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SUBJECT: SECTION: ANNUAL
NATIONAL EDUCATION CONFERENCE CONFERENCE
(NEC) GUIDELINES Policy No. AC-1
Date of Origin: October 1992
Revised: September 2002; April 2008 September 2008 September 2009
Reaffirmed:

PURPOSE

This section covers all policies relatedtheSGMP NationalEducation Conference.

POLICY

TheNationalEducation Conferends theresponsibility of theSGMPnational organization.
The SGMP ExecutiveDirector/Deputy Director will providéhe majority of oversight othe
NationalEducationConference anthe Executive Directowill identify an SGMPmembertto
handle conference logistics.

TheNational Boardwill be responsibldor ensuringhat theeducational anéinancial objectives
aremet. This oversight will include:

8§ Establishingall conference registration aeahibit fees
§ Establishingheconferencédudget
8 Selectingeducational offerings

Site Selection
For planning purposes, ationwidebid process will baisedto solicit theNationalEducation
Conference site at least two years out.

FutureRFPsfor theNationalEducation Conference will sent to all SGMP member
conventionbureaus/authorities andll be announcedhn all SGMPNational publications.

SGMP Headquarters is responsible for recommending all future conference sites to the National
Board. The National Board will vote to confirm location(s).

Notifications
The prospective host chapter president will be notified imade of scheduled site inspections.

Over Expenditures
Expenditures exceedirfiye percent of thdudgetedcategory amount for thidational
EducationConference may not gocesseavithout prior National Boardapproval.

Charitable Giving
SGMPwill adopt acommunity service project as pafttheNationalEducation Conference.
The host city chapter will make its recommendation to the National Board for approval.



SUBJECT: SECTION: ANNUAL
NATIONAL EDUCATION CONFERENCE CONFERENCE
(NEC) GUIDELINES Policy No.  AC-1 (continued)
Date of Origin: October 1992
Revised: September 2002; January 2003; April 200Beptember 2008
October 2009
Reaffirmed:
Exhibits
The SGMPHeadquarters will bn chargeof exhibits andegistration for théNationalEducation
Conferences.

TheNational Boardwill decideon any complimentary exhibit booth(s) tofr®videdbased
ontherecommendation of thiexecutive Director/Degty Director.

Only SGMPmembers arpermittedto exhibit at the tradeshow held at thationalEducation
ConferenceMemberproperties anéssociateSuppliers may havtheir tradeshow space
transferred, but nemembers may not exhibit, even if tblgainis amember. Nationathain
membershigloes nogualify all hotels in that chain as members.

Only GovernmenPlanney Contract PlanneRetiree, Educator/Student, Suppliend Associate
Suppliermembersare allowed on theadeshow floo(some restrictios may apply for non
exhibiting Suppliers and Associate Suppliers)

Complimentary Registrations
Complimentary registrations will ggrovidedfor theNationalEducation Conference at the
discretion of the National Board.

Useof Logo
The SGMPlogo mustbeincorporatednto all NationalEducation Conference logos.

Outside Events
No otherevent(s) will bgpermittedto occur duringr conflict with any official SGMP
conferencdunction.




SUBJECT:
ON-STAGE RECOGNITION FOR CHAPTERS
RECEIVING NATIONAL AWARDS

SECTION: ANNUAL
CONFERENCE
Policy No: AG2

Date of Origin: October 1992

Revised: September 2002; April 2008 ctober 2009

Reaffirmed:

PURPOSE

TheNational Education Conferensehedulewill permit on stage @ognition for chapters

receivingawards.

POLICY

ChapterPresidents may designate more than twindividuals toaccept awards #he National
EducationConference. Ontwvo minutes maximum will be allotted for the winners to give an

Alaccept anitteeyp cheopedoedo do.




SUBJECT: SECTION: ANNUAL
TRAVEL/HONORARIA FOR MEMBERS TO CONFERENCE
TRAIN AT THE NATIONAL EDUCATION Policy No:  AG3
CONFERENCE
Date of Origin: Oct 1992
Revised: Sep 1999; Apr 2008ep 2008 Oct 2009 Nov 2010
Reaffirmed:

PURPOSE

SGMPrecognizes thgalueof usingits members tprovideeducation at th&lationalEducation
Conference. SGMRBIso recognizes that it is naliways possibléor members to gdtll financial
supportfrom theiragencies tattendthe conference. This policy covetise financial subsistence
providedfor members speakirat theNationalEducation Conference.

POLICY

SGMPmembers presentingograms at th&lationalEducation Conference may apply for no

morethan 00 TOTAL (total amount, not per session amourghorarium to gaoward
conferenceegistration, airfare and/¢mdging Once both parties (individual aitecutive

Directoror Deputy Director) haveignedthei Me mb er Sp e a k earrandementare act , O
consideredinal andnot open to change.

This policy does not apply to Supplier or Contract Planner members whose primary services to
the government meetings market is educat@ated (training or speaking).
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SUBJECT: SECTION: CHAPTERS
CHAPTER PRESIDENT TRAVEL Policy No: Gl
Date of Origin: Oct 1982
Revised: Jul 2002, Apr 2008/ar 2009; Oct 2009 Jan 2011
Reaffirmed: Jul 1992; Oct 2001
PURPOSE

TheChapter Presidents serasa proactive and ¥al communication linkbetween the national
leadership andhaptermembers.

POLICY
The ChapterPresidents will medtvice annually; once in January at the Joint Leadership
Meeting (JLM) and once at the National Education Conference (NEC).

For the IM:

1 If the Chapter President is unable to attend, rare exceptions may be granted by SGMP
headquarters in conjunction with the appropriate regional liaison
The chapter wil/l pay for two nightso | odgi
The chapter will pay for airfare, ground transportatimon-group meals and incidentals
SGMP (national) will only cover the cost of planned group meals
SGMP headquarters will make all hotel reservations for all Leadership meetings, unless
chapters are otherwise instructed by SGMP

= =4 =4 -4

The chapter shall pay alkpenses for the Chapter President to attend the NEC.

SGMP and chapter elected leaders are required to stay at the host hotel, without exception, to
prevent any liability or attrition issues.
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SUBJECT:
CHAPTER SECOND VICE PRESIDENT
TRAVEL

SECTION:
Policy No:

CHAPTERS
G2

Date of Origin:  Nov 2000

Revised: Apr 2008Mar 2009; Oct 2009 Jan 2011

Reaffirmed:

PURPOSE

TheChapter Second Vice Presidents sexsaproactive and vital communication litdetween

the nationbleadership andhaptetmembers.

POLICY

TheChapterSecond Vice Presidents will mdetice annually; once in January at the Joint
Leadership Meeting (JLM) and once at the National Education Conference (NEC).

For the IM:

1 If the Chapter Second Vice Prsnt is unable to attend, rare exceptions may be granted
by SGMP headquarters in conjunction with the appropriate regional liaison

The chapter will

= =4 -8 -9

pay

chapters are otherwise instructed by SGMP

The chapter shall pay all expenses for the @&repecond Vice President to attend the NEC (if

funds allow).

for t wo

ni ght so

The chapter will pay for airfare, ground transportation,-gayup meals anohcidentals
SGMP (national) will only cover the cost of planned group meals
SGMP headquarters will make all hotel reservations for all Leadership meetings, unless

| odgi

SGMP and chapter elected leaders are required to stay at the host hotel, without exception, to

prevent any liability or attrition issues.

13



SUBJECT: SECTION: CHAPTERS

CHAPTER LIABILITY INSURANCE Policy No: G3
Date of Origin: May 2002
Revised: October 2009
Reaffirmed: April 2008
PURPOSE

This policy was develope provideinsurance coverader chapters.

POLICY
Liability insurance forrachChapterBoard will beprovidedby SGMP fationa).
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SUBJECT: SECTION: CHAPTERS
CHAPTER EMPLOYER IDENTIFICATION Policy No: G4
NUMBER
Date of Origin:  June 1992
Revised: April 20080ctober 2009
Reaffirmed:
PURPOSE
This policy coversthe e qui r ement f or chapters to obtain a
POLICY
Eachchaptemust apply for antbegranteda n Empl oyer 6 s | denthéeSS4 cati or

Form prior tochapterchartering. All chapters must suggheir Federal ID number to SGMP
Headquarters within 30 days of issuance or any change.
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SUBJECT: SECTION: CHAPTERS
CHAPTER FINANCIAL REPORTING Policy No: G5
SCHEDULE TO SGMP
Date of Origin: June 1992
Revised: November 200 July 2002; December 2004; January 2006;
April 2008; October 2009 Nov 2010

Reaffirmed:

PURPOSE

This policy covers all chapteeportingrequirementso SGMP (nationalandsanctions that will
beimposedfor thosechapters that doot submit chaptefinancial reports byhe specified
deadline

POLICY

Chapters shall submit requiregborts by thelesignatedleadlines. Chaptétresidents must
submitayearendfinancial report t&iSGMP Headquarters by August 15eaich year. Failur®
submit theannual financial report by August 15 will result in withholdthgch a p trevenbtes
sharingfunds until therequiredreportis receivecat SGMP Headquarters. If chapsemual
budgets araot receivedy Septembet5, al revenuesharingwill be helduntil theyare
received. A list of thgrearly programs must letachedo justify theamounts indicatetbr
education.

In theevent that chapters airearrears with reportingequirements, th®llowing will occur:
8 Revene checks will bewithheldfrom achaptereach month starting on August 15 if it
hasnot submittedts yearendfinancial report
8 Revenue checks will be forfeited framchaptereach month if it isn arrears fod5 days

in submitting their required morithy and/ or fother o required

The Internal Revenugervice(IRS) requires financial reports. Any penalty charges leletihe
Internal Revenu&erviceagainst SGMRor latefiling of SGMPIncomeTax Return, which is

dueto a chaptéis latesubmisgn of necessarfinancial information to complete the Income Tax

Return, will result in théRS imposedpenaltyfee being deducted from tleeh a p teveemué s
sharingfunds

Chapter’r esi dents are required to suptnm$GMPt hei r

Headquarters. If €hapterPresident fails to follow these required procedures, this could be
justified as unethical and could result in GkapterPresident being removed from his/her
position on theChapterBoard.

Outgoing Chapter Presiderind Treasurers must submit these required reports by the end of

their terms of office.

All chapter reports and information submitted to SGMP Headquarters should be directed to the

SGMP Administrative Assistantinless otherwise instructed by the Exaaiirector

16
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SUBJECT: SECTION: CHAPTERS
CHAPTER CASHING OF MEMBERSHIP DUES | Policy No:  C6
CHECKS (EXCEPTIONS NOTED)

Date of Origin: Jan 2000

Revised: Oct 2009 Jul 201G Apr 2011
Reaffirmed: Apr 2008
POLICY

Chapers shall not cash or depoaity membership dues checks, and in turn, write checks to
SGMP (national).

An exception could be made for funds receif@dhew or renewing membershipsing paid

through registrations for locabnferences. In this case, lzapter check may be submitted to

SGMP as payment for SGMP new member dues since the chapter bank account was only used as
a Apdosougho for that new member dues payment.

New (Government or Contract) planner member dues are allowed to be collegteticisaa
registration fee that is higher than the corresponding SGMP dues amount for a member if all of
the following conditions are met:

-First, the conference registration form is-ppproved by headquarters.

-The conference materials show anymo@mber attendee that an itemized dollar amount
of the registration fees may be used for new member dues.

-The conference materials show any meember attendee that they have the ability to
opt-out of having a portion of their registration fees go towaesnbership (although
their registration fee will remain at the same amount).

-A fully -completed SGMP membership application form is submitted to the chapter at
that conference along with the conference registration form.

-After the event, thel@apter trasurer logs revenue for conferemegistrationportion
andmiscellaneougxpense for membershguesportion.

-The following items are submitted together to SGMP within 30 days of the completion

of the event: the SGMP membership application form amdeipt of payment for each
individual 6s new member payment. Compil ed
submitted to SGMP headquarters at one time and on a cumulative chapter check.

17



SUBJECT:
CHAPTER CASHING OF MEMBERSHIP DUES
CHECKS (EXCEPTIONS NOTED)

SECTION:
Policy No:

CHAPTERS
G6 (continued

Date of Origin: Jan 2000
Revised: Oct 2009; Jul 2010; Apr 2011
Reaffirmed: Apr 2008

Renewal (Government or Contract) planner member dues are allowed to be colleet¢dia p

registration fee that is higher than the corresponding SGMP dues amount for a member if all of

the following conditions are met:

-First, the onference registration form is papproved by headquarters.

-The conference materials show any mendttandee that an itemized dollar amount of
the registration fees may be used for renewal member dues.

-The conference materials show any member attendee that they have the abiliyub opt
of having a portion of their registration fees go toward mesttyer(although their
registration fee will remain at the same amount).

-A fully-completed SGMP membershignewalpaymentorm is submitted to the chapter
at that conference along with the conference registration form.

-After the event, thel@apter treasrer logs revenue for conferenaggistrationportion
andmiscellaneougxpense for membershiuesportion.

-The following items are submitted together to SGMP within 30 days of the completion
of the event: the SGMP membershgmewal paymerform and aeceipt of payment for

each individual 6s new member
submitted to SGMP headquarters at one time and on a cumulative chapter check.

18
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SUBJECT: SECTION: CHAPTERS

CHAPTER BOARD STRUCTURE Policy No: G7
Date of Origin:  April 1994
Revised: April 20080ctober 2009
Reaffirmed:
PURPOSE

Smallerchapters may experience difficultysecuringcandidates qualifieth thespecific
membershigategory for thgositionsof ChapterSecretary and/o€hapterTreasurer.

The purposeof this policy is to providéimited flexibility in themembershigategories of
Chapter Board membetisat will maintain theanandatory balance between planner and supplier
representation.

POLICY

TheChapterBoard must havat least fiveplannermembers, at least four of wimomustbe
Governmen®Planner oiContractPlannermembes. ThelmmediatePastPresident is includeith
this count, though natlected.

Up to four of theChapterBoardmembersnay bea Supplieror Associate Suppliebut at least
onemembemust bea Supplier; theemainingthree may beitherContractPlanneror Supplier
or Associate Supplier membess designateid the SGMP lylaws (Article VII, Section 3.E.).

In theeventthat aqualified GovernmenPlanner oiContract Plannemembelis notelectedthe
position of Secretary mayefilled by aqualified Supplieror Associate Supplier membén the
event that aualified Supplier Associate Supplier dContractPlannememteris notelectedthe
position of Treasurer may idled by a qualified Government Plannenember In either case,
thebalance oplannersandsuppliers on the Chapter Board mbstmaintained.

For instance, if th&ecretary was fillethy aSupplieror Associate Suppliemember, and the
Treasurewas filledby aGovernmenPlannermembey thebalance on th€hapteBoard would
bemaintained. However, if th€reasuremndSecretary positions welmth filled by asupplier,
then only onef theDirectorselectedcouldbea supplier, becausthe ChapteBoard would be
at the maximum of fousuppliermembersTheremainingpositions would have to be filled by
Governmen®PlannerandContract Plannemembers
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SUBJECT: SECTION: CHAPTERS
CHAPTER CHARTERING DUESREVENUE
SHARING Policy No: G8

Date of Origin: November 1990

Revised: October 2009
Reaffirmed: July 1992; April 2008
PURPOSE

This policy covers revenusharingfor charteringchapters.

POLICY

Charteringchaptes will remain at th&0/40revenue shardistribution for aperiodof oneyear.
Upon their oneyear anniversary, thehaptemwill revert to theprevailingrateof revenue share

split (SEE POLICYCF-22).
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SUBJECT: SECTION: CHAPTERS
CHAPTER CHARTERING MEMBERSHIP

REQUIREMENTS Policy No: G9
Date of Origin: November 1990
Revised: March 2009, October 2009
Reaffirmed: July 1992; April 2008
PURPOSE

This policy covers theninimum numbepf membersiecessary to chartemawchapter.
POLICY

To bechartered, @hapteris requiredo haveat least35 approvednembers, thenajority of
which must beGovernment Planner @ontract Planner members
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SUBJECT: SECTION: CHAPTERS
CHAPTER ARCHIVES /RECORD RETENTION | Policy No: G10

Date of Origin: September 1995
Revised: November 1995, April 2008ctober 2009
Reaffirmed:

PURPOSE
This policy covers theesponsibility of chapters regardingcords retentionlhis procesgand
schedulecovers records kept IS GMP fationa) andby chapters.

POLICY
SGMP fationa) andits chapters will do hiennial inventory of records kepy the Societyand
preparealist of theserecords types. Th®llowing information wil be included:

Description:A shortparagraph thadescribes thpurposeandcontentof therecord.

Retention PeriodThetime periodindicates theninimum length of timehat therecord/
information shoulderetained Retention periods apply to tiformation, regardless tifie
physical format (paper, microfilm, computisk or tape, optical imaging, GROM) orother
medium.

This general schedutmvers thenajority of records/information kept by ti&®ciety. However,
dueto thediversity andrapidly changingfunctions of theorganization, newecordtypesand
schedules may occasionally treatedFor any records/information notcludedin this
schedulechapters shouldonsult with SGMRHeadquarterso developaretention plan fothose
new or unigierecords.

Designateathapterofficers areresponsibldor keepingandforwardingappropriateecordsto
SGMPHeadquarters.

NOTE: NORECORDSHALL BE DESTROYEDTHAT PERTAINS TO ANYPENDING
LEGAL CASE, CLAIM ACTION, ORAUDIT.
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SUBJECT: SECTION: CHAPTERS
CHAPTER ARCHIVE SRECORD RETENTION | Policy No:  G10(continued)

Date of Origin: September 1995
Revised: November 1995, April 2008ctober 2009
Reaffirmed:

All records that haveeachedheir retention periodhouldbe destroyedy shreddingBelow is
an itemized list ofetentionpolicy:

1. Chapterand SGMP (National) Written Histories
Scrapbooks, photographs, articles, lists of chamtardsandcommittee members,
programnotes andlocumentation of events spanedor fundedby theorganization. Also
includedarenarrativeaudio or audigisual chaptehistories.

Retention
Recordcopy: Permanent
Duplicatecopies:Retain until no longeneededthen destroy.

2. General Correspondence
Routinecorrespondence

Retention
Recordcopy: Retain for thregears andhen destroy.
Duplicatecopies:Retain until no longeneededthen destroy.

3. Acknowledgement Files
Acknowledgmenhotes transmittal of inquiriesandrequests that haveeenreferred
elsewherdor reply.

Retention
Recordcopy: Retain for threenonths afteacknowledgment and/or referi@hddestroy.
Duplicatecopies:Retain until no longeneededanddestroy.

4. Committee andConference Files
Records createlly acommittee or conference that Ha=en bargedby theNationalBoard
or aChapterBoard, includingadvisory committees relating to the executive establishment,
organization, membership, apdlicy (i.e., agenda, meetimginutes, final reportand
relatedrelatedrecords documentinifpe accomplishments of official boardommittees)

Retention
Recordcopy: Permanent
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SUBJECT: SECTION: CHAPTERS
CHAPTER ARCHIVES /RECORD RETENTION | Policy No:  G10(continued)

Date of Origin: September 1995

Revised: Novemberdb5, April 2008 October 2009
Reaffirmed:
5. ExecutiveCorrespondence

Records not duplicateglsewhere, which documents hdve organization is organized and
how it functions, its pattern of action, its policies, proceduresammievements.

Retention
Recordcopy: Permanent

Feasibility Studies
Studies conducteldeforetheinstallation of any technology or equipment; studied
systemsanalysis for thénitial establishment anchajor changes of thesgstems.

Retention
Recordcopy: Retain for théife of thetechnology or equipment plus opear.

Policies andProcedures Manual
Policies angrocedureshatgovern theoperation an@dministration of th@rganization

Retention
Recordcopy: Permanent

Financial Records(includes annual budget reports, invoices, financial revaawis
canceleathecks).

Retention
1 Audit/financial reviews Permanent
1 Cancellecchecks Permanent
(file with paper pertainingo transaction)
1 Bankstatements Four years, plus current
1 Taxretuns Permanent
1 Invoices Seven years

24




SUBJECT: SECTION: CHAPTERS
CHAPTER ARCHIVES /RECORD RETENTION | Policy No:  G10(continued)

Date of Origin: September 1995

Revised:

November 1995, April 2008ctober 2009

Reaffirmed:

9.

10.

11.

12.

13.

Nominations andElections
Nomination forms, election ballots, correspondestgédocumentation relatetd
nationalandchapterelections.

Retention
Recordcopy: Three years, plus current

Education Conferences
All records pertainingptheSoci et ydos and/ or chapteros
(registration lists, vendor ardcility contracts)

Retention
Five years, plus current

Newsletters
Two copies on filewith thechaptemwith copies tcSGMPHeadquarterasinstructed.

Retention:
Permanent

Insurance records
Retention: Permanent

Membership records
Includes copies of membershapplications andeports from SGMP Headquarters

Retention: Three years, plus current

25
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SUBJECT: SECTION: CHAPTERS
CHAPTER RECOGNITION REMOV AL Policy No: Gl11
PROCESS

Date of Origin: September 2000

Revised: April 20080ctober 2009 February 2010

Reaffirmed: March 2010

PURPOSE

Portions of this policy originated in the SGMP bylaws andeveeeated to document the

scenarios in which SGMP chapter recognition would be removed and the process by which that
recognition would be removed. This policy also covergtioeess thatvould befollowedin

theevent that a chaptehould be dissolved.

POLICY

An SGMP chapter shall be deemed to have forfeited its right to continue as a chapter for any of

the following reasons: (1) has had fewer than 30 members for 12 consecutive months, (2) has
violated the purpose of SGMP or the provisions of its byld8)shas maintained chapter policies

or practices in conflict with SGMPG6s byl aws o
more than 12 consecutive months.

If one or more of the above conditions is met by the chapteNatienal President dal
therespectiveChapterPresident t@dvisehim/herof a forthcomindetter. SGMP Headquarters

then sends a letter over the signature oNagonal President senddetter (to addressee only,

with areturn receiptequired) tahe ChapterPresident (ad each membeof the Chapter Boary
advisinghim/herthat and howhe/she capresentthe hapt er 6 s Nationa Bomrd.t o t he

TheChapter Presidetihenresponds tohe National Presidenwithin 10days of receipt of letter.
If no response is receivethat shall signify that the chapter waives its right to address the
National Board on this matter. Th&ational Boardhen reviews thet@mpted presentatiomnd
makesa decisionon what action(s) should be taken and orféteof the dapter

IftheNat i onal Boarddés decision is that the chapt
Board shall notify the Chapter President in writing that recognition has been withdrawn. The

chapter shall lose its status as a chapter upon receipt of the bipticedissolution of the

chapter, the Chapter Board shall, after payment or providing for payment of all chapter debts,

return any remaining chapter assets to SGMP for appropriate disposition.
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SUBJECT:
CHAPTER IMMEDIATE PAST PRESIDENT
VACANCY

SECTION:
Policy No:

CHAPTERS
C-12

Date of Origin: March 2001

Revised: April 20080ctober 2009 March 2010

Reaffirmed:

PURPOSE
This policy covers howhapters may fill thémmediatePastPresident position otine Chapter
Board

POLICY

A ChapterB o a r mindediatePastPresident vacancmustbefilled by thefirst availablechapter
past presiderit closest succession tiat for which thevacancy existsThe Chapter Board also
has the option afiot backfilling thatvacantimmediate past presidepbsition.

A chapter president who did not serve 12 months in that role, or who resigned or was removed
from that position, is ineligible to serve in the Immediate Past President position on the Chapter
Board.

The Immediate Past Presidenay not serve in an additior@hapter Board position while
servinghis/her term as Immediate Past Presidenaddition, the Immediate Past President may
notserve on the Chapter Board if elected or appointed to a position on the National Board of
Directors or the Gilmer Institute of Learnin¢SEE POLICY NB8)

A past president in thRetireemembershigategory is eligibleo fill this vacancy andghall
haveall ChapterBoard votingrights.Voting rightsonly pertain toChapterBoard issues.
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SUBJECT: SECTION: CHAPTERS
CHAPTER MONTHLY PROGRAM Policy No:  G13
REQUIREMENT

Date of Origin: Mar 1991
Revised: Apr 20080ct 2009 Apr 2011
Reaffirmed:

PURPOSE
This policy covers therocess to document thequirednumberof monthlyeducation programs
chapters mugdeliverto members.

POLICY

Chapters must ha leastLlO meetings pecalendaryear. At least eight of thessust
beeducational in naturendcovertopics relatedo meetingnanagemeruas outlined by SBP 6 s
seven core competencies of educatidme subject matter of the remaining meetings may pertain
to career and/or personal developmé&tucational programs should be no less than one hour in
length.

All monthlymeeting topicsnustbe providedto SGMPheadquarters no later than 45 days prior

to the meetingChapters are required to submit Menthly Education Repotb SGMP
headquarterby the1d" day ofthe month following the program.
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SUBJECT: SECTION: CHAPTERS
CHAPTER EDUCATIONAL PROGRAM Policy No: G14
COPYRIGHT PROTECTION

Date of Origin: November 2000
Revised: April 2008
Reaffirmed:

PURPOSE
This policy covers these of educational programs that are proteltecopyright.

POLICY
Chapters arexpededto do due diligencevhen planningheuseof educational programs
developedy outsidesources.

In theevent that @hapter wants to deliverprogram with copyright protectioshapters
mustobtain written permission fromther ogr amés or i gi nator .
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SUBJECT:
CHAPTER PAYING HONORARIATO
MEMBERS

SECTION:
Policy No:

CHAPTERS
G15

Date of Origin: Jan 2001
Revised: Apr 20085ep 2008 Nov 2010
Reaffirmed:

PURPOSE

SGMPrecognizes thgalueof usingits members t@rovideeducation at monthly chapter
meetings and chapter eventis policy covers members receivingnorariafrom speakingat

SGMPchapter events.

POLICY

SGMPmembers arprohibitedfrom receiving honoraria to speak at chapter meetings and/or
chaptemregional conferences. Members may, however, accept reimbursement of travel expenses

if offered by therequestinghapter.

This policy does not apply to Supplier or Contract Planner members whose primary services to

the government meetings market is ediacerelated (training or speaking).
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SUBJECT: SECTION: CHAPTERS
CHAPTER SELLING OR DISTRIBUTING Policy No:  G16
MEMBER MAILING LISTS

Date of Origin:  April 2008
Revised: October 2009
Reaffirmed:

PURPOSE
This policy covers the sale ahaptermembemailing list by chapters

POLICY

Only SGMP members may purchase SGMP chapter meméuéng lists Chapter member
mailing listswill be sold at a cost determined by BleapterBoard.
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SUBJECT:
CHAPTER BOARD TERM OF OFFICE

SECTION: CHAPTERS
Policy No:  G17

Date of Origin: November 1990

Revised: April 20080ctober 2009

Reaffirmed:

PURPOSE

This policy covers théerms of offices foChapter Board members.

POLICY

Thecycle fortheterns of office for all SGMPChapter Board members (except for newly
chartered chaptershall coincide with thduly 1to June30 period (the SGMP fiscal year), and

shall be either ongear or tweyear terms.

No ChapteBoard membemay run for morehan his/heallowableterm.

If a ChapterPresident has servéiik/herallottedtime andhas no replacement, the chapter shall
havesix months from thendof theterm to findan eligiblememberto serven theposition of

Chapter IResident.

The NationalBoardwill extendits full support andesources tassist thehaptern finding an

eligible replacement.

If a replacement cannot beundafter thesix-month period, thé&lational Boardshallinitiate

action, which may include the disbanding of the ¢tbap
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SUBJECT: SECTION: CHAPTERS
CHAPTER WEBSITE GUIDELINES Policy No: G18
Date of Origin:  Apr 2008
Revised: Oct 2009
Reaffirmed:
PURPOSE

All chapters are required to maintain chaptebsites

POLICY
This poligy gives the chapteguidelines fottheir respectivevebsites

Priority Features

1.

abrwn

o

The SGMR(national)logo should always be visible on webpage, with a link to the

SGMP (rationa) website.

National SGMP website URL address and link should be displayed.

Thechapter logo should always be visibletbe home pagand can be spelled out.

The chapter mission statement should be onvidisite, either linked or written out.
Information about the chapter history should be included (i.e., when it was chartered,
etc)

Programs should be listed as far out as possible. Meeting information, location and
directions should be listed. Reservation contact information should be listed. Cost of
meeting, if there is a meal, should be listed.

ChapteBoard memberand contacinformation and email addresses must be listed.
Membership contact information for people who need membership information should be
listed

Calendar (either visual or a list of dates) to remind members of upcoming chapter events;
list out as far as posséal

Beneficial Elements

1.

2.
3.

All newsletters for the year should be availablé/debsite

a. Create a file where past newsletters are archived
Graphics and site design should convey a professional and buslaed image.
Calendar for SGMPnationa) meetingsand conferences should be listed.

Overall Presentation

1.
2.

Format is eye appealing; good layout principles and use of space.
Easy to navigate within website.
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SUBJECT: SECTION: CHAPTERS
CHAPTER BOARD UNCONTESTED Policy No:  G19
ELECTIONS PROCESS

Date of Origin: Oct 2009
Revised: Nov 2010
Reaffirmed:

PURPOSE

This policy was created for when there is only one candidat€hpsgster Bard position and
thereforenoneed for a ballot since there areaamtested elections. It allows fGhapter Board
electiongto beheld during the Chapter meeting

PROCEDURES
When there is only one candidate fdrapteBoard position, the Chapter Nominations and
Elections Chair will announce tlist of uncontestedardidatesfor the ChapteBoard.

Theuncontested electionsocess consists of announcing the name obtiggmomination
received for each of the eight edtuponpositions on th&€hapter Bard, the motioims made to
accepin a single motion the entire tisf uncontested candidatas announced.

fOnN (date the letteavas maileg, aletterrequesting nominations for tl2®xx/20xx(name of
chapter)Board was (mailed/emailed) thapter members. Nominations were due on (date the
nomination was due). As of thdate, onlyonenomination for each position on tkdapter
Board was received.

This evening/afternoon, however, we can still accept nominations for each of these positions, and
will do so afterthe list of uncontestecandidateso date arennounced.If more nominations are
received, and those nominees accept the nomination, a vote by ballot will taketaceise,

| will entertain asinglemotion toaccept thdist of uncontested candidatis the Chapter Bard,

as | am about to announce.

PRESICENT: Government Planner or Contract Planner
(indicate if incumbent)

FIRST VICE PRESIDENTGovernment Planner or Contract Planner
(indicate if incumbent)

SECOND VICE PRESIDENT: Suppli@r Associate Supplier
(indicate if incumbent)

SECRETARY: Governmerlanner or Contract Planner
(indicate if incumbent)

TREASURER: SupplierAssociate Suppliegr Contract Planner
(Indicate if incumbent)
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SUBJECT: SECTION: CHAPTERS
CHAPTER BOARD UNCONTESTED Policy No:  G19(continued)
ELECTIONS PROCESS

Date of Origin:  Oct 2009
Revised: Nov 2010
Reaffirmed:

DIRECTOR: Government Planner

DIRECTOR: Supplier or Associate Supplier

DIRECTOR: Government Planner, Supplier, Associate Supplier, or Contract Planner
(indicate if any ae incumbent)

Are there any further nominations for positions on the 20xx/20xx Chapter Board?

(If there arg Does the nominee accept the nomin&Rids there is now another nominee for at

least one of the positions, a vote by ballot is required byehergl membership. Ballots will be

mailed next week with a twaveek response time. The names of the winners will be announced

at the May meeting.

OR

As there are no more nominations, and there is only one nominee for each position on the

ChapterBoard,l can accept ainglemotionto elect the list of uncontested candidaded just

announced.

May | hear a motion telect the list of uncontested candidatesfi@ChapterBoard as | have
announced it?

Is there ascondto the motiof?

Is there any frther discussion?

I wi || now take the vote. Al l in favor of
All opposed, say ANo. O

Are there ay abstentions?

A unanimous vote carries the motion.

Congratulations to theewly-elected20xx/20xx Chaoter Board. The installation tfie Chapter
Boardwill take place on (whatever d ate in June has been established) to be held at the

(location).The newChapter Bard will take office on July 20xx.

Thank you all very much.
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SUBJECT: SECTION: CHAPTERS
CHAPTER BOARD ELECTIONS/VOTING Policy No: G20
Date of Origin:  Apr 2008
Revised: Sep 2008 Oct 2009 Apr 2011
Reaffirmed:
PURPOSE

This policyoutlines the standard method for the voting process to be used in aiaptens
andincludes the opportunity fan exception tke granted tehis policy. The default method

has been put in place to support a voting process that respects the privacy of member voters and
results in a fair and equitable election.

POLICY

The current Chapter President, or any outgoing Chapter Board officer, may oversee the
nominations and elections process, provided they are not seeking another term and there is no
Immediate Past President available to preside over the election process.

Retree members may not run for an elected Chapter Board position.

The voting shall be donga the electronic survey system maintained by SGMP (national),
except when there is only one nominee for each office or vacant position, in which case, the
electionmay be made by voiosmte (SEE POLICY G19).

After all candidates have been verified and confirmed by SGMP (national), the approved

candidates will be placed into the electronic survey system at SGMP headquarters. The direct

link to that election survey i be provided to the chapter nominations & elections committee
chair to be distributed to the chapJpamr 6s vot.
completion of the voting period, the full survey report will be sent to the chapter nominations &
elections committee chair.

If a chapter has another voting method which supports a voting process that respects the privacy
of member voters and ensures a fair and equitable election, that chapter may request an exception
to this process from the nationaminations & elections committee bye methodannounced

with the distribution of the chapter nominations & elections timeline.
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SUBJECT: SECTION: CHAPTERS

CHAPTER BOARD INSTALLATION Policy No: G21

Date of Origin:  April 2008

Revised: October 2009

Reaffirmed:
PURPOSE
This policy clarifies who can and should conduct the installation of €aapter Board
POLICY
The installation of eac@hapter Board shall only be conducted by any of the follgwin
individuals:

8 SGMP National Board member

8 SGMP Executive Director

8§ SGMP Deputy Director

8 PastSGMP National Board member
8§ Past Chapter President

Chapter Board membes$all be sworn in on or prior to June 30, prior to the start of their term of
office.

If during the course of a termGhapter Boargbosition must be filled by appointment, due to a
board member resigning, changing membership categories or other reason, then the Chapter
President or Immediate Past President may conduct the installation méwhzhapter Bard
member.
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SUBJECT:
CHAPTER BOARD OATH OF OFFICE

SECTION: CHAPTERS
Policy No: G222

Date of Origin: March 2009
Revised: October 2009
Reaffirmed:

PURPOSE

Elected Chapter Boasavill be given tre standard Oath of Office at the beginning of their term

of office.

POLICY

The ndividual who has been selected referenced in Policg-21) will give thefiOath of
Of f i(as shown belowp theChapterBoard

Kk kK k*k*

It is now my pleasure amtivilege to install the newoard membersf the (nameg
Chapter of the Society of Government Meeting Professionals.

Will the newly electedboard memberplease come forward as | call your name?

President .......... (name)
First Vice Pesident. ... (name)
Second Vice President .. (name)
Secretary . ........... (name)
Treasurer. . ........... (name)
Directors . . . ......... (name)Planner Director

(name)Supplier Director
(name)Planner/Suppér Director

| mmedi at e Pa(amgéPr esi dent

%k %k *xk Kk Kk k%

Face the Chapter Board members and say i P | e gosirgight hand and repeatafme:

fil accept the responsibility / as a member of the Board / of the Chapter othe
Society of Government Meeting Professionals / and promise to fulfill / to the best of my ability /

and in accordance with

Turn to the members preseand say:

the Byl aws [/ th

e duti e

AAsS 1 mp o sdagistbyoar sewkglbciedbooard memberst must also be as important
to you, the membership of tichapter. You must be equally obligated to supporbtsd in its
work andto cooperate in athapter activities. In so doing, all of us will iease the
effectiveness of ourselves, atlra pt er ,
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SUBJECT: SECTION: CHAPTERS
CHAPTER BOARD OATH OF OFFICE Policy No:  G22(continued)
Date of Origin: March 2009

Revised: October 2009

Reaffirmed:

Chapter members, please rise and repeat after me

Al pledge my full support, commitment and ent
(name) Chapter/andtothenewlyl ect ed | eader ship. o

You may now be seated

Turn to the Chapter Boardnembers and say

AAs a body, we have pl edged o uchapterinppsuingits You
goals throughout the coming year. We congratulate each of you and wish you a successful and

enjoyable term of office. o0

Thank you for acceptg this responsibility an@ONGRATULATIONS!

* k k k%
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SUBJECT: SECTION: CHAPTERS
CHAPTER BOARD MEMBERS EXPRESSING | Policy No:  G23
PERSONAL VIEWS

Date of Origin:  April 2008
Revised: October 2009
Reaffirmed:

PURPOSE
This policy was created to ensure that members of €aapter Board do not express their
personal views as being the view of SGMP during an SGptiisored meeting or event.

POLICY

Chapter Boardnembersnust avoid discussing their personal views acia ethics, religion or
political affiliation/stance at any SGM$ponsored meeting or event. This includes the wearing
of clothing garments and pins, etc., that express a particular viewpoint on social ethics, religion
or political affiliation, which cald, in some way, insult or make another member uncomfortable.
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SUBJECT: SECTION: CHAPTERS
CHAPTER BOARD TRANSITION SCHEDULE Policy No: G224

Date of Origin: March 2010
Revised:
Reaffirmed:

PURPOSE
To ensure chapts properly and in a timely manner ensure a smooth transition between the
existing Chapter Board and the incoming Chapter Board.

POLICY

During an election yeathe existing GhapterBoardis required to arrange for a transition
meetingwith the incomiy Chapter BoardThis meeting is to be hetw later than May Jiof
that year.
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SUBJECT: SECTION: CHAPTERS
CHAPTER FINANCIAL REPORTING Policy No:  G25
SCHEDULE FROM SGMP

Date of Origin: January 2002
Revised: April 2008Septanber 2008 October 2009
Reaffirmed:

PURPOSE
This policy covers th&requency andnethodby which theSGMP (national) financiakeports
will be submittedto chapters.

POLICY

The SGMP (rationa) Financial Report (i.e., Income/Expense, Asset Rgpall be submitted to
the Chapter Presidentmnnually, basedn theSGMPfiscal yearandwill be distributed within
90 calendar days of the end of the fiscal year

A copy of theannualfinancialreport will beavailableto all membergor reviewat SGVP
Headquarters duringormal business hour&n electronic copy will also be available online at
www.sgmp.orgunder the Membe@nly section.
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SUBJECT: SECTION: CHAPTERS
CHAPTER BOARD JOB DESCRIPTIONS Policy No. C-26
Date of Origin: March 2009
Revised: October 2009
Reaffirmed:
PURPOSE

To document consistent guidelines for the responsibilifiesnd standards fpchapter boards.

POLICY

Jobdescriptions of thefficersanddirectors of theChapter Board shall include, but are not
limited to, the following duties and responsibilitighis serves as a guideline that should be
customized to fit the operating procedures of the individual chjpter

ALL BOARD MEMBERS

A Elicitthe suppatofthebo ar d member 6s agency/ company in or
efforts needed to perforbvoard duties

A Upholdthe SGMPCode of Ethics

A Comply with and adhere the SGMPbylaws

VOTING BOARD MEMBERS

A Attend monthlyboard meetings, monthly eduaati programs, special events, and outreach
functions as required

Attend annuaChapter Boardetreat

Attend SGMPNational ElucationConference in May/June

Prepare monthly committee report for presentatic@hapterBoardmembers

Support and promote the mbarship recruitment and retention efforts of thapter

Serve adoardliaison orcommittee bair

Contribute written article(s) for the chapter newsletter as needed/required

O >»>>>>>>>

HAPTER PRESIDENT

A The President shall beGovernmentPlanner orContractPlanng member

Newly-elected Presidenthalltravel toSGMP Headquarters in Alexandri&irginia, for a

two-day orientation andaining at the beginning of the fiscal year/their term of offREE

Policy C-27)

A The President shall be the officzilapterepresentative in the activities tfe Society on all
levels and acts as the sole person responsible for speaking ¢hafiter in an official
capacity

A The President shall set the agenda and preside over all meetingE€béfier Board and
shall serve aan exofficio member on all committees, except Nominations and Elections

A The President shall preside over/lead each mougtidpter meeting

Aln the Treasurerdés absence, the President ma

> >
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SUBJECT: SECTION: CHAPTERS
CHAPTER BOARD JOB DESCRIPTIONS Policy No. (G26 (continued)
Date of Origin:  March 2009

Revised: October 2009

Reaffirmed:

A The President is responsible for recommending replacesoard membersshauld a current

board member be removed for cause or by resignation. This must be voted/approved by the
entireChapterBoard, andoard changes must be forwarde&t®MP Headquarters within

15 days of the change

The President aut hoforsWelbsiteeandPnonghly nesvdettar, asswelMe s s a g
as written correspondence as needed for welcome letters, thank you letters, etc

The President shall facilitate an annGabkpter Boardetreat

The President shall perform an annual membership survey/State Ghapter address

The President shall serve as the liaison betwhaptermembership and the SGMP National
Board and shall participate in scheduled quarterly regional conference calls

The President shall attend Joint Leadership meetings held annithlihe/National Board,
Executive Director, and fellow Chapter Presidents &@cbndVice Presidents

> >>> >

Monthly Reports:
ASubmit Monthly Chapter Summary Report to SGMP Headquarters
A Duedate for submission t8GMP By the 16" of the following month

Annual Reports:
A The Treasurer and President should lead the edtiapterBoard in the development of
thechapt er 6 s a n ndgetto bd subsnitted to S@MRabdquarters
A Duedate for submission t8sGMPHeadquarters: July 31 of each year
A Prepare and sulitra YearEnd Financial Report
A Due date for submission t8GMPHeadquarters: August 1&F each year

FIRST VICE PRESIDENT

A The First Vice President shall b&avernmenPlanner orContractPlannermember

A The First Vice President shall serve for the Riesi in the absence of the President, or when
so requested by the President

A The First Vice President shall assume the duties of the President in the case of resignation,
death, or other cause

A The First Vice President shall servecasmimitteeliaison orcommitteechair andshall perform
all other duties as are incident to the office or as may be prescribed by the Chapter Board

SECOND VICE PRESIDENT

A The Second Vice President shall b8upplier, Associate Suppliesr ContractPlanner
member

A The Second Vicer@sident shall preside in the absence of the President and First Vice
President

A The Second Vice President shall serveasmitteeliaison orcommitteechair andshall
perform all other duties as are incident to the office or as may be prescribed byfterCh
Board
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SUBJECT: SECTION: CHAPTERS
CHAPTER BOARD JOB DESCRIPTIONS Policy No. G26 (continued)
Date of Origin: March 2009

Revised: October 2009

Reaffirmed:

A The Second Vice President acts as liaison to the NatiomatiBorthe chapted s uppli&
and Associate Supplienembers

A The Second Vice President shall serve as a chapter representative and shall participate in
scheduled quarterly regional conference calls

A The Second Vice President shall attend Joint Leadensbgingsheld annually with the
National Board, Executive Director, and fellow chaf@econdVvice Presidents and
Presidents

SECRETARY

A The Secretary shall beGovernmenflanneror ContractPlannermember

The Secretary shall be responsible for the prapéfication of Chapter Board meetings to

board members

The Secretary shall record the proceedings of the Chapter Board and any meetings or
sessions as shall be requested by the Chapter Board

The Secretary shall maintain tbieaptet efficial records andhe chaptey Bolicy and

Procedures Manual

The Secretary shall maintain a log of the voting actions of the meetings

The Secretary shall assure that all official and historical recordsapter are maintained

and preserved

The Secretary shall submit mies for review and approval frothe ChapteBoard in a

timely manner

The Secretary shall submit approved minutes to the Chapter President in a timely manner for
inclusion in Presidentds monthly chapter sun
The Secretary sHavrite and mail general correspondeniceluding thank you notes

The Secretary should adhere to national standards of minute taking

>> > > > > > >

TREASURER

A The Treasurer shall beSaipplier, Associate Suppliesr ContractPlannermember

A Newly-elected Treasureshal travel to NationaHeadquarters in Alexandri&irginia, for a
two-day orientation and traininaf the beginning of té fiscal year/their term of offiSEE

Policy C-27)
The Treasurer shall ensure the accurate financial records dfapter are kephi
accordancewitth e Soci et yd6s financial policies and g

The Treasurer shall be responsible, in conjunction with the President, for the safekeeping of
funds in such depositories as are approved bZttapter Board

The Treasurer shall be the pripal signatory on all disbursements

The Treasurer shall mainta@hapter funds in an approved local bank insured b€

The Treasurer is responsible for insuring all spending transactions are properly approved

> > > D>
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SUBJECT: SECTION: CHAPTERS
CHAPTER BOARD JOB DESCRIPTION S Policy No. CG26 (continued)
Date of Origin: March 2009

Revised: October 2009

Reaffirmed:

A The Treasurer isharged with the responsibility and custody oft¢hea p t bank écsounts
and assets and mustcurately account for all transactions that take place within the
ch a p tfiranobakaccounts

A The Treasurer must maintain accurate records
monthly basis on the SGM&pprovecchapterbudgetform

A The Treasuremud ensurehat thech a p t e ¥p®fit status nemains in good standing

Annual Reports:
A The Treasurer and President should lead the eBhiapter Board in the development of
the annuafiscal yearbudgetto be submitted to SGMPdadquarters
o Due dde forsubmission t&GMPHeadquarters: July 31 of each year (subject to
change to an earlier July date)
AThe Treasurer shall prepare and subnyi¢éarend fscalreport
o Duedate for submission t8GMPHeadquarters: August 1&f each year
(sulect to change to an earlier July date)
AChapters are required to submit a yead financial audit§EEPolicy CF-17)
o Duedate for submission t8GMPHeadquartersSeptembel5 of each year
A All year-end Treasury recordsrfginal documentatiopnmust be ent toSGMP
Headquarters by August 15 and kept for seven y&EPolicy G--11)

Monthly Reports:

A The Treasurer shall submit a written report on the financial standings dfapter on a
monthly basis, to be presented to @epter Board and the Prasnt for inclusion in the
President ds mont hl y SGMPi¢gatigaarterss u mmar y report

A Accurate records for all chapter income and expense transactions must be reconciled with
the chapter bank statement each month

o Duedate for submission of copy mink statement t8§GMPHeadquarters: 1%
of themonth for previous month that closed out

A The Treasurer must submit thenth-end reporto SGMPHeadquartersachmonth

o Duedate for submission of Treasurers ReporB®MPHeadquarters: 18 of the
month forprevious month that closed out

DIRECTORS (3)

A There will be three Directors: ot@overnmentPlannet oneSupplieror Associate Supplieand
one either &overnmenPlanner ContractPlanner Supplieror Associate Supplier

A The Directors serve asmmitteeliaisons orcommitteechairs andshall perform all other duties as
are incident to the office or as may be prescribed by the Chapter Board
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SUBJECT: SECTION: CHAPTERS
CHAPTER BOARD JOB DESCRIPTIONS Policy No. (G26 (continued)
Date of Origin:  March 2009

Revised: October 2009

Reaffirmed:

IMMEDIATE PAST PRESIDENT

A The Immediate Past President serves in an advisory capacityGhapeer Board and is a
voting member of th€hapter Board

A The Immediate Past President serveSlaair of the Nominations and Elections Committee

andshall perform all other duties as are incident to the office or as may be prescribed by the
Chapter Board
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SUBJECT: SECTION: CHAPTERS
CHAPTER PRESIDENT/TREASURER Policy No: C-27
(NEWLY -ELECTED) TRAINING

Date of Origin: March 2009
Revised: July 2009 October 2009
Reaffirmed:

PURPOSE

This policy covers the importance of training incom@igapter Residents andreasurers on
their new roles and responsibilities as veallthe resources available to them to assist in
managingand leading their chapters.

POLICY
Orientation training for newkglected Chapter Presidents and Treasurers will be giveG P
Headquarters in May/June, prior to the beginning of their ternffiokmn July 1.

Funding
1 SGMP (rationa) will pay for airfaret wo ni ght sé | odging and gro
breakfasts and two lunches)
1 The Chapter will pay for ground transportation, dinner and incidentals

Participation will be open to ALL Chapter Presitieand Treasurers. Travel expenses for
returning Presidents and Treasurers will be the responsibility of the Chapter.

Attendance is restricted to only the returning or neslgcted Chapter Presidents and
Treasurers. There will be NO substitutions.
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SUBJECT: SECTION: CHAPTERS
CHAPTER BOARD MEETINGS Policy No:  G28

Date of Origin:  July 2010
Revised:
Reaffirmed:

PURPOSE
To provide guidelines for chapter boards of d

POLICY

Chapter Boards of Directors are required to hold 12 meetings each fiscal year. As a rule, chapter
board meetings are to be fatweface meetings. However, up to three of those meetings each

fiscal year may be held by conference call, should conditiorrsneset such an exception.

The SGMP bylaws (Article VII, Section 3.C.) state that an elected Officer or Director may be
removed after the third consecutive absendiod non-excused absence per fiscal year from
scheduled Chapter Board meetings.

SGMP defines an excused absence as one where the Chapter Poeditleayiter Secretahas
confirmed receipt of a request for an excused absence from a board naéfehst four hours

prior to that Chapter Board meeting that is due to a personal illnbsspitalization or to the

illness or hospitalization of an immediate family member. [If the Chapter Presid€htapter
Secretarys requesting the absence, the confirmed receipt shall be received by the Chapter First
Vice President.]

SGMP definesanime di at e family member amwther, father,c hapt er
sibling, child, spouseJomestic partnemotherin-law, or fathefin-law.

Any exceptions to this definition of an excus
majority vote ofthe Chapter Board.

The Chapter Board may requ@sth a majority vote \fithin seven days of the request to be
excused from the meetipthat the Chapter Presidemt Chapter Secretarye c ei ve a doct o
note regarding that absengk.the Chapter Predentor Chapter Secretahad requested the
absence, the requested doctorédés note shal/l be
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SUBJECT: CHAPTER CONTRACTS SECTION: CHAPTERS
Policy No. G29

Date of Origin:  Apr 2011
Revisd:
Reaffirmed:

PURPOSE
This policy covers any and all contracts entered into by a chapdéncludes butis not limited

to, contracts coveringhapter meetings, special events/conferences, meeting registration services

andwebste administration.

POLICY
Any contract entered into bycaapter must adhere to the following:

T The chapter must be referred to as the
in all contract paperwork

1 The contract must be signed by the Chapter Presiddnt the Chapter President is not
available, then the Chapter First Vice President.

1 Thecontractcanbeuptotwoyearsinlepngtle gar dl ess of the currer

time in office and the end of their current term

M If the amount of the contract iS00 or moret hen i t mu s t be submitt

NationalBoard liaison for review prior to signin@nce the liaison approves it in
writing, it can be signed by théhapterPresidentlf the liaison has questions or
concerns, he/she will bringtib the attention of theational boardor review and
approval.

1 Chapters should have their own policy regarding the process for soliciting and reviewing

proposals and contracts.
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SUBJECT: SECTION: CHAPTER FINANCE S
CHAPTER BUDGET APPROVAL Policy No: CF-1
Date of Origin: September2008
Revised: October 2009
Reaffirmed:
PURPOSE

Chapter budgeting will direct the spending of funds to be properly allocated based on anticipated
incoming revenue.

POLICY

All Chapters are required to produce an annual budget. The budget will be based upon a 12
month fiscal yearstarting July 1 and ending June 30 of the following year. Prior to each fiscal
year beginning July,Xhe Chapter Treasurer and Chapter Presidentidghead the entire
ChapterBoardin the development of the fiscal year budget. The chapter is required to use and
submit its budget on ortbe standardexcel acounting form provided by SGMP.

All chapter budgets must be approved by the Chapter Bohed/early due date for submission

is July 31 Chapter Treasursrarerequired to have their approved chapter busigeSGMP

Headquarters by this date. SGMP Headquarters and the National Treasurer will review each
chapteroés budget feallRSTmamdatdd nerpfiporgamizaion gaidelinesn s u r
are being properly followed.

With respect to chapter budge®5MP will categorize chapters into two categdidsrge
chapters andegular chaptefs becaus®f IRS filing stipulations and guidelines. igee chapters
are defined as chapters that have an annual gross incanweothar$25,000 per year over a
threeyear period; all other chapters will be considereBegular chapters.
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SUBJECT: SECTION: CHAPTER FINANCES
CHAPTER BUDGET FORMS Policy No: CF-2

Date of Origin: September2008
Revised:
Reaffirmed:

PURPOSE
The institution of standardized budget forms will provide clear, concise reporting that is
consistent among all chapters and provide betternmdtion for filing 990 forms.

POLICY
All chapters are required to use the standardized budget form prdoyid@GMP.

TheS GMP Tr e as ur isthedtandaidzed foimaar @l chapters. These forms are

required as of July 1, 200and replacgany oher chapter budget forms that may have been in
use prior to June 30, 290
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SUBJECT: SECTION: CHAPTER FINANCE S
CHAPTER BUDGET GUIDELINES TO Policy No: CF-3
PROTECT NON-PROFIT STATUS (THE 80/20
RULE)
Date of Origin: September2008
Revised: October 2009
Reaffirmed:
PURPOSE

For all SGMPchapters to meet IRS requirements for4poafit organizations income allocation

POLICY

Each chapter is required to meet the financial obligations of -grufit organiation as

determined by the United States Internal Revenue Service. The basic premise to adhere to in the
chapter budgeting process is the 80/20 Rule. This means that&hto f t he chapter 6s
budgeted income must be allocated to the educationomisEtheSociety; these funds ust be

usedin conjunction with or provide education to SGMP members. The remainipgr2éntof

the chapterodos annual budgeted income can be a
These funds are used for thevadistration of thechapter. Please refer to the Chart of Accounts

for a detailed description of how the income and expense transaction will be coded.

FORMS
Chart of Accounts
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SUBJECT: SECTION: CHAPTER FINANCES
CHAPTER BUDGET CHART OF ACCOUNTS Policy No: CF-4

Date of Origin:  September2008
Revised: March 2009; October 2009
Reaffirmed:

PURPOSE
To standardize accounting procedures and codes

POLICY
All chapters are required to use the standard Chart of Atcautheir annual budget.

I n an effort to streamline and sandtoddheredod ze ea
IRS Form 990, Form 99BF @lectronic), and the 80/2Rule, SGMP will require all chapters to

use a standar@hart of Accounts. Chpter Treasurers are responsible for the accurate and proper
coding of income and expenses to the appropri

Large chapterswith income greater than $25,0@Mall use the 990 form. All other chapters
with income les than $25,00Ghall use the 99&Z form.

The standard List of Budget Accounts has been created for all chalpteas been outlined and
organized in CBHR, theChapterBudgetForms. There are itemized categories in the List of
Budget Accountsand al transactions will be categorized into one of the four transaction types:

1. Assets
Assets are those items the chapter owns and which have value. Assets can include cash,
accounts receivable (amounts owedh®chapter by customers), inventory, suppliegl an
equipmentsuch as a laptop or camera.

2. Liabilities
Liabilities are amounts owed lilge chapter. Liabilities include items payable, accrued
national fees, legal fees, tax fees, liens, or debts that are assessed to the chapter.

3. Expenses
Expense is the mogehe chapter pay®r chargessuch as monthly meeting expenses,
speakers, chapter board travel, bank charges, or management fees.

4. Income
Income is the money the chapter brings in from events, raffles, registrations,
memberships, and fundraisers.
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SUBJECT:

CHAPTER FINANCIAL MANAGEMENT Policy No: CF-5

RULES

SECTION: CHAPTER FINANCE S

Date of Origin:  Sep 2008

Revised:

Reaffirmed:

Oct 2009 Apr 2011

PURPOSE
To provide expected guidelines in the allocation and spending pfestfands that me&GMP

guideli

nes and ethics practices.

POLICY
All chapters are required to use the standard Chart of Accounts in their annual budget.

1.

Thechaptermust ensure that the chapter expenses are separate from any board@nember
personal expeses and that chapter funds are never inclodégldwi t h me mber 6 s
personal funds.

Thechapter is required to provide sufficient documentation for all chapter financial
transactions.

All chapter members requesting chapter funds for official purposssatwaysproduce
a receipt.

Thechapter may never loan any chapter funds to anyone dina@yor any reason.

Thechapter is not allowed to pdgr or refunda me mb er 6 s m@hiprduesih me mb e
full or in partwith chapter funds.

Thechapter mustmsure that chapter fundseused for authorized and legitimate
expenseswhichadheretoth& o ci et y 6 be 80i20Ruke)i on ( t

. Thechapter is not allowed tase chapter funds fmyfor or refund membedfees for

anycertification costs (fullor pagi)ot her tC8MP0 thetinficati on.
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SUBJECT: SECTION: CHAPTER FINANCE S
CHAPTER BANKING TRANSACTION SRULES | Policy No: CF-6

Date of Origin:  September 2008
Revised: October 2009
Reaffirmed:

PURPOSE
To estabkh requirements for the housing of chapter funds and procedures for banking
transactions.

POLICY

All chapters are required to maintain chapter funds in a local bank insuredfsdii@l Deposit
Insurance Corporation. The Treasurer is responsible foriagsall spendingransactions are
properly approved.

Chapters are required to maintain a local bank operating account that is in the name of the
chapter whichis co-owned by the Society of Government Meeting Professionals. The business
address on filevith the bank must be the official Post Office Box of the chapter that is on record
with SGMP Headquarters.

All transactions involving chapter funds to be spent for official use must be approved by the
Chapter Treasurer or by a major@yhapteBoardvote. Amounts under $500 f&egular

chapters andmountsunder $1,50@or Large chapters may be approved by the Treasurer or by
the Chapter Presiderih the absence of tHehapterTreasurerFor expenditures above these
thresholds, the Chapter Treasurerstraeek and obtain approval from a majority ofGmapter
Board.

Access to the chapterés financi al accounts wi
Chapter PresidenfTh ey must be on the bank signature car
Chapt er PBoadsposdian wvhcarg, an additional Chapter Bdanember may be

granted access t o t h,eithabpeyalfren tbedNationalnmeasurer ar | acec
SGMP6s Executive Director. A c3IIGMP Headquattehsdo s i gn
be kept on file.

ChapterTreasurer approval threshold levels:
1 Large Chaptexup to $1,500 withou€hapterBoard approval
1 RegularChaptersup to$500 withoutChapteBoard approval
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SUBJECT:
CHAPTER BANK SIGNATURE CARD

SECTION: CHAPTER FINANCE S
Policy No: CF-7

Date of Origin:  September 2008
Revised: October 2009
Reaffirmed:

PURPOSE

To provide guidelines for the bank signature card.

POLICY

All chapters are required to maintain a current acclrate signature card at the bank where

chapter funds are held.

The bank signature card must always be current and up to date with the proper authorized
signatures. All bank signature card changes must be completed no later than 30 days after any
change has occurred with the Chapter Board, so that the most current banking information is on

file.

SGMP Headquarters must be notified in writing of all changes to the banking signature card
and/or recordsandthe written notice must be accompanied by @yaaf the new bank signature

card.
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SUBJECT:
CHAPTER PRESIDENT/TREASURER
BONDING REQUIREMENT

SECTION: CHAPTER FINANCE S
Policy No: CF-8

Date of Origin: Sep2008
Revised: Oct 2009 Nov 2010
Reaffirmed:

PURPOSE

To provide accepted industry standards for the protection of funds.

POLICY

All chapters are required to have tBeapter Treasurer ar@@hapterPresidenbonded.The
treasurer angresident are the only twGhapterBoard memberssho have access to chiap

funds and assets.

Therefore, the National Board will require all chapters to have tifegisurer angresident
bonded. Chapters will have 30 days to bond any new incam@agurer opresident. SGMP
(nationa) will provide the funding under a natial insurance policy.

The Chapter President will be responsible to ensure that all information is current and up to date
withSGMPH adquarters so

I n addition, SGMP 6 s

chapterodés policy 1is

I n snembars. CTleefere,| Chapter Wredidéntsn o t

andChapter Treasurers an®t covered by th8GMP bylaw (Article VII, Section 7) which
allows for a 9@day grace periodt and oncethatmember no longer holdke professional
positionwhich hadqualifiedhim/her to serve on théhapter BoardChapter Presidents and
Chapter Treasurerm this situationmustbe immedhtely removed from all chapter financial
accountsandthenhave 15 daysn which toconfirm an appropriatand qualifyingprofessional
position. Failure talo this ly the 18" daywould result in the automatic resignatioftheir

position on the Chapter Board.
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SUBJECT:
CHAPTER DEBIT CARDS GUIDELINES

SECTION: CHAPTER FINANCE S
Policy No: CF-9

Date of Origin:  September 2008
Revised: October 2009
Reaffirmed:

PURPOSE

To provide accepted guidelines for the usage of chapter bank debit cards

POLICY

All chapters are required to provide debit informatiosS@VIP Headquarters and all debit card

transactions must be reviewed twicmanth.

Debit cards may be issued to only the bonded Chapter Treasut@haptePresident as listed
on the bank signature card. The bank account should be restricted; no madweottiebit cards
may be issued. A photocopy of the debit card and goverhisgued identification card of the

cardholder must be kept on fileaGMPHeadquarters.

TheChapter Teasurer and Chapter Board mrestiew all debit card transactions, including

ATM withdrawals. The Chapter Treasurer &dapterPresident shouldviewh e chapt er 6 s
account onlindor at the branchat leastwo times per month to review the activity of the

¢ h a p theckirig siccountf there are any questionable charghs Chapter Treasurer or
ChapterPresident has the fiduciary responsibiliyfollow up on the validity of the charge and

its approval for use of chapter funds.
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SUBJECT:
CHAPTER FINANCIAL ACCOUNTS
TRANSITION SCHEDULE

SECTION: CHAPTER FINANCE
Policy No: CF-10

Date of Origin:  September2008
Revised: October 2009
Reaffirmed:

PURPOSE

To ensure chapters properly and in a timely manner address the transition of financial matters.

POLICY

Starting July 1 of each fiscal year, whenever a change occurs in the office of Chapter Treasurer

and/orChapterPresident, chapters will have 30 business days in which to change all financial

accounts, passwords and BIN

The outgoingreasurer angresident must hand overthedeb car ds | i nked to
accountand said deibcards should be destroyed in the presence of the previous carthold
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SUBJECT: SECTION: CHAPTER FINANCE
CHAPTER TREASURER RESPONSIBILITIES Policy No: CF-11

Date of Origin:  September 2008

Revised: October 2009
Reaffirmed:
PURPOSE
To clearly state the fiduciary responsibilities of the Chapter Treasurer
POLICY
The Chapter Treasurer is charged with the res

accounts and assets.

Thetreasuremust accurately accourafr al | transactions that take
financi al account s. Deposits and disbur semen
be accounted for on the month end report.

Thetreasurer will be responsible to provide the ChaBtardwith a monthly detailed acoot
of all chapter transactionshdse monthly reports will be submitted at the end of each fiscal year
to SGMP Headquartermongwith the yearend financial reports.

The monthly report to the Chapter Board will inclede copy of the previous
statement with all receipts or documents attached asupafie the transactions on the bank
statement.

Thetr easurer i s obligated to strictly follow al
record retentionfinancial reporting, bank account management, and asset management.

Thetreasurers must follow th@olicies and proauresin order to maintain accurate and

accountable records to operate under thegabbins as set forth by the IRS and to ensure
SGMP6s nonprofit status remains in good standi
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SUBJECT: SECTION: CHAPTER FINANCE
CHAPTER ACCOUNTING PROCEDURES Policy No: CF-12
REQUIREMENTS

Date of Origin:  September 2008
Revised: October 2009
Reaffirmed:

PURPOSE
To provide expected guidelines on keeptingfinancial records for the chapter

POLICY
The Chapter Treasureru st mai nt ain accurate records of th
monthly basis.

Accurate records for athapterincome and expepdransactions must be kept in an orderly
fashion and must be reconciled with the chapter bank statement each month. All transactions
must be accounted for by theasurer.

Al | i ncome and expense transacti onmstedfonand he ¢ hze
accompanied by a receipt or deposit slip.

Thetreasurer will maintain & r e a s u r whicl will caneigy of, but not be limited tall
cash transactions, deposits, chapter expeassst information, antbpies of all contracts for
the clapter.
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SUBJECT:
CHAPTER RECEIPTS REQUIREMENTS

SECTION: CHAPTER FINANCE S
Policy No: CF-13

Date of Origin:  September 2008
Revised: October 2009
Reaffirmed:

PURPOSE

To maintain due diligence in thegetice of providing receipts for chapter expenses

POLICY

The Chapter Treasurarustensure that all chapter expenses are accompanied by receipts.

Receipts must accompany all expense disbursements from the chapter financial atheunts.
receipts musté presented to the Chapter Board monthly and also sent to the SGMP
Headquarterswvith theChaptelT r e a s u r-end financial report. In addition to the receipts,

the yearend report would also includk e

Treasurero6s Log for that

Chapterghat grossednore thar$625,000, referencolicy F-17 for timeline guidelines.
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SUBJECT: SECTION: CHAPTER FINANCE S

CHAPTER DEPOSITS REQUIREMENTS Policy No. CF-14
Date of Origin:  September2008
Revised: October 2009
Reaffirmed:
PURPOSE
To establish the required guidelines for the documentation of bank deposits
POLICY
Deposit slips or ATM receipts are required

financial accounts.

The deposislips must be presented to the Chapter Board monthly and also sent to the SGMP
Headquarterswvith theChaptelT r e a s u r-end financial repontit should match the
accompanying cash sigff sheet signed by the volunteer members who collected theymone

In addition to the deposit slips, the yeard report would also includbe Treasuer 6 s Log
that fiscal year.

Chapters that grossedore thar$25,000seePolicy CF-17 for timeline guidelines.
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SUBJECT: SECTION: CHAPTER FINANCE S
CHAPTER CASH TRANSACTIONS Policy No: CF-15
TRACKING REQUIREMENTS

Date of Origin:  September2008
Revised: October 2009
Reaffirmed:

PURPOSE
To establish the required guidelines for the documentation of cash transactions

POLICY
All cash transactions must be properly recorded and verified at all #hweseipt book for cash
transactions should be used at all times.

1 Two members (volunteers) should verify the cash and present@htpegerTreasurer or
ChapterBoard menrber for deposit.

1 All three should sign off on the transfer of cash funds tdrdeesurer oboard member
in the absence of the Chapter Treasusign{off sheet available online). It is preferred
that thetreasurer be present, if possible, for the ctilbecof checks or cash.

1 Member volunteers may assist theasurer oboard member in the collection of chapter
funds, as long as safe accounting procedures are mandated and followed.

T Any cash collected on the chandlopgadds behal f
deposited as collected. Chapter funds should never be stored or kept with personal funds
or replaced by a personal check for deposit.

1 Deposit of chapter funds should take place by the next available banking day after they
are received by thieeasurer oboard memberin the absence of thieeasurer.
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SUBJECT: SECTION: CHAPTER FINANCE S
CHAPTER CHECK WRITING Policy No: CF-16
REQUIREMENTS

Date of Origin:  September 2008
Revised: October 2009
Reaffirmed:

PURPOSE
To establish the required guidelines for the documentation of the writing and issuance of checks.
This policyis based upoSarbanexley Actlegislation passed by the United States Congress.

POLICY

All chapter checks must have the appiaigraccompanying documentation provided in the
chapter financial montkend report

Accompanying documentation includes, but is not limited to, invoices, banquet event order
forms, bills, receipts, and official SGMP reimbursement form with proper docatiant

SGMP strictly forbids the Chapter TreasureChrapterPresident to write themselves

reimbursement checks or to directly withdraw chapter funds via a debit card for the
reimbursement of chapter funds.
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SUBJECT: SECTION: CHAPTER FINANCE S
CHAPTER AUDIT REQUIREMENTS Policy No: CF-17
Date of Origin: Sep2008
Revised: Oct 2009 Mar 201Q Apr 2011
Reaffirmed:
PURPOSE

To establish the required guidelines independent audits of chapter Tinglpolicy is based
uponSarbanexley Actlegislation passed by the United States Congress

POLICY

SGMP mandatethat,as of July 1, 2008ach of the affiated chapters hawaeyearend financial
audit by an independent accounting fioma financiareview byS G M PRinancial Review
Committee.

The Financi al Review Committee wil/ be compri
Executive Director, and at least one additional National Board member.

The Financial Review Committee will review &egularchapters that grodsss thar$25,000
per yearThelLargechapters that groseore thar$s25,000 per year are required to use an
independent audit firm.

The auditing firms should be changed every five years to maintain a truly independent audit.

SGMPleadquarters must r evi e wendfihdnciatrépartpritheal af 6 annu
their financial documentation. The fee for this service, to be billed annually, is based on the size
of the chapter:

Level 1 Chapter $200

Level 2 Chapter $350

Level 3 Chapter $400

Level 4 Chapter $425
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SUBJECT: SECTION: CHAPTER FINANCE S
CHAPTER FINANCIAL TRANSACTIONS Policy No: CF-18
DOCUMENTATION REQUIREMENTS

Date of Origin: September 2008
Revised: October 2009
Reaffirmed:

PURPOSE

Using the Sarbanedxley Act passed by the U.S. Congress for guidance, SGMP has determined
that our nonprofit organization should have a written, mandatory document retention and
periodic destruction policy. Such a policy will also help limit accidemtannocent document
destruction.

Eachchapteris required to maintain written document retention of all financial transactions;

these documents will be housed by SGMP Headquatteestollowing policies and procedures

cover document retention, baag retention procedures, archiving of documents, and regular
checkups of the reliability of the system. Chapters are advised that if an official investigation is
underwayor even suspected to be underway, the nonprofit management of the chapter must stop
any document purging in order to avoid criminal obstruction charges.

POLICY
SGMP requires the Chapter Treasurer to properly and accurately account for all financial
transactions made by the chapter.

Thetreasurer is responsible to balance the chépter c hec ki ng account each
discrepancies, and provide a detailed financial accounting to the Chapter Board and SGMP
HeadquartersThe ChapterBoard has the ultimate fiduciary responsibility for reviewing and
approving t haalrepbrz.pt er 6s f i nan

T h e ¢ h aopthlyebani statements and debit card statements should be reconciled
immediately when they are receivéderrors are found, they must be investigated and

reconciled before submission of the moetid financial report. Theeasurer and Chapter Board

must submit the month end report to SGMP Headquarters no later than 15 business days after the
first of every month.

SGMP will require the chapteto record all financial information on the official SGMP
accounting forms. A#irtheinformation on revenue, expenses, assets and liabilities dwsty

been collectedthetreasurer must set aside time to put this information into the SGMP standard
accounting forms.
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SUBJECT:
CHAPTER MONTHLY REVIEW OF
FINANCIAL ACCOUNTING FOR MS

SECTION: CHAPTER FINANCE S

Policy No: CF-19

Date of Origin:  Sep 2008

Revised: Oct 2009
Reaffirmed: Nov 2010
PURPOSE

To establish the required guidelines &othapterBoard to review and assess the chdpter

financialhealth.

POLICY

The Chapter Treasurer afithapterPresident should review the financial accounting forms at
least once a month. Theeasureror president in the absence of tineasurer, must present the
current and updated forms to the Chapter Boalelbat once a month. These forms are as

follows:
1 Balance Sheet

The Balance Sheet shows the financial positiothe€ h a pt er

assets and liabilities.

1 Profit and Loss or Income Statement
TheProfit and Loss Statemeshowsthe chager income and expenses for the month.
The expenses will be listed with a percentage colwmthe Chapter Board may analyze
e X ,doedaterreire futune spendioghandasséte gor vy
allocation. This will help the Chapter Board emsthat spending is iime with the

the chapteros

approved budget.

1 Accounts Receivable Sheet

Thetreasureranbo ar d s houl d

revi ew

t he

by comparing

chapter 6s

proper and timely payment from members and vendors. The form should detail which
members anglendors owe the chapter and how long these amounts have been unpaid.
Thetreasurer anfloard should actively pursue any accounts receivable to ensure the
chapter collects all outstanding monies due to the chapter. The goal of every chapter
should be to ha no outstanding accounts receivable on the books for longer than 30

days.
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SUBJECT: SECTION: CHAPTER FINANCE S
CHAPTER MONTHLY REVIEW OF Policy No: CF-19

FINANCIAL ACCOUNTING FORMS (continued)

Date of Origin: Sep 2008

Revised: Oct 2009

Reaffirmed: Nov 2010

During review of all the financial reports$ is important for theéreasurer antioard to analyze
and assess the financial stabfishec h a p operatibgsbudget. Here aseme guidelines to help
makesoundfinancial decisions.

T Ar e t he expeasestinereadirg?
If any expenses are increasing as a pefragatto budget, it might be a sign tlgatir
chapter isspending too much money in this area. For example, if awaehses
increasethe chapter magieed to hold back on spending in this area. Analyze the entire
budget Decreased spending in one category may enable certain categories to exceed the
budgeted spending amount.

1 Are revenues decreasing?
Revenue fluctuates dag the year; revenues will go up and down at certain times of the
year. If the chapter comes to the realization that income is declining with no reasonable
explanation, théreasurer anfloard have the fiduciamesponsibility to investigatd.he
board slould analyze the following areas to determine why revenue may be decreasing:
membership drops, missing or erroneous deposits, underestimation of fundraising events,
lack of attendees at monthly meetings, or any area that may not reported on the standard
aacounting form.

T Are liabilities increasing?
Should thdreasurer antoard determiné he chapter 6s | iabilities
morethanexpected rate, pleas®ntact the National Treasurer and SGMP Headquarters
to discuss options with thelmapter.
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SUBJECT: SECTION: CHAPTER FINANCE S
CHAPTER IRS TAX REPORTING FORMS 990 | Policy No: CF-20
& 990-PF

Date of Origin:  September 2008
Revised: March 2009; October 2009
Reaffirmed:

PURPOSE
To establish the requiregliidelines in reporting IRS 990 forms for tax nonprofit tax purposes.

POLICY
All chapters must submit a yeand financial report to SGMP Headquarters by Augusif 15
each year.

Thechaptes are required to completeh e S GMP T r e a sasispeiedandolidy€mp | at e
2 and submitll receipts, bank statements, and supporting backup informatioretzddn

recorded in the yeagnd reporfor the specified tax yeaChaptes must retain all records for a

particular tax yeatogether in one securedation Yearly records must be maintained for a seven

year periodThese financial records will be kept permanently at SGMP Headquarters under the
Chapter RecoslRetention Program

SGMPHeadquarters will file the appropriate IRS 990 tax form for eaalptehn. Once the tax
form has been filedlSGMP Headquarters will advisiee chapteof its tax status, which will

i nclude a c o pPublioDisclasureBasedoatheh a p & & reddtax gtatus r
and any associated service or filing fees, SGW have to advise the chapter in question that
they will have to post hability for the following fiscal year.

Large chapterswith income greater than $25,0GMall use the 99081 form. All other chapters
with income less than $25,00¢hall use th@90-EZ form.
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SUBJECT: SECTION: CHAPTER FINANCE S
CHAPTER SAVINGS, CDs, AND ASSETS Policy No: CF-21
Date of Origin:  April 2009
Revised: October 2009
Reaffirmed:
PURPOSE

For all SGMP Chapters to meet IRS requiratador nonprofit organization income and
savings allocation.

POLICY

All SGMP Chapters must obtain prior approval from the National Treasurer and the Executive
Director before theganopen and deposit any chapter funtte any type of savings account
(examples of the types of accounts that must be approved are savings accounts, money market
accounts, Certificates of Deposits and/or interest bearing checking accounts, in addition to the
chapterds regular checking account) .

A request for approval musehn writing and submitted to SGMP Headquarters, and written

approval from the National Treasurer and the Executive Director must be received by the
Chapter President before the savings account may be opened.
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SUBJECT: SECTION: CHAPTER FINANCE S
CHAPTER DUES REVENUE SHARING FOR Policy No: CF-22
EXISTING CHAPTERS

Date of Origin: Nov 2008
Revised: Oct 2009 Apr 2011
Reaffirmed:

PURPOSE
To establish the required guidelines for revenue sharing be®@bP (nationa) and the
chaptersThis excludeg€ducator/Student and Retiree members.

POLICY
Revenue sharing parametésgarting in $ptember 2011)
1 Levelld 55 members or less
o National 60%
o Chapter 40%

1 Level20 56 to 149 members
o National 70%
o Chapter 30%

M1 Level30 150-200 members
o National 75%
o Chapter 25%

1 Level4d 201or moremembers
o National 80%
o Chapter 20%

The thresholds that define chapter size in this policy are only applicable to pGhek&sand
CF23 andare to be used for the sole purpose of these two policiey. fdve nothing to do with
the definition of chapter size as defineddi-1.
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SUBJECT: SECTION: CHAPTER FINANCE S
CHAPTER SPONSORSHIP OF NATIONAL Policy N0 CF-23
EDUCATION CONFERENCE

Date of Origin: Nov 2008
Revised: Jan 2009 Oct 2009 Apr 2011
Reaffirmed:

PURPOSE
To establish the required gui Natdnal Bdecstiod or t he
Conference.

POLICY
Chapter sponsorship guidelines:

1 Levelld 55 members or less
0 $200 sponsorship

1 Level ® 56 to 149 members
0 $350 sponsorship

1 Level3d 150to 200members
o $425sponsorship

1 Level 4 201 or more members
o $500 sponsorship
This amount must be received at SGMP Headquarters annually no later thar8March
The thresholds that define chaptelesiz this policy are only applicable to polici€s-22 and

CF-23, and are to be used for the sole purpose of these two policies. They have nothing to do
with the definition of chapter size as definedif-1.
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SUBJECT: SECTION: CHAPTER FINANCES
CHAPTER PURCHASES OF GIFT CARDS Policy No: CF24

Date of Origin: Jan 2011
Revised:
Reaffirmed:

PURPOSE
To establish the required guidelines for the

POLICY

SGMP chapters are allowed tffay gift cards to members as awards or recognition (such as
membership drives, chapter contests, committee involvementEatt).member is only eligible
to receive up to $25 per fiscal ye@he chapter treasurer andaptempresident must sign the
SGMPgift card form at the timéhe gift card is purchased. THatm mustthen beattached to
the gift cardand the member must sign it when it is receivedopy of trat completedorm
mustthenbe attached to the monthly financial report and submitte@tdBSheadquartertor

the month that the gift camlaspurchased.

The member whoeceives the gift card must sigrfif on the formonce they take possession of
the gift card. Thédormwi t h t he member é6s signature must be
documerd in the month that the member takes possession of the gift card.

This policy is based upon tipgivate inuremendoctrine:

The doctrine of private inurement prohibits a-esempt organization from using its

assets to benefit any individual or entityathhas a close relationship to the
organization(such as a director, officer, key employee or ot héuchdasi nsi der 0
members, volunteers and sponjoiidie issue of private inurement often arises when

an organization pays unreasonable compensatiore(than the value of the services)

to an insider, but the inurement prohibition is designed to reach any transaction

through which an insider unduly benefits, either directly or indirectly, from his or her

position in an organization using taxempt fund®r assets.

Historically, the only sanction for a private inurement violation was revocation of the
organi zationds tax exe mpmt saactiond rules enadied we v er |,
in 1996 permit the IRS to impose an excise tax on individuals whapedy benefit

from transactions using assets of a-poofit organizéion when that benefit does not

conform to the noprofits primary mission. Also the managers of the organization

who approved the benefit may also be assessed the excise tax.
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SUBJECT: SECTION: GENERAL
PARTI CI PATI ON I N A F AMO |Policy No: Gl
Date of Origin: September 1987
Revised:
Reaffirmed: July 1992; January 2003; April 2008
PURPOSE
This policy st at edtof@ndidiPatostrigsosi ti on rel at e
POLICY
SGMPdoes nosanction, endorsey sponsor sitt ami | i ar i z attips.on or
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SUBJECT: SECTION: GENERAL
ACCEPTING MATERIALS FOR Policy No: G2
PUBLICATION BY SGMP (NATIONAL)

Date of Origin: Septemitzr 2000
Revised: January 2003 pril 2008; October 2009
Reaffirmed:

PURPOSE
This policy covers theircumstances underhich SGMPwill accept materials for publication
in an official SGMPpublication.

POLICY
SGMPwill not accep material for publication in aBGMPpublication that:

§ Discriminates against any category of membership
8§ Conflicts with theSGMPBylawsor SGMPpolicy
8§ Seeks to endorssny membeor activity otherthan official SGMFunctions

All articles submittedor publication in an SGMIPationa) publication aresubmittedwith the
understandinghat thematerial will beeditedas required. Thmeaningandintent ofthe article
will not bechangedhowever, thegrammarandpunctuation will beclarified. Articles ca and
will beedited orcut to fit thespace available.

SGMP will accept an advertisement to appear in SGMP publications from an advertising agency,
provided SGMP receives authorization from the member.
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SUBJECT: SECTION: GENERAL
SELLING OR DISTRIBUTING MEMBER Policy No:  G3
EMAI L ADDRESSES

Date of Origin:  July 2000
Revised: April 20080ctober 2009
Reaffirmed:

PURPOSE
This policy covers these andaleof plannetmemberemail addresses.

POLICY
Email addresss ardor internal usef the SGMP qationa) andChapterBoardsfor the
dissemination of &cietybusiness information.

SGMP Headquarters and/or chapters will st or releasésts containing planner member
email addresses.
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SUBJECT: SECTION: GENERAL
SELLING OR DISTRIBUTING MEMBER Policy No: G4
MAILING LIST BY SGMP (NATIONAL)

Date of Origin: October 1992
Revised: January 2003; April 2008 ctober 2009
Reaffirmed:

PURPOSE
This policy covers thealeof SGMPmembemailing lists by SGMP (national)

POLICY
Only SGMP members can purch&8MPmembemailing lists Membemailing listswill
besoldat acostdeterminedy theNational Board.

The prices for the purchase of member mailing lists from SGMP (radiare as follows:
8 National planner member mailing list ~ $375
§ Statespecific planner member mailing list$45/state
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SUBJECT: SECTION: GENERAL
MAINTAINING INDUSTRY ORGANIZATION Policy No: G5
MEMBERSHIPS

Date of Origin: January 1989

Revised: October 2009
Reaffirmed: July 1992; April 2008
PURPOSE

SGMPis an integral part of theeetings anthospitality industry. In order to maintain industry
relationships, théollowing policy was developetb ensureghat SGMPmaintains alliedndustry
organization memberships.

POLICY

SGMPwill maintain membershim theConvention Industry Council (CIC) arashy other
pertinent organization deemeagpropriatey theNational Board.
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SUBJECT: SECTION: GENERAL
SGMP LOGO USAGE Policy No: G6
Date of Origin:  June 1995
Revised: October 2009
Reaffirmed: April 2008
PURPOSE

This policy covers the formatting of the SGNHationa) logo.

POLICY
Theacr ony m shdl @Misdesedin uppercase.
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SUBJECT: SECTION: GENERAL

VENDOR CONTRACT SIGNATURES Policy No: G7
Date of Origin: September 1995
Revised: January 2003; April 20Q8)ctober 2009
Reaffirmed:
PURPOSE

This policy covers contrs made between SGMiddservice providers.

POLICY

Any contractor agreement for service requiriegpenditures more th&b,000, andvithout
prior approval of thé&lationalBoard by motion or through budget approval, musirberiting
(by contract, I¢ter of intent, or purchaswdel) andapprovedoy theNationalPresident or
thepr esi dent 6s designee.

The SGMPExecutiveDirector and/or Deputy Director must sign all contracts betwleen

Society of Government Meetirgyofessionals angendors doing bsiness with SGMPThe
Nati onal President signs the Executive
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SUBJECT: SECTION: GENERAL
CONFLICTS OF INTEREST WITH RFPs Policy No: G8
Date of Origin:  June 1995
Revised: March 2003; April @08, October 2009
Reaffirmed:
PURPOSE

This policy was createid avoidtheappearance of conflict of interdsttween servingnthe
National Boarcbr a ChapterBoard andousiness opportunities generatecbugh RFPs.

POLICY
National Boardnenbers arenot permittedo respondo SGMPi Request s f or Pr opo:
they are currently servirgsNationalBoardmembers.

Chapter Board members are not permitted torespocid topt er A Requests for P
they are currently serving as ChapBoard members.

This policy does nancludeRFPsfor meetings, retreats or conferenceswlaseu p pl i er 0 s
company woulde providingthe services.
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SUBJECT: SECTION: GENERAL

USE OF OFFICIAL SGMP STATIONARY Policy No: G9
Date of Origin: December 1995
Revised: October 2009
Reaffirmed: April 2008
PURPOSE

This policy covers thauthorizedstationary for official correspondence.

POLICY

All SGMP (nationa) correspondence shall be official SGMP stationary, as poved by the
National Board.

All chapter correspondence shall be on official chapter stationargahas the approved
Chapter/SGMP Logo, or SOCIETY OF GOVERNMENT MEETING PROFESSIONALS.

Chaptemprintedmaterials may ba colors of their choice.
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SUBJECT: SECTION: GENERAL
MAKING OFFICIAL STATEMENTS ON Policy No:  G10
BEHALF OF SGMP (NATIONAL)

Date of Origin: January 1996
Revised: September 1999; April 20@ctober 2009
Reaffirmed:

PURPOSE
TheNational Boad, ExecutiveDirector or Deputy Director makes official statements on behalf
of SGMP. This policy covers situations when chaptersskedor opinions on issues.

POLICY

When achapteraddresses any issweritten or oral, it shall bexplicitly statedthat this
statementeflects theopinions of thaparticularchapterandnot necessarily thepinions of
theentireorganization.
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SUBJECT: SECTION: GENERAL

PROHIBITION OF LOBBYING ACTIVITIES Policy No: G111
Date of Origin: November1997
Revised:
Reaffirmed: April 2008 October 2009
PURPOSE

Government employees aséien prohibitedrom participatingn organizations thgterform
lobbyingactivities. This policy prohibits chapters or SGMP members represe&BMP to
lobby.

POLICY

SGMPchapters or members representBgMParenot permittedo participatein lobbying
efforts.
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SUBJECT SECTION: GENERAL

SHARING INDUSTRY PUBLICATION S Policy No: G12
Date of Origin: November 1997
Revised: September 2008 October 2009
Reaffirmed: April 2008
PURPOSE

SGMPwill make every attempt tkeepthe meetings industry informeoh actions andctivities
of theSociety. This policy covers sharipgblications across thedustry.

POLICY

Copies of the6sGMPGovernment Connectionsmiagazinewill be sent to otheindustry trade
publications.
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SUBJECT: SECTION: GENERAL

LOAN OF SGMP PROPERTY Policy No: G13
Date of Origin: January 1995
Revised: dnuary 2003; April 2008 September 2008 October 2009
Reaffirmed:

PURPOSE

This policy covers theolicy andprocess for loanin§GMPproperty for uséy chapters or
individual members.

POLICY

Any property purchaseldly SGMPHeadquarters will longto SGMP (national)Records will
bepreparecandmaintainedoy SGMPHeadquarterso assure the location and person
accountabldor all SGMP(national}owned property.

Items that may banedinclude:
A Educational materials
A S Gehibit propety

Requests for thiman of property will balirectedto SGMPHeadquarters, eithéy fax, mail or
email. Therequestowill provide thefollowing information:

chapter

responsiblanembemame

address

phonenumber

theevent for which theroperty is lorrowed

event date(s)

thedate of plannedeturn (which shouldbewithin two weeks followinghe event)

= =4 -8 -8 _-9_95_-°
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SUBJECT: SECTION: GENERAL
VOLUNTEERING FOR A NATIONAL Policy No: G114
COMMITTEE
Date of Origin: December 2003
Revised: November 2004; September 2005; January 2006; April 2008
October 2009

Reaffirmed:

PURPOSE

Becauseommittee works abenefit to both thendividual member and SGMP arglan integral
part of thesuccession planng process, it is thgoal of theNational Boardo encourage all
members tarticipateon chaptepr national committees. This section coveoticies relatedo
volunteeringfor SGMP (nationa) committees.

POLICY
SGMP members in good standir@governnent Planner, Contract Planner, Supplier
Associate Suppligmay serve on only one SGMRationa) committee at time.

Members may only serve for a tvyear term on eacBGMP (rationa) committee.

All electedChapterBoard membersurrently servingn theirChapterBoardsareeligible to
serve duringheir electederm of office on a SGMP (@tiona) committee, but may naterve as
chair or cechair, as it is their responsibility focus on matters relatirtg their ownchapter.

Only onememberfrom each chapteshall beallowedto serveon aspecificSGMP (rationa)
committee at &me.

Retiree or Educator/Student membmisy serveonly if anotherchaptermembelis notalready
servingon thecommittee (SEE POLICY M13)

National Committeesinclude:

1 Membership
1 Nominations& Elections
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SUBJECT:
LIFE TIME MEMBERSHIPS FOR PAST
NATIONAL BOARD MEMBERS

SECTION: GENERAL
Policy No: G15

Date of Origin: March 2005

Revised: April 20080ctober 2009

Reaffirmed:

POLICY

Past national presidents apast national secondce presidergwill be granted ifetimed
membershigtatus(in theSociety by the National Boardrhis will be effective beginning with
the first day after the end of their elected terms of office.

In additionto lifetime member statugach individual will receivéifetime National Education
Conferenceegistration Lifetime registration does nancludeexhibit spacetthe National

Education Conference.
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SUBJECT: SECTION: GENERAL
PROHIBIT ION OF PERSONAL GAIN BASED Policy No: G116
ON SERVICE TO SGMP

Date of Origin: Nov 2010
Revised:
Reaffirmed:

PURPOSE

Elected officials, volunteer leaders and staff members of SGMP may not persaimalisom

the Societyds business through contracts or s
not limited to, money, gifts, rebates and awards points. This pmlittiynes the rules regarding

the ownership of dfr e gqpanstfor SGME wlurieers and staff.onor s o

POLICY

Elected officials, volunteer leaders and staff members of SGMP may not personally gain from

the Societyds busi nes $SGMPhintbewcguise of aomdticting lousiresso r s
and paying fothose traveexpensesshall be thesole recipient of any hotel awards points. When
expenses are paid by SGIdny pointsarnedr incentivegjainedare the property of SGMP.

Individuals who have personal awards points memberships may not use theiratcoecgive

points or incentives for placing SGMP meetings or hotel rooms into a facility.

All awards accountstilized during SGMP business trawvelst beplaced oran SGMPRowned
membership programvith the National Treasurer and Executive Directoetishs contacts.
Awards points may only be redeemed with approval of the National Treasurer and Executive
Director.

This policy does not includewards earnesdhen SGMRexpenses angaid in advance by a

personal credit card.his policy allowsall volunteersand employees to individually accumulate
airline milesderived on SGMP business tratet personal use
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SUBJECT: SECTION: GENERAL
OWNERSHIP OF SGMP INTELLECTUAL Policy No:  G17
PROPERTY

Date of Origin: Nov 2010
Revised:
Reaffirmed:

PURPOSE
To outline the rules regardngh e owner ship of SGMPOs Intellect

POLICY
Intellectual Property (IPis defined as all tangible assets and products authored for the purpose
of the Society of Govament Meeting Professionals and its affiliated chapters.

SGMP shall retain legal property rights over all IP related to the tangible assets and products
authored on behalf of the Society and/or its affiliated chapters (such as CGMP manuals, exams,
certificate programs, bank statements, checkbooks, National Bgantias andhinutes,

treasurer financial reports, newsletters, photos, progtasterical files and membership lists).

IP includes, but is not limited to, ideas, designs, inventions, logosgsirand symbols that are
created and become part of the Society, its publications, or its website.

Each National Board member and staff member acknowledges that all-8&tit files and

documents are the property of the Society. Upon the NationatiBoamne mber 6 s or st af f
resignation, termination, orend of te®GMP&6s | P may not be used for
member 6s or staff memberds personal gain, or
associationAny SGMPRowned items must beturnedio headquarteraithin seven working

days especially any laptop computer, credit card, recording device and recordeG@apEs.

retains the right to seek legal action and or compensation for unauthorizedtase.of i

Unless otherwise specified in wriggnwhen an individual presents to SGMP members, SGMP
does not own that IP, but is authorized to continue to utilize it.
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SUBJECT: SECTION: MEMBERSHIP
MEMBERSHIP CATEGORIES (WITH Policy No: M-1
ELIGIBILITY, PARAMETERS AND DUEYS)

Date of Origin: October 1982
Revised: July 1992; October 2001; April 200®ecember2009 July 2010
Reaffirmed:

PURPOSE
This section covers thaigibility, parameters and dues f8GMPmembershigategories.

POLICY
MEMBERSHIP DEFINITIONS

Government Planner. Individualswho are employed by federal, state and local government as
meeting planners, including military and qugevernment associations and organizatiéns.

Apl anner 0 i sthearespoosibity foniHemanringasdtheimplementation of any
type of meeting, conference or convention as péatheir official duties. Employees of
privateorganizationsvherea majority of whose membership comprisef government
employees may also qualify @@vernmen®Plannersf they plan andmplement meetings as part
of their official duties.

Contract Planner: Individuals, organizations or companibat areoperating under contract to
government agenciesmdare receiving said payments directly from goweent agencies to
assist in the planning or implementation of meetings, conferences or convdiiease note
that ndividuals, organizations or companies that are compensatedh retaineor
commission from suppliers (i.éptels, conference cans,cities, etc.)for duties that can
includethe planningor placement of government meetings, conferences or conventitinse
considered for Associate Supplier membership.]

Supplier: Organizationghat areproviding facilities and services &overnmentPlanners or
ContractPlanners. Supplier organizations may include, but are not limitdubtels,
transportation, audigisual, travel services, conventi@exhibit services, trade publications,
tour operators, caterers and convention buréusse ompanies or individualsiclude those
who solicit business fropand/or whaprovidefacilities andservices tpGovernmenflanners
outsideof direct assistande the planning and implementation of meetings. Suppliers
includehotel representationrfns, travel agents, convention bureaus, consufitingg,
registration services, airlines, printeeghibit managers, security services, etc.

AssociateSupplier: Individuals, organizations or companies that are compensated through
retainer or commissiofiom suppliers (i.e., hotels, conference centers, etc.), including
individuals, organizations or companies whose income in the planning or placement of
government meetings, conferences or conventions is derived from suppliers.
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SUBJECT: SECTION: MEMBERSHIP
MEMBERSHIP CATE GORIES (WITH Policy No: M1 (continued)
ELIGIBILITY, PARAMETERS AND DUEYS)

Date of Origin: October 1982
Revised: July 1992; October 2001; April 200®ecember2009 July 2010
Reaffirmed:

Educator/Student: Individuals who arestudens/interrs or interested educa®includes
educators and students/interns who are interested in government meeting plaumwigp are

not involved in meeting planning or supplying services to meeting plaramersvio do not
otherwise qualify for any other membership category. This is avating category and does not
count toward the matching requirement.

Retiree: Individuals who are members of the Society in good standing at the time of his/her
retirement. As lon@s this member remains in retired status, they will continue to qualify for
Retiree membership. If a Retiree member becomes willfully employed and eligible for other
Society membership, he/she shall forfeit their Retiree membef@hgpis a norvoting ategory
and does not count toward the matching requirement.

APPLICANT ELIGIBILITY AND MEMBERSHIP PARAMETERS

If a person qualifies for membership in more than one category, he/she must join at the highest
membership category for which they are eligiggEE POLICY M?7)

Educator/Student and Retiree members cannot otherwise qualify for any other membership
category. (PER SGMP BYLAWS)

An Honorary membership (a category with no membership dues) may be granted by the National
Board (PER SGMP BYLAWS),normaly i n recognition of an indiwv

profession and/ or SGMP. The status of dAlifeo
membership dues) may also be granted by the National Board (PER SGMP BYLAWS),
normally in recogwvicetoSGMP. of a member s ser

Every dues paying SGMide mber shi p has a fAmembership typeo
category. There are two membership types:
8§ INDIVIDUAL : A membership that is palay (and belongs to) the individual
which remains with that member regéasss of their place of employment; it is
not transferable to another individual (PER SGMP BYLAWS).
8 ORGANIZATIONAL: A membership that is paliy (and belongs to) the
organizational/agency employing the individuddich remains with that
company/agency; theompany/agency can transfer the membership to another
representative with written notification to SGMP (PER SGMP BYLAWS).

Membership type is completely separate from membership category. Most (but not all)

members in the pl ann ¢gpes, ana nesylutrngt allhmeenbersinthd i v i du
supplier categories are AnOrgani zational 0 type
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SUBJECT: SECTION: MEMBERSHIP
MEMBERSHIP CATEGORIES (WITH Policy No: M1 (continued)
ELIGIBILITY, PARAMETERS AND DUES)

Date of Origin: October 1982
Revised: July 1992; October 2001; April 2008; December 2000ly 2010
Reaffirmed:

Any SGMP member may affiliate with the chapter of his/her choice, regardless of location, for
no additional fee. Not all areas of the countryraggesented by a chapter, and some chapter
boundaries overlap. Only chapter members can participate in the specific activities of that
chapter (i.e., voting in the chapter elections and being on the chapter mailing list for its specific
announcements andtavities.)

A new member choosing not to affiliate with
which there are no organized activities and no 50/50 membership requirement.

For every one chapter membership, there must be one combined/adpaitiorgl membership.
An individual may maintain multiple chapter memberships, but they must sign up for the same
number of national memberships.

Educator/Student members or Retiree members are not eligible for national or chapter
scholarships (SEE POLNXCM-11).

Retiree members may attend the tradeshow/exhibits at the National Education Conference (SEE
POLICY M-12). They may serve on a national committee, but only if no other chapter member

is serving on the committee (SEE POLICY¥1). They may serve oa chapter committee, but

not as chair or cehair (SEE POLICY ML13).

MEMBERSHIP DUES
As of 10/1/10:

Government Planne$s5
Contract Planner  $140
Supplier $350
Associate Supplier $250
Educator/Student  $25
Retiree $25
Honorary $00
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SUBJECT: SECTION: MEMBERSHIP
MEMBER SHIP PROCESSINGAND MONTHLY | Policy No: M2
DELIVERABLES FROM SGMP (NATIONAL)
Date of Origin: October 1982
Revised: September 2001; April 200Becember2009
Reaffirmed:

PURPOSE

This section coverthe policies andorocessingf membershi@pplicationsand renewal notices

POLICIES

SGMP Headquarters Standard Operating Procedures for Member Prospects Applying

All membership application packages (paperwork and payment) should be sent directhefrom
applicant(s) to SGMP headquarters via mail, fax or email. A Chapter Membership Chair or
chapter representative may accept an application package on behalf of SGMP, but that is not the

preferred method. SGMP headquarters will be responsible for detegntiat the application

package is complete and correct and legible.

A complete membership package consists of a fully and legibly completed application with

payment. Where a planner match is required, a fully and jegishpleted application with
payment for the planner applicant, which is cras$erenced on both applications, is also

required. Any application that is received (and is complete and correct and legible) at SGMP

headquarters by the end of the last working day of a month will be refieated t h a t

membership processing records and monthly membership report.

mont hos

Any application package received by a Chapter Membership Chair or representative must be

submitted to SGMP headquarters ASAP, but within 30 days of retteégppreferred, bubot

required, for the chapter representative to confirm the completeness and correctness of the
application package prior to submitting it to SGMP headquarters.

If an application received at SGMP headquarters is deemed incomplete:

8§ The applicant will be atified that it is on hold at SGMP headquarters with a
clearly communicated reason (i.e., no match, no signature, incorrect dues
payment, incorrect member category, not legible, etc)

8§ The applicant will have 30 days from the notification date to complete th

application package.

8 If not complete within 30 days, the application package will be returned to the

applicant.
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SUBJECT: SECTION: MEMBERSHIP
MEMBERSHIP PROCESSING AND Policy No: M2 (continued
MONTHLY DELIVERABLES FROM SGMP

Date of Origin: October 1982
Revised: September 2001; April 2008; December 2009
Reaffirmed:

All application packages and payments processed for a month must be received (and be complete
and correct and legible) at SGMP headquarters bgriteof the last working day of that month.
Applications are processed in the order in which they are received at SGMP headquarters.

The membership anniversary date is determined with the processing of the membership
application. Membership is effectiviee day the application is processed and runs for one year
from the first day of the next month (no annual membership cycle will ever be less than 365
days). (SEE POLICY M)

SGMP Headquarters Standard Operating Procedures for Current Members Renewing or
Past Members Rejoining

Members are given 90 days to pay their membership renewal dues, during which they will
receive up to three invoices. Here is an example schedule of the renewal noticesruwra2
membership period ending Decembet &l notedactions occur in the first week of the

month):
§ November (11 month of membership) sent f'invoice
§ December (12 month) sent 2%invoice (f needed
§ January (18 month) sent ¥ invoice (f needed
§ February (1% month) dropped from roster

The membership anniversary date will not change if renewal dues are paid before or after that
date, as long as the membership has not been dropped prior to the payment being processed.
Any dropped member rejoining at any time will be given a new membpeashiversary date
consistent with the date of their new application. (SEE POLICY)M

Any member whose dues are delinquent for a period of 30 days past their anniversary date will
be automatically dropped.

A member who allows their membership to dropstrsubmit another membership application to
rejoin. A dropped supplier member must follow the new member planner match policy if they
rejoin at any time. A dropped planner member cannot join with a supplier match if they rejoin
within one year of being dpped.

Any individual whose membership was revoked as a result of action taken regarding our Code of
Ethics may at no time be reinstated as an SGMP member.
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SUBJECT: SECTION: MEMBERSHIP
MEMBERSHIP PROCESSING AND Policy No: M-2 (continued
MONTHLY DELIVERABLES FROM SGMP

Date of Origin: October 1982
Revised: September 2001; April 2008; December 2009
Reaffirmed:

Monthly Membership Standard Operating Procedures by SGMP Headquarters

By the 1% of the following mont, SGMP will complete and distribute to the National Board the

monthly membership report with final numbers for the-prstied month. Each month, all
chaptersdé6 50/ 50 membership ratio wild.l be revi
appropriate. Eachquat er , all chaptersd membership count ¢
be reviewed, with notes sent to chapters where appropriate.

By the 15 of the following month, the chapter president and membership chair will receive the
following related to theompleted membership processing for the-greted month:
8§ SGMP monthly membership report (epage report itemizing all chapters above
SGMP total)
8§ Chapter membership report (summary of members in good standing by category with
ratios)
8§ Chapter memberhip ster (detailed roster of members in good standing)
8§ Chapter new member list (detailed list of members who joined that month)*
8 Chapterat riskmember list (detailed list of ngetrenewed members in their grace
period)*
8 Chapter dropped member list (detailesd of justdropped membe)s
8 Chapter member changes list (summary of member andireltanges)

*for chapter followup

By the 15" of every month, the current membership roster reflecting the completed membership
processing for the justnded month wllibe uploaded into the SGMP Web site so that the
members on that current roster have access to the Members Ordydraapear in the online
buyerés guide.

By the 1%" of the following month, an SGMP new member kit will be sent to thednded

mo n tnevdrsembers. The kit will provide comprehensive SGMP information about pertinent
member benefits and will include a welcome letter, membership card and membership certificate
and may include &overnment Connectiomsagazine.

By the 1% of every montha confirmation letter acknowledging receipt of renewal dues will be
senttothejust nded mont hds renewing members.
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SUBJECT: SECTION: MEMBERSHIP
SUPPLIER PAYING FOR PLANNERG S Policy No: M3
MEMBERSHIP

Date of Origin:  July 1993
Revised: September 2001; April 2008 December2009
Reaffirmed:

PURPOSE
This policy covers thecenario oSupplier or Associate Supplisrembergpaying membership
dues forGovernmenfPlannermembers

POLICY

SGMPwill neitheraccepthor cordonepayment for Governmemtlanners, for the purpose of
initial membership application or renewly Supplier or Associate Supplisrembers
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SUBJECT:
MEMBERSHIP DROP/REJOIN DATE S

SECTION: MEMBERSHIP
Policy No: M4

Date of Origin:  July 1986

Revised: September 2001; April 200Becember2009

Reaffirmed:

PURPOSE

This policy covershe rules for and determination of datesrfembershigrops andejoins.

POLICY

A member who allows his /herembershigo lapsewithout dues paymentill be dropped30
days after his/her anniversary date (PER SGMP BYLAWBhe/khe wishes teejoin, he/she
mustsubmit amembershi@pplicationand will be given a new anniversary date

Any Suppliermembemwho has beemrogpedmust bematchedwith one or two new planner

member(sjor ej oi n (based

on

the chapterds current

Any plannetmembermwho has been droppeahdwants torejoin thesamechaptelless tharone
year aftetis/her formemanniversarydatecannotbe matchedwvith anew suppliemembership

application.
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SUBJECT: SECTION:
MEMBERSHIP ANNIVERSARY DATES Policy No:

MEMBERSHIP

M5

Date of Origin:  July 1986

Revised: September 2001; April 200Becember2009
Reaffirmed:

PURPOSE

This policy covers theules for and determination of dates for membership dues cycles upon

joining.

POLICY

Theanniversarydateof membershigvill be in themonth thememberships processetty SGMP

headquartersThereforemembershigill run for no lesghanoneyear from that anniversary

date,regardless odny subsequemenewal payment datprovided that the renewal payment is

processed prior to the member being dropped exampleif the currenme mb er 6 s
month isin May, butrenewal pgment is not receivedndcrediteduntil June theanniversary

dateremainsn May.
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SUBJECT: SECTION: MEMBERSHIP
CHAPTER SUBSIDIZING OR PAYING FOR Policy No: M-6
PLANNER G SMEMBERSHIP

Date of Origin: November 2002

Revised: September 2008 December2009
Reaffirmed: April 2008
PURPOSE

It is critical for planners angovernment agencies see thevalueof SGMPmembershipPaying
oneds own duSGMPprovidedsenmassargnce of @mmitment tgarticipatein
orderto getthemost valugrom themembership.

This policy covershaptersubsidizingor payingfor membershiplues fortGovernment
Planners.

POLICY

SGMPwill not allow the practiceof usingchapterfunds for thepurposeof initial membership
application or renewalAny infraction of this policy will result in appropriate disciplinary action.
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SUBJECT: SECTION: MEMBERSHIP
MEMBERSHIPS MEETING MULTIPLE Policy No: M-7
MEMBERSHIP CATEGORY CRITERIA

Date of Origin: October 1992

Revised: September 2002; April 2008 September 2008 December2009
Reaffirmed:
PURPOSE
This policy covers <circumst an/leefa maettemonea me mb e

SGMPmembership category.

POLICY
If a person qualifies for embership in more than one category, he/she must jte highest
category for whicthe/she iligible.

106



SUBJECT: SECTION: MEMBERSHIP
NON-REINSTATEMENT AFTER CODE OF Policy No: M8
ETHICS VIOLATION
MEMBERS
Date of Origin: January 2001
Revised: April 2008December2009
Reaffirmed:
PURPOSE

This policy relates tandividualswho have been expelled fmomembership for a violation of
S G M Pabdeof ethics.

POLICY

Any individual whose membership has been revoasa result of action taken un@&esMP
BylawsArticle Ill, Section7 shall at no time be reinstated as a member of SGMP.
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SUBJECT: SECTION: MEMBERSHIP
MEMBERSHIP RATIO 50/50 REQUIREMENT Policy No: M9

Date of Origin: January 2000
Revised April 2000; March 2004; April 2008;December2009
Reaffirmed:

PURPOSE
I n order to avoid tdd8odeseéegnhywgovarmenaSShRwIIN&F o hi
make every effort to maintain the appropriate planner/suppliier.

POLICY
The National Board will enforce the 50/50 planner/supplier ratio requirément national and
chapter totals

A mandatedisupplier freezé ( wher e a new Suppindgmbemustjpin ASssoci a
with two new planner members and nat one)will go into effectfor a chaptewhenits
plannerratio falls below 5(ercentfor three consecutive months.

I n the event that a perdestfqr sbecondesutivermriths,she ¢haptel s b e |

will receive a warning letterom the National Boaraf potential closure of the chapter. The
monthperiods will be calculated according to SGMP monthly membership reports.
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SUBJECT: SECTION: MEMBERSHIP

MEMBERSHIP RATIO 50/50 DEFICIENCY Policy No:  M10
Date of Origin:  July 2006
Revised: April 2008December 2009
Reaffirmed:
PURPOSE

To encourage chapters meaintan therequiredmembershipatio.

POLICY

All chapters are required tnaintain &0/50Plannerto Suppliermembershipatio. Inorder to
erncourage chaptets maintainth requiredmembershipatios, chaptera/ith lessthanthe
required50/50ratio will immediately forfeit all revenusharingmonies until membershig

brought back to the required ratio. These forfeited funds wildsignated for annual national
planner scholarships. These funds are not eligible for retroactive payment back to the chapter
oncethe 50/50 ratio requirements are met.

109




SUBJECT: SECTION: MEMBERSHIP
RETIREE AND EDUCATOR/STUDENT Policy No:  M11
MEMBER ELIGIBILITY FOR SCHOLARSHIPS

Date of Origin:  Apr 2008
Revised: Dec2009
Reaffirmed: Nov 2010

PURPOSE
This policy was created to clarify the usage of organizational funds regarding scholarships for
members.

POLICY

Reiree or Educator/Student members are not eligible to receive national or chapter scholarships
to attend either the national or regional/chapter educational conferences. Scholarships will only
be granted to current planner members and/or supplier members.
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SUBJECT:

RETIREE MEMBER ATTENDANCE AT
NATIONAL EDUCATION CONFERENCE
TRADESHOW

SECTION:
Policy No:

MEMBERSHIP
M-12

Date of Origin:  April 2008
Revised: September 2008 December2009
Reaffirmed:

PURPOSE

This policy was created to clarify attendance atational Education Conferent@deshow.

POLICY

Retiree membersire eligible to attend the tradeshow/exhibits while attendiniyl#tienal

Education ©nference
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SUBJECT: SECTION: MEMBERSHIP
RETIREE MEMBER PARTICIPATION ON Policy No:  M-13
COMM ITTEES

Date of Origin:  April 2008
Revised: December2009
Reaffirmed:

PURPOSE
Retiree members bring historical knowledge and experience to local chapters.

POLICY
Retireemembersnayserve on a local chapter committee as a participant, basratair or co
chair.

Retireemembersnay serve on a national committeetonly if no otherchaptermembelis already
servingon thecommittee.
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SUBJECT: SECTION: MEMBERSHIP
MEMBER NAME CHANGES, MEMBERSHI P Policy No: M-14
TRANSFERS AND CHAPTER TRANSFERS

Date of Origin: March 2008
Revised: April 2008; December2009
Reaffirmed:

PURPOSE
The purpose of this fee is to minimig@mbemame changesnd membiship transferen the
SGMPmembership database and to cover the administratst@ssociated with such changes.

POLICY

If a member with aindividual membership type wishes to change information in his/her record
in conjunction with their renewal fornthere is no charge. If any information on that member is
changed at any other time during the membership cycle, there is a $25 fee. A request ifswriting
required in any case. Information aboutraividual membership type can be changed,thet
membeship itself cannot be changed or transferred.

If a member serving as the representative ajrganizationalmembership type wishes to
changanformation in his/her record in conjunction with his/her renewal form, there is no
chargelf any information @ that member is changed at any other time during the membership
cycle, there is a $25 fee. A request in writing is required in any case. Information about an
organizationalmembership type can be changed, or the membership itself can be transferred.

If an SGMP member (with an individual or organizational membership type) wants to transfer
his/her membership from one chapter to another, he/she must submit his/her request to SGMP
headquarters in writing. A planner member transfer is completed upon thaememls r equest .
supplier member transfer is completed upon the approval of the chapter president where the
member is transferring and only when it does not bring a chapter below a 50/50 membership
ratio.

TheName Changeforms | ocat ed o nww®.Giuhp.drdsin thvekldmbdrshig
area
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SUBJECT: SECTION: MEMBERSHIP
ALTERNATE SUPPLIER MATCH PROGRAM Policy No. M15

Date of Origin:  Jul 2009
Revised: Dec 2009 Mar 2010; Nov 2010
Reaffirmed:

PURPOSE

SGMPwill offer an Alternate SpplierMatchprogramthat provides an opportunity to joihe
organization without thapplying Sipplieror Associate Supplier membgroviding a
committed paid Governmenflanneror Contract Plannanatd.

POLICY
The conditions of the enrollment program are the following

1. The program is availablgearround This enrollment period may vevisedby theNational
Board at anyime.

2. The program is managed and conducted by SGMP headquartersr€aspte refer any
supplier applicants to headquarters if this option is being considered for the potential member.
Chapter membership chairs should maintain the membership requirement that suppliers must
bringin a GovernmenPlanner or GntractPlannerto join the chapter. But they may refer a
supplier applicant to headquarters for information on this alternative program. "Matching"
incoming planners to suppliers at the chapter level in need of fulfilling this requirement hinders
the growth of the orgamation. No special application for this program will be utilized. No mass
promotionof this program will be undertaken. But any SMGP member or representative may
discuss opffer the program to a supplier candidate in need. It is an alternate programsedbe

on a casdy-case basis when the situation merits.

3. Suppliers who want to join using tAéernateSupplierMatch progranmust apply directly
with headquarters

4. Applying suppliers will be required to submit on the application twpdgntal planner
contact names and information. That information mustdmeplete and includes the following;
two planner lead names with agenagdress, telephone number and enTdie two planners
mustbe candidates to join the same chapter as the supphkcant.

5. The application must include paymen®@D0membership dues for Supplier applicants and
$500membership dues for Associate Supplier appliéamisual renewal dues after the initial
dues year shall be the standard membership dues rhtetahé of renewal, regardless of
whethera match has been found.

114




SUBJECT: SECTION: MEMBERSHIP
ALTERNATE SUPPLIER MATCH PROGRAM Policy No.  M15(continued)

Date of Origin:  Jul 2009
Revised: Dec 2009 Nov 2010
Reaffirmed:

6. Upon confirmation that the plann@ospecinformation is conplete the supplier membership

will be processed and placed in the chapter that was referenced by the applicant. The
membershipvill not affect the chapter's ratio should a negative sdandie in the balance, since
thesupplierwill not be a member of the chapter until a planner match is secured. SGMP reserves
the right to deny applications in this program to maintain planner/supplier ratio in accordance
with existing regulationsChaptes under a supplier freeze are not eligible to use this program.

7. When a planner is matched with a supplier who joined via the alternative supplier match
program, the chapter earns the standard revenue share for the planner. Since the supplier joined
the At Large chapter, and since SGMP does not provide revenue share when a member transfers
chapters, the chapter does not receive revenue share for the first year of that supplier. However,
the standard revenue share for the supplier will be earned blgahtecwith all subsequent

renewals by that supplier.
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SUBJECT: SECTION: MEMBERSHIP

CODE OF ETHICS COMPLIANCE Policy No. M16
Date of Origin: February 2010
Revised:

Reaffirmed: March 2010

PURPOSE

This policy originated in the SGMP bylaws and was createld¢amenthe possible
disciplinary action that may occur as a result ofeanbed wsiolations of theSGMP Code of
Ethics

POLICY
Formembelviolations of theCode of Ethicsor for aviolation of any duty of membership, the
resultingdisciplinary action may consist of one or more of the following:

Private or public letter of censure

Suspension of membership or loss of other designation
Expulsion from membership or loss of other designation
Assessment of costs incurred by SGMP in holding the hearing
Removal from elected SGMP National or Chapter office

Any combination otheseactions

= =4 =4 -8 -8 -9

Any discipline impose@®n a membemay be suspendewuth the individualbeingplaced on
probation
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SUBJECT: SECTION: MEMBERSHIP
ETHICS INVESTIGATIONS Policy No. M17

Date of Origin: Nov 2010
Revised:
Reaffirmed:

PURPOSE
To document the procedut@ address allegedolations of the Code of Ethics.

POLICY

SGMP bylaws apply to the entire organization with sections for the national and chapter level
chapters may not have their own bylaBglaws that are writtefor or refer to the National Board do
not granta Chapter Bard that sameauthority onthe chapter level.

Any member may ask theational Board or th€hapter Board to investigate alleged violations and/or
misconducbf one of itsmembes for disciplinary actionHowever, removal oboard membertor
cause ofor aviolation of the Code of Eth&cmust be handled in a different manner.

The National Board or al@pterBoard may not removelaard membersinceboard members are
eitherelected by the membership or appointed lay tbard acting on behalf of thenembershipThe
National Board or &hapter Board magot ask for a board member's resignatibntmay accept a
resignation given by a board membEne only exceptiomo this is for theemoval of éboard member
for aCode of Ethicwiolation, misconduct oa dereliction of duty in officeor if themembelin
guestion hacommitted a crime.

TheNational Board oChapter Board will follow the specific procedures on how to convene a
Disciplinary Committee to conduct an investigatidrhis committee will not be comprised of any
currentboard membersThe impartial committee will review the facts from both parties and
recommend a course of action to Mational orChapter Board based on SGMP bylaws ted
National or Chaptergdicy manual.

The committee will be comprisedhere possiblegf eitherthreepast presidents andio past second
vice presidentsor two past presidents anlree @st second vice presidentis the case of an ethics
violation, SGMP bylaws provide @ode ofEthics and a series of possible disciplinary actions for
violations.The committee will review #code to determine if an ethics violation has been committed.

In the case of misconduct or dereliction of duty in office, the committee must detcoeyoad a
reasonable doulsindbased upon the facthat miscoduct or a dereliction of dutin the office has
occurred The conclusiorof the investigatiorand its reasoninghallbe provided in writing to the

member in questiowith a copy to SGMP headquartelrs the case ch memberallegedlycommiting
acrime, he committee may only rule after the alleged crime has been proven and a verdict given in a
court of law.

The National Board is the ultimate authority and reserves the right to rule on any matter involving
SGMP members.
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SUBJECT: SECTION: MEMBERSHIP
ETHICS & APPEALSCOMMI TTEE Policy No. M18

Date of Origin:  August 2010
Revised:
Reaffirmed:

PURPOSE
To document th@rocedure in which SGMRembers may appeal National Board decisians o
alleged violations of the Code Bthics.

POLICY

TheEthics& Appeals Committee hears and acts on decisions ddkienalBoard only when
theNationalBoard has reviewed and voted on actions to be taken against members in which
evidence shows viol at i onhlylawsforpolicyematdali et yés Co
established to govern the Society and its members.

When the decision of thgationalBoard has been handed down or made puatigmember

who receives a National Board Decision Letter has been hesdtihe right to requeah appeal

to review that decision. The appeal must be in writing (letter or email) and addressed to the
Executive Directo& CEO, who will then inform theNationalBoard and officially start the
appeals process.

There are five (5) members on the comeatvhichis chaired by the Nation&lirstVice
President. The ¢ o mNationalBeadiiagisonortchee cahpapiera liisn gt hnee n
chapter. Th@therthree committee members are appointed by the Nattors&iVice President.
Atleastoneofte t hree members shoul d be ,butoalyif t he app
they can be determingd beunbiased and not associated with the appealing member other than
chapter affiliation. No more than two members of\lta¢ionalBoard can serve on the

committee.

SGMPHeadquarte@executive staff acts as a conduit of evidenee mformation for both
parties, butloes not serve on tlmemmittes in any cases involving SGMRationa) violations.
The Executive Directo& CEO and Deputy Director may be ppinted to serve on the
committee in hearingsegardingchapter to member issuesmember to member issuesny
headquarters stafiember maye called upon by theommitiee to act as a witness or be
guestioned in regard to issues with the appeal.

Whenthe membereceivest he Nat i onal Boardodés Decision Lett
violation(s) that theNationalBoard reviewed and quote tB&MPgoverning docume(d)

identifying the violations. An option to appeal within 21 days must be offered to thbenain

the time of notification.
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SUBJECT: SECTION: MEMBERSHIP
ETHICS & APPEALS COMMITTEE Policy No. M 18 (continued)
Date of Origin:  August 2010

Revised:

Reaffirmed:

An appeal isrota new hearing that providesacond chance to argue the case.cbmemittee
will reverse or modify a ruling of theational Board only if the individual can prove one of the
following:
1 The ruling by the National Board was clearly contrary to the evidence
1 The member did not actuallydak or violateth& c i et yds edrfoliccs, byl aw
Manualthat govern th&ociety and its members
1 There was a procedural error that caused the National Board to find a violation of the
Soci et yobsdogumentsr ni ng

The penalty may be deemed as ego@sand can be reversed or modifidchearingwith
additional information not available at the t
modification of that decision based on a fair and equitable reason that it is in the best interest of

the Socigy and its members

The appeal may be done through a conference call with all parties or in written fqrensém
hearings only occur whethe canmittee petitions the National Treasurer for a ruling on cost
effectiveness and any bearing it would havemviding a more fair appeals hearing.

Once thecommitee has been formethe entire process must takege (including the final

decision by majority vote of the committee) witld@ days Thedecision reached kthe
committee is final.

119



NATIONAL BOARD

120



SUBJECT: SECTION: NATIONAL
SITE SELECTION FOR NATIONAL BOARD BOARD
MEETINGS Policy No: NB1
Date of Origin:  July 1992
Revised: September 1999; April 2008ctober 2009 March 2010
Reaffirmed:

PURPOSE

This policy covers therocess by which sites for SGNNational Boardneetings willbe
selected.

POLICY

Thelocations of théNational Boardneetings will bedecidedby costanalysis donéy the
ExecutiveDirector/Deputy Director. The National Board, bdsipon recommendations by the
ExecutiveDirector/Deputy Director, will make final decisions.

TheNationalBoard will provide the kecutive DirectaiDeputy Directowith city location
optionsandth&x ec ut i ve Di r e c & mecommeadation Wbe liased endhe o r 6
following criteria in order of importance:
1. Chapter in the area where tNational Board can have a presencejin need of a
visit, or is achapter in formation
Cost/price analysis for per diem, airfare, incentives, val&B, per diems
Chapter support
National SGMP marketing potential
Future SGMP conference or meeting sites
CVB invitation

S

All boardmeetinglocations will bedeterminedy proposals from at least three SGiember
properties, unless otherwiagreed in advance by théational Board. All proposals wibhe
distributedthrough SGMP Headquarters.

Once thecity has been selectesklection of theroperty will bebasedon thetotal costper
attendee thancludes the sleepingoms, food and beveragaxes, gratuities, artcansportation
to andfrom theairport. Theproposal from théotel does not have includemeals, unless they
areestablisheds sit down lunches, dinneetc.

The SGMPExecutiveDirector/Deputy Director shall notify all progess submittingoroposals
of thefinal decision.

Siteselection for thgoint leadership meetingagill be determinedy cost analysis dorgy the

ExecutiveDirector/Deputy Director. Basesh therecommendation of the Executiizarector/
Deputy Directorthefinal decision will bemade by théational Board.
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SUBJECT:
LIABILITY INSURANCE COVERAGE

SECTION: NATIONAL
BOARD
Policy No: NB2

Date of Origin:  September 1987

Revised: September 1991; April 2008ctober 2009

Reaffirmed:

PURPOSE

This policy covers thpurchasef liability insurance coverager SGMP and it$National Board

POLICY

TheNationalBoardwill assurethat SGMPHeadquarters procuresurance ta@overmultimedia
for SGMPHeadquarters antie Nationd EducationConference.

Liability insurancecoveragdor SGMPandthe National Boardwill also beprovided.
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SUBJECT: SECTION: NATIONAL
NATIONAL BOARD TRAVEL BOARD
Policy No: NB3

Date of Origin:  Jun 1993

Revised: Sep 2002; Jan 2003; Apr 20Q8ep 2008 Jan 2009; Oct 2009; Nov
2010
Reaffirmed:
PURPOSE

Thefollowing policy for authorizeafficial SGMP business establishes uniform standimds
reimbursableosts.

POLICY
Transportation

Air & Rail : All travel by air or by rail shall bdoneatthelowest availabldare for norstop

or direct routes between ther a v e | e r Oty andthebgsinasa sité. Reggervations

will always bemade through thefficial SGMPtravel agenbr SGMP Headquarter#f the

cost of the airfare/rail fare excee®80Q the travel agent must receive prior approval from
SGMP National Headquarters. Otherwise, the traveler will need to choose a route that falls
within the $600maximum. All tickets will be coaclklass tickets.If a NationalBoard

member wishes to upgrade, it will be at his/her own expense.

Travel related costs, not to exceed $600, include airfare, baggage dlo@rgesvo bags per
person) change fee. **It ishe policy that SGMP will only pay penalties if a change of flight
is caused by SGMP, business related, or there is a personal emergency for the traveler.
AEmer genci es o0 afamdy ilpessordeath.dflsuch emérgercy aceurs, the
travelershall submiappropriate documentatiaa SGMP headquarters

A change for notf6GMP business purpose is not considered a personal emergency and,
therefore, would result in the cost of the airline ticket and change fee being paid by the
individual travele.

Privately Owned Vehicle: All travel by privateautomobilewill be reimbursedat

theprevailing US. General Services Administratig®SA) ratefound atwww.gsa.gov

(notto exceedhelowest availablairfarefor thesamedestination)Transportation to/from a
NationalBoar d member 6s home or work to/from ai
prevailing US. GSA rate.

123

r

P


http://www.gsa.gov/

SUBJECT: SECTION: NATIONAL
NATIONAL BOARD TRAVEL BOARD

Policy No:  NB3 (continued
Date of Origin:  Jun 1993
Revised: Sep 2002; Jan 2003; Apr 20@ep 2008 Jan 2009; Oct 2009; Nov

2010
Reaffirmed:

Rental Vehicle TheNationalTreasurefor the National Presidenn the Natimal

Tr eas ur e rniagauthdrize eental eehicleif suchneedexists dueo thelack of
otheravailabletransportation. Such vehicle sholle the least expensive sitat satisfies
the purposeof thetravel. The National Treasurer may not autlzera rental vehicle for their
own use without obtaining approval from the National President.

Parking: Parkingfees will bereimbursedn full.

Airport/Hotel Transfers for Airport/hotel or Business Site Transfers: Individualtravelers
areencouragedo useairportshuttleor limousineservice.

Taxis: Local travel by taxi is authoriz€dr all business purposess well as for
transportation fronmotel to diningestablishments.

Subsistence

NationalBoard members will be reimbursed for actual ancessary expenses incurred in
the performance of their duties. These expenses include meals, mbeggage charges,

airporttransportation, transfers, airport parking, internet accesgranaities.

Travelers on official SGMBusiness will beeimburse for expenses incurrdd entertaining
aperson(s) in theapacity of official business, providéshtadvance approval is grantbg
President., I n t
Without advanceapproval, suclhequests may be honored if justifiadd included in the

SGMP annual budge& copy of the expense report shall be presented to SGMP

theNationalTreasuref or t he

Headquarters prior to payment.

Nati onal

Lodgingwill be reimbursedat theactual ratdor astandardoom. Whenevepossible,
travdersareto useSGMPmembermroperties andequest théowestavailablerate.

Claims for Reimbursemert

National Board membeiSGMPHeadquarters staff may apply for reimbursement for
reasonable meal expenditures up to $110 per day, including tax awtheip on official

SGMP business. (Guidelines: $15 for breakfast; $25 for lunch; $dinfioe).
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SUBJECT: SECTION: NATIONAL
NATIONAL BOARD TRAVEL BOARD
Policy No:  NB-3 (continued)

Date of Origin:  Jun 1993

Revised: Sep002;Jan 2003; Apr 2008; Sep 2008Jan 2009; Oct 2009; Nov
2010

Reaffirmed:

Upon completion of travel, theGMP ExpenseReport, accompanidaly receipts for all
transportation, meals amtherexpenses, must be sulttedby 30 days from dates of travel.

Other Reimbursable Travel Expensesin addition to lodging, meals and transportation, the
following actual expenses incurred as a necessary part of approvedregviet reimbursed
(receipts are required in most adlses)

1. Reasonable tips paid by thationalBoard member for valets, housekeeping and
ground transportation. Tips paid in conjunction with meals are included in the meal
allowance and cannot be claimed separately.

2. Commercial transportation expenses gaidheboard member. Receipts are required
for each individual ride in a commercial vehicle.

3. Parking fees paid by tH@ard member; receipts are required

4. Internet, telephone, fax and other similar charges paid by the traveler; receipts
required.

5. The actuhcost of one personal telephone call per day, not to exceed $5 per day.

ExceptionsAn SGMPtraveleron official business may request exception tany ofthe
abovepolicies, basedpon extenuatingircumstances. Such exceptions musinberiting to
the National Treasureqr the National President in the absence of the National Treasurer,
who shall havesoleauthority tograntsaidexception. It shall béheresponsibility ofthe
National Treasureior the National President in the absence of the Natibreasurerto
assurehat thisexception icommunicatedo the SGMPHeadquarters.

Currentboardmembers seekinglection argrohibitedfrom usingSGMPfunds totravel to
chapters durinGMP (rationa) elections, unless they are on {aqgproved attorized

business travel prior to completion of the nomination form deadline. Requests received for
travel after the nomination form deadline must have approval of the NaNonahations&
Electiors CommitteeChair.
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SUBJECT: SECTION: NATIONAL
NATIONAL BOARD TRAVEL BOARD
Policy No:  NB3 (continued)

Date of Origin: Jun 1993

Revised: Sep 2002; Jan 2003; Apr 2008; Sep 201 2009; Oct 2009; Nov
2010

Reaffirmed:

Travel to National Education Conference

Lodging accommodations for National Board members will be covered only for actual time
spent during thé&ationalEducationConference. Board members are expected/required to
arriveon Wednesdayf feasible In theeventthe board membas presenting at or echairing

a precon session, travel expenses are authorized for early alfi@dloard member wishes to
come in early (i.e., preon) and/or stay after (i.ezacation), the costs incurred will be at

his/her own expense. Due taadion of the conferenceandthear d me mber 6s pl ac

residence, if travel warrants him/her to arrive on Tues8&MP (rationa) will cover the cost.

Due to the location of the conference andibea r d me mber 6 s pl ace of r
warrantshim/her to arrive earlier, a request by board member must be in writing to the

National PresiderdndNationalTreasurer explaining reason for early arrival. Dhard

member must receive written prior approval from the Natidnehsurer before travel

arrangements are madene National Treasurer may not authorize their enamel without

obtaining approval from the National Presideéit.travel arrangements must be clarified

prior to booking travel fothe National Education @nference.

SGMP headgarterswi | |  submit a A ReNqtoral8dardmembersTanda v el 0
handle all travel arrangements to thational Education Conferen¢ee., lodging
accommodations, airfare).

Exceptions
Any SGMP representative on travel for official businesy neguest an exception to any of

the items within NB3, based on extenuating circumstan&@sch exceptions must be
requested in writing to the National Treasyarthe National President, in the National

Treasurer 6s absence)tytogrdanbsuch énaxceptioh. & shall bestbel e a u

responsibility of theNational Treasurefor the National President, in the National

Treasurer6s absence) to assure that this exc
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SUBJECT: SECTION: NATIONAL
NATIONAL BOARD MEMB ER TRAVEL TO BOARD
SPEAK AT CHAPTERS Policy No: NB4
Date of Origin: Jan 2001
Revised: Ap2008; Sep 2008Jan 2009 Oct 2009 Nov 2010
Reaffirmed:

PURPOSE

Every effort will bemadeto allow each chapteanopportunity for visits from SGMRational
BoardmembersThis policy relates tthefinancingof National Boardnembers asket
speakto chapters.

POLICY
Chapters may request visits by National Baagimbers in addition to scheduled Boaraison
Visits.

National Board members are not authorized to use SGMP (national) funds for travel to visit
chapters to speak at or present a program. The chapter requesting the National Board member
will be responsible for all funding of such a trip.

TheChapterPr e si dent must complete the AChapter Reqg!
Of fice Visito f oWsbsielamsubriteadthe dation8l BrigBRIénsin
advancdo request a board member to visit a chapter

Chapters may send a rexpt for partial funding to the National Treasurer explaining the
extenuating circumstancés the request for partial funding from SGMP (national). The
National Treasurer will consult with the Executive Director & CEO and the National President
and respod in writing to the chapter within 14 days of the request with an explanation of
SGMP6s deci si on.

All national SGMP representatives must complete and submit drgostport and submit it to
the National Board within two weeks of the conclusion ofvilsé.

Current National Boarchembers seekinglection arerohibitedfrom usingSGMPfunds to
travelto chapters durinGMP (rationa) elections, unless they are on jaqgproved authorized
business travel prior to completion of the nomination foeadiine. Requests received for
travel after the nomination form deadline must have approval of the NaNon@hations&
Elections Committe€hair.
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SUBJECT: SECTION: NATIONAL
INTERNATIONAL TRAVEL BOARD
Policy No: NB5

Date of Origin: March 2005

Revised: October 2009
Reaffirmed: April 2008
PURPOSE

This policy covers therocess for thapproval of international travel ByationalBoard
members or appointgubsitions that servat thepleasureof the National Board.

POLICY

SGMP (nationalvill cover travel expenses for thogého travelin their official capacity aa
National Boardnemberor appointediaison. In theevent thatnternational travel is possibility,
thefollowing process will apply:

§ Written notificaion of andjustification for theinternational travel, addresstd
theNational President not less than three months prior trdkiel date.

8§ Written approval by thélational Board.

International travel must beterminedo bein thebest interesbf SGMPandits members.
Potential travelers shoutbnsiderthelocation, length andbjectiveof thetravel.
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SUBJECT: SECTION: NATIONAL
SGMP FUNDS FOR NONBOARD TRAVEL BOARD
Policy No: NB6

Date of Origin: January 1996
Revised: September 1999; April 2008ctober 2009
Reaffirmed:

PURPOE

Undercertain circumstances, SGMiembers may biavited to attendmeetings othe
NationalBoard. This policy covertheapprovals necessary for thaymen of travel expenses
for nonboardmembers.

POLICY

Payment of travel expensesNational Boardneetings or any National Boasgponsored
function for anyperson othethan current National Board members &@MPHeadquarters
staff must haverior approal of theNational Board.
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SUBJECT: SECTION: NATIONAL
CHAPTER IMMEDIATE PAST PRESIDENTS BOARD
ELECTED TO THE NATIONAL BOARD Policy No: NB7
Date of Origin:  April 2008
Revised: October 2009
Reaffirmed:

PURPOSE

This policy was created to clarify the positiongGblapterlmmediatePastPresidents elected to
the National Board.

POLICY

Chapteimmediate Past Presidents, who run and are elected to serve on the National Board, may
only serve on onboard ofdirectors. Itis in the best interest of both the chapteiS4BiIP

(national)to have a clear separation and, thus, to avoid a conflict of interest.
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SUBJECT:
NATIONAL BOARD EXECUTIVE SESSIONS

SECTION: NATIONAL
BOARD
Policy No: NB-8

Date of Origin:  Apr 2008
Revised: Sep 2008 Oct 2009 Nov 2010
Reaffirmed:

PURPOSE

The purpose of the Executive Session is to allow frank discussion among the National Board
members of sensitive or confideadtissues affecting SGMP. It is NOT a means to avoid public
discussion of controversial issues, or hiding conflicts among members.

POLICY
The rules for the Executive Session are as follows:
8 Any member of the National Board may call for an Executive Sessio
No board member may be excluded
The only issues that may be discussed are those for which the session was called for
The board may invite guests (i.e., executive director, past presidents)
There shall be no minutes from the proceedingexacutive sessnsand tere shall be
no recording of the executives sessions

8§ Discussion addressing topics(s) within the executive session with afyaawd member
outside of the meeting is strictly forbidden

§
§
§
§

An executive session is a session where no records ofrikersation are kept (except results)

and where only those participants having official reasons to be involved are allowed to be in the
conversationlmmediately &er the executive sessi@mds motion(s) may be made based on

that discussion.

A policy to go into Executive Session igjaestion of privilege, and is therefore, adopted by a
majority vote.

Upon verifying that the Executive Session contains only the correct participants, the National
President should begin the executive session, reminditigipants about their obligations to
not discuss any portions of the session outside of the meeting.

A board member can be punished under disciplinary procedure if he/she violates the secrecy of
an executive session.
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SUBJECT:
NATIONAL BOARD EXECUTIVE S ESSIONS

SECTION: NATIONAL
BOARD
Policy No: NB-8 (continued)

Date of Origin: Apr 2008
Revised: Sep 2008ct 2009 Nov 2010
Reaffirmed:

Minutes should only reflect the following: approved motion to go tihéosession, approved
motion to come out of the session, and any approved motion(s) subsequently made after the

session.

The National President will then conduct the National Board meeting through the issues that are

to be done in Executive Session.

Upon completion of the Executive Session, the National President should remind participants of

their obligations to maintain confidentiality.

The National President or designee will then invite the other participants back or recess the

othersfor break.

When all the participants are back, the National Presidenashlfor any motion(p be made

based on that discussion.

Proceedings in an Executive Sessioncargfidential
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SUBJECT: SECTION: NATIONAL
ISSUANCE OF CREDIT CARDS BOARD
Policy No: NB9

Date of Origin:  April 2008
Revised: May 2009, June 2009
Reaffirmed:

PURPOSE
This policy establishes who is authorized to use an official SGMP credit card.

POLICY
The only individuals auttrized to use the SGMP credit card are:
1 National Board
1 SGMP Executive Director
1 SGMP Deputy Director
1 Member representative on the CIC Board until his/her term has expired

SGMPheadquarters will administer the credit card application and approval proddsshéV
exception of the Executive Director, the National Treasurer and National President, the credit
cards will have credit limits and should only tsed for official SGMPNational Board travel
expenses

SGMP Headquarters and National Treasurerneulew the credit card billingn a monthly
basis

All individuals will return their credit cards to SGMP Headquarters once their term of office has
expired. Headquarters will ensure credit cards are cancelled the last day of term of office.

The Execute Director and Deputy Director will return their credit cards to SGMP Headquarters

Office once they leave the8GMPemploymentSGMPHeadquarters will ensure credit cards
are cancelled immediately upon departure.
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SUBJECT:
TERMS OF OFFICE FOR NATIONAL BOARD

SECTION: NATIONAL
BOARD
Policy No: NB10

Date of Origin:  April 2008
Revised: October 2009
Reaffirmed:

PURPOSE

This policy covers théerms of offices for National Boardembers.

POLICY

The cycle for theerns of office for allNational Boardnembers shall coincide with tely 1
to June30 period (the SGMP fiscal year), and shall be-year terms

No National Boardnembemay run for morehan his/heallowableterm.
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SUBJECT: SECTION: NATIONAL
EXECUTIVE DIRECTOR CONTRACT BOARD
Policy No: NB11

Date of Origin:  April 2008
Revised: October 2009
Reaffirmed:

PURPOSE
This policy covers contracts made between the National Boar8@wé Executive Director.

POLICY
The contract for th&€ GMPExecutive Director shall be approved by a majority vote of the
National Board. Once approved, the National President will sign the contract.

The aanual performance review will be conducted by thédwal President and First Vice
President with the Executive Director

National Board members will review findtaftoftheEx e c ut i ve Di pedocntamce 6 S an
reviewno later than 30 days prior to meeting with the&utive Director

Executive Diector will have the opportunity to provide a safisessment of Hiser
performance

Each final annual performance reviewd documentwill be filed according to this policy.
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SUBJECT: SECTION: NOMINATIONS &
NOMINATIONS & ELECTIONS ELECTIONS
COMMITTEE Policy No: NE1

Date of Origin:  Jul 1989
Revised: Feb 1992; Apr 2008ct 2009 Nov 2010
Reaffirmed:

PURPOSE
This policy covers therocedures followebly the(national)Nominations& Elections
Committeewith regard toSSGMP (rationa) dections.

POLICY

The (national)Nominations& Elections Committee is empowertmsolicit candidates, establish
criteriafor evaluatingcandidates, accept, intervieeyaluateandreject candidatef (national)
office. Candidateriteriaandjob descriptions ofnationa) board memberwill be sent to
interesteccandidates.

The (national)Nominations& Elections Committee is authorizéa providethe names of all
potentialcandidates, upon requdéstm a candidate, aftepproval by thé\ational Board.

TheNominations& ElectionsCommitteewill ensureall election policies artollowed.

The Nominationg Elections Committee will verify professional certificatidmesforea
candi dat wilbbs placealan theballot.

Thelist of official candidates for the incoming National Board will netamnounced until that
list of candidatess ratified by the current National Board and all nominees are notified.

All nominees for SGMP (national) office wibe notified as soon as possiby telephonend/or
in writing by the (national) Nominations & Elections Committee as soon as the official list of
candidates has been approvAl official candidates will be notified ASAP by telephaarad/or

in writing as soon as the electioesults have been confirmed.

SGMPheadquarters will arrangeith afirm, independent of SGMP, to handlee

implementation of the electigimcluding the distribution andountingof ballots) in
SGMP(national) elections.
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SUBJECT: SECTION: NOMINATIONS &
CAMPAIGNING FOR NATIONAL / ELECTIONS
CHAPTER BOARD Policy No: NE2

Date of Origin:  Jul 1989

Revised: Feb 1992; Mar 2003; Apr 2008an 2009 Oct 2009; Nov 2010
Reaffirmed:

PURPOSE

This policy cwvers therules pertainingo campaignindor chapterand/or national office.

POLICY

(National) candidates may discuss in verbal or written communications among the membership
thatthey are interested in seeking a National Baat. However, candidatemy neither

distribute campaign material nor officially campaign to other chapters in monthly meetings or
other official SGMP gatherings until the (national) Nominations & Elect@mmmittee has

officially notified them thathey will be on the ballot anithat the campaign period is open.

(National and chapter) candidates may not spegjatively aboudthercandidates. The
emphasis shouldeon the qualifications anghat theindividual candidatevill bring to the
organization.

(National) candidate prootional materials may baistributedto any Chapter President for
distribution at chapter meetings following the National Board approval of the official list of
candidates and until the end of the voting penoan election year. The actual dates toritiate
(national) candidate information wil/ be out|
Guidelineso that are provided to the (nationa
approved. As a matter of this policy, the dates outlined intheinaenal ) ACampai gn M
Guidelineo will be accepted as part of the of
8 Each (national) candidaige responsibléor assuringheinformation is delivered
to meet the specifineeds of each chaptereeting
8§  ChapterPresidents areesponsibldor makingsure that all (national) campaign
materials sent tthe chapteraremade available to the chapter membership

(National) @ampaign materials may albe mailed to individuals during this same time period if
the candidatehooses talo so.

(National) @andidates are not allowed to participate in or produce campaign video presentations
in theSGMPnominations and elections process. Members are prohibited from making or
producing these presentations on behalf @faional)candidate.

Planners may not solicit any funds from any mennbéneir professional capacitg assist in
thecost of(national and chaptecampaign materials.
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SUBJECT: SECTION: NOMINATIONS &
CAMPAIGNING FOR NATIONAL / ELECTIONS
CHAPTER BOARD Policy No.  NE-2 (continued)
Date of Origin:  Jul 1989

Revised: Feb 1992; Mar 2003; Apr 2008; Jan 20@9¢t 2009; Nov 2010
Reaffirmed:

(National and chapterpadidates arencouragedotto spendagreatdeal of money for
campaign pyoses.

(National) @ndidates arto notify the(national)Nominations& ElectionsCommittee bair of

any plannedhaptewisit, specifically for the purpose of campaigning, priotttevisit. The
(national)Nominations& ElectionsChair will contact theassignednational)committee

member, who will notify th&€€hapterPresident othevisit. In addition, th&national)

Nominations& Elections committee member will notify other candidates seeking election to the
same position that this candidate will bsiting a chapter.

(National and chapter) candidates caralign with othercandidates téorm aslate of candidates
who have agreed to run together.

ChapterPresidents arprohibitedfrom endorsingany onecandidate or candidates owehers in
anactive way, which includes campaignirigr them at a chapte&vent

ChapterPresidents will display aljnational)campaign material providdayy candidateor
chapter meetirgheldduringthe election timeframe.

Current National Boarchembers seekinglecion areprohibitedfrom usingSGMPfunds to

travelto chapters durinGMP (rationa) electiors, unless they are on papproved authorized
business travel prior to completion of the nomination form deadline. Requests received for travel
after the nominatin form deadline must have approval of thational)Nominations&

Electiors CommitteeChair.

Chaptertreasuries may not disburary funds to suppos particular(national)candidate other
than to provide travel support for a ggeanged training fuion.

Each official candidate running for a National Board position may receive a free voting member
mailing list from SGMP Headquarters.

Candidates must adhere to statathpaign policies and maintain dignity and decorum. SGMP
must not be placed in grsituation that would reflect poorly on its reputation in the hospitality
industry.

Unprofessional and/or unethical conduct may be refea&GMP for review of a Code of
Ethics violationand such conduct may be cause for disqualification ooftlueal ballot.
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SUBJECT: SECTION: NOMINATIONS
QUALIFICATIONS FOR NATIONAL BOARD & ELECTIONS

Policy No: NE3

Date of Origin: Jan 2003
Revised: Mar 2003; Apr 20080ct 2009 Feb 2010 Apr 2011
Reaffirmed:

PURPOSE
This policy covers theminimum qualifications to beligible to serveon theNational Board.

POLICY
In order to begualifiedto serve on the National Boa@membemust (per national bylaws):

1.

have served as a member of a chapter and attended scheduled raeetioidger chapter
events and activities; and

have served as a member or chair of a chapter committee and, in that capacity, met
deadlines, provided committee | eadership,
objectives that benefited the chapter a@M$; and

have served at least one year on a chapter board (exceptiamstidate for national
presidenor national treasurer must have served two full years as chapter president
chapter treasurer, respectively); and

be an SGMP member in goodrstitng for three continuous yeaasd ben the

appropriate membership categdoy the office they seek at the time of their nomination,

at the time of the announcement of approved candidates, at the time the voting opens, and
at the time (if applicable)fdheir installation and

bein full compliance with all eligibility requirements, including beicgrently

employed in the government meetings industry and nogletween professional

positionsat the time of their nomination, at the time of the@mcement of approved
candidates, at the time the voting opens, and at the time (if applicable) of their installation
[period(s) of unemployment or of being between professional positions are allowable in
between these specific points in the nominatiorede&tions timeline]and

not béd upon the end of that full term of offi@eserving more than four years in that
National Board position; and

not béd upon the end of that full term in offideserving more than eight years total in
elected National Boarplositions.

All candidates seeking election to the National Board will be vetted as being qualified for
membership in their particular category at the time of their candidacy. Candidates may not be
betweerprofessionapositions and must meet the critefioa their respective category at the time
of submitting election materials afghould they be electedj installation.
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SUBJECT: SECTION: NOMINATIONS
FORMAL WRITTEN COMPLAINT & ELECTIONS
PROCESS FOR NATIONAL/CHAPTER Policy No: NE4

ELECTIONS

Date of Origin: Oct 2009 Nov 2010
Revised:
Reaffirmed:

PURPOSE

This policy covers the formal written complaint processidronal and/ochapter elections
whenreceived from a member in good standithgs written for natioml elections and the

national Nominations & Elections Committee. However, when an official complaint is made of
alleged misconduct or violation in a chapter election, the chapter and its (chapter) Nominations
& Elections Committee should also follow thess in this policy.

POLICY
All (national)candidates must follow th@ationa) Elections Policy and the Campaign Materials
Guideline that are established for e@chtional)election.

The following steps will be taken when a written formal complaa® been filed due to
inappropriate behavior and/or not following the directions as specified either(imathna)
Elections Policy and/or th@ational)Campaign Materials Guideline

The written formal complaint will be sent to th@ationa) Nomindions& ElectionsCommittee
chair, who will provide it to thénationa) Nominations& Electiors Committee for review. If it
is deemed that an inappropriate actoay haveoccurred, the following will then take place:
1 Documentatiorwill be sent to referered candidate with a request for a response
1 Response from the referenced candiddgtebe reviewed by the committee
1 One of the following etionsto be takemwill be determined by the committee
0 No disqualificationof candidate
o Disqualificationof canddate

Once tlese steps have beeompleted, thénationa) Nominations& ElectionsCommittee bair
will contact thereferenceatandidate by written correspondence with the restite.(national)
Nominations & Elections Committee will also refer any altbgmlation of improper or
unprofessional conduct to the SGMP Ethics Officer.

In the event that a category of office requires another election to be held, a meydace will
be set and the election will be conducted. positionwill not be confirmeduntil theresult of
the new election has been concludgdt dl other elected positions not associated with the
disqualified candidateay be announced.

141




SUBJECT: SECTION: NOMINATION S
FORMAL WRITTEN COMPLAINT & ELECTIONS
PROCESS FOR NATIONAL/CHAPTER Policy No:  NE4 (continued
ELECTIONS

Date of Origin: Oct 2009 Nov 2010
Revised:
Reaffirmed:

CONSEQUENCES OFMISCONDUCT OR VIOLATION OF GUIDELINES

Disqualification

The(nationa) Nominations& Elections Committee wildisqualify any candidate who
knowingly participates in misconduct or commits a violation of(tetiona) nominations&
electionspolicies, glidelines oitimetable.Upon hisher confirmation aan official candidatethe
memberhas read and provided sgd confirmation thate/she understands all aspects of the
(nationa) ElectionsPolicy andor (national)Campaign Material Guideline antherefore,
understands that any misconduct or violation thereto will result in disqualification.

No Disqualification
The (nationa) Nominations& Elections Committee determines that thferencedatandidate has
not violated anynationa) Elections Policy and/ginational)Campaign Mateds Guideline.

Refer to Ethics Officer
The National Nomination& Elections Commtite will refer any alleged violation of improper
or unprofessional conduct to the SGMP Ethics Officer.

PROCESS FOR REVIEW AND RESOLUTION OF (NATIONAL ) NOMINATIONS &
ELECTIONS COMPLAINT

When an official complaint of alleged misconduct or violation of{tiaiona) Elections Policy

and/or Campaign Materials Guideline is received byteéona) Nominations& Electiors

CommitteeChair, thecommittee process is:

1. Committeechair confirms receipt in writing tthe submitter and provides a copy of the
compleedcomplaint form tacommittee members for review

2. Committeechair send a copy of theeompletedcomplaint form tahe candidate in question
and requestan immediateonfirmation of receipand a written response within five days

3. Committeechair sendsamplaint/response independenttyeach committee member.

4. Committeechair convenswith thecommitteeto discuss the complaint/resporssel toguide
the commiteeto a decision regarding the alleged misconduct or violation

5. Committee chair send®mmittee écision to thesubmitter the candidate and the executive
director.
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SUBJECT: SECTION: NOMINATIONS
FORMAL WRITTEN COMPLAINT & ELECTIONS
PROCESS FOR NATIONAL/CHAPTER Policy No:  NE4 (continued)
ELECTIONS

Date of Origin: Oct 2009 Nov 2010
Revised:
Reaffirmed:

PROCESS FOR REVIEW AND RESOLUTION OF A CHAPTER NOMINATIONS &
ELECTIONS COMPLAINT

When an official complaint of alleged misconduct or violatioma diapted Blominations&
Electionsprocesss receivedthe chapte andits Chapter Nomination& Elections Committee
should follow the steps as stated above. When unsure of direction, contact the National
Nominations& ElectionsCommitteeChair.
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SUBJECT: SECTION: NOMINATIONS &
ELECTION VOTE COUNT AND TIE- ELECTIONS
BREAKING PROCEDURES Policy No:  NE5

Date of Origin:  Apr 2011
Revised:
Reaffirmed:

PURPOSE
This policy covers specific procedures when counting votes in a national or chapter election.

POLICY

The pe-approved candidate in an election who receives the most votes for that position shall be
declared the winner, regardless of whether that member received a majority of the votes cast. In
the case of a writen candidate on a ballot (as opposed to aggeoved candidate), that

member must receive a majority of the votes cast in order to be declared the winner.

If there is a tie after the voting period closes, the candidates earning the tie will be placed into an
additional ruroff election (without theption of a writein candidate) to be conducted as soon as

is feasible. The candidate who receives the most votes in thaffrelection, regardless of

whether a majority of votes were received, shall be declared the winner.
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SUBJECT: SECTION: NATIONAL FINANCES
SGMP NATIONAL BUDGET Policy No:  NF1

Date of Origin: October 2009
Revised:
Reaffirmed:

PURPOSE
The national budget will direct the spending of furmibe properly allocated based on
anticipated incoming revenue and a measure guide to control expenses.

POLICY

The National Board and SGMP Headquarters must produce an annual Ginggetidget will be

based upon a 1&onth fiscal yearstarting July 1 andnding June 30 of the following year.

Priorto each fiscal year beginning Julythe National Treasurer anthe Executive Directowill
developthebudgetbased on trends, income and expense analysis, and forecasted projections.
Theannual budgetwilbpost ed in the fAMembers Onsewrd Sect i
business days after final approval by the National Board.

The national budgehust be approved byote of theNational Board The yearly due date for

submission isune 25The National Boarghould approve the budget at the July meeting and be
required to have the proposed budget approved no later than July 31
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SUBJECT: SECTION: NATIONAL FINANCES
VENDOR LISTS AND CHART OF ACCOUNTS | Policy No:  NF2

Date of Origin:  October 2009
Revised:
Reaffirmed:

PURPOSE
For the proper classification of accounts and vesidor

POLICY

The Executive Director may establish new accounts and contracts with vendors for the sole
purpose of executing SGMP buess. The business transactions are based on the approved
operating budget, prior authorization must be obtained from the National Treasurer or the
majority of the National Board if not approved in the national budget.

SGMP Headquarters is required togeean up t o date vendordés | i st
chart of accounts in accounting for SGMPG6s ex
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SUBJECT: SECTION: NATIONAL FINANCES

ACCOUNTING SOFTWARE Policy No:  NF3
Date of Origin:  October 2009
Revised:
Reaffirmed:
PURPOSE

To standardize accounting procedures.

POLICY

SGMP Headquarters will maintain all accounting transactions in Quick Books. The following
accounting reports are required to be kept in thelChooks format:

1. Assets
Assets are those iter88MPowns and which have value. Assets can include cash,
accounts receivable (amountsex tothe chapter by customers), inventofyrniture,
supplies, and equipmersuch as a laptop oecorder

2. Liabilities
Liabilities are amounts owed ISGMP to othersLiabilities include items payable,
accrued national fees, legal fees, tax fees, liendebts that are assessed to the chapter.

3. Expenses
Expense is the mone&yGMP paydor chargessuch as memg expenses, speakers,
NationalBoard travel, bank charges, or management fees.

4. Income
Income is the mone$GMPbrings in fromits defined revenel streams.
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SUBJECT: SECTION: NATIONAL FINANCES
FINANCIAL RULES Policy No:  NF4

Date of Origin:  October 2009
Revised:
Reaffirmed:

PURPOSE
To provide expected guidelines in the allocation and spendingtional funds that meet
Society guidelines and ethics practices.

POLICY
The National Board directs that SGMP Headquarters is required to use an agreed upon standard
Chart of Accounts their daily accounting practices.

1. The National Board and SGMP Headgqers staff must ensure that the national expenses
are separate from any personal expenses and that national funds are never included or
held with officerds or staffds personal fu

2. SGMP Headquarteis required to provide sufficient documentationdérfinancial
transactions.

3. The National Board is required poovide sufficient documentatiand receiptsor all
financial transactionthat are expensed to the national organization.

4. The National Board and SGMP Headquarters are prohibited fronmgpany members
or staff funds at any time for any reason. Loans may be approved under certain
circumstances to any of the chapters with prior approval from the National Board.

5. The National Board and SGMP Headquarters are prohibited from paying for annual
membership dues in full or in part with national funds.

6. The NationaBoard and SGMP Headquartensist ensure thatationalfundsareused for

authorized and legitimate expensetich remain consistentwitheSoci et yds mi ss
of adhering tohe IRS 80/20Rule.
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SUBJECT:
BANKING

SECTION: NATIONAL FINANCES
Policy No:  NF5

Date of Origin:  October 2009
Revised:
Reaffirmed:

PURPOSE

To establish requirements and guidelines for the housing of national fushgscaedures for

banking transactions.

POLICY

The National Board directs the Executive Dire¢tomaintainnationalfunds in a local bank

insured by thé-ederal Deposit Insurance Corporation.

The National Board directs the Executive Diredtomaintan a local bank operating account

thatis in the name of the Society of Government Meeting Professionals. The business address on

file with the bank must be the official address of SGMP Headquarters.

AccesstS GMP &6 s f i nan c iwdl be restddedotautimatiatiohalTredsarerNational
President, Executive Director, and Deputy Director; all are requiredda bee bank signature

cad. The bank signature card must be updated within 7 business days after notification for any

reason that will resulh a change to the existing bank signature card.

AccesstSE GMP 6 s f i nanci willbeestrctedutonthdlatiomald reasudes

NationalPr esi dent |, Executi ve

Director, Deputy

records may be viewed/lany board member upon request.

The National Board directs the Executive Director to receive prior approval from the National
Treasurer in the event that funds need to be allocated outside of the parameters of the approved
annual budget. The Nationat€asurer may approve funds to be allocated up to $5,000 and is

required to communicate all approved funds to the National Board. The National Treasurer will

obtain approval from a majority of the National Board for any funds that need to be allocated

requring expenditure over $5,000.
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SUBJECT: SECTION: NATIONAL FINANCES
NATIONAL BANK SIGNATURE CARDS & Policy No:  NF6
INVESTMENT PROTFOLIOS

Date of Origin:  October 2009
Revised:
Reaffirmed:

PURPOSE
To provideguidelines for bank signature cards and investment portfolios.

POLICY
A copy of the signature card or certificates must be kept on file at SGMP Headquarters for each
financial institution and or investment portfolio.

The bank signature card must alwéyscurrent and up to date with the proper authorized
signatures. All bank signature card changes must be completed no latesvubAmusiness days

after any change has occurred with the National Board or SGMP Headquarters staff, so that the
most currenbanking information is on file. All electronic access codes must be changed or
deleted for departing account signature holders.
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SUBJECT: SECTION: NATIONAL FINANCES
BONDING Policy No:  NF7

Date of Origin:  Oct 2009
Revised: Apr 2011
Reaffirmed:

PURPOSE
To provide accepted industry standards for the protection of funds.

POLICY
The National BoardequiresSGMP headquarterso purchase and provid@ndinginsurance for
the National Tresurer, National President and all SGMé&adquarters staff.

The Executive Director will be responsible to ensure that all information is current and up to date
with the insurer and on file at SGMP Headquar
covera@.

TheNational Treasurer antllational Resident are the only twdationalBoard members who
have access toationalfunds and assets.

SGMP6s insurance prembersThe Natioa Rresidehandor Mational o n
Treasuremust notifySGMP leadquartersvithin five business days of an employment change
and then must rejoiBGMPwithin 90 daysIn this situationNationalPresidents anNational
Treasurersnust be immediately removed from SiGMPfinancial accountsbut will be added
backonto those accounts within 90 days upon the reinstatement of their SGMPBeamship.
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