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Policies and Procedures

Of the

SMRP ____ Chapter

I. Membership

New Members: To join the SMRP ____ Chapter under a membership classification as defined in the Chapter Bylaws, Article II, Sections 1-4, applicant must submit application along with local chapter dues, and SMRP dues.

____ Chapter will provide copy of the application along with SMRP dues to SMRP within 30 days of receiving application and payment.

II. Meetings

The Annual Business Meeting of the SMRP ____ Chapter shall take place in the ___ Quarter of each year at a location determined by the Board of Directors.

Notice:  Written notice of ___Chapter Annual Business Meeting and other regular and special meetings shall be delivered to ___ Chapter voting members at least thirty (30) days in advance of the meeting via whatever forms of communication are considered reasonable to provide this notification. In the case of a special meeting, the purpose(s) for which the meeting is called shall be stated in the notice.  

III. Board of Directors

All new incoming directors shall sign the Board of Director Commitment form (Attachment B) by November 31 of each year.

Number of Chapter Board Meetings.  The board of Directors will hold as many meetings throughout the year as necessary with a minimum of four (4).  The first meeting shall be held in January and include an orientation for new members and transition discussion.

IV. Officers

All incoming officers shall sign the Officer Commitment form (Attachment C) by November 31 of each year.

V. Committee

Members of the ___ Chapter are encouraged to volunteer for committee work, by completing a Committee Volunteer Form (Attachment D).  From the submission of volunteer forms, the Chair will appoint Committee Chairs and members.

VI. Nominations

The nominating committee will be comprised of the Past Chair, Vice Chair, and Secretary/Historian.  The nominating committee shall meet to nominate a minimum of two members for each open board position, and an officer for Chair, Vice Chair, Secretary/Historian, and Treasurer.  The committee will confirm with the nominees their acceptance of the nomination by August 30.  In September a ballot of the confirmed nominees shall be delivered to the membership with an opportunity for members to write in their nominations and return the ballot by September 31.  The nominating committee will confirm acceptance from the write in nominees by October 14.  The vote will take place at the Annual Business Meeting of the Chapter by the members of the chapter. 

VII. Anti-trust

Each volunteer shall read and sign the Anti-Trust form (Attachment A).

VIII. Dues and Financial Matters

Confirmation of published dues to invoice for local chapter dues shall be sent to SMRP via Chapter Relations Director by no later than October 1 of each year.

A year –end Financial Report (Attachment E) shall be submitted with the Chapter Standards Report to SMRP Board of Directors via the Chapter Relations Director by no later than March 1 of each subsequent year.

Sponsorship: The Board of Directors will determine from time to time sponsorship opportunities to offer to supplier members, with consideration to advertising vs. sponsorship recognition, so as not to incur Unrelated Business Income Tax. 

Treasury: The Chapter must maintain a minimum treasury level equaling 5% of annual collected dues.  The Chapter may establish such other savings and investment accounts as the BOD may deem appropriate from time to time, but no funds of the Chapter shall be commingled with the funds of any two officers or designated signatory(s) at any time, directly or indirectly.

General Handling of Funds: All moneys received by the Chapter in payment of dues, contributions to functions, registration fees, or any other proper obligation, shall be deposited by the Chair or Treasurer in the authorized bank account of the chapter.

Appropriate journals or computer entries recording daily receipts and expenditures will be maintained by the Treasurer under supervision of the Chair, and a Profit/Loss Statement and Statement of Account Balances will be submitted to the Board of Directors at their meeting for approval. 

Deposits, Checks, etc:  The Treasurer shall have signature cards from the chapter’s bank or financial institution, available at the first Board of Directors meeting held in January, providing authorization of the Officers to sign bank drafts as provided for in the Chapter Bylaws, Article VIII, Section 2.

Fiscal Year:  The fiscal year of the chapter begins January 1 and end December 31.

Budget:  The Chapter Treasurer shall submit a draft budget to the Board of Directors by August 30, a finance committee can be appointed to develop the draft budget.  The Board of Directors shall review, comment, and amend the draft budget in September.  The draft budget shall be submitted by the Treasurer for approval in October.

IX. Conflict of Interest
Each officer, director, committee chair, and staff member of the Chapter must avoid actual and apparent conflicts of interest that would impair their ability to discharge their responsibilities to ____ Chapter SMRP with the necessary loyalty and integrity.

A conflict of interest subject to this policy includes, but is not limited to:

a) Ownership of any financial or other proprietary interest in any entity supplying (or seeking to supply) goods or services to the chapter;

b) Receipt of any substantial benefit from a third party on account of that party’s past, present, or future business relationship with the chapter;

c) Receipt of any substantial financial benefit from a pending decision of  the chapter; or

d) Service as an officer, director, committee chair, or staff member of any competing organization (i.e. any nonprofit or business enterprise whose purposes, products, and/or services compete with those of the Chapter). 

In the event of a Conflict of Interest the officer, director, committee chair or staff member must disclose the conflict to the Board of Directors and excuse themselves from voting or taking any further action on behalf of the chapter related to the conflict. 

Failure to disclose a conflict of interest may subject the individual to removal from office, termination of employment, or other form of discipline, as determined by the Board of Directors.  In addition, the Board of Directors may request that the individual having the conflict resign their position with the chapter or take other action to remove the conflict.

The Chair has the power to appoint an ad-hoc committee to investigate any apparent conflict of interest.  If a conflict should exist with the Chair, the Chair-Elect has the power to appoint an ad-hoc committee.

X. Marketing

Chapter will advertise local event to members in other markets when deemed appropriate and with permission from the respective chapter Chair.

Chapter will allow other chapters to advertise their local events to this chapter’s members with Chair approval, when the event is not is direct competition with any of this chapter’s events and educational offerings.

XI. Recognizing Sponsors

Supplier companies that pay for a sponsorship may be recognized in any or all the following means: logo included in event marketing materials, onsite materials, and onsite signage, mentioned at the event, opportunity to present or display company materials at event, mention or logo included in chapter publication, and opportunity to be spotlight sponsor in an article in the chapter communication.

XII. Presenter Reimbursement  

We do not reimburse workshop presenters for certain expenses related to their presentation because we recognize that they are likely to enjoy the residual benefit of generating future business from chapter members as a result of the exposure opportunity we’ve provided to them.  Chapter will provide a venue and cover basic costs including meeting room space costs, audio-visual cost, food & beverage costs, and meeting marketing costs.  In some situations where a presenter is unable to cover all or part of the other meeting-related expenses and pending approval from the board of directors, in appreciation for a presenter’s contribution of educational value to our members we may be willing to provide the presenter with the following considerations:

a. Complimentary sleeping room at the facility at which our workshop is being held (for one night preceding and, is necessary, one night following the presentation)

b. Reimbursement of reasonable expenses related to air travel (coach class only and 30-day advance ticket reservation), ground travel (to/from airport/hotel, taxi or rental car – whichever is least costly), meals ($35 per day – meals are usually provided to presenters and attendees during the official meeting dates and presenters are encouraged to join us at these times), and reasonable incidental expenses (telephone, faxes, etc.).

c. Reimbursement of reasonable expenses (not to exceed $500) related to the preparation of any presentation materials such as handouts, handbooks, etc. (presenters are advised to please contact the chapter Board of Directors in advance of preparing these materials with a cost estimate).  The presenter has the sole responsibility to prepare and deliver the full quantity of presentation materials.

XII. Record Retention

The Chapter recognizes the importance of preserving the historical documents of the chapter, and will retain the following in one constant location:
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Attachment A
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ANTI-TRUST POLICY FORM
The Society or any committee, section, chapter, or activity of the Society shall not be used for the purpose of bringing about or attempting to bring about any understanding or agreement, written or oral, formal or informal, expressed or implied, among two or more members of other competitors with regard to prices or terms and conditions or contracts for services or products.  Therefore, discussions and exchanges of information about such topics will not be permitted at Society meeting or other activities.

· There will be no discussion discouraging or withholding patronage or services from or encouraging exclusive dealing with any supplier or purchaser or group of suppliers or purchaser of products or services, any actual or potential competitor or group of actual potential competitors, or any private or governmental entity.

· There will be no discussions about allocating or dividing geographic or service markets or customers.

· There will be no discussion about restricting, limiting, prohibiting, or sanctioning advertising or solicitation that is not false, misleading, deceptive, or directly competitive with Society products or services.

· There will be no discussion about discouraging entry into or competition in any segment of the marketplace.

· There will be no discussion about whether the practices of any member, actual or potential competitor, or other person are unethical or anti-competitive, unless the discussions or complaints follow the prescribed due process provisions of the Society’s bylaws.

· Certain activities of the Society and its members are deemed protected from antitrust laws under the First Amendment right to petition government. The antitrust exemption for these activities, referred to as the Noerr-Pennington Doctrine, protects ethical and proper actions or discussions by members designed to influence: 1) legislation at the national, state, or local level; 2) regulatory or policy-making activities (as opposed to commercial activities) of a government body; or 3) decisions of judicial bodies.  However, the exemption does not protect actions designed to over-up anticompetitive conduct.

· Speakers at committees, educational meetings, or other business meetings of the 
Society shall be informed that they must comply with the Society’s antitrust policy 
in the preparation and the presentation of their remarks.  Meetings will follow a written agenda approved in advance by the Society or its legal counsel.

· Meetings will follow a written agenda.  Minutes will be prepared after the meeting to provide a concise summary if important matters discussed and actions taken or conclusions reached.

· At informal discussions at the site of any Society meeting all participants are expected to observe the same standards of personal conduct as are required of the Society in its compliance.

_________________________________

____________________________

Signature





Date
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Attachment B

CHAPTER BOARD COMMITMENT FORM

As a member of the Board of Directors, I will:

· Perform my duties so as to honor and trust of the membership that elected me.

· Comply with all applicable statues and regulations applying to non-profit organizations and the terms of the Articles of Incorporation, the bylaws, and the policies adopted by the Board.

· Protect the interest of the society as determined by its Board, its mission and prudent business practice.

· Refrain from using my position on the Board for my own personal advantage or 
the advantage or any special interests inside or outside of the society.

· Protect the confidentiality of private or confidential information to which I become a party as a member of the Board, i.e. member lists, financial information, public policy, goals, etc.

· Refrain from asserting authority as a Board member except when participating in a meeting of the board or as the Board delegates to me; recognizing the chair of the Board has the final authority.

Accept my personal responsibility to:

· Attend the meeting of the Board and Board committees to which I have accepted appointment.
· Review all information and materials sent to me in connection with Board business and to provide to the Board my best attention and judgment.
· Conduct myself so as to reflect credit on the society and the Board of Directors.
· Respect the integrity and abilities of my fellow Board members and strive to advance the unity and harmony of the Board, recognizing all actions, whether or not I agree, belong in one to the board and not the individual.
· Tender my resignation from membership on the Board if I am, or become, unable to serve in accordance with the provisions of this commitment.
______________________________

______________________________

Date






Board Member Signature
Attachment C
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CHAPTER OFFICER COMMITMENT FORM

As An officer of the SMRP ____ Chapter, I will:

· Perform my duties so as to honor and trust of the membership that elected me.

· Comply with all applicable statues and regulations applying to non-profit organizations and the terms of the Articles of Incorporation, the bylaws, and the policies adopted by the Board.

· Protect the interest of the society as determined by its Board, its mission and prudent business practice.

· Refrain from using my position on the Board for my own personal advantage or 
the advantage or any special interests inside or outside of the society.

· Protect the confidentiality of private or confidential information to which I become a party as a member of the Board, i.e. member lists, financial information, public policy, goals, etc.

· Refrain from asserting authority as a Board member except when participating in a meeting of the board or as the Board delegates to me; recognizing the chair of the Board has the final authority.

Accept my personal responsibility to:

· Attend the duties of my office and attend meetings of the Board and Board committees to which I have accepted appointment.
· Review all information and materials sent to me in connection with Society and Board business and to provide to the Board my best attention and judgment.
· Conduct myself so as to reflect credit on the society and the Board of Directors.
· Respect the integrity and abilities of my fellow officers and Board members and strive to advance the unity and harmony of the Board, recognizing all actions, whether or not I agree, belong in one to the board and not the individual.
· Tender my resignation as an officer if I am, or become, unable to serve in accordance with the provisions of this commitment.
______________________________

______________________________

Date






Board Member Signature
Attachment D
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Be active in your local society.  

Join an SMRP ___ Chapter Committee!

Annual Meeting: Meets ___ times a year; concludes in November. Assist with theme and speaker topics, solicit and collect door prizes. Help at annual meeting.

Education Committee: Meets 3 times a year. Assist with topics, facilities and speakers for education seminars. 
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Membership Committee: Meets 3 times a year. Work on recruiting new members, and verifying member contact information.

Communications Committee: Meets 4 times a year.  Assist with collecting data. 

Please complete the information below.
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I would like to serve on the following committee (s) 

______________________________________________

_______________________________________________    

Name__________________________________________ 

Company/Community_____________________________

Telephone_______________________________________

Email __________________________________________



Attachment E

CHAPTER FINANCIAL REPORT
(January 1, 20__ to December 31, 20__)
SMRP ________ CHAPTER 
IMPORTANT:  Please complete and return this form to SMRP as an attachment to the Chapter Standards Report by March 15, 20__.  Copy to your Chapter Secretary.  Please note if you are reporting in a currency other than US dollars. (Example: Canadian dollars)

INCOME: (January 1, 20__- December 31, 20__)

	Category
	Dollars

	1. Membership rebates and match funds
	

	2. Technical meetings
	

	3. Contributions and Sponsorships
	

	4. Education courses
	

	5. Social activities
	

	6. Miscellaneous (savings interest, etc.)
	

	7.Total Income
	


EXPENSES: (January 1, 20__- December 31, 20__)

	Category
	Dollars

	8. Printing and Stationery Services
	

	9. Meeting Expenses
	

	10. Postage/Telephone/Internet
	

	11.  Chapter Administration
	

	12. Education Courses
	

	13. Miscellaneous (Scholarships)
	

	14. Total Expense
	


December 31, 20__ results (Line 7-Line 14): $ __________________________

Chapter Net Worth

Bank account balance @ December 31, 20__: $ _________________________
Accounts payable ledgers			7 years		Duplication deposit slips			1 


Accounts receivable ledgers		7 years		Financial statements			Permanent Annual Membership Report/Roster		Permanent 	General & private ledgers			Permanent Audit reports of accountants		Permanent	Insurance policies (expired)		3 Years


Bank Reconciliations			1 Year		Insurance records, claims, policies		Permanent               


Charts of accounts			Permanent	Internal Audit reports			3 Years


Checks (cancelled, routine)		7 Years 		Invoices to customers			7 Years


Checks (cancelled, important)		Permanent	Invoices from vendors			7 Years


Contracts & leases (expired)		7 Years		Journals					Permanent


Contracts & leases in effect		Permanent 	Minute books of directors, icl Bylaws	Permanent


Correspondence (general)			3 Years 		Petty cash vouchers			3 Years


Correspondence (legal matters)		Permanent	Purchase orders				1 Year 


Depreciation schedules			Permanent 	Sales records				7 Years
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