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NATIONAIEDUCATIOKBONFERENGN E CYSUIDELINES

SECTION ANNUALCONFERENCE PoLiIcNo: AC1
DATE OORIGIN OCTOBER992
ReviseED SEPTEMBEROOZ2; IANUARY2003; APRIL2008; SEPTEMBEROOS; SEPTEMBEROQ9;
MARCH 012 FEBRUAR2019 OcTOBERO21
REAFFIRMELC

PURPOSE
This section coverall policies related to the SGMP National Education Conference.

POLICY

The National Education Conference is the responsibility of the SGMP national organization.
The SGMRational Presidenill provide the majority of gersight of theNational Education
Conference.

The National Board will be responsible for ensuring that the educational and finabatives
are met. This oversight will include, but not limited to:

- Establishing andpproving all conference registian and exhibit fees

- Establishing andpproving the conference budget

- Establishing andpproving overall schedule

- Establishing andpproving host city and host property

STESELECTION
For planning purposes, a nationwide bid process will be used ttsbk National Education
Conference sitevenue(s)

An SGMP site selection committee of two or more SGMP National Board Members appointed by
the SGMP National President shall be responsible for recommending the most competitive
options to the SGMP National Board. This committee shall be comprised o$abtesaplanner
member and one supplier membelhe SGMP NEC Site Selection Committee will be responsible
for recommending all future conference sites to the National Bodide National Board will vote

to confirm the location/venue(sBelected NEC hosf€VB&uthorities and hotel(s)) must

maintainan SGMP membership from selection through the end of the conference.

Future RFPs for the National Education Conference will be sent to SGMP member convention
bureaus/authorities SGMP membédrotel nationalsales representatives as well as SGMP contract
plannermembers. Furthermore, it shall be the responsibility of SGMP members to confirm their
participation in this bid process.

NOTIFICATIONS

If applicablethe prospective host chapter presideas well as the participating hoteational

sales representatives and convention bureaus/authoritidsbe notified in advance of scheduled
site inspections.
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NATIONAIEDUCATIOKDONFERENGNR E CYSUIDELINES

SFCTION ANNUALCONFERENCE PoLICNO:  AG1 (CONTINUED
DATE OIORIGIN OCTOBER992
ReviseED SEPTEMBEROO0Z2; IANUARY2003; APRIL2008; SEPTEMBEROOS; SEPTEMBEROQ9;
MARCH012 FEBRUAR2019 OcTOBER021
REAFFIRMELC

OVEREXPENDITURES
Expenditures exceeding five percent of the budgeted category amount fadatienal Education
Conference may ndie processed without prior National Boaagproval.

QHARITABLEIVING
SGMP will adopt a community service project as part of the National Education Conference. The
host city chapter will make its recommendation to the National Board for approval.

EXHIBITS
The SGMP Headquarters will be in charge of exhibits and registration for the National Education
Conferences.

The National Board will decide on any complimentary exhibit booth(s) to be provided based on
the recommendation of the Executive Director

Only SGMP members are permitted to exhibit at the tradeshow held at the National Education
Conference. Member properties may have their tradeshow space transferred, beteonbers
may not exhibit, even if the chain is a member. Natiasteain membership does not qualify all
hotels in that chain as members.

Only Government Planner, Contract Planner, Retiree, Educator/Student, and Supplier members
are allowed on the tradeshow floor (some restrictions may apply for BahibitingSuppliers3.

COMPLIMENTARRREGISTRATIONS
Complimentary registrations will be provided for the National Education Conference at the
discretion of the National Board.

USE OokOGO
The SGMP logo must be incorporated into all National Education Conéelegos.

OUTSIDEEVENTS
No other event(s) will be permitted to occur during or conflict with any official SGMP conference
function.
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ON-STAGHRECOGNITIONROHAPTERS
RECEIVINBIATIONAIAWARDS

SECTION ANNUALCONFERENCE PoLicWNo: AG2
DATE OORIGIN OCTOBER992
ReviISED SEPTEMBEROOZ2;APRI2Z008;0OcTOBERO09
REAFFIRMELC

PURPOSE
The National Education Conference schedule will permit on stage recognition for chapters

receiving awards.

POLICY

Chapter Presidents may designate no more than two individuals to accept awards at the
NationalEducation Conference. O#t@o minutes maximum will be allotted for the winners

G2 3AAGS Iy al OOSLIilyOSé¢ ALISSOK>E AF GKSe OK22a!
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TRAVEIHONORARIA FOMEMBERS TERAIN ATHE
NATIONAIEDUCATIOKLONFERENCE

SECTION ANNUALCONFERENCE PoLicWNo: AG3
DATE OORIGIN OCTOBE®R992
REVISED SEPTEMBER999; APRIL2008; SEPTEMBER008; OcTOBER009; NOVEMBER010;
JULY2018 FEBRUARR019
REAFFIRMELC

PURPOSE

SGMP recognizes the value of using its members to provide education at the NE&tioalion
Conference. SGMP also recognizes that it is not always possible for members to get full financial
support from their agencies to attend the conference. This policy covers the financial subsistence
provided for members speaking at the National Eation Conference.

POLICY

SGMP members presenting programs at the National Education Conference may apply for no
more than $200 TOTAL (total amount, not per session amount) honorarium to go toward
conference registration, airfare and/or lodging. Once bpénties (individual and Executive
S5ANBOG2NI 2NJ 5SLJddzie 5ANBOG2ND KIFI @S aArA3aySR (KS
considered final and not open to change.

This policy does not apply to Supplier or Contract Planner members whose primacgseovihe
government meetings market is educatioglated (training or speaking).
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NATIONAIEDUCATIOKLONFERENCE
CANCELLATIAROLICY

SECTION ANNUALCONFERENCE PoLicWNo:. AC4
DATE OORIGIN  JULY2017
RevisED OcTOBER(018
REAFFIRMELC

PURPOSE

SGMP recognizes that there are extraordinary and/or emergency circumstances for which
National Education Conference attendees and exhibitors would request cancellation of
registration and refund. This policy covers cancellations and refunds for the HBEdocation
Conference.

POLICY

ATTENDEREFUNDS ANGANCELLATIONS

If you cannot attend the Conference, you may transfer your registration to another attendee in
the same category or request a refund. All cancellations must be in writing.

Registration cacelled more than 90 days before the event will receive a full refund less a $30
handling fee. Registrations cancelled less than 90 days but more than 30 days before the event
will be refunded 50% of the registration fee. Registrations cancelled les3thdays before the
event will not be eligible for a refund unless it is in accordance with the Emergency Policy below.

No membership fee will be refunded.

SGMP is not responsible for problems beyond our control such as weather conditions, venue
conditions, prepaid parking, etc. No refunds will be given in these situations. The final decision on
refunds rests with SGMP National Board of Directors.

EXHIBITORREFUNDS ANGANCELLATIONS

Exhibit space may be cancelled up to 120 days before the e&Bmancellations must be in

writing. A full refund less a $250 handling fee will be made. No refund will be made if cancellation
is received less than 120 days before the event. In the event of cancellation by an exhibitor at any
time, SGMP shall have thight to rent the space to anyone else, without obligation to return the
amount already paid, and the right to retain such amount as liquidated damages.

BVERGENCKOLICY

Refunds may be granted if an attendee is unable to attend the conference dukamoily death,

illness, or other extraordinary circumstance. In such a circumstance, SGMP Headquarters must be
contacted by letter or email. Refunds will still be subject to the $30 handling fee and membership

fee will be retained. A request does not guaiee the refund will be approved. The final decision

2y NBFTdzyRa NBala ¢gAGK GKS {Dat blradAazylrf .2 NR
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COMMUNICATIONS OF THEARAWARD

SECTION ANNUALCONFERENCE PoLicWNo: AG5
DATE OORIGIN OCTOBERO17
ReviIseED MARCH018
REAFFIRMELC

PURPOSE

SGMP acknowledges that Communications is a key to the success of the Society. The purpose of
this policy is to address the criteria and scoring processes for the Communications of the Year
Award in recognition of chaptersutstanding achievements in communications.

POLICY
The National Board will assign a Board Liaison(s) to oversee the Awards processes. Chapter
submissions will be reviewed, judged and scored based on the following categories:

Website: Content, Productiomnd Design (SGMP National Polie}/8F
Formal Scheduled CommunicationSpntent, Production and Design

Extra Points can be earned in the following two categories:
Social MediaType, maintenance, frequency of use, sharing to National SGMP socialonddia
and sharing of National SGMP social media content on chapter social media.

Other: Submission of content t&overnment Connections Magaziiidhe SGMP Link
or other communicating tools utilized by the chapter.

Headquarters staff will research asdlect a panel of neomember judges, who are industry
experts in the communications/media field, and are not affiliated with SGMP, to evaluate all
formal website and social formal communications submitted for awards consideration.

Based upon judgingesults, Headquarters staff will prepare physical and digital award certificates
for first, second and third place, along with award checks based upon scoring placement for each
winning chapter.

To be in contention for a Communications Award, chapterstraulsmit a completed application
with required supporting documentation, by a date established by the National Board liaison in
conjunction. The Communications of the Year Award application form is to be located in the
Chapter Online Toolkit atww.sgmp.org/chapterboard

Attachments to this policy are the following documents:
1. Communications of the Year Application
2. Communications of the Year Scoring Sheet
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]l]ll'
SGMP

All chapters are encouraged to apply for the @anmications of the Year (COY) Award, which
recognizes the top communications efforts provided to chapter members in SGMP. This award is a
combination of your chapter website, formal scheduled communication and social media
communication efforts. It is nahandatory that you utilize social media or have social media sites;
however, they may count as bonus points in the COY evaluation process. All websites should be in
compliance with, and will be evaluated using the guidelines and criteria stated in P-AigpfC

the SGMP Policy Manual.

SECTIONL: CHAPTERNFORMATION

Chapter Name

Communications Chail

Phone: Email:
Website Chair:
Phone: Email:
Formal Schedule«
Communications Chail
Phone: Email:
Social Media Chail
Phone: Email:

Chapter Website URI

Chapter Facebook Pag

Chapter Twitter ID

Chapter Instagram IC

Chapter LinkedIn IC

Other Chapter Communication Tools Utilize
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SECTIOR: WEBSITEVALUATION

This is done for every chapter; no additiomdbrmation is required for this portion of the COY
evaluation. Judging of websites will be based on the criteria in Poll®y G/ebsite review will
begin March and continue until April 30.

SECTIONB: FORMALSCHEDULEGOMMUNICATIONBTRATEGBUMMARY(NEWSETTEREBLAS, MONTHLY
UPDATEETC)

Summarize the chapter's strategy and schedule for its formal scheduled communication. Identify
key contributors and describe your production process. Your answer should be no less than 100
words and no more than 200axds.

Overall formal scheduled communication Information

Did the chapter distribute a digital formal scheduled communication via email during this fiscal
year (July T June 30)? How many formal scheduled communications will the chapter distribute
duringthis fiscal year (July-June 30)? For each formal scheduled communication distributed so
far this fiscal year (use more space, if needed), note the month it was available to members:

1stformal scheduled communicatior 4th formalscheduled communication
2ndformal scheduled communication 5th formalscheduled communication
3rd formal scheduled communication 6th formalscheduled communication

Selection Process & Deadline

A chapter must distribute at least a quartefymal scheduled communication (at least one every
90 days) to be eligible to apply. Therefore, at least two formal scheduled communications from
the fiscal year (JulJune) must be submitted here to be considered.

In addition to this completed applican, attach either a scanned or digital copy of all of the
printed formal scheduled communications, or copy the direct link to all of the online formal
scheduled communications you have distributed to members this fiscal year.

S=aIoN4: SOCIAIMEDIAE/AWUATION- EXTRAPOINTS

How many social media outlets did your chapter utilize this fiscal year (Julynk 30)? Please list
each individual outlet used and how many followers are on each.

For example: Facebook: 220 followers; LinkedIn: 38 members

Are chapter events promoted via social media?

Do you promote members/sponsors via social media?

How manyformal scheduled communicatiomsll the chapter distribute via Social Media during
this fiscal year (July-LJune 30)?
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Did the chapteshare information from the National SGMP social media outlets through chapter
outlets (July  June 30)? Screen shots required.

SECTION: CONTENT PROVIDED FGRVERNMENCONNECTIONSIAGAZINET HESGMHALNK- EXTRAPOINTS
Did the chapter providenformation to the Government Connections Magazine? Copy of the page
in the magazine should be attached.

Did the chapter provide information to THE SGMP Link? Screen shot of The SGMP Link is required.

SCTIONS: OTHERCOMMUNICATIOMVENUESITILIZED

Pleag list all tools/sites used to communicate chapter activities and/or news to your membership
to include any documentation showing effectiveness. This can be judged by likes, shares,
comments, etc.

SGMP will provide completed applications to a panel of-m@mber judges, who are industry
experts in the communications/media field and are not affiliated with SGMP. Recognition will be
given to the top three chapters as determined by those judges. (This award is not based on
chapter size.)

Questions about th application and/or process should be directedhe assigned National Board

liaision.Application form must be submitteth membership@sgmp.org.

Email submission of this form and back up documentation is the only acceptable
transmission. Incomplete or late applications will not be accepted.
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Scoresheet

Communications of the Year

Chapter Newsletter and Website

CONTENT SCORE
NL Table of Contents included 01
Web Clean and clear quick links section/site map included 01
NL and Web Calendar of Events included 0-1
NL and Web Chapter board contact info included 01
NL and/or web |Member recognition article included 01
NL and/or web |Meeting planning article included 0-1
NL and Web SGMP logo/link included 01
NL and Web Chapter committees/activities included 01
NL and Web Masthead appropriate/professional 1to5
NL and Web Industry education focus appropriate/professional 1to5
NL and Web Recurring features/departments appropriate/professional 1to5
NL and Web Amount & type of advertising appropriate/professional 1to5
NL and Web Misspellings/typos appropriate/professional 1to5
NL and Web Grammar appropriate/professional 1to5
NL and Web Writing tone & style appropriate/professional 1to5
NL and Web OVERALL CONTENT READABILITY interesting & valuable 1to5
PRODUCTION SCORE
NL Distribution on at least a 90-day cycle expected this year completed 0-1
NL Created by member volunteer(s) completed 0-1
NL Distribution by email link or attachment completed 0-1
NL Digital version posted on website completed 0-1
NL Up to date information completed 1to5
web Updated monthly completed 1105
NL/web OVELRALL PRODUCTION STANDARDS consistent & professional 1to5
DESIGN SCORE
NL and Web Masthead clean/impressive 1to5
NL and Web Use of font(s) clean/impressive 1to5
NL and Web Use of graphics & photos clean/impressive 1to5
NL and Web Use of color clean/impressive 1te5s
NL and Web Use of white space clean/impressive 1to5
NL and Web Overall layoul appealing/professional 1105
NL and Web Overall design appealing/professional 1tes
NL and Web OVERALL IMPACT OF DESIGN 1lto5
STRATEGY SCORE
NL and Web OVERALL STRATEGY SUCCESS schedule/contributors/production 1to5
Educational and Informational content SCORE
NL and Web CGMP promeo piece(s) included 1to5
NL and Web SGMP evenl{s) promo piece(s) included 1t05
NL and Web Meetings industry article(s) included 1to5
NL and Web Professional development article(s) included 105
NL and Web Personal development article(s) included 1105
NL and Web Review of past program(s) included 1to5
NL and Web Preview of upcoming program(s) included 1to5
1to5S
Social Media weekly/biweekly/Monthly/Quarterly/Infrequently
C-Blast appropriate/professional l1to5
Constant Contact appropriate/professional 1to5
Facebook appropriate/professional 1to5
Twitter appropriate/professional 1to5
Linkedin appropriate/professional 1to5S
Instragram appropriate/professional 1to5
YouTube appropriate/professional 1to5
SnapChat appropriate/professional 1to5
Blog appropriate/professional 1to5
Extra Credit

Other Communication Vehicles Used

1 point per accessible media enter

total in field E70

Total
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CHAPTERPERATIONAWARDS

SECTION ANNUALCONFERENCE PoLIcNo:. AC6
DATE OIORIGIN OCTOBERO17
REVISED
REAFFIRMELC

PURPOSE
The purpose of this policy is to address the criteria and scoring processes for the Chapter
hLISNF GA2ya ! 61 NR Ay NBO23aAyAGA2Yy 2F OKILISNAQ

POLICY

TheNational Board will assign a Board Liaison(s) to oversee the Awards processes. Chapter
Operations awards do not require an application submission. Awards are presented to the chapter
with the highest points at the end of the timeframe specified. All chegpgge in contention for

the Chapter Operations Awards. Unless otherwise determined for a specific year, the applicable
chapter operations time frame will be JugyApril.

Each chapter is awarded one (1) point each month in the following categories:
Maintain Membership_evel

Have six (6) Educational Chapteretings

Submitting of MCRs by ddate

Submitting Financial Report by dii&te

Submitting Year End & Budget by diage

Supported PolicyC8 regardin§Vebsite

Published at minimum quarterly Fornatheduled CommunicatianPolicy A&
Submitting Application for Communications of the Year (COY) ApRoticy AS
SubmittingApplicationfor Programmingf the Year(POY Awardc PolicyAG7

= =4 4 -8 -8 -9 -5 _9_-°

Headquarters staff will prepare physical and digital awadiftccates for Excellence, Honors, and
Merit along with award checks based upon scoring placement for each winning chapter.

At a minimum, awards and their criteria should be evaluated by a National Board assigned Awards
Committee every two years for sificance and relevancy.
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CHAPTERPERATIONSCORESHEET

o Submit | Submit | Submit Publish at | Submit | Submit
Maintain Have 6 - - Support -
Member | Chapter RS | ATIRCEE] [P vieen Policy min App App Total
Chapter ontime | Reports | End & | Quarterly for for —
Level Mtgs - Gl18 re: Score
Ju_I-Apr for EY for Jul- | on Time | New FY Website Chapter (6{0)\4 POY | ——
Apr Jul-Apr Budget Newsletter | Award | Award
Arizona
Central Florida
Florida Capital

Georgia Peach

Greater Oregon

Golden State

Louisiana

Michigan

Missouri State Capital

National Capital

North Carolina

Northern Lights

Old Dominion

Pacific Northwest

Rocket City Alabama

Rocky Mountain

San Antonio Alamo

Texas Lone Star Capitg

Oklahoma
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PROGRAMMING OFEYEARAWARD

SECTION ANNUALCONFERENCE PoLIcWNo:. AG7
DATE OIORIGIN OCTOBERO17
RevISED JULY2019 DECeEMBERO19
REAFFIRMELC

PURPOSE
SGMP recognizes that chapter programming is an important part of membership education. This
policy covers the criteria and processes for scoring the Programming of the Year Award.

POLICY

The GIL Trustees aresponsible for establishing operational requirements, evaluation scoring
criteria, locating judges; and the time frame for the Programming of the Year Award. Unless
otherwise determined for a specific year, the applicable program time frame will be Al

REQUIREMENTS FBROGRAMMING OF TYEAR

Part 1
1 Submit education calendar by the Septembed#@dline.
1 Hold 6 or more education meetings in the fisgdr.
1 Submit requests for contact hour approval at least 30 days prieatd program.
1 Submitprogramevaluationswith monthlychaptereport.

Part 2
1 Submit details of three programs with ttiellowing information:
o Date ofprograms.
o0 Relevancy to Planners and Suppliers inS&MP Family.
o Detailed description of each prograntiuding:
A Opportunities for audience interaction and/questions.
A Three takeaways from each of theograms.
1 Identify the core competency addressed by each program held during the program
timeframe.
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PROGRAMMINGFTHE YEARAWARD

SECTION ANNUALCONFERENCE PoLiIcNO:  AG7 (CONTINUEP
DATE OIORIGIN OCTOBERO17
RevISED JULY2019
REAFFIRMELC

BV/ALUATIONBCORINCERITERIA

Part 1 (Rated irhouse by SGMP)

1 Submit education calendar by the Septemb@deadline. 6 points

1 Submit requests for contact hoapproval at least 30 days prior to each 6 points
program

1 Submit program evaluations withonthlyreport. 6 points

1 Hold 6 or more education meetings in thecalyear. 12 points

9 Utilize a variety of core competenciagprogramming: 10 Points

o 1-3 Competencies 5 points (possible)

0 4-6 Competencies 10 points
PART 1 TOT# 40 points

Part 2 (Rated by judges on the following pointgudges are noiSGMP members who are
industry-related educators)

1 Creativity(How unique is the topiclBit presentedin a creativéashion?) Up to 15 points
1 Were there opportunities for audience interaction and/or questions? Up to 10 points
! Relevance to government meeting industrfHow does this progran Up to 25points
address the complexities of planning within the governmemtetings
market?)
1 Presentation stylgDoes the format of the program enhance the learni Up to 10points
experienceof the attendee?)
PART 2 TOT# 60 points
TOTAL POINT 100points

Headquarters staff will prepare physical and digiaiard certificates for First, Second and Third
Place along with award checks based upon scoring placement for each winning chapter.

At a minimum, awards and their criteria should be evaluated by a National Board assigned
Awards Committee every two yeais fsignificance and relevancy.
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NATIONAIEDUCATIOKBIONFERENENECY,
RANCHR WILLIDEVELOPMENNATIONAISCHOLARSHIP

SECTION ANNUALCONFERENCE PoLiIcNo: AC8
DATE OORIGIN MARCH018
REVISED
REAFFIRMELC

PURPOSE
SGMP acknowledges thidte purpose of this policy is to address the criteria and scoring processes
for the NEC National Scholarship.

VN

GS 2F [SINyYyAy3aQa {OKz2fl NBKAL
| heyfeRidwWdAd, Rdipbdfand Sawedvbasicioh the/ & & A f

POLICY

¢KS DAfYSNI LyaidaduGadz
' NRAQ LINRPOSaaSaod
following categories:

1 The National Rance R. Willis Planner Development Scholarships for NEC are open to
government and contract planners and is based on the volume of megtiagsed.

1 A scholarship applicativhas been developed and scholarships are awarded on a point
system based on thapplication.

1 Thefull scholarshipwill coverthe costof registration,three (3) nightslodgingandroundtrip

airfare. Partial financial assistance also is availabiedode number of nights lodging,

transportation or conferenceegistration.

Applicationsare not opento suppliers.

All scholarships are intended for chapter members who might not be able to attend NEC

without financialassistance.

1 Chapter members whosegancy or chapter would otherwise provide full funding for them
to attend are noeligible.

1 Chapter members who have previously received a National scholarship are not eligible to
apply again for théollowing.

1 Scholarships are distributed as national furgland budget allows, and at the discretion of
the NationalBoard.

1 Completed applications and all relevant committee reports will be presented to the Gilmer
LyadAaddziS 2F [SENYyAy3aIQa { OK2f I NBKAdwtemy R / SN

| Afterreviewandscoringthe Gilmerinstituteof [ S I NJSahyglaDif@nd Certification
Trustees provide results to the Education Director, who merges scoring results with names
ofcandidates.

1 Gilmer Trustees recommend approval of scholarship awards tdl#&imnal Board and the
National Board votes on the approval. Final results are provided back to the Education
Director and Gilmer Trustees for awardsstification.

1 Applications are available in November; due to National in December and notified in
January

= =4

Society of Government Meeting Professionals Policy Manual, Palhe

Return to Top



NATIONAIEDUCATIOKBIONFERENENECY,

RANCHR WILLIDEVELOPMENNATIONAISCHOLARSHIP

SECTION ANNUALCONFERENCE PoLiIcWNoO:  AG8 (CONTINUEpP
DATE OORIGIN MARCH018
REVISED
REAFFIRMEL
1 Applications without all the necessary documewifi be considered incomplete and will
notbe considered.
1 After the National scholarships have been awarded, the Gilmer Trustees will provide the
chapter scholarship template and chapters may begin freicess.
1 Applicants that did not receive a Natiorsholarship are encouraged to apply for their

chapter scholarship. Chapter scholarships are opened after National has announced the
National scholarshiginners.

The Scoring Matrig Points will be awarded based on the following:

= =4 4 -8 -8 _9_95_4_°_2_-2=2._-2-2

Length of SGMRembership

Number of meetings planned esite andoff-site.

Number of offsite meetings held in a SGMP mempraperty.
Total number of attendees at all of the meetirganned.
Level of decision making planner.

Services utilized at the largest meeting (largastinber of attendees and/or dollaspent).
Was a SGMP member property used for the largesdting?
Number of monthly chapter meetingstended.
Certifications member holds (CMP and@&MP).

First time attendee aNEC?

Previously received NEC Natios@blarship?

Previously received NEC chapehnolarship?

Society of Government Meeting Professionals Policy Manual, P2@je

Return to Top



NATIONAIEDUCATIOKIONFEREN@SNVARDPOLICY
GLMERPLANNERPOY ANDSUPPLIER OF TMEAR
(SOYQUIDELINES

SECTION ANNUALCONFERENCE PoLicWNo: AG9
DATE OORIGIN MARCH018
REVISED
REAFFIRMELC

PURPOSE

The purpose of this policy is to address the criteria and scoring processes for the Sam Gilmer

Planner of the Year (POY) and Supplier of the Year (SOY) Awards. The awards are in recognition of
overall exemplary member leadership,luoteerism, activity and involvement in the execution of

{Dat Qa YA&aaArzy FyR 3I20SNYYSyd YSSiAy3aa AyRdzalaN

POLICY

The National Board will assign a Board Liaison(s) to oversee the Awards processes. The Sam Gilmer
POY and SOY Awards are based on thecgeand achievements of an individual to both SGMP on

the national level and the government meeting industry, as documented in the submission of the
Sam Gilmer Planner/Supplier of the Year Award Nomination Forms.

Award forms are to be submitted by an@hSGMP member on behalf of the nominee. No-self
nominations will be accepted.

A select panel of former Sam Gilmer Award recipients will serve as the evaluation/judging panel.
Each member independently is tasked to evaluate and score submitted nomirfietias, based

upon established criteria and information provided in the nomination form. Each year the panel
members must change. No member is allowed to serve two consecutive years. The panel should
be made up of a minimum of three members; with a minimahup at least one planner and one
supplier member. No current member of the national board is allowed to serve on the judging
panel. No panel member is allowed to submit a nomination. If any nominated member belongs to
the home chapter of a panelist, thpanelist must recuse themselves from scoring that

nomination. The SGMP Executive Director or National Board member designee will be responsible
for obtaining the final score sheets for the awards, which will be kept secret and not announced
until the Natonal Education Conference (NEC) awards ceremony.

There is the possibility of no award being presented, if the nominees do not meet the minimum
criteria.

Society of Government Meeting Professionals Policy Manual, P2@je

Return to Top



NATIONAIEDUCATIOKIONFERENGE
SGMHPARTNERSHMRWVARD

SECTION ANNUALCONFERENCE PoLiIcNo: AC10
DATE OORIGIN APRI2018
REVISED
REAFFIRMELC

PURPOSE
SGMP recognizes the value of partnerships in fulfilling its mission. This section covers the SGMP

Partnership Award.

POLICY

The SGMP Partnership Award is presented at the Natledatational Conference to an

organization, agency, company, business, or corporation in recognition of their contribution
and/or service in aiding SGMP to achieve its goals over the past year. It is not automatically given
each year.

The award recipiensidetermined by the National Board.
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NATIONAIEDUCATIOKIONFERENGE
SGMMATIONAIPRESIDENSAWARD

SECTION ANNUALCONFERENCE PoLIcCNo: AC11
DATE OORIGIN APRI2018
REVISED
REAFFIRMELC

PURPOSE
This section covers the SGMP NatidndlB5 & A RSy 1 Qa ! 61 NR®

POLICY

¢KS {Dat bldA2ylf tNBaAaARSYy(uQad !gFrNR A& Iy |yyd
discretion, at the National Education Conference (NEC), in recognition of a SGMP member or
members who the National President deems Hs/e made a significant contribution in the

LJdzNE dzA G 2F (GKS {20ASGeéeQa YAaairzy 2@SNJ GKS LI ad
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(HAPTEIRRESIDENTRAVEL

SCTION CHAPTERS PoLicNo: CG1
DATE OORIGIN OCTOBER982
ReEVISED JULY2002;APRI2008 MARCH009;0cTOBERO0Y ANUARY011;JANUARR019
REAFFIRMEC JULY1992 OcTOBEROO1

PURPOSE
The Chapter Presidents serve as a proactive and vital communication link between the national
leadership and chapter members.

POLICY

The Chapter Presidents will atetlloint Leadership Meeting (JLM) and once at the National
Education Conference (NEC). Additional Joint Leadership meetings/sessions may be scheduled at
GKS bladA2yltf . 2FNRQa RAAONBGAZ2Y D

For any meeting scheduled by the National board, or during the Jii NEC:

1 If the Chapter President is unable to attend, rare exceptions may be granted by SGMP
headquarters in conjunction with the appropriate Group liaison.

1 If not covered by their agency/business, the chapter will pay for airfare, ground

transportation,required lodging not to exceed three nights, Agroup meals and

incidentals.

SGMP (National) will only cover the cost of planned group meals.

The chapter shall pay all expenses for the Chapter President to attend the NEC (if funds

allow).

= =4

SGMP and chaet elected leaders are required to stay at the host hotel, without exception, to
prevent any liability or attrition issues.
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(HAPTERECONLYICEPRESIDENIRAVEL

SCTION CHAPTERS PoLIcCWNo: G2
DATE OIORIGIN NoVEMBERO0OO
RevISED APRI2008;MARCH009;0cTOBERO09;JANUARY011;MAY2018
REAFFIRMELC

PURPOSE
The Chapter Second Vice Presidents serve as a proactive and vital communication link between the
national leadership and chapter members.

POLICY

The Chapter Second Vice Presidemisalso meet as scheduled by the National Board, with the
Chapter Presidents at the Joint Leadership Meeting (JLM) at the National Education Conference
(NEC). Additional Joint Leadership Meeting/Sessions (JLM/JLS) may be scheduled at National Board
discetion. Chapters should budget accordingly.

For the JLM:

1 If the Chapter Second Vice President is unable to attend, rare exceptions may be gyanted
SGMP headquarters in conjunction with the appropriate Git@igon.

1 If not covered by their agency/busigsg, the chapter will pay for airfare, ground
transportation, and required lodging not to exceed three nights,-gooup meals, and
incidentals.

1 SGMP (National) will only cover the cost of planned groegls.

The chapter shall pay all expenses for @leapter Second Vice President to attend the National
Education Conference (if funds allow).

SGMP and chapter elected leaders are required to stay at the host hotel(s), without exception, to
prevent any liability or attrition issues.
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CHAPTEIRNSURANCEOVERAGE

SCTION CHAPTERS PoLicNo: G3
DATE OORIGIN MAY2002
RevISED OcTOBERO09;MARCH2013
REAFFIRMEC APRII2008

PURPOSE
tKA&a LRtAOE 41 a4 RSOSEt2LISR (2 RSAONAROGS blaAazyl f

POLICY
SGMP (National) dogsovide a policy for all chapters that addresses General Liability coverage.

SGMP (National) does provide a policy for all chapters that addresses Directors and Officers (D&O)
coverage.

SGMP (National) does not provide a policy for chapters that adds€3sme Bond coverage.
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(HAPTERMPLOYERENTIFICATIONUMBER

SCTION CHAPTERS PoLIcCWNo: C4
DATE OIORIGIN JUNE1992
RevISED APRI2008;0cToBEROO9
REAFFIRMELC

PURPOSE
This policy covers the requirement for chapters to obtairfaxf L)t 2 @ SNRA& LRSYy G A FAOF

POLICY

91 OK OKIFLJGSNI) Ydzad FLILX & F2NJFYyR 6S aINXYYISR Iy
Form prior to chapter chartering. All chapters must supply their Federal ID number to SGMP
Headquarters within 30 dayd sssuance or any change.

Society of Government Meeting Professionals Policy Manual, Pz@e

Return to Top



CHAPTERINANCIAREPORTINSCHEDULE TOGMP

SCTION CHAPTERS PoLIcCWNo: G5
DATE OIORIGIN JUNE1992
ReviseED NovEMBERO0O0O;ULY2002;DECEMBEROO04;JANUARY006;APRII2008;
OcTOBEROO9;NoVEMBER010;S=PTEMBERO14;JANUARY018
REAFFIRMELC

PURPOSE
This policy covers all chapter reporting requirements to SGMP (National) and sanctions that will be
imposed for those chapters that do not submit chapter financial reports by the specified deadline.

POLICY

Chapters shall submit required reports by the designated deadlines. Chapter Presidents must

submit a yeaend financial report to SGMP Headquarters by August 10 of each year, (if'ttoé 10

the month falls on a Saturday, Sunday or Federal Holiday, thartregll be due the next business

day). Failure to submit the annual financial report by August 10 will result in the National Board
[AFA&2YS blraGA2yltf ¢NBIF&adz2NENE (GKS blridAz2ylf ¢NBI
working with the chapter to otain the report. If chapter annual budgets are meteivedby July

31,the NationalBoard Liaisorl\ationalTreasurerthe Nationalt NB I & dZNBENR& / 2YYA GG S
SGMP Headquarters will work with the chapter to complete the budgets. A list of the yearly

programs must be attached to justify the amounts indicateceftucation.

In the event that chapters are in arrears with reporting requirements, the National Board Liaison,
brGA2yFf ¢NBFadz2NBNE GKS Dbl A2y IHeadguak® s villazdtlS N &/
with the chapter to meet reporting requirements.

The Internal Revenue Service (IRS) requires financial reports. Any penalty charges levied by the
Internal Revenue Service against SGMP for late filing of SGMP Income Tax Rethris, ddedo

I OKI LJWASNRa 1 30S adomyYAraairzy 2F ySOSaalNB FAYlLY
gAft NBadzZ G Ay GKS Lw{ AYLRASR LISylIfie FSS o06SA
funds.

Chapter Presidents are required to submitth&ld OK | LJG SNR& GFE Ay F2NNIF GA2
Headquarters. If a Chapter President fails to follow these required procedures, this could be

justified as unethical and could result in the Chapter President being removed from his/her

position on the ChapteBoard.

Society of Government Meeting Professionals Policy Manual, Pahe

Return to Top



(HAPTERASHING OMEMBERSHIBUESCHECKS
(EXCEPTIONSOTED

SCTION CHAPTERS PoLicWNo: G6
DATE OORIGIN  JANUARYR000
ReviseD OcToBERO09;ULY2010;APRIL011;MARCH017
REAFFIRMEC APRIL2008

POLICY
Chapters shall not cash deposit any membership dues checks, and in turn, write checks to SGMP
(National).

An exception could be made for funds received for new or renewing memberships being paid
through registrations for local conferences. In this case, a chapter check mabpinéted to

SGMP as payment for SGMP new member dues since the chapter bank account was only used as a
G LI-GAKANR dza K¢ F2NJ GKIF G ySé YSYOSNI RdzZSa LI &@YSyido

New planner or supplier member dues are allowed to be collected as part of a registration fee that
is hgher than the corresponding SGMP dues amount for a member if all of the following
conditions are met:

First, the conference registration form is papprovedby headquarters.

The conference materials show any aorember attendee that an itemized dollamount

of the registration fees may be used for new memdees.

1 The conference materials show any amember attendee that they have the ability to
opt-out of having a portion of their registration fegstoward membership (although their
registration feewill remain at the samamount).

1 A fully:completed SGMP membership application form is submitted to the chapter at that
conference along with the conference registratiorm.

1 After the event, the chapter treasurer logs revenue for conference registrgiotion and
miscellaneous expense for membership dpegion.

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

the event: the SGMP membership application form and a receipt of payment for each

AYRA@GARdzI f paymght Bompil&diewSrieinber dues from the event are

submittedto SGMFheadquartersat onetime and ona cumulativechaptercheck.

1
1
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(HAPTERASHING OMEMBERSHIBUESCHECKS
(EXCEPTIONSOTED

SECTION (HAPTERS PoLIcNO:  G6 (CONTINUED

DATE OORIGIN JANUARY000

ReviSED OcToBER009:JULY2010:APRII2011;MARCH017

REAFFIRMEC APRIL2008

Renewal planner or supplier member dues are allowed to be collected as part of a registration fee
that is higher than the corresponding SGhilies amount for a member if all of the following
conditions are met:

1
1

First, the conference registration form is papprovedby headquarters.

The conference materials show any member attendee that an itemized dollar ambunt

the registration fees may besed for renewal membetues.

The conference materials show any member attendee that they have the ability toutpt

of having a portion of their registration feg®toward membership (although their
registration fee will remain at the sanaenount).

A fuly-completed SGMP membership renewal payment form is submitted to the chapter at
that conference along with the conference registratiorm.

After the event, the chapter treasurer logs revenue for conference registration portion and
miscellaneous expenger membership duepgortion.

The following items are submitted together to SGMP within 30 days of the completion of
the event: the SGMP membership renewal payment form and a receipt of payment for
SIFOK AYRAGARdzZ f Qad ySg YSYo SdNdsfrdmahy &ghtiaie / 2 Y LIA
submittedto SGMFheadquartersat onetime and ona cumulativechaptercheck.
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(HAPTERBOARSIRUCTURYARIANCE

SCTION CHAPTERS PoLiIcWNo: G7
DATE OORIGIN APRIL1994
RevISED APRI2008;0cToBERO09;JANUARY012;DECEMBERO13 FEBRUARR019
REAFFIRMELC

PURPOSE

Chapters may experience difficulty in securing members to fill all elected positions on the Chapter
Board or in securing qualified members in the specific membership category for the positions of
ChapterSecretary and/or Chapter Treasurer.

The purpose of this policy is to provide flexibility to the overall size of the Chapter Board and to

the specific membership categories of Chapter Board members for the Secretary and/or Treasurer.
If utilized, this fleibility must maintain the mandatory balance between planner and supplier
representation.

POLICY

Per SGMP bylaws (Article VII, Section 3), the Chapter Board must be made up of a majority of
planner members. The Immediate Past President is included iedhist (though not elected, this
position has voting rights). In all instances described below, that appropriate representation by
planners and suppliers on the Chapter Board must be maintained.

OVERALSZEH EXIBILITY

Prior to the official call for nomations opens the standard biannual Nominations & Elections
process, the current Chapter Board of Directors may vote to eliminate the three director positions
on the incoming Chapter Board of Directors that takes office on the forthcomingJtéym of

office. In that situation, the chapter must notify the National Nominations & Elections Chair of its
decision prior to the deadline set by the National Nominations & Elections Chair. This opportunity
is not available after the call for nominations has beesde or at any other time during or outside

of the standard biannual Nominations & Elections process.

SECRETARVREASURHREXIBILITY

Sometimes, during the standard biannual Nominations & Elections process, thereareepted
nominations for the posion of Secretary (by a qualified Government Planner or Contract Planner
member) and there are no accepted nominations for the position of Treasurer (by a qualified
Supplieror Contract Planner member). In that situation, a nomination for the position ofefary
maybe accepted by a qualified Supplier member and a nomination for the position of Treasurer
may be accepted by a qualified Government Planner or Contract Planner member, astlong as
both cases those accepted nominations would not result in anqgher and a supplier appearing

on the ballot for the same position.
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(HAPTERBOARSIRUCTURYARIANCE

SECTION (HAPTERS PoLiIcNO:  G7 (CONTINUED
DATE OORIGIN APRILL994
ReVISED APRII2008;0cTOBERO09;ANUARR012;DECEMBERO13 FEBRUAR2019
REAFFIRMELC

Sometimes, outside of the standard biannual Nominations & Elections process and after a vacancy
on the Chapter Board for the position of Secretary or Treasurer occurs, there is not an accepted
nomination for the position of &retary (by a qualified Government Planner or Contract Planner
member) and there is not an accepted nominations for the position of Treasurer (by a qualified
Supplier or Contract Planner member). In that situation, a nomination for the position of Sgcreta
may be accepted by a qualified Supplier member and a nomination for the position of Treasurer
may be accepted by a qualified Government Planner or Contract Planner member, as long as both
nominees agree to serve in the other position (one would neecdsign the existing position and

then immediately accept a nomination for the other position).
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SGMP
CHAPTER BOARD APPOINTMENT ELIGIBILITY FORM

Chapter Name:

Chapter President:

I would like to appoint the chapter member below tbll an open position on my chapter board outside o
our standard election schedule and process. | understand that this appointment requires four steps:

1/ 2y FANXYIFGA2Y o0& {Dat 2F (KS AYRAGARdZ f Q
2-Majority vote of approval of the appatee by the chapter board of directors
3-Oath of office administered to the approved appointee
4-Signed Code of Ethics form for new chapter board member submitted to SGMP

APPOINTEE INFORMATION

NAME

EMPLOYER

EMAILADDRESS

To be eligible taccept a chapter board appointment between chapter elections, an individual is subject to
SGMP approval of eligibility to serve and must be a member in good standing for at least six months prior to
appointment in the appropriate member category:

(GP) Government Plannemember

(CP) €ontract Plannemember

(S) =Suppliemember

(R) =Retiree member

THIS APPOINTMENT WILL BE FOR THE FOLLOWING CHAPTER BOARD POSITION:

___ First Vice President (GP or CP)
____Second Vice President (S or AS)
___Secretary (GP or CP)
___Treasurer (CP, S, or AS)
___ Director (GP, CP, S, or AS)
___Immediate Past President (GP, CP, or R)
THE NAME OF THE BOARD MEMBER BEING REHBLACED

Submit this form, and/or any questions on this process, to yddational Board Liaison.
SGMP will confirm eligibility to serve within two business days of receipt of this form
by sending Oath of Office text and Code of Ethics form. SGMP will confirm final appointment within two
business days of receipt of ethics form.
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(HAPTERHARTERINDUESREVENUBHARING

SCTION CHAPTERS PoLicNo: G8
DATE OORIGIN NOVEMBER990
ReviISseED OcToBER009;0cTOBER013
REAFFIRMEC JULY1992;APRIL2008

PURPOSE
This policy covers revenue sharing ¢bartering chapters.

POLICY
The revenue share to chartering chapters will be a flat rate of $25 per member (SEE PEA2CY CF
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CHAPTERHARTERINBIEMBERSHIREQUIREMENTS

FCTION CHAPTERS PoLiciNo: G9

DATE OORIGIN NOVEMBER990
RevisED MARCH009,0cToBEROO09;MARCH017

REAFFIRMELC JULY1992:APRII2008

PURPOSE
This policy covers the minimum number of members necessary to charter a new chapter.

POLICY
To be chartered, a chapter is required to have at least 35 approved members.
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(HAPTERRCHIVHERECORMBRETENTION

SCTION CHAPTERS PoLiIcWNo: CG10
DATE OIORIGIN SEPTEMBERI95
ReviISED NoVEMBER995,APRII2008;0cTOBERO09;ULY2012
REAFFIRMELC

PURPOSE
This policy covers the responsibility of chapters regarding regetdstion. This process and
schedule covers records kept by SGMP (National) and by chapters.

POLICY
SGMP (National) and its chapters will do a biennial inventory of records kept by the Society and
prepare a list of these records types. The followingrimiation will be included:

Description: A short paragraph that describes the purpose and content of the record.

Retention Period: The time period indicates the minimum length of time that the record/
information should be retained. Retention periods apgthe information, regardless of the
physical format (paper, CD, USB drive) or other medium.

This general schedule covers the majority of records/information kept by the Society. However,
due to the diversity and rapidly changing functions of the orgation, new record types and
schedules may occasionally be created. For any records/information not included in this schedule,
chapters should consult with SGMP Headquarters to develop a retention plan for those new or
unique records.

Designated chapterfoicers are responsible for keeping and forwarding appropriate records to
SGMP Headquarters.

NOTENORECORBHALBEDESTROYHBMATPERTAINBOANYPENDINGEGALCASECLAIM
ACTIONORAUDIT.

All records that have reached their retention period shoodddestroyed by shredding. Below is an
itemized list of retention policy:
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(HAPTERRCHIVHERECORMBRETENTION

SECTION (HAPTERS PoLiIcNO:  G10(CGoNTINUED
DATE OORIGIN  SEPTEMBERI95
REVISED NoOVEMBER995,APRI2008;0cTOBERO09;ULY2012
REAFFIRMELC

1. CHAPTER ANBGMRNATIONA)WRITTEKISTORIES

Scrapbooks, photographs, articles, lists of chapter boards and committee members, program
notes and documentation of events sponsored or funded by the organization. Also included are
narrativeaudio or audiovisual chapter histories.

Retention
Record copy: Permanent.
Duplicate copies: Retain until no longer needed, then destroy.

2. GENERACORRESPONDENCE
Routine correspondence

Retention
Record copy: Retain for three years and then destroy liCate copies: Retain until no
longer needed, then destroy.

3. ACKNOWLEDGEMENIES
Acknowledgment notes, transmittal of inquiries, and requests that have been referred elsewhere
for reply.

Retention
Record copy: Retain for three months after acknowledgtvend/or referral and destroy.
Duplicate copies: Retain until no longer needed and destroy.

4. COMMITTEE ANGONFERENEGEES

Records created by a committee or conference that has been charged by the National Board or a
Chapter Board, including advisagmmittees relating to the executive establishment,

organization, membership, and policy (i.e., agenda, meeting minutes, final reponts|atedl

records documenting the accomplishments of official baamehmittees).

Retention
Record copy: Permanent.
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(HAPTERRCHIVHERECORMBRETENTION

SECTION (HAPTERS PoLiIcNO:  G10(CGoNTINUED
DATE OORIGIN  SEPTEMBERI95
REVISED NoOVEMBER995,APRI2008;0cTOBERO09;ULY2012
REAFFIRMELC

5. EXECUTIMBORRESPONDENCE
Records not duplicated elsewherghich documents how the organization is organized and how it
functions, its pattern of action, its policies, procedures and achievements.

Retention
Record copy: Permanent

6. FEASIBILITSTUDIES
Studies conducted before the installation of any technologgaripment; studies and systems
analysis for the initial establishment and major changes of these systems.

Retention
Record copy: Retain for the life of the technology or equipment plus one year.

7. POLICIES ANBROCEDURBAANUAL
Policies and procedures thgovern the operation and administration of the organization

Retention
Record copy: Permanent

8. HNANcIAIRECORD@Nncludes annual budget reports, invoices, financial reviews and canceled
checks).

Retention

1 Audit/financialreviews Permanent

1 Cancellecchecks Permanent (file with paper pertaining transaction)
1 Bankstatements Four years, plusurrent

1 Taxreturns Permanent

1 Invoices Severyears
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(HAPTERRCHIVHERECORMBRETENTION

SECTION (HAPTERS PoLiIcNO:  G10(CGoNTINUED
DATE OORIGIN  SEPTEMBERI95
REVISED NoVEMBER995,APRIL2008;0cTOBERO09;ULY2012
REAFFIRMELC

9. NOMINATIONS ANB_ECTIONS

Nomination forms, election ballots, correspondence and documentation related to national and

chapter elections.

Retention
Record copyThree years, plus current.

10. EDUCATIOKBIONFERENCES
lff NBO2NRA LISNIFAYyAYy3 G2 GKS {20ASieéQa
vendor and facility contracts).

Retention
Five years, plus current.

11.NEWSLETTERS
Two copies on file witthe chapter with copies to SGMP Headquarters as instructed.

Retention
Permanent

12.INSURANCEECORDS

Retention
Permanent

13. MEMBERSHRECORDS
Includes copies of membership applications and reports from SGMP Headquarters.

Retention
Three years, plusurrent.

I Y RK 2 N
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(HAPTERECOGNITIOREMOVAICLOSURPROCESS

SCTION CHAPTERS PoLicNo: G11
DATE OORIGIN  SEPTEMBEROOO
ReEVISED APRII2008;0cToBERO09;FEBRUAR2010;MARCH017;JANUARY018;
APRII2018
REAFFIRMEC MARCH010

PURPOSE
Portionsof this policy originated in the SGMP bylaws and were created to document the scenarios
and processes in which SGMP chapter recognition would be removed and the chapter closed.

POLICY
An SGMP chapter shall be deemed to have forfeited its right to camtisia chapter for either of
the following reasons:

VIOLATION
The chapter has violated the purpose of SGMP or the provisions of its bylaws, or has maintained
OKF LJGSNI L2t AO0OASa 2NJ LN OGAO0Sa Ay O2yFftA00G 6AGK

If one d the above conditions is met by the chapter, the National President calls the respective

Chapter President to advise him/her of a forthcoming letter. SGMP Headquarters then sends a

letter over the signature of the National President (to addressee onti, awreturn receipt

required) to the Chapter President (and each member of the Chapter Board), advising him/her of

0KS fSGGSNI YR K2y KSkakKS OlFly LINBaSyid GKS OKIFL

Within 10 days of receipt of letter, the Chapter Presideas the opportunity to respond to the

National President. If no response is received, that shall signify that the chapter wsinigst to

I RRNBaa GKS blraAazylrft . 2FNR 2y (GKA& YIFGGSN® ¢KS
presentation and makes@ecision on what action(s) should be taken and onféte of the

chapter.

LF GKS DblradAz2ylt . 2FNRQA&A RSOA&AAZ2Y Aa OKIFIG GKS C
Board shall notify the Chapter President in writing that recognition has begmalraivn. The

chapter shall lose its status as a chapter upon receipt of the notice. Upon dissolution 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 appabedisposition.
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(HAPTERECOGNITIOREMOVAICLOSURPROCESS

SECTION (HAPTERS PoLiIcNO:  G11(GONTINUED
DATE OORIGIN  SEPTEMBEROOO
ReVISED APRII2008;0cTOBERO09;FEBRUAR2010;MARCH017;JANUARR018,;
APRII2018
REAFFIRMEC MARCH2010

CHAPTERECISION
1 Formal chapter notification, through coordination with the designated National Board
liaison, that the chapter can no longer successfully fulfill the goals and mission of SGMP,
due to lack of membership, resources and/or operatidnats.

Chapter dissolution would require majority consensus obtained through vote by both, the
chapter board and the chapter members, along with formal communication to the National
Board. The National Board may either accept and vote accordinghgcept and choose to
take additional actions to assist the chapter.

1 If chapter dissolution is accepted, the following actions are to be taken and completed
within a threemonthtimeframe;
o Pay all outstanding bills, invoices, and chapter scholaefppns.
o Close all existing chaptaccounts.
o Provide remaining bank balances to National, which will be utilized for National
Education Conference scholarship purposes, with chapter members being given first
opportunity.

1 Chapter members who wish to retaiheir SGMP membership will be provided the
following options via correspondence fradational:
o Planners, retirees, educators and students can either select the chapter they wish
to join or remain a Member Atarge.
0 A supplier member can eitherremainaMens NJ ! & [ F NAST 2NJ | {
discretion, may be able to either join the chapter without a planner match; or join
with a chapter required plannematch.

Governance Document References
BYLAWS Article VII, SectioAC
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(HAPTERVMIMEDIATEPASTPRESIDENVACANCY

SCTION CHAPTERS PoLiIcWNo: G12
DATE OORIGIN MARCH001
RevISED APRI2008;0cToBERO09;MARCH010
REAFFIRMELC

PURPOSE
This policy covers how chapters may fill the Immediate Past President position on the Chapter
Board.

POLICY

Al KFLIGSNI . 2F NRQa LYYSRAIGS tFad tNBaARSyd @I Of
past president in closest succession to that for which the vacancy exists. The Chapter Board also

has the option of not backlling that vacant immediate pastresident position.

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 President may setve in an additional Chapter Board position while serving
his/her term as Immediate Past President. In addition, the Immediate Past President may not
serve on the Chapter Board if elected or appointed to a position on the National Board of Directors
or the Gilmer Institute of Learning. (SEE POLIG8) NB

A past president in the Retiree membership category is eligible to fill this vacancy and shall have all
Chapter Board voting rights. Voting rights only pertain to Chapter Board issues.
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CHAPTERMONTHLYPROGRANREQUIREMENTS

SCTION CHAPTERS PoLiIcWNo: G13
DATE OIORIGIN MARCHL991
RevISED APRI2008;0cToBEROO9;APRIIZ2011;0cTOBERO11;SEPTEMBERO1L 3,
DeEcCeMBERO16
REAFFIRMELC

PURPOSE
This policy covers the process to documtrd required number of monthly education programs
chapters must deliver to members.

POLICY

Chapters must have a minimum of six educationally focused meetings per calendar year. These
meetings should cover topics related to meeting management as outlided ) Dat Q& VY Ay S
competencies of education. The subject matter of the remaining meetings/events may pertain to
meeting management, career and/or personal development, or be focused around networking.
Educational programs should be no less than one holerigth and are not required to be face
to-face meetings.

(@

lff OKIFLIWGSNR Ydzald aSYyR GKSANI FAaOFfE &SIFN YSSiGA
include speaker or location to SGMP Headquarters by September 15. A promotional description of
each meeting with the speaker and location then must be provided to SGMP Headquarters no

later than 45 days prior to that meeting. After each meeting, chapters are required to submit the
Monthly Education Report to SGMP Headquarters by tHedey of themonth following that

program.
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(HAPTERDUCATIONAPROGRAM
COPYRIGHPROTECTION

SECTION CHAPTERS PoLicWNo: G114
DATE OORIGIN NovEMBEROOO
RevISED APRIL2008
REAFFIRMELC

PURPOSE
This policy covers the use of educational programs thapaweected by copyright.

POLICY
Chapters are expected to do due diligence when planning the use of educational programs

developed by outside sources.

In the event that a chapter wants to deliver a program with copyright protection, chapters must
obtainWNA G G Sy LISNX¥Aaaizy FTNRY GKS LINPINFYQE 2NARIA
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(HAPTERAYINAHONORARIA TMIEMBERS

SCTION CHAPTERS PoLiIcWNo: G15
DATE OORIGIN JANUARY001
RevISED APRI2008;FEPTEMBERO08;NOVEMBERO10
REAFFIRMELC

PURPOSE

SGMP recognizes the valakusing its members to provide education at monthly chapter
meetings and chapter events. This policy covers members receiving honoraria from speaking at
SGMP chapter events.

POLICY

SGMP members are prohibited from receiving honoraria to speak at chaggetings and/or

chapter regional conferences. Members may, however, accept reimbursement of travel expenses
if offered by the requesting chapter.

This policy does not apply to Supplier or Contract Planner members whose primary services to the
governmentmeetings market is educatierelated (training or speaking).
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(HAPTERELLING OBRISTRIBUTING
MEMBEFCONTACTISTS

SECTION CHAPTERS PoLicWNo: CG16
DATE OORIGIN APRI20O08
ReviseED OcTOBERO09;SEPTEMBERO11
REAFFIRMELC

PURPOSE
Thispolicy covers the sale of chapter member contact list by chapters.

POLICY
Only SGMP members may purchase SGMP chapter member contact lists. Chapter member contact
lists will be sold at a cost determined by the Chapter Board.
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(HAPTEBOARDIERM OFOFFICE

SECTION CHAPTERS PoLicWNo: G117
DATE OIORIGIN NOVEMBER990
ReviISED APRIL2008;0cToBERO09;MARCH 013 SEPTEMBERO20
REAFFIRMELC

PURPOSE
This policy covers the terms of offices for Chapter Board members.

POLICY

The cycle for the termsf office for all SGMP Chapter Board members (except for newéyrtered
chapters) shall coincide with the July 1 to June 30 period (the SGMP fisqadyesinall be a twe
year term.

No Chapter Board member may run for more than his/her allowable term.
If a Chapter President has served his/her allotted time and has no replacement, the chapter shall
have six months from the end of the term to find an eligible member to serve in the position of

Chapter President.

The National Board will extend its felipport and resources to assist the chapter in finding an
eligible replacement.

If a replacement cannot be found after the-snonth period, the National Board shall initiate
action, which may include the disbanding of the chapter.

Due to the COVHL9 pandemic onSeptember 17, 202ahe National Board via voispended
the 10-yearlimit for members to serveserviceon a chapter board via elections or appointment
September 2020 through terms endidgne 30, 2023

Due to the COVHL9 pandemic on Septembé@i7, 2020, the National Board via vote suspended
the 2-term limit per position to serve on a chapter board via elections or appointment Septeniber
2020 through terms endingune 30, 2023

Terms beginninduly 1, 2023vill revert back to time limits per bgws.
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(HAPTENVEBSITEUIDELINES

SECTION CHAPTERS PoLicWNo: CG18
DATE OORIGIN APRI2008
ReviISED OcTOBER009;AuGUSR019
REAFFIRMELC

PURPOSE
All chapters are required to maintain chapter websites.

POLICY
This policy gives the chaptegsidelines for their respective websites.

PRIORITFEATURES

1. The SGMP (national) logo should always be visible on webpage, with a link to the SGMP
(national) website.
The chapter logo should always be visible on the home page and can be spelled out.
Thechapter mission statement should be on the website, 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 and include the following atfomas
available:

a. Meeting information (including date and time)

b. Location

c. Speaker

d. Program topic

e

arwd

. Reservation contact information
f. Cost of meeting (member and neanember) and if there is a meal.
6. Mechanism to contact chapter leaders
a. Contact us form or geneariemail address that is accessible to all multiple chapter
board members. This can be multiple email addresses or one main contact email.
b. / KFILJiSNJ 62 NR SYIFAf FRRNBaasSa akKlftf oS f
the website. (Because of phishing swait is recommended that individual member
email addresses not be listed on a public page.)
7. Membership contact information for people who need membership information should be
listed.
8. Calendar (either visual or a list of dates) to remind members of mpup chapter events;
list out as far as possible. This should include NEC and any other national meetings
applicable to members.

OVERALPRESENTATION
1. Format is visually appealing with profession layout.
2. Easy to navigate within website.
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(HAPTEBOAROJUNCONTESTHEDECTIONBROCESS

SECTION CHAPTERS PoLicWNo: G19
DATE OORIGIN APRI2008
ReviseD NovEMBER010
REAFFIRMELC
B.IMINATED MARCH013
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(HAPTEROARDH ECTIONVOTING

SECTION CHAPTERS PoLicWNo: G20
DATE OORIGIN APRI2008
ReviseED SEPTEMBERO08;0OcTOBERO09;APRIZ011;MARCH 013
REAFFIRMELC

PURPOSE

This policy outlines the standard method for the voting process to be used in chapter elections and
includes the opportunity for an exception to be granted to ghadicy. 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 ovleesee
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.

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

Members can, havever, cast more than one vote during the chapter elections if they have a
membership with that chapter.

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

candidates will be placed into the electronic survey syste®@WMP headquarters. The direct link

to that election survey will be provided to the chapter nominations & elections committee chair to

0S RAAUNAOdzZISR G2 (GKS OKIFILIISNRa @2GAy3 NRAGSNI
the voting period, the fulsurvey report will be sent to the chapter nominations and 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 cliapssy request an

exception to this process from the national nominations and elections committee by the method
announced with the distribution of the chapter nominations and elections timeline.
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(HAPTERBOARONSTALLATION

SECTION CHAPTERS PoLicWNo: G221
DATE OORIGIN APRI2008
ReviseD OcToBEROO9
REAFFIRMELC

PURPOSE
This policy clarifies who can and should conduct the installation of each Chapter Board.

POLICY

The installation of each Chapter Board shall only be conducted by any failtheing individuals:
SGMP National Boandember

SGMP Executigirector

SGMP Deputirector

Past SGMP National Boangmber

Past ChaptePresident

= =4 -8 4 -4

Chapter Board members shall be sworn in on or prior to June 30, prior to the start of their term of
office.

If during the course of a term a Chapter Board position 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 ins@atlaf this new Chapter Board
member.
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(HAPTEBOARDOATH OKOFFICE

SECTION CHAPTERS PoLicWNo: G22
DATE OORIGIN MARCH009
ReviseED OcTOBEROOSY, SEPTEMBERO14
REAFFIRMELC

PURPOSE
Elected Chapter Boards will be given the standard Oa@ffée at the beginning of their term of

office.

POLICY
The individual who has been selectess feferenced in Policy2tl0 ¢ Aff 3IABS GKS ahl
(as shown below) to the Chapter Board.

aLU Aa y2é Ye L} S| IhthizNGy boay Fentidtd ofthvgtarSedChapterdof A y & ( |
GKS {20ASie 2F D2@OSNYyYSyid aSSaay3 tNETSaé)\ZY
G2 Aff GKS ySgte StSOGSR 02FNR YSYOSNE LI SFasS C

President (name) First Vice President (name)

Second Vice President (name) Secretary (name)

Treasurer (name) Directors Planner Director (name)

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

Immediate Past President(name}

* k kk k k%

FACE THEHAPTERBOARD MEMBERS AND SAY
Gt £ SFrasS NI AaS repralzitermd: 3IKG KIyR | YR

GL FFOOSLIi GKS NBaLRyaAoAft A(dane)Rhaptedof the Seckty 6fS NI 2 F
Government Meeting Professionals / and promise to fulfill / to the best of my ability/ and in
accordance with the Bylaws / the duties of tBeF FA OS k (2 BHKAOK L KIF @S 0 €

TURN TO THE MEMBEREESBENT AND SAY

G!' & AYLRNIFY(G | a .iletedboddniembes, it indst ab@bazdklimp&rtart td

you, the membership of the chapter. You must be equally obligated to supipetidard in its

work and to cooperate in all chapter activities. In so doing, all of us will increase the effectiveness

2F 2dzNESf @Sas 2dzNJ OKFLIWISNE FyR 2dzNJ bl GAz2y L+t {2
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(HAPTEBOARDOATH OKOFFICE

SFCTION CHAPTERS PoLIcNO: G222 (GONTINUEP
DATE OORIGIN MARCH2009
ReviseED OcTOBEROOSY, SEPTEMBERO14
REAFFIRMELC

G{Dat YSYOSNHEZXZ LJ SIFaS NRAS FyR NBLISFG I FGSN YS

GL LX SR3IS Y& Fdzff &dzLILIRNIZ O2YYA(GYSHane | YR Sy iK

Chapter/and to th@ewlySf SOGSR f S RSNEKA LIDE

You may now be seat@e

TURN TO THEHAPTEMBBOARD MEMBERS AND SAY

G!'a | 02Rex ¢S KIF@S L SRISR 2dzNJ adzLJLJ2 NI & | 2 dzNJ
goals throughout the coming year. We congratulate each ofaraiwish you a successful and
Syaz2elofS GSNY 2F 2FFAOSdé

GC¢KIYy]l @2dz T2NJ | OOS LODNGRATULATIORSINB aLl2yaAoAft AdGe |

*k kK k k%
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(HAPTEBOAROVIEMBEREXPRESSINCERSONAVIEWS

SCTION CHAPTERS PoLIcCWNo: G23
DATE OORIGIN  APRIZ008
ReviseED OcToBEROO9
REAFFIRMELC

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

POLICY

Chapter Board members muavoid discussing their personal views on social ethics, religion or
political affiliation/stance at any SGMdponsored meeting or event. This includes the wearing of
clothing garments and pins, etc., that express a particular viewpoint on social ediggir or
political affiliation, which could, in some way, insult or make another member uncomfortable.
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(HAPTEBOARDIRANSITIOSCHEDULE

SCTION CHAPTERS PoLiIcNo:. G24
DATE OORIGIN MARCH010
REVISED
REAFFIRMELC

PURPOSE
To ensurechapters properly and in a timely manner ensure a smooth transition between the

existing Chapter Board and the incoming Chapter Board.

POLICY
During an election year, the existing Chapter Board is required to arrange for a transition meeting

with the incaning Chapter Board. This meeting is to be held no later than M3pBthat year.
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(CHAPTEIRINANCIAREPORTIN&HEDULE FRABGMP

SCTION CHAPTERS PoLIcCWNo: G25
DATE OORIGIN JANUARY002
RevISED APRI2008;FPTEMBERO08;OcTOBEROO9
REAFFIRMELC

PURPOSE
This policy covers the frequency and method by which the SGMP (National) financial reports will

be submitted to chapters.

POLICY
The SGMP (National) Financial Report (i.e., Income/Expense, Asset Report) will be submitted to

the Chaper Presidents annually, based on the SGMP fiscal year, and will be distributed within 90
calendar days of the end of the fisgahr

A copy of the annual financial report will be available to all members for review at SGMP
Headquarters during normal bungss hours. An electronic copy will also be available online at
www.sgmp.orgunder the Members Only section.
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(HAPTEBOARDIOBDESCRIPTIONS

SCTION CHAPTERS PoLIcCWNo: G26
DATE OORIGIN MARCH009
ReviISED OcToOBERO009;JANUARY012;0cTOBERO13;JANUARY 018 FEBRUARRO19
REAFFIRMELC

PURPOSE
To document consistent guidelines for the responsibilities of, and standards for, chapter boards.

POLICY

Job descriptions of the voting members of the Chaj@eard (officers, directors and the

immediate past president are voting members) shall include, but are not limited to, the following
duties and responsibilities. [This serves as a guideline that should be customized to fit the
operating procedures of thendividual chapter.]

ALLBOARDMEMBERS

T 9t AOAG GKS adzZllll2NI 2F GKS 02FNR YSYoSNRa | 3
and efforts needed to perform boandlities.
Uphold the SGMP Codelgthics.
Comply with and adhere to theGMmbylaws.
Attend monthly board meetings, monthly education programs, special events, and
outreach functions asequired.
Attend annual Chapter Boardtreat.
Attend SGMP National Educati@onference.
Prepare monthly committee report for presentation to ChapBmard membes.
Supportand promote the membershiprecruitmentandretention efforts of thechapter.
Serve as board liaison or commitiefeair.
Contribute written article(s) for the chapter newsletterraseded/required.

= =4 4
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CHAPTERPRESIDENT

1 The President shall be a Goament Planner or Contra®lanner member.

1 Newlyelected Presidents shall travel to the SGMP National Education Conference for

orientation and training prior to the beginning of their teiwh office.

1 The President shall be the official chaptepresentative in the activities of the Society on

all levels and acts as the sole person responsible for speaking for the chapter in an official
capacity.

1 The President shall set the agenda and preside over all meetings of the ChapteaBdard,
shall seve as an exfficio member on all committees, except Nominatiarsd Elections.
ThePresidentshallpresideover/lead eachmonthly chaptemeeting.

Ly GKS ¢NBIadzNBNDRA | 6aSy OSdgndighiBserneNntS A A RSy (Y
The President shall atteihJoint Leadership meetings held annually with the NatiBoald,

Executive Director, and fellow Chapter Presidents and Second Vice Presidents at the

National Educatio@onference.

= =4 =
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(HAPTEBOARDIOBDESCRIPTIONS

SECTION (HAPTERS PoLIcNO:  G26 (CONTINUED
DATE OORIGIN MARCH009
RevISED OcToBER009;JANUARYZ012;0cTOBER013;JANUARRO18
REAFFIRMELC

CHAPTEWPRESIDENTIONTINUED
1 The President is responsible for recommending replacement board members, should a
current board membebe removed for cause or by resignation. This must be
voted/approved by the entire Chapter Board, and board changes must be forwarded to
SGMP Headquarters within 15 days of thange.
T ¢KS t NBaAaARSY(d IdziK2NRAR GKS t NBaARIEtgriaQ&ella Saal
as written correspondence as needed for welcome letters, thamMetters,etc.
The President shall facilitate an annual Chapter Besreat.
The President shall perform an annual membership survey/State dtiapter address.
The Prsident shall serve as the liaison between chapter membership an8 @MP
NationalBoard and shall participate in scheduled quarterly regional confeeaitse

= =4 4

Monthly Reports:
1 Submit Monthly Chapter Summary Report3GMP Headquarters.
o Due date for subissions to SGMP: By the™6F the following month (If the 10" of
the month falls on a Saturday, Sunday or Federal Holiday the report will be due the
next business day.)

Annual Reports:
1 The Treasurer and President should lead the entire Chapter Bo#neé development of
0KS OKIFLIWISNDRD&a Fyydztf FAaO0Ft &SFEN 60dzRISGH G2
o Due date for submission to SGMP Headquarters: July 31 of each year (subject to
change to an earlier July date).
1 Prepare and submit a Ye&nd Financial Repto
o Due date for submission to SGMP Headquarters: August 10 of ead{if yearlOth
of the month falls on a Saturday, Sunday or Federal Holiday the report will be due
the next business day¥ubject to change to an earlier July date
1 Chapter Annual Edation Calendar
o Due date for submission to SGMP Headquarters: September 10 of ea¢h tyear
10th of the month falls on a Saturday, Sunday or Federal Holiday the report will be
due the next business daggubject to change to an earlier July date).
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HAPTEHBOARDIOBDESCRIPTIONS

SECTION (HAPTERS PoLIcNO:  G26 (CONTINUED

DATE OORIGIN MARCH009

RevisED OcTOBERO09;JANUARY012;0cTOBERO13;JANUARY018 FEBRUARZ019

REAFFIRMEL

HRSTVICEPRESIDENT

T
)l

T

T

TheFirstVice President shall ke Government Planner or Contract Planmember.
TheFirstVice President shall serve for the President in the absence of the President, or
when so requested by theresident.

TheFirstVicePresidentshallassumehe dutiesof the Presidentin the caseofresignation,
death, or othercause.

TheFirstVice President shall serve as committee liaison or committee chair and shall
perform all other duties as are incident to the office or as may be prescribed by the
Chapter Board.

SFCONIVICEPRESIDENT

1 TheSeondVicePresidentshallbe a Supplieror ContractPlanner member.

1 The Second Vice President shall preside in the absence of the Presiddfitsi¥itce
President.

1 The Second Vice President shall serve as committee liaison or committee chair and shall
perform all other duties as are incident to the office or as may be prescribed by the
Chapter Board.

 TheSecondVicePresidentactsasliaisonto the NationalBoardfor theO K | LISUpMNdR &
members.

1 The Second Vice President shall serve as a cheggiegsentative and shall participate
scheduled quarterly regional conferencals.

1 The Second Vice President shall attend Joint Leadership meetings held annually with the
National Board, Executive Director, and fellow chapter Second Vice Presidents and
Presidents at the National EducatiGonference.

SFECRETARY

1 The Secretary shall be a Government Planner or Contract Plaendver.

1 The Secretary shall be responsible for the proper notification of Chapter Board meetings to
boardmembers.

1 TheSecretaryshall recordthe proceedingf the ChapteBoardand anymeetingsor
sessions as shall be requested by the Chdpoard.

f ¢KS {SONBGIFINER akKlff YFIAYGFrAy (GKS OKIF LIGISNRaA
ProceduredManual.

1 The Secretary shataintain a log of the voting actions thfe meetings.

1 The Secretary shall assure that all official and historical records of chapter are maintained

andpreserved.
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(HAPTEBOARDIOBDESCRIPTIONS

SECTION (HAPTERS PoLIcNO:  G26 (CONTINUED

DATE OORIGIN MARCH009

RevisED OcTOBERO09;JANUARY012;0cTOBERO13;JANUARY018 FEBRUARZ019

REAFFIRMEL

SECRETARUONTINUED

T
)l

T
T

The Secretary shall submit minutes for review and approval from the Chapter iBcard
timelymanner.

TheSecretary shall submit approved minutes to the Chapter President in a timely manner
F2N AyOfdzaizy Ay tNBaAaARSY(dQa Healguarers.é OKI LIG S
The Secretary shall write and mail general correspondence, including yoanktes.

TheSecretary should adhere to national standards of mitaiteng.

TREASURER

1
1

= =4 A -9

T

T

The Treasurer shall be a Supplier or Contract Planner member.

Newly-elected Treasurers shall travel to the SGMP National Education Conference for
orientation and training prior totie beginning of their term of office.

The Treasurer shall ensure the accurate financial records of the chapter are kept in

F O0O2NRIyOS ¢6A0GK GKS {20ASG@Qa FAYIFIYOALFf LkRf
The Treasurer shall be responsible, in conjunction with the Presifterthe safekeeping

of funds in such depositories as are approved by the Chapter Board.

The Treasurer shall be the principal signatory on all disbursements.

The Treasurer shall maintain Chapter funds in an approved local bank insured by the FDIC.

The Teasurer is responsible for insuring all spending transactions are properly approved.

¢CKS ¢NBI&adz2NSNJ Aa OKINHSR gAGK (KS NBalLRyaAo
and assets and must accurately account for all transactions that take pldue e

OKI LJGSNRA FAYIFIYOALf | O02dzyiaao

¢CKS ¢NBIFAdzZNBNI Ydzad YFAYOGFAY | OOdzNF GS NBO2 NR
monthly basis on the SGM#pproved chapter budget form.

¢CKS ¢NBIadzZNENJ Ydza G S ypiotizbtBus ieiding in@pKsianddd | LG S NI

Annual Reports:

T

T

The Treasurer and President should lead the entire Chapter Board in the developiment
the annual fiscal year budget, to be submitted3G&MmMeadquarters.
o Due date for submission to SGMP Headquarters: July 31 of eachugeacti®
changeto an earlier Julgate).
The Treasurer shall prepare and submit a yerad fiscateport
o Due date for submission to SGMP Headquarters: August 10 of eackifyear 16"
of the month falls on a Saturday, Sunday or Federal Holiday, the report will be due
the next business day(yubject to change to an earlier Jdite.)

1 All yearend Treasury record®Kiginal documentationmust be sent to SGMP

Headquarters by August Hnhd kept for seven yea(SEE Policy Q&).(If the 10" of the
month falls on a Saturday, Sunday or Federal Holiday the report will be due the next
businesslay.)
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(HAPTEBOARDIOBDESCRIPTIONS

SECTION (HAPTERS PoLIcNO:  G26 (CONTINUED
DATE OORIGIN MARCH009
REVISED OcTOBER009;JANUARY012;0cTOBER013;JANUARR018 FEBRUAR2019
REAFFIRMELC

Monthly Reports:
1 The Treasurer shall submit a written report on the financial standings of the chapter on a
monthly basis, to be presented to the Chapter Board and the President, for inclogioa
t NBAARSY (1 Qa Y2y (iKf e SBKP HiadhitesisdzY Y I NBE NB L2 NI
1 Accuraterecords for all chapter income and expense transactions must be reconciled with
the chapter bank statement eachonth.
o Due date for submission of copy of bank statement to SGMP HeadquartBisf 10
the month for previous month that closed ouif the 13" of the month falls on a
Saturday, Sunday or Federal Holiday the report will be due the next business day.)
1 The Treasurer must submit the moréimd report toSGMRHeadquarters eaamonth
o Due date for submission of Treasurers Report to SGMP Headquaéferd:the
month for previous month that closed outf the 16" of the month falls on a
Saturday, Sunday or Federal Holiday the report will be due the next business day.)

DIRECTORS)
1 There will be three Directors: one Government Planner, one Sumsieither one
Government Planner, Contract Planner, Supplier.
1 The Directors serve as committee liaisons or committee chairs and shall pexfioother
duties as are incident to the office or as may be prescribed by thepter Board.

IMMEDIATEPASTPRESIDENT
1 The Immediate Past President serves in an advisory capacity to the ChapteaBdasd
voting member of the Chapt&oard.
1 The Immediate Past President serves as Chair of the Nominations and Elections Committee
and shall perform all other duties as are incident to the office anagbeprescribed by
the ChapteBoard.
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CHAPTERRESIDENTREASURHRNEWLYH ECTED
TRAINING

SFaloN HAPTERS PoLicWNo: G27
DATE OORIGIN MARCH009
RevISED JULY2009;0cTOBERO09
REAFFIRMELC
B.IMINATED SEPTEMBERO13
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(HAPTEBOARDOVIEETINGS

SCTION CHAPTERS PoLIcWNo: G28
DATE OORIGIN  JULY2010
ReEVISED SEPTEMBER013;SPTEMBER014;DECEMBERO16
REAFFIRMELC

PURPOSE
¢2 LINPOARS 3FdzARSEAYSE F2NJ OKFLIISNI 621 NRa 2F RA

POLICY

Chapter Boards of Directors are required to hold six meetings each fiscal year, of which a minimum
of three meetings shable held faceio-face. Any additional meetings may be held faodace or

via conference call.

Chapter financial and membership reports must be reviewed and accepted monthly by the chapter
board, but can be done via email if no board meeting is scheduletthat month. Each month's
approval needs to be recorded in the minutes for the next held board meeting.

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

SGMP defines an excused absence as one where the Chapter President or Chapter Secretary has
confirmed receipt of a request for an excused absence from a board member at leasbtogr h

prior to that Chapter Board meeting that is due to a personal iliness or hospitalization or to the
illness, hospitalization, or death of an immediate family member. [If the Chapter President or
Chapter Secretary is requesting the absence, the contirreeeipt shall be received by the

Chapter First Vice President.]

{Dat RSTAYS& 'y AYYSRAIFIGS FlFLYAt&@ YSYOSNIFa GKS
sibling, child, spouse, domestic partner, mothedaw, or fatherin-law.

Any exceptionstothisdefiA G A2y 2F |y SEOdzZASR F6aSy0S &Kkl ff
majority vote of the Chapter Board.

The Chapter Board may request, with a majority vote (within seven days of the request to be

excused from the meeting), that the Chapter Presidentr-CLIG SNJ { SONB G+ NB NS OSA
note regarding that absence. [If the Chapter President or Chapter Secretary had requested the
l6aSyO0Ss (KS NBljdzSaidSR R200G2NRa y2dS akKrtf oS
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(HAPTERDONTRACTS

FCTION CHAPTERS PoLicNo: G29

DATE OORIGIN APRIZ011

REVISED

REAFFIRMEL

PURPOSE

This policy covers any and all contracts entered into by a chapter and includes, but is not limited
to, contracts covering chapter meetings, speenxnts/conferences, meeting registration services
and website administration.

POLICY
Any contract entered into by a chapter must adhere to the following:

T

l

Thechaptermustbe referredto asthe & { D dNSERTHAPTERAMEY K | LJadl NE
contractpaperwork

The contract must be signed by the Chapter President; but if the Chapter Pressidentt

available, then the ChaptétirstVicePresident.

¢tKS O2y (NI OGO OFy o6S dzZlJ G2 G2 @SINA Ay fSy3
time in office and the ed of their currenterm.

LF GKS IY2dzyd 2F GKS O2yGNY OGO Aa bPpZnnn 2NJ
National Board liaison for review prior to signing. Once the liaison approves it in writing, it

can be signed by the Chapter Presidenthéf liaison has questions or concerns, he/she will

bring it to the attention of the national board for review aapproval.

Chapters should have their own policy regarding the process for soliciting and reviewing
proposals and@ontracts.
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(CHAPTERDUCATION OREGIONACONFERENCES

SCTION CHAPTERS PoLiIcWNo: G30
DATE OORIGIN OcTOBERO11
ReviseED OcToBERO13
REAFFIRMELC

PURPOSE
To accurately record the number of educational meetings a chapter hosts and to document the
number ofcontact hours earned through member participation in chapter education conferences.

POLICY

Chapters may host an extended educational conference. A chapter may substitute an educational
conference for a monthly educational meeting. A chapter may not canrgxtended educational
conference as multiple educational meetings.

Multiple chapters may host a regional educational conference. Each chapter who is part of the
regional conference must participate in the planning, financial responsibility, and orggoizine
event. The participating chapters may substitute an educational conference for a monthly
educational meeting. Chapters may not count a regional educational conference as multiple
educational meetings.

Members may earn educational contact houos attendance at such either described educational
O2yFSNBYyOS LINPOPARSR (KS aSaairzya (GKS AYyRAQARdZ
of education. Members may only earn contact hours for the sessions they attended and will not be
given conact hours for any other concurrent sessions.

Requests for contact hour approval must be received by SGMP headquarters at least 45 days in
advance of the education conference.
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(HAPTEROARISIRATEGIPLANNING
MEETINGRETREATS

SCTION CHAPTERS PoLiIcWNo: G31
DATE OORIGIN JANUARYO012
REVISED
REAFFIRMELC

PURPOSE

Chapter retreats are scheduled to ensure that a Chapter Board strategizes, properly plans and sets
goals, and then develops action items to meet those objectives. lnadbese of this process, a

Chapter Board should use the SGMP Business Plan and Budget Template to work toward creating a
fiscal year budget and actions that meet the educational and operational standards of SGMP.

POLICY

In addition to the requiredransition meeting every other year where the outgoing and incoming
boards meet together, it is recommended that a Chapter Board hold ataglbtrategy session or

a one or two day retreat at the beginning of its term in office and/or, in some cases,ayidw

through their twoyear term. The purpose is for a Chapter Board to properly plan and set goals and
to develop action items to meet those objectives. It also provides time for the Chapter Board
members to further develop their relationships and build papt with one another.

It is certainly reasonable, and can be quite beneficial, to hold a Chapter Board retreat at a location

that can be isolated from the typical daily professional and personal interruptions, so that your

chapter leadership can betteo€us and strategize as a team. A one or potentially two night stay

could also, in some circumstances, be considered reasonable. However, the location must never

merit or require travel by any other means than automobile. The Chapter Board is requirettito ho

these meetings in its defined geographic area and any consideration to meet outside that area
Ydzad 6S NBOASHSR o0& (GKS OKILIISNRa bladAz2y It . 21
Chapters may confirm their defined geographic areas on the SGMP website.

All event trael purchases should be thoroughly vetted by the Chapter Board to ensure it serves

the majority of members and proper use of 5063 nonprofit funds. This policy includes a Chapter
Expense Analysis Flowchart to assist a Chapter Board in making good ddoisibe weHbeing

of the chapter members and to ensure SGMP operational compliance and transparent fiduciary
RSOAaA2yad !'a y2GSR 2y (GKS aLINBIRakKSSasz Fye @I
National Board liaison for prior review and appal/disapproval.
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(HAPTEROARISIRATEGIPLANNING
MEETINGRETREATS

SECTION CHAPTERS PoLiIcNO: G311 (GONTINUED
DATE ORIGIN  JANUARR012
REVISED
REAFFIRMEL
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(HAPTERRUSTEAPPOINTMENT

SCTION CHAPTERS PoLIcCWNo: G32
DATE OORIGIN DeECEMBER014
ReviIsED OcToOBERO15
REAFFIRMELC

PURPOSE
This policy covers the appointment by the National Board of a Chapter Trustee when there is no
available person to serve as Chap®eesident.

POLICY

If a Chapter President must step down due to retirement, job loss, or other reasons during their
two-year term and the Chapter First Vice President is unable to step into that role, the current
Chapter President should send an email akkjy as possible to their National Board Liaison and
copy their Chapter Board informing them of the situation and when their official last day in office
will be. It should also indicate that the First Vice President is unable to fill the role of Chapter
President. The Chapter Board should then make recommendations to the National Board Liaison
of a person who is willing to fulfil the role of Trustee. The person must meet the criteria of being a
member of SGMP for at least six months prior. The NationatdBbiaison will confirm in writing

with the proposed person that they are willing to be named by the National Board as Trustee and
would be responsible for all job duties that relate the Chapter President.

Once the candidate has confirmed they understémel job duties, the National Board Liaison will
submit in writing to the National Board President and copy the Executive Director & CEO (for
distribution to the National Board) a request that said person is approved as the Trustee for a
specific chapterdr a period of 90 days. The 90 days can be renewed by the National Board for up
to six months. After that time the National Board can refer tb/Gegarding action.

Once the National Board approves the appointment of a Trustee, the National Boarah Ishidb
submit in writing to the entire Chapter Board and appointed Trustee confirmation of the
appointment and approved dates. The National Board Liaison is also responsible for calendaring
the 90 days and making sure if it needs to go beyond, the NdtBoard President is notified and
can have the issue before the National Board to approve an extended 90 days.
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(HAPTERIAME ANDORLOGOCHANGES

SCTION CHAPTERS PoLiIcWNo: G33
DATE OIORIGIN SEPTEMBERO17
REVISED
REAFFIRMELC

PURPOSE

SGMP recognizes that there may be occasions where a chapter may request to change their
chapter name and/or their chapter logo. This policy covers the processes associated with such
changes.

POLICY

The Chapter Board is respgible for establishing a task force. The task force is responsible for
researching options to include preparing drafts and/or samples, surveying chapter membership for
consensus, and making recommendations to the Chapter Board on chapter name and/or logo
change(s). The Chapter Board is to vote on acceptance of the recommendation.

Once the chapter name and/or logo change(s) are approved by the Chapter Board, the Chapter
t NBAaARSY(d A& G2 adomYAld GKS NBIjdzSadSRBrdIGeisony 3 S a
who will present the request for change to the National Board for discussion and vote.

The National Board Liaison will be responsible for reporting back to the chapter.

The Chapter Board is responsible for overseeing changes to all cheyp@érequired changes to
include, all chapter operational documents and forms, chapter policy manual,
agreements/contracts, website and other social media. The Chapter Treasurer and Chapter
President are to work with the National Treasurer and/or Natidiwedcutive Director, as needed,
on changes to all financial reporting and accounts.
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CHAPTER FINANCES
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(HAPTEBUDGETRAPPROVAL

SCTION CHAPTERINANCES PoLiIcNo: CF1
DATE OIORIGIN SEPTEMBER0O09
ReviseED OcToBEROO9
REAFFIRMELC

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 year, starting Julyahd ending June 30 of the following year. Prior to each fiscal year
beginning July 1, the Chapter Treasurer and Chapter President should lead the entire Chapter
Board in the development of the fiscal year budget. The chapter is required to use and ggbmit
budget on one the standard Excel accounting form provided by SGMP.

All chapter budgets must be approved by the Chapter Board. The yearly due date for submission is
July 31. Chapter Treasurers are required to have their approved chapter budgets to SGMP
Headquarters by this date. SGMP Headquarters and the National Treasurer will review each

OKIF LJGSNRA& 06dzRISG F2N FAY Il IplafitiNgatdzation gilidelin€sy” & dzNB
are being properly followed.

With respect to chapter budgets, SGMM! categorize chapters into two categorietarge

chapters and regular chaptaersdecause of IRS filing stipulations and guidelines. Large chapters
are defined as chapters that have an annual gross income of more than $25,000 per year over a
three-year perod; all other chapters will be considered as Regular chapters.
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(HAPTEBUDGETFORMS

SCTION CHAPTERINANCES PoLiIcWNo:. CF2
DATE OIORIGIN SEPTEMBER0OOS
REVISED
REAFFIRMELC

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

POLICY
All chapters are required to use the standardized budget form provided by SGMP.

¢KS {Dat ¢NBI adzNB NXdizedif@nyfodfall chaPters\ Bhesé Krés aiell | Y R |
required as of July 1, 2009, and replaced any other chapter budget forms that may have been in
use prior to June 30, 2009.
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CHAPTEBUDGETSUIDELINES TTSROTECINON-PROFIT
STATUS THEBO/20 RuLB

SCTION CHAPTEHHNANCES PoLicWNo: CF3
DATE OORIGIN SEPTEMBEROOS8
ReviseD OcToBEROO9
REAFFIRMELC

PURPOSE
For all SGMP chapters to meet IRS requirements foranofit organizations income allocation.

POLICY

Each chapter is required to meet tfieancial obligations of a neprofit organization as

determined by the United States Internal Revenue Service. The basic premise to adhere to in the
OKFLJGSN) 60dzRISGAY 3T LINRPOS&aa Aa GUKS ynkun wdzZ So ¢
budgeted hcome must be allocated to the education mission of the Society; these funds must be

used in conjunction with or provide education to SGMP members. The remaining 20 percent of the
OKI LJASNR&a |yydzrf 06dzZRISGSR Ay O02YS thethgpten S | £ £ 201
These funds are used for the administration of the chapter. 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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(HAPTEBUDGETHART OACCOUNTS

SCTION CHAPTERINANCES PoLiIcWNo:. CF4
DATE OIORIGIN SEPTEMBER0OOS
RevISED MARCH2009;0cToBERO09
REAFFIRMELC

PURPOSE
To standardize accounting procedures and codes.

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

Ly +Fy SFF2NI (2 &a0GNBFYftAYS yR aidlyRINRAT S SI C
IRS Form 990, Form 98F (electronic), and the 80/20 Rule, SGMP will require all chapters to use

a standard Chart of Accounts. ChapTreasurers are responsible for the accurate and proper
O2RAY3 2F AyO02YS FyR SELSyasSa G2 GKS | LILINE LINA |

Large chapters, with income greater than $25,000, shall use theNd@dm. All other chapters,
with income less thn $25,000, shall use the 98 form.

The standard List of Budget Accounts has been created for all chapters. It has been outlined and
organized in CBE, the Chapter Budget Forms. There are itemized categories in the List of Budget
Accounts, and all trasactions 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 owed to the chapter by customers), inventory, supplies, and
equipment, such as a laptop or camera.

2. Liabilities
Liabilities are amounts owed by the 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 mondiie chapter pays for charges, such 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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CHAPTEIRINANCIAMANAGEMENRULES

SCTION CHAPTERINANCES PoLiIcWNo:. CF5
DATE OIORIGIN SEPTEMBER0OOS
ReviISED OcToBEROO9;APRIIZ011;JUNE2014
REAFFIRMELC

PURPOSE
To provide expected guidelines in the allocation and spending of chapter foatisieet SGMP
guidelines and ethics practices.

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

1. ¢KS OKFLIGSN) Ydzal SyadaNB GKEG GKS OKELIGSNI SE
personal expenses andlthi. OK I LJi SNJ Fdzy Ra | NB yS@GSNI Ay Of dzf
personal funds.

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

3. All chapter members requesting chapter funds for official purposes must alweagsigea
receipt.

4. Thechaptermayneverloan anychapterfunds to anyoneat anytime for anyreason.

5. ¢ KS OKILIWGSNI Aa y20 Fift26SR (2 LI adudgsiid 2 NJ NB
or in part with chaptefunds.

6. Thgchaptermustensurethat chapterfundsare usedfor authorizedandlegitimate
SELISyaSas gKAOK | RKSNBF (Rul€).KS {20ASie&Qa YAa

7. ¢KS OKFLIISNI A& y24 Ftf28SR (2 dzaS fKahylJi SN ¥
certification costs (full or partial) othehanthed / Dat ¢ OSNIAFTAOFIGA2Yy ®

8. The chapter is not allowed to use chapter funds for donations and personal gifts for any
reason. Community service donations backed by funds collected are exempt from this

policy.
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(HAPTERBANKINGIRANSACTION®JLES

SCTION CHAPTERINANCES PoLiIcNo:. CF6
DATE OIORIGIN SEPTEMBER0OOS
ReviseED OcToBERO09;UuLY2018
REAFFIRMELC

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

POLICY

All chaptersare required to maintain chapter funds in a local bank insured by the Federal Deposit
Insurance Corporation. The Treasurer is responsible for ensuring all spending transactions are
properly approved.

Chapters are required to maintain a local bank op&gticcount that is in the name of the

chapter, which is cowned by the Society of Government Meeting Professionals. The business
address on file with 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 majority Chapter Board vote. Amounts under $500 for Regular chapters
and amounts under $1,500 for large chapters may be approved byrdzsdrer or by the Chapter
President, in the absence of the Chapter Treasurer. For expenditures above these thresholds, the
Chapter Treasurer must seek and obtain approval from a majority of the Chapter Board.

I 00Saa (G2 G§KS OKI LIk xBrdctedrtd thiel CYfaptar Treasured) ME Claypied & A
President and the SGMP National Executive Director. They must be on the bank signature card. If
GKS / KIFLWGSNI ¢NBI adzZNENR& 2N/ KFLIWISNI t NBaARSyGQa
Boardmems NJ Y& 6S 3ANIYUGSR 00Saa 2 GKS OKI LI SND:
National Treasurer or SGMP National Executive Director. A copy of the signature card must be sent

to SGMP Headquarters to be kept on file.

Chapter Treasurer approval theieold levels:
1 Large Chapters up to $1,500 without Chapter Board approval.
1 Regular Chapters up to $500 without Chaeard approval
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(HAPTEBANKSGNATUREARD

SCTION CHAPTERINANCES PoLiIcWNo:. CF7
DATE OIORIGIN SEPTEMBER0OOS
ReviseED OcToBEROO9
REAFFIRMELC

PURPOSE
To provide guidelines for the bank signature card.

POLICY
All chapters are required to maintain a current and accurate signature card at the bank where
chapter funds are held.

The bank signature card must alwaysdogrent 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 Headgarters must be notified in writing of all changes to the banking signature card and/or
records, and the written notice must be accompanied by a copy of the new bank signature card.
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(HAPTEREBITCARDGUIDELINES

SCTION CHAPTERINANCES PoLiIcNo: CF8
DATE OIORIGIN SEPTEMBER0OOS
RevISED OcTOBER009;S=PTEMBER0O13
REAFFIRMELC

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

POLICY
All chapters are required to provide debit information to SGN#adquarters and all debit card
transactions must be reviewed twice a month.

Debit cards may be issued to only the Chapter Treasurer and Chapter President as listed on the
bank signature card. The bank account should be restricted; no more than twocadetis may be
issued. A photocopy of the debit card and government issued identification card of the cardholder
must be kept on file at SGMP Headquarters.

The Chapter Treasurer and Chapter Board must review all debit card transactions, including ATM
withdrl 6 £ & ¢ KS / KIFLJGSNI ¢ NBF &adzZNBENJ ' yR / KF LJGi SNJ t N
account online (or at the branch) at least two times per month to review the activity of the

OKI LJi SNna OKSO1Ay3 I002dzyid® LT (KE&bderd NBE ye |
Chapter President has the fiduciary responsibility to follow up on the validity of the charge and its
approval for use of chapter funds.
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CHAPTEIRINANCIAIACCOUNTSRANSITIOSCHEDULE

SCTION CHAPTERINANCES PoLiIcNo:. CF9
DATE OIORIGIN SEPTEMBER0OOS
ReviseED OcToBEROO9
REAFFIRMELC

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 occursaifiteeof Chapter Treasurer
and/or Chapter President, chapters will have 30 business days in which to change all financial
accounts, passwords and PINs.

¢KS 2dzi32Ay 3 GNBFadz2NBNJ YR LINBAARSY(G Ydzad KI yR
account, and said debit cards should be destroyed in the presence of the previous cardholder.
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(HAPTERREASURHRESPONSIBILITIES

SCTION CHAPTERINANCES PoLiIcWNo: CF10
DATE OIORIGIN SEPTEMBER0OOS
ReviseED OcToBEROO9
REAFFIRMELC

PURPOSE
Toclearly state the fiduciary responsibilities of the Chapter Treasurer.

POLICY
¢KS / KFLIGSNI ¢ NBFadzNENJ Aa OKIFNBSR ¢gA0K (GKS NBaL
accounts and assets.

The treasurer must accurately account for all transactionsithat] S LJX I OS A GKAY (K
FAYLFYOALT | O0O02dzyiad 5SLI2aAGa YR RA&AO0OAZNBASYSyYya
be accounted for on the month end report.

The treasurer will be responsible to provide the Chapter Board with a monthly el¢&icount of
all chapter transactions. Those monthly reports will be submitted at the end of each fiscal year to
SGMP Headquarters along with the y@@d financial reports.

The monthly report to the Chapter Board will include a copy of the previous@@& o0 I Yy {
statement with all receipts or documents attached as baplfor the transactions on the bank
statement.

¢KS UGNBFAadzZNENI A& 20f A3 4GSR G2 adNnROGte F2tf2¢
record retention, financial reporting, bardccount management, and asset management.

The treasurers must follow the policies and procedures in order to maintain accurate and
I O02dzyGil 6f S NBO2NR&A& (G2 2LISNI OGS dzyRSNJ 6KS 206f A3
nonprofit status remaingn good standing.
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CHAPTERCCOUNTINBROCEDUREEQUIREMENTS

SCTION CHAPTERINANCES PoLiIcWNo: CF11
DATE OIORIGIN SEPTEMBER0OOS
ReviseED OcToBEROO9
REAFFIRMELC

PURPOSE
To provide expected guidelines on keeping the financial redordse chapter.

POLICY
¢KS / KFLIGISNI ¢ NBIF adzZNENJ Ydzad YIFAYGFEAY | OOdzNF 4GS N
monthly basis.

Accurate records for all chapter income and expense transactions must be kept in an orderly
fashion and must be reconed with the chapter bank statement each month. All transactions
must be accounted for by the treasurer.

Lttt AyO0O2YS IyR SELISy&asS (Nl yal OliAzya 2y GKS OKI
accompanied by a receipt or deposit slip.
Thetreasures At € YIFAYOGFAYy I ¢NBIFAdzZNENRA [23F 6KAOK 4

transactions, deposits, chapter expenses, asset information, and copies of all contracts for the
chapter.
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(HAPTERECEIPTREQUIREMENTS

SCTION CHAPTERINANCES PoucyNo: CF12
DATE OIORIGIN SEPTEMBER0OOS
ReviseED OcToBEROO9
REAFFIRMELC

PURPOSE
To maintain due diligence in the practice of providing receipts for chapter expenses.

POLICY
The Chapter Treasurer must ensure that all chapter expenseacammpanied by receipts.

Receipts must accompany all expense disbursements from the chapter financial accounts. The
receipts must be presented to the Chapter Board monthly and also sent to the SGMP

| S RIljdzk NISNEX ¢ AGK (-&n8 finaréal repors INhdditdistb thadmdeBmeD a & S|
theyearSY R NB LR NI g2dzZ R Ff a2 AyOf dzRS GKS ¢ NBI &dzNB

Chapters that grossed more than $25,000, reference Poliey6@6r timeline guidelines.
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HAPTEREPOSSREQUIREMENTS

SCTION CHAPTERINANCES PoLiIcWNo: CF13
DATE OIORIGIN SEPTEMBER0OOS
ReviseED OcToBEROO9
REAFFIRMELC

PURPOSE
To establish the required guidelines for the documentation of bank deposits.

POLICY
Deposit slips or ATM receipts are required to suppoft f RS LIZAA G GNIF yal OGAzya
financial accounts.

The deposit slips must be presented to the Chapter Board monthly and also sent to the SGMP
| S Rljdzr NISNEX 6 AGK (-8 finankial teip$. NdhouMhatéh dadl S ND&a @& St
accompanyingash sigroff sheet signed by the volunteer members who collected the money.

In addition to the deposit slips, theye&y R NB L2 NI g2dzZA R Ff &2 AyOf dzRS
fiscal year.

Chapters that grossed more than $25,000, see Polie}636rtimeline guidelines.
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CHAPTERASHTRANSACTIONR®ACKINGREQUIREMENTS

SCTION CHAPTERINANCES PoLicWNo: CF14
DATE OIORIGIN SEPTEMBER0OOS
ReviseED OcToBEROO9
REAFFIRMELC

PURPOSE
To establish the required guidelines for the documentaiwdrcash transactions.

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

1 Twomembers(volunteers)houldverifythe cashand presentto the ChapterTreasureor
Chapter Board member faleposit.

1 All three should sign off on the transfer of cash funds to the treasurer or board member, in
the absence of the Chapter Treasurer (sighsheet available online). It is preferred that
the treasurer be presdnif possible, for the collection of cheatts cash.

1 Member volunteers may assist the treasurer or board member in the collection of chapter
funds, as long as safe accounting procedures are mandatefléowled.

T 'ye OFak 02ff SO0 S Rhoflybe jukifo aB&aled din@idd@ and 6 SKI £ F
deposited as collected. Chapter funds should never be stored or kept with pefsoiisl
or replaced by a personal check tteposit.

1 Deposit of chapter funds should take place by the next available banking @ayrefy are
received by the treasurer or board member, in the absence dfréasurer.
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CHAPTERHECKRNRITINGREQUIREMENTS

SCTION CHAPTERINANCES PoLiIcWNo: CF15
DATE OIORIGIN SEPTEMBER0OOS
ReviseED OcToBEROO9
REAFFIRMELC

PURPOSE
Toestablish the required guidelines for the documentation of the writing and issuance of checks.
This policy is based upon Sarbaii®dey Act legislation passed by the United States Congress.

POLICY
All chapter checks must have the appropriate accompangouymentation 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 documentation.

SGMP strity forbids the Chapter Treasurer or Chapter President 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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(HAPTERUDITREQUIREMENTS

SECTION CHAPTERINANCES PoLicWNo: CF16
DATE OORIGIN SEPTEMBEROOS8
ReviseD OcToBEROO9;MARCH010;APRIL2011;AucusP014
REAFFIRMELC

PURPOSE
To establish the required guidelines independent audits of chapter funds. This policy is based upon
Sarbanexley Actegislation passed by the United States Congress.

POLICY

SGMP mandates that, as of July 1, 2008, each of the affiliated chapters haveeagdimancial

FdzZRAG o0& |y AYRSLISYRSYy(G | 002dzyidAy3a FANXY 2N I 7
Committee.

¢CKS CAYlIYOAlIfT wWS@OASG /2YYAOGGSS oAttt 0S O2YLINAa
Director, and at least one additional National Board member.

The Financial Review Committee will review all Regular chapters that gross less than $25,000 per
yea. The Large chapters that gross more than $25,000 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.

{ Dat KSI RIljdzr NI SNE Ydza il ddlyeaders finarcial tepo@ With BliofS NE Q | y
their financial documentation. The fee for this service, to be billed annually, is based on the size of
the chapter:

Level 1 Chapter$200 (55 members or less)
Level 2 Chapter$350 (56 to 149 members)
Level 3 Gapter- $400 (150 to 200 members)
Level 4 Chapter$425 (201 or more members)
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CHAPTEIRINANCIATRANSACTIONZDCUMENTATION
REQUIREMENTS

SECTION CHAPTERINANCES PoLicWNo: CF17
DATE OORIGIN SEPTEMBEROOS
ReviISED OcTOBERO09;JANUARY018
REAFFIRMELC

PURPOSE

Using the Sarbane®xley 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 digdp limit accidental or innocent document
destruction.

Each chapter is required to maintain written document retention of all financial transactions;
these documents will be housed by SGMP Headquarters. The following policies and procedures
cover documenretention, backup retention procedures, archiving of documents, and regular
checkups of the reliability of the system. Chapters are advised that if an official investigation is
underway, or even suspected to be underway, the nonprofit management aftiapter 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.

The treasurer is responsibletobgld®dS ( KS OKI LA SNNRa OKSO1lAy3a | 002«
discrepancies, and provide a detailed financial accounting to the Chapter Board and SGMP
Headquarters. The Chapter Board has the ultimate fiduciary responsibility for reviewing and
approvingtheOK I LJG SNRa FAYlFYOAIlIf NBLRZ2NIAa®

¢KS OKILIWGSNRna Y2yidkKfe olyl aidliSySyida IyR RSo6A
immediately when they are received. If errors are found, they must be investigated and reconciled
before submission of the montlnd financiareport. The treasurer and Chapter Board must

submit the month end report to SGMP Headquarters no later than tHeof@he month. (If the

10" of the month falls on a Saturday, Sunday or Federal Holiday the report will be due the next
business day.)

SGMP will require the chapters to record all financial information on the official SGMP accounting
forms. After the information on revenue, expenses, assets and liabilities equity has been collected,
the treasurer must set aside time to put this informatimro the SGMP standard accounting

forms.
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(HAPTERMONTHLYREVIEW OFINANCIAL
ACCOUNTINBORMS

SECTION CHAPTERINANCES PoLicWNo: CF18
DATE OORIGIN SEPTEMBEROOS
ReviISED OcTOBERO09;JANUARY018
ReEAFFIRMEC NovEMBERO010

PURPOSE
ToSadlofAaK (GKS NBIljdzANBR 3JIdzZARStfAYySa F2NJ I/ KIF LX
financial health.

POLICY

The Chapter Treasurer and Chapter President should review the financial accounting forms at least
once a month. The treasurer, or presidentthe absence of the treasurer, must present the

current and updated forms to the Chapter Board at least once a month. These forms are as
follows:

M BalanceSheet
¢CKS . IflyOS {KSSO aK2ga (GKS FAYFYOAFf LRaAid
asses and liabilities.

1 Profit and Loss or Incontgtatement
The Profit and Loss Statement shows the chapter income and expenses for the month. The
expenses will be listed with a percentage column, so the Chapter Board may analyze the
OKI LJi SN & S Eatd§oyyatSdeterrhige fufuke ©fénding and asset allocation.
This will help the Chapter Board ensure that spending is in line with the approved budget.

1 Accounts Receivablgheet
¢CKS GNBIF&AdzZNBENI YR 062FNR aAK2dzZ R NBsardm@oper i KS C
and timely payment from members and vendors. The form should detail which members
and vendors owe the chapter and how long these amounts have been unpaid. The
treasurer andoard should actively pursue any accounts receivable to ensure tygteh
collects all outstanding monies due to the chapter. The goal of every chapter should be to
have no outstanding accounts receivable on the books for longer thaayf
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(HAPTERMONTHLYREVIEW OFINANCIAL
ACCOUNTINBORMS

FCTION CHAPTERINANCES PoLiIcNO:  CF18(CGoNTINUED

DATE OORIGIN SEPTEMBERO08

ReviseD OcToBER009;JANUARY018

ReEAFFIRMEC NovEMBERO10

During review of all the financial reports, it is important for the treasurer and board to analyze and
assessth@ Ay YOALFf aidl ddza 2F GKS OKIF LW SN& 2LISNIF (A
make sound financial decisions.

1

I NB (KS OKI lidér&asldgz SELISyaSa

If any expenses are increasing as a percentage to budget, it might be a sign that your
chapter isspending too much money in this area. For example, if award expenses increase,
the chapter may need 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.

Are revenueslecreasing?

Revenue fluctuates during 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, the treasurer and boalave the fiduciary responsibility to investigate. The
board should 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 monthlsneetings, or any area that may not be reported on the
standard accounting form.

Are liabilitiesincreasing?

{K2dzft R GKS GNBIF&dzZNENJ YR 02FNR RSIUSN¥YAYS (K
than-expected rate, please contact the National Treas and SGMP Headquarters to

discuss options with the chapter.
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CHAPTERRSTAXREPORTINBORM®90& 990-PF

SECTION CHAPTERINANCES PoLicWNo: CF19
DATE OORIGIN SEPTEMBEROOS8
ReVISED MARCH009;0cToBER009;JANUARYR018
REAFFIRMELC

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

POLICY

All chapters must submit a yeand financial report to SGMP Headquarters by August 10 of each
year.

The chapters are required to complete theDat ¢ NB I adzZNBENRa ¢SYLXE2 S I a
and submit all receipts, bank statements, and supporting backup information that have been

recorded in the yeaend report for the specified tax year. Chapters must retain all records for a
particulartax year together in one secure location. Yearly records must be maintained for a seven
year period. These financial records will be kept permanently at SGMP Headquarters under the
Chapter Records Retention Program.

SGMP Headquarters will file the appr@ie IRS 990 tax form for each chapter. Once the tax form
has been filed, SGMP Headquarters will advise the chapter of its tax status, which will include a
O2LJ 27F (mRuBlic@dlbsuid. 5§ BB R 2y ( K Sendi&lstatiis,Sandady & S NJ
associted service or filing fees, SGMP may have to advise the chapter in question that they will
have to post diability for the following fiscal year.

Large chapters, with income greater than $25,000, shall use theé\d@dm. All other chapters,
with incomeless than $25,000, shall use the 998 form.
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(HAPTERAVINGSCDE, ANDASSETS

SECTION CHAPTERINANCES PoLicWNo: CF20
DATE OORIGIN  APRI2Z009
ReviseD OcToBEROO9
REAFFIRMELC

PURPOSE
For all SGMP Chapters to meet IRS requirementsdioiprofit organization income and savings
allocation.

POLICY

All SGMP Chapters must obtain prior approval from the National Treasurer and the Executive

Director before they can open and deposit any chapter funds into any type of savings account

(exampleof 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
OKIF LJi SNR& NB3Idzf  NJ OKSO1Ay3 | 002dzyiiv o

A request for approval must be in wrig 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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(HAPTERUESREVENUBHARING FOBXISTINGHAPTERS

SFaioN HAPTERINANCES PoLicWNo: CF21
DATE OORIGIN NoOvEMBEROO8
ReviseED OcTOBEROO09:APRIZ011;Aucus013

REAFFIRMEL

PURPOSE
To establish the required guidelines for revenue sharing between SGMP (National) and the

chapters. Thigxcludes Educator/Student and Retiree members.

POLICY
The revenue share to chapters will be a flat rate of $25 per member (effective January 1, 2014).
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CHAPTERPONSORSHIP NETIONAIEDUCATION
CONFERENCE

SECTION CHAPTERINANCES PoLicWNo: CF22
DATE OFORIGIN NoOVEMBERO0OS8
RevISED JANUARY009;0cToBERO09;APRIZ011
REAFFIRMELC
B.IMINATED OcTOBER013
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(HAPTERURCHASES QFTCARDS

SECTION CHAPTERINANCES PoLicWNo: CF23
DATE OORIGIN JANUARYO11
REVISED
REAFFIRMELC

PURPOSE
¢2 SaidlofAiakK (GKS NBIdZANBR JdzARStAYySa FT2N 0KS C

POLICY

SGMP chapters are allowed to offer gift cards to members as awards or recognition (such as
membership drives, chapter contests, committee involvement, e@agh member is only eligible

to receive up to $25 per fiscal year. The chapter treasurer and chapter president must sign the
SGMP gift card form at the time the gift card is purchased. That form must then be attached to the
gift card and the member mustggi it when it is received. A copy of that completed form must

then be attached to the monthly financial report and submitted to SGMP headquarters for the
month that the gift card was purchased.

The member who receives the gift card must sagihon the fam once they take possession of the
JAFAE OFNR® ¢KS FT2N¥ 6A0GK GKS YSYoSNDa aAdayl i dzN
in the month that the member takes possession of the gift card.

This policy is based upon the private inurement doctrine:

The doctrine of private inurement prohibits a taxempt organization from using its assets to

benefit any individual or entity that has a close relationship to the organization (such as a director,
2FTFAOSNE 1S@& SYLX 28SS03I ¢ ludeerk Sdldponsosa Th&issoeE o a d
of private inurement often arises when an organization pays unreasonable compensation (more

than the value of the services) to an insider, but the inurement prohibition is designed to reach

any transaction through whh an insider unduly benéefits, either directly or indirectly, from his or

her position in an organization using taxempt funds or assets.

Historically, the only sanction for a private inurement violation was revocation of the

2NBI yAT I (A 2 yamsi Holvéveér, the iatBrividdidte sanctions rules enacted in 1996
permit the IRS to impose an excise tax on individuals who improperly benefit from transactions
using assets of a ngorofit organization when that benefit does not conform to the nprofits
primary mission. Also the managers of the organization who approved the benefit may also be
assessed the excise tax.
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SGMP

Chapter Purchases of Gift Cards Form [CF23]

SGMP chapters are allowed to offer gift cards to members as awards or recognitioagsuch
membership drives, chapter contests, committee involvement, etc.). Each member is only eligible to
receive up to $25 per fiscal year.

The chapter treasurer and chapter president must sign the SGMP gift card form at the time the gift
card is purchased.hat form must then be attached to the gift card and the member must sign it
when it is received.

A copy of that completed form must then be attached to the monthly financial report and
submitted to SGMP headquarters for the month that the gift card washased.

The member who receives the gift card must itfron the form once they take possession of the

AATAHG OFNR® ¢KS FT2N¥ gA0GK GKS YSYoSNRa aAayl {dzN
the month that the member takes possession ofdtiecard.

The following gift card has been purchased with chapter funds:

(Type of Gift Card and Last Four Digits)

SIGNED DATE
Chapter Treasurer

SIGNED DATE:
ChapterPresident

The gift card was received by chapter membe

SIGNED DATE:
Chapter Member

Society of Government Meeting Professionals Policy Manual, Pagje

Return to Top



GENERAL

Society of Government Meeting Professionals Policy Manual, Pa@e

Return to Top



PARTICIPATIONINC | RS

SECcTION GENERAL PoLicWNo: G1
DATE OORIGIN SEPTEMBERO87
REVISED
REAFFIRMEC JULY1992;JANUARY003;APRIL2008

PURPOSE
¢ KA&a L3t A O eposiidhlrelatBdito fanilliariza@on trips.

POLICY
{Dat R2Sa y20 alyOliAz2y> SYyR2NESS 2NJ aLRyaz2N] aa
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ACCEPTINBIATERIALS FERBLICATION BXGMP
(NATIONA)L

SECTION GENERAL PoLicWNo: G2
DATE OORIGIN SEPTEMBEROOO
RevISED JANUARY003;APRII2008;0cTOBERO09
REAFFIRMELC

PURPOSE
This policy covers the circumstances under which SGMP will accept materials for publication in an
official SGMP publication.

POLICY
SGMP will not accept material for publicatioreim SGMP publication that:
1 Discriminates against any categoryr@mbership
1 Conflicts with theSGMMBYylaws or SGMpvlicy
1 Seeks to endorse any member or activity other than off@@MP functions

All articles submitted for publication in an SGiNational) publication are submitted with the
understanding that the material will be edited as required. The meaning and intent of the article
will not be changed; however, the grammar and punctuation will be clarified. Articles can and will
be edited orcut to fit the space available.

SGMP will accept an advertisement to appear in SGMP publications from an advertising agency,
provided SGMP receives authorization from the member.

Society of Government Meeting Professionals Policy Manual, PEge

Return to Top



SLLING ORISTRIBUTINE EMBERMAILADDRESSES

SEcTiION GENERAL PoLicWNo: G-3
DATE OORIGIN  JULY2000
RevISED APRIL2008;0cToBER009;SEPTEMBERO11
REAFFIRMELC

PURPOSE

SGMP (National) and our chapters conduct a large amount of its member benefits communication

via email and there will always be a danger ofiember feeling that his/her email address is being
abused. This policy covers the use and sale of planner member email addresses to strike an

F LILINBLINRFGS ol flyOS 6Si6SSy 2dzNJ YSYOSNRQ LINA G
marketing campaigns.

POLICY
Email addresses are primarily for internal use of the SGMP (National) and Chapter Boards for the
dissemination of Society business information.

However,
1. SGMP Headquarters may sell or release lists containing planner member email addresses,
providedthat its purpose serves the best interests of our members in their roles as
government meetingrofessionals.

2. Chapters may sell or release lists containing planner member email addresses, provided
that its purpose serves the best interests of our memberheir roles as government
meeting professionals. Chapter board approval is required for such use by chapters and
each chapter is to set its policy to address such circumstances where email addresses are
sold or released for purposes other than the dissgation of Society businesgormation.
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SFLLING ORISTRIBUTINRIEMBERONTACTIST BY
SGMRNATIONA)

ScTioN GENERAL PoLicWNo: G4

DATE OORIGIN OCTOBER992
RevISED JANUARY003;APRIIZ008;0cToBER009:OcTOBERO11

REAFFIRMEL

PURPOSE
This policy covers the sale of SGMP member contact lists by SGMP (National).

POLICY
Only SGMP members can purchase SGMP member contact lists. Member contact lists will be sold

at a cost determined by the National Board.

The prices for th@urchase of member contact lists from SGMP (National) are as follows:
1 Nationwide planner member contact list $525
1 NEC Planner Registrants $295
{ Statespecific (by geography/address) planner member contact list $65/state
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MAINTAININGNDUSTRORGANIZATIOMEMBERSHIPS

SECcTION GENERAL PoLicWNo: G5
DATE OORIGIN  JANUARYLO89
ReviseD OcToBEROO9;MARCH018
REAFFIRMEC JULY1992;APRIL2008

PURPOSE

SGMP is an integral part of the meetings and hospitality industry. In ordeaiatain industry
relationships, the following policy was developed to ensure that SGMP maintains allied industry
organization memberships.

POLICY
SGMP will maintain membership in the Events Industry Council (EIC) and any other pertinent
organization deerad appropriate by the National Board.
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SGMR.OGOUSAGE

SECcTION GENERAL PoLiIcWNo:. G6
DATE OORIGIN JUNE1995
ReviseD OcToBEROO9
REAFFIRMEC APRIL2008

PURPOSE
This policy covers the formatting of the SGMP (National) logo.

POLICY )
Thel ONRyeyY aGa{Daté¢ akKlff lfglreéa 06S dzzaSR Ay dzLJLISN
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VENDOFRCONTRACSGNATURES

SECcTION GENERAL PoLicWNo: G-7
DATE OORIGIN SEPTEMBERI95
RevISED JANUARY003;APRII2008;0cTOBEROO9
REAFFIRMELC

PURPOSE
This policy covers contracts maldetween SGMP and service providers.

POLICY

Any contract or agreement for service requiring expenditures more than $5,000, and without prior
approval of the National Board by motion or through budget approval, must be in writing (by
contract, letter ofintent, or purchase order) and approved by the National President or

iKS t NBaAARSYyliQa RSaA3IySSo

The SGMP Executive Director and/or Deputy Director must sign all contracts between the Society
of Government Meeting Professionals and vendors doing businéssS@MP. The National
t NEBaARSYy(d aidadya (GKS 9ESOdziA @S 5ANBOG2NRa O2y dN
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CONFLICTS ORTEREST WITRFR

SECcTION GENERAL PoLicWNo: G8
DATE OORIGIN JUNE1995
ReviIsED MARCH003;APRII2Z008;0cTOBERO09
REAFFIRMELC

PURPOSE
Thispolicy was created to avoid the appearance of conflict of interest between serving on the
National Board or a Chapter Board and business opportunities generated through RFPs.

POLICY
brFrdAz2ylt . 2FNR YSYOSNA FNB y2i LBSNVNRILIZSIR fié2 oNKS
they are currently serving as National Board members.

/ KIFLIWGSNI . 2F NR YSY0OSNE FFNBX y2i LISNYAGGSR (2 NBa
they are currently serving as Chapter Board members.

This policy does not include RFPNJoYSSG Ay 3a> NBIONBFGa 2N O2y FSNB\
company would be providing the services.
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USE OIOFFICIAGGMPSTATIONARY

SECcTION GENERAL PoLicWNo: G9
DATE OORIGIN DeCEMBERI995
ReviISED OcTOBEROO9
REAFFIRMEC APRIL2008

PURPOSE
This policy covers the authorized stationary for official correspondence.

POLICY

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

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

Chapter printed materials may be in colors of their choice.
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MAKINQOFFICIASTATEMENTS ABEHALF OB GMP
(NATIONA)L

SECTION GENERAL PoLicWNo: G-10
DATE OORIGIN  JANUARYLO96
RevISED SEPTEMBERI99;APRILZ008;0cTOBEROO9
REAFFIRMELC

PURPOSE
The National Board, Executive Director or Deputy Director makes official statements on behalf of
SGMP. This policy covers situations when chapterasited for opinions on issues.

POLICY

When a chapter addresses any issue, written or oral, it shall be explicitly stated that this statement
reflects the opinions of that particular chapter and not necessarily the opinions of the entire
organization.
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PROHIBITION ABBBYINGCTIVITIES

SECcTION GENERAL PoLicWNo: G11
DATE OIORIGIN NOVEMBER997
REVISED
REAFFIRMEC APRI12008;0cTOBERO09

PURPOSE
Government employees are often prohibited from participating in organizations that perform
lobbying activities. This policy prohibits chapters or SGMP members representing SGMP to lobby.

POLICY
SGMP chapters or members representing SGMP are not permitted to participate in lobbying
efforts.
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FHARINGANDUSTRIUBLICATIONS

SECcTION GENERAL PoucyNo: G12
DATE OIORIGIN NOVEMBER997
RevISED SEPTEMBEROO8;OcTOBERO09
REAFFIRMEC APRIL2008

PURPOSE
SGMP will make every attempt to keep the meetings industry informed on actions and activities of
the Society. This policy covers shanmndplications across the industry.

POLICY
Copies of the SGMBovernment Connectiomsagazine will be sent to other industry trade
publications.
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LOAN OB GMHPROPERTY

SECcTION GENERAL PoLicWNo: G113
DATE OORIGIN JANUARYL995
RevISED JANUARY003;APRII2008;S=PTEMBEROO8;OCcTOBEROO9
REAFFIRMELC

PURPOSE
This policy covers the policy and process for loaning SGMP property for use by chapters or
individual members.

POLICY

Any property purchased by SGMP Headquarters will belong to §Satienal). Records will be
prepared and maintained by SGMP Headquarters to assure the location and person accountable
for all SGMP (Nationatywned property.

Items that may be loaned include:
1 Educationamaterials
1 SGMP exhibjproperty

Requests for théoan of property will be directed to SGMP Headquarters, either by fax, mail or
email. The requestor will provide the following information:

chapter

responsible membename

address

phone number

the event for which the property tsorrowed

eventdate(s)

the date of planned return (which should be within two weeks followingethent)

= =4 4 4 -8 -4 -9

Society of Government Meeting Professionals Policy Manual, PEb2

Return to Top



VOLUNTEERING FORATIONAICOMMITTEE

SEcTiION GENERAL PoLicWNo: G14
DATE OORIGIN DeECEMBER003
ReviseED NovEMBERO004;S=PTEMBEROO5;JANUARYZ006;APRII2008;0cTOBEROO9;
JuLY2012;LY2014;OcToBERO015; SEPTEMBERO18; OCTOBER018 FEBRUAR
2019
REAFFIRMELC

PURPOSE

Because committee work is a benefit to both the individual member and SGMP and is an integral
part of the succession planning processs ithe goal of the National Board to encourage all
members to participate on chapter or national committees. This section covers policies related to
volunteering for SGMP (National) committees.

POLICY

SGMP members in good standit@@gpernment Planner, @oact Plannerpr Suppliey may serve

on only one SGMP (National) committee at a time. Members of the National Board and the Gilmer
Trustees may serve as a liaison to a National committee and/or task force, but may not
simultaneously serve on another N@atal committee and/or task force. Members of the National
Board and The Gilmer Trustees may serve on a chapter committee, but not as auaghair.

All SGMP (National) committee appointments are for iyaar terms. At the end of the term
members maye re-appointed to the committee.

All elected Chapter Board members currently serving on their Boards are eligible to serve during
their elected term of office on an SGMP (National) committee, but may not serve as chair or co
chair, as it is their respaibility to focus on matters relating to their own chapter.

Each SGMP National Committee will be allowed up to two volunteer members from each chapter;
with the exception of the National Capital Chapter, of which due to its membership size, will be
allowed up to three members per National Committee.

Retiree or Educator/Student members may serve only if another chapter member is not already
serving on the committee. (SEE POLICY3M

NATIONAICOMMITTEES INCLUDE
1 Membership
1 Nominations &Elections
1 Communications
1 Other committees or task forces approved by the Nati@ward
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LIFETIMBMEMBERSHIPS FE&RSTNATIONAIBOARD
MEMBERS

SECTION GENERAL PoLicWNo: G115
DATE OORIGIN MARCH005
RevISED APRIL2008;0cToBERO09;DECEMBERO13
REAFFIRMELC

POLICY

tFad yraAaz2ylrf LINSAARSYyGa FyR LIl ad ylraazylrt aSc
membership status (in the Society) by the National Board. This will be effective beginning with the

first day after the end of their electeor appointed term or terms of office. A member, whether

St SOGSR 2NJ I LILRAYGSR Ydzald ASNWS (GKS FdzZf wn Y2
membership status in the Society.

In addition to lifetime member status, each individual will recdifietime National Education
Conference registration. Lifetime registration does not include exhibit space at the National
Education Conference.

Any past national president or second vice president who does not meet the above requirements
(prior to July 12013) and has been receiving lifetime membership status and registration will be
grandfathered into this policy.
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PROHIBITION APERSONAGAINBASED OIERVICE TO
SGMP

SECcTION GENERAL PoLicWNo: G116
DATE OORIGIN NoVvEMBERO010
REVISED
REAFFIRMELC

PURPOSE

Elected officials, volunteer leaders and staff members of SGMP may not personally gain from the
{20ASG@8Qa o0dzaAySaa UGKNRdAZAK O2yiGNI OGa 2N AaSNIBAC
limited to, money, gifts, rebates and awds points. This policy outlines the rules regarding the
26YSNARKALI 2F GFNBIdzSyid FEe@SNE 2N aK2y2NHEE LINE 3

POLICY

Elected officials, volunteer leaders and staff members of SGMP may not personally gain from the
Sociee Q& o0dzaAySaa GKNRdAzZZK O2y iGN} OGa 2N aSNBWAOSao®
paying for those travel expenses, shall be the sole recipient of any hotel awards points. When
expenses are paid by SGMP, any points earned or incentives gainie gm@perty of SGMP.
LYRAGARdAzZE £ & 6K2 KI @S LISNE2YIf |6 NRa LRAyGQa VY
points or incentives for placing SGMP meetings or hotel roomsaifaaility.

All awards accounts utilized during SGMP business travat beuplaced on an SGMwvned
membership program with the National Treasurer and Executive Director listed as contacts.
Awards points may only be redeemed with approval of the National Treasurer and Executive
Director.

This policy does not include rewardarned when SGMP expenses are paid in advance by a
personal credit card. This policy allows all volunteers and employees to individually accumulate
airline miles derived on SGMP business travel for personal use.
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OWNERSHIP @GMHENTELLECTURROPERTY

SEcTiION GENERAL PoLicWNo: G117
DATE OORIGIN NoVEMBERO010
REVISED
REAFFIRMELC

PURPOSE
¢2 2dzif AyS (GKS NHzZ Sa NBIFINRAYy3I GKS 26ySNBKALI 2

POLICY
Intellectual Property (IP) is defined as all tangible assetavducts authored for the purpose of
the Society of Government 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 dffiliated chapters (such as CGMP manuals, exams,
certificate programs, bank statements, checkbooks, National Board agendas and minutes,
treasurer financial reports, newsletters, photos, programs, historical files and membership lists). IP
includes, but isot limited to, ideas, designs, inventions, logos, phrases, and 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 $&téd files and

documentss NS G KS LINBLISNIe& 2F GKS {20ASdGed ! LRy GKS
NBaAIYylI A2y GSNXYAYlLGA2YET 2NJ SYyR 2F GSNXY3X {Dat
YSYOSNR&a 2N adl FF YSYOSNIRD&a LISNER2Y !l f assbclaypr 2 NJ A
Any SGMPwned items must be returned to headquarters within seven working days, especially

any laptop computer, credit card, recording device and recorded tapes. SGMP retains the right to

seek legal action and or compensation for unauthatimse of its IP.

Unless otherwise specified in writing, when an individual presents to SGMP members, SGMP does
not own that IP, but is authorized to continue to utilize it.
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SGMHREPRESENTATION BIC/CMMBOARD OF
DIRECTORS

SECcTION GENERAL PoLicWNo: G-18
DATE OORIGIN NoVvEMBERO010
ReviIseED MARcCH018
REAFFIRMELC

PURPOSE
This policy covers the process for the appointment of members to serve on the EIC/CMP Board
and/or Board of Directors.

POLICY
The National President is charged witbminating a member in good standing to the National
Board for a vote.

A

¢CKS GSN)XY 2F 2FFAOS gAff O2NNBalLRyR gAlK (K NE
In case of no stated term of office, the member shall serve at the discretion dfdtienal Board.

However, at least 90 days prior to the end of the term of office, the National Board will discuss the
reappointment of the sitting member or appointment of a new member to represent SGMP.

The SGMP member is expected to carry out the ratesresponsibilities as directed by the
EIC/CMP Board and/or Board of Directors. The SGMP member is also expected to communicate
progress updates after each meeting to the National Board for situational awareness and/or
action.

SGMP National Board willgride an annual budget for the individual who travels in their official
capacity as the SGMP representative. Any expenditure over the approved budget is at the expense
of the individual. Written notification for travel is to be addressed to the Nationasigent and
submitted to the SGMP Headquarters no less than three months prior to the travel date.
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OREDIT ANBRIMINALCHECKS FERJRRENT ANNEW
SGMHEVIPLOYEES

SECcTION GENERAL PoLicWNo: G119
DATE OORIGIN NoOVEMBERO012
REVISED
REAFFIRMELC

PURPOSE

This policy is to set up procedures for credit and criminal checks when hiring the Executive

Director & CEO and Deputy Director, as well as annual checks after they are hired. It is important
GKFGO GKS {20ASG&Qa YA anplayeeg, witha safedmdisitNgl SR 6 &  |j dzt
environment for all SGMP members. It is also important that SGMP take meaningful actions to

protect its funds, property and other assets.

This policy is intended to support the verification of credentials, crinfirsabry, credit status and
other information related to employment decisions that assist the Society in meeting its
commitments.

POLICY
CKAA LRfAOE LI ASE (2 {DatQa 9ESOdziA®@S 5ANBOI

SGMP will complete criminal and baakgnd checks when hiring the Executive Director & CEO

and the Deputy Director. The checks will be verified as a condition of employment. Once employed
in these positions, these individuals must have their criminal and credit checks verified annually as
a candition of continued employment.

Responsibilities of Hiring Official

A. All offers of employment, oral and written, shall include the following statement: "This
offer is contingent on the Society's verification of credentials and other information
required by SGMP policies, including the completion of criminal and credit history checks."

B. Employment verification: This verification must be completed before makirdfiaral
offer of employment to any individual; in all cases requiring such, this verificatahlse
completed within 30 days of making the offerenfiployment.

C. The individual is required to complete the appropriate consent form and pradviglerher
official name, date of birth and social security number which will be provided to & third
party which the Society has contracted with for associated services. The offer of
employment must be withdrawn if the individual fails to complete the confant.

D. If the criminal and credit history checks indicate that there are no convictions, the third
party vendor will inform the initiator of the request who in turn will inform thpplicant
that the employment offer isonfirmed.
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OREDIT ANBRIMINALCHECKS FERJRRENT ANNEW
SGMHEVIPLOYEES

FCTION GENERAL PoLICNO:  G-19(CGONTINUED
DATE OORIGIN NoOVEMBERO012
REVISED
REAFFIRMELC

E. If the criminal and credit checks indicates that there are convictions, the third party vendor
will inform the initiator. The initiator will provide a copy of the report to the individual. (All
related informationwill be treated as confidential, and protected sisch.)

F. If the criminal check reveals convictions, the initiator will review the report with the
National Board. Jointly, they will evaluate each conviction, including any additional
information that the indvidual provides, before the offer of employment is confirmed or
withdrawn. The existence of a conviction does not automatically disqualify an individual
from employment. Relevant considerations may include, but are not limited to, the nature
and number othe convictions, their dates, and the relationship that a conviction has to
the duties and responsibilities of the position. Any decision to accept or reject an individual
with a conviction is solely at the discretion of SGMP. (All related informatibbeviteated
as confidential, and protected asch.)

G. In the event that the results of the background check influences a decision to witladraw
employment offer or separate employment, the hiring official will infdatma individual.

H. Copies of all file rerts will be kept in a confidential, secured containeB&MP
Headquarters.

Appeals; The employment of new and current employees for a position identified in this policy is
conditional until completion and review of the criminal and credit check. Ioffer is withdrawn

as the result of a background check, or if the staff employee is separated as the result of a new
report or an unreported conviction, the prospective employee or employee may appeal the
withdrawal of the employment offer.

Sanctiong Violations of Society policies, including providing false or misleading information used
for any of the above background checks, may include corrective actions up to and including
separation from the Society.
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WHISTLEBLOWBRLICY

SEcTiION GENERAL PoLicWNo: G20
DATE OORIGIN SEPTEMBER0O13
REVISED
REAFFIRMELC

PURPOSE
To outline the whistleblower procedures to be followed relating to illegal, dishonest or unethical
conduct as required by the Sarbar@sley Act.

POLICY

A whistlebloweras defined by this policy is an employee of the Society of Government Meeting
Professionals (SGMP), who reports an activity that he/she, in good faith, considers to be illegal,
dishonest, or unethical in connection with the finances or other aspects ot SGM 2 LISNJ (i A 2 y
Any employee of SGMP who knows or has a reasonable belief that persons associated with SGMP
plan to engage or have engaged in illegal, dishonest or unethical conduct in connection with the
FAYLFYOSa 2N 20KSNI I & LISdrindediagely fild acanpl@ist with hiShed G A 2 v &
immediate supervisor or the Executive Director & CEO of SGMP. If the activity in question is being
Sy3aFr3aSR Ay o6& GKS SYLX 28S5SQa AYYSRAIFGS &dzLISNIIA
employee shouldconali { Dat Qa4 OdzZNNBy G DSYySNIf [/ 2dzyasSts {
Washington, D.C. (202) 3&294. The whistleblower must exercise sound judgment to avoid

baseless allegations. Any employee who intentionally files a false report of wrongdoing will be

subject to discipline up to and including termination.

The whistleblower is not responsible for investigating the activity or for determining fault or

corrective measures; appropriate management officials are charged with these responsibilities. All
reporida 2F Af€S3AFE YR RAaAK2YySald OGAQGAGASA oAff
President who is responsible for investigating and coordinating corrective action.

SGMP will take appropriate action in response to any complaints, includingpblitnited to,

RAZOALE AYIFINEB OGA2Y F3IFLAyald lye LISNER2Y 6K2I AY
reporting such misconduct to the relevant civil or criminal authorities as required by law.

SGMP will not knowingly, with the intent to retakgttake any action harmful to any person,
including interference with lawful employment or livelihood, for reporting a complaint in good
faith pursuant to this policy or to law enforcement officers, governmental agencies or bodies, or
persons with supervay authority over the complainant. Likewise, there will be no punishment or
other retaliation for providing information regarding a complaint in good faith to, or otherwise
assisting in any investigation regarding a complaint conducted by, SGMP, laceenéoit

officers, governmental agencies or bodies, or persons with supervisory authority over the
complainant.

Employees with any questions regarding this policy should contact the Executive Director & CEO or
National President.
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SOCIAIMEDIA

SEcTiION GENERAL PoLicWNo: G21
DATE OORIGIN SEPTEMBER0O13
REVISED
REAFFIRMELC

PURPOSE
This policy covers the responsibilities relating to the use of social media and the rules of
engagement.

POLICY

Social media is the term commonly givenwebsites and online tools (Facebook, LinkedIn,
Twitter, etc.) which allow users to interact with each other in some ghy sharing information,
opinions, knowledge and interests. All individuals who are connected to the field of government
meeting plannig are invited to participate unless the particular site is restricted to SGMP
members only (the SGMP LinkedIn site is restricted to members only).

SGMP Headquarters will be responsible for the content of all National social media sites. These
sites willbe updated and monitored by the designated administrators to remain of value to
participants. Comments that are disrespectful will be immediately removed and the individual will
be issued a warning and may be removed from the site.

SGMP chapters have tloption to create social media sites. A chapter that wants to have a social
media site should make specific plans and commitment to keep the site maintained by allocating
appropriate time, resources, and have the marketing and technical skill set requitexep the

site updated.

SGMP Headquarters should be notified of SGMP chapter social media sites.

SGMP Headquarters and chapter social media sites should post these suggested rules of
engagement so that all participants are aware of what is or is notvatd:
1 Respect proprietary information amdnfidentiality.
1 Provide an individual perspective on what's going on at SGMP and in theffieleeting
planning.
1 Post meaningful, respectful comments other words, no spam and no remarks tlzaie
off-topic or offensive.
1 Reply to comments quickly when a response is appropriate. Comments that are
disrespectful will be immediatetgmoved.
When disagreeing with others' opinions, maintaiprafessional attitude.
Job postings may be allowed on any social m&itea
Programs or meetings which charge a fee may be posted as long as thezeisacal
relationship with the sponsoring organization or a partnership 8BMP.

= =4 4
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CONFLICT ANTEREST

SECcTION GENERAL PoLicWNo:. G22
DATE OORIGIN JUNE2014
REVISED
REAFFIRMELC

PURPOSE
This policy establishes guidelines regarding confidentiality and conflicts of interest for National
Board members, Gilmer Institute of Learning Trustees, and SGMP Headquarters staff.

POLICY

5SOAaAz2ya [o02UBNIKS2a0RgREOKS dzaS 2NJ RAaLIRaAdl
not be influenced by the possibility of private profit or other personal and/or professional benefit
accruing by the persons subject to this policy who take part in the decision nosteul

confidential matters be discussed outside each entity. National Board members, Gilmer Institute

of Learning Trustees and SGMP Headquarters staff are obliged to avoid actions that could be
perceived or interpreted as being potential conflict of intsrer discussing SGMP matters that are

of a confidential manner outside the meeting environment. The National Board and Gilmer
LyadAddziS 2F [SFENYyAYy3I ¢NHz2A(iSSaQ YAydziSa aKkKzdz R
Institute of Learning Trustee abstaifrom voting due to conflict of interest.

Each person elected to the National Board and Gilmer Institute of Learning shall sign said form
acknowledging this conflict of interest and confidentiality policy. SGMP Headquarters staff shall
sign same form upohire. These forms will be kept on file by the Executive Director.
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SOCIETY OF GOVERNMENT MEETING PROFESSIONALS (SGMP) NATIONAL BOARD; GILMEF
INSTITUTE OF LEARNING; HEADQUARTERS STAFF
- CONFLICT OF INTEREST AND CONFIDENTIALITY AGREEMENT
By signindpelow | am certifying my understanding and acknowledgment that decisions about the
{20ASG@eQa 2LISNY 0A2ya YR O2yFARSYUGALE YI GGSNAE
following mandatory conditions:

1. lunderstand that | must maintain the confidee of any paper document or file containing
confidentialinformationinvolvinganySocietyoperationand/or currentor previous Society
employee orvolunteer leader.

2. | understand that | must maintain the confidence of any electronic document or file
contaning confidentialinformation involving any Society operation and/or current or
previous Society employee @plunteer leader.

3. lunderstand that I must maintain the confidence of any verbal information which | may
hear, or overhear, containingpnfidentid information involving any Society operation
and/or current or previous Society employeevaiunteer leader.

4. lunderstandthat confidentialinformationmeansandincludesput isnot limited, to any
matter relatedto:

a. internal management matters: e.glraft and nonpublic budget; legal;
administrative materials and informatioor,

b. personneissuese.g.,payroll,socialsecuritynumber,personainformation;
applicant candidacy; job performance or discipline; grievances or appeals; claims,
litigation, and other personnetelated matters;

c. SGMPolicyandpendingmattersthat areor maybe, sensitive.

5. lunderstand thamaintain the confidenceneans that, unless clearly required by my job, |
am prohibited from divulging or confirming such confidenitdibrmation to any person
outside the National Board, Gilmer Institute of Learning or Headquarteith the limited
exception of a request to do so by the Executive Director or National President, as
approved by the National Board DBirectors.

6. lunderstandif lamunsureregardingthe confidentialstatusof information, I will consult the
ExecutiveDirectoror NationalPresidenfor clarification.

7. lunderstandthatthe purpose2 ¥ { DBCanfli€ad Interestpolicyisto protectthe integrity
2T { Dat Q-tnakiRgSptdaedsiaddyfo protect the integrity and reputation of its
National Board, Gilmer Institute or Learning, and Headquarters $tdffe course of
employment or elected office | will disclose any interests in a transactiaecision where
[, my family, my employer, or close associates will receive benefit or gain as they are
identified.

| understand each of the above statements and acknowledge that a violation of this agreement
will be grounds for appropriate action (se8GMP Policy Manual).

Name: Date:

c: Original: EFile
Copy: Staff/Elected member
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HIRINGDECISIONS BXECUTIVBIRECTO& CEO

SECcTION GENERAL PoLicWNo: G23
DATE OORIGIN JULY2014
REVISED
REAFFIRMELC

PURPOSE
This policy establishegiidelines regarding family and/or personal friends in the workplace.

POLICY

It is prohibited for relatives to occupy positions in which one supervises the other or is in a position

to exert direct influence on the appointment (including temporary), proiow, pay and/or

RAAOALI AYyS 2F GKS 20KSNM® C2NJ LJzN1Jl2 aSa 2F (KAa

T hySQa KdzaolyRI ¢gAFSI az2ys: RI dz3K-infawEistey 2 (§ KS NE
in- law, sonin-law, daughtefin-law, motherin-law, fatherin-law, aunt, uncle, niece,
nephew, stepparent, astepchild.

1 Anindividual residing in the same household as the emplayee;

1 Anindividual sharing a committed, personal relationship it employee.

For purposes of this policy, if a finalist for a positiosof LIt 2 @ YSy i A& O

2 BF
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(CHAPTERROUFSTRUCTURE

SECcTION GENERAL PoLiIcWNo: G224
DATE OORIGIN  JULY2017
ReviseD OcToBERO18
REAFFIRMELC

PURPOSE
The purpose of thehaptergroup structure is to:
1 Create smaller focus teams to work on projects mle@s.
1 Address geographic issues and/or create chapéemerships.
1 Direct dialogue with the National Board liaison at scheduhegtings and/or conference
calls.
1 Shift financial responsibilities from chapters to natiaorganization.
1 Offer more efficient response tools gwoups.
1 Involve group leaders and broader basembership.

POLICY

SGMP will be divided into eight groups. Egcoup will be appointed a National Board member
liaison. Chapter Presidents and Chapter Second Vice Presidents will be the group representatives
for their respective chapters.

The eight chapter groups are:

Group 1  National Capital; Old Dominion

Group2  Central Florida; Florida Capital; Georgia Peach; North Carolina
Group 3  Louisiana, Rocket City Alabama; Tennessee

Group 4  Michigan; Northern Lights

Group 5 Missouri State Capital; Rocky Mountain; Wild West

Group 6  North Texas; San Antonio Alamo; Tekane Star Capital Group
Group 7  Arizona; Sacramento

Group 8  Greater Oregon; Pacific Northwest
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REQUEST FOREVIEW

SECcTION GENERAL PoLicWNo: G25
DATE OORIGIN  APRI2008
RevISED JuLY2009;0cToBER009;OCcTOBERO17
REAFFIRMELC

PURPOSE

The Chapter President or Chapter Second Vice President may submit position/issue papers to their
National Board Liaison for National Board consideration. All requests requiring a response must be
AY oNARGAY3A dzaiAy3ad (KS aaSL @fail 828 wWEPKKS¢ a BYRXK
the SGMP website.

POLICY
1 Requests for Review may come from any group or be presented by all groups as one
request.
Requesfor Reviewswill be sentto the NationalBoardLiaisorafter a groupconferencecall.
Once the National Board receives the Request for Review from the National Board Liaison,
the board will discuss it and respond in writing within 30 daysadipt.
1 If adopted by the board, standard operating procedures will be created for the Request for
Review item.

1
1
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8 SOCIETOFGOVERNMENWEETIN®ROFESSIONALS

SGMP REQUESHTORREVIEW

Reference Policy @5, please use this form to submit issues to the National Board (through your
National Board Liaison) for consideration. If length or complexity is sthedt

this form cannot be used, follow the format outlined below. Fill out the top portion of this form
and attach it to the documentation you are submitting.

The issue will be discussed at the National Board meeting following receipt of the form. A
decisbn to approve, disapprove, modify or hold for further discussion will be communicated to
the submitting party or parties within 30 days following this meeting.

Date: Chapter:
Submitted by:
Email Address:
Phone:

A. Issue or question to be resolveand yourrecommendation

B. Background andRationale

C. Describe possible impacts of a favorable or unfavoratéeision

D. Have other alternatives been considered? If so, what drey?

Final Decision: D Approved D Disapproved D Modified

Date Resolved:

Date Submitter
Notified:
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MEMBERSHIP
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MEMBERSHBATEGORIESVITHELIGIBILITY
PARAMETERS AIVES

SCTION MEMBERSHIP PoLicNo: M-1
DATE OIORIGIN OCTOBER982
RevISED JULY1992;0OcToBEROO1; APRIL2008; DECEMBEROO9; ULY2010; AuGUsT12013;
MARCH017;0cTOoBER018 FEBRUARR020, SEPTEMBERO20
REAFFIRMELC

PURPOSE
This section covers the eligibility, parameters and dues for SGMP membership categories.

POLICY
MEMBERSHIBEFINITIONS

Government Plannerindividuals who are employed by federstiate,and local government as

meeting planners, including military and quasivernment associations and organizations. A

GLE FYYSNE A& lye2yS K2 Kra (GKS NBaLRdgAoAf AlEe
type of meetingconferencepr convention as part of their official duties. Employees of

private organizations where a majority of whose membership is comprised of government

employees may also qualify as Government Planners if they plan and implemeetings as part

of their official duties.

Contract Plannerindividuals, organizations or companies that are operating under contract to
government agencies and are receiving said payments directly from government agencies to assist
in the planning ormplementation of meetings, conferences or conventions. Individuals who are

the sole proprietorof or are employed or engaged by (including those that receive commission

from hotels), a meeting management company or site selection company; and providengieeti
services including strategic and financial management and/or professional meeting management
services to/for government clients.

Supplier:Organizations that are providing facilities and services to Government Planners or
Contract Planners. Supplierganizations may include, but are not limited to, hotels,
transportation, audievisual, travel services, convention and exhibit services, trade publications,
tour operators, professional speakers, caterers and convention bureaus.
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MEMBERSHEBATEGORE WITHELIGIBILITY
PARAMETERS AIVES

FCTION MEMBERSHIP PoLIcCNO:  M-1 (GONTINUED
DATE OIORIGIN OCTOBER982
RevISED JULY1992;0OcToBEROO1; APRIL2008; DECEMBEROO9; ULY2010; AuGUsT12013;
MARCH017;0cTOoBER018 FEBRUARR020, SEPTEMBERO20
REAFFIRMELC

Educator/Student:Individuals who are students/interns or interested educators. Includes
educators and students/interns who are interested in government meeting planning, but who are
not involved in meeting planning supplying services to meeting planners, and who do not
otherwise qualify for any other membership category. This is avatimg category and does not
count toward the matching requirement.

Retiree Individuals who are members of the Society in good standt the time of his/her
retirement. As long as 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 forfeitih Retiree membership. This is a Reoting category
and does not count toward the matching requirement.

APPLICANELIGIBILITY ANMIEMBERSHIPARAMETERS

If a person qualifies for membership in more than one category, he/she must join at the highest
membership category for which they are eligible. (SEE POLIQY M

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

An Honorarymembership (aategorywith no membership dueshpaybe granted bytheNational

.2FNR o6t 9w {Dat ., [!'2{0X y2N¥XIffte Ay NBO23IYAlA
FYRK2NJ { Dat ® ¢KS adl ddza 2F Gt A¥FSE YSYOSNI oF YS
may also be granted by the National Board (PER SGMRWS), normally in recognition of a
YSYOSNRAa SBMMIIA OS (2
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MEMBERSHBATEGORIESVITHELIGIBILITY
PARAMETERS AIVES

SFCTION MEMBERSHIP PoLIcCNO:  M-1 (GONTINUED

DATE OORIGIN OCTOBER982
RevISED JULY1992;OcToBEROOL; APRIL2008; DECEMBERO009; uLY2010; Aucus12013;
MARCH017;0cToBER018 FEBRUARY02Q SEPTEMBERD20

REAFFIRMEL

Due to the COVHR9 pandemi®n September 21, 2020 the National Board via vote established
the following nterim membershipcategories effective througbune 30, 2021

Interim memberships are available to SGMP members who want to remain in the governmeit
meetings industry but have been furloughed or laid off due to the CQ9Ipandemic and are
looking for a position in the @ustry. Interim memberships are-Ghonth memberships which may
be renewed one time for an additional 6 month®nce a member obtains employment in the
government meetings sector, the member should no longer continue as an interim member and
should be movd to the appropriate membership category.

Interim memberships (membership length of 6 months for each category):
Interim Government Planner: $20
Interim Contract Planner: $35
Interim Supplier: $50
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MEMBERSHBATEGORIESVITHELIGIBILITY
PARAMETERS\DDUES

FCTION MEMBERSHIP PoLIcCNO:  M-1 (GONTINUED
DATE OIORIGIN OCTOBER982
RevISED JULY1992;0OcToBEROO1; APRIL2008; DECEMBEROO9; ULY2010; AuGUsT12013;
MARCH017;0cTOoBER018 FEBRUARR020, SEPTEMBERO20
REAFFIRMELC

EveryRdzSa LI @Ay3 {Dat YSYOSNEKALI KFra I aYSYO0SNAK.
category. There are two membership types:

1 INDIVIDUAIA membershipthat is paid by (andbelongsto) the individualwhichremains
with that member regardless of their placé employment; it is not transferable to another
individual (PEBGMMBYLAWS).

1 ORGANIZATIONAL: A membership that is paid by (and belongs to) the organization/agency
employing the individual which remains with that company/agency; the company/agency
can transfer the membership to another representative with written notification to SGMP
(PERSGMPBYLAWS).

Membership type is completely separate from membership category. Most (but not all) members
Ay GKS LI FyySNI OF 6§S32NE | NBall)inemb&diwtheRuapliere (& LIS &
OFiS3I2NARSa INB GhNABFIYATFGA2Yy ¢ GeaLSaod

Any SGMP member may affiliate with the chapter of his/her choice, regardless of location, for no
additional fee. Not all areas of the country are represented by a chapter, and sompgcha
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 and activities.)

A new member choosingnét2 | FFAE AL OGS 6AGK F OKFLIISNI A& LI |
which there are no organized activities.

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

Educator/Student members or Retiree members are not eligible for national scholarships (SEE
POLICY M1).
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MEMBERSHBATEGORIESVITHELIGIBILITY
PARAMETERS AIVES

FCTION MEMBERSHIP PoLIcCNO:  M-1 (GONTINUED
DATE OIORIGIN OCTOBER982
RevISED JULY1992;0OcToBEROO1; APRIL2008; DECEMBEROO9; ULY2010; AuGUsT12013;
MARCH017;0cTOoBER018 FEBRUARR020, SEPTEMBERO20
REAFFIRMELC

Retiree membersnay attend the tradeshow/exhibits at the National Education Conference (SEE
POLICY MZ2). They may serve on a national committee, but only if no other chapter member is
serving on the committee (SEE POLICY3M They may serve on a chapter committee, ot as
chair or cechair (SEE POLIZML.3).

MULT+MEMBERSUPPLIERISCOUNT
Supplier membership rate option for, including, but not limited to:

Propertylevelpersonnel
Convention & VisitorBureau
Audio-Visualpersonnel
Transportatiorpersonnel

= =4 -4

After purchasing first chapter membership at $400, suppliers may purchase a second and/or third
supplier membership for the same chapter at a discounted rate. The membership program is
capped at three (3) memberships per participating company.

Suppliers may pulase the additional second and third membership in the same chapter at $300
each (a savings of $100), refer to the Membership Dues rates below.

In compliance with Membership Policy-2] a planner match may be required with all additional
single chapter mmberships.

The multtmember supplier discount does not apply to hotel brands, membership in multiple
chapters, or other membership categories.
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MEMBERSHBATEGORIESVITHELIGIBILITY
PARAMETERS AIVES

SFCTION MEMBERSHIP PoLIcCNO:  M-1 (GONTINUED
DATE OIORIGIN OCTOBER982
RevISED JULY1992;0OcToBEROO1; APRIL2008; DECEMBEROO9; ULY2010; AuGUsT12013;
MARCH017;0cTOoBER018 FEBRUARR020, SEPTEMBERO20
REAFFIRMELC

MEMBERSHIPUES
As of July 2018:

Government Planner $55
Contract Planner $140

Supplier $400
Supplier #2* $300
Supplier #3* $300

Educator/Student  $25

Retiree $25

Honorary $00
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MEMBERSHIPROCESSING AMDNTHLYELIVERABLES
FROMSGMHNATIONAL

SCTION MEMBERSHIP PoLiIcWNo: M-2
DATE OIORIGIN OCTOBER982
ReviseD SEPTEMBEROO1;APRI2Z008;DECEMBEROO09;APRI2012;MARCH017;
JANUARY018
REAFFIRMELC

PURPOSE
This section covers the policies and processing of membership applications and renewal notices.

POLICY
SGMPHEADQUARTEFSSANDARIDPERATIN®ROCEDURES FIFEMBERPROSPECTAPPLYING

All membership application packages (paperwork and payment) should be sent directly from the
applicant(s) to SGMP headquarters via mail, fax, email, or online through the Natidrzhges A
Chapter Membership Chair or chapter representative may accept an application on behalf of
SGMP, but that is not the preferred method. SGMP headquarters will be responsible for
determining that the application package is complete, correct and legib

A complete application consists of a fully and legibly completed application with payment.

Any application that is received (and is complete, correct and legible) at SGMP headquarters by
the end of the last working day of a month will be reflectediif &G Y2y i KQa YSYO0SNAF
processing records and monthly membership report.

If an application received at SGMP headquarters is deemed incomplete:

1 The application and payment will be returned to the applicant with a clearly
communicatedreasonasto why it isincomplete,alongwith a clearlymarkedchecklist of
what needs to be completed and resubmitted in order for the application to be
considereccomplete.

All application and payments processed for a month must be received (and be complete, correct
and kgible) at SGMP headquarters by the end of the last working day of that month. Applications
are processed in the order in which they are receive8@MFheadquarters.
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MEMBERSHIPROCESSING AMDNTHLYELIVERABLES
FROMSGMHNATIONAL

SFCTION MEMBERHIP PoLICNO:  M-2 (CONTINUED
DATE OIORIGIN OCTOBER982
ReviseED SEPTEMBEROO1;APRIZ008;DECEMBEROO09;APRI2012;
MARCH017;JANUARY018 FEBRUARR019
REAFFIRMELC

The membership anniversary date is determined with the processititgeahembership

application. Membership is effective the 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 POLICY4)

SGMPHEADQUARTERSANDARIDPERATINEROCEDURES FOBRRENMEMBER&ENEWING ORAST
MEMBERS&EJOINING

Members are given 90 days to pay their membership renewal dues and are responsible for going
online to renew their membership and generating their own invoice. Email renewaksaiie
automatically sent to members 90, 60 and 30 days prior to membership expiration date.
Additional notices are sent 5 days and 15 days post expiration date.

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 membership anniversary date
consistent with the date of their new application. (SEE POLIZ)Y M

Anymember whose dues are delinquent for a period of 60 days past their anniversary date will be
automatically dropped. A member who allows their membership to drop must submit another
membership application to rejoin.

Any individual whose membership was r&ed as a result of action taken regarding our Code of
Ethics may at no time be reinstated as an SGMP member.

MONTHLYMEMBERSHIBTANDARIDPERATING®ROCEDURES SGMPHEADQUARTERS

By the 18 of the following month (if the 1Bof the month falls on a Satday, Sunday or Federal
Holiday, the report will be due the next business day), SGMP will complete and distribute to the
National Board the monthly membership report with final numbers for the-jestied month.

91 OK ljdzk NIISNE |t CsKforidieSudEhre peisentagesyHilkoe telie@addzy (i
with notes sent to chapters where appropriate.
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MEMBERSHIPROCESSING AMDNTHLYELIVERABLES
FROMSGMHNATIONAL

FCTION MEMBERSHIP PoLICNO:  M-2 (CONTINUED
DATE OIORIGIN OCTOBER982
ReviseED SEPTEMBEROO1;APRIZ008;DECEMBEROO09;APRI2012;
MARCH017;JANUARY018 FEBRUARR019
REAFFIRMELC

By the 10th of the following month, the chapter president and membership chair will receive the
following related to the completechembership processing for the jushded month:

SGMP monthly membership report (opage report itemizing all chapters as@&MHRotal)
Chapter membership report (summary of members in good standir@atagory/ratios)
Chapter membership roster (detailedster of members ilgood standing)

Chapter new member list (detailed list of members who joitiet month)*

Chapter at risk member list (detailed list of ngt-renewed members igrace period)*
Chapter dropped member list (detailed list of jtbppedmembers)*

= =4 8 48 -8 9

*for chapter followup

Each member will receive an automated email confirmation notification acknowledging receipt of
new or renewal dues at the time dues are received.

APPLICATION aATCH RESPONSIBILITI&PROCEDURES

Inthe case of & & dzLJLJ A SNJ FNB ST S¢ (GKIG Aa YIyRtwemR o60@
a new Supplier member can only join along with a new planner memtier following processes
are put in place:

Membership Applicants:

PLANNER

1 A planner applicant can dirdgtand immediately join SGMP and their chaptéthout a
suppliermatch.

T LF¥ | LIXFYYSNI gA&dKSa G2 22Ay f2y3 gAGK | ad
employer must be included on the planner application at the time it is submitted to SGMP
Headquarers As there may be instances where the match blank may be missed during the
online application, the supplier information can be added by the planner by submitting a
written request to SGMP Headquarters and within 30 days, the supplier must join the same
chapter as thaplanner.
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MEMBERSHIPROCESSING AMDNTHLYELIVERABLES
FROMSGMHNATIONAL

FCTION MEMBERSHIP PoLICNO:  M-2 (CONTINUED
DATE OIORIGIN OCTOBER982
ReviseED SEPTEMBEROO1;APRIZ008;DECEMBEROO09;APRI2012;
MARCH017;JANUARYO018
REAFFIRMELC

1 There is no deadline by which an appropriateigitched supplier application must be
receivedat SGMFheadquartersafter the plannerapplication.Aninappropriatelymatched
supplier application will always be deemed incompletel handled asoted above.

SUPPLIER

f 5dzNAyYy 3 | GadzZJLd A SN FNBST SGvRwithout & plzinheknatc8.NJ | LILIE
The supplier application must include the name and employer of the planner match; that
LI I YYSNI YI G§OKQa& | thidakeGahdiemgoyer of dheistppliernymatthdzR S
and the planner must join the same chapter as thaiplier.

T wS3FNRfS&aa 2F oKSGKSNI GKS LI FYyYSNI I LILX AOF GA
application, it will be entered into the system and thatmqher will immediately become a
member.

1 If the supplier application is received prior to the planner application, itb&ileemed
incomplete and handled as notethove.

1 There is no deadline by which an appropriateigitched supplier application must be
received at SGMP headquarters after the planner application. An inappropriaggiyhed
supplier application will always be deemed incomplete and handletted above.

EDUCATOR/STUDENT
1 No match required in angase.

SGMMHEADQUARTERS

The matchresponsibilities for headquarters staff are to execute the matching policies as noted in
this manual, and to address complete and incomplete applications as noted in this manual.

QHAPTEREADER® EMBERS

There are no match responsibilities for chapterdess/members.
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SQUPPLIERAYING FOR.ANNEE@MEMBERSHIP

SCTION MEMBERSHIP PoLicWNo: M-3
DATE OORIGIN  JULY1993
ReviseD SEPTEMBEROO1;APRIZ008;DECEMBEROOY FEBRUARR019
REAFFIRMELC

PURPOSE
This policy covers the scenarioRifipplier members paying membership dues for Government
Planner members.

POLICY
SGMP will neither accept nor condone payment for Government Planners, for the purpose of
initial membership application or renewal, by Supplier members.
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MEMBERSHIPROPREJOINDATES

SCTION MEMBERSHIP PoLicNo: M-4
DATE OORIGIN  JULY1986
ReviseD SEPTEMBEROO1;APRIL2Z008;DECEMBEROO9;MARCH 017, MARCH020
REAFFIRMELC

PURPOSE
This policy covers the rules for and determination of datesrfembership drops and rejoins.

POLICY

A member who allows his /her membership to lapse without dues payment will be drdpped

days after his/her anniversary date (PER SGMP BYLAWS). If he/she wishes to rejoin, he/she must
submit a membership application drwill be given a new anniversary date.

Any planner member who has been dropped and wants to rejoin the same chapter less than one
year after his/her former anniversary date canmok y G KS Ayadl yoOS 2F | aadz
placec be matched witha new supplier membership application.

Due to the COVHR9 pandemic, o March 27, 2020, the National Board via vote extended
membershipgrace period from 60 to 90 days beginning with expiration of February 28, 2020
through June 30, 2021. As &ily 1, 202, grace periods return to 60 days.
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MEMBERSHKINNIVERSARDATES

SCTION MEMBERSHIP PoLicNo: M-5
DATE OORIGIN  JULY1986
ReviseD SEPTEMBEROO1;APRIL2Z008;DECEMBEROO9
REAFFIRMELC

PURPOSE

This policy covers the rules for addtermination of dates for membership dues cycles upon
joining.

POLICY

The anniversary date of membership will be in the month the membership is processed by SGMP
headquarters. Therefore, membership will run for no less than one year from that anniversary

date, regardless of any subsequent renewal payment date, provided that the renewal payment is
LINEPOS&daSR LINA2NI 02 GKS YSYO6SNI0SAYy3a RNRLILISRd C
month is in May, but renewal payment is not received and creditetiil dune, the anniversary

date remains in May.

Society of Government Meeting Professionals Policy Manual, Pege

Return to Top



(HAPTERUBSIDIZING RAYING FORLANNES®
MEMBERSHIP

SCTION MEMBERSHIP PoLicWNo: M-6
DATE OORIGIN NoVvEMBER0O2
ReviIsED SEPTEMBERO08;DECEMBERO09
REAFFIRMEC APRIL2008

PURPOSE

It iscritical for planners and government agencies to see the value of SGMP membership. Paying
2ySQa 26y RdzSa (2 o0Sft2y3a (2 {Dat LINRPGARSaA a2YS
order to get the most value from the membership.

This policy covershapters subsidizing or paying for membership dues for Government Planners.
POLICY

SGMP will not allow the practice of using chapter funds for the purpose of initial membership
application or renewal. Any infraction of this policy will result in apprdprdisciplinary action.
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MEMBERSHIMEETINMULTIPLMEMBERSHIP
CATEGORKRITERIA

SFcTioN MEMBERSHIP PoLiIcWNo: M-7
DATE OORIGIN OCTOBER992
RevISED SEPTEMBERO02:APRII2008;SEPTEMBEROO08;DECEMBEROO9

REAFFIRMEL
PURPOSE
ThisLJl2 t A 08 O29SNE OANDdzyaidalyoSa ¢KSy | Y
SGMP membership category.
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POLICY
If a person qualifies for membership in more than one category, he/she must join at the highest

category for which he/she is eligible.
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NON-REINSTATEMERFTERCODE OETHICY/IOLATION
(MEMBERB

SCTION MEMBERSHIP PoLicWNo: M-8
DATE OORIGIN JANUARY001
RevISED APRIL2008;DEcCEMBEROO9
REAFFIRMELC

PURPOSE
This policy relates to individuals who have been expelled fr@mbership for a violation of
{Dat Qa O2RS 2F SikKAaOao

POLICY
Any individual whose membership has been revoked as a result of action taken under SGMP
Bylaws Article Ill, Section 7 shall at no time be reinstated as a member of SGMP.
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MEMBERSHIRATIOS0/50 REQUIREMENT

SCTION MEMBERSHIP PoLicWNo: M-9
DATE OORIGIN  JANUARYR000
RevISED APRIL2000;MARCH004;APRI2Z008;DECEMBEROO9;NOVEMBERO12;
MARCH 017 FEBRUAR2019
REAFFIRMELC

PURPOSE

In order to avoid the designation agxat N2 KA 6 A0SR { 2dz2NOS¢ o0& GKS TSR
make every effort to maintain the appropriate planner/supplier ratio, as counted on the national

level.

POLICY
The National Board will enforce the 50/50 planner/supplier ratio requirement in ouonal total.

I YIYyRFGSR @ a&dzLILIhewSupplid MmdBrddr Susst join vikh S NGy planner
member) maygointo effect for all chapters, by national board vote, when the national planner
ratio falls below 52 percent for two consecutive monthshie monthly membership report. The
national board will vote ASAP after that report and will consider the same action for every
subsequent month until the planner ratio in a monthly membership report is at 52 percent or
above in two consecutivaonths.

A chapter board may vote to implement a séffiposed supplier freeze. The freeze begins on the
first of the month following notification to SGMP Headquarters and ends on the first of the month
following notification to SGMP Headquarters. If a chapter doesntity headquarters before the
selfimposed supplier freeze, headquarters will process incoming applications per normal
procedures.
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MEMBERSHIRATIOS0/50 DEFICIENCY

SFcTioN MEMBERSHIP PoLicWNo: M-10

DATE OORIGIN JULY2006
RevisSeD APRI12008;DeEceEMBEROO9

B.IMINATED MARCHO017
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RETIREE ANBDUCATORSTUDENTMEMBERSIGIBILITY
FORSCHOLARSHIPS

SCTION MEMBERSHIP PoLicNo: M-11
DATE OORIGIN APRI2008
ReviseD DeEceMBERO09;0OcTOBERO15;APRIZ016
ReEAFFIRMEC NovEMBERO010

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

POLICY

Retiree and Educator/Student members are not eligible to receive national scholarships to attend
the national educational conferenceettee and Educator/Student members are eligible to

receive chapter scholarships to attend either the national or regional/chapter educational
conferences.
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RETIREMEMBERATTENDANCE NATIONAIEDUCATION
CONFERENARADESHOW

SCTION MEMBERSHIP PoLiIcWNo: M-12
DATE OORIGIN APRI2008
ReviIsED SEPTEMBERO08;DECEMBERO09
REAFFIRMELC

PURPOSE
This policy was created to clarify attendance at the National Education Conference tradeshow.

POLICY
Retiree members are eligible to attend ttradeshow/exhibits while attending the National
Education Conference.
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RETIREMEMBEHRPARTICIPATION COMMITTEES

SCTION MEMBERSHIP PoLicWNo: M-13
DATE OORIGIN  APRI2008
ReviseD DeEcCeEMBERO09
REAFFIRMELC

PURPOSE
Retiree members bringistorical knowledge and experience to local chapters.

POLICY
Retiree members may serve on a local chapter committee as a participant, but not as chair or co

chair.

Retiree members may serve on a national committee, but only if no other chapter member i
already serving on the committee.
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MEMBEMNAMECHANGESVIEMBERSHIFRANSFER AND
(HAPTERRANSFERS

SCTION MEMBERSHIP PoLicNo:. M-14
DATE OORIGIN MARCH008
RevISED APRIL2008;DECceEMBEROO09;MARCH017
REAFFIRMELC

PURPOSE
The purpose ofhis fee is to minimize member name changes and membership transfers in the
SGMP membership database and to cover the administrative cost associated with such changes.

POLICY

If a member with anndividualmembership type wishes to change information in his/her record in
conjunction with their renewal form, there 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 in iariting
required in any case. Information about andividualmembership type can be changed, but the
membership itself cannot be changed or transferred.

If a member serving as the representative ofaiganizationalmembership type wishes to change
information in his/her record in conjunction with his/her renewal form, there 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 in writing is required in any case. Information e&oorganizational

membership 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/lher membership from one chapter to another, he/she must sulinsther request to SGMP
headquarters in writing. A planner member transfer of an individual in any member category is
O2YLX SGSR dzLll2y GKIG YSYOSNNA NBIldzSad o
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ALTERNATRUPPLIERMATCHPROGRAM

SCTION MEMBERSHIP PoLicNo: M-15
DATE OORIGIN  JULY2009
ReviseD DeEcCeMBERO09;MARCH010;NovEMBERO10
B.IMINATED MARCH017
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CoODE OETHICS OMPLIANCE

SCTION MEMBERSHIP PoLicWNo: M-16
DATE OORIGIN  JULY2009
RevISED FEBRUAR2010
REAFFIRMEC MARCH010

PURPOSE
This policy originated in the SGMP bylaws and was created to document the possible disciplinary
action that may occur as aresulto¥aS Y6 SNRa& @A2tF GA2ya 2F GKS {Dat

POLICY

For member violations of the Code of Ethics, or for a violation of any duty of membership, the
resulting disciplinary action may consist of one or more of the following:

Private or public letter afensure

Suspension of membership or loss of otesignation

Expulsion from membership or loss of otllesignation

Assessment of costs incurred by SGMP in holdingeheng

Removal from elected SGMP National or Chayitere

Any combination of thesactions

= =4 -4 -4 A8 9

Any discipline imposed on a member may be suspended with the individual being placed on
probation.
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ETHICINVESTIGATIONS

SCTION MEMBERSHIP PoLicWNo: M-17
DATE OORIGIN  JULY2009
ReviseD NovEMBER010
REAFFIRMELC

PURPOSE
To documenthe procedure to address alleged violations 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 bylaws. Bylaws that are written for or refer to Himhil Board
do not grant a Chapter Board that same authority on the chapter level.

Any member may ask the National Board or the Chapter Board to investigate alleged violations
and/or misconduct of one of its members for disciplinary action. Howeverowahof board
members for cause or for a violation of the Code of Ethics must be handled in a different manner.

The National Board or a Chapter Board may not remove a board member, since board members
are either elected by the membership or appointed bhgttboard, acting on behalf of the
membership. The National Board or a Chapter Board may not ask for a board member's
resignation, but may accept a resignation given by a board member. The only exception to this is
for the removal of a board member for @ade of Ethics violation, misconduct or a dereliction of
duty in office, or if the member in question has committed a crime.

The National Board or Chapter Board will follow the specific procedures on how to convene a
Disciplinary Committee to conduct arvastigation. This committee will not be comprised of any
current board members. The impartial committee will review the facts from both parties and
recommend a course of action to the National or Chapter Board based on SGMP bylaws and the
National or Chaggr policy manual.

The committee will be comprised, where possible, of either three past presidents and two past
second vice presidents, or two past presidents and three past second vice presidents. In the case
of an ethics violation, SGMP bylaws provideaae of Ethics and a series of possible disciplinary
actions for violations. The committee will review the code to determine if an ethics violation has
been committed.

In the case of misconduct or dereliction of duty in office, the committee must detexnfieyond a
reasonable doubt and based upon the facts, that misconduct or a dereliction of dutyoffite

has occurredThe conclusion of the investigation and its reasoning shall be provided in writing to
the member in question with a copy to SGMRatdquarters. In the case of a member allegedly
committing a crime, the committee may only rule after the alleged crime has been proven and a
verdict given in a court daw.

The National Board is the ultimate authority and reserves the right to rule ommatigr involving
SGMP members.
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ETHICS APPEALEOMMITTEE

SCTION MEMBERSHIP PoLicWNo: M-18
DATE OORIGIN AUGUSR010
REVISED
REAFFIRMELC

PURPOSE
To document the procedure in which SGMP members may appeal National Board decisions on
alleged violations of the Code of Ethics.

POLICY

The Ethics & Appeals Committee hears and acts on decisions of the National Board only when the
National Board has reviewed and voted on actions to be taken against members in which evidence
shows violationg ¥ (G KS {20ASGeQa [/ 2RS 2t all &siatiishédldos oef | ga
govern the Society and its members.

When the decision of the National Board has been handed down or made public, any member
who receives a National Board Decision Lettertigen made has the right to request an appeal to
review that decision. The appeal must be in writing (letter or email) and addressed to the
Executive Director & CEO, who will then inform the National Board and officially start the appeals
process.

There ae five (5) members on the committee which is chaired by the National First Vice President.
¢tKS O2YYA(lGSSQa OAOS OKIFIANI A& GKS blFdAz2zylf . 2F
other three committee members are appointed by the National Firse Wresident. At least one

2F UKS (GKNBS YSYOSNR aK2dzZ R 0S FTNRY GKS | LILISI ¢
determined to be unbiased and not associated with the appealing member other than chapter
affiliation. No more than two members of the t@nal Board can serve on the committee.

{Dat | SIRljdzZ NI SNBQ SESOdziaA@S adGhHFF O0dGa +a | C
parties, but does not serve on the committee in any cases involving SGMP (National) violations.

The Executive Director & CEB@d Deputy Director may be appointed to serve on the committee in
hearings regarding chapter to member issues or member to member issues. Any headquarters

staff member may be called upon by the committee to act as a witness or be questioned in regard

to issues with the appeal.

2 KSy GKS YSYOSNI NBOSA@®SA (GKS blFidAz2ylf . 2FNRQA
that the National Board reviewed and quote the SGMP governing document(s) identifying the
violations. An option to appeal within 21 yeamust be offered to the member at the time of

notification.
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ETHICS APPEALEOMMITTEE

SCTION MEMBERSHIP PoLIcCNO:  M-18(CONTINUEP
DATE OORIGIN  AuGUSR010
REVISED
REAFFIRMELC

An appeal is not a new hearing that provides a seadrahce to argue the case. The committee
will reverse or modify a ruling of the National Board only if the individual can prove one of the
following:

The ruling by the National Board was clearly contrary to the evidence

The member did not actually break@A 2 f | (S GKS {20ASié&qQa SGKAO
that govern the Society and its members

1 There was a procedural error that caused the National Board to find a violation of the
{20ASG@8Qa 3A2FSNYyAy3a R20dzYSyia

T
T

The penalty may be deemed as excessiveambe reversed or modified. A hearing with
FRRAGAZ2YIFE AYF2NXIGA2Y y20 F@FLAtlroftS d GKS GA
modification of that decision based on a fair and equitable reason that it is in the best interest of

the Society and$ members.

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

Once the committee has been formed, the entire process must take place (including the final
decision by majority vote of the committee) within 30 days. The decision reached by the
committee is final.
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DEFINITION AAEMBERN GOODSTANDING

SCTION MEMBERSHIP PoLicWNo: M-19
DATE OORIGIN MARCH013
REVISED
REAFFIRMELC

PURPOSE
To establish the SGMP definition of member in good standing.

POLICY
{Dat KIFIR IR2LIISR (GKS RSTAYA (idefihgdinahe cuehtedit®Ng & A y
2F w20SNIQa wdz Sa 2F hNRSNIbSgfte wSgArAaSRod ¢KS

GaSY0dSNRE Ay ¢aethoBe whdsd rigisiagmembers of the [Society] are not under
suspension as a consequence of discgrirproceedings or by operation of some specific
provision in the [SGMP] bylaws.

A member may thus be in good standing even if in arrears in payment of dues [SGMP allews a 30
day grace or arrears period between the documented payment deadline and whemtmadual
is actually dropped from the membership rolls].

L 2yfteé a2YS 2F Iy AYRAGARzZ £ Qa NARIKGA Fa | YS
example, the rights to make a motion and speak in debate), other rights of assembly membership
may dgill be exercised (for example, the rights to attend meetings and vote).

In addition to the above definition are the following policies:
1 There is no distinction between a member in good standing at the national or chapter level.

1 For financial arrears noelated to dues, there is a 9fay grace period between the
documented payment deadline and when that individual is no longer considered to be in
good standing.

T hdziaARS 2F (KS w20SNIQa wdz S& 2F hNRSNI bSgt
sole authority to declare an individual as no longer in good standing. A chapter board that
seeks such a declaration regarding one of its members must request such National Board
FOUA2Y o6& aSyRAYy3a R20dzYSyidl adAazy @bvalobKS &Aidd
that request.
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NATIONAL BOARD
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STESELECTION FONATIONAIBOAROVIEETINGS

SCcTION NATIONAIBOARD PoLicNo: NB1
DATE OORIGIN  JULY1992
RevISED SEPTEMBERI99;APRILZ008;0cTOBEROO09;MARCH010;0cTOBERO12;
DeEceMBERO15
REAFFIRMELC

PURPOSE

The National Board generally holds quarterly meetings and this policy is designed to cover the
LINPOSaa o6& oKAOK aridsSa F2N) {DatQa bladArAz2ylt .2t
chapter interactions at these meeting&/hen those meetings are held fate-face, the national

board prefers to make an effort to engage with area members if there is a chapter at or near

where the meeting is held. Over the years, SGMP has arranged for meals, receptions, trainings or
other networking gatherings with local chapter leaders or members, but the board does not

always hold such events or interactions. Due to the sensitive nature of this process, any questions

or concerns should be addressed to the Executive Director.

POLICY
The SGMRational board determines the potential cities/locations for all National Board meetings
and other national leadership meetings as needed.

SGMP staff prepares and distributes the RFP to all member CVBs and hotels in each selected city.
SGMP staff then eopiles responses and presents findings (including a cost analysis and
recommendation) to the National Board. All reviews need to include a minimum of three bids,
unless otherwise agreed to by the National Board. The National Board votes to determine the
sdected city and property based on the following criteria in order of importance:

91 Cost/price analysis (including airfare, lodging and food per diems, airport traretteys,

1 Chapter in area where the board can have a presence, is in need of visit) aritgl
formationstages.

1 Potential future SGMP conference or meetitg.

After the location has been confirmed, SGMP Executive Director/Deputy Director notifies the
chapter leadership in the city selected within 10 days of the decision that thenatboard will
be holding a future meeting in their area and that potential opportunities for engagement and
meetings will be coordinated based on the agenda. The Executive Director/Deputy Director
ensures the meeting information is posted on the natiowabsite a minimum of 30 days in
advance of the meeting date.
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LIABILITYNSURANCEOVERAGE

ScTiIoN NATIONABOARD PoLicWNo: NB2

DATE OORIGIN SEPTEMBERI87
RevISED SEPTEMBERI91:APRIIZ008;0OcTOBEROO09

REAFFIRMEL

PURPOSE
This policycovers the purchase of liability insurance coverage for SGMP and its National Board.

POLICY
The National Board will assure that SGMP Headquarters procure insurance to cover multimedia for

SGMP Headquarters and the National Education Conference.

Liability insurance coverage for SGMP and the National Board will also be provided.
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NATIONAIBOARDIRAVEL

SCcTION NATIONAIBOARD PoLicINo: NB3
DATE OORIGIN JUNE1993
ReviISED SEPTEMBERO02;JANUARYO003;APRIL2008;FEPTEMBERO08;JANUARY009;
OcToBEROO9;NoVEMBER010;JANUARY015;MAY2015;]ANUARY 016
REAFFIRMELC

PURPOSE

The following policy for authorized official SGMP business establishes uniform standards for
reimbursable costs.

POLICY

TRANSPORTATION

Air & Rail:All travel by air or by rail shall be done at the lowest available fare for nonstop or direct
NRdziS& 06S06SSy (KS (NI @St SNNRa&a 2NAIAYFGAYy3T OAGe
made through the official SGMP travel agent or SGMP Headqggaltéhe cost of the airfare/rail

fare exceeds $600, the travel agent must receive prior approval from SGMP National

Headquarters. Otherwise, the traveler will need to choose a route that falls within the $600

maximum. All tickets will be coaatiass tickts. If a National Board member wishes to upgrade, it

will be at his/her own expense.

Travel related costs including baggage charges (up to two bags per person) and change fee would

be reimbursed by SGMP. SGMP would only pay a change fee penalty ifya chdlight is caused

08 {DatX o0dzaAySadaa NBfFGSRT 2NJ GKSNBE Aa I LISNA?2
personal illness, family illness or death. If such emergency occurs, the traveler shall submit

appropriate documentation to SGMP headqteas.

A change for notsGMP 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 traveler.

Privately Owned VehicleAll travel by private automigile will be reimbursed at the prevailing U.S.

General Services Administration (GSA) rate foungvatv.gsa.go\{not to exceed the lowest

available airfare for the same destination or rental vehicle and fuel). Transportetifrom a
bradGA2y Lt . 2FNR YSYOSNRA K2YS 2NJ g2N] G2kFNRY |
U.S. GSA rate.

If you are driven in a POV to the airport or train terminal, you may claim the roundtrip mileage
from your home to the terminafithe cost does not exceed a omey taxi fare plus tip. If you

drive yourself and park your vehicle, you can claim mileage and parking if the total cost does not
exceed the total cost of a roundtrip taxi fare. Use hotel courtesy transportation servieesbat

your hotel and airport/train terminal when possible.
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NATIONAIBOARDIRAVEL

SFCTION NATIONABOARD PoLIcNO:  NB-3 (CONTINUEP
DATE OORIGIN  JUNE1993
ReVISED SEPTEMBERO02;JANUARRZ003;APRIZ008;FEPTEMBEROOS;JANUARYR009;
OcToBEROO9;NoVEMBER010;JANUARY015;MAY2015;]ANUARY 016
REAFFIRMELC

Rental Vehiclet KS bl A2yt ¢NBF&adzZNENJ 62N 6KS bl A2yl f
absence) may authorize a rental vehicle, if such need exists due to the lack of wdilabke

transportation. Such vehicle should be the least expensive size that satisfies the purpose of the
travel. The National Treasurer may not authorize a rental vehicle for own use without obtaining
approval from the National President.

Parking:Parking fees will be reimbursed in full.

Airport/Hotel Transfers for Airport/hotel or Business Site Transfetsdividual travelers are
encouraged to use airport shuttle or limousine service.

Taxis:Local travel by taxi is authorized for all businesgppaes, as well as for transportation from
hotel to dining establishments.

SUBSISTENCE

National Board members will be reimbursed for actual and necessary expenses incurred in the
performance of their duties. These expenses include meals, mileage, baggages, airport
transportation, transfers, airport parking, internet access, and gratuities.

Travelers on official SGMP business will be reimbursed for expenses incurred in entertaining a
person(s) in the capacity of official business, provided that adea@approval is granted by the
brGA2y It ¢NBFadz2NBENI 62N GKS bl A2yt t NBaAaARSyYy(zx
Without advance approval, such requests may be honored if justified and included in the SGMP

annual budget. A copy of the expense reportlsba presented to SGMP Headquarters prior to

payment.

Lodging will be reimbursed at the actual rate for a standard room. Whenever possible, travelers
are to use SGMP member properties and request the lowest available rate.

QLAIMS FOIREIMBURSEMENT

National Board members/SGMP Headquarters staff may apply for reimbursement for meal
expenditures based on prevailing M&IE per diems for their respective destinations when on official
SGMP business. (Guidelines: k#p://www.gsa.gov/portal/content/101518)

Original exact itemized receipts must be submitted for reimbursement.
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NATIONAIBOARDIRAVEL

SFCTION NATIONABOARD PoLIcNO:  NB-3 (CONTINUEP
DATE OORIGIN  JUNE1993
ReVISED SEPTEMBERO02;JANUARRZ003;APRIZ008;FEPTEMBEROOS;JANUARYR009;
OcToBEROO9;NoVEMBER010;JANUARY015;MAY2015;]ANUARY 016
REAFFIRMELC

Upon completion of travel, the SGMP Expense Report, accompanied by receipts for all
transportation, meals and ber expenses, must be submitted by 30 days from dates of travel.

OTHERREIMBURSABLERAVEIEXPENSES
In addition to lodging, meals and transportation, the following actual expenses incurred as a
necessary part of approved travel may be reimbursed (receiggsequired in most all cases):

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

1 Commercial trasportation expenses paid by the board member. Receipts are required for
each individual ride in a commercial vehicle.

1 Parking fees paid by the board member; receipts are required.

1 Internet, telephone, fax and other similar charges paid by the traveleeipés required.

TRAVEL TOIATIONAIEDUCATIONCONFERENCE

Lodging accommodations for National Board members will be covered only for actual time spent

during the National Education Conference. Board members are expected/required to arrive as

determined bythe National President and board annually. In the event the board member is

presenting at or cechairing a precon session, travel expenses are authorized for early arrival. If a

board member wishes to come in early (i.e.,qomn) and/or stay after (i.eyacation), the costs

incurred will be at his/her own expense. Due to location of the conference and the board

YSYOSNDRa L)X IFOS 2F NBaAaARSYOSsI AT OGN} @St 4 NNI yi

the cost.

Due to the location of the confeleOS ' yR GKS o621 NR YSYoSNRa LJI I OS
warrants him/her to arrive earlier, a request by the board member must be in writing to the

National President and National Treasurer explaining reason for early arrival. The board member

must receie written prior approval from the National Treasurer before travel arrangements are

made. The National Treasurer may not authorize tb&in travel without obtaining approval from

the National President. All travel arrangements must be clarified priootikimg travel for the

National Education Conference.

SGMP headquarters will handle all travel arrangements to the National Education Conference (i.e.,
lodging accommodations, airfare).
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NATIONAIBOARDIRAVEL

SCTION NATIONAIBOARD PoLIcNO:  NB-3 (CONTINUEP
DATE OORIGIN  JUNE1993
ReVISED SEPTEMBERO02;JANUARRZ003;APRIZ008;FEPTEMBEROOS;JANUARYR009;
OcToBEROO9;NoVEMBER010;JANUARY015;MAY2015;]ANUARY 016
REAFFIRMELC

EXCEPTIONS

Any SGMP representative on travel @dficial business may request an exception to any of the

items within NB3, based on extenuating circumstances. Such exceptions must be requested in
GNAGAY3 (2 GKS blraAz2ylFf ¢NBFadz2NBENJ 62N GKS bl dGa
who shdl have sole authority to grant such an exception. It shall be the responsibility of the
blFrdA2ylFt ¢NBFadz2NENJ 62NJ §KS bl dAz2ylf t NBAARSYy (X
this exception is communicated to SGMP headquarters.

Current boardnembers seeking election are prohibited from using SGMP funds to travel to
chapters during SGMP (National) elections, unless they are cagmeved authorized business
travel prior to completion of the nomination form deadline. Requests received foekater the
nomination form deadline must have approval of the National Nominations & Elections
Committee Chair.
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NATIONAIBOAROVIEMBERIRAVEL T&PEAK AT
(HAPTERS

SCcTION NATIONAIBOARD PoLicNo:. NB4
DATE OORIGIN JANUARY001
RevISED APRIL2008;FEPTEMBERO08;JANUARY009;OcTOBEROO9;NOVEMBERO10
REAFFIRMELC

PURPOSE

Every effort will be made to allow each chapter an opportunity for visits from SGMP National
Board members. This policy relates to the financing of National Boardbers asked to speak to
chapters.

POLICY
Chapters may request visits by National Board members in addition to scheduled Board Liaison
visits.

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

¢CKS / KFELWGSNI t NBaAaARSY(U Ydzad O2YLX SGS (GKS a/ KIF LI
hTFFAOS AaArlé T2 Nbsite)dnd Dbmit ® Bre Rayona] Mesiteftdn advéhce
to request a board member to visit a chapter.

Chapters may send a request for partial funding to the National Treasurer explaining the

extenuating circumstances for the request for partial fundiragrfrSGMP (National). The National
Treasurer will consult with the Executive Director & CEO and the National President and respond

AY GNROGAY3TI G2 (GKS OKILIWISNI gAGKAY mn RIFI&a 2F (K

All national SGMP representatis must complete and submit a pedsip report and submit it to
the National Board within two weeks of the conclusion of the visit.

Current National Board members seeking election are prohibited from using SGMP funds to travel
to chapters during SGMP (fianal) elections, unless they are on gapproved authorized

business travel prior to completion of the nomination form deadline. Requests received for travel
after the nomination form deadline must have approval of the National Nominations & Elections
Canmittee Chair.
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INTERNATIONARAVEL

SCTION NATIONAIBOARD PoLicNo: NBb
DATE OORIGIN MARCH005
ReviseD OcToBEROO9
REAFFIRMEC APRIL2008

PURPOSE
This policy covers the process for the approval of international travel by NaBaaatl members
or appointed positions that serve at the pleasure of the National Board.

POLICY

SGMP (National) will cover travel expenses for those who travel in their official capacity as a
National Board member or appointed liaison. In the event thegrnational travel is a possibility,
the following process will apply:

1 Written notification of and justification for the international travel, addressed to the
National President not less than three months prior to the travel date.

1 Written approval bythe National Board.

International travel must be determined to be in the best interest of SGMP and its members.
Potential travelers should consider the location, length and objective of the travel.
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SGMHUNDS FORION-BOARDIRAVEL

SECTION NATIONABOARD PoLicINo: NB6
DATE OORIGIN  JANUARYLO96
RevISED SEPTEMBERI99;APRILZ008;0cTOBEROO9
REAFFIRMELC

PURPOSE

Under certain circumstances, SGMP members may be invited to attend meetings of the National
Board. This policy covers tlapprovals necessary for the payment of travel expenses for non
board members.

POLICY

Payment of travel expenses to National Board meetings or any National-Bpangored function
for any person other than current National Board members and SBé&#elquarters staff must
have prior approval of the National Board.

Society of Government Meeting Professionals Policy Manual, PEgg

Return to Top



(HAPTERVIMEDIATEPASTPRESIDENESECTED TO THE
NATIONAIBOARD

SCTION NATIONABOARD PoLicWNo:. NB7
DATE OORIGIN APRI2008
ReviseED OcToBERO09;JANUARYO012
REAFFIRMELC

PURPOSE
This policy was created to clarify what must occur when a Chapter Immediate Past President is
elected to the National Board.

POLICY

Chapter Immediate Past Presidents, who have voting rights, may only serve on one board of
directors. Since it im the best interest of both the chapter and SGMP (National) to have a clear
separation and, thus, to avoid a conflict of interest, that member cannot serve on two boards of
directors and, therefore, must resign from the one board of directors if chodsisgrve on

another.
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NATIONAIBOARIEXECUTIVEESSIONS

SCcTION NATIONAIBOARD PoLicINo: NB8
DATE OORIGIN  APRI2008
RevisSED SEPTEMBERO08;0cTOBERO09;NOVEMBERO10
REAFFIRMELC

PURPOSE

The purpose of the Executive Session igllow frank discussion among the National Board
members of sensitive or confidential issues 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 Sessae as follows:

Any member of the National Board may call for an Executive Session.

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 dimggbast presidents).

There shall be no minutes from the proceedings of Executive Sessions and there shall be no
recording of the Executive Sessions.

1 Discussion addressing topics(s) within the Executive Session with aiBoacth member

outside of the medng is strictly forbidden.

= =4 -8 4 -4

An Executive Session is a session where no records of the conversation are kept (except results)
and where only those participants having official reasons to be involved are allowed to be in the
conversation. Immediately aftene Executive Session ends, motion(s) may be made based on that
discussion.

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

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

A board member can be punished under disciplinary procedure ihlee/®lates the secrecy of an
Executive Session.

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

The National Resident will then conduct the National Board meeting through the issues that are
to be done in Executive Session.
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NATIONAIBOARIEXECUTIVEESSIONS

SCTION NATIONAIBOARD PoLIcNO:  NB-8 (CONTINUEP
DATE OORIGIN  APRI2008
RevisSED SEPTEMBERO08;0cTOBERO09;NOVEMBERO10
REAFFIRMELC

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 othatipipants back or recess the others
for break.

When all the participants are back, the National President will ask for any motion(s) to be made
based on that discussion.

Proceedings in an Executive Session are confidential.
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ISSUANCE ®IREDITARDS

SCTION NATIONAIBOARD PoLicINo: NB9
DATE OORIGIN  APRI2008
ReviISED MAY2009;JUNE2009;SEPTEMBERO13
REAFFIRMELC

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

POLICY

The only individualauthorized to use the SGMP credit/debit card are:
1 National Board
1 SGMP Executive Director
1 SGMP Deputy Director

SGMP headquarters will administer the credit/debit card application and approval process. With
the exception of the Executive Director, the Nai#b Treasurer and National President, the
credit/debit cards will have credit limits (credit card) and should only be used for official SGMP
National Board travel expenses.

SGMP Headquarters and National Treasurer will review the credit/debit card bitliagnonthly
basis.

All individuals will return their credit/debit card to SGMP Headquarters once their term of office
has expired. Headquarters will ensure any credit/debit card is cancelled the last day of term of
office.

The Executive Director and Pty Director will return their credit/debit cards to SGMP
Headquarters Office once they leave their SGMP employment. SGMP Headquarters will ensure
credit/debit cards are cancelled immediately upon departure.
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TERMS OEFFICE FORATIONAIBOARD

SCTION NATIONAIBOARD PoLicWNo: NB10
DATE OORIGIN  APRI2008
ReviseD OcToBEROO9
REAFFIRMELC

PURPOSE
This policy covers the terms of offices for National Board members.

POLICY
The cycle for the terms of office for all National Board memis&edl coincide with the July 1 to
June 30 period (the SGMP fiscal year), and shall beyeaoterms.

No National Board member may run for more than his/her allowable term.
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EXECUTIVBIRECTORONTRACT

SCTION NATIONAIBOARD PoLicNo: NB11
DATE OORIGIN  APRI2008
ReviseD OcToBEROO9
REAFFIRMELC

PURPOSE
This policy covers contracts made between the National Board and SGMP Executive Director.

POLICY
The contract for the SGMP Executive Director shall be approved by a majority voteNztibeal
Board. Once approved, the National President will sign the contract.

The annual performance review will be conducted by the National President and First Vice
President with the Executive Director.

National Board members will review finaldraffo 4§ KS 9ESOdzi A S 5ANBOG 2 NDa
review no later than 30 days prior to meeting with the Executive Director.

Executive Director will have the opportunity to provide a-ssl$essment of his/her performance.

Each final annual performance rewiend documents will be filed according to this policy.
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NOMINATIONS & ELECTIONS
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NATIONAINOMINATION® H ECTIONGOMMITTEE

SECcTION NOMINATIONS B.LECTIONS PoLicNo: NE1
DATE OORIGIN  JULY1989
RevISED FEBRUARY992;APRII2008;0cTOBERO09;NOVEMBERO10;MARCH 013
REAFFIRMELC

PURPOSE
This policy covers the procedures followed by the (National) Nominations & Elections Committee
with regard to SGMP (National) elections.

POLICY

The (National) Nominations & ElectioBemmittee is empowered to solicit candidates, establish
criteria for evaluating candidates, accept, interview, evaluate and reject candidates for (National)
office. Candidate criteria and job descriptions of (National) board members will be sent to
intereged candidates.

The (National) Nominations & Elections Committee is authorized to provide the names of all
potential candidates, upon request from a candidate, after approval by the National Board.

The Nominations & Elections Committee will ensure altt@n policies are followed.

CKS b2YAYylLGA2ya g9 9fSOGA2YyaA [/ 2YYAGGSS Attt @GSN
name will be placed on the ballot.

The list of official candidates for the incoming National Board will not be announcddhatitlist
of candidates is ratified by the current National Board and all nominees are notified. Those
National Board members seeking reelection cannot vote on the proposed slate of candidates.

All nominees for SGMP (National) office will be notified@mn as possible by telephone and/or in
writing by the (National) Nominations & Elections Committee as soon as the official list of
candidates has been approved. All official candidates will be notified ASAP by telephone and/or in
writing as soon as thelection results have been confirmed.

SGMP headquarters will arrange with a firm, independent of SGMP, to handle the implementation
of the election (including the distribution and counting of ballots) in SGMP (National) elections.
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CAMPAIGNING FOYRATIOML AND
(CHAPTERL.ECTEBOSITIONS

SECcTION NOMINATIONS B_LECTIONS PoLicINo: NE2
DATE OORIGIN  JULY1989
ReEVISED FEBRUARY992;:MARCHO003;APRIL2Z008;JANUARY009;OcTOBEROO9;
NovEMBER010;0cToBERO11;MARCH013;S=PTEMBERO13;DECEMBERO13

REAFFIRMEL
PURPOSE
This policy covers the rules pertaining to campaigning for chapter and/or national office. Any
NEFSNBYyOS G2 aOFyRARFGS¢ aLwlsria G2  OFyRARF (S

Learning trustees and chaptboard of directors.

POLICY

(National) candidates may discuss in verbal or written communications among the membership
that they are interested in seeking a National Board seat. However, candidates may neither
distribute campaign material nor officiallyrogaign to other chapters in monthly meetings or
other official SGMP gatherings until the (National) Nominations & Elections Committee has
officially notified them that they will be on the ballot and that the campaign period is open.

(National and Chaptegandidates may not speak negatively about other candidates. The
emphasis should be on the qualifications and what the individual candidate will bring to the
organization.

(National) candidate promotional materials may be distributed to any Chapter Rredior

distribution at chapter meetings following the National Board approval of the official list of

candidates and until the end of the campaign period in an election year. The actual dates to

distribute (National) candidate information will be outlinddy’ G KS &bl GA 2y f 0 &/ )
DdzZA RSt AySa¢ GKIFIGO INBE LINPOGARSR (G2 GKS O6blGA2Yy L f
F LILWINRP PGSR & | YFGGSNI 2F 0KA&A LRfAOET GKS RIFGS
DdzA RSt Ay S¢ | yvidRelegfighythngline$ wilkbg dccepted as part of the official

(National) policy each year.

1 Each (National) candidate is responsible for assuring the information is delivered to meet
the specific needs of each chapter meeting.

1 Chapter Presidents are ngsnsible for making sure that all (National) campaign materials
sent to the chapter are made available to the chapter membership.

(National) campaign materials may also be mailed to individuals during this same time period if the
candidate chooses to dms
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CAMPAIGNING FORATIONAL AND
(CHAPTERL.ECTEBOSITIONS

SFCTION NOMINATIONS& H ECTIONS PoLICNO:  NE2 (GONTINUED
DATE OORIGIN  JULY1989
ReEVISED FEBRUARY992;MARCH003;APRI2Z008;JANUARY009;0cTOBEROQY;
NovEMBER010;0cToBERO11;MARCH013;S=PTEMBERO13;DECEMBERO13
REAFFIRMELC

Individuals who are running for election are allowed to campaign by utilizing various forms of
social media (i.e., Facebook. LinkedIn, Twitter, etc.) up until the end date and time of thaigamp
period, as outlined in the guidelines/rules. Thereatfter, individuals are prohibited from any form of
campaigning so as not to unduly influence the voting membership. Any candidate found violating
the campaign guidelines/rules will be disqualified amod allowed to run for election.

Campaign material sent by another SGMP or-8&MP member on behalf of the candidate is
prohibited. If the candidate running for election is unable to personally send their campaign
materials, he/she must notify theational N&E chair and seek permission to have their materials
sent by another SGMP or ne8GMP member. The use of official chapter logo on campaign
material is allowed.

(National) candidates are not allowed to participate in or produce campaign vidsemaions in
the SGMP nominations and elections process. Members are prohibited from making or producing
these presentations on behalf of a (National) candidate.

Planners may not solicit any funds from any member in their professional capacity torasisest
cost of (National and Chapter) campaign materials.

(National and Chapter) candidates are encouraged not to spend a great deal of money for
campaign purposes.

(National) candidates are to notify the (National) Nominations & Elections Committereottzaiy
planned chapter visit, specifically for the purpose of campaigning, prior to the visit. The (National)
Nominations & Elections Chair will contact the assigned (National) committee member, who will
notify the Chapter President of the visit. In aiol, the (National) Nominations & Elections
committee member will notify other candidates seeking election to the same position that this
candidate will be visiting a chapter.

(National and Chapter) candidates cannot align with other candidates to falate@of candidates
who have agreed to run together.
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It is understood that SGMP members will have preferences among national and/or chapter
candidates and it is certainly acceptable that thern# e discussions among members regarding
nominations & elections issues and candidates. However, SGMP members are prohibited from
publicly endorsing any one candidate or candidates (National and/or Chapter).

Chapter Presidents will display @lational) campaign material provided by candidates, if in
I O0O2NRIyOS ¢A0GK {DatQa a/ | YLIAIY al GSNRARIFf A& DdzA
election timeframe.

Current National Board members seeking election are prohibited from using SGMPtéunavel

to chapters during SGMP (National) elections, unless they are cagm®ved authorized

business travel prior to completion of the nomination form deadline. Requests received for travel
after the nomination form deadline must have approvatted (National) Nominations & Elections
Committee Chair.

Chapter treasuries may not disburse any funds to support a particular (National) candidate other
than to provide travel support for a prarranged training function.

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

Candidates must adhere to stated campaign policies and maintain dignity and decorum. SGMP
must not be placed in any situation that would reflect poorly rréputation in the hospitality
industry.

Unprofessional and/or unethical conduct during the nominations & elections period (National or
Chapter) by any nominee or candidate may be referred to SGMP for review of a Code of Ethics
violation, and such condi may be cause for disqualification on the official ballot.

Unprofessional and/or unethical conduct during the nominations & elections period (National or
Chapter) by any SGMP member may be referred to SGMP for review of a Code of Ethics violation.
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PURPOSE
This policy covers the minimum qualifications to be eligible to serve on the National Board.

POLICY
In order to be qualified to serve on the National Board, a member must (per national bylaws):

1 Have served as a member otlaapter and attended scheduled meetings and other
chapter events and activities; and

1 Have served as a member or chair of a chapter committee and, in that capacity, met
RSIRfAYSas LINPOARSR O2YYAGUGUSS fSFRSNAKALE |
objectives that benefited the chapter and SGMP; and

1 Have served at least one year on a chapter board (exceptions: a candidate for National
President or National Treasurer must have served two full years as Chapter President or
Chapter Treasurer, respectivelghd

1 Be an SGMP member in good standing for three continuous years and be in the
appropriate membership category for 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) of their installation; and

1 Be in full compliance with all eligibility requirements, including being currently employed in
the government meetings industry and not being between professional positions at the
time of their namination, at the time of the announcement 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
specfic points in the nominations & elections timeline]; and

1 Not ber upon the end of that full term of office serving more than four years in that
National Board position; and

1 Not ber upon the end of that full term in offiae serving more than eight years total i
elected National Board positions.

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
between professional positions drmust meet the criteria for their respective category at the
time of submitting election materials and (should they be elected) at installation.
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PURPOSE

This policy covers the formal written complaint process for national and/or chapter elections when
received from a member in good standing. It is writtennational 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 alsoltl the steps in this policy.

POLICY
All (National) candidates must follow the (National) Elections Policy and the Campaign Materials
Guideline that are established for each (National) election.

The following steps will be taken when a written formamplaint has been filed due to
inappropriate behavior and/or not following the directions as specified either in the (National)
Elections Policy and/or the (National) Campaign Materials Guideline.

The written formal complaint will be sent to the (Natidh&lominations & Elections Committee
chair, who will provide it to the (National) Nominations & Elections Committee for review. If it is
deemed that an inappropriate action may have occurred, the following will then take place:

1 Documentation will be serb referenced candidate with a request for a response
1 Response from the referenced candidate will be reviewed by the committee
1 One of the following actions to be taken will be determined by the committee

o No disqualification of candidate

o Disqualification otandidate

Once these steps have been completed, the (National) Nominations & Elections Committee chair
will contact the referenced candidate by written correspondence with the results. The (National)
Nominations & Elections Committee will also refer atigged violation 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 new voting date will
be set and the election will be conducted. The position will not bdigoed until the result of the
new election has been concluded. But all other elected positions not associated with the
disqualified candidate may be announced.
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CONSEQUENGEBVISCONDUGDRVIOLATIOKDFGUIDELINES

DISQUALIFICATION

The (National) Nominations & Elections Committee avdljualify any candidate who knowingly
participates in misconduct and/or knowingly commits a violation of the (National) nominations &
elections policies, guidelines or timetable. Upon his/her confirmation as an official candidate, the
member has read angrovided signed confirmation that he/she understands all aspects of the
(National) Elections Policy and/or (National) Campaign Material Guideline and, therefore,
understands that any misconduct or violation thereto will result in disqualification.

NO DISQUALIFICATION
The (National) Nominations & Elections Committee determines that the referenced candidate has
not violated any (National) Elections Policy and/or (National) Campaign Materials Guideline.

REFER T&THICSFFICER
The National Nominations & Eteans Committee will refer any alleged violation of improper or
unprofessional conduct to the SGMP Ethics Officer.

PROCES®RREVIEVANDRESOLUTIODF(NATIONALNOMINATION& ELECTIONSOMPLAINT

When an official complaint of alleged misconduct or \iola of the (National) Elections Policy
and/or Campaign Materials Guideline is received by the (National) Nominations & Elections
Committee Chair, the committee process is:

1 Committee chair confirms receipt in writing to the submitter and provides a coplyeo
completed complaint form to committee members for review.

1 Committee chair sends a copy of the completed complaint form to the candidate in

guestion and requests an immediate confirmation of receipt and a written response within

five days.

Committee dair sends complaint/response independently to each committee member.

Committee chair convenes with the committee to discuss the complaint/response and to

guide the committee to a decision regarding the alleged misconduct or violation.

1 Committee chair serslcommittee decision to the submitter, the candidate and the
executive director.

= =
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