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	Article I, 

Location
	
	

	
	Section 1, 

Office
	The offices of SITE shall be at 401 N. Michigan Avenue, Chicago, IL 60611, USA or such other location as determined by the Board of Directors.

	Article II, 

Objectives and Definition
	
	

	
	Section 1,

Objectives
	The objectives of SITE shall be those set forth in the Certificate of Incorporation and the Bylaws.  As a tax exempt professional organization, the purposes of this Society shall be set forth in the Articles of Incorporation filed in the State of Illinois.

	
	Section 2, 

Definition
	The Society of Incentive & Travel Executives is a not-for-profit educational and professional society which acts as a resource to the incentive industry, the press and to the general public.  It upgrades the quality of incentive programs through education resulting in improved communications and enhanced professionalism. It accomplishes its purposes by:

· Providing a forum for networking;

· Offering education and training for incentive and travel executives;

· Providing education for professional development;

· Developing resources and tools for the incentive industry profession; and,

· Establishing standards of ethical behavior.

	Article III, 

Membership
	
	

	
	Section 1, 

Qualifications
	SITE is an individual membership Society.  Applicants for membership must meet the requirements as set forth in Article III, Section 3.1 and Section 3.2 of the bylaws.  Each new member will have the effective date of membership on the first of the month in which their membership application has been approved.

	
	Section 2, 

Dues & Application Fee
	Dues and application fees are payable either by check drawn on a US bank in US funds, by a bank check in the equivalent amount in local currency, by International Money Order, or by credit card (MasterCard, VISA, Diner’s Club or American Express).  Due to currency exchange and complications in processing, payments from certain countries may not be drawn on a local bank and a wire transfer or credit card payment may be required.  Renewal of membership is due on 1 January of every year. Dues invoices are to be issued no later than 60 days prior to the renewal date.

New member dues will be pro-rated beginning in April according to the following schedule:

$265, April              

$231, May

$198, June
$165, July      

$132, August

$ 99, September

The $50 application will not be pro-rated; however it may be waived for special membership promotions.

Applications received in October, November and December will be applied to the next year and will not be pro-rated.

	
	Section 3, 

Chapters
	Membership applications may be distributed and collected by Chapters provided they are forwarded within ten (10) working days to SITE headquarters.  Applicants do not become members until all required documentation and their dues payment has been received, and their corresponding chapter’s approval (see section 5).

SITE members are automatically granted membership with a SITE chapter located in their geographic region. As of 2005, SITE members who do not reside in an area with a chapter may select a chapter to join; this will constitute their “primary” Chapter membership.  SITE members may choose to join additional chapters for a fee of US$50 per chapter. This will constitute their “secondary” Chapter membership.

	
	Section 4, 

Sponsorship
	An application is not complete until a personal letter of recommendation from a current member of SITE is received at SITE Headquarters, along with appropriate payments. If a prospective member does not know a SITE member, s/he must send SITE Headquarters the following information:

1. Two references from clients

2. Reasons why they wish to become a member and how SITE could benefit from having them as a member. 

SITE Headquarters will present this information to the membership committee at their next meeting. The membership committee will review the information and, if approved, write the sponsor letter. SITE Headquarters will notify the individual once the decision is made.  

	
	Section 5, 

Approval
	Applications from those who reside within the boundaries of an existing Chapter are referred to that Chapter.  The Chapter is permitted to make their recommendation with a deadline of two weeks prior to the next ballot.  The Board of Directors reserves the right of final determination as to qualification for membership.

	
	Section 6, 

Membership Benefits
	All new members will receive a new member packet, which will include at a minimum the Resource Directory, a Membership Certificate, SITE logo use guidelines, the SITE logo, SITE Member ID number, and internet log-in information. All renewing members will receive an updated internet password, a copy of the Resource Directory, once it is printed, and another copy of the SITE logo. 

A. Membership in SITE shall be granted and recorded in the name of the individual, not his/her organization.

B. When a member transfers employment from one organization to another or is temporarily unemployed, the member may continue membership.  It is up to the individual member to notify headquarters about their new contact information.
C. When a company has paid the individual's membership dues, the company may request transfer of membership to another individual providing:

The current member notifies SITE, in writing, requesting the transfer of membership to a specified individual, or The proposed new member meets all membership requirements including payment of the $100 membership transfer fee and submittal of a completed application which must be approved according to the procedures described in this manual.

Transferred memberships will be valid until 31 December. .All transfer members will need to renew by 1 January in order to remain an active member in the following year

D. Resignation can be by letter to SITE Headquarters or by non-payment of dues more than 60 days past the 1 January renewal deadline.  A resigned member may renew membership upon payment of dues providing renewal is instituted no later than 12 months from the member's anniversary date.  After the 12-month period, the full membership application procedure must be followed.  If membership is dropped for any reason, all qualifications for a new member shall be met for reinstatement.

E. No refunds of dues payments or application fees will be made.

	Article IV,

Dues
	
	

	
	Section 1, 

Application Fee
	A non-refundable application fee of fifty dollars (US$50.00) will apply to each person submitting a membership application, unless removed for a membership promotion or deemed otherwise by the SITE Board of Directors.

	
	Section 2, 

Member Dues
	Dues for each voting member shall be THREE HUNDRED AND NINETY FIVE DOLLARS(US$395.00) per year, and dues for nonvoting retired members shall receive a 50% discount on the current dues.  Past Presidents of SITE will receive complimentary membership.

	
	Section 3, 

Renewal
	Members shall renew on the 1st of January of every year.

	
	Section 4, 

Chapters & Revenue Sharing
	After receipt of renewal dues by current members and approval of new members, SITE Headquarters will issue reimbursements at approved levels to Chapters for said membership.  

Payments to Chapters will be made quarterly after current financial and activity reports are received by SITE Headquarters.  The Chapter will not receive payment if the quarterly report is not submitted and retroactive payments for late reports will not be made. A quarterly report template is available from SITE Headquarters.
Chapters will receive $40 per member for each primary chapter member and $25 for each secondary chapter member.

	Article V,

Intl. Board of Directors
	
	

	
	Section 1, 

Composition & Term
	The composition of the Board shall be as stated in Article V, Section 5.5 of the bylaws.  The SITE Foundation President shall be an ex officio liaison to the SITE Board.

	
	Section 2,

Nomination & Election
	The Nominating Committee shall be responsible for directing and monitoring the election of Directors.  The Nominating Committee will verify, through SITE Headquarters, that all respective Board nominees meet the requirements for election to the Board of Directors.  A candidate must have been a member for at least 12 months and must have a minimum of 45 points accumulated from the criteria described in the “SITE Board Member Candidates Point Structure Chart” (Exhibit X, attached) to run for the Board of Directors (15 of which must be derived from numbers 4 through 11).
Once a candidate has qualified to run for the Board, the candidate shall be advised by the Nominating Committee that only the official ballot may be used to solicit votes, and that written or printed communications to the membership are prohibited.

The Nominating Committee shall be responsible for annually issuing to the SITE voting membership by 15 July a ballot with all qualified candidates and will tabulate and verify all ballots through SITE Headquarters.  

The Board structure will provide for proportional regional representation based on SITE membership for a total of 10 to 15 members.  Current members of the Board will serve until their present term is completed.  
The formula to calculate the regional representation of the International Board of directors is as follows:
1. Determine the percentage of SITE members in each of the following regions:
a. Africa/Middle East

b. Asia/Pacific

c. Canada

d. Europe

e. Latin America/Caribbean

f. United States
2. Multiply the percentage of members by the total number of seats on the board

Example:
Region

Percentage of

Membership

Formula

Number of Seats for 2006

Africa/Middle East
.08

.08 x 15* = 1.2

1

Asia/Pacific
.05

.05 x 15 = .75

1

Canada

.05

.05 x 15 = .75
1

Europe

.35

.35 x 15 = 5.25
5

Latin America
.08

.08 x 15 = 1.2
1

USA
.39

.39 x 15 = 5.85

6

Total
15

*15 represents the maximum number of International Board Members allowed by the bylaws.

**Anything over .5 is rounded up.

The number of seats allocated to a given region will be recalculated every three years beginning with the election for seats in 1997.  The number of seats is due to be recalculated on January 1, 2005 for the term 2006-08.  Seated Board members will always serve until their present term is completed.  Members can only stand for seats in the region in which they reside.

All SITE voting members will vote for candidates for all Board positions.

If there is no candidate for a given open seat, the President has the option of appointing any qualified SITE member and with Board approval fill that seat for one year only or until the next election is held.

In the event of a tie vote for any open seat, the President's vote shall be counted twice to break the tie.

A Board member may not also be President/Chairperson of a SITE Chapter.

	
	Section 3,

Introduction
	All newly elected Directors shall be required to attend the Board of Directors meeting held in conjunction with the International Conference as guests without vote.  Newly elected Directors will be presented to the membership at the International Conference.

	
	Section 4,

Duties & Responsibilities
	A. To lend expertise to the decision-making process as qualified, knowledgeable and enlightened individuals, keeping in mind the interests of the membership and being prepared to look at the total picture and to make decisions for the overall good of the Society.

B. To determine policies in the best interest of the membership.

C. To make decisions for the good of the organization and to determine officers to lead the Society.

D. To offer assistance to the new Directors as other Directors' terms of office expire.

E. General Policies for Board Members:

1) Directors are expected to attend all regularly scheduled meetings of the Board in a given year as well as the annual board orientation held in conjunction with the meeting held at the International Conference the year in which they were elected.

2) Directors are expected to attend any special meetings of the Board called by the President, to the extent their business schedules permit.

3) If they are unable to attend, Directors should notify the President and the CEO in advance of a regular or special meeting of the Board.  Such notification must be in writing with an explanation for the absence.

4) Directors are expected to be in attendance for the entire duration of a regular or special meeting of the Board and should make their travel arrangements accordingly to preclude leaving a meeting before its conclusion.  Directors who expect to be absent for more than one hour of a regular or special meeting must notify the President and the Executive Vice President in writing giving an explanation for the absence.

5) Directors are encouraged to mention their affiliation with SITE during all interviews, speaking engagements or other business activities.

6) Directors are requested to sponsor a minimum of three new members of SITE in a calendar year. 

7) Directors are permitted to participate in SITE competitions in which outside independent judging occurs, but are excluded from taking part in any SITE drawing, sweepstakes or contest.

F. General Guidelines for Board Candidates:

1) The chairman of the Nominating Committee shall serve as a mentor for all candidates for the Board in order to provide confidential counsel and advice on the responsibilities and expenses, including transportation costs, associated with being a Director.

2) All candidates for the Board will receive a manual containing the following documents:
1. the Strategic Plan
2. the Policy and Procedure Manual

3. bylaws and Code of Ethics

4. a current financial report

5. a list of committees

6. a Conflict of Interest form

G. Guidelines for Newly-Elected Directors:

1) In addition to receiving the materials above, all newly-elected Directors will be briefed by the Executive Committee or the CEO prior to the Board meeting held at the International Conference they year in which they were elected.

2) Upon request New Directors will receive a copy (or summary) of Roberts' Rules of Order.

H. Guidelines for Retiring Directors:
All retiring Directors will have a "debriefing" session with CEO prior to their last meeting.  During this session, retiring Directors can offer comments, advice and suggestions concerning how to improve the efficiency and operation of the Board.  Such information will remain confidential but can be useful in long range planning.
A retiring Director may also choose to issue an exit document to the Executive Committee instead of debrief with the CEO.
All retiring Directors will be formally thanked and recognized during their last board meeting.

	
	Section 5,

Vacancies
	A vacancy on the Board of Directors shall be filled in accordance with Article VI, Section 5.8 of the bylaws.  Candidates can include but need not be limited to Board candidates on the previous year's ballot.  Election of a Director as an Officer shall not create a vacancy on the Board of Directors.

	
	Section 6,

Reimbursement of Expenses
	No expense for attendance at Board of Directors meetings shall be reimbursed by SITE unless otherwise approved by the Board of Directors and included in the annual budget.

	
	Section 7,

Board Meeting Agendas
	Items for the agenda of a Board of Directors meeting must be presented in writing to the CEO at least thirty (30) days in advance of each scheduled meeting.  Items may be added at the start of the meeting when sufficient copies are provided for all members present by the Board member submitting the item and the request for the added item is supported by a vote of the majority of the Directors present at the meeting.  The proposal must state the need and action requested on the item.

	
	Section 8,

Advance Information Packages
	SITE Headquarters will advise all voting and non-voting Board members of scheduled and special meetings.  An agenda will be sent at least thirty (30) days prior to the board meeting.  Every effort will be made to send all other documents at least ten (10) days prior to each Board meeting. All documents will be sent to all voting Board members and to non-voting Board members who indicate their intention to attend the meeting or who specifically request the information.

Documents sent to the board will include:
· Agenda

· Minutes from the previous meeting

All other documents relating to the agenda

	
	Section 9,

Proposals
	Proposals with unbudgeted financial impact on the Society must be submitted on a Proposal Impact Form at least thirty (30) days prior to each scheduled meeting in order for SITE staff to prepare a Revenue/Expense Analysis.  Proposals presented that have financial implications but were not submitted with a Proposal Impact Form may be addressed by the Board, but a final decision must await a Revenue/Expense Analysis by the designated Vice President and Executive Vice President.  In such cases, the Board may direct the Executive Committee to render a final decision on behalf of the Board of Directors.

	
	Section 10,

Quorum and Voting
	A majority of the voting members of the Board of Directors shall constitute a quorum.  Each Board member shall have one vote and his/her voting rights shall not be delegated to another nor exercised by proxy.  Any Board vote which deals with specific individuals, whether Board members or not, is to be conducted by secret ballot.  The Board may vote through the use of either a mail ballot or a facsimile-transmitted ballot only in cases of emergency as determined by the President or the CEO.  When such an emergency exists, full background information for the motion to be acted on must be made available to voting Board members before the vote is requested, including the Executive Committee's recommendation.  Unanimous approval is required for any Board action taken by mail ballot or facsimile-transmitted ballot.

	
	Section 11,

Minutes
	Minutes of all Board meetings shall be distributed within thirty (30) days after the board meeting to all voting members of the Board of Directors and to non-voting members who attended the meeting or who specifically request the information.

	
	Section 12,

Conflict of Interest
	No member of the Board of Directors shall participate in the discussion of, or vote on, any program or activity in which the Board member or the member's organization has direct financial influence or impact.  Each Board member will annually sign a Conflict of Interest form.

	
	Section 13,

Resignation or Removal
	The resignation or removal of Directors shall be as stated in Article V, Section 5.7(h) and 5.8 of the bylaws.

	Article VI,

Election of Officers
	
	

	
	Section 1,

Qualifications for Office
	Qualifications for officer positions shall be as described under Article VI, Section 6.4 of the bylaws.

	
	Section 2,

Term of Office
	Each elected officer shall take office on January 1 of the year after election and shall serve for a term of one (1) year or until a successor is duly elected.  Each elected officer, other than the President and the President Elect, may be elected to serve a successive term in that office.

	
	Section 3,

Nomination
	A Candidate Data and Interest Form will be sent to all Board members who qualify to run for the Executive Committee, as described in section 6.4 of the bylaws, no later than sixty (60) days prior to the Board meeting at which elections will occur and must be returned by each interested Board member to SITE Headquarters at least thirty (30) days prior to that meeting.  Board members may declare their intention to run for one or two officer positions. 
The Nominating Committee shall be responsible for submitting a slate of candidates for all office positions at least thirty (30) days in advance of the Board of Directors meeting at which elections will occur.  The Nominating Committee Chair shall be responsible for approving the slate of candidates before it is distributed to the Board of Directors.  Declarations for office cannot be added or revised after the closing date for nominations established by the Nominating Committee except in circumstances deemed necessary by the Nominating Committee.  A declaration for office may be withdrawn at any time before the election.

	
	Section 4,

Election
	The Immediate Past-President shall supervise a ballot election by the Board of Directors for the election of officers.  The voting process shall be by secret ballot, and the winner of each office shall be announced before proceeding to the election of the next officer.  A successful election is determined by the majority of votes of Directors present and voting.  When there are three (3) or more nominees for an office and one fails to receive a majority vote for election, the two (2) nominees receiving the greater number of votes shall participate in a runoff election.  Elections will be taken in the following order:
1. President Elect

2. Vice President – Finance

3. Vice President. 

This order will be announced as part of the agenda for the meeting.  

If there is a tie vote for any officer position after all but two nominees have been eliminated from consideration, the Directors shall have an opportunity to question each of the remaining nominees, and then a second round of voting shall take place.  If two rounds of Director voting fail to break a tie after all but two nominees for an officer position have been eliminated from consideration, the President's vote shall be counted twice to break the tie.
Each candidate will be permitted to speak for five minutes.

The voting will be by secret ballot and will be counted and announced before proceeding to the next office.  Voice votes are not permitted.

A candidate for more than one office will be disqualified from running for the second office if he/she is successful in being elected to the first.

The election process is governed by SITE’s bylaws, Policy and Procedure, and Robert’s Rules of Order.  In casting votes, directors have the following options:

a) You can cast your vote for a candidate presented by the Nominating Committee.
(b) You can write-in a qualified candidate which could be yourself or another member of the Board.  Nominations from the floor will not be permitted.
(c) You can abstain which nullifies your vote and lowers the number for the majority required to be elected to office.

	Article VII,

Duties of Officers
	
	

	
	Section 1,

President
	The President shall serve as Chair of the Executive Committee and the Board of Directors, and shall preside at all meetings, including the Annual General Meeting of the Society.  The President shall serve as an ex officio liaison to the SITE Foundation.

	
	Section 2,

President Elect
	In the temporary absence of the President or the President’s inability or refusal to act, the President Elect shall perform the duties of the President, and when so doing, shall have all of the powers of and be subject to all the restrictions upon the President.  The President Elect supports the President in fulfilling the goals and objectives of the board of directors by providing continuity to established programs and formulating future programs for his or her own presidency.  On the first day of the next succeeding term of the President, the President Elect shall assume the office of President unless at least 51% of the seated directors, at least 90 days prior to scheduled elections for officers, request an election for that position.  If such request is made, candidates for the office of President will be sought among qualified Board members, and if such candidates are found other than the President Elect, an election shall be conducted for the office of President which includes such candidates.  The President Elect shall perform such other duties as may be prescribed by the President, Executive Committee or Board of Directors.

	
	Section 3,

Vice Presidents
	A Vice President may be delegated by the President, the Executive Committee or the Board of Directors, in the temporary absence of the President and the President Elect, to perform the President's duties, and shall perform other such duties as may be specified by the President, the Executive Committee or the Board of Directors.  The elected Vice Presidents' duties will include, but not be limited to, oversight of education, planning, finance, communication and membership.

	
	Section 4,

Past Presidents
	The Immediate Past President shall serve as a voting member of the Executive Committee regardless of his/her voting status on the Board of Directors.

	Article VIII,

Executive Committee
	
	

	
	Section 1,

Composition
	The Executive Committee shall be composed of the President, Immediate Past President, President Elect, Vice President – Finance, Vice President and one (1) other member of the Board of Directors, known as Member at Large, appointed by the President subject to the approval of the Board of Directors.  The CEO shall be a member ex-officio without vote.

	
	Section 2,

Quorum & Voting
	A majority of the Executive Committee voting membership shall constitute a quorum.  Each Executive Committee member shall have one vote, excluding the CEO, and his/her right shall not be delegated to another nor exercised by proxy.

	
	Section 3,

Duties
	The Executive Committee may act on behalf of the Board of Directors between regularly scheduled or special meetings of the Executive Committee, except as may be prohibited by law or the Board of Directors.  The Board of Directors must be notified of the action/decision on the first business day after the action has been taken.  The Executive Committee will guide and assist the Board of Directors in planning, organizing, delegating, and administrating all activities, and maintaining financial controls to insure the fiscal health of the Society.

	
	Section 4,

Conflict of Interest
	No member of the Executive Committee shall participate in the discussion of, or vote on, any program or activity in which the Committee member or the member's organization has direct financial influence or impact.  

	
	Section 5,

Minutes
	Minutes of all meetings will be distributed to the Executive Committee thirty (30) days after the meeting.

	Article IX,

Committees
	
	

	
	Section 1,

Standing Committees
	Standing Committees of SITE shall be the Executive, Ethics, Bylaws/Policies, Finance and Nominating.  Other committees may be created as necessary by the President with the approval of the Board of Directors.  The President shall appoint, with the approval of the Board of Directors, a Committee Chair and Vice Chair from among the membership to serve one (1) or two (2) year terms of office commencing 1 January.

	
	Section 2,

Special Committees
	Special committees may be established annually by the President.  The President shall appoint, with the approval of the Board of Directors, Committee Chairs and Vice Chairs from among the membership to serve a term of office not to exceed two (2) years or to the completion of the committee charge, whichever is less.

	
	Section 3,

Committee Structure
	A. Committees shall consist of at least five (5) members, including the Chair and Vice Chair.

B. Committee Chairs, Vice Chairs and members should not be members of the Board of Directors.

C. Annually, the CEO will provide suggestions to the President for the appointment of a Committee Chair and Vice Chair for each Committee.  These suggestions shall be made from recommendations by each current Committee Chair, as well as recommendations by the Executive Committee, Board and SITE staff liaisons.

D. No person shall be appointed or confirmed unless willingness to serve has been established.

E. The Board and Executive Committee liaisons for each committee shall serve as an ex-officio member of the committee with voice and vote, and shall be counted in the quorum.  The President shall serve as an ex-officio member of all committees, except the Nominating Committee, with voice and vote, but shall not be counted in the quorum.

F. Committee chairs will be required to sign a Conflict of Interest form each year.

	
	Section 4,

Committee Reports
	Each Committee Chair will be issued a Committee Guidelines Manual.  Some Committees, such as Ethics, may have other specific guidelines.  Each Committee Chair shall submit a written report of the Committee's activities to the Executive Committee liaison and SITE staff liaison thirty (30) days prior to each Executive Committee and Board of Directors meeting or as scheduled by the CEO.  Each Executive Committee liaison shall send an Executive Summary to the President and CEO for distribution to the Board of Directors prior to each Board meeting.

	
	Section 5,

Nominating Committee
	There shall be a Nominating Committee comprised of at least five (5) active members of SITE, including the Chair.  The Chair and committee members shall be appointed by the President and approved by the Board of Directors.  The CEO may not serve on this committee..  The Nominating Committee shall be responsible for directing and monitoring the election of Directors and for submitting a slate of candidates to the voting membership.  Further, the Nominating Committee shall be responsible for submitting a slate of candidates for the elected offices of the Society to the Board of Directors and for conducting a ballot election at a designated time prior to the Annual General Meeting.  The Nominating Committee shall not select any of its members for positions to be filled.  Members of the Nominating Committee are not eligible to run for the Board in the same year that they serve on the Committee

	Article X,

Chief Executive Officer & Staff
	
	

	
	Section 1,

Emergency Replacement Procedures
	In the event of an emergency, if the CEO is totally incapacitated for either a short period or permanently, the following steps shall be taken for sound management and control of the staff organization and affairs of SITE:

A. The President shall contact SmithBucklin management  to request written recommendations for staff assignments.

B. SmithBucklin shall make interim staff assignments for the period that the CEO is unable to perform his/her responsibilities or until a replacement is confirmed by the SmithBucklin and approved by the International Board of Directors.

C. In the case of permanent disability, SmithBucklin shall immediately set in motion the procedures for selection of a new CEO.  Consideration shall be given to the recommendation of the CEO.  

D. In case of termination of the CEO:

1. SmithBucklin management shall make interim staff assignments until a replacement is confirmed.

2. SmithBucklin shall immediately set in motion the procedures for selection of a new CEO.

	Article XI,

Miscellaneous
	
	

	
	Section 1,

Sanctioned Events
	It is recommended that any function, event, mailing or activity held or conducted in connection with a SITE supported and/or endorsed event and using the SITE designation, Chapter designation, SITE name, Chapter name, and/or the SITE logo or Chapter logo in any manner, be cleared in advance through SITE Headquarters or the Executive Committee. 

Only official SITE Chapters may use their own SITE Chapter designation (Example: SITE XYZ Chapter) in conjunction with local events and activities.  Chapter initiatives must adhere to the SITE International mission (please refer to Article II, “Objectives and Definition”).  Any exceptions must be cleared in advance through SITE Headquarters or the Executive Committee.

If there is a violation of this policy, a special notice will be mailed advising the membership of the breach of SITE policy and a request that they remove the SITE logo or become a SITE member. If the individual ignores this notice and fails to become a member, another notice will be sent to the company and their company will be listed on the SITE Web site under a fraudulent business listing.

Any event for which SITE is either the sole or co-sponsor and which is designed for and promoted and open to the SITE membership at large must not discriminate against any member or specific membership category.  Such discriminatory practice may take the form of, but not be limited to, variable entry fees or exclusion from certain parts of the programs.

Subject to Board approval and legal review, SITE may choose to design, sponsor or produce programs targeted at specific disciplines or audiences, regardless of membership status, as a strategy to fulfill specific objectives of the organization.

	
	Section 2,

Trade Shows
	A. Presently, SITE endorses three trade shows: The Motivation Show (IT&ME), IMEX and EIBTM.  These are valued partnerships with great mutual benefits.  

B. Chapters of SITE, on approval annually by the SITE Board, may "support" but not endorse parochial (national or regional) trade shows within existing SITE guidelines.

C. SITE is the exclusive or pre-eminent endorsing incentive travel society.

D. The terms "Endorsement" and "Sponsorship" will apply only to major international events.  They will reflect key benefits to all SITE members worldwide as a well as providing SITE with a substantial financial return.

1) The implications of a SITE endorsement for any trade show are that:

a) It is a good business decision for SITE members worldwide to attend.

b) It represents a substantial revenue earning potential for SITE.

c) It provides a platform for SITE's educational product.

d) It helps further SITE as the voice of the incentive industry.

e) The trade show involved may use both the word "endorsement" and the SITE logo in its promotional material.

f) The placement of a trade show within the industry calendar is critical.  No event should be considered for endorsement if it falls within a three (3) month period on either side of an existing endorsed event.

2) It is recognized that SITE Chapter support may be requested by regional trade shows.


Implications of local (Chapter) support are that:

a) It is a good business decision for local SITE members to attend.

b) It represents revenue earning potential for the local SITE Chapter.

c) It provides a platform for SITE's educational products.

d) It helps further establish SITE as the voice of the industry.

e) The trade show involved may use the phrase "Supported by SITE (Local) Chapter."
The term "endorsement" must NOT be used in any circumstances, written or verbal.  Additionally, the SITE logo may be used but only with the Chapter name directly beneath it, along with the words "Supported by."
The term "support" is the only one authorized by SITE for use in conjunction with any of the above activities.

f) Any request for SITE Chapter support by a trade show is subject to the approval of the main SITE Board and an annual review based on SITE's overall Trade Show Policy.

g) Trade shows requesting SITE Chapter support should accept these provisions in writing before such support commences.

h) When ratifying SITE Chapter support for a trade show, the International SITE Board will take the timing of the show into account in relation to other industry events as a key factor for consideration.
i) When a SITE Chapter exhibits at a local or regional trade show, the booth should exhibit proper signage and be staffed full time.  An adequate amount of material should be available for handouts.

	
	Section 3,

Criteria to Determine SITE Involvement in Education at Associated Events
	A. It is recognized that SITE has a commitment to education on a worldwide basis and that Chapters, in particular, will be approached by regional events to provide educational programs.

B. It is considered that such educational provision can be valuable to the development of the incentive industry, but that it should be clearly stated that such educational provision meets the following criteria:

1. That the industry event be perceived as a successful professional event which would enhance or improve professionalism within the incentive industry.

2. That SITE have input into any incentive educational programming of the industry event which would meet the needs of the SITE members and non-members, within the educational standards of SITE.

3. That SITE receive financial remuneration in return for presenting a profit-generating educational program, with no liability for losses or unbudgeted expenses incurred by event sponsors.

4. That SITE, its staff, and its members be fully indemnified in relationship to the educational event.

5. That the SITE logo be prominently positioned on any and all collateral material printed and distributed in conjunction with the educational program, with copies of all promotional material provided to SITE Headquarters for approval prior to distribution.

6. That SITE Headquarters formally review the guidelines for presenting educational programs on an annual basis.

7. 7. That participation or attendance by a member of Headquarters staff in an educational program as an official SITE representative does not constitute endorsement of that event.  Use of the SITE logo in such cases will not be permitted for promotional purposes.

	
	Section 4,

Mailing Labels
	Upon request, SITE will provide mailing list, excluding e-mail addresses of its membership roster to nonmembers for a fee.  The cost of list shall be determined by the CEO.

	
	Section 5,

Editorial Policy
	The editorial policy of the Society shall be to inform the members and general public of Society activities by judicious use of all possible media.  Education will always be primary in these efforts with additional objectives being those of growth, professionalism, and maintenance of the highest ethical practices in the field of incentives.

SITE shall serve as the unbiased, non-commercial voice of the profession and its publications shall reflect the highest standards of the Society.  Publications will report on all items of newsworthiness with the added responsibility of serving as the historical chronicle of SITE.  These publications shall in no way be detrimental to any portion of the membership, their representative companies, or organizations.

SITE will not endorse any magazine to give that publication an advantage over another magazine for ad sales, nor will SITE create the perception that it feels one publication is better than another.

SITE's editorial policy shall be under the direction and control of the CEO.

	
	Section 6,

Awards
	SITE will have awards programs to recognize outstanding achievement among its membership.  The awards programs will be administered with the approval of the Executive Committee, which may form specific awards committees to implement specific programs.

	
	Section 7,

Member Benefits & Discounts
	A member discount and benefits listing will be published each year in the Resource Manual or the Web site.  The following criteria must be met to qualify as a SITE member benefit or discount.

A. Available to all members

B. Travel related or a product/service of a SITE member and directly related to the incentive industry

C. Specific in nature

D. A significant value to the majority of the members
E. Granted by SITE members or member firms to SITE members

	
	Section 8,

Member-Hosted Events at Endorsed Trade Shows
	The Board of Directors disapproves of any SITE member's organization holding an event which conflicts with a SITE-endorsed trade show's hours or events.

	
	Section 9,

Fund-Raising Activities
	It is acceptable for fund-raising activities to be held in conjunction with a SITE-sponsored event with the following provisions:

1. The beneficiary of such activity must be a not-for-profit organization..

2. Funds raised through this activity must be deposited with and distributed by SITE Headquarters or the fund-raising Chapter.

3. The individual attendee must have freedom of choice to participate in the fund-raising activity.  Hence, the contribution cannot be a part of the admission fee.

The decision to include fund-raising as part of a SITE function rests with the chairperson of the committee responsible for the event.  Approval of the beneficiary rests with the CEO.

Requests for permission and subsequent approval must be in advance of the event and in writing.

Any exceptions to this policy require the approval of the SITE Board of Directors.

	
	Section 10,

Infractions of Bylaws and/or Policy & Procedure
	SITE Headquarters will notify, in writing, SITE member(s) involved in alleged infractions of SITE's bylaws and/or Policies and Procedures, and refer the situation to the appropriate committee for recommendation of action.  The action will then be brought before the Board of Directors for decision.

	
	Section 11,

Conflict of Interest
	A "conflict of interest" is defined as a transaction in which, because a person is either directly or indirectly a party to the transaction, there is or may be a conflict between the person's fiduciary obligations to the Society and that individual's personal monetary interests.

1. In any transaction involving the Society and a present or former Board member or Committee Chair, or the Society and any corporation, partnership or other entity in which an Officer or present or former Board member is an officer or board member or has a financial interest, the Society officer or present or former Director or Committee Chair, prior to any decision concerning the transaction, shall fully disclose to the Board or the Committee considering the transaction, the material facts of the transaction and the Officer's or Director's or Chair's interest or relationship.

2. After receiving this disclosure, and prior to approving the transaction, the Board or Committee must conclude that the transaction is "fair to the Society" and must approve the transaction without the participation or the vote of the interested Director or Officer or Chair.

3. The interested Director's or Chair's presence may be counted in determining whether a quorum of the Board or Committee is present but that Director's or Chair's vote may not be counted when the Board or Committee takes action on the transaction.

	Article XII,

Educational Program Policies
	
	

	
	Section 1,

Supervision
	The Board of Directors has the authority to review educational programming.  The planning and management of these programs is delegated to the Committee Chair, Executive Committee Liaison, the Education Committee and SITE staff liaison.  Final authority rests with the CEO.

	
	Section 2,

SITE Selection of Events
	An announcement that invitations are being accepted shall appear in SITE's official publication and a special mailing shall be issued to SITE's Chapters and Official Tourist Organization members a minimum of two (2) years in advance of any future International Conference or as the need arises for other events.  Each invitation from a community must be supported by a local convention and visitor’s bureau, the city government, and any local SITE constituents.  Written specifications for consideration are updated and issued by SITE Headquarters to each potential host.

A minimum of one (1) year in advance, qualified invitations shall be reviewed by the Event Selection Committee and site inspections conducted when deemed necessary.  Valid invitations along with full supporting details, as determined by the Event Selection Committee, shall be presented to the Board of Directors for decision on the location.

Priority for all SITE functions and activities shall be at facilities or properties having a SITE member on staff, or if the property is a part of a chain, the chain must have demonstrated active representation in SITE.  Any exception to this policy must be approved by the SITE Board of Directors.

See Exhibit showing sample IC RFP

	
	Section 3,

Presenters
	When equal knowledge and skills exist, SITE members shall be given preference as presenters at SITE sponsored programs.

	
	Section 4,

Attendance
	Attendance at SITE educational programs shall be open to members and non-members.  However, a surcharge may be established for non-members.  

	
	Section 5,

Hosted Events
	Requests to host and/or upgrade events or activities during SITE programs may be accepted from a single property, company, bureau, or from a group of properties, companies or bureaus.  Preference shall be given to invitations from SITE members.  However, invitations for sponsored events from government agencies, and/or other facilities, may be considered.  Each request shall include full information on hosting, upgrading or services to be provided and must be approved by the Executive Vice President and the Committee Chair.  All hosted events must be open to all registrants, however exceptions for focus group and events for other highly targeted audiences may be granted by the International Board of Directors or the CEO.  

	
	Section 6,

Pre/Post Program Activities
	The Host Committee (with approval from SITE) will decide what official pre- and post-program activities are offered in conjunction with SITE's International Conference or other events.

	
	Section 7,

Hospitality Suites
	Hospitality suites which are open to all SITE members and which do not conflict with scheduled events are permitted at any SITE program.  

	
	Section 8,

Complimentary Registrations
	The CEO is authorized to use discretion in issuing complimentary and/or reduced registrations for SITE programs and will advise the affected Chairs.

	
	Section 9,

Display of Flags
	Any presentation of flags must include all SITE member countries.

	
	Section 10,

Ownership of Materials
	SITE retains sole property rights and ownership of all materials developed for, or as a result of, programs conducted by or in the name of the Society.

	
	Section 11,

Copyright
	All documents and materials issued by SITE for any and all programs are to be copyrighted and so noted on the face of the documents and materials.

	
	Section 12,

Trademark
	SITE and the SITE design mark are registered (#1667958) for association services, namely, promoting the interests of incentive and travel executives.  The ( will be printed with the logo when used by members to reinforce its registry and by non-members with prior approval.

	
	Section 13,

Logo
	The purpose of the SITE logo is to project a professional and constant image of the Society of Incentive & Travel Executives.  It must be recognized that SITE is the owner of the registered trademark, or logo, and has the responsibility to govern its proper usage. The purpose of these policies is to help members use the SITE logo in the proper way and to preserve its integrity.  (Please refer to the SITE Style Book for additional information.)

A. Registered Trademark.  To protect the SITE logo and acronym from infringement, it has been registered as a trademark and thus is protected by federal law from improper use or representation and unauthorized alteration.  As a registered trademark, the symbol of federal registration ( must never be deleted from the logo except on certain uses approved by the CEO.

B. Colors.  The official colors of the SITE logo are PMS 315 teal and PMS 424 grey.  Any deviation requires pre-approval.  Any representation of the SITE logo in any other color for any use must be approved by the CEO.

C. Chapter Use.  The SITE logo, including the acronym SITE (in lower case with no periods), must be displayed on all SITE Chapter letterhead and envelopes, newsletters, and other publications, including announcements.  Combining the SITE logo with a chapter logo, alteration of the SITE logo to create a chapter logo, or the use of the SITE logo with a chapter logo, requires prior approval from SITE Headquarters.

D. Individual Member Use.  An individual member may use the SITE logo on letterheads or business cards and may state on printed media, including letterhead and business cards, that he/she is a member of SITE.  Care should be taken to insure that it is clear that the individual, not the company or organization, is the SITE member.  Members should only use the most current version of the SITE logo.

E. Use by Companies or Groups.  The SITE logo may be used by any company, organization or group provided they meet requirements established by SITE Headquarters.

F. Alteration of the Logo.  The SITE logo should not be connected to or combined with other art or altered in any way.  Any alteration of the SITE logo will be a deliberate change of the name and/or image of SITE and must be authorized by the Board of Directors.

G. Quality of Reproduction.  The SITE logo should always be reproduced from logo sheets provided by SITE or downloaded directly from the SITE web site.  These are camera-ready, reproduction-quality representations of the logo.  Second generation reproduction of the logo should be avoided.  Materials that are of poor quality or in bad taste can damage the image of SITE and are counter to the intended purposes of the logo.

H. Questions about Logo Use.  Questions regarding the proper use of the SITE logo should be directed to SITE Headquarters.

	
	Section 14,

Self Promotion
	No speaker or author shall use his/her company name for purposes of self-aggrandizement or promotion, nor make reference to his/her business except for identification of his/her employer or when necessary to properly respond to questions or to provide examples relevant to the presentation.  Each speaker or author shall be expected to use general references, unless to do so would be detrimental to the presentation by materially reducing its educational content.  Speakers, if in doubt, should consult SITE headquarters prior to making a presentation.

	Article XIII,

Financial Operation Procedures
	
	

	
	Section 1,

Purchasing
	Bid request procedures are attached as Exhibit X and will be used by all Committee Chairs and their staff liaisons, operating within the budgets approved annually by the SITE Board of Directors.

	
	Section 2,

Airline Travel
	Airline tickets and other travel expenses for SITE staff shall be paid for and reimbursed according to SmithBucklin policies and procedures.  Specifically, First Class travel will not be reimbursable to the extent that it exceeds the lowest available discounted fare.  All reasonable effort should be made to obtain the lowest fare possible. Guest presenters may pay the difference between the fare negotiated by SITE staff and business class/first class fare.

	
	Section 3,

Check Authorization
	The CEO will review all invoices, expense vouchers, purchase orders, cash advances, and contracts.  SITE checks shall require the signature of the CEO or  Director of Operations and Finance for amounts up to $7000.  Amounts over $7000 require the signatures of the CEO and the Director of Operations and Finance. Invoices of over $7,000 must be approved by the Vice President – Finance.

	
	Section 4,

Volunteer Expenses
	Volunteers are asked to absorb as many of the costs of providing their services to SITE as possible.  They may, however, be reimbursed for extraordinary out-of-pocket expenses, but only with prior approval of the CEO.  If necessary, clarification of reimbursable expenses should be obtained from the CEO and/or the President.

Normally, members who plan to attend the SITE International Conference, or trade shows featuring SITE sponsored educational programs will not be reimbursed for expenses incurred in presenting seminars/workshops or providing other volunteer services.  However, in recognition of the service provided, SITE may extend free registration.

Payments will be made directly to vendors.

	
	Section 5,

Contracts & Agreements
	All contracts and agreements must be signed by the CEO, using legal counsel if necessary, to be valid.

	
	Section 6,

Miscellaneous
	Requests for purchases and services such as special surveys, equipment, use of consultants, consultation with SITE attorneys, etc., are to be routed by volunteers through the CEO prior to commitment for determination of:

a) Required Board approval;

b) More cost-effective sources; and,

c) Overall cost control.

	Article XIV,

Chapters & Affiliates
	
	

	
	Section 1,

Composition and Formation
	A SITE Chapter shall be composed of a minimum of 20 SITE members within a specified geographical boundary and those without a chapter in their region who have selected that chapter as their primary chapter membership.  

Chapters with less than 20 members will be assigned a liaison from the Board of Directors and from the Chapter Leadership Council.

Chapter dissolution will be limited to chapters which no longer have any members in its geographical region.

	
	Section 2,

Obligations of Chapters
	All Chapters must have bylaws approved by SITE as set forth in the SITE Chapter Agreement.  All Chapters must accept and adhere to SITE Bylaws and the SITE Policy and Procedure Manual except as otherwise legally prohibited by local authorities.

	
	Section 3,

Chapter Agreement
	A Chapter Agreement will define the rights, privileges and obligations incumbent upon such Chapters under the Certificate of Incorporation, the Bylaws and Policies of SITE as they are presently in force and as they may be subsequently amended, modified or replaced.

	
	Section 4,

Non Reimbursement Status & Termination
	Chapters of SITE who breach the Chapter Agreement or do not meet the minimum requirement of 20 members may be placed on non-reimbursement status.  A current chapter may operate with less than 20 members, but will receive only 50% revenue sharing from Headquarters until a minimum of 20 members is attained.  A Chapter falling below 15 active members in any quarter will not be eligible for revenue sharing with respect to that quarter.  Chapter revenue sharing will cease until a minimum of 15 members is achieved.  Please refer to Exhibit X attached, the Chapter in Formation Development Manual, for more details regarding Chapter Formation. 

	
	Section 5,

Chapters Operations Manual
	More detailed information on chapter policies is included in the Chapter Operations Manual issued by SITE Headquarters.

	Article XX,

Exhibits
	
	

	
	Section 1,

List of Exhibits


	Exhibit
Description
Action Plan

Bylaws

Code of Ethics

Current Financial Report

List of Committees

Conflict of Interest form

List of Member Benefits

Sample IC RFP

SITE Style Guide

Chapter Agreement

Chapter Operations Manual

Site Board Member Candidates Point Structure Chart
Strategic Plan




Exhibit X, SITE Bid Request and Purchasing Procedures
This procedure applies to all Committee Chairs and to SITE staff.

Budgeted goods and services over $2,000 to be provided by an outside vendor require a minimum of two (2) bids; goods and services over $5,000 require a minimum of three (3) bids.

1.
The SITE staff liaison working with the Committee Chair will determine the criteria for bids including as much specific and detailed information as possible:

· specific description of goods or services (colors, sizes, etc.)

· number of pieces

· delivery date

· shipping and tax information

· late charges, rush charges, author's alteration charges, other taxes or hidden charges.

2.
SITE staff will create a Request for Bid and will submit it to the selected vendors.  All bids should be sent directly to SITE Headquarters.  

3.
Once the bid deadline has passed, SITE staff will share received bids with the Committee Chair.  Together they will determine the best vendor and SITE Headquarters will initiate the purchase order.  SITE staff will inform the winning vendor of the decision.

Unbudgeted goods and services must be approved in advance by the Executive Committee.


PLEASE NOTE THAT ALL INVOICES MUST BE SUBMITTED TO SITE HEADQUARTERS WITHIN 30 DAYS OF THE COMPLETION OF AN EVENT.
SITE PURCHASING PROCEDURES

Bids are not required for goods and services under $2000.

Goods and Services Over $250

1.
A Purchase Order will be initiated by SITE staff in accordance with specifications determined by Committee Chair and staff.  The Purchase Order is prepared by SITE staff.

2.
The Purchase Order is then approved by SITE staff, the Committee Chair and the CEO or, if appropriate, the Director of Operations and Finance.  All Purchase Orders are issued by SITE Headquarters.  (If neither the CEO nor the Director of Operations and Finance is available, the Vice President - Finance or the Executive Committee liaison can approve the Purchase Order.)  Purchase Orders will not be approved if they exceed the budget line.  Executive Committee or SITE Board must approve any non-budgeted or over budget items.

3.
The Purchase Order is placed with the vendor by SITE staff.  

4.
When an invoice for goods or services has been received, it is checked for accuracy by HQ, coded with the appropriate general ledger number, photocopied for our records and then approved for payment.  If there are discrepancies between the Purchase Order and the invoice, it will immediately be brought to the attention of the requisitioner who will contact the Chair and the vendor to correct the discrepancies.  An amendment can be made to the purchase order by SITE staff and the Committee Chair with CEO/Director of Operations and Finance approval, but no amendment will be approved which does not conform to Board-approved budget line items.


Goods and Services Over $2,000
1.
Requests for bid are initiated by the Committee Chair or SITE staff.


A minimum of two (2) bids are required with a minimum of one bid submitted by the Committee Chair and one bid by SITE staff.

2.
All bids are reviewed by both the Committee Chair and/or SITE staff to determine the best vendor.  This vendor may or may not be the least expensive, but the rationale for the choice should be included in Purchase Order notes.

3.
A Purchase Order will be generated following above procedures.

Goods and Services Over $5,000
1.
A Request for Bid is initiated by the Committee Chair or SITE staff.


A minimum of three (3) bids is required with a minimum of one bid submitted by the Committee Chair and a minimum of one bid by SITE staff.

2.
All bids are reviewed by the Committee Chair and SITE staff to determine the best vendor.  This vendor may or may not be the least expensive, but the rationale for the choice should be included in Purchase Order notes.

3.
A Purchase Order will be generated following above procedures.

SITE HQ Procedures
1.
Accounts Payable maintains a file of outstanding Purchase Orders.  These Purchase Orders must be reviewed periodically to check status.

2.
When goods are shipped, invoices will be forwarded directly to Accounts Payable after approval.

3.         All on-site changes require approval by the committee chair and the authorized SITE Staff representative before the change can be implemented.
Exhibit X, SITE Board Member Candidates Point Structure Chart

	
	SITE Criteria
	Point Value

	1
	Number of membership years
	1 point per year; 10 point maximum

	2
	Number of years in the industry
	1 point per year; 10 point maximum

	3
	Number of new, approved members sponsored
	2 points per member; 10 point maximum

	4
	Attendance at SITE-sponsored Chapter, Chapter-in-Formation, or regional activity committee educational event
	2 points each; 10 point maximum

	5
	Attendance at SITE International Conference, ESNEP, SITE Executive Summit, or other SITE event
	5 points each; 20 point maximum

	6
	Service as SITE Committee Chair
	10 points each; 20 point maximum

	7
	Service as SITE Committee Vice Chair
	5 points each; 20 point maximum

	8
	Service as a SITE Chapter, Chapter-in-Formation or regional activity committee chair
	6 points each; 12 point maximum

	9
	Regional activity committee chairperson; Chapter or Chapter-in-Formation President
	10 points each; 20 point maximum

	10
	Chapter or Chapter-in-Formation Officer (other than President) or Director
	7 points each; 21 point maximum

	11
	Service as SITE or Chapter, Chapter- in-Formation or regional activity committee member
	3 points each; 15 point maximum

	12
	Speaker/presenter/facilitator/moderator at SITE-sponsored educational event or program
	5 points each; 15 point maximum

	13
	Speaker/presenter/facilitator/moderator at incentive industry educational event or program
	5 points each; 15 point maximum

	14
	Earned CITE designation
	20 points

	15
	Earned other industry designations (CMP, CMM, etc.)
	10 points each

	16
	Authored article published in In-SITE
	3 points each; 9 point maximum

	17
	Authored article on motivation or incentives published in other trade/business publication
	3 points each; 9 point maximum

	18
	Holds an executive management position (CEO, President, Vice President, CFO, COO, General Manager, Director, etc.)
	1 point per year; 10 point maximum

	19
	Has 100 or more employees or staff members who report directly to them; or has responsibility for a minimum of $50 million USD in revenue
	10 points

	20
	Other industry related association (MPI, ISES, etc.) Board Service
	5 points each; 10 point maximum
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