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SUBJECT: 

NATIONAL EDUCATION CONFERENCE 

(NEC) GUIDELINES 

SECTION:  ANNUAL 

                     CONFERENCE 

Policy No.    AC-1 

Date of Origin:   October 1992 

Revised:               September 2002; April 2008; September 2008; September  2009 

Reaffirmed:          

 
PURPOSE 

This section covers all policies related to the SGMP National Education Conference.  

 

POLICY  
The National Education Conference is the responsibility of the SGMP national organization. 

The SGMP Executive Director/Deputy Director will provide the majority of oversight of the 

National Education Conference and the Executive Director will identify an SGMP member to 

handle conference logistics.   

 

The National Board will be responsible for ensuring that the educational and financial objectives 

are met. This oversight will include:  

 Establishing all conference registration and exhibit fees  

 Establishing the conference budget  

 Selecting educational offerings  

 

Site Selection  
For planning purposes, a nationwide bid process will be used to solicit the National Education 

Conference site at least two years out. 

 

Future RFPs for the National Education Conference will be sent to all SGMP member 

convention bureaus/authorities and will be announced in all SGMP National publications.  

SGMP Headquarters is responsible for recommending all future conference sites to the National 

Board. The National Board will vote to confirm location(s). 

 

Notifications 

The prospective host chapter president will be notified in advance of scheduled site inspections. 

 

Over Expenditures  

Expenditures exceeding five percent of the budgeted category amount for the National 

Education Conference may not be processed without prior National Board approval.  

 

Charitable Giving  
SGMP will adopt a community service project as part of the National Education Conference.  

The host city chapter will make its recommendation to the National Board for approval.  
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Exhibits  
The SGMP Headquarters will be in charge of exhibits and registration for the National Education 

Conferences. 

 

The National Board will decide on any complimentary exhibit booth(s) to be provided based 

on the recommendation of the Executive Director/Deputy Director. 

 

Only SGMP members are permitted to exhibit at the tradeshow held at the National Education 

Conference. Member properties and Associate Suppliers may have their tradeshow space 

transferred, but non-members may not exhibit, even if the chain is a member. National chain 

membership does not qualify all hotels in that chain as members. 

 

Only Government Planner, Contract Planner, Retiree, Educator/Student, Supplier and Associate 

Supplier members are allowed on the tradeshow floor (some restrictions may apply for non-

exhibiting Suppliers and Associate Suppliers).   

 

Complimentary Registrations  

Complimentary registrations will be provided for the National Education Conference at the 

discretion of the National Board.  

 

Use of Logo  
The SGMP logo must be incorporated into all National Education Conference logos.  

 

Outside Events  
No other event(s) will be permitted to occur during or conflict with any official SGMP 

conference function.  

 

SUBJECT: 

NATIONAL EDUCATION CONFERENCE 

(NEC) GUIDELINES 

SECTION:    ANNUAL 

CONFERENCE 

Policy No.      AC-1 (continued) 

Date of Origin:   October 1992 

Revised:               September 2002; January 2003; April 2008; September 2008;                                                                          

October 2009 

Reaffirmed:         
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PURPOSE 

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

receiving awards.  

 

POLICY  
Chapter Presidents may designate no more than two individuals to accept awards at the National 

Education Conference.  One-two minutes maximum will be allotted for the winners to give an 

“acceptance” speech, if they choose to do so.  

SUBJECT: 

ON-STAGE RECOGNITION FOR CHAPTERS 

RECEIVING NATIONAL AWARDS 

SECTION:     ANNUAL    

CONFERENCE 

Policy No:      AC-2 

Date of Origin:    October 1992 

Revised:                September 2002; April 2008; October 2009 

Reaffirmed:          
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PURPOSE 

SGMP recognizes the value of using its members to provide education at the National Education 

Conference. SGMP also recognizes that it is not always possible for members to get full financial 

support from their agencies to attend the conference. This policy covers the financial subsistence 

provided for members speaking at the National Education Conference.  

POLICY  
SGMP members presenting programs at the National Education Conference may apply for no 

more than $200 TOTAL (total amount, not per session amount) honorarium to go toward 

conference registration, airfare and/or lodging. Once both parties (individual and Executive 

Director or Deputy Director) have signed the “Member Speaker Contract,” the arrangements are 

considered final and not open to change.   

 

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

the government meetings market is education-related (training or speaking).  

  

SUBJECT: 

TRAVEL/HONORARIA FOR MEMBERS TO 

TRAIN AT THE NATIONAL EDUCATION 

CONFERENCE 

SECTION:     ANNUAL    

CONFERENCE 

Policy No:      AC-3 

Date of Origin:    Oct 1992 

Revised:                Sep 1999; Apr 2008; Sep 2008; Oct 2009; Nov 2010 

Reaffirmed:          
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PURPOSE 

The Chapter Presidents serve as a proactive and vital communication link between the national 

leadership and chapter members. 

 

POLICY 
The Chapter Presidents will meet twice annually; once in January at the Joint Leadership 

Meeting (JLM) and once at the National Education Conference (NEC).  

 

For the JLM: 

 If the Chapter President is unable to attend, rare exceptions may be granted by SGMP 

headquarters in conjunction with the appropriate regional liaison  

 The chapter will pay for two nights’ lodging    

 The chapter will pay for airfare, ground transportation, non-group meals and incidentals  

 SGMP (national) will only cover the cost of planned group meals  

 SGMP headquarters will make all hotel reservations for all Leadership meetings, unless 

chapters are otherwise instructed by SGMP 

 

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

 

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

prevent any liability or attrition issues. 

 

 

 

SUBJECT: 

  CHAPTER PRESIDENT TRAVEL 

SECTION:     CHAPTERS 

Policy No:      C-1 

Date of Origin:    Oct 1982 

Revised:               Jul 2002, Apr 2008, Mar 2009; Oct 2009; Jan 2011 

Reaffirmed:         Jul 1992; Oct 2001 
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PURPOSE 

The Chapter Second Vice Presidents serve as a proactive and vital communication link between 

the national leadership and chapter members. 

 

POLICY 
The Chapter Second Vice Presidents will meet twice annually; once in January at the Joint 

Leadership Meeting (JLM) and once at the National Education Conference (NEC).  

 

For the JLM: 

 If the Chapter Second Vice President is unable to attend, rare exceptions may be granted 

by SGMP headquarters in conjunction with the appropriate regional liaison  

 The chapter will pay for two nights’ lodging   

 The chapter will pay for airfare, ground transportation, non-group meals and incidentals  

 SGMP (national) will only cover the cost of planned group meals  

 SGMP headquarters will make all hotel reservations for all Leadership meetings, unless 

chapters are otherwise instructed by SGMP 

 

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

funds allow). 

 

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

prevent any liability or attrition issues. 

 

 

SUBJECT: 

CHAPTER SECOND VICE PRESIDENT 

TRAVEL 

SECTION:     CHAPTERS 

Policy No:      C-2 

Date of Origin:    Nov 2000 

Revised:               Apr 2008; Mar 2009; Oct 2009; Jan 2011 

Reaffirmed:          
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PURPOSE 

This policy was developed to provide insurance coverage for chapters.  

POLICY  
Liability insurance for each Chapter Board will be provided by SGMP (national).

SUBJECT: 

  CHAPTER LIABILITY INSURANCE 

SECTION:     CHAPTERS 

Policy No:      C-3 

Date of Origin:    May 2002 

Revised:                   October 2009       

Reaffirmed:         April 2008 



15 

 

 

PURPOSE 

This policy covers the requirement for chapters to obtain an Employer’s Identification Number.  

POLICY  
Each chapter must apply for and be granted an Employer’s Identification Number, using the SS4 

Form prior to chapter chartering. All chapters must supply their Federal ID number to SGMP 

Headquarters within 30 days of issuance or any change.  

SUBJECT: 

CHAPTER EMPLOYER IDENTIFICATION 

NUMBER 

SECTION:     CHAPTERS 

Policy No:      C-4 

Date of Origin:     June 1992 

Revised:                April 2008; October 2009  

Reaffirmed:           
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PURPOSE 

This policy covers all chapter reporting requirements to SGMP (national) and sanctions that will 

be imposed for those chapters that do not submit chapter financial reports by the specified 

deadline.  

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

submit a year-end financial report to SGMP Headquarters by August 15 of each year. Failure to 

submit the annual financial report by August 15 will result in withholding the chapter’s revenue 

sharing funds until the required report is received at SGMP Headquarters.  If chapter annual 

budgets are not received by September 15, all revenue sharing will be held until they are 

received. A list of the yearly programs must be attached to justify the amounts indicated for 

education.  

In the event that chapters are in arrears with reporting requirements, the following will occur:  

 Revenue checks will be withheld from a chapter each month starting on August 15 if it 

has not submitted its year-end financial report   

 Revenue checks will be forfeited from a chapter each month if it is in arrears for 45 days 

in submitting their required monthly and/or “other” required reports   

 

The Internal Revenue Service (IRS) requires financial reports. Any penalty charges levied by the 

Internal Revenue Service against SGMP for late filing of SGMP Income Tax Return, which is 

due to a chapter’s late submission of necessary financial information to complete the Income Tax 

Return, will result in the IRS imposed penalty fee being deducted from the chapter’s revenue 

sharing funds  

 

Chapter Presidents are required to submit their chapter’s tax information directly to SGMP 

Headquarters. If a Chapter President fails to follow these required procedures, this could be 

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

position on the Chapter Board.   

 

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

their terms of office. 

 

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

SGMP Administrative Assistant, unless otherwise instructed by the Executive Director. 

SUBJECT: 

CHAPTER FINANCIAL REPORTING 

SCHEDULE TO SGMP  

SECTION:     CHAPTERS 

Policy No:      C-5 

Date of Origin:    June 1992 

Revised:                November 2000; July 2002; December 2004; January 2006; 

                              April 2008; October 2009; Nov 2010 

Reaffirmed:          
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POLICY  
Chapters shall not cash or deposit any membership dues checks, and in turn, write checks to 

SGMP (national). 

 

An exception could be made for funds received for new or renewing memberships being paid 

through registrations for local conferences. In this case, a chapter check may be submitted to 

SGMP as payment for SGMP new member dues since the chapter bank account was only used as 

a “pass-through” for that new member dues payment.     

New (Government or Contract) planner member dues are allowed to be collected as part of a 

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

the following conditions are met: 

 

-First, the conference registration form is pre-approved by headquarters. 

 

-The conference materials show any non-member attendee that an itemized dollar amount 

of the registration fees may be used for new member dues.   

-The conference materials show any non-member attendee that they have the ability to 

opt-out of having a portion of their registration fees go toward membership (although 

their registration fee will remain at the same amount). 

 

-A fully-completed SGMP membership application form is submitted to the chapter at 

that conference along with the conference registration form. 

 

-After the event, the chapter treasurer logs revenue for conference registration portion  

and miscellaneous expense for membership dues portion. 

 

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

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

individual’s new member payment. Compiled new member dues from the event are 

submitted to SGMP headquarters at one time and on a cumulative chapter check.   

 

 

 

SUBJECT: 

CHAPTER CASHING OF MEMBERSHIP DUES 

CHECKS (EXCEPTIONS NOTED)  

SECTION:     CHAPTERS 

Policy No:      C-6 

Date of Origin:    Jan 2000 

Revised:                 Oct 2009; Jul 2010; Apr 2011 

Reaffirmed:         Apr 2008 
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Renewal (Government or Contract) planner member dues are allowed to be collected as part of a 

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

the following conditions are met: 

 

-First, the conference registration form is pre-approved by headquarters. 

 

-The conference materials show any member attendee that an itemized dollar amount of 

the registration fees may be used for renewal member dues.   

-The conference materials show any member attendee that they have the ability to opt-out 

of having a portion of their registration fees go toward membership (although their 

registration fee will remain at the same amount). 

 

-A fully-completed SGMP membership renewal payment form is submitted to the chapter 

at that conference along with the conference registration form. 

 

-After the event, the chapter treasurer logs revenue for conference registration portion  

and miscellaneous expense for membership dues portion. 

 

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

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

each individual’s new member payment. Compiled new member dues from the event are 

submitted to SGMP headquarters at one time and on a cumulative chapter check.   

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER CASHING OF MEMBERSHIP DUES 

CHECKS (EXCEPTIONS NOTED)  

SECTION:     CHAPTERS 

Policy No:      C-6 (continued) 

Date of Origin:    Jan 2000 

Revised:                 Oct 2009; Jul 2010; Apr 2011 

Reaffirmed:         Apr 2008 



19 

 

PURPOSE 

Smaller chapters may experience difficulty in securing candidates qualified in the specific 

membership category for the positions of Chapter Secretary and/or Chapter Treasurer.  

The purpose of this policy is to provide limited flexibility in the membership categories of 

Chapter Board members that will maintain the mandatory balance between planner and supplier 

representation.  

POLICY  
The Chapter Board must have at least five planner members, at least four of whom must be 

Government Planner or Contract Planner members. The Immediate Past President is included in 

this count, though not elected.  

Up to four of the Chapter Board members may be a Supplier or Associate Supplier, but at least 

one member must be a Supplier; the remaining three may be either Contract Planner or Supplier 

or Associate Supplier members, as designated in the SGMP bylaws (Article VII, Section 3. E.). 

In the event that a qualified Government Planner or Contract Planner member is not elected, the 

position of Secretary may be filled by a qualified Supplier or Associate Supplier member. In the 

event that a qualified Supplier, Associate Supplier or Contract Planner member is not elected, the 

position of Treasurer may be filled by a qualified Government Planner member. In either case, 

the balance of planners and suppliers on the Chapter Board must be maintained.  

 

For instance, if the Secretary was filled by a Supplier or Associate Supplier member, and the 

Treasurer was filled by a Government Planner member, the balance on the Chapter Board would 

be maintained. However, if the Treasurer and Secretary positions were both filled by a supplier, 

then only one of the Directors elected could be a supplier, because the Chapter Board would be 

at the maximum of four supplier members. The remaining positions would have to be filled by 

Government Planner and Contract Planner members.  

 

SUBJECT: 

CHAPTER BOARD STRUCTURE 

SECTION:     CHAPTERS 

Policy No:      C-7 

Date of Origin:    April 1994 

Revised:               April 2008; October 2009 

Reaffirmed:          
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PURPOSE 

This policy covers revenue sharing for chartering chapters.  

POLICY  
Chartering chapters will remain at the 60/40 revenue share distribution for a period of one year. 

Upon their one-year anniversary, the chapter will revert to the prevailing rate of revenue share 

split (SEE POLICY CF-22).  

 

SUBJECT: 

CHAPTER CHARTERING DUES REVENUE 

SHARING  

SECTION:     CHAPTERS 

 

Policy No:      C-8 

Date of Origin:    November 1990 

Revised:                October 2009 

Reaffirmed:         July 1992; April 2008 
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PURPOSE 

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

POLICY  
To be chartered, a chapter is required to have at least 35 approved members, the majority of 

which must be Government Planner or Contract Planner members.  

 

SUBJECT: 

CHAPTER CHARTERING MEMBERSHIP 

REQUIREMENTS  

SECTION:     CHAPTERS 

                                 

Policy No:      C-9 

Date of Origin:    November 1990 

Revised:                  March 2009, October 2009 

Reaffirmed:         July 1992; April 2008 
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PURPOSE 

This policy covers the responsibility of chapters regarding records retention. This process and 

schedule covers records kept by SGMP (national) and by chapters.  

POLICY  
SGMP (national) and its chapters will do a biennial inventory of records kept by the Society and 

prepare a list of these records types. The following information will be included:  

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

Retention Period: The time period indicates the minimum length of time that the record/ 

information should be retained. Retention periods apply to the information, regardless of the 

physical format (paper, microfilm, computer disk or tape, optical imaging, CDROM) or other 

medium.  

This general schedule covers the majority of records/information kept by the Society. However, 

due to the diversity and rapidly changing functions of the organization, new record types and 

schedules may occasionally be created. For any records/information not included in this 

schedule, chapters should consult with SGMP Headquarters to develop a retention plan for those 

new or unique records.  

Designated chapter officers are responsible for keeping and forwarding appropriate records to  

SGMP Headquarters.  

NOTE: NO RECORD SHALL BE DESTROYED THAT PERTAINS TO ANY PENDING 

LEGAL CASE, CLAIM ACTION, OR AUDIT.  

SUBJECT: 

CHAPTER ARCHIVES/RECORD RETENTION 

SECTION:     CHAPTERS 

Policy No:      C-10 

Date of Origin:    September 1995 

Revised:                November 1995, April 2008; October 2009 

Reaffirmed:          
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All records that have reached their retention period should be destroyed by shredding. Below is 

an itemized list of retention policy:   

 

1. Chapter and SGMP (National) Written Histories  

Scrapbooks, photographs, articles, lists of chapter boards and committee members, 

program notes and documentation of events sponsored or funded by the organization. Also 

included are narrative audio or audiovisual chapter histories.  

 

Retention  
Record copy: Permanent.  

Duplicate copies: Retain until no longer needed, then destroy. 

 

2. General Correspondence  

Routine correspondence 

 

Retention  
Record copy: Retain for three years and then destroy. 

Duplicate copies: Retain until no longer needed, then destroy. 

 

3. Acknowledgement Files  

Acknowledgment notes, transmittal of inquiries, and requests that have been referred 

elsewhere for reply. 

 

Retention  

Record copy: Retain for three months after acknowledgment and/or referral and destroy. 

Duplicate copies: Retain until no longer needed and destroy. 

 

4. Committee and Conference Files  

Records created by a committee or conference that has been charged by the National Board 

or a Chapter Board, including advisory committees relating to the executive establishment, 

organization, membership, and policy (i.e., agenda, meeting minutes, final reports and 

related related records documenting the accomplishments of official board committees).  

 

Retention  

Record copy: Permanent.  

 

SUBJECT: 

CHAPTER ARCHIVES/RECORD RETENTION 

SECTION:     CHAPTERS 

Policy No:      C-10 (continued) 

Date of Origin:    September 1995 

Revised:                November 1995, April 2008; October 2009 

Reaffirmed:          
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5.  Executive Correspondence  

Records not duplicated elsewhere, which documents how the organization is organized and 

how it functions, its pattern of action, its policies, procedures and achievements.  

 

   Retention  
   Record copy: Permanent  

 

6. Feasibility Studies  

Studies conducted before the installation of any technology or equipment; studies and 

systems analysis for the initial establishment and major changes of these systems.  

 

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

 

7. Policies and Procedures Manual 

Policies and procedures that govern the operation and administration of the organization 

 

  Retention  

   Record copy: Permanent  

 

8. Financial Records (includes annual budget reports, invoices, financial reviews and 

canceled checks). 

 

   Retention 

 Audit/financial reviews Permanent  

 Cancelled checks   Permanent  

(file with paper pertaining to transaction)  

 Bank statements  Four years, plus current  

 Tax returns  Permanent  

 Invoices   Seven years  

SUBJECT: 

CHAPTER ARCHIVES/RECORD RETENTION 

SECTION:     CHAPTERS 

Policy No:      C-10 (continued)   

Date of Origin:    September 1995 

Revised:                November 1995, April 2008; October 2009 

Reaffirmed:          
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9. Nominations and Elections  

Nomination forms, election ballots, correspondence and documentation related to    

national and chapter elections. 

 

Retention 
Record copy: Three years, plus current  

 

10. Education Conferences  

All records pertaining to the Society’s and/or chapter’s education conferences 

(registration lists, vendor and facility contracts) 

  

 Retention  

 Five years, plus current 

 

11.      Newsletters  

     Two copies on file with the chapter with copies to SGMP Headquarters as instructed.  

 

Retention:  

Permanent  

 

12. Insurance records  

 

Retention: Permanent  

 

13.  Membership records 

Includes copies of membership applications and reports from SGMP Headquarters 

 

Retention: Three years, plus current  

 

 

 

 

SUBJECT: 

CHAPTER ARCHIVES/RECORD RETENTION 

SECTION:     CHAPTERS 

Policy No:      C-10 (continued) 

Date of Origin:    September 1995 

Revised:                November 1995, April 2008; October 2009 

Reaffirmed:          
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PURPOSE 

Portions of this policy originated in the SGMP bylaws and were created to document the 

scenarios in which SGMP chapter recognition would be removed and the process by which that 

recognition would be removed. This policy also covers the process that would be followed in 

the event that a chapter should be dissolved. 

 

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

the following reasons: (1) has had fewer than 30 members for 12 consecutive months, (2) has 

violated the purpose of SGMP or the provisions of its bylaws, (3) has maintained chapter policies 

or practices in conflict with SGMP’s bylaws or Policy Manual, or (4) held less than 50/50 ratio 

more than 12 consecutive months. 

 

If one or more of the above conditions is met by the chapter, the National President calls 

the respective Chapter President to advise him/her of a forthcoming letter. SGMP Headquarters 

then sends a letter over the signature of the National President sends a letter (to addressee only, 

with a return receipt required) to the Chapter President (and each member of the Chapter Board), 

advising him/her that and how he/she can present the chapter’s views to the National Board. 

 

The Chapter President then responds to the National President within 10 days of receipt of letter. 

If no response is received, that shall signify that the chapter waives its right to address the 

National Board on this matter. The National Board then reviews the chapter’s presentation and 

makes a decision on what action(s) should be taken and on the fate of the chapter.  

 

If the National Board’s decision is that the chapter has forfeited its chapter status, the National 

Board shall notify the Chapter President in writing that recognition has been withdrawn. The 

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

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

return any remaining chapter assets to SGMP for appropriate disposition. 

 

 

SUBJECT:  

CHAPTER RECOGNITION REMOVAL 

PROCESS  

SECTION:     CHAPTERS 

Policy No:      C-11 

Date of Origin:    September 2000 

Revised:                April 2008; October 2009; February 2010 

Reaffirmed:         March 2010 
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PURPOSE 

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

Board.  

POLICY 

A Chapter Board’s Immediate Past President vacancy must be filled by the first available chapter 

past president in closest succession to that for which the vacancy exists. The Chapter Board also 

has the option of not back-filling that vacant immediate past president position. 

A chapter president who did not serve 12 months in that role, or who resigned or was removed 

from that position, is ineligible to serve in the Immediate Past President position on the Chapter 

Board. 

The Immediate Past President may not serve in an additional Chapter Board position while 

serving his/her term as Immediate Past President. In addition, the Immediate Past President may 

not serve on the Chapter Board if elected or appointed to a position on the National Board of 

Directors or the Gilmer Institute of Learning.  (SEE POLICY NB-8) 

 

A past president in the Retiree membership category is eligible to fill this vacancy and shall 

have all Chapter Board voting rights. Voting rights only pertain to Chapter Board issues.  

 

SUBJECT: 

CHAPTER IMMEDIATE PAST PRESIDENT 

VACANCY 

SECTION:     CHAPTERS 

Policy No:       C-12 

Date of Origin:    March 2001 

Revised:                April 2008; October 2009; March 2010 

Reaffirmed:          
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PURPOSE 

This policy covers the process to document the required number of monthly education programs 

chapters must deliver to members.  

POLICY  
Chapters must have at least 10 meetings per calendar year. At least eight of these must 

be educational in nature and cover topics related to meeting management as outlined by SGMP’s 

seven core competencies of education. The subject matter of the remaining meetings may pertain 

to career and/or personal development. Educational programs should be no less than one hour in 

length.  

 

All chapters must send their fiscal year meetings calendar (must include each meeting’s topic; 

may include speaker or location) to SGMP headquarters by September 15
th

. A promotional 

description of each meeting, with the speaker and location then must be provided to SGMP 

headquarters no later than 45 days prior to that meeting. After each meeting, chapters are 

required to submit the Monthly Education Report to SGMP headquarters by the 10
th

 day of the 

month following that program.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

SUBJECT: 

CHAPTER MONTHLY PROGRAM 

REQUIREMENT 

SECTION:     CHAPTERS 

Policy No:      C-13 

Date of Origin:    Mar 1991 

Revised:                Apr 2008; Oct 2009; Apr 2011; Oct 2011 

Reaffirmed:          
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PURPOSE 

This policy covers the use of educational programs that are protected by copyright.  

 

POLICY  

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

developed by outside sources.  

 

In the event that a chapter wants to deliver a program with copyright protection, chapters 

must obtain written permission from the program’s originator.  

SUBJECT: 

CHAPTER EDUCATIONAL PROGRAM 

COPYRIGHT PROTECTION 

SECTION:     CHAPTERS 

Policy No:      C-14 

Date of Origin:    November 2000 

Revised:                April 2008 

Reaffirmed:          
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PURPOSE 

SGMP recognizes the value of using its members to provide education at monthly chapter 

meetings and chapter events. This policy covers members receiving honoraria from speaking at 

SGMP chapter events.  

 

POLICY  

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

chapter regional conferences. Members may, however, accept reimbursement of travel expenses 

if offered by the requesting chapter.  

 

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

the government meetings market is education-related (training or speaking).  

 

SUBJECT: 

CHAPTER PAYING HONORARIA TO 

MEMBERS 

SECTION:     CHAPTERS 

Policy No:      C-15 

Date of Origin:    Jan 2001 

Revised:                Apr 2008; Sep 2008; Nov 2010 

Reaffirmed:          
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PURPOSE 

This policy covers the sale of chapter member contact list by chapters.  

POLICY 

Only SGMP members may purchase SGMP chapter member contact lists. Chapter member 

contact lists will be sold at a cost determined by the Chapter Board. 

 

SUBJECT: 

CHAPTER SELLING OR DISTRIBUTING 

MEMBER CONTACT LISTS  

SECTION:     CHAPTERS 

Policy No:      C-16 

Date of Origin:    Apr 2008 

Revised:                Oct 2009; Sep 2011 

Reaffirmed:          
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PURPOSE 

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

POLICY  
The cycle for the terms of office for all SGMP Chapter Board members (except for newly-

chartered chapters) shall coincide with the July 1 to June 30 period (the SGMP fiscal year), and 

shall be either one-year or two-year terms.  

No Chapter Board member may run for more than his/her allowable term.  

If a Chapter President has served his/her allotted time and has no replacement, the chapter shall 

have six months from the end of the term to find an eligible member to serve in the position of 

Chapter President.  

The National Board will extend its full support and resources to assist the chapter in finding an 

eligible replacement. 

If a replacement cannot be found after the six-month period, the National Board shall initiate 

action, which may include the disbanding of the chapter.  

 

SUBJECT: 

CHAPTER BOARD TERM OF OFFICE  

SECTION:     CHAPTERS 

 Policy No:      C-17 

Date of Origin:    November 1990 

Revised:               April 2008; October 2009 

Reaffirmed:          
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PURPOSE 

All chapters are required to maintain chapter websites.  

 

POLICY 

This policy gives the chapters guidelines for their respective websites. 

 

Priority Features 

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

SGMP (national) website. 

2. National SGMP website URL address and link should be displayed. 

3. The chapter logo should always be visible on the home page and can be spelled out. 

4. The chapter mission statement should be on the website, either linked or written out. 

5. Information about the chapter history should be included (i.e., when it was chartered, 

etc.) 

6. Programs should be listed as far out as possible.  Meeting information, location and 

directions should be listed.  Reservation contact information should be listed.  Cost of 

meeting, if there is a meal, should be listed. 

7. Chapter Board members and contact information and email addresses must be listed. 

8. Membership contact information for people who need membership information should be 

listed 

9. Calendar (either visual or a list of dates) to remind members of upcoming chapter events; 

list out as far as possible. 

 

Beneficial Elements 

1. All newsletters for the year should be available on Web site 

a. Create a file where past newsletters are archived 

2. Graphics and site design should convey a professional and business-related image. 

3. Calendar for SGMP (national) meetings and conferences should be listed. 

 

Overall Presentation 

1. Format is eye appealing; good layout principles and use of space. 

2. Easy to navigate within website. 

 

 

SUBJECT: 

CHAPTER WEBSITE GUIDELINES 

SECTION:     CHAPTERS 

Policy No:      C-18 

Date of Origin:    Apr 2008 

Revised:               Oct 2009 

Reaffirmed:          
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PURPOSE 

This policy was created for when there is only one candidate per Chapter Board position and, 

therefore, no need for a ballot since there are no contested elections. It allows for Chapter Board 

elections to be held during the Chapter meeting. 

 

PROCEDURES 

When there is only one candidate per Chapter Board position, the Chapter Nominations and 

Elections Chair will announce the list of uncontested candidates for the Chapter Board. 

 

The uncontested elections process consists of announcing the name of the one nomination 

received for each of the eight voted-upon positions on the Chapter Board, the motion is made to 

accept in a single motion the entire list of uncontested candidates as announced. 

 

“On (date the letter was mailed), a letter requesting nominations for the 20xx/20xx (name of 

chapter) Board was (mailed/emailed) to chapter members. Nominations were due on (date the 

nomination was due). As of that date, only one nomination for each position on the Chapter 

Board was received. 

 

This evening/afternoon, however, we can still accept nominations for each of these positions, and 

will do so after the list of uncontested candidates to date are announced.  If more nominations are 

received, and those nominees accept the nomination, a vote by ballot will take place. Otherwise, 

I will entertain a single motion to accept the list of uncontested candidates for the Chapter Board, 

as I am about to announce. 

 

PRESIDENT: Government Planner or Contract Planner 

 (indicate if incumbent) 

FIRST VICE PRESIDENT: Government Planner or Contract Planner 

 (indicate if incumbent) 

SECOND VICE PRESIDENT: Supplier or Associate Supplier  

 (indicate if incumbent) 

SECRETARY: Government Planner or Contract Planner 

 (indicate if incumbent) 

TREASURER: Supplier, Associate Supplier, or Contract Planner 

 (Indicate if incumbent) 

 

SUBJECT: 

CHAPTER BOARD UNCONTESTED 

ELECTIONS PROCESS 

SECTION:     CHAPTERS 

Policy No:      C-19 

Date of Origin:    Oct 2009    

Revised:                Nov 2010                    

Reaffirmed:          
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DIRECTOR: Government Planner 

DIRECTOR:  Supplier or Associate Supplier 

DIRECTOR:  Government Planner, Supplier, Associate Supplier, or Contract Planner 

 (indicate if any are incumbent) 

 

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

  

(If there are) Does the nominee accept the nomination?  As there is now another nominee for at 

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

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

at the May meeting. 

 

OR 

 

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

Chapter Board, I can accept a single motion to elect the list of uncontested candidates as I just 

announced. 

 

May I hear a motion to elect the list of uncontested candidates for the Chapter Board as I have 

announced it? 

 

Is there a second to the motion? 

 

Is there any further discussion? 

 

I will now take the vote.  All in favor of this motion to slate the board as announced say “I.” 

 

All opposed, say “No.” 

 

Are there any abstentions? 

 

A unanimous vote carries the motion. 

 

Congratulations to the newly-elected 20xx/20xx Chapter Board.  The installation of the Chapter 

Board will take place on (whatever d ate in June has been established) to be held at the 

(location). The new Chapter Board will take office on July 1, 20xx. 

 

Thank you all very much. 

SUBJECT: 

CHAPTER BOARD UNCONTESTED 

ELECTIONS PROCESS  

SECTION:     CHAPTERS 

Policy No:      C-19 (continued) 

Date of Origin:    Oct 2009    

Revised:                Nov 2010  

Reaffirmed:          
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PURPOSE 

This policy outlines the standard method for the voting process to be used in chapter elections 

and includes the opportunity for an exception to be granted to this policy. The default method 

has been put in place to support a voting process that respects the privacy of member voters and 

results in a fair and equitable election.    

 

POLICY 
The current Chapter President, or any outgoing Chapter Board officer, may oversee the 

nominations and elections process, provided they are not seeking another term and there is no 

Immediate Past President available to preside over the election process. 

 

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

 

The voting shall be done via the electronic survey system maintained by SGMP (national), 

except when there is only one nominee for each office or vacant position, in which case, the 

election may be made by voice vote (SEE POLICY C-19). 

 

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

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

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

chair to be distributed to the chapter’s voting roster provided by SGMP headquarters. Upon 

completion of the voting period, the full survey report will be sent to the chapter nominations & 

elections committee chair. 

 

If a chapter has another voting method which supports a voting process that respects the privacy 

of member voters and ensures a fair and equitable election, that chapter may request an exception 

to this process from the national nominations & elections committee by the method announced 

with the distribution of the chapter nominations & elections timeline.       

 

  

 

 

 

      

 

 

SUBJECT: 

CHAPTER BOARD ELECTIONS/VOTING 

SECTION:     CHAPTERS 

Policy No:      C-20 

Date of Origin:    Apr 2008 

Revised:               Sep 2008; Oct 2009; Apr 2011 

Reaffirmed:          
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PURPOSE 

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

 

POLICY 

The installation of each Chapter Board shall only be conducted by any of the following 

individuals: 

 SGMP National Board member 

 SGMP Executive Director 

 SGMP Deputy Director 

 Past SGMP National Board member 

 Past Chapter President 

 

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

office. 

 

If during the course of a term a Chapter Board position must be filled by appointment, due to a 

board member resigning, changing membership categories or other reason, then the Chapter 

President or Immediate Past President may conduct the installation of this new Chapter Board 

member. 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER BOARD INSTALLATION  

SECTION:     CHAPTERS 

Policy No:      C-21 

Date of Origin:    April 2008 

Revised:                October 2009 

Reaffirmed:          
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PURPOSE 

Elected Chapter Boards will be given the standard Oath of Office at the beginning of their term 

of office. 

 

POLICY 

The individual who has been selected (as referenced in Policy C-21) will give the “Oath of 

Office” (as shown below) to the Chapter Board. 
 

* * * * * * *  

It is now my pleasure and privilege to install the new board members of the _(name)_______ 

Chapter of the Society of Government Meeting Professionals. 

Will the newly elected board members please come forward as I call your name? 

 

President . . . . . . . . . .  (name)  

First Vice President . . . .  (name) 

Second Vice President . .  (name) 

Secretary . . . . . . . . . . . .  (name) 

Treasurer. . . . . . . . . . . . .  (name) 

Directors . . . . . . . . . . . .  (name) Planner Director 

    (name) Supplier Director 

    (name) Planner/Supplier Director 

        

Immediate Past President  …(name)… 

 

* * *  * * * * * *  

Face the Chapter Board members and say: “Please raise your right hand and repeat after me: 
 

“I accept the responsibility / as a member of the Board / of the ___________ Chapter of the 

Society of Government Meeting Professionals / and promise to fulfill / to the best of my ability / 

and in accordance with the Bylaws / the duties of the office / to which I have been elected.” 

 

Turn to the members present and say: 

 

“As important as this day is to your newly-elected board members, it must also be as important 

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

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

effectiveness of ourselves, our chapter, and our National Society.” 

SUBJECT: 

CHAPTER BOARD OATH OF OFFICE  

SECTION:     CHAPTERS 

Policy No:      C-22 

Date of Origin:    March 2009 

Revised:               October 2009 

Reaffirmed:          
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Chapter members, please rise and repeat after me:  

 

“I pledge my full support, commitment and enthusiasm / to further the goals / of the 

____(name)_______ Chapter / and to the newly-elected leadership.” 

 

You may now be seated. 

 

Turn to the Chapter Board members and say: 

 

“As a body, we have pledged our support.  Your leadership will guide the chapter in pursuing its 

goals throughout the coming year.  We congratulate each of you and wish you a successful and 

enjoyable term of office.” 

 

Thank you for accepting this responsibility and CONGRATULATIONS! 

 

* * * * * *  

 

SUBJECT: 

CHAPTER BOARD OATH OF OFFICE 

SECTION:   CHAPTERS 

Policy No:     C-22(continued) 

Date of Origin:    March 2009 

Revised:                October 2009 

Reaffirmed:        
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PURPOSE 

This policy was created to ensure that members of each Chapter Board do not express their 

personal views as being the view of SGMP during an SGMP-sponsored meeting or event. 

 

POLICY 

Chapter Board members must avoid discussing their personal views on social ethics, religion or 

political affiliation/stance at any SGMP-sponsored meeting or event.  This includes the wearing 

of clothing garments and pins, etc., that express a particular viewpoint on social ethics, religion 

or political affiliation, which could, in some way, insult or make another member uncomfortable. 

 

 

 

 

SUBJECT: 

CHAPTER BOARD MEMBERS EXPRESSING 

PERSONAL VIEWS 

SECTION:     CHAPTERS 

Policy No:      C-23 

Date of Origin:    April 2008 

Revised:               October 2009 

Reaffirmed:          
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PURPOSE 

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

existing Chapter Board and the incoming Chapter Board.  

 

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

meeting with the incoming Chapter Board. This meeting is to be held no later than May 31
st
 of 

that year. 

SUBJECT: 

CHAPTER BOARD TRANSITION SCHEDULE 

SECTION:   CHAPTERS 

Policy No:      C-24 

Date of Origin:    March 2010 

Revised:                 

Reaffirmed:          
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PURPOSE 

This policy covers the frequency and method by which the SGMP (national) financial reports 

will be submitted to chapters.  

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

the Chapter Presidents annually, based on the SGMP fiscal year, and will be distributed within 

90 calendar days of the end of the fiscal year  

 

A copy of the annual financial report will be available to all members for review at SGMP 

Headquarters during normal business hours. An electronic copy will also be available online at 

www.sgmp.org, under the Members Only section. 

 

SUBJECT: 

CHAPTER FINANCIAL REPORTING 

SCHEDULE FROM SGMP 

SECTION:     CHAPTERS 

Policy No:      C-25 

Date of Origin:    January 2002 

Revised:               April 2008; September 2008; October 2009 

Reaffirmed:          

http://www.sgmp.org/
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SUBJECT: 

CHAPTER BOARD JOB DESCRIPTIONS 

SECTION:    CHAPTERS 

Policy No.      C-26 

Date of Origin:    March 2009 

Revised:               October 2009 

Reaffirmed:          
 

PURPOSE 

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

 

POLICY 

Job descriptions of the officers and directors of the Chapter Board shall include, but are not 

limited to, the following duties and responsibilities. [This serves as a guideline that should be 

customized to fit the operating procedures of the individual chapter.] 

 

ALL BOARD MEMBERS 

 Elicit the support of the board member’s agency/company in order to commit to the time and 

efforts needed to perform board duties 

 Uphold the SGMP Code of Ethics 

 Comply with and adhere to the SGMP bylaws 

 

VOTING BOARD MEMBERS  

 Attend monthly board meetings, monthly education programs, special events, and outreach 

functions as required 

 Attend annual Chapter Board retreat 

 Attend SGMP National Education Conference in May/June 

 Prepare monthly committee report for presentation to Chapter Board members 

 Support and promote the membership recruitment and retention efforts of the chapter 

 Serve as board liaison or committee chair 

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

 

CHAPTER PRESIDENT 

 The President shall be a Government Planner or Contract Planner member 

 Newly-elected Presidents shall travel to SGMP  Headquarters in Alexandria, Virginia, for a 

two-day orientation and training at the beginning of the fiscal year/their term of office (SEE 

Policy C-27) 

 The President shall be the official chapter representative in the activities of the Society on all 

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

capacity. 

 The President shall set the agenda and preside over all meetings of the Chapter Board and 

shall serve as an ex-officio member on all committees, except Nominations and Elections 

 The President shall preside over/lead each monthly chapter meeting 

 In the Treasurer’s absence, the President may be authorized to sign disbursements 
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 The President is responsible for recommending replacement board members, should a current 

board member be removed for cause or by resignation.  This must be voted/approved by the 

entire Chapter Board, and board changes must be forwarded to SGMP Headquarters within 

15 days of the change 

 The President authors the President’s Message for Web site and monthly newsletter, as well 

as written correspondence as needed for welcome letters, thank you letters, etc. 

 The President shall facilitate an annual Chapter Board retreat  

 The President shall perform an annual membership survey/State of the Chapter address 

 The President shall serve as the liaison between chapter membership and the SGMP National 

Board and shall participate in scheduled quarterly regional conference calls  

 The President shall attend Joint Leadership meetings held annually with the National Board, 

Executive Director, and fellow Chapter Presidents and Second Vice Presidents 

 

Monthly Reports: 

 Submit Monthly Chapter Summary Report to SGMP Headquarters 

 Due date for submission to SGMP: By the 10
th

 of the following  month 

 

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 

 Due date for submission to SGMP Headquarters:  July 31 of each year 

 Prepare and submit a Year-End Financial Report  

 Due date for submission to SGMP Headquarters:  August 15
 
of each year 

 

FIRST VICE PRESIDENT 

 The First Vice President shall be a Government Planner or Contract Planner member 

 The First Vice President shall serve for the President in the absence of the President, or when 

so requested by the President 

 The First Vice President shall assume the duties of the President in the case of resignation, 

death, or other cause 

 The First Vice President shall serve as committee liaison or committee chair and shall perform 

all other duties as are incident to the office or as may be prescribed by the Chapter Board 

 

SECOND VICE PRESIDENT 

 The Second Vice President shall be a Supplier, Associate Supplier or Contract Planner 

member 

 The Second Vice President shall preside in the absence of the President and First Vice 

President 

 The Second Vice President shall serve as committee liaison or committee chair and shall 

perform all other duties as are incident to the office or as may be prescribed by the Chapter 

Board 

SUBJECT: 

CHAPTER BOARD JOB DESCRIPTIONS 

SECTION:    CHAPTERS 

Policy No.      C-26 (continued)                           

Date of Origin:    March 2009 

Revised:               October 2009 

Reaffirmed:          
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 The Second Vice President acts as liaison to the National Board for the chapter’s  Supplier 

and Associate Supplier members 

 The Second Vice President shall serve as a chapter representative and shall participate in 

scheduled quarterly regional conference calls 

 The Second Vice President shall attend Joint Leadership meetings held annually with the 

National Board, Executive Director, and fellow chapter Second Vice Presidents and 

Presidents 

 

SECRETARY 

 The Secretary shall be a Government Planner or Contract Planner member 

 The Secretary shall be responsible for the proper notification of Chapter Board meetings to 

board members 

 The Secretary shall record the proceedings of the Chapter Board and any meetings or 

sessions as shall be requested by the Chapter Board 

 The Secretary shall maintain the chapter’s official records and the chapter’s Policy and 

Procedures Manual 

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

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

and preserved 

 The Secretary shall submit minutes for review and approval from the Chapter Board in a 

timely manner 

 The Secretary shall submit approved minutes to the Chapter President in a timely manner for 

inclusion in President’s monthly chapter summary report to SGMP Headquarters 

 The Secretary shall write and mail general correspondence, including thank you notes 

 The Secretary should adhere to national standards of minute taking 

 

TREASURER 

 The Treasurer shall be a Supplier, Associate Supplier or Contract Planner member 

 Newly-elected Treasurers shall travel to National Headquarters in Alexandria, Virginia, for a 

two-day orientation and training at the beginning of the fiscal year/their term of office (SEE 

Policy C-27) 

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

accordance with the Society’s financial policies and procedures 

 The Treasurer shall be responsible, in conjunction with the President, for the safekeeping of 

funds in such depositories as are approved by the Chapter Board 

 The Treasurer shall be the principal signatory on all disbursements 

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

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

 

SUBJECT: 

CHAPTER BOARD JOB DESCRIPTIONS 

SECTION:    CHAPTERS 

Policy No.      C-26 (continued) 

Date of Origin:    March 2009 

Revised:               October 2009 

Reaffirmed:          
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 The Treasurer is charged with the responsibility and custody of the chapter’s bank accounts 

and assets and must accurately account for all transactions that take place within the 

chapter’s financial accounts 

 The Treasurer must maintain accurate records of the chapter’s income and expenses on a 

monthly basis on the SGMP-approved chapter budget form 

 The Treasurer must ensure that the chapter’s non-profit status remains in good standing 

 

Annual Reports: 

 The Treasurer and President should lead the entire Chapter Board in the development of 

the annual fiscal  year budget, to be submitted to SGMP Headquarters 

o Due date for submission to SGMP Headquarters: July 31 of each year (subject to 

change to an earlier July date) 

 The Treasurer shall prepare and submit a year-end fiscal report  

o Due date for submission to SGMP Headquarters: August 15
 
of each year    

                (subject to change to an earlier July date) 

 Chapters are required to submit a year-end financial audit (SEE Policy CF-17)  

o Due date for submission to SGMP Headquarters: September 15 of each year  

 All year-end Treasury records (original documentation) must be sent to SGMP 

Headquarters by August 15 and kept for seven years (SEE Policy CF-11) 

 

Monthly Reports:  

 The Treasurer shall submit a written report on the financial standings of the chapter on a 

monthly basis, to be presented to the Chapter Board and the President, for inclusion in the 

President’s monthly chapter summary report to SGMP Headquarters 

 Accurate records for all chapter income and expense transactions must be reconciled with 

the chapter bank statement each month 

o Due date for submission of copy of bank statement to SGMP Headquarters: 15
th

 

of the month for previous month that closed out 

 The Treasurer must submit the month-end report to SGMP Headquarters each month 

o Due date for submission of Treasurers Report to SGMP Headquarters: 15
th

 of the 

month for previous month that closed out 

 

DIRECTORS (3) 

 There will be three Directors: one Government Planner, one Supplier or Associate Supplier, and 

one either a Government Planner, Contract Planner, Supplier or Associate Supplier 

 The Directors serve as committee liaisons or committee chairs and shall perform all other duties as 

are incident to the office or as may be prescribed by the Chapter Board 

SUBJECT: 

CHAPTER BOARD JOB DESCRIPTIONS 

SECTION:    CHAPTERS 

Policy No.      C-26 (continued) 

Date of Origin:    March 2009 

Revised:               October 2009 

Reaffirmed:          
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IMMEDIATE PAST PRESIDENT 

 The Immediate Past President serves in an advisory capacity to the Chapter Board and is a 

voting member of the Chapter Board 

 The Immediate Past President serves as Chair of the Nominations and Elections Committee 

and shall perform all other duties as are incident to the office or as may be prescribed by the 

Chapter Board 

 

 

SUBJECT: 

CHAPTER BOARD JOB DESCRIPTIONS 

SECTION:    CHAPTERS 

Policy No.      C-26 (continued) 

Date of Origin:    March 2009 

Revised:               October 2009 

Reaffirmed:          
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PURPOSE 

This policy covers the importance of training incoming Chapter Presidents and Treasurers on 

their new roles and responsibilities as well as the resources available to them to assist in 

managing and leading their chapters. 

 

POLICY 

Orientation training for newly-elected Chapter Presidents and Treasurers will be given at SGMP 

Headquarters in May/June, prior to the beginning of their term of office on July 1.  

 

Funding 

 SGMP (national) will pay for airfare, two nights’ lodging and group meals (two 

breakfasts and two lunches) 

 The Chapter will pay for ground transportation, dinner and incidentals 

 

Participation will be open to ALL Chapter Presidents and Treasurers. Travel expenses for 

returning Presidents and Treasurers will be the responsibility of the Chapter. 

 

Attendance is restricted to only the returning or newly-elected Chapter Presidents and 

Treasurers. There will be NO substitutions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER PRESIDENT/TREASURER 

(NEWLY-ELECTED) TRAINING 

SECTION:   CHAPTERS 

Policy No:     C-27  

Date of Origin:    March 2009 

Revised:                July 2009; October 2009 

Reaffirmed:        
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PURPOSE 

To provide guidelines for chapter boards of directors’ monthly meetings.  

  

POLICY 

Chapter Boards of Directors 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 those meetings each 

fiscal year may be held by conference call, should conditions ever merit such an exception.   

 

The SGMP bylaws (Article VII, Section 3.C.) state that an elected Officer or Director may be 

removed after the third consecutive 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 mother, father, 

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 that 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.    

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER BOARD MEETINGS  

SECTION:     CHAPTERS 

Policy No:      C-28 

Date of Origin:    July 2010 

Revised:                

Reaffirmed:          
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SUBJECT:  CHAPTER CONTRACTS SECTION:  CHAPTERS 

Policy No.  C-29      

Date of Origin:    Apr 2011  

Revised:                

Reaffirmed:          
 

PURPOSE 

This policy covers any and all contracts entered into by a chapter and includes, but is not limited 

to, contracts covering chapter meetings, special events/conferences, meeting registration services 

and website administration. 

 

POLICY  

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

 The chapter must be referred to as the “SGMP (INSERT CHAPTER NAME) Chapter” 

in all contract paperwork 

 The contract must be signed by the Chapter President; but if the Chapter President is not 

available, then the Chapter First Vice President. 

 The contract can be up to two years in length, regardless of the current chapter board’s 

time in office and the end of their current term 

 If the amount of the contract is $5,000 or more, then it must be submitted to the chapter’s 

National Board liaison for review prior to signing. Once the liaison approves it in 

writing, it can be signed by the Chapter President. If the liaison has questions or 

concerns, he/she will bring it to the attention of the national board for review and 

approval. 

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

proposals and contracts. 
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SUBJECT:  CHAPTER EDUCATION 

CONFERENCES 

SECTION:  CHAPTERS 

Policy No.  C-30      

Date of Origin:    Oct 2011  

Revised:                

Reaffirmed:          
 

PURPOSE 

To accurately record the number of educational meetings a chapter hosts and to document the 

number of contact hours earned through member participation in chapter education conferences. 

 

POLICY  

Chapters may host an extended educational conference. A chapter may substitute an educational 

conference for a monthly educational meeting. A chapter may not count an extended educational 

conference as multiple educational meetings.   

 

Members may earn educational contact hours for attendance at such a conference provided the 

sessions the individual attends fall into one of SGMP’s core competencies of education.  

Members may only earn contact hours for the sessions they attended and will not be given 

contact hours for any other concurrent sessions.   

 

Requests for contact hour approval must be received by SGMP headquarters at least 45 days in 

advance of the education conference.   
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SUBJECT:  CHAPTER BOARD STRATEGIC 

PLANNING MEETINGS/RETREATS 

SECTION:  CHAPTERS 

Policy No.  C-31      

Date of Origin:    Dec 2011  

Revised:                

Reaffirmed:          
 

PURPOSE 

Chapter retreats are scheduled to ensure chapter boards strategize and properly plan and set 

goals, and then develop action items to meet those objectives.  

 

POLICY  

In addition to the required transition meeting every other year where the outgoing and incoming 

chapter boards meet together, it is recommended that a chapter board hold an all-day strategy 

session or a two-day retreat at the beginning of its term in office and/or, in some cases, midway 

through their two-year term. The purpose is to allow chapters to properly plan and set goals and 

to develop action items to meet those objectives. It also provides time for the chapter board 

members to further develop their relationships and build rapport with one another.    

 

It is certainly reasonable and can be quite beneficial to hold a chapter board retreat at a location 

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

chapter leadership can better focus and strategize as a team. A one or potentially two overnight 

stay could also, in some circumstances, be considered reasonable. However, the location must 

never merit or require travel by any other means than automobile. 
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PURPOSE 

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

incoming revenue. 

 

POLICY 

All Chapters are required to produce an annual budget. The budget will be based upon a 12 

month fiscal year, starting July 1 and ending June 30 of the following year. Prior to each fiscal 

year beginning July 1, the Chapter Treasurer and Chapter President should lead the entire 

Chapter Board in the development of the fiscal year budget. The chapter is required to use and 

submit its budget on one the standard Excel accounting form provided by SGMP. 

 

All chapter budgets must be approved by the Chapter Board. The yearly due date for submission 

is July 31. Chapter Treasurers are required to have their approved chapter budgets to SGMP 

Headquarters by this date. SGMP Headquarters and the National Treasurer will review each 

chapter’s budget for final approval to ensure all IRS mandated non-profit organization guidelines 

are being properly followed. 

 

With respect to chapter budgets, SGMP will categorize chapters into two categories—large 

chapters and regular chapters—because of IRS filing stipulations and guidelines. Large chapters 

are defined as chapters that have an annual gross income of more than $25,000 per year over a 

three-year period; all other chapters will be considered as Regular chapters.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER BUDGET APPROVAL 

SECTION: CHAPTER FINANCES 

Policy No:   CF-1 

Date of Origin:    September 2008 

Revised:               October 2009 

Reaffirmed:          



55 

 

PURPOSE 

The institution of standardized budget forms will provide clear, concise reporting that is 

consistent among all chapters and provide better information for filing 990 forms. 

 

POLICY 

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

 

The SGMP Treasurer’s Template is the standardized form for all chapters. These forms are 

required as of July 1, 2009, and replaced any other chapter budget forms that may have been in 

use prior to June 30, 2009. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER BUDGET FORMS 

SECTION: CHAPTER FINANCES 

Policy No:   CF-2 

Date of Origin:   September 2008 

Revised:                

Reaffirmed:          
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PURPOSE 

For all SGMP chapters to meet IRS requirements for non-profit organizations income allocation. 

 

POLICY 

Each chapter is required to meet the financial obligations of a non-profit organization as 

determined by the United States Internal Revenue Service. The basic premise to adhere to in the 

chapter budgeting process is the 80/20 Rule. This means that 80 percent of the chapter’s annual 

budgeted income must be allocated to the education mission of the Society; these funds must be 

used in conjunction with or provide education to SGMP members. The remaining 20 percent of 

the chapter’s annual budgeted income can be allocated to the annual operation of the chapter. 

These funds are used for the administration of the chapter. Please refer to the Chart of Accounts 

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

 

FORMS 

Chart of Accounts 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

  CHAPTER BUDGET GUIDELINES TO 

PROTECT NON-PROFIT STATUS (THE 80/20 

RULE) 

SECTION: CHAPTER FINANCES 

Policy No:   CF-3 

Date of Origin:    September 2008 

Revised:               October 2009 

Reaffirmed:          
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PURPOSE 

To standardize accounting procedures and codes. 

 

POLICY 

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

 

In an effort to streamline and standardize each chapter’s accounting procedure, and to adhere to 

IRS Form 990, Form 990-PF (electronic), and the 80/20 Rule, SGMP will require all chapters to 

use a standard Chart of Accounts.  Chapter Treasurers are responsible for the accurate and proper 

coding of income and expenses to the appropriate account on the chapter’s budget. 

 

Large chapters, with income greater than $25,000, shall use the 990-N form.  All other chapters, 

with income less than $25,000, shall use the 990-EZ form. 

 

The standard List of Budget Accounts has been created for all chapters.  It has been outlined and 

organized in CBF-1, the Chapter Budget Forms. There are itemized categories in the List of 

Budget Accounts, and all transactions will be categorized into one of the four transaction types: 

1. Assets 
Assets are those items the chapter owns and which have value. Assets can include cash, 

accounts receivable (amounts owed to the chapter by customers), inventory, supplies, and 

equipment, such as a laptop or camera. 

2. Liabilities 
Liabilities are amounts owed by the chapter. Liabilities include items payable, accrued 

national fees, legal fees, tax fees, liens, or debts that are assessed to the chapter. 

3. Expenses 
Expense is the money the chapter pays for charges, such as monthly meeting expenses, 

speakers, chapter board travel, bank charges, or management fees. 

4. Income 
Income is the money the chapter brings in from events, raffles, registrations, 

memberships, and fundraisers. 

 

 

SUBJECT: 

CHAPTER BUDGET CHART OF ACCOUNTS 

SECTION: CHAPTER FINANCES 

Policy No:   CF-4 

Date of Origin:     September 2008 

Revised:                March 2009; October 2009 

Reaffirmed:          
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PURPOSE 

To provide expected guidelines in the allocation and spending of chapter funds that meet SGMP 

guidelines and ethics practices. 

 

POLICY 

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

 

1. The chapter must ensure that the chapter expenses are separate from any board member’s 

personal expenses and that chapter funds are never included or held with member’s 

personal funds.  

 

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

transactions. 

 

3. All chapter members requesting chapter funds for official purposes must always produce 

a receipt. 

 

4. The chapter may never loan any chapter funds to anyone at any time for any reason.  

 

5. The chapter is not allowed to pay for or refund a member’s annual membership dues in 

full or in part with chapter funds. 

 

6. The chapter must ensure that chapter funds are used for authorized and legitimate 

expenses, which adhere to the Society’s mission (the 80/20 Rule). 

 

7. The chapter is not allowed to use chapter funds to pay for or refund members’ fees for 

any certification costs (full or partial) other than the “CGMP” certification. 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER FINANCIAL MANAGEMENT 

RULES 

SECTION: CHAPTER FINANCES 

Policy No:   CF-5 

Date of Origin:     Sep  2008 

Revised:                Oct 2009; Apr 2011 

Reaffirmed:          
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PURPOSE 

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

transactions. 

 

POLICY 

All chapters are required to maintain chapter funds in a local bank insured by the Federal Deposit 

Insurance Corporation. The Treasurer is responsible for ensuring all spending transactions are 

properly approved.  

 

Chapters are required to maintain a local bank operating account that is in the name of the 

chapter, which is co-owned by the Society of Government Meeting Professionals. The business 

address on file with the bank must be the official Post Office Box of the chapter that is on record 

with SGMP Headquarters.  

 

All transactions involving chapter funds to be spent for official use must be approved by the 

Chapter Treasurer or by a majority Chapter Board vote. Amounts under $500 for Regular 

chapters and amounts under $1,500 for Large chapters may be approved by the Treasurer or by 

the Chapter President, in the absence of the Chapter Treasurer. For expenditures above these 

thresholds, the Chapter Treasurer must seek and obtain approval from a majority of the Chapter 

Board.   

 

Access to the chapter’s financial accounts will be restricted to the Chapter Treasurer and the 

Chapter President. They must be on the bank signature card.  If the Chapter Treasurer’s or 

Chapter President’s Board position is vacant, an additional Chapter Board member may be 

granted access to the chapter’s financial accounts, with approval from the National Treasurer or 

SGMP’s Executive Director. A copy of the signature card must be sent to SGMP Headquarters to 

be kept on file.  

 

Chapter Treasurer approval threshold levels: 

 Large Chapters up to $1,500 without Chapter Board approval  

 Regular Chapters  up to $500 without Chapter Board approval 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER BANKING TRANSACTIONS RULES 

SECTION: CHAPTER FINANCES 

Policy No:    CF-6 

Date of Origin:     September 2008 

Revised:                October 2009 

Reaffirmed:          
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PURPOSE 

To provide guidelines for the bank signature card. 

 

POLICY 

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

chapter funds are held. 

 

The bank signature card must always be current and up to date with the proper authorized 

signatures.  All bank signature card changes must be completed no later than 30 days after any 

change has occurred with the Chapter Board, so that the most current banking information is on 

file.   

 

SGMP Headquarters must be notified in writing of all changes to the banking signature card 

and/or records, and the written notice must be accompanied by a copy of the new bank signature 

card. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER BANK SIGNATURE CARD 

SECTION: CHAPTER FINANCES 

Policy No:   CF-7 

Date of Origin:     September  2008 

Revised:                October 2009 

Reaffirmed:          
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PURPOSE 

To provide accepted industry standards for the protection of funds. 

 

POLICY 

All chapters are required to have the Chapter Treasurer and Chapter President bonded. The 

treasurer and president are the only two Chapter Board members who have access to chapter 

funds and assets.  

 

Therefore, the National Board will require all chapters to have their treasurer and president 

bonded. Chapters will have 30 days to bond any new incoming treasurer or president. SGMP 

(national) will provide the funding under a national insurance policy.  

 

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

with SGMP Headquarters so the chapter’s policy is not voided.  

 

In addition, SGMP’s insurance plan will not cover non-members.  Therefore, Chapter Presidents 

and Chapter Treasurers are not covered by the SGMP bylaw (Article VII, Section 7) which 

allows for a 90-day grace period if and once that member no longer holds the professional 

position which had qualified him/her to serve on the Chapter Board. Chapter Presidents and 

Chapter Treasurers, in this situation, must be immediately removed from all chapter financial 

accounts and then have 15 days in which to confirm an appropriate and qualifying professional 

position. Failure to do this by the 15
th

 day would result in the automatic resignation of their 

position on the Chapter Board.   

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER PRESIDENT/TREASURER 

BONDING REQUIREMENT 

SECTION: CHAPTER FINANCES 

Policy No:   CF-8 

Date of Origin:     Sep 2008 

Revised:                Oct 2009; Nov 2010 

Reaffirmed:          
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PURPOSE 

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

 

POLICY 

All chapters are required to provide debit information to SGMP Headquarters and all debit card 

transactions must be reviewed twice a month. 

 

Debit cards may be issued to only the bonded Chapter Treasurer and Chapter President as listed 

on the bank signature card. The bank account should be restricted; no more than two debit cards 

may be issued. A photocopy of the debit card and government issued identification card of the 

cardholder must be kept on file at SGMP Headquarters.  

The Chapter Treasurer and Chapter Board must review all debit card transactions, including 

ATM withdrawals. The Chapter Treasurer and Chapter President should view the chapter’s bank 

account online (or at the branch) at least two times per month to review the activity of the 

chapter’s checking account. If there are any questionable charges, the Chapter Treasurer or 

Chapter President has the fiduciary responsibility to follow up on the validity of the charge and 

its approval for use of chapter funds.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER DEBIT CARDS GUIDELINES 

SECTION: CHAPTER FINANCES 

Policy No:   CF-9 

Date of Origin:     September 2008 

Revised:                October 2009 

Reaffirmed:          
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PURPOSE 

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

 

POLICY 

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

and/or Chapter President, chapters will have 30 business days in which to change all financial 

accounts, passwords and PINs.  

 

The outgoing treasurer and president must hand over the debit cards linked to the chapter’s bank 

account, and said debit cards should be destroyed in the presence of the previous cardholder. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER FINANCIAL ACCOUNTS 

TRANSITION SCHEDULE  

SECTION: CHAPTER FINANCE 

Policy No:   CF-10 

Date of Origin:     September 2008 

Revised:                October 2009 

Reaffirmed:          
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PURPOSE 

To clearly state the fiduciary responsibilities of the Chapter Treasurer. 

 

POLICY 

The Chapter Treasurer is charged with the responsibility and custody of the chapter’s bank 

accounts and assets.   

 

The treasurer must accurately account for all transactions that take place within the chapter’s 

financial accounts.  Deposits and disbursements from all of the chapter’s financial accounts must 

be accounted for on the month end report.  

 

The treasurer will be responsible to provide the Chapter Board with a monthly detailed account 

of all chapter transactions. Those monthly reports will be submitted at the end of each fiscal year 

to SGMP Headquarters along with the year-end financial reports. 

 

The monthly report to the Chapter Board will include a copy of the previous month’s bank 

statement with all receipts or documents attached as back-up for the transactions on the bank 

statement. 

 

The treasurer is obligated to strictly follow all of SGMP’s policies and procedures in regards to 

record retention, financial reporting, bank account management, and asset management.   

 

The treasurers must follow the policies and procedures in order to maintain accurate and 

accountable records to operate under the obligations as set forth by the IRS and to ensure 

SGMP’s nonprofit status remains in good standing. 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER TREASURER RESPONSIBILITIES 

SECTION: CHAPTER FINANCE 

 Policy No:  CF-11 

Date of Origin:     September  2008 

Revised:                October 2009 

Reaffirmed:          
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PURPOSE 

To provide expected guidelines on keeping the financial records for the chapter. 

 

POLICY 

The Chapter Treasurer must maintain accurate records of the chapter’s income and expenses on a 

monthly basis. 

Accurate records for all chapter income and expense transactions must be kept in an orderly 

fashion and must be reconciled with the chapter bank statement each month.  All transactions 

must be accounted for by the treasurer. 

All income and expense transactions on the chapter’s bank statement must be accounted for and 

accompanied by a receipt or deposit slip. 

The treasurer will maintain a Treasurer’s Log, which will consist of, but not be limited to, all 

cash transactions, deposits, chapter expenses, asset information, and copies of all contracts for 

the chapter. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER ACCOUNTING PROCEDURES 

REQUIREMENTS 

SECTION:  CHAPTER FINANCE 

Policy No:    CF-12 

Date of Origin:     September 2008 

Revised:                October 2009 

Reaffirmed:          
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PURPOSE 

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

 

POLICY 

The Chapter Treasurer must ensure that all chapter expenses are accompanied by receipts. 

 

Receipts must accompany all expense disbursements from the chapter financial accounts. The 

receipts must be presented to the Chapter Board monthly and also sent to the SGMP 

Headquarters, with the Chapter Treasurer’s year-end financial report. In addition to the receipts, 

the year-end report would also include the Treasurer’s Log for that fiscal year.  

Chapters that grossed more than $25,000, reference Policy F-17 for timeline guidelines. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER RECEIPTS REQUIREMENTS 

SECTION: CHAPTER FINANCES 

Policy No:      CF-13 

Date of Origin:     September  2008 

Revised:                October 2009 

Reaffirmed:          
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PURPOSE 

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

 

POLICY 

Deposit slips or ATM receipts are required to support all deposit transactions in the chapter’s 

financial accounts.   

 

The deposit slips must be presented to the Chapter Board monthly and also sent to the SGMP 

Headquarters, with the Chapter Treasurer’s year-end financial report. It should match the 

accompanying cash sign-off sheet signed by the volunteer members who collected the money.   

In addition to the deposit slips, the year-end report would also include the Treasurer’s Log for 

that fiscal year. 

Chapters that grossed more than $25,000, see Policy CF-17 for timeline guidelines.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER DEPOSITS REQUIREMENTS 

SECTION:  CHAPTER FINANCES 

Policy No:     CF-14 

Date of Origin:     September 2008 

Revised:                October 2009 

Reaffirmed:          
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PURPOSE 

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

 

POLICY 

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

transactions should be used at all times. 

 Two members (volunteers) should verify the cash and present to the Chapter Treasurer or 

Chapter Board member for deposit. 

 All three should sign off on the transfer of cash funds to the treasurer or board member, 

in the absence of the Chapter Treasurer (sign-off sheet available online). It is preferred 

that the treasurer be present, if possible, for the collection of checks or cash.  

 Member volunteers may assist the treasurer or board member in the collection of chapter 

funds, as long as safe accounting procedures are mandated and followed. 

 Any cash collected on the chapter’s behalf should be put into a sealed envelope and 

deposited as collected. Chapter funds should never be stored or kept with personal funds 

or replaced by a personal check for deposit. 

 Deposit of chapter funds should take place by the next available banking day after they 

are received by the treasurer or board member, in the absence of the treasurer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER CASH TRANSACTIONS 

TRACKING REQUIREMENTS 

SECTION: CHAPTER FINANCES 

Policy No:      CF-15 

Date of Origin:     September 2008 

Revised:                October 2009 

Reaffirmed:          
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PURPOSE 

To establish the required guidelines for the documentation of the writing and issuance of checks. 

This policy is based upon Sarbanes-Oxley Act legislation passed by the United States Congress.   

 

POLICY 

All chapter checks must have the appropriate accompanying documentation provided in the 

chapter financial month-end report. 

 

Accompanying documentation includes, but is not limited to, invoices, banquet event order 

forms, bills, receipts, and official SGMP reimbursement form with proper documentation.   

 

SGMP strictly forbids the Chapter Treasurer or Chapter President to write themselves 

reimbursement checks or to directly withdraw chapter funds via a debit card for the 

reimbursement of chapter funds. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER CHECK WRITING 

REQUIREMENTS 

SECTION: CHAPTER FINANCES 

Policy No:    CF-16 

Date of Origin:     September  2008 

Revised:                October 2009 

Reaffirmed:          
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PURPOSE 

To establish the required guidelines independent audits of chapter funds. This policy is based 

upon Sarbanes-Oxley Act legislation passed by the United States Congress. 

 

POLICY 

SGMP mandates that, as of July 1, 2008, each of the affiliated chapters have a year-end financial 

audit by an independent accounting firm or a financial review by SGMP’s Financial Review 

Committee. 

 

The Financial Review Committee will be comprised of the National Treasurer, SGMP’s 

Executive Director, and at least one additional National Board member. 

 

The Financial Review Committee will review all Regular chapters that gross less than $25,000 

per year. The Large chapters that gross more than $25,000 per year are required to use an 

independent audit firm.  

 

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

 

SGMP headquarters must review all chapters’ annual fiscal year-end financial report with all of 

their financial documentation. The fee for this service, to be billed annually, is based on the size 

of the chapter:   

 Level 1 Chapter - $200 

 Level 2 Chapter - $350 

 Level 3 Chapter - $400    

 Level 4 Chapter - $425  

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER AUDIT REQUIREMENTS 

SECTION: CHAPTER FINANCES 

Policy No:      CF-17 

Date of Origin:     Sep 2008 

Revised:                Oct 2009; Mar 2010, Apr 2011 

Reaffirmed:          
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PURPOSE 

Using the Sarbanes-Oxley Act passed by the U.S. Congress for guidance, SGMP has determined 

that our nonprofit organization should have a written, mandatory document retention and 

periodic destruction policy. Such a policy will also help limit accidental or innocent document 

destruction.  

 

Each chapter is required to maintain written document retention of all financial transactions; 

these documents will be housed by SGMP Headquarters. The following policies and procedures 

cover document retention, back-up retention procedures, archiving of documents, and regular 

check-ups of the reliability of the system. Chapters are advised that if an official investigation is 

underway, or even suspected to be underway, the nonprofit management of the chapter must stop 

any document purging in order to avoid criminal obstruction charges.   

 

POLICY 

SGMP requires the Chapter Treasurer to properly and accurately account for all financial 

transactions made by the chapter.   

 

The treasurer is responsible to balance the chapter’s checking account each month, reconcile any 

discrepancies, and provide a detailed financial accounting to the Chapter Board and SGMP 

Headquarters. The Chapter Board has the ultimate fiduciary responsibility for reviewing and 

approving the chapter’s financial reports.   

 

The chapter’s monthly bank statements and debit card statements should be reconciled 

immediately when they are received. If errors are found, they must be investigated and 

reconciled before submission of the month-end financial report. The treasurer and Chapter Board 

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

first of every month. 

 

SGMP will require the chapters to record all financial information on the official SGMP 

accounting forms. After the information on revenue, expenses, assets and liabilities equity has 

been collected, the treasurer must set aside time to put this information into the SGMP standard 

accounting forms.  

 

 

 

 

SUBJECT: 

CHAPTER FINANCIAL TRANSACTIONS 

DOCUMENTATION REQUIREMENTS 

SECTION: CHAPTER FINANCES 

Policy No:      CF-18 

Date of Origin:    September 2008 

Revised:               October 2009 

Reaffirmed:          
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PURPOSE 

To establish the required guidelines for a Chapter Board to review and assess the chapter’s 

financial health. 

 

POLICY 

The Chapter Treasurer and Chapter President should review the financial accounting forms at 

least once a month. The treasurer, or president in the absence of the treasurer, must present the 

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

follows: 

 Balance Sheet 
The Balance Sheet shows the financial position of the chapter by comparing the chapter’s 

assets and liabilities. 

 Profit and Loss or Income Statement 
The Profit and Loss Statement shows the chapter income and expenses for the month. 

The expenses will be listed with a percentage column, so the Chapter Board may analyze 

the chapter’s expenses in each category, to determine future spending and asset 

allocation.  This will help the Chapter Board ensure that spending is in line with the 

approved budget. 

 Accounts Receivable Sheet 
The treasurer and board should review the chapter’s accounts receivables to ensure 

proper and timely payment from members and vendors. The form should detail which 

members and vendors owe the chapter and how long these amounts have been unpaid.  

The treasurer and board should actively pursue any accounts receivable to ensure the 

chapter collects all outstanding monies due to the chapter. The goal of every chapter 

should be to have no outstanding accounts receivable on the books for longer than 30 

days.   

 

 

 

 

SUBJECT: 

CHAPTER MONTHLY REVIEW OF 

FINANCIAL ACCOUNTING FORMS 

SECTION: CHAPTER FINANCES 

Policy No:      CF-19 

Date of Origin:     Sep  2008 

Revised:                Oct 2009 

Reaffirmed:          Nov 2010 
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During review of all the financial reports, it is important for the treasurer and board to analyze 

and assess the financial status of the chapter’s operating budget. Here are some guidelines to help 

make sound financial decisions. 

 Are the chapter’s expenses increasing? 
If any expenses are increasing as a percent-age to budget, it might be a sign that your 

chapter is spending too much money in this area. For example, if award expenses 

increase, the chapter may need to hold back on spending in this area. Analyze the entire 

budget. Decreased spending in one category may enable certain categories to exceed the 

budgeted spending amount. 

 Are revenues decreasing? 
Revenue fluctuates during the year; revenues will go up and down at certain times of the 

year. If the chapter comes to the realization that income is declining with no reasonable 

explanation, the treasurer and board have the fiduciary responsibility to investigate. The 

board should analyze the following areas to determine why revenue may be decreasing: 

membership drops, missing or erroneous deposits, underestimation of fundraising events, 

lack of attendees at monthly meetings, or any area that may not reported on the standard 

accounting form. 

 Are liabilities increasing? 
Should the treasurer and board determine the chapter’s liabilities are increasing at a 

more-than-expected rate, please contact the National Treasurer and SGMP Headquarters 

to discuss options with the chapter. 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER MONTHLY REVIEW OF 

FINANCIAL  ACCOUNTING FORMS 

SECTION: CHAPTER FINANCES 

Policy No:      CF-19                                    

(continued) 

Date of Origin:     Sep  2008 

Revised:                Oct 2009 

Reaffirmed:          Nov 2010 
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PURPOSE 

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

 

POLICY 

All chapters must submit a year-end financial report to SGMP Headquarters by August 15
 
of 

each year.   

 

The chapters are required to complete the SGMP Treasurer’s Template as specified in Policy CF-

2 and submit all receipts, bank statements, and supporting backup information that has been 

recorded in the year-end report for the specified tax year. Chapters must retain all records for a 

particular tax year together in one secure location. Yearly records must be maintained for a seven 

year period. These financial records will be kept permanently at SGMP Headquarters under the 

Chapter Records Retention Program. 

  

SGMP Headquarters will file the appropriate IRS 990 tax form for each chapter. Once the tax 

form has been filed, SGMP Headquarters will advise the chapter of its tax status, which will 

include a copy of the chapter’s Public Disclosure. Based on the chapter’s year-end tax status, 

and any associated service or filing fees, SGMP may have to advise the chapter in question that 

they will have to post a liability for the following fiscal year. 

 

Large chapters, with income greater than $25,000, shall use the 990-N form. All other chapters, 

with income less than $25,000, shall use the 990-EZ form. 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER IRS TAX REPORTING FORMS 990 

& 990-PF  

SECTION: CHAPTER FINANCES 

Policy No:      CF-20 

Date of Origin:     September  2008 

Revised:                March 2009; October 2009  

Reaffirmed:          
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PURPOSE 

For all SGMP Chapters to meet IRS requirements for non-profit organization income and 

savings allocation. 

 

POLICY 

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

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

(examples of the types of accounts that must be approved are savings accounts, money market 

accounts, Certificates of Deposits and/or interest bearing checking accounts, in addition to the 

chapter’s regular checking account).  

 

A request for approval must be in writing and submitted to SGMP Headquarters, and written 

approval from the National Treasurer and the Executive Director must be received by the 

Chapter President before the savings account may be opened. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER SAVINGS, CDs, AND ASSETS 

SECTION: CHAPTER FINANCES 

Policy No:      CF-21 

Date of Origin:    April 2009 

Revised:               October 2009 

Reaffirmed:          
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PURPOSE 

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

chapters. This excludes Educator/Student and Retiree members.  

 

POLICY 

Revenue sharing parameters (starting in September 2011): 

 Level 1—55 members or less 

o  National 60% 

o  Chapter 40% 

 

 Level 2—56 to 149 members 

o  National 70% 

o  Chapter 30% 

 

 Level 3—150-200 members 

o  National 75%  

o  Chapter 25% 

 

 Level 4—201 or more members 

o  National 80%  

o  Chapter 20% 

 

 

The thresholds that define chapter size in this policy are only applicable to policies CF-22 and 

CF-23 and are to be used for the sole purpose of these two policies. They have nothing to do with 

the definition of chapter size as defined in CF-1. 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER DUES REVENUE SHARING FOR 

EXISTING CHAPTERS 

SECTION:  CHAPTER FINANCES 

Policy No:      CF-22 

Date of Origin:    Nov 2008  

Revised:               Oct 2009; Apr 2011  

Reaffirmed:          
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PURPOSE 

To establish the required guidelines for the chapter’s sponsorship of the National Education 

Conference. 

 

POLICY 

Chapter sponsorship guidelines: 

 

 Level 1—55 members or less 

o $200 sponsorship 

 

 Level 2—56 to 149 members 

o $350 sponsorship 

 

 Level 3—150 to 200 members  

o $425 sponsorship 

 

 Level 4—201 or more members 

o  $500 sponsorship  

 

 

This amount must be received at SGMP Headquarters annually no later than March 31
st
. 

 

The thresholds that define chapter size in this policy are only applicable to policies CF-22 and 

CF-23, and are to be used for the sole purpose of these two policies. They have nothing to do 

with the definition of chapter size as defined in CF-1. 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CHAPTER SPONSORSHIP OF NATIONAL 

EDUCATION CONFERENCE 

SECTION: CHAPTER FINANCES 

Policy No:     CF-23 

Date of Origin:    Nov 2008 

Revised:               Jan 2009; Oct 2009; Apr 2011 

Reaffirmed:          
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PURPOSE 

To establish the required guidelines for the chapter’s purchase of gift cards.  

 

POLICY 

 

SGMP chapters are allowed to offer gift cards to members as awards or recognition (such as 

membership drives, chapter contests, committee involvement, etc). Each member is only eligible 

to receive up to $25 per fiscal year. The chapter treasurer and chapter president must sign the 

SGMP gift card form at the time the gift card is purchased. That form must then be attached to 

the gift card and the member must sign it when it is received. A copy of that completed form 

must then be attached to the monthly financial report and submitted to SGMP headquarters for 

the month that the gift card was purchased. 

 

The member who receives the gift card must sign-off on the form once they take possession of 

the gift card. The form with the member’s signature must be submitted with the financial 

documents in the month that the member takes possession of the gift card. 

 

This policy is based upon the private inurement doctrine: 

 

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

assets to benefit any individual or entity that has a close relationship to the 

organization (such as a director, officer, key employee), or other “insider” (such as 

members, volunteers and sponsors). The issue of private inurement often arises when 

an organization pays unreasonable compensation (more than the value of the services) 

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

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

position in an organization using tax-exempt funds or assets. 

  

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

organization’s tax exempt status. However, the intermediate sanctions rules enacted 

in 1996 permit the IRS to impose an excise tax on individuals who improperly benefit 

from transactions using assets of a non-profit organization when that benefit does not 

conform to the non-profits primary mission. Also the managers of the organization 

who approved the benefit may also be assessed the excise tax. 

 

 

 

 

SUBJECT: 

CHAPTER PURCHASES OF GIFT CARDS 

SECTION: CHAPTER FINANCES 

Policy No:     CF-24 

Date of Origin:    Jan 2011 

Revised:                

Reaffirmed:          
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GENERAL
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PURPOSE 

This policy states SGMP’s position related to familiarization trips.  

 

POLICY  
SGMP does not sanction, endorse, or sponsor site familiarization or “FAM” trips.  

SUBJECT: 

PARTICIPATION IN “FAM” TRIPS 

SECTION:     GENERAL 

Policy No:      G-1 

Date of Origin:    September 1987 

Revised:               

Reaffirmed:         July 1992; January 2003; April 2008 
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PURPOSE 

This policy covers the circumstances under which SGMP will accept materials for publication 

in an official SGMP publication.  

 

POLICY  
SGMP will not accept material for publication in an SGMP publication that:  

 Discriminates against any category of membership 

 Conflicts with the SGMP Bylaws or SGMP policy  

 Seeks to endorse any member or activity other than official SGMP functions  

 

All articles submitted for publication in an SGMP (national) publication are submitted with the 

understanding that the material will be edited as required. The meaning and intent of the article 

will not be changed; however, the grammar and punctuation will be clarified. Articles can and 

will be edited or cut to fit the space available.  

SGMP will accept an advertisement to appear in SGMP publications from an advertising agency, 

provided SGMP receives authorization from the member. 

 

 

 

 

 

SUBJECT: 

ACCEPTING MATERIALS FOR 

PUBLICATION BY SGMP (NATIONAL) 

SECTION:     GENERAL 

Policy No:      G-2 

Date of Origin:    September 2000 

Revised:                January 2003; April 2008; October 2009 

Reaffirmed:          
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PURPOSE 

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

communication via email and there will always be a danger of a member feeling that his/her 

email address is being abused. This policy covers the use and sale of planner member email 

addresses to strike an appropriate balance between our members’ privacy and our Society’s 

promotional efforts and marketing campaigns.    

POLICY  
Email addresses are primarily for internal use of the SGMP (national) and Chapter Boards for the 

dissemination of Society business information.  

 

However,  

1) SGMP Headquarters may sell or release lists containing planner member email addresses, 

provided that its purpose serves the best interests of our members in their roles as 

government meeting professionals.     

 

2) Chapters may sell or release lists containing planner member email addresses, provided 

that its purpose serves the best interests of our members in their roles as government 

meeting professionals. Chapter board approval is required for such use by chapters and 

each chapter is to set its policy to address such circumstances where email address are 

sold or released for purposes other than the dissemination of Society business 

information.     

 

 

SUBJECT: 

SELLING OR DISTRIBUTING MEMBER 

EMAIL ADDRESSES  

SECTION:     GENERAL 

Policy No:      G-3 

Date of Origin:    Jul 2000 

Revised:               Apr 2008; Oct 2009; Sep 2011 

Reaffirmed:          
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PURPOSE 

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

POLICY  

Only SGMP members can purchase SGMP member contact lists. Member contact lists will 

be sold at a cost determined by the National Board.  

 

The prices for the purchase of member contact lists from SGMP (national) are as follows: 

 Nationwide planner member contact list     $525 

 NEC Planner Registrants       $295  

 State-specific (by geography/address) planner member contact list $65/state 

 

 

 

 

 

 

 

 

SUBJECT: 

SELLING OR DISTRIBUTING MEMBER 

CONTACT LIST BY SGMP (NATIONAL) 

SECTION:     GENERAL 

Policy No:      G-4 

Date of Origin:    Oct 1992 

Revised:                Jan 2003; Apr 2008; Oct 2009; Oct 2011 

Reaffirmed:          
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PURPOSE 

SGMP is an integral part of the meetings and hospitality industry. In order to maintain industry 

relationships, the following policy was developed to ensure that SGMP maintains allied industry 

organization memberships.  

 

POLICY  
SGMP will maintain membership in the Convention Industry Council (CIC) and any other 

pertinent organization deemed appropriate by the National Board.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

MAINTAINING INDUSTRY ORGANIZATION 

MEMBERSHIPS 

SECTION:     GENERAL 

Policy No:      G-5 

Date of Origin:    January 1989 

Revised:                October 2009 

Reaffirmed:         July 1992; April 2008 
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PURPOSE 

This policy covers the formatting of the SGMP (national) logo. 

 

POLICY  
The acronym “SGMP” shall always be used in upper case.  

 

SUBJECT: 

SGMP LOGO USAGE 

SECTION:     GENERAL 

Policy No:      G-6 

Date of Origin:    June 1995 

Revised:               October 2009 

Reaffirmed:         April 2008 
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PURPOSE 

This policy covers contracts made between SGMP and service providers.  

POLICY  
Any contract or agreement for service requiring expenditures more than $5,000, and without 

prior approval of the National Board  by motion or through budget approval, must be in writing 

(by contract, letter of intent, or purchase order) and approved by the National President or 

the president’s designee. 

  

The SGMP Executive Director and/or Deputy Director must sign all contracts between the 

Society of Government Meeting Professionals and vendors doing business with SGMP. The 

National President signs the Executive Director’s contract with SGMP. 

 

 

 

 

 

 

SUBJECT: 

VENDOR CONTRACT SIGNATURES 

SECTION:     GENERAL 

Policy No:      G-7 

Date of Origin:    September 1995 

Revised:                January 2003; April 2008; October 2009 

Reaffirmed:          
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PURPOSE 

This policy was created to avoid the appearance of conflict of interest between serving on the 

National Board or a Chapter Board and business opportunities generated through RFPs.  

POLICY  
National Board members are not permitted to respond to SGMP “Requests for Proposal” while 

they are currently serving as National Board members.  

 

Chapter Board members are not permitted to respond to chapter “Requests for Proposals” while 

they are currently serving as Chapter Board members. 

 

This policy does not include RFPs for meetings, retreats or conferences where a supplier’s 

company would be providing the services.  

 

 

SUBJECT: 

CONFLICTS OF INTEREST WITH RFPs 

SECTION:     GENERAL 

Policy No:      G-8 

Date of Origin:    June 1995 

Revised:                March 2003; April 2008; October 2009 

Reaffirmed:          
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PURPOSE 

This policy covers the authorized stationary for official correspondence.  

POLICY  
All SGMP (national) correspondence shall be on official SGMP stationary, as approved by the 

National Board.  

All chapter correspondence shall be on official chapter stationary that carries the approved 

Chapter/SGMP Logo, or SOCIETY OF GOVERNMENT MEETING PROFESSIONALS.  

Chapter printed materials may be in colors of their choice.  

 

 

 

 

 

SUBJECT: 

USE OF OFFICIAL SGMP STATIONARY 

SECTION:     GENERAL 

Policy No:      G-9 

Date of Origin:    December 1995 

Revised:                October 2009 

Reaffirmed:         April 2008 
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PURPOSE 

The National Board, Executive Director or Deputy Director makes official statements on behalf 

of SGMP. This policy covers situations when chapters are asked for opinions on issues.  

POLICY  
When a chapter addresses any issue, written or oral, it shall be explicitly stated that this 

statement reflects the opinions of that particular chapter and not necessarily the opinions of 

the entire organization.  

 

 

 

 

 

 

SUBJECT: 

MAKING OFFICIAL STATEMENTS ON 

BEHALF OF SGMP (NATIONAL) 

SECTION:     GENERAL 

Policy No:      G-10 

Date of Origin:    January 1996 

Revised:                September 1999; April 2008 October 2009 

Reaffirmed:          



90 

 

 

PURPOSE 

Government employees are often prohibited from participating in organizations that perform 

lobbying activities. This policy prohibits chapters or SGMP members representing SGMP to 

lobby.   

 

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

efforts.  

 

 

 

SUBJECT: 

PROHIBITION OF LOBBYING ACTIVITIES 

SECTION:     GENERAL 

Policy No:      G-11 

Date of Origin:    November 1997 

Revised:                 

Reaffirmed:         April 2008; October 2009 
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PURPOSE 

SGMP will make every attempt to keep the meetings industry informed on actions and activities 

of the Society. This policy covers sharing publications across the industry.  

POLICY  
Copies of the SGMP Government Connections magazine will be sent to other industry trade 

publications.  

 

 

 

SUBJECT 

SHARING INDUSTRY PUBLICATIONS 

SECTION:      GENERAL 

Policy No:      G-12 

Date of Origin:    November 1997 

Revised:                September 2008; October 2009         

Reaffirmed:         April 2008 
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PURPOSE 

This policy covers the policy and process for loaning SGMP property for use by chapters or 

individual members.  

POLICY  
Any property purchased by SGMP Headquarters will belong to SGMP (national). Records will 

be prepared and maintained by SGMP Headquarters to assure the location and person 

accountable for all SGMP (national)-owned property.  

 

Items that may be loaned include:  

• Educational materials  

• SGMP exhibit property  

 

Requests for the loan of property will be directed to SGMP Headquarters, either by fax, mail or 

email. The requestor will provide the following information:  

 chapter  

 responsible member name  

 address 

 phone number  

 the event for which the property is borrowed 

 event date(s)  

 the date of planned return (which should be within two weeks following the event)  

SUBJECT: 

LOAN OF SGMP PROPERTY  

SECTION:     GENERAL 

Policy No:      G-13 

Date of Origin:    January 1995 

Revised:               January 2003; April 2008; September 2008; October 2009  

Reaffirmed:          
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PURPOSE 

Because committee work is a benefit to both the individual member and SGMP and is an integral 

part of the succession planning process, it is the goal of the National Board to encourage all 

members to participate on chapter or national committees. This section covers policies related to 

volunteering for SGMP (national) committees.  

POLICY  

SGMP members in good standing (Government Planner, Contract Planner, Supplier or 

Associate Supplier) may serve on only one SGMP (national) committee at a time.  

 

Members may only serve for a two-year term on each SGMP (national) committee.  

All elected Chapter Board members currently serving on their Chapter Boards are eligible to 

serve during their elected term of office on an SGMP (national) committee, but may not serve as 

chair or co-chair, as it is their responsibility to focus on matters relating to their own chapter.  

 

Only one member from each chapter shall be allowed to serve on a specific SGMP (national) 

committee at a time.  

 

Retiree or Educator/Student members may serve only if another chapter member is not already 

serving on the committee. (SEE POLICY M-13)  

National Committees include:  

 Membership  

 Nominations & Elections

SUBJECT: 

VOLUNTEERING FOR A NATIONAL 

COMMITTEE 

SECTION:     GENERAL 

Policy No:      G-14 

Date of Origin:    December 2003 

Revised:                November 2004; September 2005; January 2006; April 2008;   

                              October 2009 

Reaffirmed:          
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POLICY 

Past national presidents and past national second vice presidents will be granted “lifetime” 

membership status (in the Society) by the National Board. This will be effective beginning with 

the first day after the end of their elected terms of office. 

 

In addition to lifetime member status, each individual will receive lifetime National Education 

Conference registration. Lifetime registration does not include exhibit space at the National 

Education Conference.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

LIFETIME MEMBERSHIPS FOR PAST 

NATIONAL BOARD MEMBERS 

SECTION:     GENERAL 

Policy No:       G-15 

Date of Origin:    March 2005 

Revised:                April 2008; October 2009 

Reaffirmed:          
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PURPOSE 

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

the Society’s business through contracts or services. Examples of personal gain include, but are 

not limited to, money, gifts, rebates and awards points. This policy outlines the rules regarding 

the ownership of “frequent flyer” or “honors” program points for SGMP volunteers and staff. 

   

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

the Society’s business through contracts or services. SGMP, in the course of conducting business 

and paying for those travel expenses, shall be the sole recipient of any hotel awards points. When 

expenses are paid by SGMP, any points earned or incentives gained are the property of SGMP. 

Individuals who have personal awards points memberships may not use their accounts to receive 

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

 

All awards accounts utilized during SGMP business travel must be placed on an SGMP-owned 

membership program with the National Treasurer and Executive Director listed as contacts. 

Awards points may only be redeemed with approval of the National Treasurer and Executive 

Director.  

 

This policy does not include rewards earned when SGMP expenses are paid in advance by a 

personal credit card. This policy allows all volunteers and employees to individually accumulate 

airline miles derived on SGMP business travel for personal use.  

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

PROHIBITION OF PERSONAL GAIN BASED 

ON SERVICE TO SGMP 

SECTION:     GENERAL 

Policy No:      G-16 

Date of Origin:    Nov 2010 

Revised:                 

Reaffirmed:          
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PURPOSE 

To outline the rules regarding the ownership of SGMP’s Intellectual Property.  

   

POLICY  
Intellectual Property (IP) is defined as all tangible assets and products authored for the purpose 

of the Society of Government Meeting Professionals and its affiliated chapters.  

 

SGMP shall retain legal property rights over all IP related to the tangible assets and products 

authored on behalf of the Society and/or its affiliated chapters (such as CGMP manuals, exams, 

certificate programs, bank statements, checkbooks, National Board agendas and minutes, 

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

IP includes, but is not limited to, ideas, designs, inventions, logos, phrases, and symbols that are 

created and become part of the Society, its publications, or its website.  

 

Each National Board member and staff member acknowledges that all SGMP-related files and 

documents are the property of the Society. Upon the National Board member’s or staff member’s 

resignation, termination, or end of term, SGMP’s IP may not be used for the former board 

member’s or staff member’s personal gain, or in conjunction with another company or 

association. Any SGMP-owned items must be returned to headquarters within seven working 

days, especially any laptop computer, credit card, recording device and recorded tapes. SGMP 

retains the right to seek legal action and or compensation for unauthorized use of its IP.  

 

Unless otherwise specified in writing, when an individual presents to SGMP members, SGMP 

does not own that IP, but is authorized to continue to utilize it.  

 

 

 

SUBJECT: 

OWNERSHIP OF SGMP INTELLECTUAL 

PROPERTY  

SECTION:     GENERAL 

Policy No:      G-17 

Date of Origin:    Nov 2010 

Revised:                 

Reaffirmed:          
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MEMBERSHIP 
 



98 

 

 

PURPOSE 

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

POLICY  

 

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 the 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 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 the 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.   

 

SUBJECT: 

MEMBERSHIP CATEGORIES (WITH 

ELIGIBILITY, PARAMETERS AND DUES) 

SECTION:     MEMBERSHIP 

Policy No:       M-1 

Date of Origin:    October 1982 

Revised:                July 1992; October 2001; April 2008; December 2009;  July 2010 

Reaffirmed:          
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Educator/Student: Individuals who are students/interns or interested educators. Includes 

educators and students/interns who are interested in government meeting planning, but who are 

not involved in meeting planning 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. (SEE POLICY M-7) 
 

Educator/Student and Retiree members cannot otherwise qualify for any other membership 

category. (PER SGMP BYLAWS) 
 

An Honorary membership (a category with no membership dues) may be granted by the National 

Board (PER SGMP BYLAWS), 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 (PER SGMP BYLAWS), 

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: 

 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 (PER SGMP BYLAWS). 

 ORGANIZATIONAL:  A membership that is paid by (and belongs to) the 

organizational/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 (PER SGMP BYLAWS). 

 

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

members in the planner category are “Individual” types, and most (but not all) members in the 

supplier categories are “Organizational” types. 

 

SUBJECT: 

MEMBERSHIP CATEGORIES (WITH 

ELIGIBILITY, PARAMETERS AND DUES) 

SECTION:     MEMBERSHIP 

Policy No:       M-1 (continued) 

Date of Origin:    October 1982 

Revised:                July 1992; October 2001; April 2008; December 2009; July 2010 

Reaffirmed:          
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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 (SEE POLICY M-11). 

 

Retiree members may attend the tradeshow/exhibits at the National Education Conference (SEE 

POLICY M-12). They may serve on a national committee, but only if no other chapter member 

is serving on the committee (SEE POLICY M-13). They may serve on a chapter committee, but 

not as chair or co-chair (SEE POLICY M-13). 

 

MEMBERSHIP DUES 

 

As of 10/1/10:  

 

Government Planner $55 

Contract Planner $140 

Supplier  $350 

Associate Supplier $250 

Educator/Student $25 

Retiree   $25 

Honorary  $00 

SUBJECT: 

MEMBERSHIP CATEGORIES (WITH 

ELIGIBILITY, PARAMETERS AND DUES) 

SECTION:     MEMBERSHIP 

Policy No:       M-1 (continued) 
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PURPOSE 

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

POLICIES  

SGMP Headquarters Standard Operating Procedures for Member Prospects Applying 

 

All membership application packages (paperwork and payment) should be sent directly from the 

applicant(s) to SGMP headquarters via mail, fax or email. A Chapter Membership Chair or 

chapter representative may accept an application package on behalf of SGMP, but that is not the 

preferred method. SGMP headquarters will be responsible for determining that the application 

package is complete and correct and legible. 

 

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

payment. Where a planner match is required, a fully and legibly completed application with 

payment for the planner applicant, which is cross-referenced on both applications, is also 

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

headquarters by the end of the last working day of a month will be reflected in that month’s 

membership processing records and monthly membership report. 

 

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

submitted to SGMP headquarters ASAP, but within 30 days of receipt. It is preferred, but not 

required, for the chapter representative to confirm the completeness and correctness of the 

application package prior to submitting it to SGMP headquarters.  

 

If an application received at SGMP headquarters is deemed incomplete: 

 The applicant will be notified that it is on hold at SGMP headquarters with a 

clearly communicated reason (i.e., no match, no signature, incorrect dues 

payment, incorrect member category, not legible, etc) 

 The applicant will have 30 days from the notification date to complete the 

application package. 

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

applicant. 

SUBJECT: 

MEMBERSHIP PROCESSING AND MONTHLY 

DELIVERABLES FROM SGMP (NATIONAL) 

SECTION:     MEMBERSHIP 

Policy No:       M-2 

Date of Origin:    October 1982 
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All application packages and payments processed for a month must be received (and be complete 

and correct and legible) at SGMP headquarters by the end of the last working day of that month.  

Applications are processed in the order in which they are received at SGMP headquarters. 

 

The membership anniversary date is determined with the processing of the membership 

application. Membership is effective the day the application is processed and runs for one year 

from the first day of the next month (no annual membership cycle will ever be less than 365 

days). (SEE POLICY M-4) 

 

SGMP Headquarters Standard Operating Procedures for Current Members Renewing or 

Past Members Rejoining 

 

Members are given 90 days to pay their membership renewal dues, during which they will 

receive up to three invoices. Here is an example schedule of the renewal notices for a 12-month 

membership period ending December 31
st
 (all noted actions occur in the first week of the 

month): 

 November (11
th

 month of membership)  sent 1
st
 invoice 

 December (12
th

 month)    sent 2
nd

 invoice (if needed) 

 January (13
th

 month)     sent 3
rd

 invoice (if needed) 

 February (14
th

 month)     dropped from roster 

 

The membership anniversary date will not change if renewal dues are paid before or after that 

date, as long as the membership has not been dropped prior to the payment being processed.   

Any dropped member rejoining at any time will be given a new membership anniversary date 

consistent with the date of their new application. (SEE POLICY M-4) 

 

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

be automatically dropped. 

 

A member who allows their membership to drop must submit another membership application to 

rejoin. A dropped supplier member must follow the new member planner match policy if they 

rejoin at any time. A dropped planner member cannot join with a supplier match if they rejoin 

within one year of being dropped. 

 

Any individual whose membership was revoked as a result of action taken regarding our Code of 

Ethics may at no time be reinstated as an SGMP member. 

 

SUBJECT: 

  MEMBERSHIP PROCESSING AND 

MONTHLY DELIVERABLES FROM SGMP 

SECTION:     MEMBERSHIP 

 Policy No:       M-2 (continued) 
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Monthly Membership Standard Operating Procedures by SGMP Headquarters 

 

By the 15
th

 of the following month, SGMP will complete and distribute to the National Board the 

monthly membership report with final numbers for the just-ended month. Each month, all 

chapters’ 50/50 membership ratio will be reviewed, with notes sent to chapters where 

appropriate. Each quarter, all chapters’ membership counts (for revenue share percentages) will 

be reviewed, with notes sent to chapters where appropriate. 

 

By the 15
th

 of the following month, the chapter president and membership chair will receive the 

following related to the completed membership processing for the just-ended month: 

 SGMP monthly membership report (one-page report itemizing all chapters above 

SGMP total) 

 Chapter membership report (summary of members in good standing by category with 

ratios) 

 Chapter memberhip roster (detailed roster of members in good standing) 

 Chapter new member list (detailed list of members who joined that month)* 

 Chapter at risk member list (detailed list of not-yet-renewed members in their grace 

period)* 

 Chapter dropped member list (detailed list of just-dropped members)* 

 Chapter member changes list (summary of member and record changes) 

 

*for chapter follow-up 

 

By the 15
th

 of every month, the current membership roster reflecting the completed membership 

processing for the just-ended month will be uploaded into the SGMP Web site so that the 

members on that current roster have access to the Members Only area and appear in the online 

buyer’s guide. 

 

By the 15
th

 of the following month, an SGMP new member kit will be sent to the just-ended 

month’s new members. The kit will provide comprehensive SGMP information about pertinent 

member benefits and will include a welcome letter, membership card and membership certificate 

and may include a Government Connections magazine. 

 

By the 15
th

 of every month, a confirmation letter acknowledging receipt of renewal dues will be 

sent to the just-ended month’s renewing members. 

 

 

SUBJECT: 

   MEMBERSHIP PROCESSING AND 

MONTHLY DELIVERABLES FROM SGMP 

SECTION:     MEMBERSHIP 
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PURPOSE 

This policy covers the scenario of Supplier or Associate Supplier members paying membership 

dues for Government Planner members.  

POLICY  

SGMP will neither accept nor condone payment for Government Planners, for the purpose of 

initial membership application or renewal, by Supplier or Associate Supplier members. 

SUBJECT: 

SUPPLIER PAYING FOR PLANNER’S 

MEMBERSHIP 

SECTION:     MEMBERSHIP 

Policy No:       M-3 

Date of Origin:    July 1993 

Revised:                September 2001; April 2008; December 2009 

Reaffirmed:          



105 

 

 

PURPOSE 

This policy covers the rules for and determination of dates for membership drops and rejoins.  

POLICY  
A member who allows his /her membership to lapse without dues payment will be dropped 30 

days after his/her anniversary date (PER SGMP BYLAWS).  If he/she wishes to rejoin, he/she 

must submit a membership application and will be given a new anniversary date.  

Any Supplier member who has been dropped must be matched with one or two new planner 

member(s) to rejoin (based on the chapter’s current ratio).  

Any planner member who has been dropped and wants to rejoin the same chapter less than one  

year after his/her former anniversary date cannot be matched with a new supplier membership 

application.  

. 

SUBJECT: 

MEMBERSHIP DROP/REJOIN DATES 

SECTION:     MEMBERSHIP 

Policy No:       M-4 

Date of Origin:    July 1986 

Revised:                September 2001; April 2008; December 2009 
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PURPOSE 

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

joining.  

POLICY  
The anniversary date of membership will be in the month the membership is processed by SGMP 

headquarters. Therefore, membership will run for no less than one year from that anniversary 

date, regardless of any subsequent renewal payment date, provided that the renewal payment is 

processed prior to the member being dropped. For example, if the current member’s anniversary 

month is in May, but renewal payment is not received and credited until June, the anniversary 

date remains in May. 

SUBJECT: 

MEMBERSHIP ANNIVERSARY DATES 

SECTION:     MEMBERSHIP 

Policy No:       M-5 

Date of Origin:    July 1986 

Revised:                September 2001; April 2008; December 2009 
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PURPOSE 

It is critical for planners and government agencies to see the value of SGMP membership. Paying 

one’s own dues to belong to SGMP provides some assurance of a commitment to participate in 

order to get the most value from the membership.  

 

This policy covers chapters subsidizing or paying for membership dues for Government 

Planners.  

 

POLICY  
SGMP will not allow the practice of using chapter funds for the purpose of initial membership 

application or renewal. Any infraction of this policy will result in appropriate disciplinary action. 

 

SUBJECT: 

CHAPTER SUBSIDIZING OR PAYING FOR 

PLANNER’S MEMBERSHIP 

SECTION:     MEMBERSHIP 

Policy No:       M-6 

Date of Origin:    November 2002 

Revised:                September 2008; December 2009 

Reaffirmed:         April 2008 
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PURPOSE 

This policy covers circumstances when a member’s work qualifies him/her for more than one 

SGMP membership category.  

POLICY  

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

category for which he/she is eligible. 

 

 

 

SUBJECT: 

MEMBERSHIPS MEETING MULTIPLE 

MEMBERSHIP CATEGORY CRITERIA 

SECTION:     MEMBERSHIP 

Policy No:       M-7 

Date of Origin:    October 1992 

Revised:                September 2002; April 2008; September 2008; December 2009 
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PURPOSE 

This policy relates to individuals who have been expelled from membership for a violation of 

SGMP’s code of ethics. 

 

POLICY 
Any individual whose membership has been revoked as a result of action taken under SGMP 

Bylaws Article III, Section 7 shall at no time be reinstated as a member of SGMP. 

 

 

 

 

SUBJECT: 

NON-REINSTATEMENT AFTER CODE OF 

ETHICS VIOLATION   

MEMBERS 

SECTION:     MEMBERSHIP 

Policy No:      M-8 

Date of Origin:    January 2001 

Revised:               April 2008; December 2009 

Reaffirmed:          
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PURPOSE 

In order to avoid the designation as a “Prohibited Source” by the federal government, SGMP will 

make every effort to maintain the appropriate planner/supplier ratio. 

 

POLICY 

The National Board will enforce the 50/50 planner/supplier ratio requirement in our national and 

chapter totals. 

 

A mandated “supplier freeze” (where a new Supplier or Associate Supplier member must join 

with two new planner members and not just one) will go into effect for a chapter when its 

planner ratio falls below 50 percent for three consecutive months. 

 

In the event that a chapter’s ratio falls below 50 percent for six consecutive months, the chapter 

will receive a warning letter from the National Board of potential closure of the chapter. The 

month periods will be calculated according to SGMP monthly membership reports.  

 

 

 

 

SUBJECT: 

MEMBERSHIP RATIO 50/50 REQUIREMENT 

SECTION:     MEMBERSHIP 

Policy No:      M-9 

Date of Origin:    January 2000 

Revised:                April 2000; March 2004; April 2008; December 2009 
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PURPOSE 

To encourage chapters to maintain the required membership ratio.  

POLICY  
All chapters are required to maintain a 50/50 Planner to Supplier membership ratio. In order to 

encourage chapters to maintain th required membership ratios, chapters with less than the 

required 50/50 ratio will immediately forfeit all revenue sharing monies until membership is 

brought back to the required ratio. These forfeited funds will be designated for annual national 

planner scholarships. These funds are not eligible for retroactive payment back to the chapter 

once the 50/50 ratio requirements are met. 

 

 

SUBJECT: 

MEMBERSHIP RATIO 50/50 DEFICIENCY 

SECTION:     MEMBERSHIP 

Policy No:      M-10 

Date of Origin:    July 2006 

Revised:                April 2008; December 2009      

Reaffirmed:          
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PURPOSE 

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

members. 

 

POLICY 

Retiree or Educator/Student members are not eligible to receive national or chapter scholarships 

to attend either the national or regional/chapter educational conferences. Scholarships will only 

be granted to current planner members and/or supplier members. 

 

 

 

 

SUBJECT: 

RETIREE AND EDUCATOR/STUDENT  

MEMBER ELIGIBILITY FOR SCHOLARSHIPS 

SECTION:     MEMBERSHIP 

Policy No:      M-11 

Date of Origin:    Apr 2008 

Revised:               Dec 2009 

Reaffirmed:         Nov 2010 
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PURPOSE 

This policy was created to clarify attendance at the National Education Conference tradeshow. 

 

POLICY 

Retiree members are eligible to attend the tradeshow/exhibits while attending the National 

Education Conference. 

SUBJECT: 

RETIREE MEMBER ATTENDANCE AT  

NATIONAL EDUCATION CONFERENCE  

TRADESHOW 

SECTION:     MEMBERSHIP 

Policy No:      M-12 

Date of Origin:    April 2008 

Revised:                September 2008; December 2009 
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PURPOSE 

Retiree members bring historical knowledge and experience to local chapters. 

 

POLICY 

Retiree members may serve on a local chapter committee as a participant, but not as chair or co-

chair. 

 

Retiree members may serve on a national committee, but only if no other chapter member is already 

serving on the committee.  

 

 

 

 

SUBJECT: 

RETIREE MEMBER PARTICIPATION ON    

COMMITTEES  

SECTION:     MEMBERSHIP 

Policy No:      M-13 

Date of Origin:    April 2008 

Revised:               December 2009 

Reaffirmed:          
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PURPOSE 

The purpose of this fee is to minimize member name changes and membership transfers in the 

SGMP membership database and to cover the administrative cost associated with such changes. 

 

POLICY 

If a member with an individual membership type wishes to change information in his/her record 

in conjunction with their renewal form, there is no charge. If any information on that member is 

changed at any other time during the membership cycle, there is a $25 fee. A request in writing is 

required in any case. Information about an individual membership type can be changed, but the 

membership itself cannot be changed or transferred. 

 

If a member serving as the representative of an organizational membership type wishes to 

change information in his/her record in conjunction with his/her renewal form, there is no 

charge. If any information on that member is changed at any other time during the membership 

cycle, there is a $25 fee. A request in writing is required in any case. Information about an 

organizational membership type can be changed, or the membership itself can be transferred. 

 

If an SGMP member (with an individual or organizational membership type) wants to transfer 

his/her membership from one chapter to another, he/she must submit his/her request to SGMP 

headquarters in writing. A planner member transfer is completed upon that member’s request. A 

supplier member transfer is completed upon the approval of the chapter president where the 

member is transferring and only when it does not bring a chapter below a 50/50 membership 

ratio. 

  

The Name Change form is located on SGMP’s website (www.sgmp.org) in the Membership 

area. 

 

SUBJECT: 

MEMBER NAME CHANGES, MEMBERSHIP 

TRANSFERS AND CHAPTER TRANSFERS 

SECTION:     MEMBERSHIP 

Policy No:      M-14 

Date of Origin:   March  2008 

Revised:               April 2008; December 2009 

Reaffirmed:         
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PURPOSE 

SGMP will offer an Alternate Supplier Match program that provides an opportunity to join the 

organization without the applying Supplier or Associate Supplier member providing a 

committed, paid Government Planner or Contract Planner match.  

 

POLICY 

The conditions of the enrollment program are the following: 

 

1.  The program is available year-round. This enrollment period may be revised by the National 

Board at any time. 

 

2. The program is managed and conducted by SGMP headquarters. Chapters are to refer any 

supplier applicants to headquarters if this option is being considered for the potential member. 

Chapter membership chairs should maintain the membership requirement that suppliers must 

bring in a Government Planner or Contract Planner to join the chapter. But they may refer a 

supplier applicant to headquarters for information on this alternative program. "Matching" 

incoming planners to suppliers at the chapter level in need of fulfilling this requirement hinders 

the growth of the organization. No special application for this program will be utilized. No mass 

promotion of this program will be undertaken. But any SMGP member or representative may 

discuss or offer the program to a supplier candidate in need. It is an alternate program to be used 

on a case-by-case basis when the situation merits.   

 

3. Suppliers who want to join using the Alternate Supplier Match program must apply directly 

with headquarters. 

  

4. Applying suppliers will be required to submit on the application two (2) potential planner 

contact names and information. That information must be complete and includes the following; 

two planner lead names with agency, address, telephone number and email. The two planners 

must be candidates to join the same chapter as the supplier applicant.  

 

 5. The application must include payment of $700 membership dues for Supplier applicants and 

$500 membership dues for Associate Supplier applicants’ annual renewal dues after the initial 

dues year shall be the standard membership dues rate at the time of renewal, regardless of 

whether a match has been found. 

 
 

SUBJECT: 

ALTERNATE SUPPLIER MATCH PROGRAM 

SECTION:   MEMBERSHIP 

Policy No.      M-15 

Date of Origin:    Jul 2009 

Revised:                Dec 2009; Mar 2010; Nov 2010 

Reaffirmed:          



117 

 

6. Upon confirmation that the planner prospect information is complete, the supplier membership 

will be processed and placed in the chapter that was referenced by the applicant. The 

membership will not affect the chapter's ratio should a negative situation be in the balance, since 

the supplier will not be a member of the chapter until a planner match is secured. SGMP reserves 

the right to deny applications in this program to maintain planner/supplier ratio in accordance 

with existing regulations. Chapters under a supplier freeze are not eligible to use this program.  

 

7. When a planner is matched with a supplier who joined via the alternative supplier match 

program, the chapter earns the standard revenue share for the planner. Since the supplier joined 

the At Large chapter, and since SGMP does not provide revenue share when a member transfers 

chapters, the chapter does not receive revenue share for the first year of that supplier. However, 

the standard revenue share for the supplier will be earned by the chapter with all subsequent 

renewals by that supplier.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

ALTERNATE SUPPLIER MATCH PROGRAM 
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PURPOSE 

This policy originated in the SGMP bylaws and was created to document the possible 

disciplinary action that may occur as a result of a member’s violations of the SGMP Code of 

Ethics.    

 

POLICY 

For member violations of the Code of Ethics, or for a violation of any duty of membership, the 

resulting disciplinary action may consist of one or more of the following: 

 

 Private or public letter of censure  

 Suspension of membership or loss of other designation 

 Expulsion from membership or loss of other designation 

 Assessment of costs incurred by SGMP in holding the hearing 

 Removal from elected SGMP National or Chapter office 

 Any combination of these actions 

 

Any discipline imposed on a member may be suspended with the individual being placed on 

probation.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

CODE OF ETHICS COMPLIANCE 

SECTION:   MEMBERSHIP 

Policy No.      M-16 

Date of Origin:    February 2010 

Revised:                 

Reaffirmed:         March 2010 
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PURPOSE 

To document the procedure to address alleged violations of the Code of Ethics.  

 

POLICY 

SGMP bylaws apply to the entire organization with sections for the national and chapter level; 

chapters may not have their own bylaws. Bylaws that are written for or refer to the National Board 

donot grant a Chapter Board that same authority on the chapter level.  

 

Any member may ask the National Board or the Chapter Board to investigate alleged violations and/or 

misconduct of one of its members for disciplinary action. However, removal of board members for 

cause or for a violation of the Code of Ethics must be handled in a different manner.  

 

The National Board or a Chapter Board may not remove a board member, since board members are 

either elected by the membership or appointed by that board, acting on behalf of the membership. The 

National Board or a Chapter Board may not ask for a board member's resignation, but may accept a 

resignation given by a board member. The only exception to this is for the removal of a board member 

for a Code of Ethics violation, misconduct or a dereliction of duty in office, or if the member in 

question has committed a crime.  

 

The National Board or Chapter Board will follow the specific procedures on how to convene a 

Disciplinary Committee to conduct an investigation. This committee will not be comprised of any 

current board members. The impartial committee will review the facts from both parties and 

recommend a course of action to the National or Chapter Board based on SGMP bylaws and the 

National or Chapter policy manual.  

 

The committee will be comprised, where possible, of either three past presidents and two past second 

vice presidents, or two past presidents and three past second vice presidents. In the case of an ethics 

violation, SGMP bylaws provide a Code of Ethics and a series of possible disciplinary actions for 

violations. The committee will review the code to determine if an ethics violation has been committed.  

 

In the case of misconduct or dereliction of duty in office, the committee must determine, beyond a 

reasonable doubt and based upon the facts, that misconduct or a dereliction of duty in the office has 

occurred. The conclusion of the investigation and its reasoning shall be provided in writing to the 

member in question with a copy to SGMP headquarters. In the case of a member allegedly committing 

a crime, the committee may only rule after the alleged crime has been proven and a verdict given in a 

court of law.   

 

The National Board is the ultimate authority and reserves the right to rule on any matter involving 

SGMP members.  

SUBJECT: 

ETHICS INVESTIGATIONS 

SECTION:   MEMBERSHIP 

Policy No.      M-17 

Date of Origin:    Nov 2010 

Revised:                 

Reaffirmed:          
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PURPOSE 

To document the procedure in which SGMP members may appeal National Board decisions on 

alleged violations of the Code of Ethics.  

 

POLICY 

The Ethics & Appeals Committee hears and acts on decisions of the National Board only when 

the National Board has reviewed and voted on actions to be taken against members in which 

evidence shows violations of the Society’s Code of Ethics, bylaws, or policy manual—all 

established to govern the Society and its members.  

 

When the decision of the National Board has been handed down or made public, any member 

who receives a National Board Decision Letter has been made has the right to request an appeal 

to review that decision. The appeal must be in writing (letter or email) and addressed to the 

Executive Director & CEO, who will then inform the National Board and officially start the 

appeals process.  

 

There are five (5) members on the committee which is chaired by the National First Vice 

President. The committee’s vice chair is the National Board liaison for the appealing member’s 

chapter. The other three committee members are appointed by the National First Vice President.   

At least one of the three members should be from the appealing member’s chapter, but only if 

they can be determined to be unbiased and not associated with the appealing member other than 

chapter affiliation. No more than two members of the National Board can serve on the 

committee.  

 

SGMP Headquarters’ executive staff acts as a conduit of evidence and information for both 

parties, but does not serve on the committee in any cases involving SGMP (national) violations. 

The Executive Director & CEO and Deputy Director may be appointed to serve on the 

committee in hearings regarding chapter to member issues or member to member issues. Any 

headquarters staff member may be called upon by the committee to act as a witness or be 

questioned in regard to issues with the appeal. 

  

When the member receives the National Board’s Decision Letter, it should outline the 

violation(s) that the National Board reviewed and quote the SGMP governing document(s) 

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

the time of notification.  

 

 

 

SUBJECT: 

ETHICS & APPEALS COMMITTEE 

SECTION:   MEMBERSHIP 

Policy No.      M-18 

Date of Origin:    August 2010 

Revised:                 
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An appeal is not a new hearing that provides a second chance to argue the case. The committee 

will reverse or modify a ruling of the National Board only if the individual can prove one of the 

following: 

 The ruling by the National Board was clearly contrary to the evidence 

 The member did not actually break or violate the Society’s ethics, bylaws, or Policy 

Manual that govern the Society and its members 

 There was a procedural error that caused the National Board to find a violation of the 

Society’s governing documents 

  

The penalty may be deemed as excessive and can be reversed or modified. A hearing with 

additional information not available at the time of the National Board’s decision may cause 

modification of that decision based on a fair and equitable reason that it is in the best interest of 

the Society and its members. 

 

The appeal may be done through a conference call with all parties or in written form. In-person 

hearings only occur when the committee petitions the National Treasurer for a ruling on cost 

effectiveness and any bearing it would have on providing a more fair appeals hearing. 

 

Once the committee has been formed, the entire process must take place (including the final 

decision by majority vote of the committee) within 30 days. The decision reached by the 

committee is final.  

SUBJECT: 

ETHICS & APPEALS COMMITTEE 

SECTION:   MEMBERSHIP 

Policy No.      M-18 (continued) 

Date of Origin:    August 2010 

Revised:                 

Reaffirmed:          
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PURPOSE 

This policy covers the process by which sites for SGMP’s National Board meetings will be 

selected.  

POLICY  
The locations of the National Board meetings will be decided by cost analysis done by the 

Executive Director/Deputy Director. The National Board, based upon recommendations by the 

Executive Director/Deputy Director, will make final decisions.  

 

The National Board will provide the Executive Director/Deputy Director with city location 

options and the Executive Director/Deputy Director’s recommendation will be based on the 

following criteria in order of importance: 

1.  Chapter in the area where the National Board can have a presence, or is in need of a 

visit, or is a chapter in formation 

2.  Cost/price analysis for per diem, airfare, incentives, value, F&B per diems 

3.  Chapter support 

4.  National SGMP marketing potential 

5.  Future SGMP conference or meeting sites 

6.  CVB invitation 

 

All board meeting locations will be determined by proposals from at least three SGMP member 

properties, unless otherwise agreed in advance by the National Board. All proposals will be 

distributed through SGMP Headquarters.  

Once the city has been selected, selection of the property will be based on the total cost per 

attendee that includes the sleeping rooms, food and beverage, taxes, gratuities, and transportation 

to and from the airport. The proposal from the hotel does not have to include meals, unless they 

are established as sit down lunches, dinners, etc.  

The SGMP Executive Director/Deputy Director shall notify all properties submitting proposals 

of the final decision.  

Site selection for the joint leadership meetings will be determined by cost analysis done by the 

Executive Director/Deputy Director.  Based on the recommendation of the Executive Director/ 

Deputy Director, the final decision will be made by the National Board.  
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PURPOSE 

This policy covers the purchase of liability insurance coverage for SGMP and its National Board. 

POLICY  
The National Board will assure that SGMP Headquarters procure insurance to cover multimedia 

for SGMP Headquarters and the National Education Conference.  

 

Liability insurance coverage for SGMP and the National Board will also be provided.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

LIABILITY INSURANCE COVERAGE 

SECTION:    NATIONAL 

BOARD 

 Policy No:      NB-2 

Date of Origin:     September 1987 

Revised:                September 1991; April 2008; October 2009 

Reaffirmed:           



125 

 

PURPOSE 

The following policy for authorized official SGMP business establishes uniform standards for 

reimbursable costs.  

POLICY  

Transportation  

Air & Rail: All travel by air or by rail shall be done at the lowest available fare for nonstop 

or direct routes between the traveler’s originating city and the business site. Reservations 

will always be made through the official SGMP travel agent or SGMP Headquarters. If the 

cost of the airfare/rail fare exceeds $600, the travel agent must receive prior approval from 

SGMP National Headquarters. Otherwise, the traveler will need to choose a route that falls 

within the $600 maximum. All tickets will be coach-class tickets.  If a National Board 

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

Travel related costs, not to exceed $600, include airfare, baggage charges (up to two bags per 

person), change fee. **It is the policy that SGMP will only pay penalties if a change of flight 

is caused by SGMP, business related, or there is a personal emergency for the traveler.  

“Emergencies” are personal illness, family illness or death. If such emergency occurs, the 

traveler shall submit appropriate documentation to SGMP headquarters.   

 

A change for non-SGMP business purpose is not considered a personal emergency and, 

therefore, would result in the cost of the airline ticket and change fee being paid by the 

individual traveler. 

 

Privately Owned Vehicle: All travel by private automobile will be reimbursed at 

the prevailing U.S. General Services Administration (GSA) rate found at www.gsa.gov 

(not to exceed the lowest available airfare for the same destination). Transportation to/from a 

National Board member’s home or work to/from airport will be reimbursed in full at the 

prevailing U.S. GSA rate.  
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Rental Vehicle: The National Treasurer (or the National President, in the National 

Treasurer’s absence) may authorize a rental vehicle, if such need exists due to the lack of 

other available transportation. Such vehicle should be the least expensive size that satisfies 

the purpose of the travel. The National Treasurer may not authorize a rental vehicle for their 

own use without obtaining approval from the National President.     

Parking: Parking fees will be reimbursed in full.  

Airport/Hotel Transfers for Airport/hotel or Business Site Transfers: Individual travelers 

are encouraged to use airport shuttle or limousine service.  

Taxis: Local travel by taxi is authorized for all business purposes, as well as for 

transportation from hotel to dining establishments.  

Subsistence  

 

National Board members will be reimbursed for actual and necessary expenses incurred in 

the performance of their duties.  These expenses include meals, mileage, baggage charges, 

airport transportation, transfers, airport parking, internet access and gratuities.  

Travelers on official SGMP business will be reimbursed for expenses incurred in entertaining 

a person(s) in the capacity of official business, provided that advance approval is granted by 

the National Treasurer (or the National President, in the National Treasurer’s absence).  

Without advance approval, such requests may be honored if justified and included in the 

SGMP annual budget. A copy of the expense report shall be presented to SGMP 

Headquarters prior to payment.  

Lodging will be reimbursed at the actual rate for a standard room. Whenever possible, 

travelers are to use SGMP member properties and request the lowest available rate.  

Claims for Reimbursement  

 

National Board members/SGMP Headquarters staff may apply for reimbursement for 

reasonable meal expenditures up to $110 per day, including tax and tip, when on official 

SGMP business. (Guidelines:  $15 for breakfast; $25 for lunch; $70 for dinner). 
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Upon completion of travel, the SGMP Expense Report, accompanied by receipts for all 

transportation, meals and other expenses, must be submitted by 30 days from dates of travel.  

 

Other Reimbursable Travel Expenses: In addition to lodging, meals and transportation, the 

following actual expenses incurred as a necessary part of approved travel may be reimbursed 

(receipts are required in most all cases): 

1. Reasonable tips paid by the National Board member for valets, housekeeping and 

ground transportation. Tips paid in conjunction with meals are included in the meal 

allowance and cannot be claimed separately. 

2. Commercial transportation expenses paid by the board member. Receipts are required 

for each individual ride in a commercial vehicle. 

3. Parking fees paid by the board member; receipts are required  

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

required. 

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

 

Exceptions An SGMP traveler on official business may request an exception to any of the 

above policies, based upon extenuating circumstances. Such exceptions must be in writing to 

the National Treasurer, or the National President in the absence of the National Treasurer, 

who shall have sole authority to grant said exception. It shall be the responsibility of the 

National Treasurer, or the National President in the absence of the National Treasurer, to 

assure that this exception is communicated to the SGMP Headquarters.  

 

Current board members seeking election are prohibited from using SGMP funds to travel to 

chapters during SGMP (national) elections, unless they are on pre-approved authorized 

business travel prior to completion of the nomination form deadline. Requests received for 

travel after the nomination form deadline must have approval of the National Nominations & 

Elections Committee Chair.  
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Travel to National Education Conference 
 

Lodging accommodations for National Board members will be covered only for actual time 

spent during the National Education Conference. Board members are expected/required to 

arrive on Wednesday, if feasible. In the event the board member is presenting at or co-chairing 

a pre-con session, travel expenses are authorized for early arrival. If a board member wishes to 

come in early (i.e., pre-con) and/or stay after (i.e., vacation), the costs incurred will be at 

his/her own expense. Due to location of the conference and the board member’s place of 

residence, if travel warrants him/her to arrive on Tuesday, SGMP (national) will cover the cost.  

 

Due to the location of the conference and the board member’s place of residence, if travel 

warrants him/her to arrive earlier, a request by the board member must be in writing to the 

National President and National Treasurer explaining reason for early arrival. The board 

member must receive written prior approval from the National Treasurer before travel 

arrangements are made. The National Treasurer may not authorize their own travel without 

obtaining approval from the National President. All travel arrangements must be clarified 

prior to booking travel for the National Education Conference.  

 

SGMP headquarters will submit a “Request for Travel” to all National Board members and 

handle all travel arrangements to the National Education Conference (i.e., lodging 

accommodations, airfare). 

 

Exceptions 

 

Any SGMP representative on travel for official business may request an exception to any of 

the items within NB-3, based on extenuating circumstances. Such exceptions must be 

requested in writing to the National Treasurer (or the National President, in the National 

Treasurer’s absence), who shall have sole authority to grant such an exception. It shall be the 

responsibility of the National Treasurer (or the National President, in the National 

Treasurer’s absence) to assure that this exception is communicated to SGMP headquarters.  
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PURPOSE 

Every effort will be made to allow each chapter an opportunity for visits from SGMP National  

Board members. This policy relates to the financing of National Board members asked to 

speak to chapters. 

 

POLICY  

Chapters may request visits by National Board members in addition to scheduled Board Liaison 

visits.   

 

National Board members are not authorized to use SGMP (national) funds for travel to visit 

chapters to speak at or present a program. The chapter requesting the National Board member 

will be responsible for all funding of such a trip.   

The Chapter President must complete the “Chapter Request for National Board/Headquarters 

Office Visit” form (located on SGMP’s Web site) and submit to the National President in 

advance to request a board member to visit a chapter.  

Chapters may send a request for partial funding to the National Treasurer explaining the 

extenuating circumstances for the request for partial funding from SGMP (national). The 

National Treasurer will consult with the Executive Director & CEO and the National President 

and respond in writing to the chapter within 14 days of the request with an explanation of 

SGMP’s decision.  

All national SGMP representatives must complete and submit a post-trip report and submit it to 

the National Board within two weeks of the conclusion of the visit.      

Current National Board members seeking election are prohibited from using SGMP funds to 

travel to chapters during SGMP (national) elections, unless they are on pre-approved authorized 

business travel prior to completion of the nomination form deadline.  Requests received for 

travel after the nomination form deadline must have approval of the National Nominations & 

Elections Committee Chair. 

SUBJECT: 

NATIONAL BOARD MEMBER TRAVEL TO  

SPEAK AT CHAPTERS 

SECTION:     NATIONAL 

BOARD 

Policy No:      NB-4 

Date of Origin:    Jan 2001 

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

Reaffirmed:          



130 

 

PURPOSE 

This policy covers the process for the approval of international travel by National Board 

members or appointed positions that serve at the pleasure of the National Board.  

POLICY  
SGMP (national) will cover travel expenses for those who travel in their official capacity as a 

National Board member or appointed liaison. In the event that international travel is a possibility, 

the following process will apply:  

 Written notification of and justification for the international travel, addressed to 

the National President not less than three months prior to the travel date.  

 Written approval by the National Board.  

International travel must be determined to be in the best interest of SGMP and its members. 

Potential travelers should consider the location, length and objective of the travel.  
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PURPOSE 

Under certain circumstances, SGMP members may be invited to attend meetings of the 

National Board. This policy covers the approvals necessary for the payment of travel expenses 

for non-board members.  

POLICY  
Payment of travel expenses to National Board meetings or any National Board-sponsored 

function for any person other than current National Board members and SGMP Headquarters 

staff must have prior approval of the National Board.  
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PURPOSE 

This policy was created to clarify the positions of Chapter Immediate Past Presidents elected to 

the National Board. 

 

POLICY 
Chapter Immediate Past Presidents, who run and are elected to serve on the National Board, may 

only serve on one board of directors.  It is in the best interest of both the chapter and SGMP 

(national) to have a clear separation and, thus, to avoid a conflict of interest. 
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PURPOSE 

The purpose of the Executive Session is to allow frank discussion among the National Board 

members of sensitive or confidential issues affecting SGMP. It is NOT a means to avoid public 

discussion of controversial issues, or hiding conflicts among members. 

 

POLICY 

The rules for the Executive Session are as follows: 

 Any member of the National Board may call for an Executive Session 

 No board member may be excluded 

 The only issues that may be discussed are those for which the session was called for 

 The board may invite guests (i.e., executive director, past presidents) 

 There shall be no minutes from the proceedings of executive sessions and there shall be 

no recording of the executives sessions 

 Discussion addressing topics(s) within the executive session with any non-Board member 

outside of the meeting is strictly forbidden 

 

An executive session is a session where no records of the conversation are kept (except results) 

and where only those participants having official reasons to be involved are allowed to be in the 

conversation. Immediately after the executive session ends, motion(s) may be made based on 

that discussion.  

 

A policy to go into Executive Session is a question of privilege, and is therefore, adopted by a 

majority vote. 

 

Upon verifying that the Executive Session contains only the correct participants, the National 

President should begin the executive session, reminding participants about their obligations to 

not discuss any portions of the session outside of the meeting. 

 

A board member can be punished under disciplinary procedure if he/she violates the secrecy of 

an executive session. 
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Minutes should only reflect the following: approved motion to go into the session, approved 

motion to come out of the session, and any approved motion(s) subsequently made after the 

session.  

 

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

to be done in Executive Session. 

 

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

their obligations to maintain confidentiality. 

 

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

others for break. 

 

When all the participants are back, the National President will ask for any motion(s) to be made 

based on that discussion.  

 

Proceedings in an Executive Session are confidential.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

NATIONAL BOARD EXECUTIVE SESSIONS 

SECTION:  NATIONAL 

                      BOARD 

Policy No: NB-8 (continued) 

Date of Origin:   Apr 2008 

Revised:               Sep 2008; Oct 2009; Nov 2010 

Reaffirmed:          



135 

 

PURPOSE 

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

 

POLICY 

The only individuals authorized to use the SGMP credit card are: 

 National Board 

 SGMP Executive Director 

 SGMP Deputy Director 

 Member representative on the CIC Board until his/her term has expired 

 

SGMP headquarters will administer the credit card application and approval process. With the 

exception of the Executive Director, the National Treasurer and National President, the credit 

cards will have credit limits and should only be used for official SGMP National Board travel 

expenses.   

 

SGMP Headquarters and National Treasurer will review the credit card billing on a monthly 

basis.   

 

All individuals will return their credit cards to SGMP Headquarters once their term of office has 

expired. Headquarters will ensure credit cards are cancelled the last day of term of office. 

 

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

Office once they leave their SGMP employment. SGMP Headquarters will ensure credit cards 

are cancelled immediately upon departure. 

 

 

 

 

 

SUBJECT: 

ISSUANCE OF CREDIT CARDS 

SECTION:  NATIONAL 

                      BOARD 

Policy No:     NB-9 

Date of Origin:    April 2008 

Revised:               May 2009; June 2009  

Reaffirmed:          



136 

 

 

PURPOSE 

This policy covers the terms of offices for National Board members. 

POLICY  
The cycle for the terms of office for all National Board members shall coincide with the July 1 

to June 30 period (the SGMP fiscal year), and shall be two-year terms. 

No National Board member may run for more than his/her allowable term.  
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PURPOSE 

This policy covers contracts made between the National Board and SGMP Executive Director. 

 

POLICY 
The contract for the SGMP Executive Director shall be approved by a majority vote of the 

National Board. Once approved, the National President will sign the contract. 

 

The annual performance review will be conducted by the National President and First Vice 

President with the Executive Director.\ 

 

National Board members will review final draft of the Executive Director’s annual performance 

review no later than 30 days prior to meeting with the Executive Director.  

 

Executive Director will have the opportunity to provide a self-assessment of his/her 

performance. 

 

Each final annual performance review and documents will be filed according to this policy.  

 

SUBJECT: 

EXECUTIVE DIRECTOR CONTRACT 

SECTION:  NATIONAL 

                      BOARD 

Policy No:     NB-11 

Date of Origin:    April 2008 

Revised:                October 2009 

Reaffirmed:          



138 

 

 

 

 

 

NOMINATIONS & ELECTIONS 
 

 

 

 

 



139 

 

 

PURPOSE 

This policy covers the procedures followed by the (national) Nominations & Elections 

Committee with regard to SGMP (national) elections.  

POLICY  
The (national) Nominations & Elections Committee is empowered to solicit candidates, establish 

criteria for evaluating candidates, accept, interview, evaluate and reject candidates for (national) 

office. Candidate criteria and job descriptions of (national) board members will be sent to 

interested candidates.  

The (national) Nominations & Elections Committee is authorized to provide the names of all 

potential candidates, upon request from a candidate, after approval by the National Board.  

The Nominations & Elections Committee will ensure all election policies are followed.  

The Nominations & Elections Committee will verify professional certifications before a 

candidate’s name will be placed on the ballot.  

The list of official candidates for the incoming National Board will not be announced until that 

list of candidates is ratified by the current National Board and all nominees are notified.  

All nominees for SGMP (national) office will be notified as soon as possible by telephone and/or 

in writing by the (national) Nominations & Elections Committee as soon as the official list of 

candidates has been approved. All official candidates will be notified ASAP by telephone and/or 

in writing as soon as the election results have been confirmed.   

 

SGMP headquarters will arrange with a firm, independent of SGMP, to handle the 

implementation of the election (including the distribution and counting of ballots) in 

SGMP (national) elections.  
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PURPOSE 

This policy covers the rules pertaining to campaigning for chapter and/or national office. Any 

reference to “candidate” speaks to a candidate for national board of directors, Gilmer Institute of 

Learning trustees and chapter board of directors.    

POLICY  
(National) candidates may discuss in verbal or written communications among the membership 

that they are interested in seeking a National Board seat. However, candidates may neither 

distribute campaign material nor officially campaign to other chapters in monthly meetings or 

other official SGMP gatherings until the (national) Nominations & Elections Committee has 

officially notified them that they will be on the ballot and that the campaign period is open.  

(National and chapter) candidates may not speak negatively about other candidates. The  emphasis 

should be on the qualifications and what the individual candidate will bring to the organization.  

(National) candidate promotional materials may be distributed to any Chapter President for 

distribution at chapter meetings following the National Board approval of the official list of 

candidates and until the end of the voting period in an election year. The actual dates to distribute 

(national) candidate information will be outlined in the (national) “Campaign Materials 

Guidelines” that are provided to the (national) candidates after the election ballot has been 

approved. As a matter of this policy, the dates outlined in the (national) “Campaign Materials 

Guideline” will be accepted as part of the official (national) policy each year.  

 Each (national) candidate is responsible for assuring the information is delivered  

to meet the specific needs of each chapter meeting 

 Chapter Presidents are responsible for making sure that all (national) campaign 

materials sent to the chapter are made available to the chapter membership  

 

(National) campaign materials may also be mailed to individuals during this same time period if 

the candidate chooses to do so.  

(National) candidates are not allowed to participate in or produce campaign video presentations 

in the SGMP nominations and elections process. Members are prohibited from making or 

producing these presentations on behalf of a (national) candidate.  

Planners may not solicit any funds from any member in their professional capacity to assist in 
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the cost of (national and chapter) campaign materials.  

 

(National and chapter) candidates are encouraged not to spend a great deal of money for 

campaign purposes.  

 

(National) candidates are to notify the (national) Nominations & Elections Committee chair of 

any planned chapter visit, specifically for the purpose of campaigning, prior to the visit. The 

(national) Nominations & Elections Chair will contact the assigned (national) committee 

member, who will notify the Chapter President of the visit. In addition, the (national) 

Nominations & Elections committee member will notify other candidates seeking election to the 

same position that this candidate will be visiting a chapter.  

(National and chapter) candidates cannot align with other candidates to form a slate of candidates 

who have agreed to run together.  

It is understood that SGMP members will have preferences among national and/or chapter 

candidates and it is certainly acceptable that there will be discussions among members regarding 

nominations & elections issues and candidates. However, SGMP members are prohibited from 

endorsing any one candidate or candidates (national and/or chapter).  

Chapter Presidents will display all (national) campaign material provided by candidates, if in 

accordance with SGMP’s “Campaign Materials Guidelines,” for chapter meetings 

held during the election timeframe.  

Current National Board members seeking election are prohibited from using SGMP funds to 

travel to chapters during SGMP (national) elections, unless they are on pre-approved authorized 

business travel prior to completion of the nomination form deadline. Requests received for travel 

after the nomination form deadline must have approval of the (national) Nominations & 

Elections Committee Chair.  

Chapter treasuries may not disburse any funds to support a particular (national) candidate other 

than to provide travel support for a pre-arranged training function.  

 

Each official candidate running for a National Board position may receive a free voting member 

mailing list from SGMP Headquarters.  
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Candidates must adhere to stated campaign policiesand maintain dignity and decorum. SGMP 

must not be placed in any situation that would reflect poorly on its reputation in the hospitality 

industry.  

 

Unprofessional and/or unethical conduct during the nominations & elections process (national or 

chapter) by any nominee or candidate may be referred to SGMP for review of a Code of Ethics 

violation, and such conduct may be cause for disqualification on the official ballot.  

 

Unprofessional and/or unethical conduct during the nominations & elections process (national or 

chapter)  by any SGMP member may be referred to SGMP for review of a Code of Ethics 

violation.  
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PURPOSE 

This policy covers the minimum qualifications to be eligible to serve on the National Board.  

POLICY  
In order to be qualified to serve on the National Board, a member must (per national bylaws):  

1. have served as a member of a chapter and attended scheduled meetings and other chapter 

events and activities; and 

 

2. have served as a member or chair of a chapter committee and, in that capacity, met 

deadlines, provided committee leadership, and accomplished the committee’s goal and 

objectives that benefited the chapter and SGMP; and  

 

3. have served at least one year on a chapter board (exceptions: a candidate for national 

president or national treasurer must have served two full years as chapter president or 

chapter treasurer, respectively); and   

 

4. be an SGMP member in good standing for three continuous years and be in the 

appropriate membership category for the office they seek at the time of their nomination, 

at the time of the announcement of approved candidates, at the time the voting opens, and 

at the time (if applicable) of their installation; and   

 

5. be in full compliance with all eligibility requirements, including being currently 

employed in the government meetings industry and not being between professional 

positions at the time of their nomination, at the time of the announcement of approved 

candidates, at the time the voting opens, and at the time (if applicable) of their installation 

[period(s) of unemployment or of being between professional positions are allowable in 

between these specific points in the nominations & elections timeline]; and    

 

6. not be—upon the end of that full term of office—serving more than four years in that 

National Board position; and  

 

7. not be—upon the end of that full term in office—serving more than eight years total in 

elected National Board positions.  
 

All candidates seeking election to the National Board will be vetted as being qualified for 

membership in their particular category at the time of their candidacy. Candidates may not be 

between professional positions and must meet the criteria for their respective category at the time 

of submitting election materials and (should they be elected) at installation. 
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PURPOSE 

This policy covers the formal written complaint process for national and/or chapter elections 

when received from a member in good standing. It is written for national elections and the 

national Nominations & Elections Committee. However, when an official complaint is made of 

alleged misconduct or violation in a chapter election, the chapter and its (chapter) Nominations 

& Elections Committee should also follow the steps in this policy.    

 

POLICY 

All (national) candidates must follow the (national) Elections Policy and the Campaign Materials 

Guideline that are established for each (national) election. 

 

The following steps will be taken when a written formal complaint has been filed due to 

inappropriate behavior and/or not following the directions as specified either in the (national) 

Elections Policy and/or the (national) Campaign Materials Guideline.  

 

The written formal complaint will be sent to the (national) Nominations & Elections Committee 

chair, who will provide it to the (national) Nominations & Elections Committee for review. If it 

is deemed that an inappropriate action may have occurred, the following will then take place: 

 Documentation will be sent to referenced candidate with a request for a response  

 Response from the referenced candidate will be reviewed by the committee 

 One of the following actions to be taken will be determined by the committee   

o No disqualification of candidate  

o Disqualification of candidate 

 

Once these steps have been completed, the (national) Nominations & Elections Committee chair 

will contact the referenced candidate by written correspondence with the results. The (national) 

Nominations & Elections Committee will also refer any alleged violation of improper or 

unprofessional conduct to the SGMP Ethics Officer. 

 

In the event that a category of office requires another election to be held, a new voting date will 

be set and the election will be conducted. The position will not be confirmed until the result of 

the new election has been concluded. But all other elected positions not associated with the 

disqualified candidate may be announced. 
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CONSEQUENCES OF MISCONDUCT OR VIOLATION OF GUIDELINES 

 

Disqualification 

The (national) Nominations & Elections Committee will disqualify any candidate who 

knowingly participates in misconduct or commits a violation of the (national) nominations & 

elections policies, guidelines or timetable. Upon his/her confirmation as an official candidate, the 

member has read and provided signed confirmation that he/she understands all aspects of the 

(national) Elections Policy and/or (national) Campaign Material Guideline and, therefore, 

understands that any misconduct or violation thereto will result in disqualification. 

 

No Disqualification 

The (national) Nominations & Elections Committee determines that the referenced candidate has 

not violated any (national) Elections Policy and/or (national) Campaign Materials Guideline. 

 

Refer to Ethics Officer 

The National Nominations & Elections Committee will refer any alleged violation of improper 

or unprofessional conduct to the SGMP Ethics Officer. 

 

PROCESS FOR REVIEW AND RESOLUTION OF (NATIONAL) NOMINATIONS & 

ELECTIONS COMPLAINT 

 

When an official complaint of alleged misconduct or violation of the (national) Elections Policy 

and/or Campaign Materials Guideline is received by the (national) Nominations & Elections 

Committee Chair, the committee process is: 

1. Committee chair confirms receipt in writing to the submitter and provides a copy of the 

completed complaint form to committee members for review. 

2. Committee chair sends a copy of the completed complaint form to the candidate in question 

and requests an immediate confirmation of receipt and a written response within five days. 

3. Committee chair sends complaint/response independently to each committee member. 

4. Committee chair convenes with the committee to discuss the complaint/response and to guide 

the committee to a decision regarding the alleged misconduct or violation. 

5. Committee chair sends committee decision to the submitter, the candidate and the executive 

director.  
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PROCESS FOR REVIEW AND RESOLUTION OF A CHAPTER NOMINATIONS & 

ELECTIONS COMPLAINT 

 

When an official complaint of alleged misconduct or violation of a chapter’s Nominations & 

Elections process is received, the chapter and its Chapter Nominations & Elections Committee 

should follow the steps as stated above. When unsure of direction, contact the National 

Nominations & Elections Committee Chair. 
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PURPOSE 

This policy covers specific procedures when counting votes in a national or chapter election.   

POLICY  

 

The pre-approved candidate in an election who receives the most votes for that position shall be 

declared the winner, regardless of whether that member received a majority of the votes cast. In 

the case of a write-in candidate on a ballot (as opposed to a pre-approved candidate), that 

member must receive a majority of the votes cast in order to be declared the winner.  

 

If there is a tie after the voting period closes, the candidates earning the tie will be placed into an 

additional run-off election (without the option of a write-in candidate) to be conducted as soon as 

is feasible. The candidate who receives the most votes in the run-off election, regardless of 

whether a majority of votes were received, shall be declared the winner.     
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PURPOSE 

The national budget will direct the spending of funds to be properly allocated based on 

anticipated incoming revenue and a measure guide to control expenses. 

 

POLICY 

The National Board and SGMP Headquarters must produce an annual budget. The budget will be 

based upon a 12-month fiscal year, starting July 1 and ending June 30 of the following year. 

Prior to each fiscal year beginning July 1, the National Treasurer and the Executive Director will 

develop the budget based on trends, income and expense analysis, and forecasted projections. 

The annual budget will be posted in the “Members Only” Section of the SGMP website seven 

business days after final approval by the National Board. 

 

The national budget must be approved by vote of the National Board. The yearly due date for 

submission is June 25. The National Board should approve the budget at the July meeting and be 

required to have the proposed budget approved no later than July 31.   
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PURPOSE 

For the proper classification of accounts and vendors. 

 

POLICY 

The Executive Director may establish new accounts and contracts with vendors for the sole 

purpose of executing SGMP business. The business transactions are based on the approved 

operating budget, prior authorization must be obtained from the National Treasurer or the 

majority of the National Board if not approved in the national budget.  

 

SGMP Headquarters is required to keep an up to date vendor’s list on file and utilize the proper 

chart of accounts in accounting for SGMP’s expenses and income 
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PURPOSE 

To standardize accounting procedures. 

 

POLICY 

SGMP Headquarters will maintain all accounting transactions in Quick Books. The following 

accounting reports are required to be kept in the Quick books format: 

1. Assets                                                                                                                            

Assets are those items SGMP owns and which have value. Assets can include cash, 

accounts receivable (amounts owed to the chapter by customers), inventory, furniture, 

supplies, and equipment, such as a laptop or recorder. 

2. Liabilities 
Liabilities are amounts owed by SGMP to others. Liabilities include items payable, 

accrued national fees, legal fees, tax fees, liens, or debts that are assessed to the chapter. 

3. Expenses 
Expense is the money SGMP pays for charges, such as meeting expenses, speakers, 

National Board travel, bank charges, or management fees. 

4. Income 
Income is the money SGMP brings in from its defined revenue streams. 
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PURPOSE 

To provide expected guidelines in the allocation and spending of national funds that meet 

Society guidelines and ethics practices. 

 

POLICY 

The National Board directs that SGMP Headquarters is required to use an agreed upon standard 

Chart of Accounts their daily accounting practices. 

 

1. The National Board and SGMP Headquarters staff must ensure that the national expenses 

are separate from any personal expenses and that national funds are never included or 

held with officer’s or staff’s personal funds.  

 

2. SGMP Headquarters is required to provide sufficient documentation for all financial 

transactions.  

 

3. The National Board is required to provide sufficient documentation and receipts for all 

financial transactions that are expensed to the national organization. 

 

4. The National Board and SGMP Headquarters are prohibited from loaning any members 

or staff funds at any time for any reason. Loans may be approved under certain 

circumstances to any of the chapters with prior approval from the National Board. 

 

5. The National Board and SGMP Headquarters are prohibited from paying for annual 

membership dues in full or in part with national funds.  

 

6. The National Board and SGMP Headquarters must ensure that national funds are used for 

authorized and legitimate expenses, which remain consistent with the Society’s mission 

of adhering to the IRS 80/20 Rule. 
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PURPOSE 

To establish requirements and guidelines for the housing of national funds and procedures for 

banking transactions. 

 

POLICY 

The National Board directs the Executive Director to maintain national funds in a local bank 

insured by the Federal Deposit Insurance Corporation.  

 

The National Board directs the Executive Director to maintain a local bank operating account 

that is in the name of the Society of Government Meeting Professionals. The business address on 

file with the bank must be the official address of SGMP Headquarters. 

 

Access to SGMP’s financial account funds will be restricted to the National Treasurer, National 

President, Executive Director, and Deputy Director; all are required to be on the bank signature 

card. The bank signature card must be updated within 7 business days after notification for any 

reason that will result in a change to the existing bank signature card.    

 

Access to SGMP’s financial account records will be restricted to the National Treasurer, 

National President, Executive Director, Deputy Director and SGMP’s office Accountant. All 

records may be viewed by any board member upon request.   

 

The National Board directs the Executive Director to receive prior approval from the National 

Treasurer in the event that funds need to be allocated outside of the parameters of the approved 

annual budget. The National Treasurer may approve funds to be allocated up to $5,000 and is 

required to communicate all approved funds to the National Board. The National Treasurer will 

obtain approval from a majority of the National Board for any funds that need to be allocated 

requiring expenditure over $5,000. 
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PURPOSE 

To provide guidelines for bank signature cards and investment portfolios. 

 

POLICY 

A copy of the signature card or certificates must be kept on file at SGMP Headquarters for each 

financial institution and or investment portfolio. 

 

The bank signature card must always be current and up to date with the proper authorized 

signatures. All bank signature card changes must be completed no later than seven business days 

after any change has occurred with the National Board or SGMP Headquarters staff, so that the 

most current banking information is on file. All electronic access codes must be changed or 

deleted for departing account signature holders.  
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PURPOSE 

To provide accepted industry standards for the protection of funds. 

 

POLICY 

The National Board requires SGMP headquarters to purchase and provide bonding insurance for 

the National Treasurer, National President and all SGMP headquarters staff. 

 

The Executive Director will be responsible to ensure that all information is current and up to date 

with the insurer and on file at SGMP Headquarters to prevent a lapse in SGMP’s insurance 

coverage.  

 

The National Treasurer and National President are the only two National Board members who 

have access to national funds and assets.  

 

SGMP’s insurance plan will not cover non-members. The National President and/or National 

Treasurer must notify SGMP headquarters within five business days of an employment change 

and then must rejoin SGMP within 90 days. In this situation, National Presidents and National 

Treasurers must be immediately removed from all SGMP financial accounts, but will be added 

back onto those accounts within 90 days upon the reinstatement of their SGMP membership.     
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PURPOSE 

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

 

POLICY 

Debit cards may be issued to only the bonded National Treasurer and Executive Director as 

listed on the bank signature card. The bank account should be restricted; no more than two debit 

cards may be issued. A photocopy of the debit card and government issued identification card of 

the cardholder must be kept on file at SGMP Headquarters.  

 

SGMP Headquarters must review all debit card transactions, including ATM withdrawals which 

should only take place in an emergency situation. The Executive Director will view national 

bank accounts online at least two times per month and the National Treasurer will view the 

national bank accounts online at least once a month to review the activity of the accounts. The 

National Treasurer will perform a quarterly review at SGMP Headquarters of all transactions and 

expenditures from all accounts. If there are any questionable charges, the National Treasurer and 

Executive Director have the fiduciary responsibility to follow up on the validity of the charge 

and its approval.  
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PURPOSE 

To provide accepted guidelines for the use of SGMP national credit cards. 

 

POLICY 

Credit cards may be issued to National Board members and the Executive Director. A photocopy 

of the credit card and government issued identification card of the cardholder must be kept on 

file at SGMP Headquarters.  

The National Board directs SGMP Headquarters to review all credit card transactions. ATM 

withdrawals on SGMP credit cards are prohibited and will result in the immediate suspension of 

credit card privileges for the cardholder. The National Treasurer, Executive Director, and SGMP 

Accountant will view credit card accounts online at least once per month to review the activity of 

the account.  

Each individual credit card holder will be responsible to provide all receipts coded to the proper 

chart of accounts on a monthly basis. The monthly due date will be provided by SGMP 

Headquarters. If a credit card holder is late or misses a submission deadline SGMP Headquarters 

will notify the National Treasurer. The National Treasurer will have the authority to suspend 

credit cards privileges if it becomes necessary due to repeated tardiness of receipt submission. In 

the event that the National Treasurer is late or misses the monthly submission deadline, SGMP 

Headquarters will notify the National President.   

The National Treasurer will review all the credit card statements quarterly with the required 

receipt backup for transactions. If there are any questionable charges, the National Treasurer and 

Executive Director have the fiduciary responsibility to follow up on the validity of the charge 

and its approval.  

The following guidelines will apply for the credit card holders: 

 The SGMP credit card may be used for official SGMP business only. 

 There will be a limit of $1,500 per card for the First Vice President, Second Vice 

President, Secretary, the Director, and Immediate Past President. 

 There will be a limit of $5,000 per card for the National Treasurer, National President, 

Executive Director and Deputy Director.  
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 In case of missing or stolen credit card SGMP Headquarters, the credit card holder must 

immediately call the issuing bank and cancel the credit card. In addition, the credit card 

holder must notify SGMP Headquarters within 24 hours. 

 Credit card holders will be responsible to code and submit monthly transaction forms 

with their receipts. 

Improper or negligent use of the SGMP credit card will be immediately reported to the National 

Treasurer. Misuse or misappropriation of SGMP funds via the credit cards will result in the 

National Treasurer suspending the privileges of the card holder. The National Treasurer will 

notify the National President and the Executive Director in writing that the credit card holder’s 

privileges have been suspended or revoked. Further action may be taken by the National Board 

including, but not limited to, the possible loss of board position, membership, and/or legal 

action.  
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PURPOSE 

To ensure that the National Board and SGMP Headquarters address the transition of financial 

matters in a timely manner. 

 

POLICY 

Whenever a change occurs with the National Board or the Executive Director, SGMP 

Headquarters and the National Board will have 5 business days to change all financial accounts, 

passwords and PIN numbers. The National Board may provide the new information temporarily 

to the Deputy Director or an Interim Executive Director. 

 

The outgoing National Treasurer or the Executive Director must hand over the debit and credit 

cards linked to the SGMP’s accounts, and said debit and credit cards should be destroyed in the 

presence of the previous cardholder. 

 

The outgoing National Board member or Executive Director must hand over the credit cards 

linked to the SGMP’s accounts, and said debit and credit cards should be destroyed in the 

presence of the previous cardholder. 

 

Should a change occur with the Executive Director, the Executive Director must immediately 

relinquish all SGMP properties and the aforementioned items to the National Board or its 

designated representative, including but not limited to, all pertinent financial information.  
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PURPOSE 

To clearly state the fiduciary responsibilities of the National Treasurer. 

 

POLICY 

The National Treasurer is charged with the responsibility of insuring that the management of all 

SGMP bank accounts and assets are handled in accordance to SGMP bylaws and policies and 

procedures. The National Treasurer may review all account transactions that take place in order 

to adhere to the performance of his or her duties and fiduciary responsibilities.   

 

The National Treasurer will be responsible to review a monthly detailed P&L statement and  

Asset Report furnished by SGMP Headquarters. After review the National Treasurer will direct 

SGMP Headquarters office to send a copy of the reports to all members of the National Board.  

SGMP Headquarters office will furnish all financial reports to the National Treasurer by the 10
th

 

of every month and to the rest of the National Board by the 15
th

 of every month.   

 

The National Treasurer will perform a quarterly review of all financial documents at SGMP 

Headquarters. SGMP’s financial records will be reviewed with the Executive Director. The 

National Treasurer and Executive Director are responsible to ensure that SGMP finances are in 

order and in line with the annual budget, ensuring that income and expenses are on pace with the 

annual budget estimates. 

 

SGMP Headquarters is obligated to strictly follow all of SGMP’s policies and procedures with 

regard to record retention, financial reporting, bank account management, and asset management 

and to share with the National Treasurer how these standards are executed. 

 

The National Treasurer must ensure the society’s financial policies and procedures are being 

followed in order to maintain accurate and accountable records to operate under the obligations 

as set forth by the IRS and to ensure SGMP’s nonprofit status remains in good standing.   

 

The National Treasurer has the fiduciary responsibility to direct SGMP Headquarters to take 

action in the event that the National or Chapter financial policies and procedures are being 

violated or disregarded. SGMP Headquarters must notify the National Treasurer as soon as 

possible, if violations are occurring. 
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PURPOSE 

To provide expected guidelines on keeping financial records for SGMP. 

 

POLICY 

The Executive Director and SGMP Headquarters must maintain accurate records of SGMP’s 

income and expenses on a monthly basis. 

 

Accurate records for all of SGMP’s income and expense transactions must be kept in an orderly 

fashion and must be reconciled with the bank statements each month. All transactions must be 

accounted for by the SGMP Office Accountant. 

 

All income and expense transactions on SGMP’s bank statements must be accounted for and 

accompanied by a receipt, deposit slip, or cancelled check. 

 

The Executive Director will insure the proper maintenance of all transactions, to include all cash 

transactions, deposits, expenses, asset information, and copies of all contracts for SGMP. 
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PURPOSE 

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

 

POLICY 

The Executive Director must ensure that all expenses are accompanied by receipts. All SGMP 

members receiving SGMP funds for reimbursement or services must provide receipts to the 

SGMP Headquarters attached to the official SGMP expense reimbursement form. 

 

Receipts must accompany all expense disbursements from SGMP financial accounts without 

exception. Receipts and expense reports are required to be submitted to SGMP Headquarters 

office no later than 30 days after the expense occurs. The National Treasurer may approve 

payment for expenses after 30 days if there are extenuating circumstances that prohibited the 

expense submission from occurring by deadline. 
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PURPOSE 

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

 

POLICY 

Deposit slips or ATM receipts are required to support all deposit transactions in SGMP’s 

financial accounts.   

 

Electronic Deposits by credit card companies such as American Express, Visa/MC and 

government EFT’s must be reconciled monthly with the expected charge or closing batch. 

 

Checks received at SGMP Headquarters must be deposited within 48 business hours. 
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PURPOSE 

To establish the prohibition of cash transactions and define the only two exceptions to this 

policy. 

 

POLICY 

All SGMP business transactions should be by check or credit card. In the course of business 

there is a need for limited petty cash acceptance it will be for the following functions: 

 Cash collection for national charity 

 Cash collection for CGMP pins 

 Cash collection for Silent Auction and National Conference expenses 

 

A written receipt is given with a carbon copy kept in the cash receipt book that is turned over to 

the SGMP Office Accountant and verified. Cash funds should be deposited with 24 hours on any 

bank business day or stored in a lock box in a hotel safe during the national conference. Written 

documentation of the amount of money in the lock box must be verified and signed off on by two 

staff members each time a staff member takes possession of or relinquishes the lock box to/from 

the hotel. 
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PURPOSE 

To establish the required guidelines for the documentation of the writing and issuance of checks. 

This policy is based upon the Sarbanes-Oxley Act legislation of the United States Congress.   

 

POLICY 

All SGMP checks must have the appropriate accompanying documentation provided in the 

vendor file. 

 

Accompanying documentation includes, but is not limited to, invoices, banquet event order 

forms, bills, receipts, and official SGMP reimbursement forms with proper documentation.   

 

The National Board directs SGMP Headquarters to strictly forbid the Executive Director, Deputy 

Director, National Treasurer, or National President to write themselves reimbursement checks or 

to directly withdraw national funds via a debit card or credit card for the reimbursement of 

SGMP expenses. 

 

All SGMP checks should be void after 90 days. 
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PURPOSE 

To establish the required guidelines for independent audits of national funds. 

 

POLICY 

SGMP bylaws require annual audits of the society’s finances. An independent audit will be 

contracted to review SGMP’s financial procedures by SGMP Headquarters. The independent 

auditor will provide the audit report to the National Treasurer and National President who will 

discuss the findings with the National Board. The National Board will share the written report 

with the Executive Director. The independent auditor should discuss in the written report any 

deficiencies or suggestions for improvements and distinguish areas of high marks. 

 

The National Board directs SGMP Headquarters to change the audit firm every three years to 

ensure impartiality by the firm conducting the audit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

NATIONAL AUDITS 

SECTION: NATIONAL FINANCES    

Policy No:   NF-17 

Date of Origin:      October 2009 

Revised:                

Reaffirmed:          



167 

 

PURPOSE 

Using the Sarbanes-Oxley Act passed by the U.S. Congress for guidance, the National Board has 

determined that our nonprofit organization should have a written, mandatory document retention 

and periodic destruction policy. Such a policy will also help limit accidental or innocent 

document destruction.  

 

The National Board requires SGMP Headquarters to maintain written document retention of all 

financial transactions; these documents will be housed at SGMP Headquarters. The following 

policies and procedures cover document retention, back-up retention procedures, archiving of 

documents, and regular check-ups of the reliability of the system. The National Board must be 

advised immediately if an official investigation is necessary or underway, or even suspected to 

be underway, so that the National Board may officially direct SGMP Headquarters to stop any 

document purging in order to avoid criminal obstruction charges.   

 

POLICY 

The National Board requires the Executive Director and SGMP Headquarters, in accordance 

with their contracted duties, to properly and accurately account for all financial transactions 

made by the national organization.   

 

The Executive Director and SGMP Headquarters, in accordance with their contracted duties, are 

responsible to insure the balancing of SGMP’s checking accounts each month, reconciling any 

discrepancies, and providing a detailed financial accounting to the National Treasurer and the 

National Board. The National Treasurer, in conjunction with the National Board, has the ultimate 

fiduciary responsibility for reviewing and approving the financial reports provided by the 

Executive Director and SGMP Headquarters.   

 

SGMP’s monthly bank statements and debit card statements should be reconciled immediately 

when they are received. If errors are found, they must be investigated and reconciled before 

submission of the month-end financial report. The Executive Director must submit the month 

end reports to the National Treasurer for review and approval by the 10
th

 of every month and to 

the National Board by the 15
th

 of every month. 

 

The National Board will require SGMP Headquarters to record all financial information on the 

official SGMP accounting forms and software. After the information on revenue, expenses, 

assets and liabilities equity has been collected, this information must be recorded into the SGMP 

standard accounting forms and software.  
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PURPOSE 

To establish the required guidelines for the review of SGMP’s financial health. 

 

POLICY 

The National Treasurer and Executive Director should review the financial accounting process 

quarterly. The National Treasurer has the responsibility to report back to the National Board with 

any recommendations that may arise from the quarterly review. 

 Balance Sheet - Monthly 
The Balance Sheet shows the financial position of SGMP by comparing the Society’s 

assets and liabilities. 

 Profit and Loss Statement and Pace report- Monthly 
The Profit and Loss Statement shows SGMPs income and expenses for the month. The 

Pace Report show the income and expenses listed with a percentage column, so the 

National Treasurer and Executive Director may analyze SGMP’s income and expenses to 

determine future spending, asset allocation, and provide recommendations to the National 

Board. This will help the National Treasurer and the National Board ensure that spending 

is in line with the approved annual budget. 

 Accounts Receivable Sheet - Quarterly 
The National Treasurer and Board should review SGMP’s accounts receivables to ensure 

proper and timely payment from members and vendors. The form should detail which 

members and vendors owe SGMP money and how long these amounts have been unpaid.  

The National Board directs SGMP Headquarters to actively pursue any accounts 

receivable to ensure SGMP collects all outstanding monies due. The goal of SGMP 

Headquarters should be to have no outstanding accounts receivable on the books for 

longer than 30 days.   
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During review of all the financial reports, it is important for the National Treasurer and 

Executive Director to analyze and assess the financial status of SGMP’s operating budget and 

report to the National Board. 

 If the National Treasurer and SGMP Headquarters come to the realization that income is 

declining with no reasonable explanation, the National Treasurer has the fiduciary 

responsibility to investigate or direct the Executive Director to investigate. The National 

Treasurer or the National Board will direct SGMP Headquarters to analyze the following 

areas to determine why revenue may be decreasing: membership drops, missing or 

erroneous deposits, underestimation of fund raising events, lack of attendees at monthly 

meetings, or any area that may not reported on the standard accounting form. 

 Should the National Treasurer and Board determine SGMP’s liabilities are increasing at a 

more than expected rate, the National Treasurer and the Executive Director will make 

recommendations on how to stop this occurrence and will discuss all the options why this 

occurrence may have transpired with the entire board. 
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PURPOSE 

To establish the required guidelines in reporting IRS 990, 990EZ and 990N forms for tax 

nonprofit tax purposes. 

 

POLICY 

The National Board directs the Executive Director to submit a year-end financial report 15 

business days after July 1. This year-end report will be used to prepare the IRS 990 form which 

must be filed before November 15. The Executive Director has responsibility of filing SGMP 

tax’s in according with IRS tax laws. The Executive Director is solely responsible and 

contractually obligated to accurately file SGMP’s taxes and represent SGMP in all tax issues. 

 

All completed returns are kept on file at SGMP Headquarters with the Public Disclosure copy 

which is available to any member or the general public. 
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PURPOSE 

To establish guidelines for the opening/closing and operation of all financial accounts of the 

national organization. 

 

POLICY 

The Executive Director will execute all bank account openings and closings, transfer of funds, 

new CDs, increases or decreases in the long term or short investment portfolio, only with the 

expressed permission of a majority of the National Board. The Executive Director is only 

obligated to execute the aforementioned transactions after receiving a confirmation letter or 

email from the National Treasurer verifying the National Board’s approval of the transaction. In 

the event that the National Treasurer is unavailable, the National Secretary may also provide 

verification via the approved minutes from the National Board meeting electronic vote or 

conference call. The Executive Director has the responsibility to notify the National Treasurer of 

any problems or emergencies with any of SGMP’s financial accounts or investments that require 

the National Board’s immediate attention. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

SAVINGS, CDs, AND ASSETS 

SECTION: NATIONAL FINANCES    

Policy No:  NF-21 

Date of Origin:    October 2009 

Revised:                

Reaffirmed:          



172 

 

PURPOSE 

This policy covers the fee assessed for returned checks.  

POLICY  
SGMP Headquarters will assess a fee of $40 for any returned check. 
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PURPOSE 

This policy covers the required process for requesting a refund for fees associated with all SGMP 

business.  

POLICY  
 

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 accountant. A refund request will only be considered if this procedure has 

been followed. 

 

A request does not guarantee the refund will be approved. The request will be reviewed by the 

executive director & CEO, who will determine, based on merit, written refund guidelines & 

deadlines placed in registration statements, highly unusual circumstances, timeliness of request, 

and if alternate options were considered. 

 

The individual requesting a refund amount will receive a written communication from the 

executive director & CEO after the review with the determination. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SUBJECT: 

REFUND REQUESTS 

SECTION:  National Finances 

Policy No:     NF-23 

Date of Origin:    July 2010 

Revised:                 

Reaffirmed:          



174 

 

PURPOSE 

The SGMP annual budget is an estimate of income and expenses and the map for the spending of 

approved funds. These guidelines are for National Board members and headquarters staff to 

execute the approved annual fiscal year budgeted amounts. 

 

POLICY 

The National Treasurer may authorize up to $5,000 in expenses over a line item budget (the 

National President may approve this in the absence of the National Treasurer).  

 

Any line item expense over budget shall require a written explanation and shall be presented to 

the full board for review of the circumstances that caused the increase in the forecasted expense. 

 

Amounts over $5,000 will require the National Board to review and, by majority vote, may do 

the following: 

 

1. Accept the reasoning and approve the overage amount for the fiscal year budget. 

2. Deny the reasoning and require the expense related item to be reimbursed to SGMP by 

the individual making the expense. 

3. Allow the expense to be applied to SGMP operations, but provide written reprimand to 

the offending individual. 

4. Determine the expense was due to gross negligence and in violation of SGMP’s policies 

and spending practices. This determination will allow the board to have the authority to 

remove the offending individual for creating the expense. If it was a board member, they 

can be removed by unanimous vote of the National Board. If it was the Executive 

Director & CEO, he/she may be terminated by unanimous vote of the National Board*. 

 

*If the expense was made by a staff member and was unauthorized by the Executive Director & 

CEO, the Executive Director & CEO shall take timely and appropriate action, up to and 

including termination. 
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PURPOSE 

The purpose of the regional structure is to: 

 Create smaller focus teams to work on projects and ideas 

 Address geographic issues and/or create chapter partnerships  

 Direct dialogue with the National Board at scheduled meetings 

 Shift financial responsibilities from chapters to national organization 

 Offer more efficient response tools to regions 

 Involve region leaders and broader base membership 

 

POLICY 

SGMP will be divided into seven regions. Each region will be appointed a National Board 

member liaison. Chapter Presidents and Chapter Second Vice Presidents will be the regional 

representatives for their respective chapters.  

 

The seven regions are:  

 

Region 1 Greater Pittsburgh; National Capital; New England; North Carolina; Old  

Dominion  

 

Region 2 Central Florida; Florida Capital; Georgia Peach; Rocket City Alabama;  

  Tennessee 

 

Region 3 Buckeye; Crossroads of America; Kentucky Bluegrass; Michigan  

 

Region 4 Chicago; Heart of America; Heart of Illinois; Missouri Capital; St. Louis  

  Gateway 

 

Region 5 Houston Gulf Coast; Louisiana; North Texas; San Antonio Alamo; Texas  

  Lone Star Capital; Wild West Oklahoma 

 

Region 6 Greater Oregon; Northern Lights; Pacific Northwest; Rocky Mountain 

 

Region 7 Arizona; Sacramento; San Francisco Bay Area; Southern California 

 

 

   

 

SUBJECT: 
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PURPOSE 

The Chapter President or Chapter Second Vice President may submit position/issue papers to 

their National Board Liaison for National Board consideration. All requests requiring a response 

must be in writing using the “Request for Review” form that is available in the Member’s Only 

section of the SGMP website. 

 

POLICY 

 Requests for Review may come from any region or be presented by all regions as one 

request 

 Request for Reviews will be sent to the National Board Liaison after a regional 

conference call 

 Once the National Board receives the Request for Review from the National Board 

Liaison, the board will discuss it and respond in writing within 30 days of receipt  

 If adopted by the board, standard operating procedures will be created for the Request for 

Review item 

 

SUBJECT: 

REQUEST FOR REVIEW 

SECTION:     REGIONS 

Policy No:       R-2 

Date of Origin:    April 2008 

Revised:               July 2009; October 2009 

Reaffirmed:          
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PURPOSE 

To itemize those expenses for which SGMP (national) will potentially assume for up to two 

meetings annually.  

POLICY  

 

Transportation  

 

Air & Rail: All travel by air or by rail shall be done at the lowest available fare for nonstop or 

direct routes between the traveler’s originating city and the business site. Reservations will be 

handled by the SGMP Headquarters Office. All tickets will be coach-class tickets.   

 

Travel related costs, not to exceed $600, include airfare, extra baggage charges, change fee. 

**It is the policy that SGMP will only pay penalties if a change of flight is caused by SGMP, 

business related, or there is a personal emergency for the traveler. “Emergencies” are personal 

family illness or death. If such emergency occurs, the traveler shall submit appropriate 

documentation to SGMP headquarters. . 

 

A change for non-SGMP business purpose is not considered a personal emergency and, 

therefore, would result in the cost of the airline ticket and change fee being paid by the 

individual traveler. 

 

Privately Owned Vehicle: All travel by private automobile will be reimbursed at 

the prevailing U.S. General Services Administration (GSA) rate available at www.gsa.gov 

(not to exceed the lowest available airfare for the same destination). Transportation to/from a 

Trustee’s home or work to/from airport will be reimbursed in full at the prevailing U.S. GSA 

rate.  

 

Parking: Parking fees will be reimbursed in full.  

Airport/Hotel Transfers for Airport/hotel or Business Site Transfers: Individual travelers 

are encouraged to use airport shuttle.  

Taxis: Local travel by taxi is authorized for all business purposes, as well as for transportation 

from hotel to dining establishments.  

SUBJECT: 

GILMER INSTITUTE OF LEARNING TRAVEL 

SECTION:     GILMER 

INSTITUTE  

Policy No:     GI-1 
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Subsistence  
Gilmer Institute of Learning Trustees will be reimbursed for actual and necessary expenses 

incurred in the performance of their duties up to $110 per day. These expenses include meals, 

mileage, airport transportation, transfers, airport parking and gratuities.  

Claims for Reimbursement  

Gilmer Institute of Learning Trustees may apply for reimbursement for reasonable meal 

expenditures up to $110 per day, including tax and tip, when on official SGMP business. 

(Guidelines: $15 for breakfast; $25 for lunch; $70 for dinner).  

 

Upon completion of travel, the SGMP Expense Report, accompanied by receipts for all 

transportation, meals and other expenses, must be submitted within 30 days from the dates of 

travel.  

 

Other Reimbursable Travel Expenses:  In addition to lodging, meals and transportation, the 

following actual expenses incurred as a necessary part of approved travel may be reimbursed 

(receipts are required in most all cases): 

1. Reasonable tips paid by the Trustee for valets, housekeeping and ground transportation.  

Tips paid in conjunction with meals are included in the meal allowance and cannot be 

claimed separately. 

2. Commercial transportation expenses paid by the Trustee.  Receipts are required for 

each individual ride in a commercial vehicle. 

3. Parking fees paid by the Trustee; receipts are required  

4. Internet, telephone, fax and other similar charges paid by the traveler for official Gilmer 

Institute of Learning business; receipts are required. 

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

 

EXCEPTION:  If a Gilmer Institute of Learning Trustee will not be attending the entire 

conference or other event at which the Trustee meeting is  held, SGMP will not cover any 

travel expenses (unless in case of an “emergency,” as previously described).

SUBJECT: 
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PURPOSE 

This policy establishes registration costs at the National Education Conference. 

 

POLICY 

SGMP (national) will provide complimentary registration to the SGMP National Education 

Conference for the Gilmer Institute of Learning Trustees who are not able to receive support 

from other sources.

SUBJECT: 

NATIONAL EDUCATION CONFERENCE 

REGISTRATION 

SECTION:     GILMER 
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PURPOSE 

This policy covers the criteria for reimbursement of the Certified Government Meeting 

Professional (CGMP) certification fees.  

 

POLICY 

There are two options available for reimbursement of CGMP fees. Members are only eligible for 

one of these reimbursement options. 

 

Upon successfully passing the exam, SGMP (national) will reimburse planner and supplier 

members up to $250 for the CGMP course & exam fees, which cannot be reimbursed by any 

other source. For the national reimbursement plan, the SGMP Gilmer Institute of Learning 

Education Trustees and the SGMP Executive Director & CEO and/or Deputy Director will 

review all applications for reimbursement.   

 

Chapters are authorized to provide scholarships for CGMP certification fees, using the SGMP-

approved form.  
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PURPOSE 

This policy was created to clarify the positions of Chapter Immediate Past Presidents elected 

and/or appointed as a trustee of the Gilmer Institute of Learning. 

 

POLICY 

Chapter Immediate Past Presidents, who run and are elected or appointed to serve on the Gilmer 

Institute of Learning may only serve on one board of directors.  It is in the best interest of both 

the chapter and the SGMP (national) organization to have a clear separation and, thus, to avoid a 

conflict of interest. 
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PURPOSE 

This policy originated in the SGMP bylaws and was created to declare the required annual 

meeting provision for Trustees of the Gilmer Institute of Learning.  

 

POLICY 

The Gilmer Institute of Learning Trustees shall meet at least once a year in conjunction with the 

National Education Conference. Special meetings may be called by the Advisory Chair, the 

Operations Chair, or as requested by The National Board. 
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PURPOSE 

This policy originated in the SGMP bylaws and was created to define the Gilmer Institute of 

Learning committees’ membership and tasks.   

 

POLICY 

The Gilmer Institute of Learning has three committees:  

  

The Scholarship Committee is comprised of Government Planner or Contract Planner members. 

Their task is to set criteria and execute or review all chapter scholarship programs, national 

scholarship programs and leadership programs.  

 

The Fundraising Committee is comprised of Supplier or Associate Supplier members. Their task 

is to execute or review the silent auction, oversee fundraising and corporate sponsorships, and 

review chapter fundraising events. 

 

The Education & Certification Committee may be comprised of Government Planner, Contract 

Planner, Supplier or Associate Supplier members. Their task is to promote or review the CGMP 

certification, the CEU program, and the education & resource library; to maintain chapter 

program standards; and, to coordinate with the National Education Conference programs and 

speakers.     
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