be told
immediately of the prior consideration of the submitted candidate. This is why recognition of
affiliate submittals is a necessary requirement of membership.

If a member receives an unsolicited candidate referral not related to a currently shared
position opening and has the candidate in their files, the receiving member does not owe a
split on placing that candidate in a future position opening.

Direct Response to Advertising/Marketing

Clients and candidates referred to you by an affiliate may subsequently come directly to your
firm in response to normal advertising or marketing efforts. All referrals made to you prior to
this direct contact are shared and will result in a split fee if completed.




NPAworldwide Operations Manual glgggmber

h. Do Not Share NPAworldwide Information Outside of NPAworldwide

Information regarding your affiliate’s clients or candidates may not be shared with any non-
member firm at any time without the permission of the originating office. Failure to comply
with this rule could result in your paying an affiliate for a cooperative placement if that non-
member agency makes a placement as a result of the information you gave them, even if
you received no financial benefit.

i. Referred Candidates Remain Shared

Candidates placed by members shall not be recruited or solicited for alternative opportunities
by either the importing or exporting member. A candidate referred by one member to
another remains a shared candidate unless:

a) Placed by a member in a full-time job, the entire fee collected, and the
guarantee period satisfied.

b) Placed by a member in a contract job that lasts a minimum of one calendar year,
and all split fees due were collected.

c) The candidate responds directly to a member’s advertising or other normal
marketing or recruiting activities.

If no fee has been shared and a member contacts a candidate previously referred to them by
a member because of that referral, or the candidate contacts a member because of another
member’s original referral, any placement which results from that contact will be a split
placement.

j. Define Client Contact Rules

Members are cautioned that when you place an affiliate in direct contact with your client, the
arrangements must be clearly defined, preferably in writing. Any willful interference by a
member with the relationship between the original referring member and their client
company will be considered improper conduct. For these provisions to take effect, the
affiliate receiving a position opening must first be given an opportunity to refuse the order.

k. Placement of Hiring Authorities

Members who make placements by introducing affiliates’ candidates into hiring authority
positions deserve a degree of protection on position openings subsequently issued by that
placed candidate. For a period of 1 year following the start date of that placed candidate and
in the absence of documented activity between the exporting affiliate and the importer / job-
side’s client firm during the 1-year period immediately preceding the placed candidate’s start
date, placements resulting from positions referred to the initial exporting affiliate by that
placed candidate are to be considered split placements if still employed by the importing
member’s client.
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I. Open Position Postings

NPAworldwide discourages the use of open position posting; that is, orders which disclose
the client and other client contact information.

Sample Scenarios

Example 1

Member A sends the resume of candidate X to Member B. B presents the candidate to his/her
client, arranges an interview. The client hires candidate X. This IS a cooperative placement.

Example 2

Member A sends Member B a position from Client X and authorizes B to contact his/her client
directly. B presents one of his/her candidates to the client, arranges an interview, and the client
hires the candidate. This IS a cooperative placement and “A” is the billing office.

Example 3

Member A sends Member B a candidate. B does nothing but file him/her. Sometime later B
receives the candidate’s resume directly from the candidate as a result of normal advertising or
recruitment efforts. B then places the candidate. As long as B did not use the information gained
from A’s referral to deliberately target the advertising or recruitment, no cooperative placement
occurred. If B had deliberately run an ad, engaged in social media research, et cetera as a
deliberate attempt to acquire that candidate directly, then an ethics violation has occurred and a
cooperative placement payment would be due A.

The key is the same for candidates or clients (as a result of a shared position opening)—did B
use the information and based on that information, intentionally do something to acquire the
candidate or client for themselves? Nothing can or should restrict the normal candidate and client
acquisition methods of any affiliate.

Example 4

Member A discusses a position opening with Member B and reveals the client name. B
commences work on A’s position. Later, B, through NORMAL marketing or ad follow-up, obtains
the same position and makes a placement. That placement on the specific position opening is a
cooperative placement. Should a different position from that client be filled, no cooperative
placement has occurred if B did not target the company because of the information from A.
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Example 5

Member A sends/discusses a position with Member B. B takes no action. Subsequently, B
discovers the position independently through NORMAL marketing efforts and makes a placement.
This is not a split placement, as long as B did not use any information provided by A to acquire
that position. B should inform A if a position is received directly to avoid conflict and suspicion at
the time of placement.

Example 6

Member A sends Member B a candidate. B talks to the candidate and obtains (asks for or is
given) the names of other potential candidates. Such additional candidates belong to the original
member and all information about such additional candidates must be provided to the original
member immediately. If successfully recruited and placed, B owes A a cooperative placement fee.

Example 7

Member A refers a candidate to Member B who subsequently places the candidate. Due to a
merger, the fee is not paid and the candidate is laid off. The candidate then contacts B for
assistance. If B successfully places the candidate, it IS a split placement because no fee was paid
on the initial placement.

Example 8

Member A refers a candidate to Member B who subsequently places the candidate on a six-
month contract. After the contract is completed, the candidate is let go and B places the
candidate on another contract. Because the initial contract lasted less than one year, this IS a
split placement.

Example 9

Member A refers a candidate to Member B who subsequently places the candidate. Ten months
later, after the fee and guarantee period are paid and satisfied, the candidate contacts B for
assistance and B places the candidate. This is NOT a split placement as the initial placement
resulted in a fee being shared.

Example 10

Member A refers a candidate to Member B who arranges interviews but does not place the
candidate. Eighteen months later the candidate contacts B, who subsequently places the
candidate. Because the candidate only knew of B “But For” A’s referral, and no fee was
previously earned, this IS a split placement.

Example 11

Member A refers a candidate to Member B who arranges an interview but no placement
occurred. Later, the candidate responds to B's advertising for a similar position and B places the

10




NPAworldwide Operations Manual glgggmber

candidate. As long as the ad was not targeted to acquire a particular candidate, this is NOT a
split placement because the candidate responded to B’s normal advertising.

Example 12

Member A refers Candidate X to Member B who interviews the candidate but no placement
occurred. Several months later, in the process of recruiting for a position, B is referred to X by a
third party B was attempting to recruit. B calls, recruits, and subsequently places X. This is NOT a
split placement because X was contacted through a third party referral and NO information from
A was used in the contact. (NOTE: If B, when given X's name by the third party, remembered X
and uses information originally provided by A, it IS a split placement.)

Example 13

Two members submit the same (or similar) position. The recipient office decides with whom to
work. It is possible and allowable to submit candidates to both members. It highly discouraged to
submit the same candidate to each member if it is the same position in the same company.

Example 14

A member is contacted and given the details of a position and declines the opportunity to work
cooperatively on the position. The member then directly solicits the client and obtains that
position. If the previously received information was used in soliciting the client, a split placement
IS due if the position is filled. If the member is contacted by the client and given the same
position, provided there was no solicitation, a placement is NOT considered a split placement.

Example 15

Member A provides Member B with the details of a position. B says, “We often deal with this
client and will supply candidates, but if they call us we will also deal directly with this client.” This
is an acceptable course of action. If a resume is submitted through A, then a split placement
takes place. If a resume is submitted directly by B, a split does not take place. It is not
appropriate to submit the same candidate to both A and the client.

Example 16

Member A receives a position through the NPAworldwide system and makes a guess as to the
client. Member A speculatively sends a resume directly to the client and a placement follows. This
IS a split placement as A used the information provided by a member to make a placement.
When working with members, it may be wise to identify the client in order to receive protection
under NPAworldwide rules.

Example 17

A candidate of Member A is placed by Member B. The candidate is impressed with the efforts of
B and when next seeking a position change, contacts B. This is NOT a split placement.

11
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Example 18

A candidate of Member A is placed by Member B. The candidate is impressed with the efforts of
B and tells coworkers about B. “But For” the work of A in obtaining the candidate, in the absence
of other factors, these candidates would be considered as sourced from A’s original candidate
and belong to A.

Example 19

A candidate of Member A is placed by Member B. The candidate is impressed with the work of B.
Member B advertises for candidates, and coworkers of the candidate respond to the
advertisement. These candidates belong to B.

8. Three-way Placements

Placements involving more than two members are discouraged. Three-way placements involving a third
party outside of the NPAworldwide network are not covered by the Bylaws, including indemnification and
dispute resolution.

9. Restrictive Employer Contracts, Fees, Agreements, or Terms

The use of restrictive written contracts or agreements developed by employers governing their dealings
with recruiting firms is of concern to all members. Any member wishing to refer another member’s
candidate to a client or use NPAmarketplace to promote a position where a direct client relationship exists
but such a restrictive contract is in place (VMS or other), must first communicate the full meaning of the
terms of the contract to the member supplying the candidate or detail the conditions in the
NPAmarketplace posting. Failure to do so could obligate a member to payment of a fee equal to that
listed on the member’s published fee schedule in the event of the affiliate’s candidate obtaining
employment with the client, even if you are not compensated by the client.

Members are prohibited from posting positions to NPAmarketplace or the NPA Job Board that are
obtained through Bounty Jobs, from a VMS portal, or similar services. Members are further prohibited
from submitting NPA members’ candidates for consideration for any position managed by Bounty Jobs,
Job Scout, Recruitify, Reflik, Talentvine, a VMS portal or similar services without first fully informing the
NPAworldwide partner and gaining permission to submit a candidate, preferably in writing. While three-
way splits are discouraged, members are permitted to enter into partnerships to work positions managed
by these services but will not be covered by indemnification or dispute resolution processes. Successful
placements are subject to brokerage on the fee amount split.

10. Advertising Members’ Positions

Members potentially advertise or otherwise publicize information contained in positions shared through
NPAworldwide. The receiving member is required to ensure neither the originating office nor the

12
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originating office’s client can be identified. NPAworldwide systems have a “Permission to Advertise”
selection option that communicates the intent of the originating office. Publication of a position, either in
its entirety or in a modified version, for which permission to advertise has not been established is a
violation of policies and procedures and may be grounds for expulsion.

11. Doing Business with a Former Member/Former Employee

Members may resign or be terminated for a variety of reasons. Members should carefully consider
working with former members. There may be conditions that led to resignation or termination of a firm
which should be taken into consideration when continuing to work with that firm. Members are
encouraged to work with NPAworldwide members rather than non-members. Members have met strict
conditions for membership, have documented payment histories, and have executed agreements
protecting confidential client and candidate information.

NPAworldwide has a significant investment in its membership. Therefore, for one year following
termination, if a member works with a former member, or two former members work together, all
placements made with the former member are subject to brokerage, payable by the current and former
member, to NPAworldwide.

Brokerage is due on split placements made between a member and any person who in the previous 12
months has been employed or contracted to a member. Brokerage is to be collected by the member
(irrespective of whether they are an importer / job-side or exporter / candidate-side) and remitted to
NPAworldwide in accordance with standard procedure.

12. Brokering of Candidates

Members must have a direct relationship with each candidate submitted. Members shall not submit
candidates through NPAworldwide systems, or directly to members, who belong to another organization,
placement firm, or agency.

13. Marketing of NPAworldwide 7/ Self-Promotion

Members are not authorized to solicit business by representing themselves as NPAworldwide’s exclusive
representative. No member may use the NPAworldwide name or logo as its primary identifying name or
logo.

NPAworldwide functions shall not be used to foster or promote members’ products or services that
extend beyond the normal exchange of positions or candidates. In some situations, sponsorship
opportunities are available for a fee.

Confidential information derived from or provided by NPAworldwide is to be used by members only for
business activity relating to the exchange of candidates and positions. Member use of confidential
NPAworldwide information (emails, addresses, phone numbers, etc.) for unsolicited promotion of
products and/or services, charitable activities, political activities, or any other personal non-NPAworldwide

13
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interest, is inappropriate. The offending member is subject to expulsion. NPAworldwide will designate
appropriate methods or locations for unsolicited promotion, if the Board agrees to make such an option
available.

14. Professional Staff

Each member has a significant investment in training and developing recruiters, employees, and staff
(“professional staff”). For reasons described above, no member shall hire professional staff of another
member during the term of employment and for a period of one year following termination of
employment. This restriction may be waived only by written consent by the affected member. Such
consent may be withheld in the sole and absolute discretion of the affected member. In the event of
denial, the hiring member may, by written appeal to the Board of Directors, seek relief.

The restrictions imposed by this section only restrict hiring by members and the restrictions are not
intended to prevent any recruiter or employee from seeking new employment outside of the
NPAworldwide network. Since members constitute a small percentage of recruiting firms, the restrictions
imposed by this paragraph should have nominal impact upon an individual's ability to obtain alternate
employment. Nothing contained in this paragraph shall relieve a departing individual from his or her
continuing obligation to protect confidential or proprietary information of NPAworldwide and its members.

NPAworldwide policy considers the circulation of positions for recruiters, managers, associates, etc. to the
offices of NPAworldwide affiliates to be unethical conduct. A member shall neither entice nor recruit
another member’'s employee to change companies.

15. In-house Recruiting

In-house recruiting occurs when a member or member employee(s) works on contract exclusively for a
client. In such instances all members are required to:

a. Notify NPAworldwide immediately of such a client relationship.

b. If an affiliate is engaged in a search for the contract client they must be notified in advance
of this relationship.

c. Ensure strict adherence to NPAworldwide bylaws and policies with specific attention to
policies on candidate ownership.

d. If a placement occurs, brokerage is due.

16. NPAworldwide Job Board Usage and Policies

a. The use of the Job Board requires payment of a fee when a candidate sourced from the Job
Board or a secondarily sourced candidate is placed by a member. The current fees as
established by the Board of Directors are:

i. 12% of the amount to be paid by the client for candidates that applied to your job
posting. Candidates so identified remain shared candidates for 1 year. Placed
secondarily sourced candidates require a 12% fee if sourced (not placed) within 12

14
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months of the initial candidate referral from the Job Board and will remain shared
candidates for 12 months from the point they are secondarily sourced.

ii. If the candidate is registered to the system and not a direct applicant to your posted
job, then a 17% fee is due upon client payment.

iii. Job Board candidates used in member-to-member splits require a 5% brokerage
from the parties engaged in the split. Job Board candidates used in a split with non-
member partners require a 12% fee on the funds paid to the NPAworldwide member.

It is permissible to post “recruiter” positions on the Job Board in an effort to locate non-
NPAworldwide applicants. Refer to “Professional Staff” above for policies concerning member
applicants to posted positions.

Members may not post contact details that allow a candidate to make direct application and
circumvent crediting to the Job Board as the source of candidate interest.

A position shared with affiliates and/or on the NPAworldwide Job Board must be a bona fide,
current position from a client company with which you have a direct relationship. Speculative
or generic positions used to solicit commonly-required candidates are not permitted.

Filled positions must be removed immediately.

Falloffs will be refunded when the member recruiter refunds a client fee. If a replacement
guarantee is in place and the candidate is replaced either via another Job Board candidate or
otherwise, no refund will be provided. When replaced by a member-to-member split,
brokerage is not required from the importer / job-side.

For falloffs that require a client fee refund, NPAworldwide will base the refund on the time
after the candidate start date and consistent with prorated refund policies a member has
extended to a client. If the falloff is:

i. 1-90 days after start date, up to a 100% refund will be considered
ii. 91-180 days after start date, up to a 50% refund will be considered
iii. 181 plus after start date, no refund will be offered

iv. For example, if the fee schedule is a 90-day prorated refund and the candidate left
after one month, then two-thirds of the job board fee would be refunded to the firm
required to refund a fee to their client.

17. TEAM Split Placements

NPAworldwide has entered into a partnership with TEAM (The Employment Agents Movement) to
increase coverage and opportunity for NPAworldwide members outside the UK. When working with TEAM
the following apply to the NPAworldwide member or a dual NPAworldwide/TEAM member:

a.

When an NPAworldwide/TEAM dual member, based in the UK, engages and completes a split
with a TEAM-only member, no brokerage is due if the position, candidate, and every aspect was
managed and sourced outside of NPAworldwide systems.

In all other instances, brokerage is due. The NPAworldwide or DUAL NPAworldwide/TEAM
member should request confirmation, in writing, of the terms for the split being worked, including
the percentage (typically 47.5% NPAworldwide firm — 47.5% TEAM firm — 5% NPAworldwide),
guarantee period, currency, minimum acceptable fee, and any other needed details.
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c. If a split is made, the NPAworldwide member must report the placement and submit the
brokerage. List your firm as the importer / job-side and list TEAM #8000 as the Exporter /
candidate-side. In the comments field please list “TEAM Split” and the name of the TEAM firm.
Collect and submit NPAworldwide’s 5%. Failure to report placements and submit brokerage from
splits with TEAM shall constitute grounds for suspension or expulsion from NPAworldwide.

18. Verification Procedures

As provided for in the bylaws, the Board, by majority vote, may authorize an inspection of the operations
of any member for the purpose of verifying compliance with policies and procedures. An inspection may
be conducted by the Chairperson/CEO and/or individuals appointed by the Board of Directors. These
individuals may be officers or other members of NPAworldwide, attorneys, accountants, or other agents
with such investigative, business or other skills as the Board shall deem necessary or beneficial in order
to conclude the verification. Procedures may include review and copying of business records or other
information regarding a member’s operations. The examination shall be limited to those records and
information pertaining to NPAworldwide-related matters and only to the specific complaint or items
closely related to the complaint.

Anyone appointed to conduct an investigation shall, as a condition of accepting the appointment, execute
an agreement of confidentiality. This agreement shall require the appointee to maintain confidentiality of
matters that do not relate to NPAworldwide, do not relate to the complaint, or are not closely related to
the complaint coming to the appointee’s attention, while conducting an examination. The appointee will
only disclose information relevant to NPAworldwide matters to those officers authorized to receive it. The
Board of Directors shall not be required to provide any advance notice of any verification procedures. Any
member subject to verification procedures shall immediately comply with any and all requests for
information and with any and all requests to secure business records or other information regarding the
member’s operations.

The Chairperson/CEO of NPAworldwide shall provide any appointee with written authorization confirming
his or her authority to conduct verification procedures. A member may also confirm authorization of any
such appointee by telephone with the Chairperson/CEO, Secretary/ Treasurer, Director, or President.

Failure of any member to cooperate fully with the verification procedures shall constitute grounds for
suspension and/or expulsion. If the Chairperson/CEO or his/her appointee encounter the refusal by any
member to cooperate with verification procedures set forth herein, then the Chairperson/CEO or his/her
appointee may seek such legal or equitable relief from the courts as they shall deem appropriate. If
verification procedures reveal a breach by a member of the NPAworldwide Membership Agreement,
Bylaws, or Operations Manual, and there is financial harm or potential financial harm to another member
or NPAworldwide, then such member shall, in addition to other damages, be required to reimburse
NPAworldwide for all fees and expenses incurred with respect to verification procedures, including
without limitation, actual attorney fees incurred to enforce such procedures. Such reimbursement shall be
limited to direct costs and expenses incurred in the investigation and verification procedure.
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19. Discrimination and Privacy

Discrimination and privacy laws vary widely from country to country and within each country. Members
must comply with relevant discrimination and privacy laws and statutes.

Positions submitted through NPAworldwide may never contain any reference which would be a blatant
violation of applicable anti-discrimination policies. Candidate descriptions fall under the same restriction.
Information on the resume/CV is supplied by the candidate. However, recruiters should never solicit or
suggest the inclusion of discriminatory information on the candidate’s resume/CV.

Sometimes members will share candidate and position records through NPAworldwide that contain
offending comments. Members should be aware that with a real-time sharing system, records are
immediately available “as is” to other trading partners. NPAworldwide does not guarantee that records
are reviewed for objectionable content or that objectionable content is removed prior to posting.

In no event shall NPAworldwide or any other member be liable for any damages arising out of a member
or a member’s client’s unlawful discriminatory use of NPAworldwide’s database information or services,
however arising, including negligence. Members agree to indemnify and hold NPAworldwide and its
subsidiaries, affiliates, officers, directors, agents, employees, and other members harmless from any
claim or demand including reasonable attorney fees arising out of a member’s, or that member’s client’s,
breach of the Bylaws and Operations Manual prohibitions on discrimination.

20. Member Disputes

Past experience has proven most incidents involving members have been the result of inexperience or
lack of knowledge regarding recognition and handling of other affiliates’ candidates or positions. Whether
a member is new or a veteran to the concepts of networking and split placements, members and
recruiters who are new to the network must become familiar with NPAworldwide policies and procedures.
It is the member’s obligation to become knowledgeable in these matters. Further, each owner should
make it mandatory for their professional staff to be aware of NPAworldwide policies and procedures. In
the history of arbitration, never has there been a case where ignorance was grounds to excuse an
offending member’s actions.
Reference materials to educate members, owners, and professional staff about NPAworldwide policies,
procedures and practices include:

e Bylaws

e Operations Manual
These items are available on the members-only website. Members are further advised to seek the
guidance of a Director before taking action if there are questions about what is right or wrong.

If you have a dispute with another member, the progression of resolution is as follows:
e Recruiter to recruiter
e Owner to owner

e Owner to Director
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e Director with Director

e Directors with Executive Committee
e Board Review

e Arbitration

21. Code of Conduct and Ethics

NPAworldwide operates for the mutual benefit of its members, client companies or employers, and
candidates and is committed to the highest standards of ethical business practices.

Members and their employees, while representing NPAworldwide, are prohibited from all forms of
harassment of other members and their employees, employees of outside contractors and vendors,
visitors, candidates, or clients. This includes any demeaning, insulting, embarrassing, or intimidating
behavior directed at anyone related to gender, race, ethnicity, sexual orientation, physical or mental
disability, age, pregnancy, religion, veteran status, national origin, or any legally protected status.

NPAworldwide specifically bans unwelcome sexual advances or physical contact, sexually-oriented
gestures and statements, and prohibits retaliation against anyone who rejects, protests, or complains
about such sexual harassment.

Members and their employees are expected to act in compliance with this Code. Violation of these
principles will be dealt with in an appropriate disciplinary action, including expulsion. Any member or
employee under investigation may be suspended pending completion of the investigation.
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Section B. Membership Development

This document identifies the process used by NPAworldwide Headquarters to enroll new members. A
member(s) of the Board is assigned Membership Development as part of his/her Director responsibilities.
This Director(s) works with Headquarters staff to grow membership.

Enrollment Process

NPAworldwide Headquarters or designated representative verify prospective members meet the
membership requirements as outlined in Article 3, Section A, of the Bylaws. Prospective members
meeting the member requirements will be extended an application.

The following outlines the enrollment process:
e Receipt of a prospective member’s complete application package at NPAworldwide Headquarters

o0 Owners of member firms will be contacted if the applying owner(s) used to work for an
member firm and asked if they have any reservations or concerns about the applying
owner(s) enrolling as a NPA member

e Receipt of a prospective member’s application announced to all NPAworldwide recruiters

o0 Feedback (positive or negative) is solicited and submitted to NPAworldwide Headquarters
by members

o References (split placement and/or client) are contacted for feedback about the prospective
member

e Board reviews the application package and preliminarily approves or denies membership

¢ New member announced to all members

If a member owner has reservations or concerns about a prospective member who was a partner,
employee, or contractor of that firm and the prospective member's date of departure is less than 12
months from the date of application, that prospective member must re-apply after a full 12 months have
passed.

Members with negative feedback about a prospective member must complete the Membership Objection
form found online. Submitted forms will be considered by the Board when making the decision about
approving or denying enrollment of the prospective member.

On occasion, information about a prospective member is uncovered during the enrollment process that
leads to a non-enrollment decision by the Board. Such information is privileged and confidential.
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Referrals

Referrals are the best source of prospective members. The continued, deliberate, quality-driven growth of
NPAworldwide is in every member’s best interest. Each member is encouraged to refer prospective
members. Appropriate firms to be referred should meet the requirements in Article 3, Section A of the
bylaws.

Tools for members to use to promote NPAworldwide membership to prospective members can be found
online. From time to time, financial incentive programs are offered to referring recruiters if the referred
prospective member is enrolled under the program guidelines. To qualify for this incentive, the referring
recruiter must complete and submit the online Referral Form.

If the referred new member is enrolled under a referral program, the referring recruiter will be notified
personally and sent the respective financial incentive.
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Section C. Sharing Records 7/ Quality / Adding Value
Overview

Quiality of candidates and positions is a continuous challenge to define and standardize. NPAworldwide
staff and its Board oversee the quality standards and develop guidelines to support an ongoing focus on
quality. The quality of shared records is of equal concern to importers / job-sides and exporters /
candidate-sides. Quality is more important than quantity to all participants in the cooperative placement
process.

NPAworldwide’s Systems Committee influences the determination of automatically-enforced required
fields in NPAworldwide systems products. Although a record is accepted by the NPAworldwide system
once all required fields are completed, that does not necessarily ensure quality. If records of questionable
quality become visible to NPAworldwide staff, those records will be removed or corrected. NPAworldwide
will advise the submitting party of the resolution, informing the Board of the questionable records, if
appropriate.

Communication Standards

While NPAworldwide cannot prescribe a rigid internal routine for the handling of positions and candidates,
it is critical that all members subscribe to certain conventions with regard to the exchange of information

about candidates and positions, as well as certain policies and guidelines regarding that information. The

policies are described in detail in Section A.

Those policies explain the “letter” of NPAworldwide, not its “spirit.” Because NPAworldwide is a
cooperative, members must fully embrace the cooperative spirit. There are instances when a member will
have to decide whether to act within the letter of NPAworldwide or to operate in the cooperative spirit.
Successful members do what is “right”—not just what is “required.” Successful members give trading
partners the same level of respect, courtesy, and professionalism extended to their best clients.

Direct Exchange

Members often directly share candidates and positions. This is referred to as direct exchange and can be
an excellent way to make cooperative placements. However, NPAworldwide recommends that members
share their best candidates and positions with the entire network by posting them on NPAworldwide
systems. This strategy allows a wider circle of partners, including new members, to participate in
additional placements.

Adding Value to Records

To increase the likelihood of response and assistance from your trading partners, it is essential to take
the time to create a well-crafted record. The criteria below have been identified as the least amount of
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information required in order to share your records. In most cases, trading partners need more
information to successfully recruit for positions or to market candidates.

Adding Value to Positions

Positions require a direct relationship with the client. Concisely list the duties, responsibilities, and
requirements. Items include:

Job Title Do not use abbreviations because this is a searchable field
Position Type List whether the position is a direct or contract position

Recruiter The recruiter to be contacted regarding this position

Description List the responsibilities. Detail the required and desired skills. The

description is a critical part of a shared position. Copying and pasting the
client's advertisement is not considered a value added record.

Confidential Comments Recruiter-to-recruiter notes that remain within the network.

Relocation Paid Indicate if relocation is or isn’t paid, or is negotiable, and the locations
from where the client would consider recruiting a candidate.

Fee State the fee the client will pay. For contract positions, note the bill rate
and length of contract.

Occupation(s) Select at least one occupation from a major category

Industry(s) Select at least one industry from a major category

Job Location Provide the continent, country, and specific locality with a country

Permission to Advertise Indicate if members can advertise this position
Salary The range established by the client
Job Board Details List country, state, and city targeted for the Job Board promotion.

Search Engine Description Create a short description that will help the position be found on a
search engine. Include keywords that a candidate would use in a search.

In the “Confidential Comments” demonstrate your relationship with this client. Why is the client hiring?
How long has the position been open? What is the client’s history of making decisions? Sell members on
why their candidates would want to work for this company. What is the company culture? What is
attractive about the industry or the location of the company?

Adding Value to Candidate Records

A good NPAworldwide candidate generally has the following attributes:
1. A definite career objective supported by education, training, and work experience.
2. Reasonable salary expectations, in keeping with education and experience.
3. A stable employment history with valid reasons for terminating positions.
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4. A good resume/CV which outlines accomplishments, contributions, and responsibilities
related to the type of position desired.

Minimum criteria:

First Name The use of an alias or fictitious name on candidate submittals is forbidden.
Last Name The use of an alias or fictitious name on candidate submittals is forbidden.
Current Job Title The title of the position the candidate is seeking without abbreviations.

Contact Information
Current/Last Employer
Comments

Minimum Client Fee

The full address, including country, telephone numbers, and email, if available.
Last employer if currently not working.

These should not be a cut and paste from the resume but value added remarks.
These comments are not intended for a client company but rather for the
receiving recruiter. Demonstrate contact with the candidate. Do not share
candidates sourced from a board or website that have not been contacted.
Explain gaps in employment, detail motivation to change jobs or relocate, and
summarize the key strengths and skills of the candidate.

Minimum fee required by the exporter / candidate-side for placement of this
candidate

Occupation(s) Select at least one occupation from a major category.

Industry(s) Select at least one industry from a major category.

Relocation Select the geographic area(s) to which the candidate is willing to relocate. If the
candidate is not open to relocation, include the candidate’s current location.

Desired Salary Supply an acceptable pay range for the candidate.

Current/Last Salary Supply the candidate’s current or last salary where legally permissible.

Resume /CV Attach the candidate’s current resume/cv.

Resume/CV Formats

NPAworldwide does not advocate any particular resume/CV format; however, exporting members should
understand that a well-written resume/CV is an important part of the candidate presentation. Exporter /
candidate-sides who feel the resume/CV lacks the necessary content or professionalism should either
assist the candidate in the creation of a presentable resume/CV or choose not to share this candidate.

It is recommended that the candidate’s contact information be removed from the resume prior to client
presentation and replaced with the submitting member’s details to lessen the likelihood of the client
contacting the candidate directly.
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Section D. Member Services, Benefits and Support

NPAworldwide provides a wide variety of services, benefits, and support to help members become
engaged and successful networking partners.

Training / Orientation / Onboarding

NPAworldwide offers a full range of training materials to help both new members and new recruiters
learn how to effectively utilize the network. Resources are also available for members and recruiters who
want to increase their NPAworldwide productivity.

Online Training Center — self-paced learning program available on NPAworldwide Central
Instructor-led training sessions — small group sessions (audio and/or video) on specific
topics

Webinars — demonstrations, overviews and other information suited to a one-way presentation
format

Individual training and support — available from NPAworldwide staff members

Peer Coach Program — pairs a new member with a successful, experienced member for peer-
to-peer coaching on best practices, integration, etc.

Written, audio, and video training materials — training materials are available in multiple
formats to accommodate members’ learning styles and availability

Technology and Technical Support

NPAworldwide has devoted significant resources to the development of technology tools to encourage
split placements among members. The primary web-based tools are:

NPAmarketplace — web-based sharing tool for candidates, positions, and recruiters as well as
reporting split placements

o0 Job Board is an extension of NPAmarketplace and allows recruiters to share positions
directly with a job seeker audience. Job seekers can apply to positions and use the Job
Board as either registered or unregistered users. Employers are not able to share
positions on the Job Board or search the candidate pool.

NPAworldwide Central — private, members-only intranet for sharing information from and
about the network

Technical Support — training and support is available for the technology products
NPAworldwide provides to members. Training is available as described above. Reasonable
technical assistance is included for troubleshooting, system errors and failures, login issues, and
similar needs. This assistance is limited to NPAmarketplace and NPAworldwide Central. Technical
support for browsers, networking, routers, email, applicant tracking systems, Office-style
applications, and other hardware or software issues is NOT available from NPAworldwide.
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Meetings and Events

Face-to-face meetings are an important part of membership. As a relationship-based network, most
members find that personal relationships, developed by attending meetings and conferences, are
necessary for successful split placement production. NPAworldwide’s primary meeting types are:

e Global Conference — held annually, the Global Conference offers content for owners/managers
as well as recruiters. This conference incorporates the Annual Meeting, which includes the
election of officers, changes and updates to the bylaws, review of financial statements, and other
NPAworldwide business and operational matters. The Global Conference also includes time for
the Trading Groups to meet individually, industry training, general-interest breakout sessions,
and fun social activities. Members are strongly encouraged to attend this annual event.

¢ Networking Meetings — often smaller in size, networking meetings offer an excellent
opportunity for small groups of trading partners to gather together for education, networking,
socializing, and sharing candidates and positions.

¢ City Meetings — informal meetings planned and executed by a local member, without support
or involvement from NPAworldwide Headquarters; these could include breakfast or lunch
meetings, meetings at a member’s office, etc.

e Conference Calls - regularly scheduled conference calls for NPAworldwide members in specific
geographic regions, trading groups, interest groups, etc.

Publications and Communications

NPAworldwide publications are for NPAworldwide owners, recruiters, and support staff. While certain
publications are intended for owners, other information is distributed to everyone in a member office.
Publications provide communication between the Board of Directors, Committee Chairs, NPAworldwide
Headquarters, and the total membership. Publications are delivered electronically and/or made available
online. An email opt-out is offered for those who prefer not to receive such communications. Members
who opt-out of receiving email can opt-in again at any time.

Following is a summary of the various publications and other communications that are sent to members.

o Vignette — twice-monthly newsletter consisting of content gleaned from NPAworldwide Central
(user-generated content as well as staff-generated content)

o  Membership Updates — listing of applications from prospective members, new members, and
resigned members (including suspensions, expulsions, and other terminations)

e Money Letter — monthly publication showcasing new split placement activity
e Placement Results — monthly summary of the year-to-date placement results of each member firm

e Minutes — minutes from all Board of Directors meetings are distributed to each owner
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Financial Statements — financial statements are distributed twice annually to each owner
Budget — each owner is invited to share feedback annually on NPAworldwide’s budget

Special Reports — occasionally NPAworldwide produces special reports which are shared with
members

Presentations — handouts, slide shows, recordings (audio and/or video) from webinars,
meetings or other presentations which NPAworldwide has permission to distribute

Blogs and Forums — online tools for sharing information from NPAworldwide as well as from or between
members

Awards

NPAworldwide presents awards to firms and recruiters throughout the year for split placement
performance. These awards include:

Chairman’s Award — established in 1996, the Chairman’s Award recognizes an NPAworldwide
owner, manager, recruiter (past or present), or NPAworldwide staff member whose contributions
and/or service to NPAworldwide represent an endowment of substantial and lasting benefit.
NPAworldwide’s rich history is the result of many unsung heroes who have labored tirelessly for
the mutual good of the cooperative and who have given unselfishly of their time. The Board of
Directors seeks nominations from the membership at large. Nominees are reviewed and the
Board of Directors selects the recipient by secret ballot. The Chairman’s Award is presented
annually at the Global Conference. Eligible recipients include any individual member, owner,
recruiter, or NPAworldwide staff member, past or present, excluding currently seated Board and
staff members.

Firm Awards presented at the Global Conference (calendar year performance unless
otherwise noted)

0 Top 25 Firms - total shared fee, must be active members at time of award
0 Top Firm Revenue by Region (outside of North America)
0 Largest Split Fee Placement (Importer / job-side and Exporter / candidate-side)
0 Largest Job Board Fee
0 Top Firm Revenue for Contract Placements
Recruiter Awards (presented at the Global Conference)
0 Top 25 Recruiters — total shared fees, must be active members at time of award

Recruiter Achievement Status - calculated on a cumulative basis according to salaries of
candidates placed through NPAworldwide (calculated monthly; may also include recognition at
the Global Conference)

0 Bronze - cumulative salaries above US$500,000

Silver — cumulative salaries above US$1 million

Gold — cumulative salaries above US$2 million

Platinum — cumulative salaries above US$5 million

Double Platinum — cumulative salaries above US$10 million

O O O O ©O

Platinum Premier — cumulative salaries above US$25 million
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o Community Service Award - Annually, the network will seek nominations of members
to be recognized for contributions in service toward others. On years when appropriate
nominees are identified, a selection committee appointed by the Board to make the
selection based on criteria as described in the nominating process.

Marketing/Brand Awareness

NPAworldwide encourages members to promote their NPAworldwide affiliation to clients and candidates
alike. The following items are available for members to promote a consistent message about
NPAworldwide on a worldwide basis:

Logos — available on NPAworldwide Central in various formats suitable for print and electronic
usage. Members are encouraged to incorporate the logo into stationery, business cards, email
signatures, websites and other marketing materials.

Branding Manual — NPAworldwide has created a branding manual to offer guidance for
appropriate use of the logo in order to maintain a consistent image in multiple marketplaces.
NPAworldwide’s logo is a registered service mark. The Branding Manual is available on
NPAworldwide Central.

Email Taglines — preferred email taglines are available on NPAworldwide Central

Marketing Resources — case studies about successful split placements and other information
geared to employers can be downloaded from NPAworldwide Central

Social Media Channels — NPAworldwide uses a variety of social media outlets for brand
awareness and marketing to employer, job seeker and prospective member audiences. Members
are encouraged to subscribe to and/or follow NPAworldwide on these channels and to share
content with their own employer and job seeker audiences.

npaworldwide.com — The public-facing website is the primary tool for attracting new members
and building brand awareness among employers and job seekers. Members are encouraged to
add hyperlinks to npaworldwide.com from their own websites and email signatures, and also to
share content from npaworldwide.com that may benefit employers, job seekers or recruiters
outside of the network. The website includes icons and buttons to allow easy content sharing. It
also includes a searchable public directory of member firms.

npaworldwideworks.com — This is a public-facing site intended to be used for a
client/employer audience. Members can be confident that this is directing an employer to details
about the organization you belong to without great risk of directing the employer to a
competitive recruiter.

Other Benefits/Services

Services Directory — NPAworldwide may develop relationships with third parties to provide
products and/or services to members. A listing of these relationships will be maintained in the
NPAworldwide Services Directory refreshed regularly.

Volunteerism — There are many ways for a member to volunteer time and expertise, including
leadership roles on the Board of Directors or at the Trading Group level, making presentations,
and hosting conference calls or city meetings. Owners, managers or recruiters who would like to
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volunteer are encouraged to contact NPAworldwide Headquarters or any member of the Board of
Directors.

Professional Staff — NPAworldwide is managed by a President/COO and professional staff who
support NPAworldwide’s mission.

Volunteer Positions

The details allow potential volunteers to more fully understand the volunteer positions available while
making informed choices about the time commitments and fit for a position.

Board Director - Geographic Focus

About Selection

This is an elected position. Directors are nominated by the Nominating Committee and then voted on by
the membership.

Position Overview

Directors represent their constituents along geographic lines. When possible, NPAworldwide desires
someone from within the geography to be served. This is minimum two-year term.

Works as a member of a Board of Directors under the leadership of the Board Chairman and
Executive Committee.

Ensures that NPAworldwide direction is enhancing the value of membership.

Serves as the link between the Board, Area Leaders and members in their area.

Encourages members to use services and systems, attend meetings, volunteer, and to be active
in splitting fees with other members.

Acts as an emissary of the organization to encourage growth through new member referrals. Is
required to add one new member annually.

Enhances NPAworldwide’s image through industry contact, communication and public relations
opportunities when possible.

Participates or leads committees as appropriate.

Qualifications and Skills

Leadership / Good Communication

Critical thinking/Problem Solving

Ability to function in a team environment
Knowledge of Bylaws and Operations Manual

Benefits

Ability to exercise your leadership skills.

More contact with local/regional recruiters and firms.

Exposure of you and your firm locally, nationally and internationally.
Travel

Requirements/Tenure

Must be an owner or officer of your member firm
A minimum of 2-year term with subsequent 2-year terms
Volunteer time: 9 months per year at 10 hours | 3 months per year at 20-40 hours
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Board Director — Practice Group Focus
About Selection

This is an elected position. Directors are nominated by the Nominating Committee and then voted on by
the membership.

Position Overview

This functional Director represents all members based on Practice Group and Specialty Group alignment
of the members. The Director leverages the voices of the Practice Group Leaders as the Board'’s Practice
Group focused representative. When possible, NPAworldwide desires someone who has been actively
engaged in Practice Groups as an active splitter, a past Practice Group Leader or someone with great
passion for split fees generated through membership. This is minimum two-year term.

e Works as a member of a Board of Directors under the leadership of the Board Chairman and

Executive Committee.

Ensures that NPAworldwide direction is enhancing the value of membership.

Responsible for leadership, recruitment and selection of the Practice Group Leaders.

Serves as the link between the Board and the Practice and Specialty Group Leaders.

Encourages members to use services and systems, attend meetings, volunteer, and to be active

in splitting fees with other members.

e Acts as an emissary of the organization to encourage growth through new member referrals. Is
required to add one new member annually.

e Enhances NPAworldwide’s image through industry contact, communication and public relations
opportunities when possible.

e Participates or leads committees as appropriate.

Qualifications and Skills

e Leadership/Good Communication

e Critical thinking/Problem Solving

e Ability to function in a team environment

e Knowledge of Bylaws and Ops Manual, Practice Groups and PG Leaders responsibilities.
Benefits

e Shapes and leads a critical result generating function and other volunteers.

o Ability to exercise leadership, recruiting, and management skills.

e More contact and exposure for you and your firm locally, nationally and internationally.

o Travel

Requirements/Tenure

e Must be an owner or officer of your member firm
¢ A minimum of 2-year term with subsequent 2-year terms
e Volunteer time annually: 9 months at 10 hours/month | 3 mo. at 20-40 hours/month
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Chairman
About Selection

This is an elected position. The Chairman typically has progressed to this position through years of
service on the Board as a Director, Secretary/Treasurer, Chairman Elect and then Chairman. Nominees
are vetted by the Nominating Committee and voted on by the membership.

Position Overview

The Chairman represents the full membership. This position provides leadership, direction, and guidance
to the Executive Committee, the Board and the Staff.

Leads the Board of Directors with the support of the Executive Committee.

Acts and an Officer of the organization for business and financial reasons.

Calls, organizes and directs successful Board meetings and calls as necessary.

Serves as the facilitator of Board discussion. Makes certain that agreed Board outcomes are

implemented or appropriately delegated to staff.

Should regularly engage the full Board in conversation and dialog.

¢ Encourages members to use services and systems, attend meetings, volunteer, and to be active
in splitting fees with other members.

e Acts as an emissary of the organization to encourage growth through new member referrals. Is
required to add one new member annually.

e Acts as a spokesperson for NPAworldwide in media engagements, industry contacts and events,
communication and public relations opportunities when possible.

e Participates or leads committees as appropriate.

Qualifications and Skills

Leadership, vision, trustworthy and trusted

Critical thinking/Problem Solving/Business Acumen

Ability to lead a team of independent thinkers to effective outcomes
Good communicator able to handle both positive and negative situations
Solid knowledge of Bylaws and the Operations Manual

Benefits

Ability to exercise your leadership skills.
Global exposure for you and your firm.
Challenge

Travel

Requirements/Tenure

Must be an owner or officer of your member firm

Typically progresses from within the Board and the prior role of Secretary/Treasurer
2-year term. 1 year before term as Chairman Elect. 1 year after term as Past Chairman.
Volunteer time annually: 9 months at 20 hours/month | 3 months at 60 hours/month
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Chairman Elect/Past Chairman
About Selection

This is an elected position. See the details of the Chairman. For 1 year the elected chairman holds the
position of Chairman Elect and at the next annual meeting of members assumes the Chairman’s position.
After 2 years as Chairman, the Chairman assumes the role of Past Chairman for one year before exiting
the Board. This 4-year rotation establishes continuity and stability for the Executive Committee, the
Board, the Staff and ultimately for the NPAworldwide Network.

Position Overview

See the Chairman details.

Qualifications and Skills

Leadership, vision, trustworthy and trusted
Critical thinking/Problem Solving

Ability to function in a team environment

Good communication
e Knowledge of Bylaws and Operations Manual

Benefits
e Ability to exercise your leadership skills.
e More contact with local/regional recruiters and firms.
e Exposure of you and your firm locally, nationally and internationally.
o Travel

Requirements/Tenure

e Must be an owner or officer of your member firm
e A minimum of 2-year term with subsequent 2-year terms
e Volunteer time annually: 9 months at 15 hours/month | 3 months at 40 hours/month
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Secretary/Treasurer

About Selection

This is an elected position. The Secretary/Treasurer typically has progressed to this position through
years of service on the Board as a Regional Director. This nominated position is vetted by the
Nominating Committee and then voted on by the membership.

Position Overview

The Secretary/Treasurer represents the full membership. This position provides leadership, direction,
and guidance as a member of the Executive Committee. In the absence of the Chairman, Chairman Elect
or Past Chairman, this role can provide leadership to the Board.

Contributing member of the Executive Committee

Acts and an Officer of the organization for business and financial reasons.

Supports successful Board meetings and calls as necessary.

Assists with facilitation of Board discussion. Captures and communicates agreed Board outcomes
as necessary.

Encourages members to use services and systems, attend meetings, volunteer, and to be active
in splitting fees with other members.

Acts as an emissary of the organization to encourage growth through new member referrals. Is
required to add one new member annually.

Can acts as a spokesperson for NPAworldwide in media engagements, industry contacts and
events, communication and public relations opportunities if required.

Participates or leads committees as appropriate.

Qualifications and Skills

Leadership

Critical thinking/Problem Solving

Ability to function in a team environment

Good communication

Knowledge of Bylaws and Operations Manual

Preferable to be nominated from existing Board Directors

Benefits

Ability to exercise your leadership skills.

More contact with local/regional recruiters and firms.

Exposure of you and your firm locally, nationally and internationally.
Travel

Requirements/Tenure

Must be an owner or officer of your member firm
A minimum of 2-year term
Volunteer time annually: 9 months at 15 hours/month | 3 months at 40 hours/month
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Executive Committee
Position Overview

This Board sub-group leads the Board of Directors and has direct leadership accountability for the
President of NPAworldwide. Awarded by vote of membership and comprised of the Chairperson,
Immediate Past Chairperson or Chairperson Elect, and the Secretary Treasurer.

Qualifications and Skills

Leadership

Cooperative Decision Making

Process Orientation and Critical Thinking
Excellent Communicator

Requirements/Tenure

e Typically, 2 years’ terms in each position. A six-year cycle once in the loop.
e Volunteer time annually: 8 months at 20 hours/month | 4 months at 30-50 hours/mo

Practice Group Leader
About Selection

This position is appointed by the Board of Directors. The Board Director with a Practice Group focus
nominates candidates after vetting a group of volunteers solicited from the group’s membership. The
Board approves the appointment by a majority vote.

Position Overview

Implement strategies such as calls, emails, blogs, web postings, to create group dialog, participation, and
increased split activity.

e Leads the one of the following Practice Groups:

Manufacturing / Supply Chain

Accounting / Finance

Chemical Process

Technology

Cross-Industry Functions

Healthcare

Banking

e Practice Groups are usually groups of 20 or more members with a similar focus. Sometimes
groups will be developing (Legal and Agribusiness currently) and may be as small as 10 active
members. When groups diminish in size to 10 or less, NPAworldwide expects the group to add
members, dissolve or continue as a non-funded group.

YVVVVYYYVY

Specific Responsibilities

e Grow the Group and Increase Group Activity
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e Plan the Agenda for the Annual Conference with NPAworldwide/Board guidance
o Create a succession plan with the Practice Group Board Liaison

Benefits of Volunteering

Primary point of contact for all issues in your niche.

Frequent contact with the best fit trading partners in your niche.

Impact on your business, the group’s and NPAworldwide’s results.

As possible, NPAworldwide provides assistance or financial recognition to Practice Group Leaders
for attending meetings. Specifics are provided in advance of meetings.

Requirements/Tenure

A member for more than 1 year

Firm is current and in good standing

2-year commitment is ideal

Volunteer time: 1 to 5 hours available per week

Practice Group Co-leader
About Selection

This position is appointed by the Practice Group Leader after vetting and consultation with the Practice
Group Leader Focused Board Director. As an option the Practice Group Leader could ask for a vote of
Practice Group members if more than one candidate is identified. The majority vote of members will
determine the co-leader.

Position Overview

Support the Practice Group Leader and fill in when the Leader is unable to take ownership of strategies
such as calls, emails, blogs, web postings, group dialog, participation, and increased split activity.

Specific Responsibilities

e Grow the group and increase group activity.

e Recruit existing members to serve as Peer Coaches to new and struggling members.

e Assist the Practice Group Leader in implementing strategies such as monthly calls, conference
agenda planning and monthly reporting.

e Run calls in the absence of the Practice Group Leader.

Benefits of Volunteering

e Opportunity to improve your skill level within NPAworldwide, use your coaching skills and help
the long-term success of the split-fee concept.

e Potential friendships and business relationships.

e As possible NPAworldwide will fund some portion of the registration for the Global Conference

34




NPAworldwide Operations Manual glgggmber

Requirements/Tenure

e Member for a minimum of 1 year

e Firm is current and in good standing

e Good communication skills.

¢ Knowledge of how NPAworldwide works and what makes a member successful.
o Desire to see others succeed.

e Volunteer time: Do not expect more than 1 hour per week

Area Leader
About Selection

This position is appointed by the Board of Directors. The Regional Director nominates selected
candidates after vetting a group of volunteers solicited from the local membership. The Board by
majority vote approves the appointment.

Position Overview

e The primary purpose of this volunteer role is to: 1. Engage Members, 2. Drive Split Fees, 3. Grow
Membership

e The Area Leader works with the support of staff and the guidance of the Board Director to
engage members in participation and use of the network. Actions and efforts might include but
are not limited to the following:

e Encourage assigned members to participate and engage in network activities

e Offer introductions or solicit the support of staff to connect member-to-member with the goal of
enabling increased split placement opportunities

e Actively support the growth of membership with referrals

e Promote and motivate assigned members to make referrals

e Support staff's leadership of the member vetting and new member training process

e Build relations with peer Area Leaders to strategize for success and benchmark best practices

e Reporting as required to the Board Director

e Coordinate and facilitate either formal and informal meetings of assigned members

e Act as a point of information and contact for questions or concerns from assigned members

Qualifications and Skills

o Aware of NPAworldwide process, procedure and bylaws

e Familiarity and use of NPAworldwide systems

e Approachable and pragmatic demeanor

e Ability to balance individual motivations with a desired network result
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Benefits of Volunteering

e Opportunity to improve your NPAworldwide business, application of coaching skills, support the
split-fee concept, develop friendships and business relationships.
e As possible NPAworldwide will fund some portion of the registration for meetings.

Requirements/Tenure

e Firm owner/manager or recruiter/consultant for more than 1 year

e Firm is current and in good standing

e 2-year commitment is ideal

e Volunteer time should be limited to an average of 1 to 2 hours per week

Peer Coach
About Selection

Individuals self-nominate for this role and are confirmed by Area Leaders, Practice Group Leaders,
Directors, or Staff Members.

Position Overview

This volunteer works with new or struggling NPAworldwide members to increase their production and
commitment to the network.

Qualifications and Skills

e Good coaching skills.
e Solid knowledge of how NPAworldwide works and what makes a member successful.
e Desire to see others succeed.

Benefits

e Opportunity to help improve the skill level within NPAworldwide, use your coaching skills and help
the long-term success of the split-fee concept.

e Potential friendship or business relationship.

e Growth to manager role is a natural progression.

Requirements/Tenure

e A member for more than 2 years

e Prefer to see owners of the firm in this role when coaching other owners.

e Firm is current and in good standing

e Term should be about 6 months from appointment to new member.

e Volunteer time: Would not expect more than 1 to 2 hours per week. This should be under 5
hours per month in most situations.
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Ethics Committee Chairperson
About Selection

This position is filled by the Chairman with coaching from the Executive Committee and approval of the
Board of Directors. This Chairperson is typically a sitting or former Director.

Position Overview

This person is responsible for leadership of dispute resolution, monitoring the bylaws and operational
procedures for updates and changes when appropriate, and the communication of ethical violations and
concerns to involved members.

Qualifications and Skills

o Expert knowledge of NPAworldwide process, procedure and bylaws.
e Able to handle delicate situations.
¢ Willing to make difficult decisions.

Benefits

e Opportunity to set the bar for NPAworldwide member ethics.
e Ability to exercise your leadership and problem-solving skills.

Requirements/Tenure

Typically, a sitting Board Director

Member for more than 1 year.

Firm is current and in good standing.

A minimum of 1-year term

Can be a role shared by more than one person
Volunteer time: 1 to 10 hours per month
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Best Practices Committee Chairperson
About Selection

This position is filled by the Chairman with coaching from the Executive Committee and approval of the
Board of Directors. This Chairperson is typically a sitting or former Director.

Position Overview

This person is responsible for leadership and monitoring member adoption and compliance of best
practices that will make the member and NPAworldwide most successful. This Committee leadership role
covers both the quality component of what NPAworldwide and members do as well as the Training
component of how to make members aware and aligned.

Qualifications and Skills

e Awareness of NPAworldwide practices and policies.
o Ability to work effectively with NPAworldwide staff and delegate with control to create the desired
deliverables.

Benefits

e Opportunity to impact the ROI for both new and existing members.
e Access to the newest members while training on NPAworldwide practices.
o Ability to exercise your leadership, coaching and educational skills.

Requirements/Tenure

Typically, a sitting Board Director

Member for more than 1 year.

Firm is current and in good standing.

A minimum of 1-year term

Can be a role shared by more than one person

Volunteer time: Average month is 5 to 10 hours per month

Volunteer Committee Chairperson
About Selection

This position is filled by the Chairman with coaching from the Executive Committee and approval of the
Board of Directors. This Chairperson is typically a sitting or former Director.

Position Overview

This person is responsible for leadership and recruitment of new volunteers. This person will also shape
the Reward and Recognition programs to be implemented in support of the NPAworldwide volunteer
effort. They will need to work closely with the Executive Committee and staff to establish and monitor
the budget for support of volunteers.
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Qualifications and Skills

e Awareness of roles and responsibilities of NPAworldwide volunteer positions.
e Effectively recruit and gain commitment from prospective volunteer talent.
o Identify potential volunteer talent.

Benefits

e Opportunity to shape the future of NPAworldwide by introducing new talent and volunteer
leadership.

e Access to the most active and committed NPAworldwide members.

e Ability to exercise your leadership and recruiting skills.

Requirements/Tenure

Member for more than 1 year.

Firm is current and in good standing.

A minimum of 1-year term

Can be a role shared by more than one person

When appropriate a sitting Board Director is preferable
Volunteer time: Average month is 5 to 10 hours per month

Membership Committee Chairperson
About Selection

This position is filled by the Chairman with coaching from the Executive Committee and approval of the
Board of Directors. This Chairperson is typically a sitting or former Director.

Position Overview

This person is responsible for supporting the Membership Development efforts of NPAworldwide. This
Chairperson will work very closely with the Director of Membership Development (staff position).

Qualifications and Skills

o Awareness of network competitors, a sales/marketing mindset, and a passion for seeing
NPAworldwide grow effectively.

e Awareness of the global opportunity for NPAworldwide.

e Ability to work effectively with Staff and delegate with control to create the desired deliverables.

Benefits
e Opportunity to change the face of NPAworldwide.
e Can set direction for where and how to grow membership.
e Early access and knowledge of new trading partners.
o Ability to exercise your leadership, marketing, and general management skills.
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Requirements/Tenure

Typically, a sitting Board Director

Member for more than 1 year.

Firm is current and in good standing.

A minimum of 1 year

Volunteer time: Average month is 5 to 10 hours per month

Other Volunteer Positions

Committee Member
Position Overview
This volunteer works as a member of a committee under the leadership of Committee Chair.
Requirements/Tenure
e Firm is current and in good standing.

e TERM: Usually a few months to a year
e Volunteer time: Project dependent but usually less than 5 hours in any one month.

Blogger/Writer
Position Overview

Works independently to create communication that has a positive impact on NPAworldwide’s image and
ability to attract and retain members, be viewed as a source of knowledge and industry content, and to
address the needs of industry publications.

Requirements/Tenure
e Firm is current and in good standing.

TERM: Usually a few months to a few years
e TIME: Project dependent but usually less than 5 hours in any one month.

Meeting Facilitator
Position Overview

At the NPAworldwide Annual Meeting, organizes and facilitates the delivery of information and content on
a specific subject for those attending a topic a breakout session. Can use NPA experts, discussion
techniques, researched content or other means to make this session as valuable as possible for
attendees.
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Requirements/Tenure
e Firm is current and in good standing.

e The term is event specific
e Volunteer time: Dependent on your existing knowledge of the subject but should be 10 to 20

hours to coordinate and facilitate this 90-minute meeting.

Speaker/Presenter
Position Overview
Present or speak at the NPA Annual Meeting, Regional Networking Meeting, or a non-NPA function.
Requirements/Tenure
e Firm is current and in good standing.

e The term is event specific
e Volunteer time: Dependent on your existing knowledge of the subject but should be less than 10

hours to organize and present your content at a meeting.

Meeting Mate
Position Overview
Act as the host to a new member/consultant attending the NPAworldwide Annual Meeting.
Requirements/Tenure
e Firm is current and in good standing.

e The term is event specific
e Volunteer time: Dependent on your existing knowledge of the subject but should be less than 10

hours to organize and present your content at a meeting.

Photographer
Position Overview
Take photos at NPAworldwide events and post them to the web at the conclusion.
Requirements/Tenure
e Firm is current and in good standing.

e The term is event specific
e Volunteer time: Dependent on your existing knowledge of the subject but should be less than 10

hours to organize and present your content at a meeting.

a1




NPAworldwide Operations Manual glgggmber

Section E. Financial Obligations

As a member-owned cooperative, NPAworldwide programs are designed to improve the earnings of the
individual members. These programs are developed and planned with the participation of members and
are then adopted by vote of the Board of Directors or the membership.

Reporting Acceptances

A major source of income for NPAworldwide is a 5% brokerage payment on cooperative placements
between members. Upon learning of an acceptance of a job offer that involves a fellow member, the
importing member (representing/billing the client) must immediately notify the exporting member
(representing the candidate) of the acceptance, the targeted start date, salary and the billing
arrangements. The importer / job-side must complete an acceptance report accurately and fully on the
NPAworldwide system within seven (7) days of the acceptance.

Reporting acceptances is a mutual responsibility that begins with the member who is billing the client
(Importer / job-side). If the Importer / job-side fails to report the acceptance, then it becomes the
responsibility of the exporter / candidate-side to communicate the acceptance to NPAworldwide. Failure
to report an acceptance within seven (7) days is grounds for disciplinary action or expulsion for both
members participating in the placement. Members should never be aware of an acceptance that has not
been communicated to NPAworldwide Headquarters.

Brokerage Payments

IMMEDIATELY upon receipt of the fee, the billing member sends a copy of the Placement Report with
client payment verification (copy of the client check, wire transfer confirmation or other documentation)
and 5% of the total payment received to NPAworldwide Headquarters. At the same time the billing
member sends a copy of the Placement Report and the client payment verification and 47.5% of the fee
to the cooperating member. If the placement information changes between acceptance and receipt of the
fee, the billing member should show the changes on the submitted copy. The money received for each
cooperative placement is posted in equal (1/2 the total received) amounts to the accounts of the two
members involved. Each member then receives credit for one cooperative placement.

Members receiving payment for a cooperative placement involving non-U.S. currencies will disburse the
5% brokerage in U.S. currency, and the affiliate payment should also be made immediately in their local
currency. Payments to both NPAworldwide and the affiliate will include a copy of the client payment
verification (copy of the client check, wire transfer confirmation or other documentation). If payment is
made via wire transfer, the conversion to local currency is done at the time of the wire origination.
Evidence of the payment and the conversion rate used by the bank should be provided to NPAworldwide
and the affiliate. Brokerage payments to NPAworldwide made via credit card will be processed only in
U.S. Dollars, using the conversion rate published on https://usa.visa.com/support/consumer/travel-
support/exchange-rate-calculator.html/ at the time of credit card processing.
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The word IMMEDIATE means payment must be made by the close of the next business day. Cooperative
placement fees are shared income. The collecting member is in no way entitled to use of the funds that
are rightfully a fellow member’s and NPAworldwide’s. Delay of payment, holding or using such funds, will
not be tolerated by the Board of Directors, which takes the position that delay constitutes
misappropriation and misuse of such funds.

Gross Receipt Taxes

Members in jurisdictions that levy relevant taxes (e.g. gross receipts, VAT, or GST)
should aim to be taxed only on their portion of any split fee. If necessary, they should
seek guidance from a qualified professional to avoid being taxed on the full fee. Only
47.5% of the total received is income for the billing member. If local regulations or
accounting practices prohibit this partitioning of income to the rightful owners of the
income, then before the initiation of a cooperative placement, the exporting member and
NPAworldwide must be informed in writing by the fee-collecting member of all local tax
requirements. The collecting member is responsible for 100% of the tax liability absent a
written agreement stating otherwise.

Installment Payments

In rare cases, the 5% brokerage fee may be paid in installments but only because the
payment to the member is being paid in installments, or in the case of contract positions the
5% may be withheld and accumulated until some reasonable portion of the total fee has
been collected. In either case, a completed placement report form should accompany the
first installment, to assure correct posting to your account. The cooperating member’s portion
must be paid immediately upon receipt of each installment payment, whether NPAworldwide
is paid its 5% brokerage in installments or upon the final installment payment.

Dual Membership and Brokerage

In addition to the Bylaws requirements, some procedural restrictions apply to members
having dual membership status. Brokerage is payable on all cooperative placements
between members, irrespective of any brokerage requirement of another network even if
that affiliation generated the placement activity.

Fall-offs, Split Fees, and Brokerage

If a cooperative placement fails (falls-off) and the job-side firm is obliged to give a refund
under the terms of its agreement with the employer, NPAworldwide and the candidate-
side member will participate in the refund proportionately. The job-side member shall
supply NPAworldwide and the candidate-side member with relevant proof (such as a
copy of the refund check/electronic funds transfer documents, etc.) that a refund was
issued to the client and all correspondence related to the refund. When the job-side
member provides the required documentation, NPAworldwide will refund the brokerage
payment received and candidate-side member will refund payment received from the
job-side member, within 7 days. If that refund takes the form of a credit, NPAworldwide
and the candidate-side member will refund when the client-side member documents that
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the credit has turned into a financial loss. (For Job Board Fall-offs, see the Job Board
Section.)

Collections / Legal Action to Collect Brokerage

Occasionally it will become necessary for the billing member to take legal action in order

to collect a placement fee. In that event, the billing member may deduct the legal cost of
collection from the gross amount of the fee collected and compute the 5% brokerage fee
and the 47.5% share to the cooperating member on the net amount collected.

Discounts for Multiple Placements
Discounts, including those for multiple placements, must be agreed upon in advance and in writing.

Fee Variances and Unbundled Services

At times members are asked to provide additional or partial services. While it is impossible to describe all
the circumstances which could arise when a number of services are included in a single fee, and part of
that fee becomes a split fee, the exporting member must know the entire circumstances before a
candidate is submitted and agree to the arrangements. Such arrangements shall be confirmed in writing.

Retainers

NPAworldwide requires a split of the total fee, inclusive of a retainer or engagement fee associated with
the position in which the split occurs. Because of the differences in the types of retainers and the way
they are paid (for example, one retainer for multiple positions), the member with the job order is
required to clarify any retainers/engagement fees which are to be received from the client for

their recruiting efforts when POSTING/SHARING their position in NPAworldwide, or contacting or liaising
with another affiliate for assistance on the assignment, and PRIOR to presenting the cooperating
member’s candidate to the client company. Failure to clarify and gain agreement of the fee in writing
prior to arranging an interview can obligate the placing member to payment of a fee equal to 47.5% of
that listed in their published fee schedule. NPAworldwide has the option to request copies of client
payment records, including credit card payments receipts, copies of the draft, or bank payment

records to verify the total fee payment.

While it is impossible to specify every client relationship regarding retainers/engagement fees in this
manual, it is required that each member of NPAworldwide follow the spirit of NPAworldwide, and
compensate a partner firm honestly and appropriately when a split placement is made where a retainer
or engagement fee is involved.
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Invoices

Dues are hilled on annual basis to its members with a provision for monthly payments. Included on
monthly invoices are membership dues and other miscellaneous billings which may accumulate during the
month. These invoices are payable upon receipt. Accounts outstanding more than thirty (30) days will be
assessed a service fee of 2% per month on the unpaid balance.

Accounts Receivable
Provisions for automatic suspension of member accounts are covered in the Bylaws Article 3, Section G.2.

Checks received in payment on account or as brokerage payment and returned for insufficient funds must
be made good, and a $25 fine will be assessed to the member’s account for each occurrence.

Member Resignations

Member firms may request resignation at any time by contacting NPAworldwide Headquarters. The final
dues invoice will be issued the month after the resignation request is received. For example, if resignation
is requested on October 31, the final dues invoice will be issued in November. If resignation is requested
on November 1, the final dues invoice will be issued in December.

Members will be notified of all pending resignation requests, including the effective date of resignation.

Resignations will be finalized once all outstanding dues and brokerage payments have been made, and
the remaining terms of the Membership Agreement have been fulfilled.

Indemnification

Article 10, Section B of the bylaws provides that when a member is unable to collect a share of a split fee
collected by another member, that reimbursement may be made by NPAworldwide to the member
incurring the loss. The Indemnification Fund is the last option to collect unpaid splits or other arbitration
ruling awards made by the Board of Directors. No payments will be distributed from the fund for a
minimum of 90 days from the award. During this time the aggrieved member must make every effort to
collect the money. The collection effort must be documented and made available to the appropriate
NPAworldwide officer before any funds are released.

e Report of Claims - Claims must be supported by a report of the circumstances surrounding a
claim and the details regarding actions taken to collect this amount.

¢ Publication of Claims - When a first claim is received it will be published to the members via
the Vignette or other necessary methods. This is intended to serve as a notice to other members
that there is a problem and that they should carefully scrutinize their dealings with the member
involved.
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e Resolution of Claims — After 90 days, starting from the date of publication, claims will be
considered closed and subject to Board authorization, the distribution will be made.

e Conditions Regarding Claims

a. A member submitting a claim and receiving a reimbursement must agree, when
appropriate, to execute an assignment of claim to NPAworldwide and to be part of any
action or lawsuit to effect recovery. Additionally, the member(s) so indemnified must
agree that if NPAworldwide succeeds in recovering fees from the former member in
excess of the amount indemnified, such excess will be distributed only after legal
expenses incurred by NPAworldwide to bring such action have been deducted. The Board
shall have full discretion as to the form and jurisdiction of the action.

b. Publication of the suspension, expulsion, or resignation of a member removes the
protection of indemnification for any submittals of claims which occur after the date of
suspension, termination, or resignation. When and if the member is reinstated, the
indemnification protection is restored.

Fee Schedule and Guarantee (Member Profile)

Members have a common goal—to share fees. Each member is an independent business. Each member
identifies his/her own fee schedule and is completely free to establish fees to be charged to clients. Each
member profile must include a fee schedule. That stated fee schedule must be kept current, reflecting
the fee schedule in effect at the present time. NPAworldwide makes no recommendations regarding any
member’s fee schedule. Each member is required to publish standard guarantee terms in their Member
Profile. In the absence of written evidence to the contrary, the guarantee of the job-side member will
prevail and the candidate-side member, by consenting to the use of the candidate, is assumed to have
accepted the guarantee of the job-side member.

During the placement process, or on occasion when difficulties arise after the candidate has commenced
employment, a client may ask for an amendment or change in the guarantee (for example an extension
of the guarantee period). The job-side member shall not obligate the candidate-side member to a change
of guarantee, without his/her consent in writing. Should the job-side member’'s agreement provide for
replacing the employee instead of providing a refund, the job-side member must give the candidate-side
member immediate opportunity to provide a replacement candidate. Failure to offer an opportunity to
replace waives the requirement that the candidate-side member contribute to any refund. Unless
otherwise agreed to in the job-side member’'s agreement with customer, the job-side member and
candidate-side member will agree to an appropriate timeframe for the candidate-side member to have
exclusivity in finding a replacement before the job-side member engages additional resources. It is
appropriate for the time to replace the candidate to be similar and consistent with the time to fill the role
initially. If the candidate-side member is provided immediate opportunity to replace but is unsuccessful
and the replacement is provided without its participation, the job-side member must provide relevant
documentation on the replacement to NPAworldwide and the candidate-side member. Upon receipt of
such documentation, the candidate-side member will refund the original split amount in full within 7 days.
If the replacement is made without the cooperation of any member, NPAworldwide will refund the
brokerage originally paid. In no case will the amount refunded by NPAworldwide or the cooperating
member be greater than that paid to them for the original placement.

In the case of a retained search, fees are earned at each step in the schedule. The job-side member
must share with the candidate-side member the retainers (such as search assignment fee, defined
milestone fee and candidate acceptance fee) at the time the search begins. When any step in the
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retained search process has been reached the job-side and candidate-side members have earned the fee
paid and it is non-refundable unless otherwise stated in the retainer agreement and agreed to by both
parties.

Exporter / Candidate-side Fee Publications (Add a Candidate Entry Screen)

A member supplying a candidate may determine the minimum fee he/she expects if his/her candidate is
placed by another member. That information is provided by submittal of an “Add a Candidate” screen on
NPAmarketplace. The candidate submittal form provides the exporting member with options regarding
the fee required for each candidate submitted, if placed by another member. The form includes the
following choices:

e Any Fee

e A Drop Down menu to choose the minimum fee percentage acceptable for each candidate
submitted

Option 1 means the exporting member is willing to accept 47.5% of whatever the placing member
receives, while Option 2 allows the exporting member to identify the minimum fee acceptable for each
candidate. If no preference is indicated on the cover sheet, “Any Fee” is the default entry.

In the event a fee is received by a placing member that exceeds the minimum fee acceptable identified
on a candidate submittal from another member, or if the fee paid exceeds the fee percentage or amount
identified by that member on the job order form, the placing member will remit 47.5% of the actual fee
collected.

Importer / Job-side Fee Publication (Add a Position Entry Screen)

A position submittal must include a specific fee or specific fee percentage. It is assumed that a member
responding to that position opening is acknowledging the acceptance of the fee identified on the position
and is knowledgeable of the sending member’s published fee schedule which may include a statement of
deviation from established percentages. Statements of deviation do not apply if a specific percentage or
fee amount is stated on position.

In the absence of a written understanding between the members making a split placement, the member
submitting the candidate that identifies a minimum fee acceptable will be paid that minimum fee by the

importing member, irrespective of whether the importing member accepted a lower fee from the client.

Importing members should always clarify the fee being split prior to submitting candidates to a client.

47




NPAworldwide Operations Manual glgggmber

Deviations from the Published Fee Schedule

There is an obligation to inform the member submitting a candidate, in writing, early in the placement
process that a deviation from the standard or published schedule is involved in a pending placement
except where the candidate submitted has been marked positively “Any Fee Acceptable.”

Should a member consider submitting an affiliate’s candidate to a client company that has a stated policy
limiting the length of time that referral will be honored for payment of a fee, the affiliate representing
that candidate must be informed before such referral and be given the opportunity to refuse the
submittal of the candidate. For example, some client companies have stated policies that any candidate
received from a placement firm and placed during the ensuing 6 months (or any other defined period)
will be acknowledged for fee payment. After six months the candidate’s file is retained by the company
and if employed, no fee is paid. Under those conditions, the affiliate must be given the opportunity to not
have the candidate submitted to that company initially.

Contract Compensation Formulas

If a contract split occurs, the profit will be split 47.5% to the importer / job-side, 47.5% to the exporter /
candidate-side, and 5% to NPAworldwide unless otherwise agreed upon in advance. Alternate methods
should be agreed upon (preferably in writing) prior to commencement of employment by the contractor.

If the importing firm is funding the payment of the contractor, such a split placement can follow one of
two prescribed formulas. Other options must be agreed to in advance.

e Option 1: 66% to the importer / job-side and funder, 29% to the exporter / candidate-side, 5%
to NPAworldwide of the gross amount billed, minus:

0 contractor’s salary

o federal or state mandated taxes and benefits
0 benefits provided to the contractor

0 per diem provided to the contractor

This formula is intentionally weighted favorably to the importer / job-side/funder because the
importer / job-side/funder assumes the sole risk and responsibility for managing that receivable.
While brokerage and the trading partner’s share of the margin are not payable until the client
pays, the importer / job-side/funder is exposed to the full extent of the employee’s gross wages.
With this formula, if the receivable cannot be collected for any reason during the course of the
contract, the exporter / candidate-side will not be held liable for any portion of that receivable.

e Option 2: 47.5% to the importer / job-side, 47.5% to the exporter / candidate-side, and 5% to
NPAworldwide of the gross profit per hour. Acceptable operating costs to be deducted in
determining the gross profit are:
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contractor’s salary

federal or state mandated taxes and employee benefits
benefits provided to the contractor

the cost of money

O O O o O

per diem provided to the contractor

In the event that the cooperating firms elect to share the account receivable liability as a
condition of this formula, a separate written agreement to that effect is required.

Contract-to-Hire

Occasionally in the course of a contract, the client will request permission to hire the contractor as a
permanent employee. Typically the importer / job-side will charge a buy-out fee. In such a case, the
importer / job-side, exporter / candidate-side and NPAworldwide will split the buy-out fee 47.5%, 47.5%
and 5% respectively.

Change in the Terms of the
Contract

Any change in either the pay rate (to the contract employee) or the bill rate (to the client) must be approved in writing
by both the importer / job-side and the exporter / candidate-side. Brokerage and split-fee payments shall reflect the
changes.

Length of Contract

Like all other NPAworldwide activity, contract placement activity does not expire. If a contract has been
estimated to end after a certain number of months but continues for a longer term, all parties will
participate in split placement revenue for the duration of the contract. If a contract is reduced in length,
all parties split the profit for the actual term of the contract.

Verification of hours and payment

An accounting of hours and profit must be sent to both the affiliate and NPAworldwide at least monthly,
or upon receipt of the client's payment. This information can be verified by copies of signed time cards,
hours billed to contract client, payment summary from client or payroll/funding source report etc. It is
acceptable to issue a profit check to your affiliate and NPAworldwide either weekly or monthly as is
appropriate and convenient.
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