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Policies & Procedures

Missouri State Capital Chapter
	Annual Board Meeting Selection Process
	Section:  Annual Meeting
Policy No. AM-1

	Date:        September 10, 2004

Revised:   April 13, 2018
	


Summary:

This section covers the annual board meeting and how the location is determined.  

Policy:

The length of the meeting is based upon the agenda.  The second Vice President sends out the RFP in accordance with the timeline to chapter supplier members in good standing as determined by the board. If the second V.P. intends to submit a proposal, the committee chair or members will receive bids.  All proposals must be received in conjunction with the timeline.     

After receiving all the proposals, the second Vice President will summarize the proposals according to price and location.  The board will then review all the bids and award the meeting to the selected property.  The property will be announced during a monthly meeting.  The second Vice President will work directly with the property to make arrangements for the meeting space, meals and sleeping room accommodations. 
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Missouri State Capital Chapter

	Committees
	Section:  Committees

Policy No. C-1

	Date:        September 10, 2004

Revised:   April 13, 2018
	


Summary: 

This section summarizes the general criteria for every committee.  

Policy:

A specified board member will serve as a liaison to each committee.  The board member will select the chair or co-chair(s) of their respective committees.  COMMITTEE SIGN-UP SHEET, P-43. They can be an active government meeting planner, contract planner, associate supplier or supplier (retired members cannot be committee chairs).  Anyone can serve on any committee, but may only chair or co-chair ONE committee, except at the discretion of the board.
All purchases to be made by a committee must be pre-approved by the board, based on pre-determined budget guidelines.  Each committee chairperson is required to follow the committee specific job description they are issued once selected as a committee chairperson.  Committee chairperson will sign off on and date expenses and return to board liaison.
Committee chairperson along with the board liaison must complete the EVENT INFORMATION AND CRITIQUE FORM, P-44, for every activity performed by that committee that involves collecting money and/or selling items (i.e. HE/SA, Bunco, Charity raffle, etc.).  This completed form along with any money must be turned into the Treasurer within three (3) days following the day of the event, with the remainder of the critique completed within 7 days. An extension can be granted at the board discretion but the extension shall not be later than the next scheduled board meeting. The critique from and financials will be reviewed at the next scheduled board meeting. 
In order to be recognized by the Awards Committee and to receive points on the scholarship form, members must actively participate on the committee(s).

All committees must keep records for permanent retention.  For specification, refer to National Policy and Procedures G-2.  Committee chairs or board liaisons will be provided a thumb drive, if applicable, with past year(s) files for inclusion of current files and will be required to sign a waiver for possession of thumb drive and responsible for replacement expense if the thumb drive is lost or stolen. THUMB DRIVE WAIVER FORM, P -45.  
Board approved reimbursable expenses will be reimbursed only if expense report and receipts (invoice and/or other documents) are submitted within 30 days of expenditure.
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Missouri State Capital Chapter
	Awards & Honors Committee
	Section:  Committees

Policy No. C-2

	Date:        September 10, 2004
Revised:    April 13, 2018
	


Summary: This section summarizes the various awards and honors given to chapter members.  The chair of the committee may receive a thumb drive with the past years(s) files and must sign a waiver for possession of the thumb drive. 
Policy:  This committee will gather information to determine award eligibility based on the pre-set criteria for each award category, orders certificates and awards that are given to members at the June monthly meeting. All certificates are nontransferable and have no cash value. 
Awards: 
Attendance Award: 

June through May members must attend eight of the ten monthly meetings, and actively participate on one committee, in order to qualify for this award.  Members must sign in at the registration desk at the monthly meeting for proof of attendance.  Attendance at the Missouri Event Summit and the Holiday Extravaganza/Silent Auction are not considered when calculating the eight meetings. 

Planner members who qualify for this award have a choice of either a complimentary registration to the upcoming Missouri Event Summit or a $25 certificate to the upcoming Holiday Extravaganza and Silent Auction event. 

Supplier members who qualify for this award have a choice of either a complimentary registration to an upcoming MOCAP chapter educational training (August through December of the current year) or a $25 certificate to the current year Holiday Extravaganza and Silent Auction event. 

Quarterly Recognition Award:  The quarterly recognition award may be chosen by the board based on contributions to the chapter as submitted by committees.  Names may be submitted by board members who have worked with the individuals. The board may vote each quarter.  All of the quarterly award winners will be considered by the board for the Planner and Supplier of the Year awards.
The timeline for this award is January 1 – December 31 of each calendar year.  

1st Quarter – January through March:  Winner will be selected in March and announced at the April monthly meeting. 

2nd Quarter – April through June:  Winner will be selected in June and announced at the August monthly meeting. 

3rd Quarter – July through September:  Winner will be selected in September and announced at 
the October monthly meeting. 

4th Quarter – October through December:  Winner will be selected in December and announced at the January monthly meeting. 
Top Raffle Ticket Seller (April Charity Event):
The top seller of the raffle tickets will receive a $50 HE/SA gift certificate; the second and third top seller will each receive a $25 gift certificate all to be used at the current year HE/SA event.  

Sponsor/Donation Appreciation Award:
This is an award given to suppliers and planners (members and non-members), who donate items to various functions throughout the year to any SGMP chapter or national event, i.e., Silent Auction, Holiday Extravaganza, charity raffle, monthly meetings, door prizes, sponsorships, donations to national events and other chapter events, etc.  Period covered for the accumulation of points would be June 1 thru May 31 of each year. SPONSORSHIP AND DONATION FORM – P 46.  
The guidelines for the various levels are:

$1 - $1000 - Bronze Level – certificate of appreciation

$1001 - $2500 – Silver Level – acrylic self- standing plaque
$2501 - $5000 – Gold Level – acrylic self- standing plaque
$5001 - $8000 – Diamond – acrylic self-standing plaque

$8001 and up - Platinum Level – acrylic self- standing plaque 

Planner and Supplier of the Year Awards:  These awards are selected by the chapter board based upon winner(s) of quarterly recognition award and nominees from the general membership and board.  An email is sent to the membership asking for nominees for each of the awards.  

President’s Award:  This is an optional award(s) that can be selected and presented by the president, if he/she so chooses.  
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Missouri State Capital Chapter

	COMMUNICATIONS COMMITTEE PROCEDURES
	Section:  Committees

Policy No. C-3

	Date:        September 10, 2004

Revised:   April 13, 2018; May 10, 2019
	


Summary:

This procedure covers the responsibilities of the communications committee.  The chair of the committee may receive a thumb drive with the past years(s) files and must sign a waiver for possession of the thumb drive.  
Policy:

The communications committee will be responsible for publication of the chapter’s newsletter, maintaining the chapter’s website and social media promotion.  This committee is also responsible for providing information on the chapter activities to the SGMP national newsletter.

Newsletter: Each edition of the newsletter and website will contain the following information:
· President’s, Treasurer’s, and Membership Reports 

· Member Profiles 

· Table of Contents 

· Mission Statement 

· CGMP Certification

· Social media links 

· Sponsor Logos
· Chapter calendar of events

· Committee reports

· Review of past programs/events

· Information on upcoming programs/events

· List of board members with contact information

· Name of the chapter’s newsletter, date, volume or issue number must appear on cover
· Name and address of the Missouri State Capital Chapter (MOCAP)

· Any other pertinent information that the board deems appropriate
The current newsletter is distributed by email format.  The newsletter is also available on the chapter website.  
It is the responsibility of the communications committee chair to set deadlines for articles to be submitted to the newsletter, and to compile submitted articles into the next edition of the newsletter. Deadline for articles/reports 7-10 days following monthly meeting. Newsletter must be published and distributed by the last working day of the month. 
Website: Updates will be made as needed.  Sponsorship guidelines and cost will be established by the board.  Any change or addition to the newsletter or website must be reviewed and approved by the president or another designated board member (in the absence of the president) before posting. 
Social Media: For all social media applications utilized by the Missouri State Capital Chapter (MOCAP), the following guidelines will apply:

· Only those authorized to do so by the MOCAP board may speak for its organization, whether online or offline. If you are not sure whether you have been authorized, err on the side of caution and do not speak for MOCAP without first checking with the MOCAP President.

· When MOCAP members communicate through social media they are representing themselves unless authorized to speak on behalf of the MOCAP chapter. 

· Do not post confidential or proprietary information about the MOCAP chapter board or the chapter members.  

· When posting on social media sites, be mindful of the copyright and intellectual property rights of others and of the MOCAP chapter. 

· Do not use the MOCAP’s name to promote a product, cause, or political party or candidate.
Sponsorship:
The MOCAP Chapter offers advertising/sponsorship options every calendar year.  Advertising is available through the chapter’s newsletter, News You Can Use, and/or through the MOCAP web page. All supplier members who have paid for website and newsletter sponsorship will receive exposure in all social media applications used by the MOCAP Chapter. See attached WEBSITE/NEWSLETTER SPONSORSHIP SUBMISSION FORM –P 47. 
Website sponsorship:   

The chapter offers web site sponsorship to its supplier members, pricing and size to be determined by chapter board, based upon recommendations from the communications committee.  All sponsorship logos will be of comparable size and will have a price of $200 for twelve months or a special rate of $350, if the property wishes to advertise on the web site and the newsletter.  The ads will primarily be an internet hyperlink to the supplier's web site and will consist of a logo (in .jpg format).  Availability of sponsorship will be announced to the supplier membership by email, in the fall for the upcoming calendar year. 

Newsletter Sponsorship:
The chapter offers newsletter sponsorship to its supplier members, pricing and size to be determined by chapter board, based upon recommendations from the communications committee.  All sponsorship logos will be of comparable size and will have a price of $200 for twelve months or a special rate of $350, if the property wishes to advertise on the website and the newsletter.   The ads will primarily be an internet hyperlink to the supplier's website and will consist of a logo (in .jpg format).  Newsletter sponsors are encouraged to submit a logo or a business card sized ad to the communications board liaison.  Availability of sponsorship will be announced to the supplier membership by email, in the fall for the upcoming calendar year. 
All sponsorships will remain the same for a full year.  No ad will be placed without having first paid in full.  Invoice and receipts will be provided upon request.  Contact the communications board liaison for additional information.  
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Missouri State Capital Chapter

	NOMINATIONS & ELECTIONS

COMMITTEE PROCEDURES
	Section:  Committees

Policy No. C-4

	Date:        September 10, 2004

Revised:   April 13, 2018
	


Summary:  

This policy covers the procedures followed by the Nominations and Elections Committee in regard to chapter board elections. 
Policy: 
Chapter board elections are held every two years.  The Nominations and Elections chairperson shall receive procedure guidelines from national headquarters. 
Nominations and Elections Chairperson eligibility criteria and responsibilities: 

-The Immediate Past President, if available, serves as Board Liaison and/or chair of this committee; 

-The current Chapter President, or any outgoing chapter board officer, may oversee the nominations and elections process, provided they are not seeking another term and there is no Immediate Past President available to reside over the election process; 

-The Chairperson shall receive criteria from nationals to solicit candidates, forward information to Chapter President to email to chapter members and shall forward candidate information to nationals;  

-The Chairperson will announce the upcoming election and relevant dates, including deadline dates to submit nominations; 

-Upon notification from the National headquarters, the Chairperson will immediately notify all candidates and the Chapter President of the election results; and 

-The Chairperson or designated committee member will create a newsletter article announcing election results.  

Nominations and Elections Committee responsibilities: 

-This committee is comprised of chapter members who are not seeking a board position in the election; 

-This committee will ensure all national and chapter election policies are followed; 

-This committee will verify that all nominees are members in good standing and that there is a proper ratio of planners and suppliers, with a maximum of four (4) suppliers on the chapter board, in accordance to the National SGMP Bylaws; and  

-All nominees will be notified of the election results prior to the formal announcement.  

Qualifications and Nominations: 

-Retired members may not run for an elected chapter board position; 

- A nominee shall be a chapter member at least six (6) months at the time of nomination with no break in service; 

- A nominee must be in good standing according to the chapter bylaws, dues must be current and the member has no outstanding debt with the chapter; 

-A candidate may nominate themselves as a candidate for office or any members may nominate another chapter member as a candidate for office, provided they have the permission of that chapter member; and 

-A candidate must submit a photo and complete business biography by the deadline as determined by National headquarters.  

Voting Procedures: 

· The National Board will prepare and distribute a ballot form and an official letter accompanying the ballot with a list of the candidates and a biography for each candidate. 

· The Chairperson shall announce the slate of officers after the National headquarters has approved the slate of candidates running for chapter board positions.  This must be done prior to balloting.  

· Balloting will be sent from National headquarters and votes will be tallied by National headquarter staff in according to the SGMP national criteria and timeline. 

· The Nominations and Elections Chair will be notified by National headquarters of election results and must immediately notify all candidates and Chapter President.  

· The Chapter President will email the results of the election to the chapter membership. 

· The new board will be installed at the June chapter membership meeting. 

· If a board member cannot fulfill the two-year term, the President or designated representative of the Chapter Board will solicit chapter members to fill the rest of the term for that board position.  Final approval of the candidate is at the Chapter Board’s discretion and vote. If the position being filled is the President, candidate must be approved by the National Office. 
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Missouri State Capital Chapter
	HOLIDAY EXTRAVAGANZA/ SILENT AUCTION COMMITTEE
	Section:  Committees

Policy No. C-5

	Date:        September 10, 2004

Revised:   April 13, 2018
	


Summary:

The Missouri State Capital Chapter hosts an annual holiday extravaganza with silent auction.  Money raised from the event is used for educational purposes such as monthly meeting programs and scholarships to the National Educational Conference.  The chair of the committee may receive a thumb drive with the past year(s) files and will need to sign a waiver for possession of the thumb drive.
Policy:

A committee made up from the general membership will be formed in July of each year with two co-chairpersons.
Holiday Extravaganza Chairperson(s)

Position Description
The Holiday Extravaganza Chairperson(s) is directly, and/or indirectly through delegation, responsible for overseeing the Annual Holiday Extravaganza Event.  The following duties and responsibilities fall under this chairperson(s). 

GENERAL

· Schedule committee meetings:

· Coordinate date and location logistics

· Meeting notifications

· Preparation of agenda

· Meeting Minutes

· Maintain attendance list

· Oversee responsibilities that are distributed among the committee
· Obtain Board approval for all committee expenditures.


MAINTAIN: 

·  List of any contributions of value made to the committee or its operations, to include description and monetary value.

· Complete a newsletter article after event. 

· Maintain all records on thumb drive for the purpose of keeping accurate records.

· Work cooperatively with the Silent Auction Committee and Chairperson(s).

RFP/LOCATION & DATE

Draft a cover letter and RFP to be emailed to chapter member CVB/CVC and to all member properties located within a city with no CVB/CVC member as determined by the board. This RFP should be emailed out according to the chapter timeline.  Ensure all bids are back in a timely manner.  The chairperson(s) should call a committee meeting for all proposals to be reviewed and voted upon.  The chairperson(s) will contact the awarded location to confirm dates and inform them they received the bid.  Contact all other bidders to inform them that another location was chosen.  Announce the location at the monthly educational training.

PLANNING & EXECUTION OF EVENT

· Choose and design invitation to be sent via email to all members.  
· Organize nametags for the event.  
· Discuss and decide on costs (registration amounts) for the event and cutoff date for the registration.  

· Work with members on sponsorships.  Non-member sponsors will be considered on a case by case basis, upon board approval.

· Prepare appropriate signage for sponsor recognition.
· Email invitations to MOCAP membership and MSAE membership.

· Conduct a site visit of the chosen location; if necessary – this should be limited to the chairperson(s), Silent Auction chairperson(s), Holiday Extravaganza Board Liaison(s) and Silent Auction Board Liaison(s).  

· Work with location and Silent Auction Chairperson(s) on the layout of the event and room.

· Choose menu (along with the committees input) for the event.

· RSVPs will be sent to the treasurer.
· Treasurer will provide attendee list. 
· Provide meal guarantees to the location.  

· Schedule times for individuals/committee members to work the registration table the night of the event.  

EVENT WRAP-UP

· Send out thank you letters after the event to each sponsor via email.

· Submit all sponsors and amounts to the Honors and Awards Committee for recognition at the June Awards Meeting.

· Keep accurate and detailed records to turn over to new chairperson(s) for the following year’s event.

· Write article recap for upcoming newsletter.

· Contact communications chair with sponsors that qualify for complimentary advertising in newsletter and/or website. 

· Committee chairperson along with the board liaison must complete the EVENT INFORMATION AND CRITIQUE FORM – P 44, for every activity performed by that committee that involves collecting money and/or selling items (i.e. HE/SA, Bunco, Charity raffle, etc.).  This completed form along with any money must be turned into the Treasurer within three (3) days following the day of the event, with the remainder of the critique completed within 7 days. An extension can be granted at the board discretion but the extension shall not be later than the next scheduled board meeting. The critique from and financials will be reviewed at the next scheduled board meeting. 
Silent Auction Chairperson(s)

Position Description
The Silent Auction Chairperson(s) is directly, and/or indirectly through delegation, responsible for overseeing the successful completion of the following duties and responsibilities.  

GENERAL

Schedule committee meetings:

-Coordinate date and location logistics

-Meeting notifications and preparation of agenda
-Maintain attendance list

Obtain Board approval for all committee expenditures.


Provide committee-related articles for MOCAP Newsletter, News You Can Use, as necessary.
Maintain a committee email distribution list.
PLANNING AND EXECUTION OF EVENT
· Request silent auction items from general membership and outside sources.
· Send broadcast email reminders and requests.

· Collect all silent auction items prior to event.

· Create a spreadsheet that contains: Assigned number, description of auction item, who donated item, estimated value and a column for final bid amount. When assigning a number to each item, list is as S1, S2 and so on for silent auction items and L1, L2 and so on for live auction items.  Do not group “like items” together, mix up for greater diversity.  List silent auction first, followed by live auction items. 

· Number all items according to spreadsheet and make photocopies of certificates (so originals do not get put out on the tables at the auction).

· Provide bid sheets for silent auction including item description, starting bid and bid increments.
· Assist Holiday Extravaganza Chairperson in determining event site.
· Work with Holiday Extravaganza Chairperson on layout of event at site.
· Schedule individuals/committee members to assist with layout of silent auction the day of the event.
· Schedule individuals/committee members to assist with money collection and

distribution of silent auction items immediately following event.
· Committee will be responsible for finalizing the details and transportation of donated items.
· Work with Holiday Extravaganza Chairperson to provide seamless event execution.  Bring notepad, pens, stapler and extension cord.  Chapter Treasurer must bring the receipt book, money bag, calculator with tape and an ample supply of HE/SA RECEIPT/PAYMENT FORM, P –48.  

EVENT WRAP-UP

-E-mail thank you notes after event to thank all those donating items for silent auction.
-Within 30 days of event submit all sponsors and amounts to the Holiday Extravaganza Liason.
- Committee chairperson along with the board liaison must complete the EVENT INFORMATION AND CRITIQUE FORM, P-44 for every activity performed by that committee that involves collecting money and/or selling items (i.e. HE/SA, Bunco, Charity raffle, etc.).  This completed form along with any money must be turned into the Treasurer within three (3) days following the day of the event, with the remainder of the critique completed within 7 days. An extended can be granted at the board discretion but the extension shall not be later than the next scheduled board meeting. The critique from and financials will be reviewed at the next scheduled board meeting. 

· Keep accurate and detailed records to turn over to new chairperson(s) for the following year’s event on thumb drive. Return thumb drive to board liaison, if applicable.  
Responsibilities of both the Holiday Extravaganza/Silent Auction committee:
· Review, discuss and chose a location once the bids are returned.  
· Select, create and distribute via email an invitation and sponsorship opportunities.
· Invitation list to include MSAE membership.

· Create program and agenda and print both for the evening of the event. Agenda should refer to activities such as silent auction, live auction, wine pull and centerpiece raffle 
· Select and order name tags for the event.
· Decide on cost for the event and cutoff date for registration.
· Send out invitations.  Invitations must be clearly marked that all attendees of this event must be of 21 years of age. 
· Compile work schedule for evening of the event for: registration table, auctioneer for live auction, wine pull, centerpiece raffle, closing of silent auction and runners. 
· Purchase 3 sets of different raffle tickets (double wide) for wine pull, centerpiece raffle, and drink tickets depending on sponsorships. 

· RSVPs will be sent to the treasurer.

· Make copies of the list of donated items.

· Place bid sheets, blank bid sheets and pens on each table by each bid sheet. 

· Registration desk to have the master attendee list, raffle tickets SGMP Receipt/Payment forms, calculator, secure money bag, pens, paper clips, stapler and extension cord.

· The committee will be responsible for finalizing the details and transportation of donated items. 
Upon completion of the event, the entire committee will meet to evaluate the event and provide recommendations to the board for future events. 
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Missouri State Capital Chapter

	HOSPITALITY COMMITTEE PROCEDURES
	Section:  Committees

Policy No. C-6

	Date:        September 10, 2004

Revised:   April 13, 2018
	


Summary:
This section details the various responsibilities at the monthly educational trainings as well as assisting other committees.  The chair of the committee may receive a thumb drive with the past years(s) files and must sign a waiver for possession of the thumb drive.  
Policy:
The committee takes care of the following for each educational training:    
-Receives the meeting RSVPs and replies back to member the RSVP was received. 
-Emails prospective member registration form if applicable and copies membership chair or receives at door if not brought with. 
-Forwards RSVP total to president, program chair, treasurer, hospitality liaison and chair, and membership chair and liaison. Confirm final count to program liaison or president.
-Create planner, supplier and guest sign-in sheets.
-Create or update nametags.  
-Forward any dietary needs to program chair prior to month meeting.
-Brings name tags, distributes and collects after training.  
-Brings three baskets to each training. 
-Purchase raffle tickets and sells at each training. 
-Assign a committee member to greet attendees.
-Four committee members will be trained to work at the registration table, (two at a time).
-Members working registration are responsible for reporting registration fees and raffle sales on reconciliation report. Payment is due prior to or at registration the day of any SGMP MOCAP event.  No member (no one) is allowed to attend the meeting if he/she has not paid the monthly fee.  
-Members are to sign report and turn money into Treasurer.
-Sign in sheets after the meeting to be forwarded to treasurer, nominations and awards chair, and membership chair. 

-Assign committee members to mentor new chapter members.  
Prospective Member: 

A guest of a chapter member must be a prospective member unless he/she is attending the meeting as a guest speaker or is invited as part of the meeting activities.  A co-worker is invited as a guest if he/she is interested in joining the chapter.  A member wanting to bring a potential member to a meeting as a guest, must RSVP and provide that guest’s name.  The member will be emailed the PROSPECTIVE NEW MEMBER REGISTRATION FORM, P-49  by the person taking the RSVP and should forward it to the member for their guest to complete, bring to the meeting and turn it in at the registration desk.  This form will also be available at the registration desk.  All prospective guests must either turn in a form or complete the form the day of the meeting.  

No-Shows and Late Fees:    

All members who RSVP (including Super Savers) for the monthly educational training, but do not attend, will be charged and invoiced for the no-show amount.  Members who cancel without a 3-day notification will also be charged a no-show fee and invoiced for the no-show amount.  

All members who RSVP past the cut-off date will be charged and invoiced for the late RSVP amount.  

Any member who receives an invoice for a no-show fee and does not pay it within a 30-day period will be considered a member not in good standing with SGMP.  
In the case of severe weather, members will be allowed to cancel their reservations before 11 am the day prior to the event by notifying the hotel and RSVP person in writing, in order to avoid cancellation, no show or late fees.  All hotel contracts will include this clause and members will be notified as such. 
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Missouri State Capital Chapter

	MEMBERSHIP COMMITTEE
	Section:  Committees

Policy No. C-7

	Date:        September 10, 2004

Revised:   April 13, 2018; May 10, 2019
	


Summary: 
This section covers chapter/national membership categories, dues and processing.  The chair of the committee may receive a thumb drive with the past year(s) files. The chair may need to sign a waiver for possession of the thumb drive.

Government Planner:  
Federal, state or local government employees who have the responsibility for the planning and the implementation of any type of meeting, conference or convention as part of their official duties.  Employees of private organizations, a majority of whose membership is comprised of government employees, may also qualify as government planners, if they plan and implement meetings as part of their official duties.

Contract Planner:  
Individuals, organizations or companies operating under contract to government agencies, and are receiving said payments directly from government agencies, to assist in the planning or implementation of meetings, conferences or conventions are contract planners by this definition.  Individuals, organizations or companies that are compensated through retainer or commission from suppliers; i.e., hotels, conference centers, cities, etc., will be considered suppliers.  This means that individuals, organizations or companies whose income in the planning and placement of government meetings, conference or conventions is derived from suppliers, are also considered as suppliers.

Supplier:  
Companies or individuals who solicit business from and/or who provide facilities and services to government planners outside of direct assistance in the planning and implementation of meetings.  Suppliers include hotel representation firms, travel agents, convention bureaus, consulting firms, registration services, airlines, printers, exhibit managers, security services, etc.
Associate Supplier: 
Individuals organizations, or companies that are compensated through retainer or commission from suppliers (i.e., hotels, conference centers, etc.), including individuals, organizations, or companies whose income in the planning or placement of government meetings, conferences or conventions is derived from suppliers or speakers who derive the majority of their income from speaking, consulting, conducting seminars, workshops or other paid presentations. Members that are employed full time by another organization or agency are not eligible for this category.
Education/Retired/Student:
Educators, students and retirees who would not otherwise qualify for any other membership category (e.g., a retired government planner who works under contract for planners and suppliers, would have to join as a contract planner or supplier). This is a non-voting category and does not count towards the matching requirement.

Membership Dues:
Membership dues are as specified by national guidelines, according to their membership categories.  An individual that qualifies in more than one SGMP membership category is required to apply for membership in the category with the highest membership fee.
Members of SGMP are welcome to attend meetings of any of the chapters.  However, only a chapter member can participate in the specific activities of the chapter elections, and be on the distribution list for specific announcements and activities of the chapter.  A member can attend up to three meetings a year of another chapter.  After the third meeting, they must become a member of that chapter to continue to attend their meetings.  

Prospective non-members may attend their first meeting at no charge pending membership chair approval. First time attendance for a prospective member is complimentary, second time prospective member fee is at the non-member rate, third time prospective member is the non-member rate and within 12 month period must submit a membership application to attend. Fees charged are as stated in the Society's Membership Application Form. 

Membership Processing:
Potential members should send their membership application form and payment to the national office.  Copies and faxes of the application are not acceptable.  The original paperwork must be on file at the national headquarters.

All applications and monies to be processed for the month are to be received at the national SGMP office by the last working day of each month.

The application must be legible.  It is recommended that it be typed or printed.

The application must have Missouri State Capital Chapter on it, or it may go into the ‘Members at Large’ category.

The application for membership is to be approved by the national office.  Membership is not official, until done so.  The anniversary month of the membership will be the month it is approved by the national board.  Membership will run for one year from that date of approval.  
If the prospective member fails to designate a chapter affiliation, SGMP’s membership office will call the applicant and encourage the local chapter affiliation.

Membership Chair responsibility for new members:
Each new member is to receive the following after their application is processed:
-Welcome letter from Chapter President
-Current membership listing
-Committee sign-up sheet
-Sponsorship opportunities 

-Schedule of upcoming meetings/events
-Information on chapter social media resources
Forward to the Hospitality Committee chair, all new member information for mentor assignment. 
Transferring Membership:

A transfer form must be completed, signed and sent along the processing fee to the national office by the member.  Membership applications and transfer forms may be found online at www.sgmpmocap.com . 
Membership Renewals:

Members are given 90 days to pay their membership dues. Membership drops will be listed on the monthly membership report.

Membership chair and/or committee will contact each member within 90 days of membership expiration to ensure they have received their renewal notification from the national office and to encourage renewal.  
The chapter may not pay or subsidize planner renewal fees.

Chapter/Supplier payment for dues:

Chapters are not allowed to pay dues for members. If a chapter holds an event, where the membership is included in the registration fee for the event, and a check for dues is written by the chapter, this must be indicated on the chapter check, by providing the member’s name at the bottom of the check or include a cover letter indicating which membership the check covers.  Copies of all checks for conference fees will accompany the chapter check written for membership from conferences.
SGMP will not accept nor condone payment for potential government meeting planners from supplier members.

Membership Drops:

A member, who allows their membership to lapse, will be dropped and if they wish to rejoin, must submit a membership application.

A meeting planner whose membership drops must submit a new application to rejoin.  They will receive a new anniversary dates based on national board approval of membership.

Ratio:

The chapter should strive to maintain a 50/50 ratio of planner and suppliers.  

Prospective Member: 
A guest of a chapter member must be a prospective member unless he/she is attending the meeting as a guest speaker or is invited as part of the meeting activities.  A co-worker is invited as a guest if he/she is interested in joining the chapter.  A member wanting to bring a potential member to a meeting as a guest, must RSVP and provide that guest’s name.  The member will be emailed the Prospective Member Registration Form, and should forward it to their guest to complete, bring to the meeting and turn it in at the registration desk.  This form will also be available at the registration desk.  All prospective guests must either turn in a form or complete the form the day of the meeting.  
Membership Chairperson(s)

Position Description
The Membership Chairperson(s) is directly, and/or indirectly through delegation, responsible for overseeing the successful completion of the following duties and responsibilities:

SGMP MOCAP MEMBERSHIP COMMITTEE

Schedule committee meetings:

-Coordinate date and location logistics

-Meeting notifications

-Preparation of agenda

-Meeting minutes

-Maintain attendance list

Obtain Board approval for all committee expenditures.


Maintain:

-Membership email distribution list;
-List of any contributions of value made to the committee or its operations, to include description and monetary value, and
-Maintain all records on thumb drive, if applicable, for the purpose of keeping proper records.
Activities of the Committee:

-Membership Drive

-Membership Survey

-Newsletter updates on Membership

-Call on Renewals and Drops
SGMP MOCAP REPORTS

Ensure that the following reports from the national office are reviewed:
-Chapter Drop Report

-Membership Retention Report

-Membership Renewals Report
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	SCHOLARSHIP COMMITTEE
	Section:  Committees

Policy No. C-8

	Date:       September 10, 2004

Revised:   April 13, 2017; May 10, 2019
	


Summary:

This section describes the chapter’s scholarship and the committee’s responsibilities.  The board liaison of the committee may receive a thumb drive with the past year(s) files and may need to sign a waiver for possession of the thumb drive.

Policy:

Scholarship funds are allocated to eligible planner and supplier members to attend local, regional and  National Education Conference (NEC).  Applicants can apply for partial or full scholarships, which are defined and approved by the board.  For those planners interested in attending the NEC, they must first apply for the National SGMP scholarship program, if they meet the current published criteria.  Supplier applicants must acknowledge that they are responsible for the difference in registration price from planner to supplier.  Retired chapter members are eligible to apply for a chapter scholarship.
All MOCAP members are encouraged to apply for a scholarship.  The scholarship eligibility timeframe is January through December, and allows for the recipients to be notified, announced and travel plans to be made prior to the annual conference.

The board liaison is responsible for ensuring that all travel arrangements (including flights, hotel reservations and conference registration for all scholarship recipients) are made. If any travel arrangements are made outside of procedures approved by the Board, SGMP will not reimburse and it will be the responsibility of the individual to pay in full.
Duties to Include:

-The board will determine the budgeted amount and category allocations to be used for scholarships for the upcoming annual national conference.

-Applications will be distributed to the entire MOCAP membership.

-Scholarship recipients will be announced at a monthly membership meeting.

Post-Conference:
The recipients shall submit an expense form along with original receipts for any board-approved conference-related expenses to the board liaison no later than 30 days after the conference. 
Board-approved reimbursable expenses will be made only if expense report and receipts (invoice and/or other documents) are submitted within 30 days of expenditure. The recipients shall submit a newsletter article on one of the conference educational sessions, no later than 30 days after the conference.  All exceptions must be approved by the board. 
If awarded a scholarship, the recipient agrees to attend all workshops and sponsored functions, as determined by the board, and to represent the chapter in a professional manner at all times.   All recipients of the scholarship must submit the CEU (Continuing Education Units) certificate equivalent to the amount of educational sessions provided at the National Conference no later than 90 days following the National Conference and, if all the CEUs are not accounted for, the scholarship recipient is responsible for reimbursement of all costs associated with the entire awarded scholarship (i.e., hotel, airfare/mileage and conference registration).  
If an applicant chooses to drive rather than fly to the conference, mileage will be reimbursed at the Board-approved lowest cost of an airline ticket, based on current State government FY reimbursement rates.  Mileage to and from, along with any fuel receipts, should be turned in no later than 30 days after the trip has been taken, on a expense report, to be submitted to the Treasurer. The fuel receipts will serve solely for documentary purposes.  Mileage will not be reimbursed for trips to an airport where the MOCAP SGMP member is utilizing an airline ticket paid for by MOCAP SGMP.   The board will determine a limit on the airline flight costs. (See scholarship application, next page.)
Scholarship Committee Position Description

The Scholarship Committee is directly, and/or indirectly through delegation, responsible for overseeing the successful completion of the following duties and responsibilities.  

General: 

Scholarship Board Liaison to schedule committee meetings as needed:

-Coordinate date and location logistics

-Meeting notifications

-Prepare agenda

-Maintain attendance list

-Obtain board approval for all committee expenditures

-Provide scholarship related articles for News You Can Use.
-Maintain a committee distribution list

Responsibilities: 
-Committee Board Liaison will sign agreement to maintain thumb drive 
-Board will determine the budgeted amount and category allocations to be used for 
scholarships for the upcoming NEC
-Applications will be distributed to the entire MOCAP membership
-Committee members will review all scholarship applications received and will agree to the

total number of points awarded to each applicant.
-Scholarship recipients will be announced at a monthly membership meeting

-After NEC, the Board Liaison will return the thumb drive to the Board President.  

The following is a sample of the MOCAP Chapter NEC Scholarship Application form (for reference).  The actual scholarship application form may have some changes. 
Dear SGMP Missouri State Capital Chapter Member: 

Following is the application to apply for an SGMP MOCAP Chapter scholarship to attend the Society of Government Meeting Professional’s National Education Conference (NEC).
The scholarship will only cover airfare, lodging, and conference registration fee, pending board approval.  If an applicant chooses to drive rather than fly to the conference, mileage will be reimbursed at the Board-approved lowest cost of an airline ticket.  The scholarship will not cover any other travel-related expenses such as mileage to and from the airport, ground transportation, airline baggage fees, airport parking, any meals not provided at the conference or any incidentals at the hotel.  Hotel rooms will be booked with two scholarship recipients per room.  If an applicant chooses not to stay in a room with another scholarship recipient, that applicant will be responsible for half the cost of the room per night during the conference.  

If you are interested in applying for scholarship funds, consider the following qualifications and chapter expectations: 

· All planner applicants must also have applied for the National SGMP Scholarship if they meet the current published criteria.  If they receive a National Scholarship, they must also comply with the post NEC Chapter scholarships requirements. 
· Applicants must have a minimum of 75 points to apply for a chapter scholarship.
· Applicants cannot be an exhibiting supplier.

· Retired chapter members are eligible to apply.
· The chapter will not pay the entire supplier registration fee. Supplier applicants must acknowledge that they are responsible for the difference in registration price from planner to supplier.  
· Applicants must be on a committee at least six months in order to receive scholarship points. 

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

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

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

· Chapter scholarships are based on contributions to the chapter, unlike SGMP National scholarships which are based on volume of meetings planned.  They are all open to both planner and supplier members.

· Completed applications and all relevant committee reports will be presented to the chapter board for final review and approval.  Applications without all the necessary documents received by the deadline date of (to be determined) will be considered incomplete and will not be considered. 

· Scholarship recipients agree to represent the Chapter in a professional manner at all times while attending the conference;  

· Scholarship recipients agree to attend all educational sessions and sponsored functions during the conference, planners must attend the Expo, as determined by the board; 

· Scholarship recipients must submit a copy of the CEU certificate equivalent to the amount of educational sessions provided at the national conference to the scholarship liaison no later than 90 days following the national conference. If all the contact hours are not accounted for, the scholarship recipient is responsible for reimbursement of all costs associated with the entire awarded scholarship (airfare, lodging, conference registration fee, and any other scholarship-related expenses) within 30 days of this realization;  

· Scholarship recipients must submit within 30 days following the conference to the Scholarship Chairperson a written article on a conference session that he/she attended and coordinate articles with other scholarship recipients to ensure no duplication of topics.  This article is not eligible for scholarship points under number 7 of the scholarship application;  

· Completed applications and committee reports must be received by the Scholarship Chairperson no later than 5:00 p.m. on (to be determined).   It is the applicant’s responsibility to contact the appropriate SGMP Committee contact person (see last page) to submit the SGMP Committee Report(s).  The Committee contact person will complete the report and submit it to the Scholarship Chairperson prior to the application deadline date as long as he/she receives it in time to process it prior to the application deadline date.  It is the applicant’s responsibility to submit the completed scholarship application prior to the deadline date listed above or the application will not be considered.  

·  Scholarship recipients will be officially announced at the monthly educational training.  If you have any questions, please contact the scholarship board liaison.
· If the recipient cannot attend the conference and has received any advanced funds from the chapter, those funds must be repaid to the chapter within five (5) business days of notifying the chapter scholarship chairperson and/or president that the recipient will not be able to attend.  All other pre-paid expenses will be refunded according to SGMP’s National Education Conference refund policies.  

· Scholarship recipients agree to pay the chapter any and all expenses related to or caused by a cancellation, for any reason, of their trip, at the discretion of the board; payment must be made in full within 30 days of the date the chapter was notified of the cancellation.  

· The scholarship recipients must fulfill their responsibilities.  Failure to do so will make them ineligible for future scholarships.  The board members attending the conference are responsible for ensuring that those responsibilities have been met. 

Completed applications must be submitted by the deadline provided by the MOCAP board.   It is the applicant’s responsibility to contact the appropriate SGMP committee chair to submit the SGMP Committee Report.  The committee chair will complete the report and submit it to the Scholarship board liaison prior to the application deadline date as long as it is received by the applicant prior to the application deadline date.  It is the applicant’s responsibility to submit the completed scholarship application prior to the deadline date listed or the application will not be considered.   

Scholarship recipients will be officially announced at a monthly membership meeting.  If you have any questions, please contact the Scholarship Board Liaison.  

Instructions for MOCAP Applications:

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

· Responses will be based on chapter activity for the previous calendar year for which the scholarship funding will be applied.

· The application must be in electronic format and emailed to the Scholarship Board Liaison and must be received by the date indicated.  Late applications will not be accepted. The relevant documentation must also be received no later than date indicated.  Late documentation(s) will be not accepted.  

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

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

· The committee will review the applications and supporting documentation, allocating points for each item and determining a score for each applicant. The scores determine who receives a scholarship and how funding will be allocated.  The committee’s recommendations will be presented to the chapter board for approval.  The president will notify recipients prior to or the day of the monthly educational meeting.

SGMP Chapter Scholarship Application

National Education Conference

For chapter scholarship use ONLY.  Questions should be addressed to the scholarship board liaison.

Chapter: MO State Capital
Deadline: To Be Determined
Eligibility for MO State Capital Chapter Members: 
· Chapter scholarships are based on contributions to the chapter, unlike SGMP National scholarships which are based on volume of meetings planned.  They are all open to both planner and supplier members.

· Applicant must not be an exhibiting supplier.
· Applicant may be a retired member.

· All scholarships are intended for chapter members who might not be able to attend the NEC without financial assistance.  Chapter members whose agency or chapter would otherwise provide full funding for them to attend are not eligible. A supplier member receiving a chapter scholarship must pay a portion of the registration fee as determined by the board within 30 days of the first day of the conference.  
· A member who has received a chapter scholarship in the past may apply, but might not be considered depending on the volume of applications submitted.
· Scholarships are distributed as chapter funding and budget allows and at the full discretion of the board.
Responsibilities of MO State Capital Chapter Recipients During and After the Conference:

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

· Attend the Expo.

· Provide assistance to Headquarters (HQ) during the NEC as needed.   Chapter will be coordinating with HQ for execution and verification. 

· Provide information about the conference experience that will be included in an article for a future chapter newsletter and participate in panel discussion or meeting presentation as requested by the board.  Article must be submitted to the Scholarship board liaison within 30 days of the completion of the NEC.  

Instructions for MO State Capital Chapter Applications:

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

· Responses will be based on chapter activity for the previous calendar year.
· Application must provide a copy of meeting attendance or Contact Hours Certificates for verification of meeting attendance to the Scholarship board liaison no later than 90 days following the conference.

· Application must be an electronic document sent to the Scholarship Board Liaison by the set date.  
· Please do not make your hotel and airline reservations prior to receiving notification regarding your scholarship application.   Instructions for making travel arrangements will be sent after the scholarship recipients have been selected.

· Scholarship recipients will be notified by the next monthly meeting as to whether they have been selected.
Section 1 – About You

Name: _______________________________________________________________________

E-mail address: _________________________________________________________________

Agency/company: _______________________________________________________________

Work Phone Number: __________________
  Cell Phone Number: ___________________

Planner:  Number of meetings planned in 2018:    ________on-site/in-house
________off-site 

Number of off-site meetings held at SGMP properties (list name of each SGMP property): _____Number of Meetings: ____________
Property Name_____________________________________________

I am seeking   ___ partial    ___ full financial assistance:

_____ I am willing to share a room with a chapter member or 
_____ I would prefer to have my own room and agree to pay for half the room cost, including taxes, per night (lodging) 

_____ Transportation (Airfare only--with a possible cap amount--to be determined based on number of eligible applicants)
_____ Planner Conference registration or 

_____ Non-exhibiting Supplier Conference registration (Supplier applicants must acknowledge that they are responsible for the difference in registration price from planner to supplier).

Section 2 -- Your Involvement with MO State Capital Chapter

(Unless otherwise noted, responses should be based on calendar year 2018 activities)
1.      Length of Chapter Membership.  

_____ 1-2 years (3 points)


_____ 3 years or more (5 points)
2. 
Certifications.  (10 points each) Confirm by noting the year you were certified. 


______ CGMP     ______CMP     ______CHSP     ______CHSC     _____other (list) _______

3.
Monthly Meeting Attendance.  (2 points per meeting attended) The Joint Meeting Planners Tradeshow and Holiday Extravaganza/Silent Auction are each considered a monthly meeting. If all were attended, an extra 5 points will be awarded.  List months attended January 2018 through December 2018 (see last page for list/reference).  

______________________________________________________________________


______________________________________________________________________

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


______________________________________________________________________


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


_________________________________________________________________________
6.
New Members Brought In.  (8 points per new member, maximum 5 members/40 points – membership committee chair exempt)  List new members’ name(s).  Membership chair must fill out committee report.

________________________________________________________________________

________________________________________________________________________


________________________________________________________________________

7.
Chapter Newsletter Contribution.  (5 points per article).  List title and date published. The article written as part of your scholarship requirements cannot be included here. 

___________________________________________________________________


___________________________________________________________________


___________________________________________________________________

8.
Previous National Education Conference (NEC) Attendance. (1 point per year; 3 points maximum) List date(s) and location(s).

_______________________  _______________________  _______________________

9.
National Involvement.  (10 points each)  Articles published in GC magazine; presenter at NEC; volunteer at NEC; national committee member. Provide explanations below.  (Copies of articles; NEC agenda/program; verification by SGMP for volunteering and/or committee verification must be included.)

_________________________________________________________________________


_________________________________________________________________________


_________________________________________________________________________
10.
Support of Chapter.  (15 points maximum)  2 point given for each of the categories below. 1 bonus point may be given if at least three (3) have been done. Check all that apply. 


 FORMCHECKBOX 
 fundraising

 FORMCHECKBOX 
 bake sales

 FORMCHECKBOX 
 food drive

 FORMCHECKBOX 
 silent auction donations 

 FORMCHECKBOX 
 coat/hat/glove drive
 FORMCHECKBOX 
 school supplies



 FORMCHECKBOX 
 social media content supplied to communications chair
11.
Are you receiving NEC funds from any other source, including your place of employment?   FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Partial, please explain

	


12.
I confirm that, if selected, I will attend all educational sessions and the Expo (planner members only) at the National Education Conference (NEC).  In addition, I will provide assistance at the NEC including, but not limited to, moderating a session, registration, or duties that have been assigned to me.  I will write an article and participate in a panel discussion about NEC or speak on behalf about my experience at the conference and will submit it to the Scholarship Liaison no later than July.  I understand that, in exchange for complimentary registration and/or lodging and/or transportation, I agree to be held accountable for all NEC-related tasks (on-site and off-site) that will be assigned to me as a part of this scholarship agreement and that my failure to abide by this agreement could result in a request for repayment of part or all of the complimentary items I am scheduled to receive.   
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Scholarship Applicant Signature





Date

13.
By signing below I approve of the travel and time away from the office for the applicant listed above to attend the Society of Government Meeting Professional’s National Education Conference.

Date of NEC ________________________

Location ______________________

______________________________________________

__________________
Signature of Applicant’s supervisor




Date

______________________________________

______________
Supervisor’s Printed Name





Work Phone Number


________________________________________________________________
Agency/Company

SGMP Committee Member Involvement Report

Instructions: Scholarship applicant should complete the first two lines and forward to the chairperson of each committee the applicant was actively involved in during the 2018 calendar year. 
Member’s Name:    
____________________________________________________________

Committee:     

____________________________________________________________

The following is to be completed by the chairperson or board liaison for the committee listed above.  Applicant must have been on the committee for six months to receive scholarship points.  
Please rate this member’s participation in committee activities.

1
2
3
4
5




Not very active

    
  Very active 
Please rate this member’s enthusiasm for SGMP.

1
2
3
4
5




Not enthusiastic

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

1
2
3
4
5




Not likely

    

  Very likely

List any specific accomplishments by this committee member.

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

______________________________________________________________________________
Committee Chair’s Signature:  __________________________________________________
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	CHARITY/FUNDRAISING COMMITTEE
	Section: Committees

Policy C-9

	Date:        September 10, 2004

Revised:    April 14, 2018; May 10, 2019
	


Summary:

This section describes the procedures for the charity/fundraising event (s) and fundraising activities.  The chair of the committee may receive a thumb drive with the past year(s) files. The chair may need to sign a waiver for possession of the thumb drive.

Policy: This committee is responsible for several charity/fundraising events throughout the year.  Although subject to change, the following is a list of the past charity events and the responsibilities for each charity event.  This committee also compiles the ideas (and projected earning) and submits the choices to the board for the event selection.
Established charity events and timeline:

-January:  Food Drive 

-April:  Annual Charity/Fundraising event 

-July/August:  Back to School Supplies 

-October:  Coat, Hat and Glove Drive 

January: Food Drive – The chairperson contacts the person in charge of the Samaritan Center or other organized food distributor asking for a list of needed food items.  This list is included with the January meeting notice that is emailed to members.  A representative from the food distributor is invited to the meeting to accept the items.  

April: Charity/Fundraising Event – The committee gathers charity organization recommendations and votes for a charity.  The charity must be a non-profit organization in good standing, subject to board approval. After charity is approved by the board, the charity organization is contacted and a representative is asked to attend the April meeting to receive the charity check. Once the basket information has been obtained from our member donators, a distribution of the baskets along with information about the chosen charity is emailed to the President to email to chapter members.  Raffle tickets are ordered and distributed to members.  Baskets are collected and prior to or the morning of the April educational training, raffle tickets are divided by city and the total dollar amount collected is recorded.  Names are drawn during the April meeting and if possible, the baskets are distributed to the winner or given to someone who can deliver the basket to the winner in person. Baskets will be mailed to the winner as a last resort of delivery. A portion of the net proceeds will go to charity to be determined by the board each year.  A check is given to the charity representative at the meeting.  
The Top Seller of the raffle tickets will receive a $50 gift certificate to be used at the upcoming HE/SA event.  The top second and third seller of the raffle tickets will each receive a $25 gift certificate to be used at the upcoming HE/SA event.  

July/August: School Supplies Drive – The committee gathers a list of public schools and charitable organizations (preferable pre-K and elementary school) in need of school supplies.  The committee votes on one school and the board approves the vote.  The chairperson contacts the selected recipient and invites a representative to the August meeting.  During the meeting, the representative is welcome to talk about his/her organization and how these supplies will help their organization.  

October: Coat, Hat and Glove Drive – The committee chair contacts a representative of the Jefferson City Boys and Girls Club and invites them to the October meeting to accept the donations received.  Coat, Hat and Glove information is included in the October meeting invitation.  At the October meeting, the representative is welcome to talk about the club and how these donations benefit the children attending this club.  

Other charity events during the year are at the discretion of the committee and the board.  
After the completion of a fundraising event, the event coordinator will complete the Event 

Critique Form, This completed form along with any money must be turned into the Treasurer within three (3) days following the day of the event, with the remainder of the critique completed within 7 days. An extension can be granted at the board’s discretion but the extension shall not be later than the next scheduled board meeting. The critique form and financials will be reviewed at the next scheduled board meeting. 
Once the Treasurer has verified the critique and financial information, the board liaison responsible for that event will discuss it at the next board meeting.  

The event coordinator shall write a newsletter article and submit it to the communications chair within two weeks following the event. 
Provide sponsorship forms to suppliers with instructions on how to track sponsorships for submission to the Honors and Awards committee. 
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	MISSOURI EVENT SUMMIT COMMITTEE
	Section:  Committees

Policy No. C-10

	Date:        September 10, 2004

Revised:   April 14, 2018
	


Summary:
This section covers the Missouri Event Summit held each year in conjunction with Missouri Travel Council (MTC) and Missouri Society of Association Executives (MSAE). 
Policy:

This committee should consist of three members the President, the first Vice President and second Vice President or as determined by the board. 
MOCAP SGMP, MSAE and MTC will coordinate their efforts at the planning meetings.  These planning meetings shall be attended by the committee members.

The MOCAP SGMP meeting planners are invited to the event.  Eligible MOCAP SGMP meeting planners may receive a certificate for a complimentary registration to this event as discussed elsewhere in this document. 
All attendees of the Missouri Event Summit must be chapter planner or retired members in good standing. Suppliers must be registered exhibitors to gain access to the tradeshow floor.  Non planner members can be invited to attend for a fee to be determined by the committee.
.
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	PROGRAMS COMMITTEE

	Section:  Committees

Policy No. C-11

	Date:        September 10, 2004

Revised:   April 13, 2018; May10, 2019
	


Summary:  This policy covers the chapter’s monthly educational programs and the committee’s responsibilities.  The chair of the committee may receive a thumb drive or email files with the past year(s) files. The chair may need to sign a waiver for possession of the thumb drive.

Policy:  The board will ensure that national office policies and procedures are followed, including the core competencies for education topic selection.  Monthly meeting dates are determined at the annual board meeting for the upcoming calendar year and are typically the second Thursday of the month.  Changes to this format are at the discretion of the board.  The committee determines monthly meeting hosts/locations and speakers/topics on a calendar year, but the committee members are determined on a state fiscal year calendar.  

General:  Based on the following responsibilities, the program chair and the program board liaison works with the committee to accomplish the following monthly meeting duties, including, but not limited to: 

-Coordinates meeting dates, host/facility and meeting logistics, including board meeting logistics (email is created, includes meeting dates and host expectations, and emailed to the local supplier members asking for hosts); 
-Determines program topics for the calendar year and locates speakers and asks speaker to apply topic to meeting planning. 
-Contacts the National Office for approval of the education program at least six months in advance of event;

-Remains in contact with scheduled speaker regarding meeting location and av needs, speaker fees (see annual budget for speaker fee budget), etc. 
-Creates Meeting Sponsor Form and emails to Chapter President to be emailed to supplier members asking for monthly meeting sponsors;  

-Creates the meeting invitation and emails to the Chapter President to be emailed to members; 

-Creates the meeting agenda and evaluation sheet, makes copies (prefer to have agenda color copied) and distributes at each place setting at monthly meetings; 

-Summarizes evaluation results and submits to Chapter President within five days of the meeting; 
-Coordinates meeting needs (for board meeting and monthly meeting) with host representative, including, but not limited to meeting rooms, meal, av needs, BEO’s, final meal count/guarantee, etc); and 

-Introduces meeting speakers at monthly meetings. 

Hosts/Locations: Contact supplier and confirm meeting dates. NOTE: after several meeting planners expressed interest in attending monthly meetings held outside the Jefferson City area, such as Columbia and Lake Ozark area to support supplier members in this area, the board voted to hold one monthly meeting a year in Columbia and Lake Ozark, based on availability. Locations held outside the Jefferson City area at the discretion of the Board. The board voted to extend meeting locations to non-member properties.
When contacting the meeting hosts, the following information must be relayed to them in order for our chapter to hold a meeting at their facility: 

-Board Meeting Room - a meeting space for 10 for our chapter board member meeting should be separate from the regular monthly meeting location (exceptions are if the board meeting set-up can be done in the back of the regular monthly meeting room and not disturb the set-up for that meeting), provide water station (coffee and pastries are welcome but at the cost and discretion of the facility (but would count toward sponsorship-see Awards and Honors Committee).  This room must be set up and available at 8:30am the day of the meeting.  

-Registration Table Area - located near the meeting room with three six-eight foot skirted tables, waste basket and access to an electrical outlet.  This area must be set up by 10:30am and registration is 11am to 11:30am; 

-Meeting Room - for approximately 40-50 at rounds with six chairs (so no one has their back to the speaker), with head podium, microphone, projection screen, projector, laptop (some speakers will bring their own), av cart, extension cord, one six-foot skirted table in back of room.  This meeting room set up may change and will be relayed to the host as soon as possible.  This room must be set up by 10:30am and the meeting typically begins at 11:30am and ends by 3:00pm. 

The host should track all reasonable expenses as part of their sponsorship – see Sponsor/Donation Appreciation Award under Awards and Honors Committee.  The Chapter will only pay for the meal and taxes ($18.50 per person all inclusive). 

Menus and Meal Guarantees – The program board liaison or program chair (or designated committee member) is responsible for choosing the menus within SGMP’s budgeted meal price per person (up to $18.50  per person all inclusive), providing final meal guarantees to the facility, corresponding with the facility on any other necessary needs,( i.e.,  room set-up, AV, etc.).  The Chapter will pay for meal and tax only and all other fees/charges related to the board meeting and monthly meeting are to be waived.  Ask host for menu options that will comply with chapter’s budget ($18.50 per person all inclusive) price and dietary needs.  Meal can be buffet or plated style and must include salad, entrée with meat, potatoes, vegetable, dessert, roll and butter, water, iced tea and coffee.  Lunch is typically served at 11:45am.  Salads, rolls and butter, desserts and beverages should be pre-set by 11:15am when possible.  Inform facility that wait staff can serve meals and can clear tables during presentations, unless instructed otherwise.  The Program Chair or designed committee member must contact the host staff the afternoon of the Monday preceding the monthly meeting and give a meal count/guarantee.  The hospitality committee member responsible for collecting meeting RSVP’s will provide the RSVP count.  

Contracts: The program board liaison or program chair works with the host staff to obtain a meeting contract (where applicable—American Legion does not have contracts).  Once received, it must be forwarded to the Chapter President for signature (no one other than the President has the authority to sign contracts).  Once the contract is forward to the host, ask for a signed copy back.  This will ensure that all parties are committed to the meeting.  The meeting BEO can be signed by the Program Board Liaison or Chair.

Educational Topic/Program:  This committee shall schedule all monthly meetings with a minimum of six (6) educationally-focused meetings per calendar year. These meetings should cover topics related to meeting management as outlined by SGMP’s nine (9) core competencies of education. The subject matter of the remaining meetings/events may pertain to meeting management, career and/or personal development, or be focused around networking.  
Duties include, but are not limited to, scheduling the speaker(s)/program for their (no more than) 50 minute presentations.  Obtain all necessary information from the speaker(s): contract information, bio, AV needs, etc.  All speaker information must be presented to National Director of Education for review, evaluation and approval by September 15th.  The committee member introducing the speaker should reserve a seat for the speaker(s) and him/herself at a front table, with the Chapter President, and shall introduce the speaker(s).  After the speaker presentation, the Chapter President will present the speaker(s) with a gift.  The Chapter President will bring the speaker gift to each meeting.

Hosts and Sponsors of monthly meeting:

-The host of a monthly meeting will receive one complimentary member registration unless the member is a Super Saver.  If the member is a Super Saver, the host will then receive one guest registration complimentary. 
-The sponsor of a meeting is responsible for bringing up to 10 door prizes (can be table decorations/centerpieces or the choice of the sponsor) and may choose to also bring overnight stay(s) for planner door prize drawings. A sponsor will receive one (1) member registration and one (1) complimentary guest registration unless the sponsor member is a Super Saver.  If the sponsor is a Super Saver, the sponsor will then receive two (2) complimentary guest registrations. If a non-member wants to sponsor a meeting, it must be preapproved by the Board.
-If the host and sponsor are the same, the member and two (2) guests will receive a complimentary registration unless they are a Super Saver.  If the host/sponsor combination is a Super Saver, they would receive a total of three (3) complimentary guest registrations.
-For any of the above situations, there will be a maximum of three (3) complimentary guest registrations.  

Both host and sponsor are encouraged to set up an exhibit on a table (provided) and provide property brochures at each table setting. 
Policies & Procedures Manual
Missouri State Capital Chapter

	RECORDS RETENTION
	Section:  General

Policy G-1

	Date:        September 10, 2004

Revised:   April 14, 2018
	


Summary:

This policy covers the responsibility of our chapter’s record retention.  This process and schedule covers records kept by the national organization, committees and chapters. The Treasurer will keep a minimum of three (3) years of financial records.
Policy:
The board will ensure that national office policies and procedures are followed. 
Committee chairs may keep information on thumb drives, and if applicable, will pass them to the President to pass to the next chair. Should our national organization create a new method of document storage (i.e.: cloud storage) the Chapter will follow their recommended guidelines and create specific procedures for board members and committee chairs.
The board will create and maintain an inventory list of all MOCAP supplies and gifts; The list will be reviewed and updated twice a year (annual board meeting and the December board meeting). 
Policies & Procedures Manual
Missouri State Capital Chapter

	FINANCES
	Section:  General

Policy No. G-2

	Date:       September 10, 2004

Revised:   April 14, 2018; May 10, 2019
	


Summary:

This policy covers our chapter’s financial guidelines. The Treasurer shall provide all relevant financial documents to the national office as required under SGMP’s Policies and Procedures. 
Policy: 
Payment is due prior to or at registration the day of any SGMP MOCAP event. See RECEIPT FOR MONTHLY EDUCATION MEETING, P-55.
Returned checks will be assessed at the current bank fee plus the amount of the check.

Late RSVPs, Late Cancellations, No Shows, Walk-ins (any one who is not pre-registered) will be assessed an additional $5.00 fee, in addition to the registration fee.

The following monthly training registration fee will be implemented:

Planners - $5
Suppliers - $25
Retired Planners, Retired Suppliers and Student Members - $5
First time attendance – Complimentary – for Planners, Retired Planners, Suppliers and Student Members (With the exception of late RSVP/cancellation or no show fees.)

Second time attendance in a 12-month period:  
Non-member Planner - $25
Non-member Supplier - $35
Third time attendance in a 12-month period – the attendee will be expected to bring a membership application and pay the applicable membership fee.
SGMP chapters are allowed to offer gift cards to members as awards or recognition (such as membership drives, chapter contests, committee involvement, etc.). Each member is only eligible to receive up to $25 per fiscal year. 

No-Shows and Late Fees: 
All members who RSVP (including Super Savers) for the monthly membership meeting but do not attend, will be charged and invoiced for the registration fee and up to $18.50 to cover the meal cost.  Members who cancel after the cut-off RSVP timeline will also be charged a no-show fee and invoiced for the no-show amount.
Since the chapter has a financial obligation associated with planner attendance, individual planner members will be held accountable for their late cancellations or no show fee(s), which will be the amount of the meal, plus fee(s).  All RSVPs or cancellations should be done by email, prior to the deadline listed on the announcement, as written documentation, to the person indicated on the meeting announcement.
In the case of severe weather, members will be allowed to cancel their reservations before 11 am the day prior to the event by notifying the hotel and RSVP person in writing, in order to avoid cancellation, no show or late fees.  All hotel contracts will include this clause and members will be notified as such. 
All members who RSVP past the cut-off date will be charged the late RSVP amount.  RSVPs are should be e-mailed to mocapsgmp1@gmail.com prior to 11 a.m. on the Monday before the monthly meeting.
Any member, who receives an invoice for a no-show fee, or any other unpaid fee, and does not pay it within a 30-day period, will be considered a member not in good standing with SGMP.  
Members working the monthly meeting registration desk are responsible for reporting registration fees and raffle sales on the reconciliation report.  Members are to sign the report and turn the money in to the Treasurer the day of the event.  Treasurer reviews reconciliation report, signs, and makes all deposits within three (3) days of the meeting.
Super Saver Program: For a cost savings to the members, suppliers will be charged for eight (8) meetings and the planner will be charged for nine (9) meetings.  This should be paid prior to the January Monthly Education Meeting and will be based on the calendar year.  Supplier super saver will apply to all meetings except for the Joint Meeting Planner Tradeshow, Supplier Appreciation Meeting, Holiday Extravaganza and one complimentary meeting.  Planner super saver applies to all meetings except for the Joint Meeting Planner Tradeshow, Holiday Extravaganza, and one complimentary meeting.

Planner Fees for Super Saver- $45
Supplier Fees for Super Saver - $200
Reimbursement: Board approved reimbursable expenses will be made only if expense report and receipts (invoice and/or other documents) are submitted within 30 days of expenditure. 

Board members representing the chapter at SGMP events must attend every function related to the event or the board members may be required to reimburse the chapter for all related expenses.  

Mileage reimbursement applies for travel to annual board meeting and any other training conference required by National SGMP, at the discretion of the MOCAP board.  Mileage will not be reimbursed for trips to an airport where the MOCAP SGMP member is utilizing an airline ticket paid for by MOCAP SGMP.
Mileage reimbursement for board members will be reimbursed either by the current state government FY reimbursement rates (not exceed the lowest cost of a flight, or a person driving a personal vehicle) or a flat fee determined by the board.  Mileage to and from, and any fuel receipts should be turned in within 30 days, after the trip has been taken, on a expense report, to the Treasurer. The fuel receipts will serve solely for documentary purposes only.  

Committee Board Liaison and committee chairperson are responsible for completing and turning into the Treasurer the Event Critique Form for every event within their chapter that collects money and/or distributes money, with the exception of the monthly educational programs.  The monthly educational programs have a separate financial reconciliation form that is completed, turned into the Treasurer.  The committee board liaison will discuss the event critique form at the next board meeting after receipt of the form.   
The chapter goal is to have all member-signed expense reports and all required documents received by Chapter Treasurer no later than ten (10) business days prior to the end of the chapter fiscal year closing. The Treasurer should issue reimbursement checks to members no later than five (5) business days prior to the end of the chapter fiscal year closing. Member should cash reimbursement-check no later than three (3) business days prior to the end of the chapter fiscal year closing. 

Policies & Procedures Manual

Missouri State Capital Chapter

	FINANCES – Purchase of Gift Cards
	Section:  General

Policy No. G-3

	Date:       August 11, 2017
Revised:  
	


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

SGMP chapters are allowed to offer gift cards to members as awards or recognition (such as membership drives, chapter contests, committee involvement, etc). Each member is only eligible to receive up to $25 per fiscal year. The chapter treasurer and chapter president must sign the SGMP gift card form at the time the gift card is purchased. That form must then be attached to the gift card and the member must sign it when it is received. A copy of that completed form must then be attached to the monthly financial report and submitted to SGMP headquarters the month the gift card was purchased.

This policy is based upon the private inurement doctrine:

The doctrine of private inurement prohibits a tax-exempt organization from using its assets to benefit any individual or entity that has a close relationship to the organization (such as a director, officer, key employee), or other “insider” (such as members, volunteers and sponsors). The issue of private inurement often arises when an organization pays unreasonable compensation (more than the value of the services) to an insider, but the inurement prohibition is designed to reach any transaction through which an insider unduly benefits, either directly or indirectly, from his or her position in an organization using tax-exempt funds or assets. 

Historically, the only sanction for a private inurement violation was revocation of the organization’s tax exempt status. However, the intermediate sanctions rules enacted in 1996 permit the IRS to impose an excise tax on individuals who improperly benefit from transactions using assets of a non-profit organization when that benefit does not conform to the non-profits primary mission. Also the managers of the organization who approved the benefit may also be assessed the excise tax. 
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MOCAP FORMS
· Committee Sign-up Sheet – P 43
· Event Information and Critique Form – P 44
· Thumb Drive Waiver Form - P 45
· Sponsorship and Donation Form Sheet – P 46
· Website/Newsletter Sponsorship Submission Form – P 47
· HE/SA Receipt/Payment Form - P 48
· Prospective Member Registration Form – P 49
· Receipt for Monthly Education Meeting – P 50
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2019-2020 SGMP MOCAP COMMITTEE SIGN-UP SHEET

The Chapter Board has established the seven committees listed below.  The committee term runs from July 1, 2018 through June 30, 2019. At least one Board member will serve on each committee as Board liaison and one member of the committee will be selected as the committee chairperson.  A member can only serve as chairperson of one committee. Serving on committees is a great way to get involved in your chapter!  

Place a check mark by the committee(s) that you would like to serve on and a check mark by “Chair” after the committee name if you are interesting in being the committee chairperson. 

_____
Membership; ____Chair


_____
Communications; _____Chair 

_____  Programs; _____Chair


_____
Awards and Honors; _____Chair


_____
Fundraising/Charity; _____Chair

_____
Hospitality; _____Chair


_____
Holiday Extravaganza/Silent Auction; 
_____Chair of HE and/or SA
(Please type or print)

Name___________________________________________________________

Agency/Company__                                                                                 _____ _

Phone____________________

Fax______________________________

Email __________________________________________________________

Please email this form to Melisa Adams at Melissa.adams@ded.mo.gov 
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SGMP MOCAP EVENT INFORMATION AND CRITIQUE FORM 
Name of Event:__________________________________
Date of Event:__________________
Event Leader:_______________________ Location of Event:___________________________
Address and Contact Information for Location:________________________________________
______________________________________________________________________________
Members Working Event:_________________________________________________________
______________________________________________________________________________
Total Income from Event:_____________________
-Expenses from event:     -_____________________ (type of expense)_____________________

-Expenses from event:     -_____________________(type of expense)_____________________



Subtotal  _______________________

Should you have additional expenses, please attach to form with receipt and description of expense.  

-Additional expenses:        _____________________

                             Total    =  ____________________
Successful Parts of the Event:______________________________________________________

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Unsuccessful Parts of the Event:____________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Would you do this event again:____________________________________________________

Name of Individual Completing Form: _______________________________________________
Signature and Date: ______________________________________________________________

Submitted to Board Treasurer_________________(name) on this date_____________________.

If any items were donated for this event, please attach a list with full description, dollar value and amount paid if the item was utilized as a raffle or auction item.   
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Agreement to use SGMP MOCAP Chapter Thumb Drive 
____________________________________________________________________(board member’s name) is holding the position of _____________________________________ on the MOCAP Board and has been given possession of a thumb drive which has the records of  _______________________________________________________________________ of the MOCAP Board, until such time as his/her term as current board position ends.  If lost or damaged the cost of replacement of the thumb drive to the Chapter is up to the Chapter President and is payable to the Chapter 30 days from the date of notifying the Board of damage or loss. If replacement is not made within the 30 day time period the member will be considered not in good standing with the organization. 

I have read the above conditions and agree to the terms.

___________________________________                         ______________________

Signature of Board Member




Date

___________________________________                         ______________________ 

Signature of Witness





Date

Give this document to Chapter Secretary for recordkeeping.
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Missouri State Capital Chapter

Society of Government Meeting Professionals

P.O. Box 105255

Jefferson City, MO  65110
Sponsorship and Donation Form Sheet
Name:
 _______________________________________________________________

Property/Agency:   ______________________________________________________

Mailing Address:   _______________________________________________________

City/State/Zip:   _________________________________________________________

Phone Number:  _____________________E-mail Address:  _____________________
_______ Personal Donation



____ Agency/Business Donation

Examples of donations:  Room rental for meeting or meal space, AV equipment, speaker cost (meal, travel, or room), complimentary room nights, gift certificates, centerpieces, printing, door prizes and silent auction gifts/baskets to any SGMP chapter or national events.
Fundraising events:  Monthly meetings, holiday extravaganza, silent auction, fundraising events and charity baskets.
Item donated/description
______
Event


             Price Value____________
__________________________________________________________________________________________________________________________________________________________________________________________________________________







GRAND TOTAL:  _________________

This information provided is used for the award program in June.  Please use the time period of June 1-May 31 to determine your donations for the fiscal year.  This information should be e-mailed to the awards and honors chair four weeks prior to the June awards ceremony of the current year.
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Website/Newsletter Sponsorship Submission Form
SGMP

P.O. Box 105255

Jefferson City, MO 65110 
MOCAP will offer website and/or newsletter sponsorships to its supplier members at a price of $200 for one calendar year or a special rate of $350 if the property wishes to advertise on the website and the newsletter both for one calendar year.    All sponsorship logos will be of comparable size.
Website logos will primarily be an Internet hyperlink to the supplier’s website and will consist of a graphic/photo (either in .jpg, .gif, .tif or photo available for scanning).  Newsletter advertising will consist of the company’s logo or a business card sized ad. 

Please complete the following and include with payment:

Company Name: ________________________________Contact Person:__________________
Address/City/State/Zip: ___________________________________________________________
Phone Number: _________________mail: ___________________________________________
Dates of Sponsorship: ____________________________________________________________
Check One: 

_____$200 for time period of: _______________ (list dates you wish to sponsor (up to twelve consecutive months) for WEBSITE sponsorship.

____$200 for time period of: ________________ (list dates you wish to sponsor (up to twelve consecutive months) for NEWSLETTER sponsorship.

____$350 for time period of:  _______________ (list dates you wish to sponsor (up to twelve consecutive months) for dual sponsorship in the NEWSLETTER and WEBSITE.   
All sponsorships will remain the same for a full year.  Adjustments may be made due to staffing, organization changes, etc., at the discretion of the Newsletter/Website Editor.  No ad will be placed on the website without having first been paid in full.  Invoices and receipts will be provided upon request. If you have any questions, please contact the Communications Board Liaison. 

Checks need to be made payable to SGMP MOCAP.  For credit card payment, complete the following information:

Amount to be charged on card:__________
Type of Card: __________ Card Number: ______________________Expiration Date: ________

Cardholder Signature:  ___________________________________________________________________

Thank you for your sponsorship and support!

SGMP Receipt/Payment for HE/SA
Society of Government Meeting Professionals - MOCAP Chapter

Date:


Received From:______________________________________________  in the amount(s) 

     $___________Registration (Pre-Register $25 / $30 After Nov. 1st / $35 Walk-ins) 
     $__________ Centerpieces ($5 per ticket)

     $__________ Wine Pull  ($15 for one ticket or $25 for two tickets)
     $__________ Live Auction (#________ / $ ________ ;   #______ / $ ______  )

     $__________ Silent Auction (#_______ / $ ________ ;   #_______ / $ ______ ; 

      #_______ / $ ________ ;   #_______ / $ _______ ;

      #_______ / $ ________ ;   #_______ / $ _______)

     $_________ Other    __________________________________________________

TOTAL $ ______________    

Payment Received by: _________________________________________________________

                                                                                   (SGMP Member Receiving Payment Signature)
Method of Payment: 
__________   Award Certificate
__________   Cash  

__________   Check       Check Number:  #_______________
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__________   Credit Card / __________  Successful Credit Card Transaction              Yes               No 

                                              (CC Transaction # if Available)
 




(3 % Processing Credit Card Fee)
IF NOT:  Name on Credit Card _______________________ Permission to Charge ________
                                                                                                                                                            (Initial)
Card Number __________________________  CVV _______   Expiration Date: ______/______
Thank you for your donation to SGMP MOCAP
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Missouri State Capital Chapter

Prospective Member Registration Form 

Name and Title:     

______________________________________________________________________________

Agency/ Company Represented:    

______________________________________________________________________________
Address:    

Phone (work): __________________________ (cell):________________________________

(Fax):________________________________

Email: _______________________________________________________________________

MOCAP member who invited you:   ______________________________________________________________________________

When do you plan to join SGMP? ________________

Additional Comments: ______________________________________________________________________________

______________________________________________________________________________

Do you know any government meeting planner or supplier SGMP should contact?

 ______________________________________________________________________________

Planners: How many meetings do you plan per year? ________________________________

Please complete form and email it back prior to meeting to membership committee chair or bring to the next meeting. 
SGMP Chapter Scholarship Application

SGMP

Society of Government Meeting Professionals -- Missouri State Capital Chapter

RECEIPT for Monthly Educational Session
Date: ______________________________


Received From:_____________________________________________________________  in the amount(s) 

     $___________Registration

     $__________ 50/50 Raffle   

TOTAL  $ ______________    Received by: ____________________________________________________
Method of Payment: 

__________   Cash  

__________   Check       Check Number:  #_______________
__________   Credit Card  / _______________   Successful Credit Card Transaction              Yes               No 

                                              (CC Transaction # if Available)
IF NOT:  Name on Credit Card _____________________________________ Permission to Charge ________
                                                                                                                                                                      (Initial)
Card Number _____________________________________  CVV _______   Expiration Date: ______/______
Thank you for your donation to SGMP MOCAP
SGMP

Society of Government Meeting Professionals -- Missouri State Capital Chapter

RECEIPT for Monthly Educational Session
Date: ______________________________


Received From:_____________________________________________________________  in the amount(s) 

     $___________Registration

     $__________ 50/50 Raffle   

TOTAL  $ ______________    Received by: ____________________________________________________
Method of Payment: 

__________   Cash  

__________   Check       Check Number:  #_______________
__________   Credit Card  / _______________   Successful Credit Card Transaction              Yes               No 

                                              (CC Transaction # if Available)




(3 % Processing Credit CardFee)
IF NOT:  Name on Credit Card _____________________________________ Permission to Charge ________
                                                                                                                                                                      (Initial)
Card Number _____________________________________  CVV _______   Expiration Date: ______/______
Thank you for your donation to SGMP MOCAP
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