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Section I – Operations Manual Statement of Purpose 

This manual serves as a resource for any member of CIVSA who is planning an organizational event or activity, or who is making a decision that might impact the organization. 

References in the current CIVSA Bylaws to “the Manual” will be reflected in this document as stated in Article I, Section 3 as follows: The Board may from time to time supplement the provisions of these Bylaws by resolution and/or by the adoption of the CIVSA Operations Manual (hereinafter, the “Manual”) specifying provisions and procedures applicable to specific areas of the Association’s governance and activities. Such additional provisions shall not be inconsistent with these Bylaws.

The Manual also serves as an important record of the guidelines, procedures, and expectations set by CIVSA leadership on behalf of the association’s members. This manual can be used as an effective tool for training and transitioning new officers as well as committee chairs and members. 

Changes and/or additions to the CIVSA Operations Manual require a majority vote of the Executive Board and are maintained by the current Secretary as outlined in Section XV of this document.  All revisions to this manual will be archived and maintained for future historical reference.
It is the responsibility of any member using the Operations Manual to ensure this document is the most current version and should contact the Secretary for verification.
Strategic Plan for 2013-2016 will guide the activities of the Association.
Section II – Organizational Chart 

Section III - Headquarters & Association Management

Section III.1 - Contracts

No one is authorized to, and CIVSA will not honor any transaction, to enter into an agreement on behalf of CIVSA without the prior approval of the Executive Board. The CIVSA President (or appointee President-Elect) shall sign any agreements on behalf of the Association.  

Section III.2 - Headquarters 

The CIVSA President in collaboration with the Executive Board will negotiate an agreement for association management as deemed necessary in regards to timing and scope of services to ensure that proper services to the membership are provided. Basic services and resources should be available from the Headquarters including:

1. General office tasks, equipment and personnel 

2. Inventory space

3. Financial management services including managing the bank account and holding an organization credit card
4. Association letterhead and envelopes

5. Mailing labels and membership lists

6. Annual conference publications and registration information/coordination

7. CIVSA brochures and promotional materials

8. Strategic Plan information (to be developed)

9. Membership committee and support

10. Web support

11. Survey results & membership demographic information

Section IV – Membership Types

Section IV.1 Institutional Membership (Voting)

Any college or university is eligible for an Institutional Membership, with the privilege of three (3) individual voting representatives from the institution. Additional voting representatives may be added for an additional fee. Member institutions have the option of changing the names of the designated voting representatives throughout the membership year as long as the change is officially made prior to any general membership meeting where voting may occur. 
Section IV.2 Professional Membership (Voting)

Any individual employed by an institution of higher education who is professionally involved in the field of collegiate information and visitor services is eligible for a Professional Membership which includes access to CIVSA resources, the right to hold office and the privilege of one (1) vote. Only the individual listed may receive CIVSA benefits and discounts. Professional Memberships are only transferable if dues were paid by an institution and not by an individual and as long as the change is officially made prior to any general membership meeting where voting may occur.

Section IV.3 Emeritus Membership (Non-Voting)

Former members of CIVSA who are officially designated as retired by their institutions and are no longer employed full time in higher education or who have served as CIVSA President but no longer works in the field of information or visitor services may join as Emeritus members. These individuals have access to all CIVSA resources and may serve on committees but are not eligible to vote or hold office.

Section IV.4 Associate Membership (Non-Voting)

Any non-profit association or organization, other than an institution of higher education, shall be eligible for Associate Membership. Associate Members do not have voting privilege, or the right to be elected to the Executive Board or other positions, but they do have access to all resources of CIVSA available to members in good standing. Associate Membership includes the privilege of two (2) individual representatives from the organization. If any individual representative leaves the organization that paid for the membership, the organization can designate a new representative to take over the membership.

Section V – Membership Benefits

Reference to Bylaws Article II, Section 3: A complete listing of benefits for members is available on the CIVSA website and in the Manual. 

Section V.1 The Welcomer Newsletter

A subscription to CIVSA's quarterly newsletter, The Welcomer.

Section V.2 Annual Conference

An invitation to the Annual Conference at the member rate which provides a forum for professional development in the collegiate information and visitor services professions.
Section V.3 E-Mail Discussion

Subscription to the CIVSA e-mail group that provides an electronic forum for questions and advice from CIVSA colleagues.

Section V.4 Membership Directory and Database

Access to an up-to-date on-line database of CIVSA members.

Section V.5 Job Postings

Access to an on-line listing of jobs for professional, support, and student positions from institutions across the country.

Section V.6 Links to Members' Websites

Access to a list of links to publicly-accessible websites about the individual programs and services operated by our members.

Section V.7 Voting Rights

Only those individuals classified under an Institutional or Professional membership may hold an office or vote in the proceedings of the Association.

Section V.8 Webinars

Access to webinars hosted quarterly discussing a variety of topics related to the fields of information and visitor services.

Section V.9 Shared Resources

Access to online documents of best practices and operational materials supplied by member institutions.
Section V.10 Lending Library

Access to books, training videos and other shared materials useful for the fields of visitor and information services that can be borrowed for use at member institutions.

Section VI – Membership Fees and Dues

Reference to Bylaws Article II, Section 2: Membership expires on an annual basis. Annual dues and payment deadlines will be determined by the Executive Board as defined in the Manual. Membership renewal communications and reminders will be sent to the membership in a timely fashion.

Section VI.1 Membership Dues

· Institutional - $250/year

· $50/each additional voting member

· Professional - $120/year

· Emeritus - $40/year

· Associate - $200/year

Section VI.2 Payment Deadlines

To remain a member in good standing, dues must be paid annually at the beginning of the fiscal year.  Payment received from new members joining after May 1 will be applied to the following fiscal year.  

Section VI.3 Conference and Other Fees

There will be assessments for conference registration and other special fees as approved by

the Executive Board.

Section VI.4 Usage of Funds

No part of the funds of the Association will be to the benefit of or distributable to its members, officers or other persons except in reimbursement for official CIVSA travel, purchases made on behalf of CIVSA, or in other methods described in the Manual and within the guidelines of the annual CIVSA budget.

Section VI.5 Membership Drive

In an effort to increase membership, the Executive Board has agreed to implement a Membership Drive that provides incentives to current members to recruit new members to the organization.  Detailed information regarding the current rules and regulations of the Membership Drive can be found on the website. 

Section VII – Regions

Section VII.1 Definition of Regions

The membership of the Association is divided into five geographical regions.

Section VII.2 Region 1 

Consists of members from Alaska, Arizona, California, Colorado, Hawaii, Idaho, Kansas, Montana, Nebraska, Nevada, New Mexico, North Dakota, Oregon, South Dakota, Utah, Washington and Wyoming.

Section VII.3 Region II 

Consists of members from Alabama, Arkansas, Florida, Georgia, Louisiana, Mississippi, Missouri, North Carolina, Oklahoma, Puerto Rico, South Carolina, Tennessee and Texas.

Section VII.4 Region III 

Consists of members from Illinois, Indiana, Iowa, Kentucky, Michigan, Minnesota, Ohio and Wisconsin.

Section VII.5 Region IV 

Consists of members from Connecticut, Delaware, District of Columbia, Maine, Maryland, Massachusetts, New Hampshire, New Jersey, New York, Pennsylvania, Rhode Island, Vermont, Virginia and West Virginia.

Section VII.6 Region V 

Consists of members from countries other than the United States.

Section VIII – Officer Responsibilities, Terms & Qualifications

Reference to Bylaws Article IV, Section 1: Specific duties for Executive Board officers and Regional Directors are defined in the Manual.

Section VIII.1 President 

Responsibilities:  The President is responsible for administering all activity of the organization.  The President may establish committees and appoint chairs and ex officio members of the Executive Board as deemed necessary by the Executive Board.  The President is responsible for ensuring that all Members of the Board are aware of and fulfill their governance responsibilities and conduct business effectively and efficiently.    The President presides over the meetings to encourage CIVSA Board Members to participate in discussion and arrive at decisions in an orderly, timely and democratic manner.  The President ensures that procedures are in place for effective recruitment, training and evaluation of board members.    Payments of $7500 or greater require the signature of the Treasure, and the President or President-Elect.

Specific duties:

· Maintains close contact with all Executive Board members and oversees the activity of all committees.

· Ensures that an agenda is planned and then submitted by the Secretary for all official meetings of the Board.

· Provides a thorough orientation of new Officers to ensure that Executive Board Members and Committee Chairs understand their jobs and are able to fulfill expectations. 

· Serves as the primary liaison between the Executive Board and the Association Management Firm.

· Evaluates the performance of the Association Management Firm and is responsible for convening the Executive Board to discuss renewals of the Association Management contract.

· Collects reports from Board Members and Committee Chairs before meetings and ensures that copies are made available to the membership.

· Acts in a firm, competent, tactful and just manner, permitting full discussion on all debatable motions.   

· Has one (1) vote in all decisions of the Executive Board.

· Is available to the entire membership, especially new members and guests.  Displays professionalism and enthusiasm to create positive working relationships and promote the growth of the organization.

· Acts as the primary spokesperson for the Association and works to increase the visibility and vitality of CIVSA. 

· Actively recruits new members.

· Assists with the solicitation of sponsorships.

· Coordinates the nominations, voting, purchase and presentation of annual Outstanding Member Award. 

· Prepares nomination forms for Footprint Awards and purchases and presents awards.

· Coordinates the purchase of small gifts to recognize the service of Board Members, as appropriate and in accordance with CIVSA policy.

· Transfers all materials pertaining to the office to his/her successor within thirty (30) days after the close of the fiscal year.

Section VIII.2   President Elect
Responsibilities:  The President Elect will assume all powers and prerogatives of the President in the absence of the President and if the President is unable to complete the term of the office.  The President Elect will prepare for his/her presidential year and take the office of President as the last item of business at the Annual Conference.  He/she will chair a Membership Committee to coordinate membership retention and recruitment activities with the Regional Directors and maintain membership records in conjunction with the Association Management Firm.  The President Elect will ensure that the Association Management Firm has prepared and distributed a monthly Membership Report to all members of the Full Board.  Payments of $7500 or greater require the signature of the Treasure, and the President or President-Elect.  The President Elect is also responsible welcoming first-time attendees at the Annual Conference.

Term Length:  The President Elect will serve as such for one year, as President the next year, and as Immediate Past President the following year.  Therefore, the office of CIVSA President is actually a three-year term. 

Qualifications for Election or Appointment:    All candidates must be members with voting privileges and be current with annual dues to the Association.  Candidates must have attended at least one Annual Conference other than the one at which the current election is taking place.  Only one elected office may be held at one time.  Candidates must be in attendance at the Annual Conference.  Candidates for President Elect have typically served in several other capacities for CIVSA and therefore have demonstrated the skills and abilities needed to successfully lead the Association.

Specific duties:

· Directs all recruitment activities in collaboration with the Regional Directors and the Association Management Firm.

· Ensures that Association Management Firm prepares and submits accurate monthly membership reports to the Full Board.

· Coordinates conference location selection process for the conference to be held the year he/she will be President.

· Works with a meeting procurement company to select conference hotel and negotiate hotel contract.

· Selects conference dates and signs hotel contract after approval from the Executive Board.

· Announces next year’s conference location at designated time during the Annual Conference.  Prepares the formal announcement and produces video or other materials for official announcement. 

· Purchases and presents gift to outgoing President at the Annual Conference.

· Assists in the implementation of the Board’s goals and initiatives.

· Participates in all monthly conference calls and attends all Board meetings fully prepared to debate and discuss issues at hand.

· Has one (1) vote in all decisions of the Executive Board.

· Actively recruits new members. 

· Transfers all materials pertaining to the office to his/her successor within thirty (30) days after the close of the fiscal year.

Section VIII.3 Immediate Past President

The immediate Past President will serve as a voting member of the Executive Board, serve as a consultant for the current President and Chair the Nominating Committee.

Specific duties:

· Confers regularly with current CIVSA President and President Elect to ensure a smooth transition. 

· Convenes a nominating committee that consists of at least one member representing each of the four regions.

· Encourages CIVSA membership to submit nominations for office.

· Develops a slate of nominees for office which will include biographical information for each candidate.

· Submits the slate of nominees to the General Membership at least 30 days prior to the Annual Conference.

· Advises the General Membership that all voting members not able to attend the Annual Conference may submit an absentee ballot (by email or in writing) to the Secretary no later than one full week prior to the start of the Conference.

· Prepares ballot for voting at Annual Business Meeting and presides over the election process.

· Assists in the implementation of the Board’s goals and initiatives.

· Participates in all monthly conference calls and attends all Board meetings fully prepared to debate and discuss issues at hand.

· In the event of a tie in the decision of the Executive Board vote, the Immediate Past President has one (1) vote.

· Actively recruits new members.

· Transfers all materials pertaining to the office to his/her successor within thirty (30) days after the close of the fiscal year. 

Section VIII.4 Secretary

The Secretary shall keep a complete record of all meetings of the Association and the Executive Board, prepare any official correspondence and assist with marketing materials for the Association, maintain communication with all committees and officers and report to the General Membership any actions taken by the Executive Board.  The Secretary shall act as Parliamentarian at all Association meetings using Robert’s Rules of Order as a guideline.  

The Secretary will maintain the CIVSA Operations Manual and make revisions as needed.  The Secretary shall chair the Bylaws Committee when necessary and recommend appropriate changes to the Executive Board for consideration to be followed by a vote of the general membership at the next Annual Conference.  The Secretary shall serve as the logistical coordinator on the annual conference planning committee assisting in the usage of the physical location and schedule of events, as well as act as a liaison to the Executive Board.  

Term Length:  The Secretary is elected to a one-year term.  All Officers may run for consecutive terms in the same office when their term is complete.

Qualifications for Election or Appointment:    All candidates must be members with voting privileges and be current with annual dues to the Association.  Candidates must have attended at least one Annual Conference other than the one at which the current election is taking place.  Only one elected office may be held at one time.  Candidates must be in attendance at the Annual Conference.  

Specific duties:

· Prepares meeting agendas in consultation with the President and sends them to meeting participants in advance of all official meetings.

· Keeps accurate minutes of all business meetings.  Documents what is done, not what is said.

· Submits meeting minutes to President and Executive Board within 30 days of each meeting.

· Makes revisions to the Operations Manual as needed.

· Convenes the Bylaws Committee as needed.

· Documents all revisions to the Operations Manual in the Manual Revision Archives document.

· Assists in the implementation of the Board’s goals and initiatives.

· Participates in all monthly conference calls and attends all Board meetings fully prepared to debate and discuss issues at hand.

· Has one (1) vote in all decisions of the Executive Board.

· Actively recruits new members.

· Transfers all materials pertaining to the office to the newly elected Secretary within thirty (30) days after the close of the fiscal year.

Section VIII.5 Treasurer

The Treasurer will coordinate all financial functions of the organization, maintaining a checks and balances system between the Treasurer, Executive Board and Association Management.   Additionally, the Treasurer will serve as the fiscal coordinator on the annual conference planning committee and assume all other miscellaneous fiduciary responsibilities of the Association.  The approval of the Treasurer is required for any transmittal of Association funds.  The Treasurer (or designee) shall pay the bills of the Association within thirty (30) days of receipt of the expense form.  All personal reimbursements will require documented approval of two executive officers of the organization.  All expenditures must be processed through the Association Management Company with a copy of the notification document sent to the Treasurer for review.  Payments greater than $7500 require the signature of the Treasure, and the President or President-Elect.  The Treasurer shall prepare, publish and circulate a financial statement of the Association at least twice yearly to the Executive Board and once yearly to the membership.  The Treasurer shall regularly compare actual costs and income to budgeted costs and income and recommend adjustments in spending and/or the budget as necessary.  The Treasurer shall arrange for auditing of the books and records of the association on an annual basis.

Term Length:  The Treasurer is elected to a two-year term.  Elections for Treasurer take place in odd-numbered years.  All Officers may run for consecutive terms in the same office when their term is complete.  

Qualifications for Election or Appointment:  All candidates must be members with voting privileges and be current with annual dues to the Association.  Candidates must have attended at least one Annual Conference other than the one at which the current election is taking place.  Only one elected office may be held at one time.  Candidates must be in attendance at the Annual Conference.  

Specific duties:

· Creates and monitors annual CIVSA budget.

· Works with the Association Management Firm to ensure that income is collected and deposited in a timely manner.  

· Prepares and submits financial statements twice yearly to the Executive Board and once yearly to the membership.

· Monitors monthly expenses and recommends adjustments in spending as needed.

· Tracks investments in CDs and coordinates renewals.

· Handles monthly PayPal transfers to bank account.

· Handles refunds when necessary.

· Ensures that conference expenses are reasonable and do not exceed projected income.

· Reviews all requests for reimbursements and ensures that they have appropriate supporting documentation and are in compliance with the CIVSA travel policy.

· Schedules an annual independent audit of the books and records of the association.

· Assists in the implementation of the Board’s goals and initiatives.

· Participates in all monthly conference calls and attends all Board meetings fully prepared to debate and discuss issues at hand.

· Has one (1) vote in all decisions of the Executive Board.

· Transfers all materials pertaining to the office to the newly elected Treasurer within thirty (30) days after the close of the fiscal year.

Section VIII.6 Director of Communications

The Director of Communications will coordinate the editing and publication of the Association’s quarterly newsletter, assist other members with communication-related items, and chair the Communications Committee.  The Director of Communications shall also coordinate all updates to the Association’s website, including content changes, membership updates and the annual conference website.   Coordinate production of a conference/membership brochure as needed. Director of Communications job description will include “The Welcomer”, social media and development of a communication plan.
Term Length:  The Director of Communications is elected to a two-year term.  Elections for Director of Communications take place in even-numbered years.  All Officers may run for consecutive terms in the same office when their term is complete.

Qualifications for Election or Appointment:    All candidates must be members with voting privileges and be current with annual dues to the Association.  Candidates must have attended at least one Annual Conference other than the one at which the current election is taking place.  Only one elected office may be held at one time.  Candidates must be in attendance at the Annual Conference.  

Specific duties:

· Ensures that requests for Welcomer articles are sent well in advance of publication dates.

· Compiles articles and works with Association Management Firm on the Welcomer design and layout.

· Sends Welcomer to membership in a timely manner. 

· Coordinates CIVSA’s social media presence.  Maintains the CIVSA Facebook page, Twitter account, etc.

· Creates conference website in collaboration with Conference Committee Chair and Association Management Firm.

· Coordinates changes and additions to Association’s website.

· Assists in the implementation of the Board’s goals and initiatives.

· Participates in all monthly conference calls and attends all Board meetings fully prepared to debate and discuss issues at hand.

· Has one (1) vote in all decisions of the Executive Board.

· Actively recruits new members.

· Transfers all materials pertaining to the office to the newly elected Director of Communications within thirty (30) days after the close of the fiscal year.

Section VIII.7 Regional Directors

Responsibilities:  Regional Directors are responsible for the recruitment and retention activities within their geographical regions and are under the direction of the President Elect.   Regional Directors are responsible for communicating with current members and welcoming new members.  Duties also include active communications to encourage conference attendance as well as contacting non-member schools for recruitment purposes.  Regional Directors are responsible for providing monthly status reports to the President Elect.  Directors will oversee their respective regional meetings at the Annual Conference and provide a report of activities from the previous fiscal year.  He/she will be responsible for appointing an individual to take notes at regional meetings and forwarding all notes to the executive officers by the end of the fiscal year.  Region IV Director will also serve as Regional Director for Region V.
Term Length:  Regional Directors serve for a one-year term.  All Officers may run for consecutive terms in the same office when their term is complete.

Qualifications for Election or Appointment:    All candidates must be members with voting privileges and be current with annual dues to the Association.   Candidates must also be employed in the region for which he/she is being nominated and must be employed in that region for the duration of his/her term.  Only one elected office may be held at one time.  Candidates must be in attendance at the Annual Conference but exceptions for extraordinary circumstances may be made by the Executive Board.

Specific duties:

· Welcomes each new member in the region as soon as membership dues have been paid.

· Actively recruits new members within the region by researching non-member schools.  Contacts prospective members and submits leads to the Association Management Firm.

· Contacts current members within region at least once per quarter.  Shares information about the organization, conference deadlines and encourages participation in things like lending library, quarterly calls, etc.

· Attends Annual Conference and interacts with regional members and encourages increased involvement in CIVSA. 

· Presides over Regional Meeting at the Annual Conference.

· Assists in the implementation of the Board’s goals and initiatives.

· Provides monthly reports (listing all activity) to the President Elect by the 5th of each month. 

· Participates in all monthly conference calls and attends all Board meetings fully prepared to debate and discuss issues at hand.
· Sign a document of understanding of the responsibilities..

· Transfers all materials pertaining to the office to the newly elected Secretary within thirty (30) days after the close of the fiscal year.
Section VIII.8 Conflict of Interest Policy

Members of the Executive Board, Regional Directors, Committee Chairs, and the Association Manager are required to abide by the Conflict of Interest Policy and submit a signed Conflict of Interest Disclosure Form each membership year of service in one of these positions.

Section IX – Committees 

Reference to Bylaws Article VI, Section I: All CIVSA committees are listed on the CIVSA website with specific details outlined the Manual.

Section IX.1 Appointed Positions

The President may appoint chairs of CIVSA committees (standing and/or ad-hoc) as necessary to carry out the work of the organization with the prior approval of the Executive Board.

Section IX.2 Archive Committee

Works to preserve CIVSA’s historical documents while making them still accessible to the membership and also runs the CIVSA Lending Library.

Section IX.3 Communication Committee 

Makes suggestions for the CIVSA website and looks for ways to market CIVSA to non-members, including use of social media such as Facebook and Twitter.

Section IX.4 Conference Committee

Consists of sub-committees that work together to present the Annual Conference, including the educational program, transportation, meals, events and related activities.

Section IX.5 Member Relations Committee

Works to increase year-round benefits for current members.

Section IX.6 Nominating Committee

Convenes once each year to nominate members to a slate of officers, to be voted on at the Annual Conference.
Section IX.7 President’s Council

Comprised of former CIVSA presidents.  The committee advises the current Executive Board and also provides the organization with strategic planning.
Section IX.8 Research & Assessment Committee

Collects research about the Visitor/Information Services world and also helps members looking to do their own research.

Section IX.9 Standards Committee

Works to make all members aware of CIVS standards and encourages self-assessment and standards implementation in guidance from The Council for the Advancement of Standards in Higher Education (CAS). 

Section X – Annual Reports & Transfer of Records

Section X.1 Annual Reports

Each member of the Executive Board shall be responsible for submitting a brief mid-year and annual report to the membership. These reports will be made available to members on the CIVSA website.

Section X.2 Transfer of Records

Each member holding a position by election or appointment shall bear the responsibility to turn over to his/her successor all records which support that office or position within thirty (30) days after the close of the fiscal year. This thirty day rule also applies to members who resign their office or position before their term is ended.

Section XI – Audit Process 

At the conclusion of the CIVSA fiscal year (June 30), the financial records of the Association shall undergo a full audit in a manner prescribed by the Executive Board.

Section XII – Reimbursements
Reference to Bylaws Article V, Section I: Any travel reimbursements or allotments are determined by the Executive Board as defined in the Manual.

Section XII.1 Travel Reimbursements

CIVSA travel, and the expenses associated with it, will be authorized only in circumstances which are clearly consistent with the mission of the Association and approved in advance by the Executive Board. The President or Treasurer may disallow any claim or portion thereof that exceeds travel reimbursement standards and practices. Claim forms must be completed in their entirety, showing the completed itinerary and purpose of the travel expense. Travel reimbursements shall be authorized for, but may not be limited to, CIVSA executive board, regional directors, and other committee members authorized by the President.  All documentation must be submitted in agreement with the CIVSA Travel Reimbursement Policy found in Section XVII of the Operations Manual.
Section XII.2 Operational Expenditures and Reimbursements

All expenditures must be processed through the Association Management Company with a copy of the notification document sent to the Treasurer for review.  Payments of $7500 or greater require the signature of the Treasure, and the President or President-Elect.  Authority to use the association bank account and/or association credit card will include the President, Treasure, and the Association Manager.  All personal reimbursements will require documented approval of two executive officers of the organization.  Reimbursements must be submitted using the current reimbursement forms available on the CIVSA website.

Section XII.3 CAS Reimbursements

CIVSA will cover annual membership dues to the Council for the Advancement of Standards in Higher Education (CAS).  In addition, the organization will provide up to $1000 during each fiscal year to be used as travel reimbursement for one representative (Director or Alternate Director) to attend the Board of Director meetings held twice annually. Requests for reimbursements and documentation must follow the guidelines set forth in the travel reimbursement policy.
Section XII.4 Board Reimbursements

Executive Board members and Regional Directors attending the mid-year board meeting are eligible for $350 travel reimbursement in agreement with the CIVSA travel reimbursement policy to assist with travel expenses.  Executive Board members and Regional Directors may choose the option to waive the conference registration fee in place of the $350 travel reimbursement.  

Section XIII – Annual Conference Planning

Section XIII.1 Site Selection Process

The President Elect will work with a meeting procurement company to determine the best options for hosting the Annual Conference that will take place during the year the current President Elect will serve as President.  The findings will be presented to the Executive Board at the Mid-Year meeting for discussion and approval of the site of the conference.  The determined site will be presented at the Annual Conference the year prior.  

Section XIII.2 Conference Site

The site selected should be based on affordability for the organization and its members.  Preferred areas are in close vicinity to member schools and/or numerous institutions of higher education to provide for the opportunity to conduct visits to these campuses as part of the Annual Conference.  The conference site will rotate among the four regions located in the United States, and the next twenty years of conferences will be located in the following regions:

Region I – 2012, 2016, 2020, 2024, 2028

Region II – 2015, 2019, 2023, 2027, 2031

Region III – 2014, 2018, 2022, 2026, 2030

Region IV/V – 2013, 2017, 2021, 2025, 2029

Section XIII.2 Conference Committee

The President, upon approval of the Executive Board, will appoint a current member to serve as Chair of the Conference Committee.  The Conference Committee Chair oversees the entire Conference Committee.  The CIVSA President is an ex-officio member of the Conference Committee, the CIVSA Secretary serves as Logistical Coordinator and the Treasurer serves as the Fiscal Coordinator.  Sub-Committees may include, but are not limited to, Information Fair/Exhibits/Sponsorships, Local Arrangements, Member Relations, Networking Activities, Programming and Education and Publicity/Promotions.

Section XIII.3 Conference Dates

The preferred dates for the CIVSA Annual Conference are within the first two weeks of June and should be determined by consensus of the Executive Board.  The conference dates will be presented at the Annual Conference the year prior.

Section XIII.4 Conference Schedule

The Chair of the Conference Committee will manage the conference schedule which will be approved by the Executive Board.  Any changes to the schedule after final approval will be submitted to the Executive Board.

Section XIII.5 Conference Budget

The conference budget should balance expenditures against the fees and sponsorships received from attendees.  The Executive Board will approve the conference fee rates and sponsorship levels each year.  The CIVSA Treasurer will serve as Financial Coordinator and oversee conference spending.

Section XIII.6 Conference Hotel

The President Elect will work with the meeting procurement company to choose a hotel in the designated location and negotiate a contract.  The President Elect is also responsible for signing the contract after approval from the Executive Board.

Section XIII.7 Insurance

The organization must secure general liability special events insurance for the Annual Conference. 
Section XIV – Mid-Year Meeting

Section XIV.1 – Occurrence 

In accordance with By-Laws Article III, Section 3, at least one Mid-Year meeting of the CIVSA Board will be held.  The President will work with the CIVSA Board to determine a date that accommodates the most members, typically in November or December.

Section XIV.2 – Location

The preferred location for the Mid-Year meeting is the city and hotel selected to serve as the conference site for the upcoming Annual Conference.

Section XV – Revisions 

Any revisions to the Operations Manual will be documented in the CIVSA Manual Revisions Archives as an appendix to the Operations Manual. This document serves as a historical archive for all revisions to the CIVSA Operations Manual. Its purpose is to provide current and future CIVSA leadership with information about changes made to policies and procedures. This document is maintained by the current Secretary under the approval and supervision of the Executive Board. 
Section XVI - Manual Revisions Archives
Section XII – Reimbursements

Section XII.2 Operational Expenditures and Reimbursements - revised 7.13.11 - Motion (7.13.11 – 1)

Any expenditure outside of travel must be approved by the Treasurer prior to the transmittal of any funds.  Expenditures greater than $300.00 must receive prior documented authorization of the Treasurer and the President or President Elect.
All expenditures must be processed through the Association Management Company with a copy of the notification document sent to the Treasurer for review.  Payments of $3000 or greater require the signature of the Treasure, and the President or President-Elect. (revision)

Section XII.2 Operational Expenditures and Reimbursements – revised 7.13.11 – Motion (7.13.11 – 1)

Expenditures greater than $300.00 must receive prior documented authorization of the Treasurer and the President or President Elect.
Payments of $3000 or greater require the signature of the Treasure, and the President or President-Elect. (revision)
Section XII.2 Operational Expenditures and Reimbursements -  revised 6.6.13 – Motion (6.6.13-3)

Payments greater than $7,500 require the signature of the President or President-Elect and the Treasurer. (revision)
Section VIII – Officer Responsibilities, Terms & Qualifications

Section VIII.1 President - revised 7.13.11 - Motion (7.13.11 – 1)
The signature of the President is required for any transmittal of Association funds in excess of $300.
Payments of $3000 or greater require the signature of the Treasure, and the President or President-Elect. (revision)

Section VIII.1 President – revised 6.6.13 – Motion (6.6.13-3)

Payments greater than $7,500 require the signature of the President or President-Elect and the Treasurer. (revision)

Section VIII.2   President Elect - revised 7.13.11 - Motion (7.13.11 – 1)
Payments of $3000 or greater require the signature of the Treasure, and the President or President-Elect. (addition)

Section VIII.2 President Elect – revised 6.6.13 – Motion (6.6.13-3)

Payments greater than $7,500 require the signature of the President or President-Elect and the Treasurer. (revision)

Section VIII.5 Treasurer- revised 7.13.11 - Motion (7.13.11 – 1)
Expenditures greater than $300.00 require prior documented authorization of the President or President Elect.

Payments of $3000 or greater require the signature of the Treasure, and the President or President-Elect. (revision)

Section VIII.5 Treasurer – revised 6.6.13 – Motion (6.6.13-3)

Payments greater than $7,500 require the signature of the President or President-Elect and the Treasurer. (revision)
Section VIII.8 Conflict of Interest Policy – revised 2.8.12 – Motion (2.8.12-1)
Members of the Executive Board, Regional Directors, Committee Chairs, and the Association Manager are required to abide by the Conflict of Interest Policy and submit a signed Conflict of Interest Disclosure Form each membership year of service in one of these positions.

Section XII – Reimbursements
Section XII.4 Board Reimbursements – revised 12.3.11 – Motion (12.3.11-4)                         Executive Board members and Regional Directors attending the mid-year board meeting are eligible for $350 travel reimbursement in agreement with the CIVSA travel reimbursement policy to assist with travel expenses.  Executive Board members and Regional Directors may choose the option to waive the conference registration fee in place of the $350 travel reimbursement.  (addition)
Section I – Operations Manual & Statement of Purpose – revised 6.2.12 – Motion (6.2.12-3)

Strategic Plan for 2013-2016 will guide the activities of the Association. (addition)
Section VIII – Officer Responsibilities, Terms & Qualifications
Section VIII.6 Director of Communications – revised 6.2.12 - Motion (11.3.12-1)

Director of Communications job description will include “The Welcomer”, social media and development of a communication plan. (addition)
Approved               June 10, 2011
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