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I.
PURPOSE AND USE
This guide has been developed to assist officers, directors, and committee chairs of incorporated regions in the exercise of their duties. Unincorporated regions may also find the information useful. Each individual should study it to obtain a full understanding of the region organization. Because each region is a separate self-governing organization and has its own distinct identity, the guide is necessarily flexible.
Future revisions to this guide will be based on input from Institute directors reflecting contributions made by the various region officers, directors, and committee chairs. Each region is encouraged to develop its own Region Operating Guide to supplement this guide.
Regions are required by Institute policy section V.A.3. to perform certain functions, which are restated as follows:

a.
Communicate with chapter leaders and non-affiliated members within the region to assess needs, assist with problems, and to foster successful implementation of CSI activities and programs on a periodic basis. Communication includes but is not limited to face-to-face or virtual meetings, written communication, and phone calls,
b.
Provide reports through the Institute Director, or assigned liaison, in the form and manner prescribed by the Institute on a periodic basis,
c.
Bring forward qualified nominees from the region for Institute Director when requested,
d.
Bring forward a qualified member from the region for service on the Institute nominating committee when requested,
e.
Provide support, guidance, and assistance to monitored chapters, those chapters identified by Institute staff in accordance with the monitored chapter policy, within the region in coordination with Institute staff,
f.
Conduct its operations in accordance with applicable law, including but not limited to the regulations under Internal Revenue Code section 501(c)(6), the laws of the states in which the region operates, and the laws of the state in which the region is incorporated if applicable, and

g.
Perform self-evaluation of region operations in the manner and form prescribed by the Institute when requested.

II.
REGION ACTIVITIES
A.
General
1.
Region activities, programs, meetings, and conferences enable members and chapters to broaden the scope of CSI service and influence beyond the chapter level. As a liaison between chapter and Institute activity, region activities should be conceived and implemented so that they complement but do not dilute the programs of the Institute or interfere with Institute or chapter activities. Regions provide a scope for broad leadership development beyond the chapter level and opportunities for expanding horizons leading to future Institute leadership.
2.
Region programs benefit CSI. Some may address the entire region; others may be local in character but supported or co-sponsored by the region. Each region conducts region activities by methods suited to its own requirements and in accordance with its region bylaws or region guides, as appropriate.
B.
The Region
1.
The region shall be guided by the Institute Bylaws, Institute Policy, and other Institute administrative and organizational rules. Formation of regions is a geographic method of dividing the domain of the Institute into regional groups of chapters and members. Regions serve as a means for pooling talent, sharing ideas, developing programs, and providing communication links between the Institute and the chapters and members within the region.
2.
The region, through its Institute director, may speak for its chapters and members and can officially support Institute programs. Chapters in the region are guided by the proposals or actions adopted by the region’s governing body. However, such proposals or actions are governed by the documents listed in II.B.1. above.
C.
Members without Chapter Affiliation
Although these members may not often share in Institute and chapter programs, these members contribute to the finances of the region through the region dues allocation collected by the Institute, and the region should recognize them as full members and should encourage them to participate. They should be invited to region conferences, receive region communications, and the opportunity to participate in all other region activities.
D.
Region Activities
In addition to region conferences, many worthy programs can be implemented under the guidance of the region officers. Typically, these include region awards, educational or technical programs, region leadership training programs, and other activities. The region president should appoint qualified individuals to act as liaison between chapter committees and Institute committees. These individuals should be members of the region and have traditionally been known as region committee chairs.
E.
Region Committees

Region committees should include Academic Programs, Awards, Certification, Education, Membership, and Technical. Region sponsorship of these activities is beneficial to the chapter, region, and Institute. Refer to the specific guides for roles and responsibilities in these areas.
F.
Financing Region Activity
1.
Every member of the region contributes to the financial support of region programs and activities. The amount per member collected by the Institute as a region dues allocation is set at 7 percent of Institute dues by Institute policy. If necessary, the region may assess additional funds from the chapters collected annually to facilitate region and chapter budgeting.
2.
The budget for region funds should be prepared under the direction of the region president and treasurer in accordance with the region bylaws or the region operating guide, as appropriate. The region board should approve the budget.
III.
REGION ORGANIZATION 
A.
General A region is a geographically designated area established within the domain of CSI. There are currently 10 regions.
B.
Membership
1.
Institute membership is a prerequisite to region membership. Refer to Article IX of the Institute Bylaws for membership classifications.
2.
All Institute members of chapters chartered within the region’s designated geographical area, and members without chapter affiliation with their mailing address within the region’s designated geographical area are members of the region.
3.
All region members are encouraged to attend and participate in region meetings, conferences, and the Institute’s Annual Convention, including the annual meeting. 

C.
Region Board
1.
Organization:
a.
In accordance with its bylaws, the region is governed by its board.

b.
Consult the region bylaws for the term of office for each officer and director.
c.
The Institute Director elected from the region may be an ex officio and non-voting member, or voting member, of the region board if provided in the region bylaws. Communication between the region and the Institute should be through and facilitated by the Institute Director.
2.
Meetings: The region board should hold a face-to-face meeting at least once each year at the annual region conference, or conference held jointly by two or more regions. Other meetings may be held quarterly by telephone conference call or other electronic means as provided in the region’s bylaws.
3.
The responsibilities of the region board are to:
a.
Abide by rules and regulations of Institute Bylaws and policy and conduct and promote the activities of the region.
b.
Amend region bylaws as necessary to comply with amendments to the Institute Bylaws.
c.
Develop region policy and projects.
d.
Implement effective region functions and develop an effective leadership development program.
e.
Encourage active participation from all members of the region, including non-affiliated members.
f.
Assist in the development of new chapters within the region.

g.
Identify future region leaders and encourage their advancement to leadership positions within the region and Institute.
h.
Provide support for the chapters within the region.
D.
Executive Committee
1.
The officers of the region may comprise a region executive committee if provided in the region bylaws or other governing documents if the region is not incorporated.
2.
The duties and responsibilities of the region officers should be fixed by the region bylaws or other governing documents if the region is not incorporated.

3.
The region executive committee, if any, may administer the day-to-day affairs of the region and act when the board is not in session. The administrative duties of the region may be performed by an executive director, or the president in consultation with the executive committee, or as otherwise provided in the region bylaws.
IV.
REGION OFFICERS AND DIRECTORS 
A.
General
1.
It is essential that region officers and directors read and study the Institute Bylaws, Certificate of Incorporation, Institute Policy, Code of Ethics, and region bylaws before accepting the position. Duties shown following each office are suggested to meet the minimum administrative requirements of a region.
2.
Members of the region board are responsible for directing and coordinating the activities of the region.
B.
President
1.
The president of the region is a region member elected to serve in the manner described by the region bylaws.
2.
The region president should direct the activities of the region board and committees. After consultation with the region vice president/president-elect, the region president should select and appoint region committee chairs based on their known abilities.
3.
The region president should delegate as much authority as possible to the region officers, directors, and committee chairs. As the administrative head of the region, the region president is primarily responsible for ascertaining that the region board and committees function properly.
4.
Recommended responsibilities include:
a.
Presiding over meetings of the region board, executive committee if any, and membership,
b.
Appointing chairs and members of region standing and special committees (The region executive and nominating committees may report directly to the region president),
c.
Coordinating all region assignments and commitments, and
d.
Maintaining close liaison with the presidents of chapters within the region.
5.
The region president, as the primary manager and operating officer of the region, is responsible for all region activities. Region administration and bylaws are under their control, unless the region is incorporated, in which case the incorporation documents may establish some controls. These responsibilities cannot be relinquished. The region president must maintain ultimate control and management of region activities and finances, although operational details may be delegated.
a. 
Region Activities: The region president shall encourage participation in region activities, including region conferences and leadership training. The region president shall oversee and direct region conference planning and assist and advise the conference host chapter planning committee. They should also concern themselves with members not affiliated with a chapter and encourage their attendance and participation in region activities.
b.
Region Meetings: The region president is responsible for arranging meetings of the chapter presidents and region board or council. The region president prepares the agenda and serves as presiding officer.
c.
Region Committee Chairs: The region president should regularly communicate with each of their region’s committee chairs, assist, and motivate them to accomplish their corresponding Institute committee’s objectives as well as those of the region. Region chairs should disseminate information on Institute committee activities to the chapters within the region.
d.
Region Nominating Committee: A Region Nominating Committee should select not more than four nominees for Institute director no later than November 1 of the year prior to expiration of a director’s term. The retiring Institute director may be the nonvoting chair of the committee unless currently serving as director by appointment. Refer to VIII.C.2 for a list of desirable qualities a director should possess. Note that some of the listed qualities can only be acquired after one becomes a director, but a nominee should have the potential for developing such qualities. (See Article VI of the Institute Bylaws for complete requirements.)
e.
Chapter Assistance: The region president must continually monitor the status and activity of each chapter within their region and be alert to signs of potential problems. They should also assist in the development of new chapters within the region. They must assist chapter leadership in encouraging active participation by all members, developing effective chapter functions, and planning a leadership development program. They provide leadership, guidance, and counseling for local chapter and region-wide activities.
f.
Chapter Visits: Each chapter within the region should be visited, or otherwise communicated with, by a region leader (e.g., president or vice president/president-elect) periodically. In no case should the time between visits to a chapter by a region leader exceed two years.
g.
Reports: The Institute director is required to report to the Institute Board before each Board meeting on the level of activities and status of each chapter within the region. The region president and vice president/president-elect should timely provide information to the Institute director based on their chapter communications.
h.
Future Leaders: Not every individual has the ability or inclination to serve beyond the chapter level. However, the region president should assist the Institute director to identify potential leaders in their regions and should carefully evaluate those potential leaders’ abilities, willingness, and availability to serve. They should encourage the interest of these potential leaders in advancing to leadership roles in the Institute. Potential leaders whose circumstances do not permit them to participate more fully in Institute activities at the present time, but whose position might change in the future, should also be identified. Note: Recommendations to Institute-level positions should not be regarded as “rewards” for contributions at chapter and region levels, but rather as recognition of demonstrated special ability and talent.
C.
Vice Presidents and/or President-elect
1.
The vice president/president-elect of the region is a region member elected to serve in the manner described by the region bylaws or other governing documents if the region is not incorporated.
2.
The primary responsibility of the region vice president/president-elect is to act in the absence of the region president. The region vice president/president-elect should be familiar with all region activities.
3.
The region vice president/president-elect should consult with the region president on appointments to region committees.
4.
Recommended responsibilities include:
a.
Attend region meetings,
b.
Preside at region meetings in the absence of the region president, and
c.
Maintain close liaison with the presidents of chapters within the region.
D. Secretary
1.
The region secretary is a region member elected or selected to serve in the manner described by the region bylaws.
2.
The function of the region secretary is essential to region operation. The region secretary serves on the region executive committee and board, participating in policy making and translating it into action. The region secretary’s minutes are the region’s history. Accurate and up-to-date minutes and records of the region are highly important. As the only written record of region activities, the minutes are accepted as legal evidence of resolutions and action taken.
3.
Recommended responsibilities include:
a.
Record and prepare minutes of region executive committee, board, and membership meetings,
b.
Receive and distribute, or answer all region correspondence,
c.
Maintain a permanent region file of correspondence and minutes of meetings,
d.
Assist the region president in preparing agendas for region meetings, sending the agendas to attendees at least two weeks before meetings of the region executive committee, board, or membership,
e.
Assure prompt region correspondence with the Institute and chapters within the region, and
f.
Prepare the annual report for the region and distributing it to the region officers and directors and presidents of chapters within the region not later than June 1.
E.
Treasurer
1.
The region treasurer is a region member elected or selected to serve in the manner described by the region bylaws.
2.
The region treasurer must combine a faculty for keeping accurate financial records with ability and foresight to prepare a region budget. It is essential that the region treasurer know the basics of bookkeeping.
3.
Recommended responsibilities include:
a.
Verify accounting from the previous region treasurer and transfer the signature authority for the region bank account, and prepare new signature cards of authorized officers (Because the treasurer handles other people’s money, a financial audit should be made at the close of the fiscal year, either by a region committee or a certified public accountant.),
b.
Serve as a member of the region finance committee, prepare the annual region budget, and present the budget to the board for approval,
c.
Maintain accurate bookkeeping records,
d.
Pay accounts due with proper distribution to the various accounts,
e.
Receive and post region dues allocations or assessments if applicable,
f.
Submit a financial report at the annual region meeting, presenting the statement of accounts and the bank balance, note unusual expenditures, and list recommendations for future budgets and operating procedures, and
g.
Prepare a schedule of fixed annual payments including completion and deadline dates for tax reporting forms.
F.
Immediate Past President

The most recent former president may serve on the board, if provided in the region bylaws or other governing document. The immediate past president may serve as chair of the region nominating committee and have other duties assigned by the president or the board.
G.
Region Directors

Unless region bylaws provide otherwise, region directors are normally elected or appointed by the chapters within the region. As members of the region board, they are part of the governing body of the region. The chapter president may designate a proxy voter in the absence of the chapter’s region director.
V.
REGION COMMITTEE CHAIRS

Each region should appoint liaisons, which may take the role of committee chairs, parallel to Institute standing committees including academic programs, awards, certification, education, finance, membership, nominating, and technical. The region may find it advisable to establish standing committees for region operations, conference programs, leadership training, planning, and other functions as appropriate for the operational needs of the region. Each liaison or committee chair should maintain a complete file on all committee activities and prepare a report to the region board.
VI.
REGION INCORPORATION
The Institute recommends, for the protection of the officers and directors of a region and the general members of the region, that regions be incorporated as nonprofit organizations. Legal counsel should be consulted. Generally, incorporation of the region should be in one of the states in the region where the activities, main office, and concentration of interests of the region are located. There may be a requirement that a resident of the state be appointed as the “corporate agent” or “statutory agent” to accept service on behalf of the corporation.
The Institute attorney has prepared the following background commentary on region incorporation:
“The Construction Specifications Institute in its national organization established specific regions but did not establish a requirement for incorporation of regions. Primarily because of financial and liability considerations, region incorporation has gained favor as a prudent organizational structure.
“Regions incur contractual obligations, participate in activities which can generate claims for damages other than contractual claims and generate revenues and accumulate assets which in turn can give rise to potential tax liability and reporting requirements.
“In order to permit autonomous existence by the region in a way that also permits integration of the regions in the organization and administration of the Institute, this guide was prepared as a suggested approach to follow in the event the region decides to incorporate.
“In the event the region becomes incorporated, a fundamental procedure to follow in all business transactions is to represent clearly and specifically that the region corporation is the contracting party and not the Institute. Specifically, in all written contracts such as region conference agreements, leases, insurance policies, and any other written agreement, the name of the region corporation should be used and the name “Construction Specifications Institute” should be avoided. That which holds true for written agreements should also be followed in cases of verbal agreements. Always point out to the other contracting party or parties that they are dealing with the region corporation and not the Institute.
“In those cases where a claim for damages is asserted because of negligence or acts of region representatives, the insurance protection should have been established for the protection of the region corporation and its representatives and not the Institute.
“All financial dealings and reporting should be accomplished in the name of the region corporation and not in the name of the Institute. The region corporation should obtain its own tax-exempt status, file its own federal and state tax returns, and deal with all financial institutions in its own name and not in the name of the Institute.
“Responsibility for all state and federal corporate filings, payment of all obligations of the regions and all internal audit procedures must rest solely with the region and not with the Institute. There is no requirement for the region to notify the Institute of its financial or filing information. In short, it cannot be over-emphasized that the sole and total responsibility for all business affairs and administration of region activities shall rest only in the region.
“The most valuable assistance that can be received by the region is to be found in seeking the advice of counsel and accountants.”
Specific guidance on the process of incorporating a region may be found in Appendix B, attached to this Region Administration Guide.

VII.
OPERATION OF THE REGION AFTER INCORPORATION
The region corporation should operate in accordance with the laws of the state of incorporation, the articles of incorporation, and the bylaws of the corporation. The region board may adopt procedural requirements from time to time in order to provide order for conducting business. These procedural requirements, which may be called policy, rules, or regulations, may complement the more formal requirements contained in the laws, articles of incorporation, and bylaws and assist in the conduct of administrative duties between meetings of the board.

VIII.
NOMINATION OF INSTITUTE DIRECTORS
A.
Purpose and Use: This guide is a tool to assist the region in nominating Institute directors by outlining their principle functions and duties with particular attention to the nature of an Institute director’s responsibilities by serving on the Institute Board.
The Institute director should know the following basic items, which are fully explained in these Administrative References:
1.
Institute organization structure
2.
Institute Bylaws
3.
Institute Policy
4.
CSI Mission

5.
CSI Goals
B.
General
1.
The Institute director is elected by members within each of the Institute’s geographically described regions. Institute directors are members of their respective regions who are recognized for their leadership qualifications, knowledge of CSI, and the characteristics of the construction industry in their regions. Institute directors are corporate directors of the Institute whose first priority is to establish Institute policy and to manage and control the affairs of the Institute. In this capacity, they serve the interests of all members of the Institute. 

2.
Election to the Board of CSI is the result of the expressed vote of confidence by the members of the regions. By virtue of their election, the Institute directors assume responsibility for leadership, thoughtful judgment, and advancement of all CSI programs and activities. A position on the Board is not an honorary post. As a representative of the membership, the Institute directors hold an important office in CSI. Membership on the Board imposes the duty to creatively study all aspects of Institute activity, promote CSI’s effectiveness, and increase the Institute’s influence for the benefit of the members and the construction industry.
C.
Responsibilities 

1.
Institute Responsibilities

Institute directors, as corporate directors of the Institute, must attend all Institute Board meetings, and actively and conscientiously participate in the business of the Board and the affairs of the Institute, which may include serving on committees of the Board. They should become thoroughly familiar with all Institute plans, programs, and policies. They may be assigned to act as liaison between the Board and Institute committees or task teams, or represent the Institute at region meetings other than their own. As the link between members within their regions and the Institute Board, they serve as representatives for the interests of all CSI members.
a.
General: Institute directors must be continually alert to communicate to the Institute Board and staff all matters of importance arising at the chapter and region levels. Each director must be cognizant of the condition of each chapter in the region as reflected by growth or decline in membership and level of activities.
b.
Liaison: As representatives of the Institute, Institute directors should participate in programs of allied associations and groups within their regions, and consult and coordinate common local or regional projects. The Institute directors should promote CSI by means of releases to the press and building-trade bulletins within their regions.
c.
Nominations for Institute Committees: Each February, nominations are requested for submission to the Institute Board Committee Oversight Committee for selection of qualified candidates. Refer to Item IV.B.5.h. for selection of future leaders.
1)
Current Institute committee members should not be included unless they request a change in designation or are in their third year of committee service.
2)
Refer to the Committee Guide for duties, responsibilities, and nominee requirements.
3)
The Institute director should consult with the region president and vice president/president-elect to identify potential candidates.

4)
Nominees should be matched to positions where their talents are most suited.
5)
Recommendations and resumes must be specific to desired positions.
Extensive resumes or lengthy listings of non-relevant activities or awards should not be submitted. Nominees should submit their names for no more than three committees.
2.
Qualifications
In order to properly carry out the assigned responsibilities, an Institute director must possess the following:
a.
Thorough knowledge of CSI including:

1)
CSI’s organizational structure.

2)
Working knowledge of the Institute committees, staff organization, and individuals involved.

3)
Institute programs, services, and activities.

4)
Region organization and activities. (The types and extent of intra-region organizations and activities vary widely. Directors should be conversant in their own region’s procedures and endeavor to become aware of other approaches.)

5)
Institute, region, and chapter finances.
6)
Varying characteristics of the chapters within the region.
7)
Attendance levels at Institute conventions and region conferences.
8)
Chapter administration procedures.
9)
Familiarity with leading CSI members at all levels of the Institute.
b.
General business qualifications including:

1)
Knowledge of corporate decision-making processes.

2)
Knowledge of corporate finances, specifically relating to a nonprofit organization.
3)
Knowledge of parliamentary procedures.

4)
Availability of time and flexibility of schedule. Chapter visits and Institute Board meetings will demand many hours away from home.

5)
Availability of private funds that may be needed to cover expenses not reimbursed by CSI. Example: cost of attending the Institute convention other than costs of travel and two nights’ lodging, as well as private social expenses at CSI functions.
c.
Personality traits that include:

1)
Analytical ability.

2)
Leadership qualifications.

3)
Ability to conduct and participate in formal and semi-formal public forums.

4)
Ability to make decisions.
5)
Ability to formulate an opinion and verbalize it quickly and logically.
6)
Dedication to CSI.
3.
Correspondence
a.
Communication is vital. Extensive use of information copies of correspondence should be sent to other directors, officers, and the Institute staff to keep them informed of region activities.
b.
The Institute directors from each region are responsible for informing the Institute about region affairs. Periodic communication with the region president and vice president/president-elect will be crucial for accomplishing this function.
Appendix A – Model Region Bylaws
Bylaws of the ____________ Region of
The Construction Specifications Institute, Inc.

ARTICLE I - NAME

A.
The name of this organization is the ______________________________ Region of The Construction Specifications Institute, Inc., hereinafter referred to as the “Region,” said Region being an affiliate region of The Construction Specifications Institute, Inc., hereinafter referred to as the “Institute.”

ARTICLE II - GOVERNING AUTHORITY

A.
The Region is governed and operated in accordance with the laws of the State of ________________, provisions of the Institute Bylaws, these bylaws, the regulations and requirements for the conduct of members, chapters, and regions of the Institute as adopted from time to time by the Institute Board and the rules and instructions of the Region’s board issued through its officers.

ARTICLE III - PURPOSE AND POLICY

Section 1. 

A.
The purpose of the Region is to provide a medium at the region level for the advancement of the objectives of the Institute.

Section 2. 

A.
The name, funds, or influence of the Region may be used only in support of this purpose.

ARTICLE IV - DOMAIN AND MEMBERSHIP

Section 1. 

A.
The domain of the Region shall be the___________________________________ Region of the United States of America as geographically designated by the Institute.

Section 2. 

A.
The membership of the Region shall be comprised of the members of the Institute within the domain of the Region.

ARTICLE V - BOARD

Section 1. 

A.
The management and direction of the Region shall be delegated exclusively to its board.

Note: The directors of the Region board have traditionally been a representative of each chapter in the Region, usually the chapter presidents. However, the Region may use a different methodology for electing directors. The second sentence in the following paragraph should be modified appropriately.

Section 2. 

A.
The board shall consist of the following members: president, [president-elect,] [vice president[s],] secretary, treasurer, [immediate past president,] and directors. [The directors shall be the presidents of the chapters of the Institute within the Region or their alternates as directed by their chapter bylaws or as directed by their chapter board.] [Emerging Professional members may serve in any of the elected board positions.] The term of office for the directors shall coincide with the Institute’s fiscal year and shall continue until their respective successors take office. [The Institute Director elected from the Region shall be an ex officio [non-voting] member of the Region board.][No member may hold more than one position on the board concurrently.] Members of the board who for any reason whatsoever cease to be members of the [Region or ] Institute shall thereupon no longer hold such office in the Region. 
Section 3. 

A.
The board shall have control and management of the affairs of the Region with authority to conduct the business of the Region.

Section 4. 

A.
The board shall hold [insert number] regular meetings during the year; the time and place of which shall be fixed by the board. Special meetings shall only be held upon the call of the president or a majority of the board upon seven days written notice. Board meetings may be held via electronic means provided they be conducted by an audio, video, or computer-based teleconferencing technology that allows all persons participating to hear each other at the same time.

Section 5. 

A.
A majority of the board shall constitute a quorum.

Section 6. 

A.
The board shall select all standing and special committees, designate duties, and may authorize compensation for justifiable expenses.

Section 7. 

A.
Any vacancies that occur in the board shall be filled as follows for the duration of the unexpired term: 

1.
A director vacancy shall be filled by the chapter where the vacancy exists.

2.
In the event of a vacancy in the office of the president of the Region, the [vice president][president-elect] of the Region shall assume the presidency of the Region.

3.
A vacancy in the office of [vice president][president-elect], secretary, or treasurer shall be filled by the board for the duration of the unexpired term.

Section 8. 

A.
The order of business for meetings shall be determined by the presiding officer. These bylaws and Roberts Rules of Order Newly Revised shall govern the conduct of the meetings.

Note: The Region may establish (or continue) an executive committee through its bylaws, if the executive committee facilitates the effective functioning of the Region based on its operational needs. If the executive committee article is included, the remaining articles must be renumbered.

[ARTICLE VI - EXECUTIVE COMMITTEE

Section 1. 

A.
The executive committee, as officers of the Region, shall consist of the president, [vice president][president-elect], secretary, [and] treasurer [and immediate past president].

Section 2. 

A.
The executive committee shall exercise, at all times when the board is not in session, such part of the authority of the board in the control and management of the Region’s affairs as the board may delegate to it.

Section 3. 

A.
Meetings of the executive committee may be held upon the call of the president.

Section 4. 

A.
A majority of the executive committee shall constitute a quorum.

Section 5. 

A.
The order of business for meetings shall be determined by the president. These bylaws and Roberts Rules of Order Newly Revised shall be the guide for the conduct of the executive committee meetings.]
ARTICLE VI - OFFICERS

Section 1. 

A.
The president of the Region shall serve as chair of the board [and the executive committee], preside at all Region meetings, appoint the chairs of all committees, be an ex officio member of all committees, and sign all agreements and formal instruments on behalf of the Region. [The president shall be elected by the members of the Region and serve for a term of [insert number] years or until a successor is elected.][The president shall be elected by the board and serve for a term of [insert number] years or until a successor is elected.][The current president-elect shall assume the office of president without election, and serve for a term of [insert number] years or until a successor assumes office.] In the temporary absence or disability of the president, the president-elect shall discharge the duties of the president.

Section 2. 

A.
[The president-elect of the Region shall be a member of the [executive committee and] board, an ex officio member of all committees of the Region, and shall have such assignments as may be made by the president or the board. The [president-elect] shall [be elected by the members of the Region and][be elected by the board and] serve for a term of [insert number] years or until a successor is elected.]

Note: If the Region includes a president-elect use the paragraph above. If the Region has one or more vice presidents, the following paragraph should be included. These paragraphs must be edited and coordinated appropriately, and following paragraphs must be renumbered.

Section 3.

A.
The vice president[s] shall perform such duties as assigned by the president or the board and discharge the duties of president upon the absence of both the president and president-elect. The vice president[s] shall [be elected by the members of the Region and][be elected by the board and] serve for a term of [insert number] year or until a successor is elected.]

Section 3. [4.]
A.
The secretary shall keep the minutes of all meetings of the Region and board; preserve all papers, letter and transactions of the Region; and have custody of the corporate seal. The secretary shall issue notices for all meetings for which notice must be given. The secretary shall have such other duties as may be prescribed from time to time by the board. The duties of the secretary, under authority of the board, may be assigned in whole or in part, to other assistants as the board may determine. [The secretary shall be elected by the [members of the Region][board] and serve for a term of [one year][two years, expiring in [odd] numbered years], or until a successor is elected.][The secretary shall be appointed by the president[ with the advice and consent of the board], and serve for a term of one year, or until a successor is appointed.]

Section 4. [5.]
A.
The treasurer shall collect and receipt for monies and securities; deposit funds and disburse and dispose of the same, subject to the direction of the board; keep accurate books of account; submit a report at board meetings; and submit a report of office at the annual meeting. The treasurer shall perform such other duties as prescribed from time to time by the board. [The treasurer shall be elected by the [members of the Region][board] and serve for a term of [one year][two years, expiring in [odd] numbered years], or until a successor is elected.][The treasurer shall be appointed by the president[ with the advice and consent of the board], and serve for a term of one year, or until a successor is appointed.]

Note: The Institute has eliminated the position of immediate past president on the Institute Board. Each region should consider the merits of maintaining this position based on its operational needs.

Section 5. [6.] 

A.
No person shall hold more than one region office at one time.

[Section 6. [7.] 

A.
The immediate past president shall be a member of the [executive committee and the ]Board, serve as chair of the nominating committee, and have other assignments as prescribed by the president, the executive committee, or the Board. The immediate past president shall be the former president of the Region who has completed the most recent term.]

ARTICLE VII - NOMINATION OF INSTITUTE DIRECTORS
Note: Regions will need to draft this article to suit the method of selecting Institute director nominees. Regions vary in the way this is handled, so the Model shows the choice of having a committee or the Region board acting as a committee to perform the duty. Timing is critical, so particular care should be exercised when establishing dates, especially when the board option is selected. 

Two options exist, differing in the method by which a region may set up its nominating process:

Option 1. Nomination by Region Nominating Committee

Section 1. 

A.
The Region shall conform to Institute Bylaws Article V for selecting nominees for Institute directors.

Section 2. 

A.
Not later than [fill in appropriate date] of the administrative year in which the term of the Institute director expires the following June 30, a Region nominating committee comprised of a chair and [one member designated by each chapter][[number] members of the Region] shall be formed.

Section 3. 

A.
The nominating committee shall prepare a list of qualified members willing to have their name placed into nomination.
B.
The nominating committee shall endeavor to select candidates so the composition of the board reflects the diversity of chapter membership.

Section 4. 

A.
At least one and not more than four qualified members shall be nominated.
B.
For purposes of Region elections, voting members shall include Professional members [and Emerging Professional members].
Section 5. 

A.
Not later than November 1, the Region [chair of the nominating committee or secretary, as appropriate] shall notify the Institute secretary of the results of the nomination including a listing of names, addresses, email addresses, and telephone numbers of the nominees.

[End of Option 1]

Option 2: Nomination by Nominating Committee Comprised of Region Board Members. 

ARTICLE VII - NOMINATION OF INSTITUTE DIRECTORS

Section 1. 

A.
The Region shall conform to Institute Bylaws Article V for selecting nominees for Institute directors.

Section 2. 

A.
Not later than [fill in appropriate date] of the administrative year in which the term of the Institute director expires the following June 30, a Region nominating committee comprised of a chair and the Region directors shall be formed.

Section 3. 

A.
The nominating committee shall prepare a list of qualified members willing to have their name placed into nomination, and present the list to the board not later than the regular meeting in [fill in appropriate date]. At this time, board members may present nominations from the floor. Voting shall be by written ballot. The nominating committee shall prepare the ballot, which shall include the original list of nominees and those nominated from the floor.

Section 4. 

A.
At least one and not more than four qualified members shall be nominated. The ballots shall be counted and certified by tellers appointed by the Region president, and the results reported to the Region board.

Section 5. 

A.
Not later than November 1, the Region [chair of the nominating committee or secretary, as appropriate] shall notify the Institute secretary of the results of the nomination including a listing of names, addresses, email addresses, and telephone numbers of the nominees.

[End of Option 2]

ARTICLE VIII - NOMINATION AND ELECTION OF OFFICERS

Note: Each region needs to develop its own formal policy and procedure for electing officers. The [president][president-elect] and vice president[s] should be elected. The secretary and the treasurer, may be elected or appointed. This is determined within the operating procedures of each region.

Region directors normally are appointed or elected by the chapters, or otherwise mandated in their bylaws.

Section 1. 

A.
Officers shall be elected to those offices as established by Article VI .by the [members of the Region][board]. [The [current president-elect shall assume without election the office of president and the ]current president shall assume without election the office of immediate past president]

Section 2. 

A.
Officers of the Region shall be elected [or appointed ]to hold office for a period beginning July 1 and ending on June 30 of the respective years. [The president or vice president[s] shall not hold the same office for more than two consecutive terms.]

Section 3. 

A.
The Region nominating committee shall prepare a list of nominees, showing at least one name for each elected position on the board due to become vacant, and present the list to the Region.
B.
The nominating committee shall endeavor to select candidates so the composition of the board reflects the diversity of chapter membership.

Section 4. 

A.
Each voting member of the Region shall be provided with a ballot at least two weeks prior to the ballot count. Eligibility to vote shall be as defined in the Institute Bylaws. The winners shall be determined by a plurality of votes cast.
B.
For purposes of Region elections, voting members shall include Professional members [and Emerging Professional members.]
Section 5.  

A.
The ballots shall be counted, and the results reported to the members of the Region.

Section 6.  

A.
Not later than April 30, the Region secretary shall notify the Institute office of the results of the election and shall submit a complete listing of the Region officers for the coming year, with their addresses, email addresses, and telephone numbers. 

ARTICLE IX - COMMITTEES

A.
The board shall create committees of the Region and delegate to these committees such powers and functions as it finds desirable for the conduct of business and for carrying out the purposes for which the Region has been organized. The board may authorize compensation for justifiable expense for the committees. All members serving on Region committees shall be members of the Institute and the Region.

ARTICLE X - MEETINGS OF THE REGION

Section 1. 

A.
The Region shall meet annually at such times and places as fixed by the board. Any member of the Region in good standing in the Institute may attend the Region annual meeting.

Section 2. 

A.
Special meetings may be called by the board upon written request of a quorum of the board to the president of the Region. Any member of the Region in good standing may attend the special meeting.

Section 3. 

A.
The time and place of the annual and special meetings shall be announced to all members of the Region at least 20 days in advance.

Section 4. 

A.
The order of business for meetings of the members of the Region shall be determined by the board. Roberts Rules of Order Newly Revised shall govern, except where otherwise provided in these bylaws.

Section 5. 

A.
One member in good standing from a majority of the chapters of the Region and one presiding officer present at an annual or special meeting shall constitute a quorum.

ARTICLE XI - FISCAL ADMINISTRATION

Section 1. 

A.
The fiscal year of the Region shall commence on July 1 of each year or as determined by the affirmative vote of at least two-thirds of the members of the board.

Section 2. 

A.
Funding:

1.
The principal funding for the operation of the Region shall be by an allocation from the Institute dues of each member of the Region. Supplemental funding may be provided through an assessment of each chapter member.[ This assessment shall be approved by the Region board at a meeting before the end of each fiscal year.]

2.
If the assessment is an amount greater than zero dollars per member, the treasurer shall notify each chapter in the Region as to the amount of the assessment to be remitted to the treasurer prior to [fill in appropriate date]. The amount of the assessment shall be based on the membership as published in the official Institute report of membership through [fill in appropriate date].

3.
At the close of the fiscal year, the treasurer shall determine if informational forms and tax returns are required, and shall cause same to be filed with, and shall pay any taxes due, to the Internal Revenue Service and other authorities within the prescribed time limits.

Section 3. 

A.
The board shall appoint a committee to audit the books and transactions of the treasurer at the close of the fiscal year. The committee’s report shall be available at the next regular meeting of the members of the Region.

ARTICLE XII - AMENDMENTS

Section 1. 

A.
Proposals for amendments to these bylaws may be made by the board or submitted to the board in a petition, accompanied with detailed justification for the proposed changes, and signed by not less than 1 percent of the members of the Region. Proposed amendments to these Region bylaws shall be submitted to the Institute secretary for approval. After approval by the Institute secretary, the amendments shall be publicized to each member at least two weeks prior to a regular or special meeting.

Section 2. 

A.
[An affirmative vote by at least two-thirds of the voting members present at the next regular or special meeting is required to approve an amendment to these bylaws.][An affirmative vote by at least two-thirds of the board is required to approve an amendment to these bylaws, except when required by [__________] law or determined by the board, an affirmative vote of at least two-thirds of the voting members present at the next regular or special meeting or of those voting by ballot.]

ARTICLE XIII - NUMBERING OF ARTICLES AND SECTIONS

A.
The board is authorized to number the articles and sections of these bylaws to correspond with any changes that may be made.

Appendix B – Guide For Incorporation of Chapters and Regions

This guide is not intended to be a “turnkey” program for organization and operation of a chapter or region corporation. It is intended to supply the chapter or region with an overview of start-up considerations, including a generic bylaws section. All of this information should be reviewed with appropriate legal counsel prior to formal incorporation.
A.
Corporate Name
Nonprofit corporations are required to adopt names in order to indicate what party is the legal entity. Statutes usually require the corporate name to be stated in the Articles of Incorporation. Two important considerations are applicable in choosing the corporate name:
1.
The name selected should not mislead the public.
2.
The name selected should not be similar to that of an existing corporation.
In all probability, the corporate name of the region corporation shall be “The __________ Chapter of the Construction Specifications Institute, Inc.” or “The __________ Region of the Construction Specifications Institute, Inc.” Each state, in the corporation or business filing division of its Department of State, maintains lists of names already in use. This information is available, free (sometimes via the internet) or at a nominal charge, to any inquirer. A letter of inquiry should be addressed to the secretary of state. Many states now permit reservation of a corporate name by incorporators. The reservation is for a stated period of time and is often renewable. In the unlikely event that the name is already in use at the time of application, the incorporators should contact the persons who have formed a corporation with the name of the Institute contained within it. The unauthorized use of the name of the Institute could result in possible legal action against the organization using such a name.
B.
State of Incorporation
The corporation must be organized and existing under the laws of a specific state within the region. Leaders should consult with an attorney practicing within the region for proper selection of the state of incorporation. Although many states have adopted the model not-for-profit or non-profit corporation in its basic form, numerous variations of local practice and tax considerations will dictate the choice of the state of incorporation. Such considerations are particularly applicable with respect to the preparation of the articles and procedures discussed in the following section. Generally, the region should incorporate in a state where the activities, main office, and concentration of interests are located. To select another state within the region that does not meet this test may involve qualifying in the state of principal operation as a “foreign corporation.” This, in turn, could result in additional costs, multiplicity of reports, tax problems, and other confusion.
C. Preparing the Articles (Certificate) of Incorporation

Incorporation documents are called by different names in different states. In most states, the term “Articles of Incorporation” is used. In some states, the term is “Certificate of Incorporation.” A few states utilize special kinds of documents such as “Articles of Organizations,” “Articles of Agreement,” and “Charter of Incorporation.”

The Articles (or Certificate) of Incorporation should be prepared by an attorney engaged by the organizers. He or she may become the attorney for the corporation. Use of the widely advertised “do-it-yourself” forms sold in some states is unwise and may result in serious problems for the corporation.
Preparation of the Articles is a cooperative action. The organizers tell the attorney what they propose to do, who is going to sign the certificate, and so forth. The attorney then drafts the set of Articles and submits it to the organizers for approval.
Although there is some variation in the form prescribed by states for the Certificate of Incorporation, the variation is surprisingly small. Usually the chief difference is the minimum number of incorporators required. In some states, a one-person incorporation is allowed; other states may require a minimum of three incorporators, and in other states, a minimum number of incorporators may be seven. Other differences are in the titles of the approving agencies or procedures for filing the certificate.
In almost all states, the essentials of the Articles (Certificate) of Incorporation are the following:
1 Title (e.g., Articles or Certificate of Incorporation).
2 Name and number of the statute under which incorporation is sought.
3 Name of the corporation.
4 Purpose clause (refer to paragraph “Third” of the Institute Certificate of Incorporation for suggested language).
5 Statement of nonprofit nature of the corporation.
6 Statement barring “prohibited” transactions (usually necessary in order to obtain tax exemption).
7 The locality where corporate activities are to be conducted.
8 The city, town or village, and county where the principal corporation office is to be located.
9 The number of directors or trustees or a stated maximum and minimum number.
10 The names and resident addresses of the persons who are to be the directors until the first annual meeting.
11 A statement that all the subscribers to the certificate are of legal age, citizens of the United States, etc.
12 The name and address of the designated agent for service of process. The agent may be required to reside in the state in which the organization is incorporated.
13 The signatures, addresses, and in some cases, acknowledgments that each signer signed in the presence of a notary public.
14 Other variations, including a statement from governmental agencies whose approval is required, an attorney’s statement of no previous application, and a designation of the Secretary of State as the corporation’s agent for the service of legal process against the corporation, can be found in all the states. Other state requirements include procedures for execution of the articles (certificate), filing fees, and the filing of the certificate.
D. Organization Meetings

Formal organization of a corporation usually is completed at the meeting of incorporators, while in some cases a similar organization meeting of the directors named in the articles of incorporation is required. Again, the advice of the corporate attorney is necessary to understand fully the requirements for the organization meeting. Meetings of the organizers of a corporation occur before the articles of incorporation are prepared. None of these meetings is the “organization meeting.”
The organization meeting is the first general meeting of the corporation members after the articles of incorporation have been filed. The corporation technically comes into existence when the filing occurs. As a practical matter, it cannot operate until an organization meeting is held.
At the organization meeting, at least the following matters ordinarily must be 

accomplished:
1.
Directors named in the charter must be confirmed in office or new ones must be elected.
2.
Bylaws or a constitution must be adopted.
3.
Officers must be elected. This may be by direct election by the members or by the directors. It is best for the attorney or the incorporator to send formal written notice instead of relying on telephone or other oral arrangements for the organization meeting. A copy of the notice should be retained by the sender. Ten days is the usual safe period of notice before a meeting.
Appendix C – Guide for Region Conferences 
A.
General:
1.
The president of the region is in charge of and presides at region conferences. The vice president/president-elect should participate by specific assignments. The Institute Director elected from the region should also attend and provide reports on news and information related to the Institute. The Institute may also send Board and staff representatives to supplement the Institute Director’s role and responsibilities for reporting and providing feedback from the region.
2.
The region conference orients chapter officers, committee chairs, and members. It informs them of Institute affairs, reports the status of current programs, and instructs them about new programs. It is a meeting to discuss problems of mutual concern, share ideas and experiences, develop programs for the region, explore possible improvements in CSI methods and functions, and discuss chapter and region affairs. Each region should develop its own guidelines for conference operations.
3.
The conference should not attempt to compete with the annual convention. To do so tends to defeat the value of the conference, reduces the impact of the convention, and burdens the region.
4.
The region conference must not be scheduled to conflict with Institute’s Board meeting dates.
B.
Official Institute Representation:
1.
An officer and staff representative from the Institute, when possible, have traditionally been assigned to attend each region conference. The Institute may pay some expenses for Institute-assigned representatives to region meetings. The usual courtesies should be extended including proper recognition during the technical program and appropriate seating at programmed luncheons and dinners. A courteous gesture is for the officer to be met upon arrival by a representative of the conference committee.
2.
The Institute director should inform the assigned officer and the Institute office as early as possible of the dates, location, and other details of the conference. Having queried chapters for subjects of particular interest to them, the region director should pass this information on to the officer and to the Institute office so that their representatives can be responsive to those particular points in their presentations. Meeting dates and locations are also necessary for Institute publications.
C.
Conference Committee:
The host chapter usually organizes the conference committee from its membership. Alternatively, the region may decide to appoint a standing conference committee from the region members. The committee should arrange for the meeting place, publish notices, handle public relations, provide conference secretarial services, reproduce minutes or reports, attend to financial details, and arrange for social activities and spouses’ events. In consultation with the region president, the committee should plan the program and arrange for the speakers and panelists. Courtesies extended to the Institute’s official representatives should also be extended to outside speakers.
D.
Conference Meeting Dates:
1.
Conference dates should be scheduled at least two years in advance. The region president should coordinate the proposed date with the Institute through the Institute director to avoid conflict with other conferences and Board meetings, or major committee meetings. The date should also avoid conflict with major meetings of allied professional and industry groups, other major attractions, and holidays. Be aware of and sensitive to religious holidays that restrict travel.
2.
The time of year for a conference will vary with the region. Many conferences are held in the fall, which helps stimulate activity early in the administrative year. A January or February conference might act as a mid-season stimulus.
E.
Conference Host Chapter:
Because it tends to stimulate activities of the host chapter, the conference should be rotated to each chapter of the region. Alternating between large and small chapters and between central and peripheral locations provides all members in the region a better opportunity to attend.
F.
Conference Facilities:
Convenient, comfortable facilities should be selected that are accessible by all means of travel. Room, food, and service costs among various establishments should be compared and the best value chosen. The meeting room size should be adequate with facilities for program presentation, a public address system, floor microphones, projectors, screens, and room darkening devices. The use of tables and chairs, rather than chairs alone, is desirable.
G.
Conference Program Planning:
1.
The region president should lead the effort to determine the conference agenda and should attempt to include timely, important topics, continuity of programs, and follow-up of previous conference items.
2.
The Institute director elected from the region, who has an in depth knowledge of Institute, region, and chapter affairs, should be consulted and may provide valuable input during the program development process.

3.
The nature and substance of the topics should encourage discussion. Subjects of past or current CSI conventions may be an excellent source for ideas. Controversy should not be discouraged, but in all cases, the conclusions reached by the program speakers and in discussions should be positive and constructive.
H.
Formal and Informal Conference Programs:
1.
Both formal and informal programs can be used for variety.
2.
A well-moderated informal program, in which all members freely participate, provides an interesting forum. At least some period of each conference should be set aside to encourage conferees to express their opinions on any pertinent subject. This develops enthusiasm and may well uncover potential leaders. All programs should be planned and firmly moderated to ensure equal time for all presenters.
3.
Whether formal or informal, well-prepared and rehearsed presentations are valuable. For educational and technical subjects, preplanned papers are considered essential. A copy of each paper should go to the secretary of the conference for publication or for the minutes. Care must be used in selecting a capable speaker to ensure that person does not monotonously read a paper.
4.
It is especially important that all functions begin precisely on time, even if attendance is sparse. Waiting a few minutes for more attendees to arrive usually creates delays that accumulate throughout the schedule.
I.
Conference Finances:
1.
The conference should be self-supporting, including expenses for publication of notices, recording, and reproduction of minutes and reports, and complimentary registration fees for guest speakers paid from region funds. Registration fees should cover social functions, meals, and similar conference expenses. Complimentary registrations should be given to all speakers and other special guests. The conference committee should thoroughly understand how to budget for these items.
2.
The registration fee should be kept to a minimum to encourage maximum attendance. Registration fees should not be used to finance general region programs.
J.
Conference Publicity:
1.
At least two notices should be issued publicizing the event. The first, a simple “Save-the-date” mailer providing when-where-what, should be sent several months in advance. The second should contain the specific location, schedule of events, arrangements, registration and room reservation form, and similar details. The Institute will provide mailing labels at cost for members in the region.
2.
Each member of the region, including members not affiliated with chapters, should receive the mailings. If the budget will not allow a notice to this wide an audience, a supply to each chapter for their members may suffice. Members not affiliated with chapters, however, should be sent notices individually. In addition, notices should be sent to officers of the Institute, the Institute office, and others who might be interested. Special releases should be prepared for the press and other publications.
K.
Conference Attendance and Participation:
All members of the region, particularly chapter officers and technical and program committee chairs, should be encouraged to attend. The exchange of ideas and viewpoints, insight into Institute and region affairs, and association with other CSI members will enhance chapter members’ value to their own chapters. Chapters should budget funds to provide assistance for their officers and other representatives to attend the conference.
L.
Conference Resolutions:
Resolutions presented for support of the region must be complete, well-documented, and clearly written. The region president should discourage frivolous or special interest resolutions not consistent with CSI’s principles. Such resolutions may cause unnecessary committee activity or expenditures of funds when the objectives or results are of dubious value. On the other hand, resolutions that will improve and benefit CSI and its members should be supported.
M.
Conference Voting:
1.
A method of voting should be established to ensure equal representation. Equal votes per chapter may suffice if chapters are reasonably uniform in size. Each chapter and member should have a significant voice in region affairs. Some regions provide a vote for the directors.
2.
Any action taken at the conference is advisory in nature. Although the expression of the conference is certainly a meaningful representation of region-wide opinion, chapters are not bound by its action. Each chapter may ratify or adopt a resolution as it wishes, informing the directors of its action.
N.
Reports:
1.
Reports should inform members but be brief and factual. A conference consisting largely of reports discourages attendance. Reports should be in writing, with a copy to each conferee.
2.
Institute officers, the director elected from the region, and staff should report on Institute affairs: technical activities, education, convention planning, and other programs. The region president and vice president/president-elect should report on the status of the region and its programs and activities. Region committees should also report. The preparation of such reports stimulates committee activity and encourages attendance by committee members.
3.
Chapter reports on programs, publications, and similar local functions and problems should be minimized in deference to subjects of more general interest. Time should be allocated for chapters to raise questions and seek advice.
O.
Record of Conference Proceedings:
1.
The extent of recording and publishing proceedings depends on the type of program and region practice. Methods used to record and publish will depend upon the results desired and the money available.
2.
Tape recordings are generally unsatisfactory. Double conversation and background noise make transcription difficult. Further, enforcing the discipline of speaking into the microphone and giving one’s name may not be worth the effort during floor discussions. The cost of transcribing and editing is also high.
3.
A team of secretaries can record highlights of the conference or discussion that take place. These might be office secretaries with some knowledge of CSI or CSI members. Using this type of recording minimizes recording nonessential items while retaining the sense of the matter. Transcribing and editing are minimized.
4.
A copy of prepared talks may be given to the secretary and might be included verbatim when the subject and presentation warrant such action.
P.
Conference Minutes and Reports: A copy of the proceedings should be provided to all chapters and to the Institute directors.
Q.
Social Functions: At least one informal evening social function is recommended so that members can become better acquainted and get answers to specific questions.  Regions with conferences of a day or more in duration may include spouses’ events to encourage attendance.
R.
Operating Guide for Region Conferences: The purpose of this guide is to assist in planning and conducting the region conferences. Each region should adopt the guide taking into account its own particular methods of operation.
S.
Host Chapter’s Responsibilities: The host chapter has overall responsibility for conference logistics and keeps the Institute director up-to-date on conference planning progress.
T.
Subcommittees: Subcommittees to assist the conference chair should consist of, but not be limited to, the following:
1.
Finance: The trustee may be either the conference committee chair or the treasurer of the host chapter, as determined by the region president. The host chapter shall submit a financial statement of the conference to the region president and each chapter president no later than 75 days after the conference. Surplus conference funds accumulated after the approval of the final conference financial statement should be disbursed according to written region practice or policy.
2.
Program: In order to maintain a high quality conference, the program committee chair must contact and engage speakers at an early date.
3.
Hospitality, Registration, Travel, and Lodging Accommodations: Information regarding these functions should be relayed to the members as soon as possible but no later than the second mailing (see paragraph U.13).
4.
Facilities Arrangements: Early designation of the meeting place is important for the orderly progress of other facets of the conference and to insure the availability of adequate facilities.
5.
Printing and Mailing: Allow sufficient time for material to be received from the printers in order to adhere to the conference planning schedule.
U.
Conference Planning Schedule: The Institute recommends the following schedule:
1.
Nine months prior to the conference – host chapter president appoints a committee chair.
2.
Eight months prior to the conference – chair selects subcommittee chairs. The program chair immediately starts to plan the program and contact preferred participants.
3.
Six months prior to the conference – program set and speakers engaged.
4.
Five months prior to the conference – canvass organizations for financial donations and sponsorships.

5.
Five months prior to the conference – the region fund trustee notifies each chapter president of the annual assessment, if applicable.
6.
Four months prior to the conference – chair canvasses each chapter president for business meeting agenda items.
7.
Four months prior to the conference – obtain mailing address labels from the Institute.
8.
Four months prior to the conference – Institute director furnishes chair with names, titles, and addresses of any Institute personnel who are to receive mailings.
9.
Four months prior to the conference – budget established.
10.
Three months prior to the conference – each chapter president submits a report on business meeting agenda items to committee chair.
11.
Three months prior to the conference – all items listed above should be completed.
12.
Sixty days prior to the conference – first mailing should be received.
13.
Forty-five days prior to the conference – second mailing should be received. It should include registration forms, conference program, business meeting agenda, lodging and travel information, and any other appropriate items.
14.
Twenty days prior to the conference – each chapter president submits names of delegates and the method of voting to Institute director.
15.
Thirty days after the conference – conference recording secretary submits business meeting minutes.
16.
Sixty days after the conference – conference record submitted to the Institute directors.
17.
Seventy-five days after the conference – financial statement submitted, as outlined in duties of finance committee.
V.
Presidents’ Meeting:
The conference program should include a separate presidents’ meeting ordinarily scheduled prior to the regular program. The attendees at this meeting should be limited to the chapter presidents and a president-elect or vice president from each chapter.
W.
Region Business Meeting:
1.
A business meeting should be part of the conference. The region president shall prepare the agenda and preside at the meeting.
2.
Each chapter should select voting delegates, as set forth in the region operating guide or policy. Each chapter president should submit names of the delegates no later than 20 days prior to the conference.
3.
Each chapter president should have sufficient copies of the chapter’s activities report for distribution to the region president, all other chapter presidents, and the conference recording secretary. The report should contain such information as meetings (including attendance), programs, membership, technical studies, awards, education, community service, newsletter, budget, and any other relevant items.
4.
Roberts Rules of Order Newly Revised should govern the conduct of the business meeting.
X.
Record of Conference Activities:
The conference committee chair should compile a record of essential information for planning and conducting the conference and send it to the succeeding host chapter no later than 60 days following the conference.
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