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Introduction

Purpose of the Manual

Smooth, Cohesive, Seamless Transitions

The purpose of this manual XE "Introduction: Purpose of the manual"  is to provide information to the general membership of the Texas Lone Star Capital Chapter and to provide a map for new incoming board members. New board members are assigned committees to chair or co-chair or other duties. It will be helpful for the new committee chairs to have an idea of what is expected and when things need to be done. The manual also serves as a means to let new members know what the various committees' duties are so that they can pick a committee on which they would like to serve. 

Updates to the manual will be provided as they occur. Any questions regarding the manual should be directed to the Chapter President or Chapter Secretary.

History 

History  XE "History" and National Operation 

 XE "National Operation" 
The Society of Government Meeting Professionals (SGMP) is a not-for-profit professional organization comprised of government meeting planners, suppliers and contract planners.

Sam Gilmer conceived the idea of a government meeting planner organization. A government planner with the Department of Health and Human Services, Gilmer’s goal was to improve negotiations between government agencies and the hospitality industry to facilitate conducting cost-effective government meetings. The initial organizational meeting took place in October 1981 with 70 planners and 20 suppliers in attendance. Gilmer, Dave DuBois, Sales Manager of the Sheraton Washington and Jim Horvath, Meeting Professionals International Chairman of Chapters and Membership were three of the 90 people present and instrumental in the founding of SGMP. Unfortunately, Gilmer passed away before his dream came to fruition. The Society’s highest honors, Supplier and Planner of the Year, are named for Gilmer.

Originally located in Washington, D.C., the organization operated with one board and a nationwide membership. The first chapter (Chicago) chartered in 1985 followed by Pacific Northwest, Colorado and Heart of Illinois chapters.  It is interesting to note that the National Capital Chapter, the fifth chapter, officially chartered in March 1986.

The national organization and all chapters have nine-member boards consisting of a president, two vice presidents, secretary, treasurer, three directors and immediate past president. The National Board oversees the day-to-day operations of the Society and coordinates the planning and execution of the annual National Education Conference (NEC) that has been held since 1983.

As of 2013, there are 30 chapters across the United States.

National Organization (Note:  Waiting for updated chart from national) XE "National Organization Chart" 
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Texas Lone Star Capital Chapter History XE "TLSC Chapter History" 
In early 1990, Terry Abbott with Howard Johnson Plaza South Hotel and Stacy Janecka with the Texas Department of Commerce saw a need for an SGMP chapter in Austin, the seat of state government.  They began to meet and talk about the idea with other local hoteliers and planners, including Jack Presley with the Best Western Quarters Inn.  Presley had been with the Dallas Chapter when it formed and the group challenged him with the position of Chapter Formation Chairperson for Austin.  An awareness meeting was held in June 1990, with 40 potential members in attendance, the majority from the government sector. With this great response, the core group charged ahead with the idea of starting an SGMP chapter in Austin.

The first chapter meeting was held in early August with an attendance of approximately 50 interested suppliers and planners. At this meeting, the group recruited the first officers for the chapter.

Interest in the chapter continued to grow with each meeting.  On January 10, 1991, the chapter became SGMP’s 21st chapter. Johnna Meyer inducted the chapter board, and then asked the members to make a commitment to SGMP and to build and improve the chapter.  We have continued with this goal, which has made our chapter the strong and dynamic one that it is today.

Code of Ethics XE "Ethics" 

 XE "Code of Ethics" 
Because we recognize that government planners and the hospitality industry are companion functions within the meeting planning field, and 

Because sound price, cost-effective transactions must be mutually profitable, and

Because cooperation between government meeting planners and suppliers will reduce the cost of meetings with consequent benefits to the hospitality industry and to the national economy as a whole,

We, therefore, subscribe to the following standards of professionalism in the relationship between government meeting planners and suppliers and within the industry as a whole.

1. To avoid misrepresentation in all business dealings, recognizing that permanent business relations on a professional level can be maintained only on a basis of HONESTY and fairness.

2. To buy and sell on the basis of value, recognizing that value represents that combination of quality of service and price, which assures the greatest ultimate economy to the user.

3. To respect obligations incurred and neither expresses nor implies a performance, which you cannot reasonably expect to fulfill.

4. To adjust and settle disputes on the basis of facts and fairness only.

5. To recognize that CHARACTER is the greatest asset in commerce, and to give it consideration in all business transactions for the betterment of the profession.

6. To avoid statements tending to injure or discredit and to divulge no information acquired in confidence with the intent of giving or receiving an unfair advantage in a competitive business transaction.

7. To provide, accept or demand no gifts or entertainment in the guise of sales expense, where the intent or effect is to unduly influence the recipients in favor of the donor, and to renounce all forms of commercial bribery.

8. To strive consistently for EDUCATION and growth of KNOWLEDGE within the profession.

9. To counsel (mentor) and to accept counsel from colleagues whenever the occasion permits, in the furtherance of the profession, as well as the Society.

10. To not use the Society or allow the Society to be used for overt commercial or personal purposes.

Mission Statement XE "Mission Statement" 
The Society of Government Meeting Professionals is a national organization dedicated to improving the knowledge and expertise of individuals in the planning and management of government meetings through education, training and industry relationships.

Local Board

Accountability of the Local Board XE "Accountability of the Local Board" 
Members who express an interest to run for the SGMP Board of Directors will obtain support from their employers.  Each board member is asked to agree to the following requirements that must be performed to the satisfaction of the entire board.  If a board member finds that he/she cannot perform the following required duties of the office, it is recommended that the individual resign.  If these requirements are not met, the board will have the right to ask for the individual member’s resignation.

All Board Members are required to comply with the following: 

· Have the support of their agency/company or the member’s job is such that they are able to commit to time out of the office to perform board duties.

· Uphold the SGMP Code of Ethics.

· Comply with and adhere to the SGMP By-laws.

· Arrive promptly at the designated time for board meetings.

· Attend all educational monthly meetings, board meetings, special events and outreach functions as required.
· Remain at the meeting for its duration.

· Chair or serve as liaison for and have oversight of a chapter committee.

· Email committee reports to the board at least three days prior to each board meeting if the committee meeting was held more than one week prior to the board meeting; if committee meeting was held less than one week prior, email report as soon as possible after meeting. 

· Read and respond to emailed minutes within three days of receipt.

· Three unexcused absences from board and monthly chapter meetings (without prior permission from President or chain of command) will result in the mandatory resignation of the board member.

· Promptly respond to other board members’ communications whether by phone, email, fax, etc. 

· Submit committee reports/articles to newsletter editor by deadlines.

· Support and promote the membership recruitment and retention efforts of the chapter.

· Ensure recognition of all committee members at annual awards ceremony.

President 

· Newly-elected President shall attend a two-day orientation and training at the beginning of their term of office.

· Shall be the official chapter representative in the activities of the chapter on all levels and act as the sole person responsible for speaking on the chapter’s behalf in an official capacity.

· Keep a current list of officers and directors and make sure all positions are filled.  Should a board member be removed for cause or by resignation, President shall recommend a replacement of the board member.  This must be voted/approved by the entire chapter board and board changes must be forwarded to SGMP headquarters within 15 days of the change.
· Create, print and copy chapter meeting programs which will include the meeting agenda, upcoming events and future committee meetings’ information.

· Writes the President’s Message for the web site and monthly newsletter, as well as written correspondence as needed for welcome letters and thank you letters to hosts.
· Check mail and distribute to appropriate committee chairs.

· Produce monthly board agenda and preside over all chapter meetings of the board and shall serve as an ex-officio member on all committees, except Nominations and Elections.

· In the treasurer’s absence, may be authorized to sign disbursements and make bank deposits.

· Monitor all board activities to ensure timely reporting of all committees.

· Send in monthly chapter reports to National by deadline of ten days after board meetings.

· Annual Reports:  The Treasurer and President should lead the entire chapter board in the development of the chapter’s annual fiscal year budget to be submitted to SGMP Headquarters.  They should also prepare and submit a Year-end Financial Report by National’s deadline.

· Monitor board reports for compliance with National.

· Shall serve as the liaison between chapter membership and the SGMP National Board and shall participate in scheduled quarterly regional conference calls.  Will keep chapter informed on National activities and announcements.
· Chair Awards and Scholarships committees and adhere to deadlines.

· Perform annual membership survey as outlined in the Chapter Board’s Handbook.

· Shall attend Joint Leadership meetings held annually with the National board, executive director, fellow Chapter Presidents and Second Vice Presidents.

· Maintain documents for chapter history.

Secretary

· Notify the board of the next meeting date via email no later than seven days after the previous board meeting.

· Take minutes of entire meeting.

· Email minutes to the board no later than ten days after the meeting date.

· Email revised minutes to the Board no later than one week after the receipt of the revisions from board members (having given them one week to respond).

· Minutes should follow the format approved by the National Board. Minutes should follow the agenda, include a separate paragraph for each new subject and motion, and identify “action items”.  Motions should be taken verbatim with the name of the individual making the motion and second and include any minority opinion. Approved minutes must be signed and submitted to the President for inclusion in monthly summary report to SGMP headquarters.
· Revise Policy & Procedures Manual as needed. 

· Ensure all official and historical records of chapter are maintained and kept.

· Send special greeting cards to members or their families for various situations such as sickness, death, weddings, birth announcements, retirements and congratulations. 

Treasurer

· Shall travel to National Headquarters for a two-day orientation and training at the beginning of their term of office.

· Treasurer and President will lead the entire chapter board in the development of the annual fiscal year budget to be submitted to SGMP headquarters.

· Collect funds at chapter meetings from registrars with monetary report, keeping one copy and giving one to registrar and president.  

· Deposit all chapter funds collected within seventy-two hours.

· Attach stamped deposit slip to monetary report for meetings or check stub pertaining to deposited amount.  Keep in file for audit purposes. 

· Chair Finance committee.

· Provide President with Treasurer’s Report within seven days after the monthly Board meeting.

· Provide budget report at each board meeting (expenditures and revenues to date).

· Provide all board members with a printed record of their committee’s transactions on a quarterly basis.

· Balance the checking and saving accounts on a monthly basis.

· Share duties of checking mail with the membership chair.  Deposit checks that need to be deposited.  On revenue checks, give the revenue sharing list from National to membership chair and deposit check.   

· Provide end-of-year report to National by August 15. 

· Prepare an annual revenue and expense budget prior to the start of the fiscal year. Pay amount requested for National Education Conference to headquarters by deadline.

· Bill chapter meeting “no shows” as directed by Membership Chair.

· Invoice newsletter advertisers as directed by Newsletter Chair.

· Secure and maintain credit card processing account as needed.

· Maintain money market account.

· Coordinate with accounting firm designated by headquarters to complete annual tax return.

· Ensure that the chapter’s non-profit status remains in good standing.

Checks XE "Checks" 
· The Treasurer or President (or an alternate) shall be the principal signatory on all disbursements.
· Written checks may require two signatures, at the discretion of the board. Checks made payable to individuals for anticipated expenses must be returned if not used. A receipt for the purchase must be submitted to the treasurer immediately upon purchase. Any unused funds must be returned when the receipt is submitted.

· Checks will be written when warranted.  Any requests outside of these times should be made directly to the treasurer.
Refund Requests
· Any member seeking a refund for fees paid to SGMP in conducting official business must make that request in writing on company/agency letterhead, if the refund check is to be made out to the company or agency. Personal refund request for fees paid may be made via email and addressed to the current SGMP treasurer.  A refund request will only be considered if this procedure has been followed.
· A request does not guarantee the refund will be approved. 
· The individual requesting a refund amount will receive a written communication from the SGMP Treasurer after the review with the determination.

Strategic Planning by Chapter Board

In order to continue providing direction to the chapter, all board members are required to attend an annual board planning conference at which time the strategic plan may be reviewed and revised as needed.  In addition, each board member is required to sign an SGMP board of directors’ code of ethics which is submitted to the national office on an annual basis.   
Board Meetings                                                                                               
Chapter boards are required to hold 12 meetings each fiscal year.  As a rule, chapter board meetings are to be face-to-face meetings; however, up to three of these meetings each fiscal year may be held by conference call, should conditions ever merit such an exception.

An officer or director may be removed after the third consecutive absence or third non-excused 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 least four hours prior to that chapter board meeting that is due to a personal illness or hospitalization or to the illness or hospitalization of an immediate family member. (If the Chapter President or Chapter Secretary is requesting the absence, the confirmed receipt shall be received by the Chapter First Vice President.)

SGMP defines an immediate family member as the chapter board member’s father, mother, sibling, child, spouse, domestic partner, mother-in-law or father-in-law.

Any exceptions to this definition of an excused absence shall only be allowed as “excused” by a 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 President or Chapter Secretary receive a doctor’s note regarding the absence.  (If the Chapter President or Chapter Secretary had requested the absence, the requested doctor’s note shall be received by the Chapter First Vice President.)

Committees & Definitions
Committees XE "Committees" 
Serving, Networking, Mentoring, Growing

Committees offer members an opportunity to help make the organization an educational and worthwhile experience. By sharing their knowledge and experience, committee members mentor new planners and suppliers, and at the same time, learn more about the meetings industry and build relationships. New members are encouraged to join a committee. Suggestions are always welcome. This section gives descriptions of the committees and their responsibilities. Committee responsibilities specific to chapter meetings are included in the Chapter Meeting Responsibilities on Page 28 of this document.
Awards and Scholarships XE "Awards and Scholarships Committee" 
· The President chairs the Award and Scholarship committees. The committees are convened as needed and dissolved following the presentation of the awards or the distribution of scholarships. 

Awards XE "Awards" 
· The Awards Committee, consisting of previous award winners and chaired by the Chapter President, selects recipients for the Shining Star Awards (Planner and Supplier of the Year) and Host of the Year Award using the following procedures. 
Awards Procedures XE "Awards"  XE "Nomination Procedure" 
· The awards chair polls the membership for nominees for Shining Star Awards via email.  Each member is allowed to nominate one planner and one supplier including “shining examples” of why the person deserves the award. Previous winners are eligible to receive the award more than once, but not in consecutive years.
· Ballots are mailed no later than November 1st to all members.  Members are to vote for all three categories from those nominated (write-ins are accepted).  The forms are due November 16th via email.  Host of the Year ballot is included on the Shining Star ballot.  Host suppliers to be included are those that sponsored a meeting from November through October. 
· On the ballot, members select one planner and one supplier for the Shining Star Awards.  Members will also check the property they think hosted the most outstanding meeting (based on food, beverage, ambiance, accessibility, etc.). 
· Members who are nominated are notified in a formal letter in advance of the awards ceremony.
· The awards committee tallies the forms.  The person who gets the most votes in each category receives the award.  The property or company who gets the most votes for Host of the Year receives that award.

· The Shining Star Award is engraved with “Planner (or Supplier) of the Year,” the chapter logo, the recipient’s name and date.  The Host of the Year award is presented in conjunction with the Shining Star Award.    
· An awards ceremony takes place at the chapter meeting in December. The winners from the previous year write a short speech and present the award to the recipient.  The President presents the Host of the Year award. An article is to be given to the newsletter editor so it can be published along with pictures from the awards ceremony.
Scholarships XE "Scholarship Procedures" 
The president will chair the scholarship committee.  The committee should have at least one supplier and one planner in addition to the president. Scholarships are to assist members in attending the Annual National Education Conference (NEC). 

· All members applying for a chapter scholarship will be highly encouraged to first apply for a scholarship from the national office of SGMP.

· A scholarship application has been developed and scholarships are awarded on a point system based on the applications as well as other meritorious services to the chapter. A copy of the application is contained in the appendices. Scholarship applications should be sent by the president to all chapter members in late December to early January, coordinating with dates when registration information is available from National on their website. 

· Committee chairs should complete the SGMP Committee Member Report and return to the president. 

· The scholarship committee will convene at least two weeks prior to National’s early registration deadline.  The treasurer will report to the committee on the amount of funds budgeted for scholarships. The committee will tally the points from each application and make award decisions based on the number of points accrued. Every effort will be made to honor each person’s request for a scholarship.  

· Minimum offers will be for a registration fee only.  Scholarships are awarded to cover the costs for one-half (1/2) the sleeping room rate plus tax for four nights, airfare and/or registration fee. For a supplier recipient, the scholarship will cover the supplier registration fee, not the supplier exhibitor fee.  Exhibiting suppliers cannot be awarded scholarships.

· The president will communicate these requirements to all recipients:

· Scholarship recipients must attend all general sessions and workshops during the conference (verified by signing in for CEUs during each session).

· Scholarship recipients must attend the Trade Show (verified by signing in).

· Scholarship recipients must volunteer to work at the conference (such as fundraising for the community service project or moderating a session).

· Scholarship recipients must write an article suitable for inclusion in the newsletter.  The article must be typed and copied on a diskette or emailed to the newsletter editor by the designated deadline. 
· Any scholarship recipient, who does not comply with the scholarship requirements indicated in the scholarship packet, will be ineligible to receive a scholarship for the following year. 
· If a scholarship recipient cannot attend the conference, he or she must repay the full scholarship amount awarded.

By-laws and Procedures XE "By-laws and Procedures" 
The By-laws and Procedures committee is convened when major changes are needed to the Policy and Procedures Manual. The chapter secretary or a chapter member designated by the board chairs the committee.

Changes to the Chapter By-laws XE "Changes to the Chapter By-laws"  may be required when National makes changes to the National By-laws. 

Changes to the Policy and Procedures Manual XE "Changes to the Procedures Manual"  may be required when a new committee is constituted or when structural changes require that the manual be updated.                                                                               
Minor changes are made by the Secretary and approved by the board.                                                          
Major changes are made by the committee and submitted to the board for approval. 

Community Involvement XE "Community Involvement/Meeting Industry Liaison Committee" 
A board member or a chapter member designated by the board chairs the Community Involvement Committee. Responsibilities include:
· Initiate, schedule and solicit volunteers for projects.

· Submit/report on activities in newsletter articles with photos.

· Email committee reports to the board at least three days prior to each board meeting if the committee meeting was held more than 1 week prior to the board meeting; if committee meeting was held less than 1 week prior, email report as soon as possible after meeting. 

· Sends thank you notes to all those who volunteered during the year.
The committee recommends, with board approval, community projects XE "Community Projects"  in which to involve the chapter members. These projects may include: 

· Fundraising through member participation in an activity such as the AIDS Walk, nursing home teas, stocking food banks and sponsored Thanksgiving/Christmas dinners. 

· Collecting canned goods, clothing, school supplies, monies or other items for organizations that support needy individuals and non-profit organizations. 

· Volunteering to staff events such as telethons, Trail of Lights and Brown/Blue Santa.

The committee can choose several non-participatory events (such as collecting canned goods) to sponsor throughout the year, they should schedule at least one participatory event for members. The participatory event should be one that a number of chapter members have expressed an interest in and are willing to volunteer. The committee should organize member participation in such a way as to emphasize the involvement of the chapter (i.e., display chapter banner and have all chapter members who are volunteering to meet at one place and to wear chapter shirts.)

Education XE "Education" 
The Education Committee XE "Education Committee"  is responsible for developing the educational programs presented at chapter meetings. A board member or a chapter member designated by the board chairs the committee. The Education Committee usually meets during the week of the monthly meeting to give members from outside Austin a chance to participate and discuss last minute details for the meeting, if necessary.
General Responsibilities

· Hold an annual brainstorming meeting to determine educational programs for the coming year.   Send list of educational programs to national office by their suggested deadline.
· Develop and report educational programs at least 3 months in advance.

· Secure speakers and send out proper correspondence.  Any speakers requiring payment will have a contract sent to them that will be signed by either the chapter president or treasurer.
· Secure hosts for chapter meetings and send out proper correspondence at least 3 months in advance. Begin solicitation of hosts in July for the upcoming year.  A Letter of Intent will be used and must be signed by both the host(s) and the education committee chair.
· Secure A/V needs and pass on to hotel.

· Supply President with speaker’s resume. 

· Send out electronic evaluation forms using Star Chapter.
· Send thank you letters to the speaker(s) and host(s).

· Compile evaluations and report findings to board within 1 week of the chapter meeting for inclusion in the monthly president’s report.

· Collect RSVP’s and provide list of attendees to the Membership Committee Chair using Star Chapter.
· Email committee reports to the board at least three days prior to each board meeting if the committee meeting was held more than one week prior to the board meeting; if committee meeting was held less than 1 week prior, email report as soon as possible after meeting. 

· Submit entry to national for the Program of the Year by deadline – Jan. 31.
· Produce and email meeting notice and email at least twelve to fifteen days in advance.  The meeting notice must include the following information: date, time, location, topic, speaker(s), parking arrangements, RSVP, return address, and chapter logo. 

· Send out email reminder of chapter meeting one week prior to meeting.

· Send out chapter meeting notices via social media about one week prior to meeting. 

· Appoint a person to introduce the speaker(s) and communicate the name of the person making introductions to the president prior to the meeting.

· Present thank you gift to program speaker(s).
· The education committee also coordinates the purchase and distribution of gifts for supplier members as part of the Supplier Appreciation event, usually held during the November chapter meeting.

Liaison to Speakers XE "Speakers" 
The Committee should inform the Treasurer and/or Board if the speaker will require payment.  A Speaker Contract should be signed by either the chapter Treasurer or President (representing the chapter) and the speaker.
The Speaker Contract should include the date and location of the meeting, as well as any meeting arrangements.  It should also inform the speaker as to the purpose of the program and what should be addressed to achieve this purpose.

Speakers, including chapter members, are not charged to attend any meeting at which they present.

Finance XE Finance" 
The Finance Committee is chaired by the Treasurer XE "Treasurer"  or a member appointed by the board. All funds are kept in checking, savings and/or no-risk investment accounts. The Treasurer keeps all records pertaining to income and expenses (see Treasurer responsibilities). Under no circumstances may any member borrow funds from any SGMP account.

Fundraising XE "Fund Raising Committee" 
The Fundraising Committee is responsible for planning special activities to raise funds for scholarships to enable chapter members to attend the National Education Conference. The Committee is chaired by a board member or a chapter member designated by the board. The two primary methods of fundraising are the raffles held at the monthly meetings and the annual Silent Auction(s).

General Responsibilities

· Plan and execute special activities for raising funds for scholarships.

· Prepare and present a monthly report of activities of fundraising activities to the board.

· Coordinate requests from other chapters for donations.

· Coordinate the chapter donation to the National Educational Conference (NEC).

· Coordinate purchase of T-shirts, pins, etc., for national conference.

· Solicit and distribute prizes for silent auctions and raffles.

· Coordinate sales of raffle tickets on-site.

· Purchase rolls of raffle tickets (try to get the best price).  Ticket rolls should be double rolls (i.e., one ticket to give to buyer and one for the drawing).  Purchase a new roll when current roll is 2/3 used. Give an extra set of raffle tickets to the treasurer and membership chair to be used as a backup at all events.   

· Email committee reports to the board at least three days prior to each board meeting if the committee meeting was held more than 1 week prior to the board meeting; if committee meeting was held less than one week prior, email report as soon as possible after meeting. 

· Write articles for the chapter newsletter regarding special fundraising events and thank you acknowledgments (to be placed in the newsletter) for raffle donations. 

· Maintain a list of donations and donors so that individuals applying for education scholarships can receive credit points. 

Prizes

Solicit Prizes by:

· Writing newsletter articles requesting donations 

· Personal contacts with members via emails or in person at meetings.
· Prizes should be solicited from planner members as well as supplier members. Suggested prizes:

· Arts & crafts items

· Overnight stays/packages

· Dinners

· Tickets to special events and entertainment 

· Promotional items

· Chapter T-shirts, pens, etc.
· Stockpiled non-date-sensitive items for lean months

Monthly Raffle XE "Raffle" 
· Coordinate the sale of raffle tickets and distribute prizes at the monthly education meetings.

· Enlist volunteers to assist in the sale of tickets.

· A minimum of two volunteers is needed per meeting.  Optimal staffing for ticket sales: two people at table, one person roaming the meeting room.

· Price of tickets: One ticket for $1.00. 

· Silent Auction and bag raffle tickets $1.00 each.

· Count the money when sales end, complete a monetary record form, turn in all money from the raffle sales to the Treasurer, get a signed copy of the monetary record form from the Treasurer showing the amount turned in.

· Distribute prizes at the monthly meeting.

· Staffing of raffle drawing – one person to pull tickets, one person to read the ticket, two people to distribute prizes.

· The remainder of the prizes will be drawn at the conclusion of the meeting.

· Donors are thanked as prizes are given away.

Silent Auction XE "Silent Auction" 
· Coordinate a silent auction in the months of July and December of each year.

· Email donation requests to all members three months prior to the meeting at which the silent auction will take place.

· Write an article for the chapter newsletter for the quarter prior to the silent auction.

· Send thank you letters to donors upon acceptance of donations.

· Solicit volunteers to assist with the silent auction.

· Designate a volunteer(s) to: 
· Number the prizes

· Create a bid sheet with date, suggested value, description, city, bidding increments and expiration date.
· Organize the setup and the execution of the Silent Auction: 
· Set procedures for pick-up of items. 
· Treasurer will oversee the collecting of money.
· Notify the treasurer to arrange for the use of the credit card processing machine.
· Write a follow-up article for the newsletter.

Membership XE "Membership" 
The Membership XE "Membership Committee"  Committee is responsible for maintaining membership lists, and leads membership recruitment and retention. The committee is chaired by a board member or a chapter member designated by the board who will:

General Responsibilities

· Maintain membership database that includes name, company, mailing address, phone number, fax number, email address and status; Upload an updated membership roster into Star Chapter on a monthly basis incorporating information received from National.

· Provide mailing labels when necessary.

· Implement membership drives.

· Follow National membership rules for new member applications.

· Monitor membership ratio and report to board at each meeting, enforcing supplier freeze when ratio warrants.

· Forward membership reports from National to board via email. 

· Report on attendance numbers for each chapter meeting within 1 week of meeting.

· Notify Treasurer of chapter meeting “no shows” to bill.

· Schedule, coordinate and present new member orientation once a year.  Coordinate new member orientation with Education Committee.

· Create and distribute New Member Packets electronically.

· Create and distribute Potential Member Packets.

· Maintain name badges for monthly meetings.

· Submit a newsletter article quarterly including all new members and changes in location.

· Set-up and man registration tables at chapter meetings and other chapter functions as needed.

· Comply with membership deadlines and enforce membership rules.

· Email committee reports to the board at least three days prior to each board meeting if the committee meeting was held more than one week prior to the board meeting; if committee meeting was held less than 1 week prior, email report as soon as possible after meeting.

Maintenance & Disclosure of Membership Information XE "Mailing Labels" 
Members are responsible for submitting any changes in information to the National SGMP Headquarters. In order to expedite the receipt of information from the chapter level, it is requested that changes be submitted to the membership chair as well.  Prospective members are placed on the database for a period of no more than six months. If at the end of six months the prospect has not joined, he/she will be deleted from the database. 

Members not wanting to be on the chapter publicized list should let the membership chair know and he/she will be removed from that list. This removal will in no way interfere with his/her receipt of meeting notices and other communications directly from the chapter.

Membership information or mailing labels may be provided as payment for speaker services as long as recipient agrees to adhere to the policy stated herein. Membership information released must have the following notice attached:

By accepting this information/these labels, I agree to uphold the policies and procedures of the Texas Lone Star Capital Chapter of SGMP: that I will not release or sell this information to any third party. I also agree to send any email to chapter members utilizing the “blind carbon copy” (bcc) feature. 

Membership information and/or mailing labels are available for purchase by SGMP members ONLY. Non-members will not be allowed to purchase member information. Information is available at the following cost:

SGMP Members: 
Hard copy of name and mailing address in label format
$150.00

Hard copy of name, mailing address, phone number and fax number
$200.00

Electronic copy/disk of name and mailing address in label format
$250.00

Electronic copy/disk of name, mailing address, phone number and fax number
$300.00

New Member Orientation XE "New Member Orientation"  & Packets

The membership committee or chair will be responsible for scheduling and coordinating new member orientations on a semi-annual basis.

Membership Applications XE "Membership applications" 
New members will mail their membership application and payment directly to the national SGMP office.
A designated membership committee member(s) will call members two months prior to their renewal date to encourage membership. Any members who are dropped will be questioned as to their reason for not renewing. This is then reported to the National SGMP Headquarters and the chapter board.

Monthly Meeting

The membership committee updates the name badges for members for monthly meetings when National notifies the Membership Chair that applications have been approved. 

Members with pending applications will be notified of meetings and kept on the prospect list until approved by national.

The membership committee will be responsible for setting up the registration table and must have at least two members staffing the registration table. The committee will collect monthly meeting registration funds. All money collected must balance with the attendance list provided by the Education Committee.

The membership committee person should complete a monetary record form and turn in all collected money to the Treasurer or President at the end of the meeting.

The recipient of the money will verify the money received, sign off on the monetary record form, and give a copy to the membership chair. 

Monthly meeting dues for pre-registered planners and planner guests are $10.00, and suppliers and supplier guests are $20.00. On-site planner and planner guest, and supplier & supplier guest registrations will be charged $15.00 and $25.00, respectively.  The first meeting for planners and suppliers is free.  New non-member planners and suppliers may attend a maximum of two meetings prior to joining. (New non-member means that the person has never been a member of SGMP.)

Cancellations of registration must be received no later than noon the day of the registration deadline, which is typically the day before the meeting.  The member must notify the Membership Committee Chairperson ONLY of the cancellation after the time designated.  No Shows will be charged the registration fee and will be invoiced by the Chapter Treasurer.  Cancellations after the deadline will be charged the registration fee plus a late fee.  There will be no exceptions made.  Any questions should be directed to the current chairperson of the Membership Committee. In the chairperson’s absence, the chairperson’s designee may be contacted.

Social Events

The membership committee is responsible for social events of the chapter that do not have an educational component.  The committee will establish the dates and times of those events.  An example of a social event is the Chat & Chow luncheons.

Membership Deadlines XE "Membership Deadlines" 
All new applications and monies should be received at SGMP Headquarters by the last working day of the month.  New members are approved/disapproved by the National Board Membership Liaison and National Board.  SGMP Headquarters mails membership packets to new members to include National Membership Directory and membership card.  Around the tenth of the month, SGMP Headquarters posts the chapter membership report, new member rosters and membership changes to the board only accessed portion of the national website to be uploaded to the chapter’s Star Chapter Membership Manager Section.  

NOTE:  National sends two renewal notices and one “drop” notice to members.  The month before and the month that membership expires members are sent a renewal notice.  The month after the membership expires, members are mailed a “drop letter” stating that if they do not renew within that month, they will be dropped from membership.  Members who have been sent a “drop letter” are marked with a “D” on the membership list sent to the Membership Chair.

Membership Application Checklist XE "Membership Application Checklist" 
· Applicant has completed all address information including zip code and area codes.

· Planner applicant included a planner profile.

· Applicant has indicated the chapter affiliation in the space provided.

· Supplier members have completed the planner match information. Planners may join at any time without a supplier match.

· Applicant has selected the correct category of membership.

· Applicant has signed the application form.

· Membership Chair has signed the application indicating that he/she has verified the information provided by the applicant. 

· Membership Chair has completed the "Chapter Use Only" portion of the application. 

Membership Definitions:

· Government Planner:  Individuals who are employed by federal, state and local government as meeting planners, including military and quasi-government associations and organizations.  A “planner” is anyone who has the responsibility for planning and the implementation of any type of meeting, conference or 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 implement meetings as part of their official duties.

· Contract Planner:  Individuals, organizations or companies that are operating under the contract to government agencies and are receiving said payments directly from government agencies to assist in the planning or implementation of meetings, conferences or conventions.  (Please note that individuals, organizations or companies that are compensated through retainer or commission from suppliers (i.e., hotels, conference centers, cities, etc.), for duties that can include planning or placement of government meetings, conferences or conventions, will be considered for Associate Supplier membership.)
· Supplier:  Organizations that are providing facilities and services to Government Planners or Contract Planners.  Supplier organizations may include, but are not limited to, hotels, transportation, audio-visual, travel services, convention & exhibit services, trade publications, tour operators, caterers and convention bureaus.  These companies or individuals include those who solicit business from, and/or who provide facilities and services to, Government Planners outside of direct assistance in the planning and implementation of meetings.  Suppliers include hotel representation firms, travel agents, convention bureaus, consulting firms, registration services, airlines, printers, exhibit managers, security services, etc.

· Associate Supplier:  Individuals, organizations or companies that are compensated through retainer or commission from suppliers (i.e., hotels, conference centers, etc.), including individuals, organizations or companies whose income in the planning or placement of government meetings, conferences or conventions is derived from suppliers.

· Educator/Student:  Individuals who are students/interns or interested educators.  Included educators and student/interns who are interested in government meeting planning, but who are not involved in meeting planning or supplying services to meeting planners, and who do not otherwise qualify for any other membership category.  This is a non-voting category and does not count toward the matching requirement.
· Retiree:  Individuals who are members of the Society in good standing at the time of his/her retirement.  As 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 forfeit their Retiree membership.  This is a non-voting category and does not count toward the matching requirement.
Applicant Eligibility and Membership Parameters

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

Educator/Student and Retiree members cannot otherwise qualify for any other membership category. 
An honorary membership (a category with no membership dues) may be granted by the National Board normally in recognition of an individual’s support of the profession and/or SGMP. The status of “life” member (a membership status that waives membership dues) may also be granted by the National Board normally in recognition of a member’s service to SGMP.

Every dues paying SGMP membership has a “membership type” in addition to its membership category. There are two membership types:

(I think you can see these more clearly if separated either by paragraph or bullets)
INDIVIDUAL: A membership that is paid by (and belongs to) the individual which remains with that member regardless of their place of employment; it is not transferable to another individual.

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.
Membership type is completely separate from membership category. Most (but not all) members in the supplier categories are “Organizational” types.
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 some chapter boundaries overlap. Only chapter members can participate in the specific activities of that chapter (i.e. voting in the chapter elections and being on the chapter mailing list for its specific announcements and activities.)

A new member choosing not to affiliate with a chapter is placed in the “At Large” chapter, for which there are no organized activities and no 50/50 membership requirement.

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

Educator/Student members or Retiree members are not eligible for national or chapter scholarships.
Retiree members may attend the tradeshow/exhibits at the National Education Conference they may serve on a national committee, but only if no other chapter member is serving on the committee.  They may serve on a chapter committee, but not as chair or co-chair.
MEMBERSHIP DUES

Government planner $55



Associate Supplier $275
Contract Planner $140



Honorary $00
Supplier $400

Educator/Student $25

Retiree $25

Newsletter XE "Newsletter"  

The Newsletter Committee XE "Newsletter Committee"  is responsible for creating the quarterly newsletter. The Committee is chaired by a board member or a chapter member designated by the board who will:

· Oversee production of the quarterly newsletter making sure it is out by deadline (within thirty days following the last month of the quarter).

· Responsible along with Website Chair for submitting the entry to National Communication of the Year competition due by due date/deadline.
· Keep copies of the submission in file.

· Keep a copy of the Newsletter of the Year criteria on file and provide to new committee members as needed.  

· Hold quarterly meetings to brainstorm ideas and make article assignments.

· Designate a primary and back-up photographer for chapter meetings and events.

· Provide committee and Board with assignment chart and article deadline.

· If chair is not editor, make sure editor is performing duties as specified and oversee quality of production.

· Request email distribution list for chapter members, chapter presidents and the national board from the membership committee; mail or email to the person assigned to mail out the newsletter.

· Request articles in electronic format (rich text format – RTF - or Microsoft Word.)

· Email committee reports to the Board at least three days prior to each Board meeting if the committee meeting was held more than one week prior to the Board meeting; if committee meeting was held less than one week prior, email report as soon as possible after meeting. 

· Provide web link for newsletter to Membership Chair for distribution with New Member Packets.

· Assist Treasurer’s appointee with invoicing and payment from advertisers.

· Stockpile articles, if possible, including industry, educational, personal development and member spotlights to be used as necessary when deadlines are not met.

· Receive scholarship recipients’ articles and publish a variety of the articles in two to three editions.

· Report submission (or non-submission) of articles to chapter president.

Newsletter Editor

· Proof and copy edit articles for grammar, spelling, punctuation, length, etc.

· Determine layout of the newsletters. 

· Update calendar, newsletter committee members, and changes in regularly occurring information. 

· List all committee chairs in each newsletter.

· Ensure that photos of spotlight people are obtained.  

· Encourage sharing of members’ photos using chapter email from newsletter chair.

· Select most appropriate photos to include in the newsletter, crop photos and/or create a collage when appropriate. 

· Read meeting industry magazines for newsbreaks, statistics and technology ideas to use as filler in the newsletter.

· Ensure newsletter is thoroughly proofed before publishing.
Website

The committee is chaired by a board member or a chapter member designated by the board who will: 

· Conduct quarterly website committee meetings for assignments and changes to the site.

· Appoint liaison to the webmaster.

· Ensure calendar and information on website is timely and correct.

· Review invoicing and billing.
· Responsible along with Newsletter Chair for submitting the entry to National Communications of the Year competition due by due date/deadline.

Public Relations/Industry Relations

· The committee is chaired by a board member or a chapter member designated by the board who will: 
· Conduct quarterly PR meetings.

· Develop assignments to promote SGMP awareness in the industry.

· Report to the chapter board on plans and actions.
· Participate in trade show to promote our local chapter.

· Coordinate activities with other industry associations (Meeting Professionals International, Texas Society of Association Executives, other SGMP chapters, etc.).  Activities may include joint educational conferences, networking opportunities or any event that gives members of both groups a chance to learn from each other.

· Email committee reports to the board as warranted. 

Nominations and Elections XE "Nominations and Elections 
The Nominations and Elections XE "Nominations and Elections"  Committee is chaired by the immediate past president or chapter member designated by the board. The committee shall be composed of three to five members, one of whom has served on the previous nominations and elections committee. No person running for office may serve on this committee. Elections will be held in odd numbered years, making the term of office for the chapter board two years. Information on board positions and duties are included in the by-laws.

· The committee chair should be confirmed by the date established in the guidelines set by the national office.  The committee chair must also submit a Nominations and Elections Time Line and names of the committee members to the National Nominations and Elections Chair by the date established in the guidelines set by the national office of each even numbered year.

· The committee will solicit nominations for chapter officers and directors to be filled by election. Solicitations should be made in the newsletter and chapter meeting notices and with announcements during chapter meetings. (See National website, members only section, for examples of timelines and ballot.)

· The committee must evaluate nominations to ensure the candidate is qualified to assume office (see chapter by-laws for qualifications). The committee must verify, by telephone or in person that the individual wishes to run for office. If a person receives nominations for more than one office, the committee must contact that individual to determine the position for which the candidate prefers to run.

· Nominees will be announced at the designated chapter meeting.

· Election of chapter officers and directors shall be by email ballot. The committee shall be responsible for arranging and overseeing the emailing of ballots.  Ballots containing profiles of candidates shall be emailed to all chapter-voting members in good standing.

· Ballots must be received within the established guidelines.
· The committee shall convene within the established timelines to count ballots.  The ballot results are to be opened with the full committee present.  The committee will count the votes and determine the results.

· Candidates are to be notified of the results no later than forty eight hours after the votes have been tallied.  The current president is notified by the chair immediately after the votes have been tallied.

· Election results will be announced at the designated chapter meeting.

· In case of a tie, a tie-breaking vote shall be by written ballot by all chapter-voting members registered and attending the May chapter meeting.  Run-off candidates, non-voting members and guests shall leave the room during the voting.  The committee chair and at least one other committee member shall count the votes and announce the decision by the conclusion of the meeting.

· The chapter chair will forward a copy of the election results to the national chair.     

· The incoming board will be installed at the June chapter meeting and assume office July 1.

Chapter Meeting Responsibilities

Learning, Networking, Working Together
Monthly Chapter meetings are the primary benefit offered to members. The meetings are a way to network and offer educational opportunities for members. The monthly meetings are hosted by member hotels, CVBs or meeting facilities and allow those members to showcase or promote their properties and/or services. 

Organization of the meetings is the responsibility of various committees. This section provides descriptions of each committee’s specific responsibilities. Descriptions of the various committees are included in the Committees & Definitions section of this document.
The meeting consists of a networking reception, announcements and an educational program. In general, the suggested times are:  networking reception from 5:00 to 5:30 p.m.; chapter announcements from 5:30 to 5:45 p.m.; the program from 5:45 to 6:45 p.m.; and raffle prizes awarded from 6:45 to 7:00 p.m.  Lunch time meetings may also be scheduled occasionally.
Education Committee XE "Chapter Meeting Responsibilities:Education Committee"  XE "Education Committee:Monthly Meeting Responsibilities" 
· Produce the meeting notice.  The meeting notice must include the following information: date, time, location, topic, and speaker, parking arrangements, RSVP information, special announcements and upcoming committee meetings.
· Email the meeting notices to the membership.

· Contact the speaker regarding A/V needs and making sure the host hotel receives that information.

· Ensure the meeting room floor plan is provided to the hotel, including requested A/V equipment set-up.

· Provide gifts for the Speaker(s). 

· Email evaluation forms following the meeting, collect the evaluation forms results and compile the results.

· Present the Speaker with a thank you gift. 

Membership Committee XE "Chapter Meeting Responsibilities:Membership Committee"  XE "Membership Committee:Monthly Meeting Responsibilities" 
· Update the name badges for members for monthly meetings. 

· Set up the registration table.

· Staff the registration table with at least two people to receive the monthly meeting fees from members and guests

· Deadline for pre-registration is noon on Wednesday prior to the meeting. 

· Fees are as follows:
                            Pre-registered

               On-site

Planner members and guests:

$10.00


               $15.00       


Supplier members and guest:
            $20.00

               $25.00

· New non-member planners and suppliers may attend a maximum of two meetings prior to joining. (New non-member means that the person has never been a member of SGMP.)  

· Attendance at the first meeting for planners and suppliers is complimentary. 

· Submit invoices for “no-shows” at monthly education meeting.  Guests will not be billed for no-shows.  Invoice will be for the same amount as would be paid at the door. 
Finance Committee XE "Finance Committee" 
· Collect funds at Chapter meetings from registrars.

· Deposit all funds collected within seventy-two hours using the Texas Lone Star Capital Chapter monetary report form and give a copy of the form to the president. 

· In absence of treasurer, president or secretary shall collect and/or deposit funds.  If neither officer is available, 2nd Vice President will perform this function.

Fundraising Committee XE "Chapter Meeting Responsibilities:Fund Raising Committee"  XE "Fund Raising Committee:Monthly Meeting Responsibilities" 
· Coordinate the sale of raffle tickets and distribute prizes at the monthly education meetings.

· Staffing for ticket sales: two people at table, and one or more persons selling tickets.

· Price of tickets - $1.00 per ticket.

· Count the money when sales end, complete a monetary record form – turn in all money from the raffle sales to the Treasurer – get a signed copy of the monetary record form from the Treasurer showing the amount turned in.

· Staffing of raffle drawing – one person to pull tickets, one person to read the ticket, two people to distribute prizes.

· Donors are thanked as prizes are given away.

· Keep a written list of the donations and donors for member educational scholarship credit/points and to submit to newsletter editor.

President XE "Chapter Meeting Responsibilities:President"  XE "President:Monthly Meeting Responsibilities" 
· Prepares meeting agendas that include time, date and location of the upcoming committee meetings and board of directors' meeting, as well as general announcements.

· The agenda should be placed on the tables for attendees. Other written announcements may be placed on the tables. 

· Makes announcements and introduces new members and guests at the beginning of the meeting. The announcements should include the program and location of the next month's meeting.

· Presents the host hotel with thank you gift.
· Starts the monthly meeting on time. 

· The Chapter President is responsible for sending a thank you to the host hotel.
Host Hotel/Supplier XE "Chapter Meeting Responsibilities:Host Hotel"  XE "Host Hotel:Monthly Meeting Responsibilities" 
· The host must pay for the entire meeting with no reimbursement from the Chapter.

· Host supplier is responsible for providing a reception to include hors d'oeuvres. Hosted bar may be provided if the supplier so chooses. Non-alcoholic beverages and vegetarian food should also be made available. 

· The Host supplier may make a presentation during the meeting and may offer a tour of the hotel following the meeting.

· The buffet and host bar set-up are determined by the hotel.  It is suggested, however, that the host hotel close the bar during the Chapter Meeting. 

Newsletter Committee

· Assign photographer to document action of meeting.

· Encourage members to share their photos taken at meeting or event.

· Note new facts or announcements for inclusion in newsletter as applicable.  
Meeting Room Set-Up
·  XE "Chapter Meeting Responsibilities:Meeting Room Set-up" Rounds of eight (8-10) depending on the number of people attending the meeting.  Specific meeting room configurations will depend on nature and scope of the meeting.
·  XE "Meeting Room Set-up" Registration area should include: Two  8' x 30" tables, skirted and draped with four  chairs for registration purposes; One  8' x 30" table, skirted and draped, with two chairs for raffle prizes; and one  6' x 30" table, with two chairs, skirted and draped, for special projects for the Chapter.  It is preferable to have the registration tables outside the meeting room.  

· See meeting room attachment.

Room Set-up for Board Meetings

· The education committee shall ensure that a meeting room is reserved for board meetings conducted prior to or after a chapter meeting.  These should be set board style for 8 persons with a few chairs around the perimeter of the room for any guests attending.

Communication XE "Communication" 
Email XE "E-mail" 
Email is used as the primary means of communication to remind members of the upcoming chapter meeting, committee meetings, community involvement activities, and to send thank you letters to individual members. Email is also used to submit newsletters and to communicate with the National Board, other chapters, and between chapter members all using Star Chapter software.

U.S. Postal Service Mail XE "U.S. Postal Service Mail" 
Two or three board members or designees will have keys to the box. The mail is checked at least twice monthly, more often during elections.

The address is: PO Box 11, Austin, TX 78767
Website XE "Website" 
The chapter website will have meeting notices, registration and news articles.  The chapter website is www.sgmpaustin.org.  To enter the Members Only Section of the chapter website:  

User ID:  Consists of membership identification number provided by the national office.

Password:  The member can create his/her own password after first using a default password provided by the chapter.

Directories and Lists

Membership Directory

Board of Directors Lists

Committee Rosters

The Board of Directors List and the Committee Roster are published on the chapter website. 
National Directory

National Officers List 

Provided by National.  Visit their website at www.sgmp.org in the Members Only section.
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	SGMP Monthly Meeting Coordinator Checklist
	

	 

	Name:
	 
	Phone:
	 
	Email:
	 

	Month:
	 
	 
	 
	 
	 

	Hotel Location:
	 
	 
	 
	 
	 

	Hotel Contact:
	 
	Phone:
	 
	Email:
	 

	Speaker name:
	 
	Phone:
	 
	Email:
	 

	Program Title:
	 
	Time:
	 
	 
	 

	Speaker Costs:
	Fees must be approved by Education Chair prior to confirming speaker.

	If host hotel cannot comp room, seek nearby accommodations and configure cost for ground transportation.
	Speaker Fees:

	
	Sleeping Room:

	
	Airfare:

	
	Ground Transportation:

	Meeting Space Setup
	Rounds of 8-10, Two Tables in Foyer for Registration, 

One Table Inside Room for Raffle

	Menu Chosen by Hotel:
	 

	Parking instructions/costs
	Negotiate Free or Discount

	AV/Print Outs for Speaker
	 

	Agenda Print Outs:
	Print two for each table and two for the registration table

	Send ECH form with survey after meeting
	 

	Agenda: 5pm Start Time/ 7pm End Time
	Evening: 5pm-5:30 pm  Announcements: 5:30-5:45 pm Program: 5:45-6:45 pm  

Raffle: 6:45-7 pm- Lunch: 11:50 Announcements Program: 12:00-1pm Raffle 1pm

	Meeting Overview/Article: 
	 

	Speaker Bio:
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Host Hotel/Organization Agreement

Host Hotel/Organization Agreement

Dear ___________ (Name) ____________:

Thank you for agreeing to host the _____ (Month) _________ Texas Lone Star Capitol Chapter Society of Government Meeting Professionals.  We appreciate the_____ (Hotel/Organization________________ contribution to our organization.

The Texas Lone Star Capitol Chapter has over 150 members, half of which are governmental meeting planners. Our meetings begin at 5:00 p.m. with a networking reception, followed by the formal program from 6:00 – 7:00 p.m. the sponsoring hotel usually offers the planners a tour of their facilities.  Please refer to the attached Hotel Checklist form as a guideline in order to help prepare you to be the host hotel.

_____ (Name) _________, again, your hospitality is greatly appreciated.  We feel that this is a great opportunity for the ______ (Hotel/Organization) ___________ to showcase its facilities/services and to demonstrate to the government planners the potential that your hotel/organization has for our members.

By signing and returning this agreement, we will officially consider the ______ (Hotel/Organization) as the site for the _____ (Month) __________________ meeting.

Sincerely,

Theresa Campos




Name

















Education Committee




Hotel/Organization
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Speaker Thank You Email

The practice has been to send a thank you email to the speaker and host after the meeting survey closes with a copy to the president. 

Sample email:

Happy (day of week) (Name of Speaker)!

I want to thank you again for presenting at SGMP’s (month) meeting.  We surveyed our members and I’ve included their feedback.

·    
comment

·         
comment 

·         
comment

If there is anything else you need, please let me know. Thank you again for your support of the Lone Star Capital Chapter.

Sincerely,

Veronda Durden

SGMP Board of Directors

 

Host Thank You Email

Happy (day of week) (Name of Host)!

I cannot thank you enough for your generosity, hospitality, professionalism and hard work displayed during our (month) meeting. Our survey results are in and I’ve included the feedback from our membership.  We truly appreciate your partnership and look forward to working with you in the future. 

·         
comment 

·         
comment

·         
comment

Sincerely,

Veronda Durden

SGMP Board of Directors
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SGMP 2014 EVENT INFORMATION/SPEAKER CONTRACT:
The mission of the SGMP is to enhance the knowledge and expertise of government meeting professionals. Our objectives are to improve the quality and promote the cost-effectiveness of government meetings.

The Texas Lone Star Capital Chapter goal is to provide a forum to advance our members' knowledge on meeting planning topics and trends in the government industry. Please focus your presentation topic to ensure relevance to our government planners and hospitality industry suppliers. If you have questions on demographics or SGMP in general, please contact Veronda Durden, Programming Director at education@sgmpaustin.org. 

Speaker Name: 
 This information should be copied from ECH Approval Sheet submitted to National.

Speaker Address: 


Phone Number: 


Email address: 



Speaker Event Topic:


Date: 




Time:




Event Location:



Core Competency: 


EVENT SUMMARY 

Topic Session Overview:

After this session, attendees will be able to: 

1.

2.

3.

PROFESSIONAL FEE: 

As agreed, SPEAKER fee/honorarium is $XX.XX. Your commitment includes a reception or lunch meal, overnight accommodations (# of nights) for a total value of $XX.XX. This fee is inclusive of your travel expenses. 

(Use for PDS/PIE) Your commitment includes the following: Friday night reception, Saturday breakfast, Saturday lunch, Saturday evening reception, Sunday breakfast, overnight accommodations (# of nights) for a total value of $XX.XX.
EVENT PROMOTION

SGMP TLSCC extends to SPEAKER the option to promote the upcoming speaking event by adding a link to the TLSCC Website, Facebook, and other Social Medias to sell your resource materials. SPEAKER may provide TLSCC with a web link to be posted on chapter website. SGMP TLSCC will use the SPEAKER’S name, picture, and title for purpose of promoting the program.  SGMP TLSCC has the right to audiotape, videotape or photograph the presentation/performance.    

PROGRAM

SGMP TLSCC requires all marketing material presented by SPEAKER shall be presented to the best of SPEAKER’S ability. SPEAKER may refer to notes during the presentation, but shall not read any substantial portion of the presentation from a prepared text. 
MARKETING MATERIALS

SGMP TLSCC will distribute any handout materials only to those who actually attend the presentation.  SGMP TLSCC agrees that the SPEAKER’S presentation will not infringe on the copyright or other intellectual property rights of any third party, and that the SPEAKER will indemnify SGMP TLSCC in the event of such infringement. 

NEWS & VIEWS ARTICLES

SGMP TLSCC extends to SPEAKER the option to write an article in our News & Views Newsletter, which will be shared with the four other attending chapters.  A one-page article that would provide our members resource materials and relevant to the topic, SGMP TLSCC has the right to edit or change any articles depending on content.

EXPENSES (delete section if speaker is local or if not applicable)
SGMP TLSCC will negotiate one room night with host hotel.  If the speaker prefers to extend his/her reservation, the chapter will not cover additional charges.

SGMP TLSCC agrees to pay travel expenses to include prevailing government per diem mileage at the rate of .55 cents per mile (FTR 301-10) and/or round trip coach airfare. Travel expenses will be prorated whenever possible. SGMP TLSCC does not provide reimbursement for rental cars. SGMP TLSCC has agreed to pay for flight and/or mileage expenses not to exceed $500.00.  If speaker cancels for any reason, chapter will not reimburse for non-refundable airfare.

REIMBURSEMENT EXPENSES

SPEAKER must complete and return travel reimbursement form within seven days following the conference date, with any necessary receipts, not to exceed maximum reimbursement noted in this agreement.  Any other expenses, including but not limited to: meals not covered as part of the conference registration, parking, room service, movies, telephone calls, etc. WILL NOT be reimbursed if not designated by this agreement.  Reimbursement checks will be mailed within 30 days of receipt of reimbursement forms, pending review and approval of the conference chair and treasurer.

PAYMENT

SGMP TLSCC Treasurer will provide payment for any honorariums in person via check upon close of the meeting/conference date.  If the speaker is not available at the close of the conference, a check will be mailed to the address on file.  

CANCELLATION POLICY  

SGMP TLSCC and SPEAKER agree there is no fee for cancellation/rescheduling of the program. Please advise SGMP 30 days in advance of cancellation to ensure time of booking an alternate speaker.

ACCEPTED AND AGREED TO 

The Society of Government Meeting Professionals

Texas Lone Star Capital Chapter

By: _____________________________________   
Date:______________________

Speaker Name/Company
By:_______________________________________  Date:______________________

Chapter Treasurer or Chapter President

A-5
SGMP Chapter Scholarship Application

2015 National Education Conference in __________________

For chapter scholarship use ONLY – decisions will be made by the chapter.  

Questions should be addressed to the chapter president or scholarship committee chair.

Chapter: Texas Lone Star Capital Chapter

Deadline:   February 7, 2015, 5 p.m., CST

Send Form To: ____________________, Immediate Past President

EMAIL SUBMISSIONS ONLY
Eligibility for Texas Lone Star Capital Chapter (TLSCC)  Members: 
· Chapter scholarships are based on contributions to the chapter, unlike SGMP National scholarships which are based on volume of meetings planned.  They are all open to both planner and supplier members.

· Applicants cannot be an exhibiting supplier or a retired member. 

· All scholarships are intended for chapter members who might not be able to attend the NEC without financial assistance.  Chapter members whose agency or chapter would otherwise provide full funding for them to attend are not eligible.

· A member who has received a chapter scholarship in the past may apply, but might not be considered depending on the volume of applications submitted.

· Scholarships are distributed as chapter funding and budget allows, and at the discretion of the chapter board. 

· Completed applications and all relevant committee reports will be presented to the chapter board for final review and approval.  Applications without all the necessary documents will be considered incomplete and will not be considered. 

Responsibilities of Texas Lone Star Capital Chapter (TLSCC) Recipients During and After the Conference:

· Attend all general sessions, workshops and sponsored functions during the conference.

· Attend the Expo.

· Represent the Chapter in a professional manner at all times while attending this conference. 

· Provide information about the conference experience that will be included in an article for a future chapter newsletter.  Article must be submitted to Janet Spies, Newsletter Chair.

·  If the recipient cannot attend the conference and has received any advanced funds from the chapter, those funds must be repaid to the chapter within five (5) business days of notifying the chapter scholarship chairperson and/or president that the recipient will not be able to attend.  All other pre-paid expenses will be refunded according to SGMP’s National Education Conference refund policies.  

· The recipients must fulfill their responsibilities.  Failure to do so will make them ineligible for future scholarships.  The committee is responsible for ensuring that those responsibilities have been met. 

Instructions for Texas Lone Star Capital Chapter (TLSCC) Applications:

· Answer each question thoroughly; if it is not applicable, enter “N/A.”

· Responses will be based on chapter activity for the period of January 1 – December 31, 2014.

· Applicant must provide a copy of meeting attendance or Contact Hours Certificates for verification of meeting attendance to the designated person no later than 90 days following the national conference.

· Must be on a committee at least six months in order to receive scholarship points. 

· Application must be an electronic document sent to Kim Kizer at kim@tcdrs.org  and must be received by February 7, 2015 at 5 p.m. CST.  Late applications will not be accepted. 

· Please do not make your hotel and airline reservations prior to receiving notification regarding your scholarship application.   Instructions for making travel arrangements will be sent after the scholarship recipients have been selected.

· Scholarship recipients will be notified by February 17, 2015 as to whether they have been selected.

· If a scholarship recipient cannot attend the conference, he or she must repay the full scholarship amount awarded to the TLSCC.  

Section 1 – About You
Name: _______________________________________________________________________

E-mail address: _________________________________________________________________

Agency/company: _______________________________________________________________

Work Phone Number: __________________
  Cell Phone Number: ___________________

I am seeking ___ partial / ___ full financial assistance:

_____ Lodging ($       /night +  % taxes)


_____ I am willing to share a room with a chapter member


_____ I would prefer to have my own room and agree to pay for half the room cost, including 


taxes, per night

_____ Transportation (Estimated costs)​​__________

_____ Conference registration



_____ 
Gov’t Planner registration ($    )

_____
Contract Planner ($   )



_____ 
Non-exhibiting supplier registration: ($   ) 

____ Pre-conference registration programs (will only be considered if not asking for lodging,    

transportation or conference registration)


_____ Certified Government Meeting Professional Course ($   )


_____ Supplier Strategy Boot Camp ($   )


_____ Protocol and the Government Meeting Professional ($   )

Section 2 -- Your Involvement with Texas Lone Star Capital Chapter (TLSCC)

(Unless otherwise noted, responses should be based on calendar year 2014 activities)
1.      Length of Chapter Membership.  


_____ 1-2 years (3 points)


_____ 3 years or more (5 points)

2. 
Certifications.  (10 points each) Confirm by noting the year you were certified. 


______ CGMP     ______CMP     ______CHSP     ______CHSC     _____other (list) _______

3.
Monthly Meeting Attendance.  (2 points per meeting attended)  If all were attended, an extra 5 points will be awarded.  List months attended January 2014 through December 2014.  


______________________________________________________________________


______________________________________________________________________

4.
Monthly Meeting Speaker or Panel Member.  (10 points per engagement)  Include copies of agenda/program and/or recap from a newsletter article.  Please provide explanations.


______________________________________________________________________


______________________________________________________________________

5. 
Committee Involvement.  List committees of which you are a contributing and active 
member.  Please include your accomplishments on those committees.  (Up to 5 points per committee); 10 points if chair/co-chair).   Applicant must have committee chair(s) (or chapter president where applicant is currently chair or co-chair) complete attached committee member report(s).
_________________________________________________________________________

_________________________________________________________________________


_________________________________________________________________________

6.  
Have you been involved in the Professional Development Conference (PDS)?  If yes, what did you do?  Chair/Co-Chair (10 points).  


________________________________________________________________________


________________________________________________________________________

7.  
Have you been involved in Partners in Education (PIE)?  If so, how? Chair/Co-Chair (10 points)


________________________________________________________________________


________________________________________________________________________

8.
New Members Brought In.  (8 points per new member, maximum 5 members/40 points – membership committee chair exempt)  List new members’ name(s).  Membership chair must fill out committee report.

________________________________________


________________________________________


________________________________________


________________________________________


________________________________________

9.
Chapter Newsletter Contribution.  (5 points per article).  List title and date published.
___________________________________________________________________


___________________________________________________________________


___________________________________________________________________

10.
Previous National Education Conference (NEC) Attendance. (1 point per year; 3 points maximum) List date(s) and location(s).


_______________________  _______________________  _______________________

11.
National Involvement.  (10 points each)  Articles published in GC magazine; presenter at NEC; volunteer at NEC; national committee member. Provide explanations below.  (Copies of articles; NEC agenda/program; verification by SGMP for volunteering and/or committee verification must be included.)


_________________________________________________________________________


_________________________________________________________________________


_________________________________________________________________________

12.
Support of Chapter.  (10 points maximum)  Describe other ways you support the chapter and participate in chapter activities (fundraising, community projects, mentoring, etc.). 


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________

13.
Are you receiving NEC funds from any other source, including your place of employment?  If so, how much are you asking for from your other source?

	`

	


14.
I confirm that, if selected, I will attend all educational sessions and the Expo (planner members only) at the 2015 National Education Conference (NEC).  In addition, I will provide assistance at the NEC including, but not limited to, from moderating a session, registration, or duties that have been assigned to me.  I will write an article about my experience at the conference and will submit it to  no later than ______________.   I understand that, in exchange for complimentary registration and/or lodging and/or transportation, I agree to be held accountable for all NEC-related tasks (on-site and off-site) that will be assigned to me as a part of this scholarship agreement and that my failure to abide by this agreement could result in a request for repayment of part or all of the complimentary items I am scheduled to receive.   





Scholarship Applicant Signature





Date

15.
By signing below I approve of the travel and time away from the office for the applicant listed above to attend the 2015 Society of Government Meeting Professional’s National Education Conference in ___________________________________.  

___________________________________________________

________________________

Signature of applicant’s supervisor




Date

___________________________________________

____________________

Supervisor’s printed name





Work phone number


_________________________________________________________________________

Agency/Company

SGMP Committee Member Report

Member’s Name:    
____________________________________________________________

Committee:     

____________________________________________________________

Please rate this member’s participation in committee activities.

1
2
3
4
5




Not very active

    
  Very active 

Please rate this member’s enthusiasm for SGMP.

1
2
3
4
5




Not enthusiastic

    
  Very enthusiastic 

Please rate the likelihood of this member to serve in a future chapter leadership role.

1
2
3
4
5




Not likely

    

  Very likely

List any specific accomplishments by this committee member.

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

______________________________________________________________________________

Committee Chair’s Signature:  __________________________________________________

SGMP Committee Member Report

Member’s Name:    
____________________________________________________________

Committee:     

____________________________________________________________

Please rate this member’s participation in committee activities.

1
2
3
4
5




Not very active

    
  Very active 

Please rate this member’s enthusiasm for SGMP.

1
2
3
4
5




Not enthusiastic

    
  Very enthusiastic 

Please rate the likelihood of this member to serve in a future chapter leadership role.

1
2
3
4
5




Not likely

    

  Very likely

List any specific accomplishments by this committee member.

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

______________________________________________________________________________

Committee Chair’s Signature:  __________________________________________________

Instructions/Process

The chapter scholarship committee will be composed of at least 3 members but no more than 5 (including the chapter president) who are not applying for a chapter scholarship. There must be at least one supplier and one planner on the committee.

The scholarship committee chair or chapter president will provide scholarship applications to members approximately three months prior to the National Education Conference, giving instructions for application and responsibilities of recipients.

Committee chairs must complete the Committee Member Report indicating level of involvement.

The committee will review the applications and supporting documentation, allocating points for each item and determining a score for each applicant. The scores determine who receives a scholarship and how funding will be allocated. 

The committee’s recommendations will be presented to the chapter board for approval.

The committee will notify recipients.

If the recipient cannot attend the conference and has received any advanced funds from the chapter, those funds must be repaid to the chapter within five (5) business days of notifying the chapter scholarship chairperson and/or president that the recipient will not be able to attend.  All other pre-paid expenses will be refunded according to SGMP’s National Education Conference refund policies.  

The recipients must fulfill their responsibilities. Failure to do so will make them ineligible for future scholarships. The committee is responsible for ensuring that those responsibilities have been met.

This chapter application is standard for all chapters and may not be altered without the permission of SGMP’s Education and Training Manager.

A-6
Shining Star Awards

     Planner & Supplier of the Year

      Host of the Year

The chapter is looking for Shining Stars who go the extra mile; whose enthusiasm inspires others. The ones who volunteer whenever and wherever they are needed and can always be counted on for their support.  We are calling on you to vote for (or nominate) that special person who is essential in continuing the spirit of volunteerism and leadership in our chapter.  All nominees will be recognized and the winners announced at the December meeting.   Listed below are the nominees that were sent in by the November 12, 2007, deadline. 

Please vote on a nominee from each category below.

                 Planner Nominees





   Supplier Nominees

	 FORMCHECKBOX 
 Kim Kizer
	  
	 FORMCHECKBOX 

Connie Fisher

	 FORMCHECKBOX 

Murray Moore
	  
	 FORMCHECKBOX 
  Barbara Glaser Fryer

	 FORMCHECKBOX 
  Bob Nichols
	
	 FORMCHECKBOX 

Ed Howard

	 FORMCHECKBOX 

Karla Starkweather
	
	 FORMCHECKBOX 

Darlene Morgan

	
	
	 FORMCHECKBOX 

Connie Ramos

	
	
	 FORMCHECKBOX 

Jaime Yount


OR Submit your nomination and tell us how he or she shines (attach another sheet of paper if necessary). 

	Planner Star:
	
	Supplier Star:
	

	Employer:
	
	Employer:
	

	Shining      Examples:
	
	Shining Examples:
	

	
	
	
	

	
	
	
	


Please vote for only one nominee for Host of the Year. 
	 FORMCHECKBOX 

Wyndham Garden Hotel

      
November 2007
	 FORMCHECKBOX 
  Norris Conference Center


March 2008
	 FORMCHECKBOX 

Crowne Plaza Hotel


July 2008

	 FORMCHECKBOX 

Doubletree Hotel Austin


December 2007
	 FORMCHECKBOX 

Crowne Plaza Houston North, Tyler CVB & Keena & Company

     
April 2008
	 FORMCHECKBOX 

Houston NASA Clear Lake (Retreat) - August 2008

	 FORMCHECKBOX 

Sheraton Hotel

      
January 2008
	 FORMCHECKBOX 
 
Hilton Garden Inn, Corpus Christi CVB & Holiday Inn Emerald Beach


May 2008
	 FORMCHECKBOX 

Waco CVB at Chez Zee

 
September 2008

	 FORMCHECKBOX 

Radisson Hotel & Suites, Austin Town Lake, McAllen CVB & Keena & Company - February 2008


	 FORMCHECKBOX 
  Holiday Inn Austin Town Lake  

June 2008
	 FORMCHECKBOX 

Doubletree Hotel Austin


October 2008


Please email president@sgmpaustin.org by 11 p.m., Friday, November 21, in order it to be considered.  Only one ballot per member will be accepted. All votes will be treated confidentially.
A-7
Chapter Survey
In order to ensure that the Texas Lone Star Capital Chapter is meeting the needs of its members, we are asking you to take a few minutes to complete this brief survey. The results of the survey will be published in a future newsletter. To mark the check boxes, right click on the selected box, then click on properties and select checked. Thank you for your help!!

1. What do you feel is the most important benefit you receive from being a member of SGMP?

2. Does the current meeting schedule meet your needs?  FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
3. If you answered no, would you prefer?

 FORMCHECKBOX 
 Luncheon Meetings (11:30 - 1:30)

 FORMCHECKBOX 
 Evening meetings that start earlier (4:30 - 6:30)

 FORMCHECKBOX 
 Same time but different day (please note day ________________)

 FORMCHECKBOX 
 Other

4. What kind of educational programs do you feel is needed to get your boss to support SGMP and recruit new planners?

5. What type of educational programs would you benefit from the most?

6. Do you feel that SGMP has reached its education potential for you? If no, why? If yes, how?
7. Please rank the value of the following member benefits with 1 least important and 5 being most important.

	
	1
	2
	3
	4
	5

	Monthly education
	
	
	
	
	

	Networking
	
	
	
	
	

	Regional conference
	
	
	
	
	

	National conference
	
	
	
	
	

	Chapter newsletter
	
	
	
	
	


8. Are you a member of a chapter committee?  FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
9. If not, are you interested in becoming a member of a committee?  FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Newsletter
 FORMCHECKBOX 
 Education
 FORMCHECKBOX 
 Website

 FORMCHECKBOX 
 Membership
 FORMCHECKBOX 
 Fundraising
 FORMCHECKBOX 
 Finance

 FORMCHECKBOX 
 Awards/Scholarships
 FORMCHECKBOX 
 Elections
 FORMCHECKBOX 
 Community Involvement

 FORMCHECKBOX 
 Regional Conference
 FORMCHECKBOX 
 Policy/By-laws

10. How many chapter events have you attended in the past year?

 FORMCHECKBOX 
 9 to 12

 FORMCHECKBOX 
 5 to 8

 FORMCHECKBOX 
 1 to 4

 FORMCHECKBOX 
 0

11. If you have not attended SGMP chapter events, please indicate the reason(s) why not. Please check all that apply.

 FORMCHECKBOX 
 Too far to travel

 FORMCHECKBOX 
 Schedule conflict

 FORMCHECKBOX 
 Not interested in topic

 FORMCHECKBOX 
 Cost too high

 FORMCHECKBOX 
 Other ___________________

12. For Planners: Would an increase to $10 a meeting prevent you from attending chapter meetings?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

13. The chapter board is considering publishing the newsletter on-line only. We want your opinion. Do you prefer:

 FORMCHECKBOX 
 On-line only on the website
 FORMCHECKBOX 
 On-line and print version   FORMCHECKBOX 
 PDF version to your email
14. We have reinstated our Chat N Chow luncheons. They are scheduled for the last Thursday of April, July, October and January. This is an informal networking opportunity with no program. Is this event of interest to you?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

15. Other comments or suggestions for SGMP.

Please save this document, then email to president@sgmpaustin.org.    Your responses will be kept confidential. If you wish to be contacted by a board member or join a committee, please indicate that in your email response. If you prefer to mail your survey, please mail to: SGMP, PO Box 11, Austin, TX 78767
Thank you for taking the time to complete this survey.
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