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Great Lakes Association of College and University Housing Officer (GLACUHQO)

el A

Leadership Manual

The Great Lakes Association of College and University Housing Officers Leadership Manual is
a resource for the membership of the association as they learn, lead, and serve. Our association’s
policies and processes are outlined in the document, including position descriptions, operational
calendar, financial policies, and more. In collaboration with the bylaws, this document is critical
for the success of the organization.

Our organization has a robust history of providing the best opportunities for housing officers to

learn, lead, and serve, and it is the hope that this guiding information will support that continued
work.

Leadership Manual Revisions

Revisions of the Leadership Manual should occur on a regular basis to make sure the manual is
up to date and aligns with GLACUHO’s current practices. Below are the years revisions have
been published for the Leadership manual: 1989, 1992, 1995, 1998, 1999, 2000, 2001, 2002,
2003, 2004, 2006, 2007, 2008, 2009, 2010, 2013, 2016/2017, and 2018.

Name and Scope of GLACUHO

The name of the organization is the Great Lakes Association of College and University Housing
Officers, and is commonly referred to as GLACUHO. GLACUHO is a regional housing
association serving Illinois, Indiana, Michigan and Ohio.

Mission Statement

GLACUHO - Providing the best opportunities for housing officers to learn, lead and serve.

Vision Statement

GLACUHO will be widely recognized as a premier regional housing association.

GLACUHO Core Values

Personal Professional and Organizational Growth
Service

Visionary Leadership

Inclusivity



Purpose of GLACUHO

. To better prepare housing officers to meet the diverse and changing needs of those we serve with
primary concern for students.

. To contribute to the improvement of dining services, residential life programs, residential
services, and residential facilities provided by housing officers.

. To advance and communicate professional knowledge and standards in the field of housing.
. To provide opportunities for the education and professional development of housing officers.

. To sponsor activities and services which assist housing officers in the exchange and distribution
of information and ideas.

. To be supportive of the goals and purposes of the Association of College and University
Housing Officers - International (ACUHO-1).

STATEMENT ON DIVERSITY

GLACUHO welcomes and appreciates diversity at all levels of the association and treats
members with respect and dignity. As educators and housing professionals, we must foster
environments that exhibit appropriate respect towards others and oppose all acts of intolerance.
GLACUHO prohibits discrimination and harassment on the basis of race, sex, ethnicity,
religious or spiritual preference, gender, gender identity, sexual orientation, size, creed, political
affiliation, diversity of thought, national origin, ancestry, age, marital status, physical ability,
political affiliation, or veteran status. GLACUHO welcomes and affirms all individuals to our
association.

STATEMENT ON HATE CRIMES

The Great Lakes Association of College and University Housing Officers (GLACUHO) has a
responsibility to communicate professional knowledge and standards in the field of housing and
to provide for the education and professional development of housing officers. GLACUHO is
concerned about the growing problem of hate crimes on college and university campuses. Such
incidents are increasingly prevalent and damage the sense of community, particularly within our
on-campus residential areas.

GLACUHO believes it is within our responsibilities, as housing officers, to protect human rights
and to promote diversity and pluralism in higher education. Therefore, GLACUHO encourages
housing officers to do all they can to understand and address the issues that drive hate crimes.
Having an educated and planned response to hate crimes will sustain us in our important role of
serving students.



ENVIRONMENTAL STATEMENT

GLACUHO believes it is within our responsibilities to promote decision-making and goal
setting that focuses on positive and sustainable practices and methods.

As educators and housing professionals, we must:

Educate ourselves and our students about sustainability issues and our individual and
organizational impact on the environment.

Employ and advocate environmentally sustainable best practices, e.g. recycling, waste and
energy use reduction, and the construction of green facilities.

Promote community partnerships, resource sharing and innovative thinking to foster responsible
citizenship for a lifetime.

GLACUHO is committed to leaving the smallest possible environmental footprint in the
communities where our members and students live, work, gather, and learn.

HISTORY/BACKGROUND -ACUHO AND GLACUHO

On July 28-30, 1949 ACUHO came into being. The overcrowding of facilities and the need to
take care of married students following World War Il resulted in the attention of college and
university administrations on housing problems never before faced. Thus, the need to discuss
housing problems on a national level became evident and ACUHO was born. The first ACUHO
conference was held at the University of Illinois in 1949 where 62 delegates attended
representing 33 colleges and universities.

In 1951 at Michigan State University, the first slate of officers of ACUHO were elected:

e President- S.E. Thomson, University of Illinois
e Vice President K.D. Lawson, Michigan State University
e Secretary- R. Donnelly, University of California - Berkeley

Regions were born to support the nationals and grew out of the need for various levels of
housing officers to meet and discuss problems. In the beginning of ACUHO only the chief
housing officers attended. Middle management wanted to have the opportunity to meet, and
regional organizations arose from that desire.

Additional information regarding the History of GLACUHO can be found in GLACUHO
History Manual found on the GLACUHO Website.



GLACUHO Organizational Chart

Membership

GLACUHO Board**
Past President

President

President

President- Elect Appoints

Secretary
Treasurer
Committee Chair
Delegate
State Delegates: Illinois
Indiana

Michigan
Ohio

Appointed-
Non voting

% x CElected-Voting

Ex-Officio
Members*

Chair, Campus Safety & Crisis
Management Committee

Chair, Communications & Marketing
Committee

Chair, Contemporary Issues
Committee

Chair, Facilities & Operations
Committee

Chair, Health & Wellness Committee
Chair, Inclusion & Equity Committee

Chair, Professional Foundations
Committee

Chair, Programming & Development
Committee

Chair, Student Learning Committee
Conference Host

Conference Assistant Host
Exhibitor Liaison

Technology Coordinator




GLACUHO Board Reporting Lines

President Elect

Campus Safety
& Crisis
Management
Committee
Chair

Student
Learning
Committee
Chair

Health &
Wellness
Committee
Chair

Professional
Foundations
Committee
Chair

Committee President
Chair Delegate

Communications Technology Treasurer

& Marketing _ Coordinator
Committee Chair

o llinois Delegate Indiana
Facilities & e

Operations
Committee

chair Michigan Ohio Delegate
Delegate
Inclusion &
Equity
Committee Conference Contemporary
Chair Hosts Issue Committee
Chair

Programming &
Development
Committee
Chair

Programming & Past President
Development

Assistant Chair

Secretary Exhibitor Liaison




ElectedBoard of Directors Responsibilities
andMonthly Breakdowns



PresidenResponsibilities

1. Serve the second year of a-jleaeterm.

2. Preside over all Board of Directors and Business Meetings.

3. Assume | eadership for the implementation of
4. Represent GLACUHO at the Annual Conference.

5. Representl@CUHO at the ACUHIDNnference, attend the Regional AffiliatesMeetiogyanize the
regional reception at the Annual Conference.

6. Communicate concerns and recommendations of the AssociatidratcdAthdH@gional
associations.

7. Correspond Wwithe Board of Directaosthly
8. Correspond with the membership through the Trends cosaparatation.

9. Appoint chairpersons of standing committees, task forces, and vacant Board of Director positions fo
ratification by the Board of Directors.

10. Appoint those task forces which appear to be necessary for the proper function of the Association.
11.Select a site for the Winter Meeting and serve as the host for that meeting.

12.Provide recognition to professionals who serve GLACUHO.

13.Maintaic o mpr ehensi ve records of the positionds a
14.0Orient and transmit records to the incoming President.

15.Serve as the liaison with the ACBE@onal Affiliations Director.

16.Work directly with Host Committee and Program Committee Chairsrafelegponmied when term
began as Presidé&iiect.

17.Serve as coordinator of State Delegates.

18.Update Strategic Planning document.



Calendar foPresident

November (after the Annual Conference)

Facilita the Board Orientation Meeting

InformrACUH® President and Central Office of the new Board of Directors names, addresses, and
positions

Write an article for the Trévidser issue

Represent GLACUHO at the monthly ARdgiGnal Leadership Meeting

Provide monthly update to Board ¢dbiBirec

Attend a post conference meeting with hotel staff

Create the agenda and run the monthly Board Meeting (send agenda out prior to meeting for any ac
items to be added)

December

Convene HAresidents Meeting to assist with transition
AssisPresiderElect with committee appointments

Submit update on GLACUHO to ACUHO

Represent GLACUHO at the monthly A®egiGnal Leadership Meeting
Provide monthly update to Board of Directors

Create the agenda and run the monthly Board Meedipgn@&odit prior to meeting for any additional
items to be added)

January

Assist the Presidé&ect with committee chair and Board orientation.

Finalize arrangements for the Winter Meeting. Confirm meals and meeting room assignments. Senc
notifiation, RSVP form, maps, and agenda at least three weeks in advance of Winter Meeting to all |
members and committee members. Create folders.

With Presidehtect, review the purpose statements of the committees

Represent GLACUHO at the monthly ARB¢i@hal Leadership Meeting

Provide monthly update to Board of Directors

Create the agenda and run the monthly Board Meeting (send agenda out prior to meeting for any ac
items to be added)

February

Chair the Winter Meeting; preside ovet gessoms

Write article for Trends Spring issue

Represent GLACUHO at the monthly ARdgiGnal Leadership Meeting

Provide monthly update to Board of Directors

Begin working with following yeards conferen
Create the agenda amd the monthly Board Meeting (send agenda out prior to meeting for any additic
items to be added)



March
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Finalize arrangements and prepare for April Meeting

Plan regional social for upcoming ACLg#éerence

Represent GLACUHO at the maAblM© Regional Leadership Meeting

Provide monthly update to the Board of Directors

Create the agenda and run the monthly Board Meeting (send agenda out prior to meeting for any ac
items to be added)

Work with PaBtesident to soli@tmnations for officers

SoliciFallElected Board meeting sites

Represent GLACUHO at the monthly A®dgiGnal Leadership Meeting

Provide monthly update to Board of Directors

Submit budget request to Treasurer

Submit GLASS/Best of Award an8&®Brship to ACUHO

Create the agenda and run the monthly Board Meeting (send agenda out prior to meeting for any ac
items to be added)

Submit agenda items for AGILR&Qional Presidents Meeting

Prepare for Summer Meeting to be theldiae of the Annual Conference

Provide monthly update to Board of Directors

Represent GLACUHO at the monthly ARdgiGnal Leadership Meeting

Send inviterail to all GLACUHO members attending-I\GetHist from ACUHI@bout the social

Create the agenda and run the monthly Board Meeting (send agenda out prior to meeting for any ac
items to be added)

Chair Summer Meeting

Submit article for the Trends Fall issue

Submit update on GLACUHO to ACUHO

Represent GLACUHMatmonthly ACUHRegional Leadership Meeting

Provide monthly update to Board of Directors

Create the agenda and run the monthly Board Meeting (send agenda out prior to meeting for any ac
items to be added)

Attend the ACUHIQonferenceand the Regional Leadership Meeting

Establish agenda and conduct Regional Social Meetingla® é1Géteiize

Represent GLACUHO at the ACBH$ness Meeting

Provide monthly update to Board of Directors

Create the agenda and run the monthliviBeting) (send agenda out prior to meeting for any additional
items to be added)
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August

Represent GLACUHO at the monthly ARdgiGnal Leadership Meeting

Provide monthly update to Board of Directors

Create the agenda and run the monthliiBeting) (send agenda out prior to meeting for any additional
items to be added)

September

Prepare fdtallelected Board Meeting

Finalize preparations with Host Committee for Annual Conference

Solicit interest for upcoming committee chair vacancies

Represent GLACUHO at the monthly ARégiOnal Leadership Meeting

Provide monthly update to Board of Directors

Purchase Board recognition items for annual conference

Create the agenda and run the monthly Board Meeting (send agenda out joioany acgtiogal
items to be added)

October

ChairfallElected Board Meeting

Submit for approval nominations for upcoming committee chair vacancies
Submit for approval appointments for Associate Exhibitor liaison position.
Prepare for rolesfainual Conference

Prepare agenda for Conference Business Meeting at the Annual Conference
Organize files to be turned over to the new President

Represent GLACUHO at the monthly ARdgiGnal Leadership Meeting

Create agendas and scripts for banquets

Provide monthly update to Board of Directors

Create the agenda and run the monthly Board Meeting (send agenda out prior to meeting for any ac
items to be added)

November (at the Annual Conference)

Preside over Annual Conference and sele® &s requested by Host Committee

Chair the Board of Directors Meeting at the Annual Conference

Chair the Business Meeting at the Annual Conference

Recognize Board of Directors members who serve GLACUHO

At the close of Annual Conference, asswhe@askresident

Create the agenda and run the monthly Board Meeting (send agenda out prior to meeting for any ac
items to be added)
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President Elect Responsibilities

. Serve the first year of a theee term.

. Serve as a membethef Board of Directors and attend all Business Meetings.

. Preside over Board of Directors and Business Meetings in the absence of the President.
. Represent GLACUHO at the Annual Conference.

. Represent GLACUHO at the ACQHGerence and attend the ndelgiondleadershipleeting.
. Correspond with Board of Directors and Chairpersons on a monthly basis.

. Assist in the appointment of standing committees, task forces, and vacant Board of Director positior
the direction of the President.

. Maintaik, o mpr ehensi ve records of the positionbds a

. Work directly with Host Committee and Program Committee Chairs of the conference approved whe
PresiderElect.

10. Orient and transmit records to the incoming Hlesident

12



Cakndar for PresidentElect

November (after the Annual Conference)
e Represent GLACUHO at the monthly A®egiGnal Leadership Meeting

December
e Provide monthly update to Board of Directors
e Represent GLACUHO at the monthly A®egiGnal Leaderdiipeting

January
e Facilitate pabtd meeting with future host, recent host, and Exhibitor Liaison

e Provide monthly update to Board of Directors
¢ Represent GLACUHO at the monthly A®ggiGnal Leadership Meeting

February
e Attend the Winter Meeting
e Make reservations for following year os
e Provide monthly update to Board of Directors
¢ Represent GLACUHO at the monthly A®ggiGnal Leadership Meeting

March
e Provide monthly update to Board of Directors
e Represent GLACUHO at the mAQbIMO Regional Leadership Meeting

>

April
Provide monthly update to Board of Directors

Submit budget request to Treasurer

Represent GLACUHO at the monthly ARdgiGnal Leadership Meeting

Provide monthly update to Board of Directors
Overse€ommittee Chair transition process.
Represent GLACUHO at the monthly ARdgiGnal Leadership Meeting

e Attend the Summer Meeting
e Provide monthly update to Board of Directors
e Represent GLACUHO at the monthly A®egiGnal Leadership Meeting

e Attend the ACUHIGonference and the Regional Presidents meeting
e Provide monthly update to Board of Directors

August
¢ Provide monthly update to Board of Directors

¢ Represent GLACUHO at the monthly A®ggiGnal Leadership Meeting

13
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September
e Proside monthly update to Board of Directors

¢ Represent GLACUHO at the monthly A®ggiGnal Leadership Meeting

October
e Attend thEallElected BoaMeeting
e Begin preparation for the Annual Conference
e Organize files to be turnedtovhe incoming Presiddedtt
e Provide monthly update to Board of Directors
e Plan transition meeting
e Offer an opportunity for conemitéenbers to provide feedback
[ ]

Represent GLACUHO at the monthly ARdgiGnal Leadership Meeting

November (ahe Annual Conference)
e Attend the Annual Conference and deliver Pr e
e At the close of the Annual Conference, assume the role of President

14



PastPresident Responsibilities

1. Serve the third year tifraeyearterm.

2. Serve as a member of Board of Directors and attend all Business Meetings.
3. Serve as advisor and resource to the President.

4. Represent GLACUHO at the Annual Conference.

5. Correspond with the Board of Directors on a monthly basis.

6. Solicit nominatidios appointed pawiis for the Board of Directors.

7. Solicit nominations and coordinates elections of elected Board members

8. Organize Baw changes with the Secretary.

9. Work with tH@onference Host and Calepsesenting the host state, in sobaisrgr the Annual
Conference.

10.Mai ntain comprehensive records of the positi
11.0Orient and transmit records to the incomipgeBidsnt.

12.Work directly with immediate past conference host to bring closure to the conference process.
13.Seave as the liaison between SHOs and the Association.

14. Assist the Exhibitor Liaison with exhibit activities and sponsorship agreements for the Annual Confe
I15Wor k directly with the Technology Coordinato
16.Coodinate the awards nomination process, including establishing a selection committee.

17.Lead the 50 for 50 campaign effort

15



Calendar for Paftresident

November (after the Annual Conference)
e Assist new President in transition to position

December
e Attend TPresidents Meeting
e Provide monthly update to Board of Directors

January
e Provide monthly update to Board of Directors

e Update Strategic Planning document for Winter Meeting

February

e Write and submit ArQends SpfingissueNomi nati onso art.i
Attend the Winter Meeting
Solicit nominations for appointed and elected. positions
Work directly with immediate past conference host to bring closure to the conference process
Provide monthly update to Board of Directors

March
e Povide monthly update to Board of Directors

April
e Work with conference host and cohost representing the host state in soliciting bids for the Annual
Conference.
e Provide monthly update to Board of Directors
e Submit budget request to Treasurer
May
e Finalize RFP process with conference host.
e Provide monthly update to Board of Directors
June

e Attend the Summer Meeting
e Submit information on all Elected Board position nominees to the Trends
e Provide monthly update to Board of Directors

e Prepareot and facilitate the nomination process for awards.
¢ Run awards selection process.
e Provide monthly update to Board of Directors

August
e Provide monthly update to Board of Directors
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September
e Provide monthly update to Board of Directors

October
e Attend thEallElected BoaMeeting
e With Secretary, prepare atgvbghanges to be acted upon during the Annual Conference
e Organize files to be turned over to tHeré&sadent
e Provide monthly update to Board of Directors

November (at the Ann@dnference)
e Attend the Annual Conference
e Present bjaw changes at the Business Meeting at the Annual Conference.

17



9.

Treasurer Responsibilities

Serve a thregear term
Serve as a member of Board of Directors and attend all Business Meetings.
Correspond with the Board of Directors on a monthly basis.

Establish and maintain a bank account(s) at the established financial institution that is insured by th
NCUSIF.

Maintain an #pdate financial statement for the AssociatioriedasthieuBoard of Directors at all
meetings and to the membership at Annual Business Meeting.

Develop and maintain an annual operating budget; present to the Board of Directors at the Summer
for approval and to the membership fhirends, ahé Annual Business Meeting, and on the GLACUHO
website.

Invest any ndiudgeted funds in U.S. Government Securities and/or Certificates of Deposit in financie
institutions insured by the FDIC or NCUSIF. Investments shatidwmoé tmaluei months or less.

When there are sufficient funds to invest in longer maturity dates, the Board of Directors must apprc
to the investment. Investments must be reported and reviewed each Board of Directors meeting.

Disburse organipatal funds, upon provision of valid receipts, for all budgeted items. Make appropriat
deposits on receipt of such monies.

Work closely with the Annual Conference financial officer.

10.Educate Board of Directors on how to develop budgets and sedurtsfivests for

l11l.Mai ntain comprehensive records of the positi

12.Orient and transmit records to the incoming Treasurer.

13.Convene the Financial Advisory Board andtipeegogeada ftireFinancial Advisory Badektingit

the annual conference

18



Calendar for Treasurer

November (after the Annual Conference)

e Process all requests for funds and deposit any income, updating the financialdtegément, incl
outgoing treasurer

e Attend a post conference meeting with hotekstaff tihe master bill charges

e If outgoing, change nanmethe financial signature cards

e Prepare final financial statement for previous year and submit to the Communications & Marketing ¢
inclusion in the Winter Issue of Tinehdting if outgoing treasurer

e Provide monytupdate to Board of Directors

December
e Arrange transitimeeting with incoming Treasurer aftencibffireecords have been changed
e Process all requests for funds and deposit any uiztime the financial statement
e Provide morytupdate to Board of Directors

January
e Arrange with Past Conference iChegceipt of confesedelegate tax and excess funds

e Provide monthly updatBaard of Directors

February
e Attend the Winter Meeting
Arrange for paymentEl @fct Biregii@tdod)@iddther amsisd Pr e s i
Process all reqie$or funds and deposit any incpdsing the Financial Statement
For the Winter Meeting, prepare a financial statement, a budgetidrafiointheeoard of Directors
At the Winter Meeting, discuss formation of spending reports andigetp&sed boting and-non
votingpfficers which are due April 1
e Provide morytupdate to Board of Directors

March
e Process all requests for funds and deposit any incamgeheddaincial statement
e Request budgets from Board membiersguhérm on the website
e Provide monytupdate to Board of Directors

April
e Process all requests for funds and deposit any incomehaifidatiogak statement
e Disseminataudget requests to the officers
May
e Process all requests for funds and deyasitome, updating the financial statement
¢ Disseminate the proposed budget to Boartarkbiefore the Summer Meeting
¢ Provide monyhupdate to Board of Directors
June

Attend Summer Meeting
Present operating budget fopegidy the Boardakectors
Process all requests for funds and deposit anypdabnagethe financial statement
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Provide monyhupdate to Board of Directors.

July
e Prepare copies of the current financial statement for distributiconat SecRédyleetin@UHE.
e Process all requests for funds and deposit any puetimg the financial statement
e Establish current year 6s f euvoasryeaias startingtbaldneeme n t
e Close ot the prior fiscal year budget
e Arrange payent for ACUHG@ocial receptioosts
e Send updated financial statement to the Communications and Marketingrclmmthétealthssue
of Trends
e Provide mongtupdate to Board of Directors
August
e Process all requests for funds and depwsibarg; updating the finarteit@nsent
e Michigan institution should receive Association incorporatmapeesandlforward to Treasurer
e Initiate insurance renewals for General Liability, DirectorssaaddOfa®d@erence Cancellation
e Provide monthly update to Boardaibi3ire
September
e Process all requests for funds and deposit any puztime the financial statement
e Renew incorporation form véata 8t Michigan by September 30
e Prepare the financiatestnent for tii&ctober Meeting
e File taxes with our tax preparer. Taxes are filed electronically by our tax preparer to the Internal Rey
Servic€IRS). Deadline is November 15
e Provide morytupdate to Board of Directors
October
e Attend thEall Elected Bodvigetig
e Prepare copies of the financial statementdoti@hsat the Annual Conference
e Process all requests for funds and deposit any fuztime the financial statement
e Prepare the discussion for selecting new nethiedfinancial Advisorydoa
e Contact new and returning FAB members informing thestingthethe annual conference
e Develop the FAB meeting agenda
e Provide morytupdate to Board of Directors

November (at the Annual Conference)

Attend the Annual Conference

Prepare financial statement and annual report for thé/Besimgssid Board Meeting

Conduct tharfancial Advisory Board meeting

If outgoing Treasurer, prepare the transition report, initiate change inssigndtoresnaittle new
Treasurer

Present educational program session on the GLACUHO budget.

Process all requests for funds and deposit any incomé&helfidatiegl statement

20



8.

9.

Secretary Responsibilities

Serve a twgear term (elected on odd year).

Serve as a membéBoard of Directors and attend all Business Mektegesent GLACUHO at the
Annual Conference

Record all activities and proceedings of GLACUHO (collect all Bozvdthig e icompiledorts
and committee minutes).

Prepare and dissemimaiteutes of tlennuaBusiness Meeting, the Financial Advisory Board meeting,
the Exhibitor Advisory Board meeting, and all Board of Directors meetings following each meeting.

Correspond with the Board of Directors on a monthly basis.

Maintain an updatentact lisff the Board of Directarsluding name, posiiddress;ell phone
number, GLACUHO email, and personal email

Maintain GLACUHO archives.
Annually update the AHiIi story of GLAwhiHOO and

Organize Haw changes with the fPassident.

10.Work with the Technology Coordinator to ensure that all information on the website is accurate and

11.0Orient and transmit records to the incoming Secretary.

12.Update Leadershigndal evetyvo years or as needed.
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Calendar for Secretary

December

If new to position, transition with former Secretary, aspdragjong to receive database
Compile monthly reports from Board of Directors and distribute via email
Begin pdatd_eadership Manual as necessary

January

Compile monthly reports from Board of Directors and distridute via emai

February

March

Attend Winter Meeting and record all business conducted by the Board of Directors
Compile monthly reports from Board of Dinelctiisiaute via email

Send copies of all minutes to Board of Directors, Trends, draffR€UHO
Compile monthly reports from Board of Directors and distribute via email

Compile monthly reports from Board of Directors and distnidilite via
Submit budget request to Treasurer

Compile monthly reports from Board of Directors and distribute via email

Attend Summer Meeting and record all business conducted by Board of Directors
Send copies of all minutes to the Board otDirector
Compile monthly reports from Board of Directors andidigtmniaiite

Compile monthly reports from Board of Directors and distribute via email

August

Compile monthly reports from Board of Directors and distridute via emai

September

Compilenonthly reports from Board of Directors and diatemadé

October

Attend-all Elected Boavi@eting and record all business conducted by Board of Directors
Send copies of all minutes to Board of Directors, aAdACEHO

Communicate w@tbnference Host, President, anéPfeastient concerning Business Meeting
information at Annual Conference

With Pad®resident, prepare arjalaychanges to be acted upon during Annual Conference
Prepare PowerPoint presentation for Annual Busingss Meet

Compile monthly reports from Board of Directors and distribute via email

22



e Prepare ballots for elections

November (Preonference and at the Annual Conference)
e Prepar&ignin Sheet fgknnual Business Meeting
e If outgoing, prepam@nsition repdot transition to incoming secretary
e Attend Annual Conference and record all business at the Annual Business Meeting, the Financial As
Board meetingndthe Exhibitor Advisory Board meeting
e Prepare business meetingisigheets, voting mendaeds and election ballots
e Compile monthly reports from Board of Directors and distridute via emai

November (After the Annual Conference)

e Compile minutes from the Annual Business Meeting, Financial Advisory BodEkmiéeting,
Advisory Board meehiatgl at the Annual Conference
Send copies of minutes to Board of Directors, FAB, EAB, andltb#i¢eCUHO
Send copy of minutes from the Annual Business Niesioigptanclusion in ténter issue
Send copies méw Board of Directors data base to all board members, andltb&ig&€CUHO
Compile a summary of action itenzafdrdd Directors and distribute.
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Committee Chair Delegate Responsibilities

1. Serve atwo year term.

2. Serve as a member of Board of Directors and attend all Business Meetings.

3. Represent GLACUHO at the Annual Conference.

4. Correspond with the Board of Directors on a monthly basis.

5. Oversee committee budgets.

6. Atthe end of the term, orient and tnatemis to the incoming Committee Chair Delegate.

7. Establish timeline for committee member recruitment

8. Oversee the committee selection and acceptance process.

9. Coordinate the work of committees by assisting committee chairs and committeeimgembers in mak
progress toward the responsibilities and tasks outlined in the purpose statements.

10.Hold regular one on ones with committee chairs.

11.Perform other duties and responsibilities as assigned by either the President or Board of Directors.

12.Coordinate theork of the committees by assisting committee chairs and committee members in maki
progress toward the responsibilities and tasks.

13.Mai ntain comprehensive records of the positi
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State Delegate Responsibilities

1. Serve atwgear term.

2. Serve as a member of the Board of Directors and attend all Board and Business Meetings.

3. Conduct state meetings at the Annual Conference and oversee the election of the State Delegate p
accordance with thdadws.

4. Correspond with Beard of Directors on a monthly basis.

5. Orient and transmit records to the incoming State Delegate.

6. Coordinate the selection process ALZtHed conference, and all GLAUSSHGlarship recipients.

7. Communicate with institutions within the desigaabdugt&L ACUHO, Board of Directors items and
functions, committet\aties and other action items.

8. Write and distribute-enbinthly state update. Serve as moderator for the state listserv.
9. Make annual contact with Senior Housing Offessgsees in the state.

10.Develop and maintain contact with institutions and Senior Housing Officers who do not regularly patr
GLACUHO activities.

11.Coordinate, or assist with, statewide housing officer meetingdgessparal stafinferences as
needed (this varies from state to state).

12.Travel as necessary to connect with member institutions to promotedhergtmsional development
activities of the organization.

13.Lead and organize regular conference events aetiatang activities

14.Support the work of the President.

15. Lead task forces and work groups at the request of the GLACUHO President.

16.Represent the GLACUHO President at functions within state when president is unable to attend.
17.Complete other projects asig@sents given by the President of GLACUHO.

18. Support the work of the GLACUHO Board, Committees, and Task Forces within state.

19.Help the Secretary update and maintain a current mailing list for the state. Inform the Secretary of «
for the database.

20.Actively encourage committee membership and participation by professionals in the state.
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21. Attend whenever possible, GLACUHO functions held within the state (New Professionals Conferenc
In Conference, etc. if applicable)

22.Solicit award nominatitsom within state for GLACUHO awards.
23.Solicit program proposals from within the state for program sessions at the Annual Conference.

24.Collaborate with other State Delegates in all efforts to promote GLACUHO within the region.
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Calendar for Stafeelegate

November (postonference)

Attend BoamransitioMeeting

Provide monyhupdate to Board of Directors

Postconference contact witmberhighlighting events at the Annual Conference and recognition giver
professionals from the state. New delegates use thisdettedvesnd to inform SHOs how to best
communicateth them about GLACUHO issues

Congratul at i oawardvanmarstanditheir siggesge st at e d s

Work on mhonthly updates

Solicit participants for. PDI

December

Provide monyhupdate to Board of Directors

Work on state newsletter

Solicit participants for. PDI

Solicit Trendsubmissions for g@ing issue

Solicit faculty participants for tHeeMed Institute

Promote ACUH®pportunities, such as NHTI and Summer Internship

January

Follow up with New Delegate ProfessiaiapBent Scholarship recipient
Work on mnhonthly updates

Provide monthipdate to Board oebDliors

Participate in themmittee chair training

February

March

April
[ ]

Make directional, cabicome signs for Winter Meeting

Attend the Winter Meeting; lead the welcome activity/icebreaker andiasiss thepfarening the
meeting

Provide monthlydate to the Board of Directors

Solicit scholarship applications

Work on fmonthly updates

Work on nonthly updates
Determine scholarship winners
Provide monthipdate to the Board of Directors

Work on fmmonthly updes
Provide monyhupdate to Board of Directors
Solicit program pospls for the annual conference
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Provide a monthpdate to the Board of Directors
Identify new Senior Housing Officers in the state.

Work on imhonthly updates
June
e Attend the Summer Meeting
e Finalize the detailsGtACUHGScholarship process
e Determine if state stickers toebe ordered
e Provide monytupdate to Board of Directors
e Work on fnonthly updates
July
e Work on fmonthly updates
e Provide a mohtlupdate to Board of Directors
August
e Work on fmontly updates
e Solicit award nominatiaronjunction with Past President.
e Provide monyhupdate to Board of Directors
September
e Provide morytupdate to Board of Directors
e Actively encourage shbmission of award@ations from within the.state
e Work on fmonthly updates
e Prepare for conference activities
e Finalize all scholarships and conference registration codes.
October
e Attend thé&all ElecteBoard meeting
e Work on fmonthly updates
e Distribute information about how housing professimeadsneamore involved in GLACUHO
e |f outgoing, organize files to baltavee to successor
e Prepare transition report
e Prepare for conference activities
e Provide monytupdate to Boardafectors
e Conduct New Delegate webinar
November
e Attend the Annual Carfee and conduct state meetings
e Conduct electiohnew State Delegate per bylaws
e If outgoing State Deleg@atasition materialth® new SwaDelegate
e Work oibrmonthly updates
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Exhibitor LiaisoResponsibilities

Servaeatwayearterm(appointednevenyear).

Serveasa membeafBoardfDirectorand attend th&all SummerandWinteBusiness
Meetings

Correspondith the Board@ifectoren amonthlpasis.
Maintaianupdatedatabasef exhibitors.

Informexhibitors deadlinerTrendadvertisingndotheradvertisingpossibilities.
Keepexhibitors informed ofcilieeny e aconferencarrangements.

In collaboration with the Treasoitecexhibitoieesfor theAnnuaConference

Work with thiéostCommittee n e x hequbstfdr spacé #eAnnualConference.
Recruiandretaimewexhibitors.

Promote thmontinuedducatioandunderstandimmjcorporateelationforbothexhibitorand
membership.

Recognize amewardxhibitosupporandinvolvement.

Inconjunctiowith théresiderElectappoint aAssociatkiaisorfromthemembershiflhe Associate
Liaisonwill assist tHexhibitoiaisonn meetingesponsibilities éxhibitoand membershielations.

Maintaicomprehensivecord®fthep o s i dctivities. 6 s
Orienaindtransmitecords to thecomingxhibitoliaison.
Attengostbidmeetingvith futurkostrecenhost, andriPresidents

Inconjunctiowithprograncommitteenakeinaldecisionsegardingcceptanoarrejectionof
exhibitotosponsoregrogranproposals

Bepersonable and make a personal connection to,exibétdvecate for their needs
Communicate with the Exhibitor Advisory Board frequenéyttzgidextpiertise.

Communicate with the Passident frequently and Kespin the loop on all things concerning the
exhibitor sho®pecificallyhen working wathonsorship agreetseand updates on sponsorships in
general.

Utilize the board andfaslteads for new exhibiReserence the Talking Stick publeradiather
professional publicatimnsiew exhibitors that are placing ads.
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21.Set up and or gani afé&xhibitoréiforiease o ®mmubicaton. dat abase

22. Communicate with the exhibitors throughoudtitésyesmommended you send out an update every
2-4 months

23. Work closely with Trechnology Coordinatad update he A Ex hi bi t or Tabo on

24. Communicate regularly with pipe and drape companies, host sites, caters, AV companies, and any
entity that are essential to the Annual Conference.

25. Pipe and dragshould be coordinated by the Exlhidgstor. In situations where the exhibit facility
does not have a contract with a specific pipe and drape company, the piperacidstiape bent
put out to bith other cases it may be good to research pipe and drape cost outside the conference :
to compare their package to the conference s

26. Work on obtaining sponsorship and donations throughout the year.
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Calendafor ExhibitorLiaison

Novembe(after theAnnualConference)
o Sendhankyoulettersoexhibitor®rsupportindneAnnuaConferenceemindhenmofnext
y e asitefdadesfeesandsponsorshigpportunities
o ProvidenonthlypdatéoBoardfDirectors
« Attend postid meeting with future host, recent host, and-Etestdent

December
« OrienAssociatExhibitdciaisomoposition
o ProvidenonthlypdateoBoarafDirectors
o Attend monthly Board Meeting

January
o Remin@xhibitorsfupcomingrendsdvertisingeadline

o CollaboratgithAssociatExhibitdriaison
« ProvidenonthlypdateoBoarafDirectors

February

AttendheWinteMeeting
Writeexhibitorsemindinghenofupcomingegionatonferenaaformation
CollaboratsithAssociatExhibitdriaison

Providenonthlypdateo BoardfDirectors

March
o CollaboratgithAssociatExhibitdriaison
ProvidenonthlypdateotheBoardfDirectors

Create sponsorship packet (include needs from committee chairs and budget).

>

Sendapplicatioforexhibitospaceoexhibitors
CollaboratsithAssociatExhibitdtiaison
Providenonthlypdateo BoardfDirectors

Workwithhostcommittet preparéorupcomingnnuaConference
Submibudgetequesto Treasurer
CollaboratsithAssociatExhibitdriaison

Providenonthlypdateo BoardfDirectors

(@]
c
>
)

o AttendheSummekeeting
o SubmiarticldortheTrendg$-allissuegoeducatthemembershgnhowtoutilizeheexhibitors
attheAnnuaConference
Remin@xhibitorsfupcomingrendsdvertisindeadline
Collaboratsith AssociatExhibitdriaison
Worlwithhostcommittet preparéorupcomingnnuaConference
Worlkwithprogransommitteto decidenacceptanaarrejectionfcosponsoregrogram
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proposals
o ProvidenonthlypdatéoBoardfDirectors

July
« Sencconfirmatiorigsranyspaceeservedlsosendexhibitorisoteinformation
o Workwithhostcommittet preparéorupcomingnnuaConference
o CollaboratsithAssociatExhibitdriaison
« ProvidenonthlypdatéoBoardfDirectors

August
o Workwithhostcommittem preparéorupcomingnnuaConference

o CollaboratgithAssociatExhibitdriaison
o ProvidenonthlypdateoBoarafDirectors

September
o Workwithhostcommittet preparéorupcomingnnuaConference

« Collaborat@ithAssociatExhibitdriaison
« ProvidenonthlypdateoBoarafDirectors

October

o SendschedulefAnnuaConferenaaventsoexhibitors
Workwithhostcommittet preparéorupcomingnnuaConference
CollaboratsithAssociatExhibitdriaison
Reminéxhibitorsfupcomingrendsadvertisindeadline
Prepareexty e aconferendaformatigoacket
Providenonthlypdateéo BoarafDirectors

Novembe(atthe AnnualConference)
« AttendheAnnuaConference
o Host Exhibitor Fair.
o Providaeexty e aAnndiaConferendaformatigmacketoexhibitors
« IfoutgoingxhibitdriaisonpreparghetransitioreporandorienthenewExhibitdriaison
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10.

11.

12.

13.

14.

Committe€hairResponsibilities

Serveaoneyearterm frolovembedo November.

AttendBoardfDirectormeetingasdirectethythePresideriNovembeFebruargndJune).Attend
Committee Chair Trai(daguary).

Conduatn-persorcommittee meetirag8VinteMeetingndFall Annual ConfereNeetingSubmit
minutesfallcommittemeetingto committaaembersCommittee Chair DelegatiSecretary.

Submiinformatioforthecommittegebpagetothe Technolo@pordinator.

At theAnnuaConferencattendhe followirfgnctionsStateMeetingdusinesdeetingransition
meetingandothersasdirectedbytheTriPresidents

Submit fddoardapprovajoalsandobjectivesfthecommitteeachFebruargonsisterwith the
committepurposestatement.

Inconsultawith th@reasuredevelopndmanagannuatommittee budget.

Communicateithcommittemembergat least twice per moatit) th&€ommittee Chair Dele(mtéeast
once per month)

Givefeedback wommittemembersegardingerformanandmakerecommendatiaiwsCommittee Chair
Delegatand incoming chagardingommittemembership.

Work cooperativelighothecommitteehairsasneededoimplemergoalsandobjectives.
Coordinatensiteregistratiggreetingfattendeeand host committee meetiignteMeeting.
Submit monthlpdate¢o BoardfDirectors.

Communicate via email, checking GLACUHO email daily.

Maintaicompletandaccurate recordicommitteduringerm. Preparéermreporsummarizingll
committeactivityandinformatioand submit @ommittee Chair DelegatiSecretary.
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Calendafor Committee Chairs

Novembe(appointed)

AttenddnnuaConference

Attendcommittemeetingvithcurrenthair
Attendoardrientatioimansitiomeeting

ConsulisneededavithCommittee Chair Delegagardingommittemembership
Providenonthlypdateéo BoarafDirectors

Send welcome email to committee and facilitate virtual.ice breaker

December

Correspongithcommittememberat minimum once
CorrespongithCommittee Chair Delegate.
Providenonthlypdateéo BoarafDirectors

Attend Monthly Board Meeting

January

Prepar€ommitteggenddorWinteMeeting

Attend Committee Chair (virtual) Training
Correspongithcommittememberat minimum twice
CorrespondithCommittee Chair Delegate.
Providenonthlypdateéo BoarafDirectors

Remind committee members of Winter Meeting registration

February

ConduatommittemeetingtWinteMeeting

Attend Winter Board Meeting
SubmitorBoardapprovajoalsandobjectivesonsistentithcommittepurposstatement.
Correspongithcommittemembers

CorrespongithCommittee Chair Delegate.

Providenonthlypdateo BoardfDirectors

Correspongithcommittememberat minimum twice
Hold a committee meeting
CorrespongithCommittee ChBielegate.
Providenonthlypdateo BoardfDirectors
SubmitvebpaganformaticimtheTechnologgoordinator

Correspongithcommittemembers

CorrespondithCommittee Chair Delegate.

Providenonthlupdatéo BoardfDirectors

Inconsultation with Treasurer, develop and submit propased budget
Submit initiatives needing sponsorship

Hold a committee meeting
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Correspongithcommittememberat minimum twice
CorrespongdithCommittee Chair Delegate.
Providenonthlypdateo BoardfDirectors

Hold a committee meeting

« InconsultationithTreasuremsureeompletioofalloutstandinghanciaransactiorfsrendof
fiscalyear

o Correspongithcommittesmemberat minimum twice

o CorrespongithCommittee ChBielegate.

o AttencBummekeeting

« ProvidenonthlypdateéoBoardfDirectors

e Hold a committee meeting

o Correspongithcommittesemberat minimum twice
« CorrespongithCommittee Chair Delegate.

« ProvidenonthlypdatéoBoardfDirectors

« Hold a committee meeting

August
o Correspongithcommittememberat minimum twice

o CorrespongithCommittee Chair Delegate.
o ProvidenonthlypdatéoBoardfDirectors
o Hold a committee medjirapplicable)

September
o Correspongithcommittesmemberat minimum twice

o CorrespongithCommittee Chair Delegate.
« ProvidenonthlypdateéoBoardfDirectors
« Hold a committee mediingpplicable)

October
o PreparéorAnnuaConference
o PreparagenddorcommittemeetingatAnnuaConference
o Correspongithcommittesmemberat minimum twice
o CorrespongithCommittee Chair Delegate.
o ProvidenonthlypdatdéoBoardfDirectors

Novembe(during anagoncludingerm)
« Attend Board Meeting prior to the Annual Conference
o AttenddnnuaConference
o Conduatommittemeetings
« Assisintheeducatioandrecruitmef membetrs
o Correspongithcommittememberat minimum twice
o CorrespongithCommittee Chair Delegate.
o ConsulisneededvithnewPresideHElectegardingppointments
¢ ProvidenonthlypdateoBoardfDirectors
. Attheconclusiooftermpreparmaterialfnragsdassistntransitionfincominghair




10.

11.

12.

13.

14.

15.

Technology¥oordinatoResponsibilities

Servathreeyearterm(appointednevenyear).

Attend th6 LACUH®@/inteMeetingndgathemformatioforwebsitéromtheBoardf Directors
andCommittees.

Work with Secrettrkeepnembershipformed @&LACUH®Business. Aliformatioon websitshould
beapprovetlytheBoardfDirectorsr somenanne(i.e.boardliscussioiormal vote etc.).

Updatevebsiteegularlyi.e.contacinformatiocalendaetc.). Thigcludesaddinghew information
andremovingutdatedhformatioim a timelfashion.

Oversethelayoubf committegebsite pagesssist inlesigniayoutsurveworkandidea
development.

CommunicateithGLACUH®Qonstituenciesgardingpdates to websitedadvertiséorthesite for
membershigse.

Work witonferenddost tgrovideisefuinformatioandtechnologicedsourceforthe Annual
Conference.

Work with tigoardfDirectortosecurghe hossitefortheGLACUH@ebsite.
RegisteGLACUH®@ebsitevithappropriate seargines.
CorrespondithBoardfDirectorena monthlypasis.

Submiproposetiudgeto Treasurdsyapprovedate.
Maintaicomprehensivecordefwebsitactivity.

Orienaindtransmitecords to incomifgchnologgoordinator

Research best practices related to technology needs of the association.

Maintain all technology account information for the association
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Calendafor Technology¥oordinator

Novembe(after theAnnualConference)
« Updateéhewebsitewiththename®fallnewboardnembers fromSecretary
« Removalloutdatedonferendaformatiofi.e registrationformatiospnferencechedulestc.)
e IncludemewconferencsteinformatioinfromNewConferenddost
« Create and distribute email addresses to new board members.

December
« Maintaithewebpage
o PospictureromheAnnuaConference

January
o Communicatgthallcommitteehairaboutheiwebpages

o Postommittemsteil fromPresiderElect
« SendnformatioinontheAnnuaConferendge.conferencevaluationsxhibitogvaluationstc).

T fromForme€onferenddost
February
o GathefeedbackomheBoarcandcommittememberabouthe welpagg(i.e.voteonanychangeso
linksgetc.)

o Bytheendofthemonthsolicibllupdates/changeghewebsite(i.e.committepagesstatepagesetc.)
o UpdatelateofsubmissidiorTrend articles
e Includemomination/solicitatidformaticiorboargositions fromPastPresident

March
« Maintaithewebpage
« RemovAnnuaConferengactureandclosingnformation
o PosonlineprogramsubmissiorisfromProgranCommitte€hair

April
« Update¢hewebpagefollowin@oardVeeting fromPresident
o PostpprovediebruarBoardninute$ fromSecretary
May
o Maintaithewebpage
June
o Update¢hewebpagefollowin@oardVeeting fromPresident
July
« Maintaithewebpage
o PosttatenewsletteiisfromStateDelegates
August

« Maintaithewebpage
o PostommitteapplicationfromPresideHrElect
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September
o Maintaithewebpage

October
« Updatehewebpagefollowingoardneeting fromPresident
o PosipproveduneBoardninute$ fromSecretary
« Postllconferenceupportingformaticiorthemembershipe.candidatmformatiobusinesmeeting
agenda,bylawchangesstrategiplan priotusinesmeetingninutes) fromhePresident
e PosthescheduléortheupcomingnnuaConferendefromConferenddost
« RemovandupdateheexhibitorashowillbeattheAnnuaConferendefromExhibitotiaison

o PosttatenewsletteiisfromStateDelegates

Novembe(atthe AnnualConference)

o Posipprove@ctobeBoardninute$ fromSecretary

« PostllawardecipientattheAnnuaConferendefromAwardsindRecognitio@hair

e Timeline:
A Nominations open between September 1 and October 1.
A Statements of Interest submitted between October 1 and November 1.
A Appointment recommendation made by elected board at Annual Conference.
A Appointment made following Annual Conference.
A Transition period begins in February.

The newly appointed individual would then shadow and train between February and November, allowing fc
training experience. During that time, the individual would have no formal responsibilities to the board
attendance at board meetinggard beports, etc. These individuals would not be recognized as board memb
and would not be included in board business.

If the current Exhibitor Liaison or Technology Coordinator is interested in an additional term in the position,
apply usg this timeline. If successful in retaining the position, the subsequent term would start in Novembe
Annual Conference as expected.

While this seemingly extends t he t ententionbhatthe wockl u d
during that period be limited to observation and shadowing. Additionally, it essentially flips the transition frc
the responsibility of the outgoing board member to remain available after their term ends anteputs the onu:
incoming board member to be availabledheatt hei r t er mbs commencement .
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GLACUH®epresentativio the ACUH@ FoundatiolBoard Cabinet

ACUHO FoundatiorCabinet:

TheFoundatiorabinets comprisedfa representati@meachregiorwith whorACUH® has a formal
affiliatioagreemenfTheACUH® Foundatiorequestthat eachegionaaffiliateappoint anembeto serveas
aRegiondRepresentatitetheFoundatio@abinetSelectioprocessndcriteria aredetermineolyeach

region.

CabineMembePositionDescriptiorandExpectations:

=

10.

Solicigiftsonbehalbfthe ACUHOFoundation.
Developndcoordinataregionadundraisingam witennuagivingyoals.
Attencannuaimeetingndtrainingession, typicalyJanuarygr February.
Earlyattendance #ieACUHO® AnnuaConference aigkposition.

Traveexpenses amaidbytheindividugbrtheirinstitution/compamyth thexceptioof:

A HotekxpensefrtheJanuary/Februamgeting

A Hotekxpensefor arrivingarlyat ACE to the extent that tleepensesamotbe
coveretbytheindividual dneinnstitution/company

A Somanmeals

RegiondRepresentativatendheiregionatonferencendpromotd CUH@ andthe Foundation
througliundraising effoeitingippromotiondisplaysand speaking/presentmigereappropriate.
Traveexpense tattendheregionatonferencesre the responsibilitf/thendividual dineir
institutiorA $10Mudgeis providefbr eachRegiondRepresentatif@useattheannuategional
conferencelThesdunds malyeused forarafflegift prizebasketgdecorationsandyetc., butherdas
anexpectatiorafflegoroceedswillexceedheamoundf monegpent.

Participate theACEsilenauctiorthrougipersonalonations arswlicitatioofgifts.

Mayparticipaten Foundatiocommitteeshich maycludedditionalmecommitmentsjepending
upon theommittee aitsefforts.

Cabinenemberarerequestetbmake aannualinrestrictedonatiotothe ACUHO
Foundatioofatleast $106uringhe term aheirappointment.

Donation® the~oundatioaretaxdeductiblastheFoundatiois a501.3charitable
organization.
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GLACUH@ommittees

Mission:
Toprovidepportunitigerthe educatioandprofessionaevelopmeiof housingfficersn the areaof
inclusiomnd equity.

LearningQutcomes:
Committemembenill:

1. BeabletounderstanahdarticulatevhergheicommitteaddsvalugotheGLACUH®@ission,
visionand purpose.

2. Demonstrangagementithorganizatimndmembershtprougtheimworkoncommitteenrelated
projects andtasks.

3. Contributeotheeducatioofthemembershtprougltheicommitteeork.

4. Integratexperienceginedromcommitteeorkoincreaséheilevebflearningeadingndserving
withintheGLACUHG@Grganization.

Generallasksof the Committe€hair:
o AttendVinteBusinesMleeting
e AttenddnnuaConference
o DevelopndManag€ommitteBudget
o Developlearninglanforcommittee

Generallasksof Committedviembers:

o Acceptommitteappointmertaemail
AttendVinteBusinesmeeting.
Submia monthlyeportotheChair
Completassignethsks
AttendAnnuaConference
Completeommittemnembegvaluation
Attend monthidgmmittee meetings

DeliveryMethods:
o WebsiteEaclcommitteis responsiblerprovidingpformatioandsharingfresourcesntheir
committeavebsite.

« OnlineTechnologizachcommitters expectetb createassisbrexploreheoptiorofprovidingn
online professiondevelopmenpportunifgprtheassociatiofie. webinargodcaststc.)

« TrendsEachcommitteisexpectetbsubmiarticlesnpformatioandpicture$orpublicatiobaseadbn
theirommittescope.

o PrograrpresentationSachcommitteisexpectetbsubmiprogranopicselevantiotheicommittee
topicat the GLACUHO annual conference

« Conferendaitiative€achcommitters expectetb createpportunitigsrthemembershiplearn
aboutheir specifitopicattheannuatonference.
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Committee MembButiesandResponsibilities

TheGLACUH®@giorhasestablished committedsetteservehemembershigf GLACUHQhrough
variouprojectsinitiativegndprogramCommitteemnemberareappointeglearlyattheGLACUHO
conferendeytheCommittee Chair DelegatensultationithCommitte€hairpersonkisteelowarethe
dutiesandresponsibilitieécommittemembers:

Accepandcompletassignments meethegoalsandobjectivesfthecommitteand GLACUHO
Attend th&LACUH@nnuaConferencandallcommittemeetingattheAnnuaConference.
Attend the/inter Meeting (GLACUHO covers the cost for meals and lodging on site).
Correspondith theommittee chaim aregulabasigno less than monthly basis)

Gain immediate supervisors and institutional approval to sepyyongpr to

Attend any additional meeting(s), such as monthly committee meetings

ocourwhE

Strongommitteedepend oactivededicatedommittemembers§GLACUH@cognizethe institutionaind
persondhvestmerthatcommittee membarakevhennvolveth thdeadershipf theAssociationVhilehe
costof the GLACUH®@nuaConferends theulresponsibiliof thecommittemembethelodgingindmeals
at theWintemeetingvillbepaidforboyGLACUHO.



Recruitment and Election Proc&ssBoard Members

TheGLACUH®oarmfDirectorannuallgeeks housimdficersn thestateoflllinoisindiana Michigargnd
Ohio to senaselectedndappointedfficersElecteafficergState Delegate$reasureGecretarygnd
PresideHElectpreelectecttheAnnualonferenceAppointedfficers (Committe€hairand Cehairs
TechnologgoordinataandExhibitotiaisoparegenerallgppointegrior to thAnnuaConferendey the
Elected Board

*Pleaseefer to thByLawdor additionallarification.

ThePastPresidernis responsiblersolicitation abmineefor appointeahdelectedoardgositions.
Candidatesre souglihrougla number ahechanismarticlesn theTrendsindin stateewsletters,
solicitatioafnamesatWinteMeeting;ontactsvith housingfficersntheregionand email postings.

Tominimizéheimpacoftransitiorsomeofficerareselectednevemumberegearsptheronodd years:

Odd Years EvenYears Every3 Years
ELECTED PresiderElect PresiderElect Treasurer
Secretary Indian&tateDelegate
Michigatate Delegate OhicStateDelegate
lllinoisStateDelegate Committee Chair
Delegate
Odd Years EvenYears
APPOINTED  AsstProgrammirmgdDevelopme@hair AsstProgrammirsgndDevelopme@thairExhibitor
CampusafetyandCrisedManagemerithair Liaison
FacilitieandOperationShairHealth InclusioandEquityChairProfessional
andWellnes€hair Foundatior@hairStudeniearning
CommunicatioasdMarketinGhair ChairContemporalgsuesChair
ContemporalysuesChair Technologgoordinator
ACUH@FoundatioBoardCabineMember Conference &zhair
fromGLACUHO

Conference Chair



Appointed Board Members

GLACUH®astPresidergeekcandidatertheappointedositionscommitteehairsTechnology
CoordinatdgxhibitaciaisorandAssistarffrograncommitte€hair. Eachcandidatess askedo submit a
i tatemerfin t e to ¢hePastPresiderttya specific datel heStatemendfinteresshouldincludehe
followingrom the candidate

1. Housingexperience
2. Professionaixperiencelevant to the position

3. Interesin thepositionlt is important to note, tieenelengtHimitatioto thestatemendfinterest.

ThePastPresiderforwardall StatementsfInteresto theElected BoamdembersThePresidenin
consultationith thé&lectedoardnembersyillreviewe a n d i Sthierheat @fdnteremtslappoint
individualattheFallElectedBoardneeting.ThePresidenwillthennotifyallcandidatesf theirstatus.

Timeline:
e FebuarySeptember:
o PastPresiderdoordinatesolicitation oéndidates
e Sepémbed5h
o Statementfinterestiueto PasPresident
e SepémbeOcbber:
o PastPresiderdistributeappointedandidatstatement® ElectedBoard
e EarlyOcbber:
0 PresidetHect,in consultation wHRctedBoardnembergppointgédividuals
e OcbbefNovember
o Infomatiomxchangkbetweeincomingndoutgoingppointedfficers

*TheProgrammirandDevelopme@ommitte€haiis selectedstheAssistarProgrammirand Developmeanhair in the
yeaeforegheyassumeffice. TheProgrammirandDevelopmen€ommitte€haithentakeofficen thefollowing
November.

Elected Board

Candidategreencouraget formallgeclar¢heinnterest prido theslectionbysubmittingi Candi dacy
St at eorthePatt Bresidertya specifideadlinewhich will iecludedn the website and voting
materials. This statement is limited to 500 words.

PresideHElect, Secretary, Treasurer, Committee Chair Delegate and State Delegates are elected by the
membership in an online vote by simple majority.

Elections will take place betweersidag May 31t. This process will be administered online by the

President. Each elected position will then serve in a transition period from their election until immediately
following the Annual Conference at which time they will begin their role until the Annual Conference at the
of their term. (Article VII Gel)

Eachmembeinstitutiowith a Voting Delegate singed in at the Annual Conference Business meeting will
have a vote in the online eledtfiths.Voting Delegate leaves the institution at any time the institution must
notify the President to modify their Voting Delegate.



Intheevenbfatie,thePresidemwill cast theote tdoreakhe tie. Theresultshall beeportethythe
Presidernb the membership at the close of the election.

Committee Recruitmesmid AppointmenProcess

TheGLACUH®oarmfDirectorannuallgeeks housimdficersn thestateoflllinoisindiana,
MichigaandOhio to senan onef thenineGLACUH®&andingommittee€ommittememberare
typicallgppointeanmediatefgllowinghe Annual Conference. t&imeofcommitteappointment is
fromJanuargf theyearfollowintheAnnuaConferenaentil theextJanuay,to coincideith

GL A C UWittéMeetingThefollowings an outline thfe recruitmermndappointmeptocedures.
Pleaseeferto theByLawdoradditionallarification.

TheCommittee Chair Delegatesponsibierthe recruitmentiotferestedommittemembersThe
incomingCommittee Chair Delegat®nsultationith théresidertlecandcommitteechairsselects
thecommittemembersCommittee membarssoughthrougtanumber oimechanismarticlesn the
Trendsin stateipdatesandonline application



Committee Member Selecti@eneral Timeline

7 weeks before until 1 day after
conference

Publicity period for committee member applications (website, ema
media, etc.)

6 weeks before anromiference

Committee member application goes live on the website

3 weeks before annual conferen

Committee Chair Delegatals current committee chairs the link to re
applications

Transition meeting at annual
conference

Incoming president tragramittee chairs on selection process (trans
meeting)

1 day after annual conference

Committee member applications close

2 days after until 2 weeks after 3
conference

Committee chairs review applications and select committee memb

2 weeks &t annual conference

Deadline for chairs to input selected committee members on sprez

2-3 weeks after annual conferen

Commiée Chair Delegatadits selections and committee sizes, and
as needed

3 weeks after annual conference

CommigeeChair Delegagenails committee members their placement
acceptance form

4 weeks after annual conference

Commiée Chair Delegatgends reminder email to anyone who has 1
responded (day before deadline)

4 weeks after annual conference

Deadline fmommittee members to submit acceptance form

2 days after acceptance forms a
due

Deadline f@ommittee Chair Delegmtend rosters Technology
Coordinator

5 days after being sent rosters

Deadline for Technology Coordinator to create comniitise msail

Once listservs are created and b
12/23

Committee Chairs send introductory email to committees (individu
listserv)

January

Each committee chair should host eninpee Meeting committee mee

February

Inperson committee megsti@at Winter Meeting)




BoardTransitionReportFormat

Thetransitiofromone boarthembeto thenext igriticato thesuccesef GLACUH®onmyearto year.
Sincethis is @olunteeassociatiothat meets infrequefabeto face, themounof informatiothatcan
bepassed alongwritings veryhelpfulEvey membeofthe boardgventhosewhoarereturningre
required to submttansitioreport.

Belovarethe itemthatareto be included in a trangiéipartThis isnformationormallpassedonat
theAnnuaConferenda Novembeatturing thBoardrientatiosessionWe ask thgbu da telephone
transitiomeeting befotleeendoftheyeamwith th@utgoinghair(ifapplicablelncominghairpresident
electandthepresideni hesewill le schedulethroughhepresidertlect.

Thistransitioreporimust be-mailedo the secretaapdeithethePresiderdrPresideriectbythe
designatedeadlineAllcommittee cha{rainusheConference Progrenairsendheir transition
reportso thePresidertlect. Everyother positigeecretaryreasurestatedelegategxhibitorliaison,
andTechnolog@oordinator) sentigitransitioreporto thePresidentPleasdringatleast 1 hardcopy
for thenewchaiandmake sure that the Goggle email and drive is up to date.

Transition Report Outline

Title: TransitioReportor Board
PositiomMAnnuaConferenddate

1. Namendcontacinformatioof personransitionif@QUTOFthe position.
a. Also, list the twbairgpriorforalongetermperspective.

2. Lengtloftime/dateim theposition.
3. Contadnformatioiollowinghe Annu#&onference.

4. Expand upon tresponsibilitie$the positionsinghedescriptioim theoperationsianual as a
basis.

5. Refleconaccomplishmemtsdchallengeastheyrelate¢otheseareas.
a. Accomplishments:
0
b. Challenges:
0

6. Includabudget withllexpendituragp to thé&nnuaConferend@nclude Aldostsandindicateif
theywerecoverethy GLACUH@ninstitutiordonatedktc.)pffersuggestiorferthebudget
developmefdrthe nexfiscalyear.

7. Personalizthecalendathat is in theperationsianuato includepecifisuggestiorendtasks.

8. Ifthis is @ommittepositiongliscussommunicatiavithcommittee membets,



9. CommittemnitiativesPleaseaise the followitayoufortheprogramandprojectassociated
with thgosition. (copyndpastonetablefyouhaveadditionalemdoinclude).

Nameof theinitiative:

Ledby (Name& e-mail):

Othercollaborativepartners:

Goalsof theinitiative:

Budgetof thisinitiative:

Whereawas this held:

Whendid this happen:

Why didvedo this:

Whats inprogress:




GLACUHG®GInanciaPolicies

Thefollowingnformation iistendetb assisyouinyourpositioms it deals witludgetdjnancespurchases
contractandpossibléaxquestionsAsyouenteryourpositioryouwillfindthatyouare workinginder dudget
thatyoumpredecessalevelopedndtheBoardapproved.

1. Goal
a. To establish a set of guidelines and recommendations which will provide a structure for the cons
and healthy fiscal management of the GLACUHO Association.
2. Financial Philosophy
a. The financial philosophy of GLACUHO is stated in the GLARSHAtRRYe XI, Section 4
which states that GLACUHO funds shall be used to defray the normal operating expenses of thi:
Association.
b. Itis therefore essential for GLACUHO tesbepsttig in its services and activities and to
maintain adequate operating and reserve funds to provide for its regular operations and to provi
potential financial shortfalls.
3. Financial Background
a. Incorporation
i. GLACUHO is a ramofit, federal incomeeteempt association and is incorporated in the
state of Michigan. Our corporation I.D. number is 739516. Annual filing of the corporatiol
update form and fee payment are the responsibility of the Treasurer. The renewal form a
payment are sent toktiehigan Department of Energy, Labor and Economic Growth. Their
address is P.O. Box 30767, Lansing, Mi738B@ad the corporate division telephone #
is (517) 248470. This is done in September each year for the current calendar year. Sinc
the Assciation is incorporated in Michigan, an institution in Michigan must always be listec
as the mailing address on the form. Typically the Treasurer arranges for a Michigan men
of the board or other professional at a Michigan institution todistLitisrhas the
location for the Association. The renewal form is then mailed to that current institution
address. The form must be forwarded to the Treasurer for information updates as necess
and fee payment.
ii. The location address for our imabgmois Ferris State University.
4. Tax Exemption
a. GLACUHO is federal incomextampt. Our tax I.D. number28&895. We do not have state
sales tax exemption in any of the four GLACUHO states.
5. Insurance
a. GLACUHO is covered under three types né¢éngolisiesAnnual Commercial and General
Liability (CGL)Directors and Officers Liability (D&@jConference Cancellation and
Interruption (CCI)The CGL and D&O run October to October with renewals sent out around
Septembertl The CCI insucanis carried to safeguard against the possibility of having to cancel
the Annual Conference. Loss of exhibitor income, delegate fees and potential hotel reservation
charges would be a huge financial setback for the Association. This poli¢grisheurchased
Annual Conference only and is renewed aroundsOctober 1

6. Taxes
a. The Treasurer iIs responsible for filing th:
fiscal year closes (June 30) and the final bank statement is reesneilest.b@ diked by
November 15. Al'l the relevant tax documen:i

Harris, 111 E. Chase, Macomb, IL. 61455. Telephon&(839)BA8e the documents are
prepared by our tax accountant, thesdagéetitronically by him to the IRS.
7. Expenditures/Receipts/Reimbursements
a. Board members have budgets and are authorized to make expenditures. Committee members r



receive authorization from Committee chairs to make expenditures. Payments for
committee/Association expenses can be done in two ways: direct payment with a reimbursemel
the individual from the Treasurer or requesting payment of an invoice by the Treasurer.
Reimbursement of direct payment of invoices by individuald eegeoegpttha sent to the
Treasurer along with a completed Check Request form. Receipts can be original or legible copit
They can be emailed, mailed or faxed to the Treasurer. If a receipt is not available, an email to t
Treasurer explaining thelmase is required. Check Request forms are on the GLACUHO web site

b. With prior consultation with the Treasurer, invoices can also be sent directly to the Treasurer for
payment. Requestors should email the Treasurer to discuss this type of payment.

c. GLACHO checks over $1000. require the signatures of both the Treasurer and the President (F,
recommendation, 11/7/99).

d. GLACUHO checks written to the Treasurer should have both the Treasurer and the President
signatures.

8. Funding Sources
a. GLACUHO financialrapens are funded from the following sources: Exhibitor booth fees paid at
the Annual Conference (less expenses), Conference Delegate fee (included in the registration fe
Annual Conference surplus (after expenses), publication advertisenmeaas)araacksther
GLACUHO activities.
9. GLACUHO Funds
a. The Treasurer is responsible for managing |
accountSuch an account gives GLACUHO immediate access to funds to pay the expenses of th
Association and geates some interest. The Treasurer is responsible to deposit all payments to
GLACUHO and to write checks for all expenses.
10. GLACUHO Operating Funds
a. Funds in Fifthird Bank Account the GLACUHO Board has immediate access to.
b. Operating Funds are recomméndedbe equal to two yearsod wor
based off of the past five fiscal years.
11. GLACUHO Reserves
a. Funds in Fidelity Account GLACUHO is able to invest.
b. GLACUHO Board of Directors to explore investment options in conjutityi amvestmicioles.
c. Reserves are recommended to be equajeéaronerth of the annual operating budget.
12.Surplus
a. Any funds over the 2 yearsd worth of Operal
close out.
13. Financial Guidelines
a. Registration ées
i. The Annual Conference shall be planned and executed in such a manner that registratior
fees cover all conference costs. Vendor contributions should not be counted in determini
registration fees.
b. Delegate Fees
I. Any surcharge (Delegate Fee) adtieddonual Conference registration fee is to be
accounted for by the GLACUHO Treasurer upon reconciliation of the conference expense
with the Conference Hosts.
c. Exhibitor Fees
i. Exhibitor fees and expenses are to be itemized by the Exhibitor Liaison. Exhibitor fees ar
expenses should remain separate from the Host Committee budget. Exhibitor donations
sponsor Host events should be forwarded to the Exhibitor Liaismthantidasarer.
Exhibitor donations to sponsor Exhibitor events should be forwarded to the Exhibitor Liais
and then to the Treasurer.
d. Exhibitor income received from the Annual Conference is to be used to support the services and
activities of GLACUHEXhibitor income is to be deposited by the Treasurer into the operating



account.
Exhibitor expenses (e.g. conference hosts costs for meals, binders, MNOT costs, pipe and drap
electric, Exhibitor Liaison expenses) should be paid by the Trdes@GEeALZHAO operating
account. (FAB recommendation 11/7/99)
Upon approval of the President and the Board, GLACUHO funds can be used by the Host Comr
to contain Annual Conference costs or to adequately meet costs in the event of a shortfall.
Host finanial operations
I. Refer to the Conference Planning Manual.
Committee financial operations
I. GLACUHO committees sponsoringadmrgerences/workshops should plan and execute
their conferences in such a manner that the registration fees cover atistenf@rgnce
net income realized following the committee sponsored event should be forwarded to the
Treasurer for deposit into the operating account. A full accounting of the conference shol
be completed and forwarded to the Treasurer within ohewiranthdaconference.

All GLACUHO committees desiring to sponsocainiezences or workshops must submit their
budget and fees requests to the President and the board for approval a minimum or four months

to the planning of the conferdeker to section G for GLACUHO Sponsored Activities.
14. Contracts

a. If a signed contract will be required to provide for goods or services, the contract must be review

the President and the Treasurer. The event sponsor and the President miatsign the con
b. Forms

c. The following forms are found on the Association website and are discussed in the first part of th

policy section.
i. Preliminary Budget Request form
ii. Check Request form
iii. Deposit form
iv. Webinar Funding Policy/Request form

GLACUHG®GInanciaPolicies

GLACUH®oardFinance& BudgetTraining

Thefollowinghformation iilstendetb assisfouinyourpositioms it deals with budget
financegyurchasesontractandpossibléaxquestiongAsyouenteryourpositioryouwillfindyouaeworkingind
er abudgethatyoumpredecessaevelopedndtheBoarcapproved.

FiscalYear- ThefiscayearforGLACUH@nsfromJulyl to Jun8Q Thus oupudgealigns witthese dates.

Taxes Wearea501 C&orporatior\Veareincorporatad theStateofMichiganThis status makes GLACUHO
Federal Income Tax ExempargiO Tsaledaxexempt ianystate.You mustontinuéo paysaledaxes
forassociation purpos#fg.ouhavesomeonghowants to talkedonationrmakesnyothempaymenb
GLACUH@ndrequestserification bfh e A s daxstatusihieycaoreqbest a W
9formfromtheTreasurerTheTreasurewill sendto therequestingntity.

Purchases Contracts If youarerequiredb signa contractio providéorgoods or
serviceghatcontraanustbereviewedy the Presidenandthe TreasurerDo not obligate yourself or the
Associationithout eeviewnfthecontracfThis includerviceforannualconferendeive

in,etc. Contractmust bsignedytheHost anthePresident.



Insurance- GLACUHG@arrieshreetypes ahsuranceGenerdliabilitynsuranceoversis
forliabilityuringanyGLACUHQatheringwhere someonaghtlainthat wavere negligent.
DirectorandOfficer$iabilitcoversegligerdctionshattheBoardnaytakewhicbouldcostthe
AssociationVecarryconferenceancellatiansurancéor theannuaConference ONIThis does
notincludelrivein conference. If you are hosting any type of event you think insurance is required,
pleasenitiatea discussiowiththeTreasurgurior t@lanningheevent.

Drivein Workshops Planning drivein conference or workstreguires careful and thorough plaAnhlagst
fourmonths prito theeventyoushould submipeoposal to the President ElecBo&rewill
reviewheproposand thd@ reasurewillworkwiththechaitto insure the budget is adetpiat@vetheexpenses
oftheworkshopWorkshopsustbeselfsupporting through registrig@sordonations.

Webinars- ConductingwebinaalsorequiresarefuplanningmongheBoardnembethe
TriPresidentnd th& echnologgoordinatdo insura successfalutcomeDetailsnust
bemadeatleast30daysn advancef thedate othewebinar.

Inappropriatexpenditures- ThetreasurewillmonitoallspendinthatoccursPleaseemembehat
GLACUHG@oemotproviddinanciadupportorpurclases thadre
consideregiftsforboarcdrcommittemembersTheres a fine line between gift and recognition.
Apparatemsareconsideregiftsas themembegetsto keep thenThesecan bgurchased but at
theexpensefthecommittemembersAllexpendituremtoutlined yourbudget should
bediscussedithandreceive approvedmheTriPresidentand thdreasureand may require a boanie.

Giveaway$ Boardnembershouldommunicateiththetreasuresindpresiderdnanygiveawayglanned
duringhefiscalyear Whileveencourageecruitment, weust use the association fwittlsesponsibibirydto
ensureghe board exjuitableTheyareallowed but with some restrictions.



GLACUHO BOARD
FINANCE BUDGET TRAINING
Fiscal YearJuly 1 to June 30

Funding Sources
o] Exhibitor Fees at annual conference (after expenses)

o] Conference Delegate Fee (included in registration fee)
o] Annual Conference surplus (after expenses)

o] Publication Advertisements

o] Interesincome

o] Other association activities

Taxes

o] 501C6 Corporation

o] Incorporated in the State of Michigan

o] GLACUHO is Federal Income Tax Exempt

o] GLACUHO IS NOT sales tax exempt in any state. You must continue to pay sales taxes
association purposes.

A If yolhave someone who wants to make a donation to GLACUHO and requests
verification of this, they should set@dfarklVto the Treasurer.
Purchases & Contracts
o] If you are required to sign a contract to provide for goods or services, that contract must t
reviewed by the President and the Treasurer. Do not obligate yourself or the Association withou
review of the contract. This includes services for annual corferdaem@evorkshops, web
initiatives, etc.
Insurance- GLACUHO carries two typesorance.

o] General Liability insurance covers us for liability during any GLACUHO gatherings where
someone might claim that we were negligent.
o] Conference Cancellation insurance for the annual Conference ONLY. This does not inclt

drivein confereles, networking nights, etc. If you are hosting any type of event that you think
insurance is required, please initiate a discussion with the Treasurer prior to planning the event.
GLACUHO Sponsored Activitidseadership Manual pagg G

o] The financiabligation for the event should be covered by registration and/or sponsorship.
o] Planning a driireconference or workshop requires careful and thorough planning. At least
four months prior to the event, you should submit a proposal to the PiidsdBoa il evill

review the proposal and the Treasurer will work with the chair to insure the budget is adequate t
cover the expenses of the workshop. Workshops rragbbertiedf through registration fees or
donations.

Inappropriate expenditures

o] The treasurer will monitor all spending that occurs.

o] GLACUHO does not provide financial support for purchases that are considered gifts for
board or committee members. There is a fine line between gift and recognition. Apparel items ¢
considered gifas the member gets to keep them. These can be purchased but at the expense of
the committee members. All expenditures not outlined in your budget should be discussed with
receive approval from thErésidents and the Treasurer and may rbqaick\ate.

Giveaways
o] Board members should communicate with the treasurer and president on any giveaways
planned during the fiscal year. While we encourage recruitment, we must use the association fu
with responsibility and to ensure the boatdhb¢eedliney are allowed but with some restrictions.
Budget Development
o] All Board members must submit to the Treasurer a proposed budget for your activities by
April B,

A Once all these are received the Treasurer will begin to develop thedéntative budg



for the upcoming fiscal year. The budget is scheduled to be approved at the summer me:
each year by the board of directors.
o] Things to consider when developing your budget
A Do not assume that your host institution will be covering cereasedstse P
a conversation with your department about what they are willing to support.
A InKind BudgetiiigAs a general rule, do NOT budget for itevizsYibet
covered by your host institution. (i.e. copies, postage)
A Most of you will not have anguete include in the preliminary budget form.
A Please be as descriptive as possible about your costs. This will help when we are
building the total budget and help with justification. If you are splitting costs between
committees, clearly outline thosimbudget submissions.
A Several board members, because of transition, will be building a budget that will be
i nherited by another chairperson. Pl ea:
overcompensate fakimd expenses. If an incoming chairswgspoad from their home
institution, the board member can request additional support from the board.
Budget and Financial Reporting documents
o] GLACUHO Administrative, Exhibitor and Conference Buolgets | ast year 0s
expenses, tandthe yeardomdat®expemsesd g e t
o] Itemized Category Reqisravailable for any Board member to review. This very detailed
report will help you to identify what has already been spent from your budget.
Forms-
o] Budget Request Feynu can download this form from the website.
o] Check Request Farase this form to be reimbursed for any GLACUHO related expense.
You can download this form from the websémpts are required to receive a reimbursement.
Che& requests with legible copies of receipts should be mailed, emailed, or faxed to the Treasur
Be sure to cash checks promptly.
o] Deposit Forimnyou can download this form from the website. This is used if there is money
being paid to GLACUHO.



Monetanponationdolicy

TheGLACUHG®oarchasdeterminetthat monetadpnationsiaybeanappropriateayto furthethe
developmenf Housin@fficeren ouregion.These donatiomsistalway$edirectlpgupportiveofthepurposes
oftheAssociatiomsoutlinedh thebylaws.

Thefollowingmeline anglidelineBavebeenput irplaceo aid in therocessfdeterminingnd administering
monetarglonations.

Timeline/Guidelinder Monetanponations

JuneBoardMeeting:
e Determintheamoundfmoneyordonationandcreate lineitemin thebudget.

NovembeBoardMeeting:
e Boardnembersan nominateorthgauses.Theseshould bpresented withtionalandspecificequests
in mind. Assumihgresadequateformatiotherecan beavote onvhatcausesre awardeavhat
amountTreasureassumetheresponsibilitgroverseeintpat thesdollargare appropriategpent.

FebruarnBoardMeeting:

e Shouldherebeaneed foadditionahformatioim Novembethe monetadpnatiodiscussiorcanbe
movedndconcludedttheFebruarBoardMeeting.

Financial Advisory Board

Financial Advisory Board
The Financial Advisory Board (FAB), established in 1999, has the following responsibilities:

e Servas an informal advisor to the Board; especially to the President and Treasurer

« Act as a sounding board for new initiatives relating to the finances of GLACUHO

« Provide a check and balance for the Treasurer
Six senior housing officers or estaltdiaters in a housing operation with budgeting experience. It is encouraged
members of FAB have involvement in GLACUHO. Members serve each serve a two year term. Three FAB B
members are appointed in even years and three are appointed imprddigearsritinuity on the board. Terms
run from November to November. Members of the Financial Advisory Board are nominated by the elected Bc
appointed by the Treasurer and President and approved by the GLACUHO Board.
The Financial Advisory Boeels virtually quarterly, or as needed. The Treasurer mggrsdhaneeting at
the Annual Conference, pending need-presidents and the Secretary may also attend the FAB meeting. It is tf
Treasurer 6s r espon sBoardneetings ant o codespordlwithdBoaadmerabgre. n d a



Catastrophic Management Plan:

The Catastrophic Management Plan exists to provide procedures to the Board of Directors when it be
necessary to cancel or postpone the Annual Conference,iBpafdmereileeting, and/or other
GLACUHO sponsored activities due to weather, acts of God, or other catastrophic circumstances.

Board Meeting:

Decision to cancel or postpone is made by President in consultation witleliwet, FRastdesitent,

and meeting host.

President has responsibility to notify all Board members as well as meeting site personnel.

In the event of catastrophic circumstances during the meeting, the meeting host has responsibility to
communicate evacuation/emergency piacsssary.

President works with Treasurer to insure all financial and insurance obligations are met.

Winter Meeting:

Decision to cancel or postpone is made by President in consultation witleliwet, FRastdesitent,

and Winter Meeting host gadinector).

Presidertlect has responsibility to coordinate notification to all attendees, including Board members.
In the event of catastrophic circumstances during the meeting, the meeting host, in consultation with t
president, has responsibil@grtonunicate evacuation/emergency plans as necessary.

President works with Treasurer to insure all financial and insurance obligations are met.

Annual Conference:

Decision to cancel or postpone the Annual conference is made by President ithcoostdtatice wi

Host, Presideslect, and PaBtesident.

Conference Host has responsibility to coordinate notification to all conference delegates. Given variati
committee size and structure, the Conference Host should utilize the A&istachoeeailzers wherever
necessary.

In the event of catastrophic circumstances during the Annual Conference, the hotel management, in c
with the Conference Host, has responsibility to communicate evacuation/emergency plans as necesse
Presidet works with Conference Host and Treasurer to insure all financial and insurance obligations ar

Other GLACUHO Activities:

Decision to cancel or postpone is made by activity host in consultation with President.

Activity host has responsibilityitp albparticipants, activity site personnel, as well as Board members.

In the event of catastrophic circumstances during the activity, the activity host has responsibility to con
evacuation/emergency plans as necessary.

Activity host works Witkasurer to insure all financial and insurance obligations are met.



GLACUHO Finance Document

Goal Establish a set of guidelines and recommendations which will provide a structure for the consistent al
fiscalmanagement of the GLACUHO Association.

FinancialPhilosophy

Thefinancighhilosophgf GLACUH@Bstatedn theSLACUHBYyLawsArticleXI, Sectiod which
statesthat GLACUHQundsshall beusedto defraythe normaloperating expenses dhis
Association.

It is therefore essential for GLACUHO tesbppeling in its services and activities and to maintain adequate
operating and reserve funds to provide for its regular operations and to provide for potential financial short

Financal Background

Incorporation:

GLACUHO is a Ranofit, federal incomeeeampt association and is incorporated in the state of Michiga
Our corporation I.D. number is 739516. Annual filings of the corporation update form and fee paym:
theresponsibility of the Treasurer. The renewal form and payment are sent to the Michigan Departn
Energy, Labor and Economic Growth. Their address is P.O. Box 30767, Lansib§/ khd 48909
corporate division telephone # is (5868 7MThis is done in September each year for the current
calendar year. Since the Association is incorporated in Michigan, an institution in Michigan must alw
listed as the mailing address on the form.

Typically the Treasurer arranges for a MichiganaitralBoard or other professional at a Michigan
institution to list his/her institution as the location for the Association. The renewal form is then mail
current institution address. The form must be forwarded to the Treasumr qdafesnfatecessary

and fee payment.

*The location address for our incorporation is Ferris State University.

Tax Exemption:

GLACUHO is federal incomexiaxpt. Our tax I.D. numberd8&895. We do not have state sales
tax exemption in antheffour GLACUHO states.

Insurance:

GLACUHO is covered under three types of insurance policies: Annual Commercial and General Lia
(CGL), Directors and Officers Liability (D&O) and Conference Cancellation and Interruption (CCI. T
and D&O rudctober to October with renewals sent out around September 1st. The CCI insurance is
to safeguard against the possibility of having to cancel the Annual Conference. Loss of exhibitor
income,delegate fees and potential hotel reservation clibbges u@e financial setback for the
Association. This policy is purchased for the Annual Conference only and is renewed around Octob:



The Treasurer is responsible for renewing our insurance policies and has the commotinformation f
agent.

Taxes:

The Treasurer i s responsible for filing the
year closes (June 30) and the final bank statement is reconciled. Taxes must be filed by November
therelevantda documents must be sent to our tax pre
Macomb, IL. 61455. Telephone (3E)&B3Dnce the documents are prepared by our tax accountant,
they are filed electronically by him to the IRS.

Expenditures/Reqes/Reimbursements:

Board members have budgets and are authorized to make expenditures. Committee members mus
authorization from Committee chairs to make expenditures. Payments for committee/Association e:
can be done in two ways: dirgotgrd with a reimbursement to the individual from the Treasurer or
requesting payment of an invoice by the Treasurer.

Reimbursement of direct payment of invoices by individuals requires that a receipt be sent to the Tri
along with a completed Cheqgkiést form. Receipts can be original or legible copies. They can be e
mailed, mailed, or faxed to the Treasurer. If a receipt is not available, an email to the Treasurer exp
the purchase is required. Check Request forms are on the GLAGUHO web sit

With prior consultation with the Treasurer, invoices can also be sent directly to the Treasurer for pay
Requestors should email the Treasurer to discuss this type of payment.

GLACUHO checks over $1000 require the signatures of both thedliteasuesident (FAB
recommendation, 11/7/99).

Funding Sources:

GLACUHO financial operations are funded from the following sources: Exhibitor fees paid at the Ar
Conference (less expenses), Conference Delegate fee (included in the regidtratiomaiee),
Conference surplus (after expenses), publication advertisements, interest income and other GLACL
activities.

GLACUHO Funds:

The Treasurer i s responsible for managing th
account ges GLACUHO immediate access to funds to pay the expenses of the Association and gen
some interest. The Treasurer is responsible to deposit all payments to GLACUHO and to write chec
expenses.

GLACUHO Operating Funds

Funds in Fififhird Bnk Account the GLACUHO Board has immediate access to.

Operating Funds are recommended to be equal to two years worth of the annual operating budget &
of the past five fiscal years.

GLACUHO Reserves

Funds in Fidelity Account GLACUHO is ab#t.to inve

GLACUHO Board of Directors to explore investment options in conjunction with Fidelity investments
Reserves are recommended to be equal to one year worth of the annual operating budget.

Surplus

Any funds over the 2 yygearinRRéserves after the anrifere@cp easeaouti



Financial Guidelines

Registration Fees:
e The Annual Conference shall be planned and executed in such a manner that registration fees cove
conference costgendocontributions candminteih determininggistratiofees.

Delegate Fees:
e Any surcharge (Delegate Fee) added to the Annual Conference registration fee is to be accounted f
GLACUHO Treasurer upon reconciliation of the conference expenses with the conference Hosts.

Exhibitor Fees:

e Exhibitor fees and expenses are to be itemized by the Exhibitor Liaison. Exhibitor fees and expens:
remain separate from the Host Committee budget. Exhibitor donations to sponsor Host events shou
forwarded to the Exhibitesdnaand then to the Treasurer. Exhibitor donations to sponsor Exhibitor eve
should be forwarded to the Exhibitor Liaison and then to the Treasurer.

e Exhibitor income received from the Annual Conference is to be used to support the sesvides and ac
GLACUHO. Exhibitor income is to be deposited by the Treasurer into the operating account.

e Exhibitor expenses (e.g. conference hosts cost for meals, binders, MNOT costs, , pipe and drape, €
Exhibitor Liaison expenses) should be paid bygtiner frea the GLACUHO operating account. (FAB
recommendation 11/7/99)

*Upon approval of the President and the Board, GLACUHO funds can be used by the Host Committee to ¢
Annual Conference costs or to adequately meet costs in the eveit of a shortfal

Conference Cancellation Policy:

All cancellations of conference registration, purchase of meals, and special events need to be sent in writir
Annual Conference Hosts. Each conference registration cancellation received at leasotihe weelalprior
conference will receive a refund of 100% of the registration cost. Cancellations received less than two wee
the annual conference will be refunded at the discretion of GLACUHO, less any expenses incurred by GLA
Refunds will nm¢ granted for-sbows (registrants who do not attend the conference with no prior notice of
cancellation). Delegates assume full responsibility for notification to and verification of receipt by the GLAC
Annual Conference Hosts.

Host financial operans:
Refer to the Conference Planning Manual.

Committee financial operations:

GLACUHO committees sponsoringrDrorderences/workshops should plan and execute their conferences in
such a manner that the registration fees cover all conferéroereetstscome realized following the committee
sponsored event should be forwarded to the Treasurer for deposit into the operating account. A full accou
conference should be completed and forwarded to the Treasurer within one themibniieifenieg

All GLACUHO committees desiring to spondorcDnferences or workshops must submit their budget and fee
requests to the President and the board for approval a minimum or four months prior to the planning of the
conference. Refer ¢atson G for GLACUHO Sponsored Activities.

Contracts:
If a signed contract will be required to provide for goods or services, the contract must be reviewed by the
and the Treasurer. The event sponsor and the President must sign the contract.



Forms:

The following forms are found on the Association website and are discussed in the first part of this policy s
Preliminary Budget Request form

CheclRequest form

Deposit Form
Webinar Funding Request Form

GLACUH®olicesandGuidelines

GLACUHGponsoredictivities
TheGreat.akesAssociation @bllege andniversitiiousin@fficerGLACUHGQy committed tthe
professiondkevelopmentidbusin@fficersAssuchthe Associatitelieved isimportarto promote
professiondkevelopmetitroughotheyear attimesthetthan thénnuaConferencé isourgoatto
creatébroadeanddeepeGLACUH@volvemenPromotingventoutsidehe Annua&onferenoill
fosterccreativitgnddiversitin how thAssodtiordeliverservicéo the membership.

Thefollowing guidelires/ebeerestablisheidrGLACUHGponsoredvents:
Overalluidelines:

A Theevenshould fit within herposesftheAssociatiomsoutlinedh theBy-Laws

A Thetime ofheevenshould fit logicalith thehythnof theyearforHousin@fficersandshould
takeintoconsideratidhedateof AnnuaConference.

A Thelocatioshould promdteoadsSLACUH@volvemeand should m®mparetb otherevent
locationbeingsponsorethatyear. Thegoalis to vargemographliccationsoraccesdythe
membership.

A Thefinanciabbligatiofortheevenshould beoverethyregistratioand/or sponsorshifes a
nonprofibrganization, tgealis tohavea balancetudgetfterevenueand expenseare
considered.

A Thereshould bappropriatdousin@fficesupport toompletéhetaskgelatedo theevent.
Committegponsorshipisponsorship highlgncouraged.

A Theadvertisemefartheevenshouldeactall GLACUH@embers intanelyfashion tgpromote
involvement.

Proposabkubmission:

A Theproposahould be submitted tcPtresidera minimum tfurmonths prito theevent.
Pleasaakeintoconsideratidhat the Boardeetsn Februarnypril, Jun&ctoberandNovember.
Othemeans alommunicatican baisedvhen the meetiogrles notconducive.
Theproposahouldiddressheissuesutlind inthdi o veu iad €1 i namode.lnmddr e s s ¢
additiona Chair/G&hairoftheevenshould beamed.

ThePresidenwill send th@roposab theentireBoardorreview.Suggestionguestionsand
changeshould bproposedtthistime.

ThePresidenwill offer tiieedbacto whoever submittedptoposaand wikuggesh new
timeline for arpdatedersion.

Thefinalproposaillberedistributetb theentiradBoardyitha votebyvotingnembersA simple
majorityill approvhe event.

> > > >

Financiatonsiderations:
A TheChair/G&hairsvillworkwith th&&LACUH®reasurep establish budgeaind determine
howexpensewill bgaidandtrackedndhowrevenuevill bedeposited.
A TheTreasuraandPresidermusteview atlontractsThePresiderdndtheevensponsormust
bothsignthecontract.



http://www.glacuho.org/Default.aspx?DN=0c530bbf-d8c4-4bba-b5f6-a7cadd29fa8b
http://www.glacuho.org/About-Us/Business-Documents/Deposit-form.xls
http://www.glacuho.org/Default.aspx?DN=3ce12b10-b0e8-42fa-ba51-6fd71d2b6bba

Evensponsorship shouldsbeuredh conjunction with Exdibitoiaison.TheExhibitotiaisorcan
provide list otontactandwillassistn makingurethat thesamecompaniegre not excessively
solicited.

PostEvgnt:

A

T I I I

Within a monfibllowingheeventtheChair/C&hairs will submitlaseouteporbfthe evento
thePresiderdnd th&reasurerThisreport will keharedvith th&oardand discussedtthenext
BoardMeetinglncludeth thigeporivillbe:

Numbermattendancghis shouldcludeamelevelnd institution)
A summamfhowattendeesvaluatetheevent
Afinanciadtatement (showalexpenses, reveramdsponsorship)
Allexcessevenuéronmtheevenwill beurnedver t&GLACUH@atheTreasurer.
Thankyoulettershouldesent to alvensponsorffinanciandotherwise).

WebinaFundingPolicy
TheGreatakesAssociation Gbllege andniversitiiousin@®fficer¢ GLACUHQ@Jffirmsand
recognizethevalueofwebinaras atool foprofessiondevelopment GLACUH@embersespecially
outsidef theannuatonferencef-urthermoreshilemanywebinarwiillbepresentetbthe GLACUHO
membershgtno cost to thmarticipants theorganizationpportunitieeayarisein whichGLACUHO
feeldt isappropriat® payfor goresentesr presenters ofvebinarinthecase fundings soughto
financewebinapresentation, tf@lowingtipulations mustrbet:

A

Allwebinafundingequestsnustbe presentetb the GLACUH®Board by GLACUH®oard
Membeon behalbf theirrelevanpositionThemoneyfor thewvebinarsvillcomeviatheboard
member/committedn abudyei. s
TheGLACUH®Boardwillvoteonthefundingequesperthenormastipulationsthe
GLACUHQeadershilglanual.
Therdasnorestrictioontheamounbdfmoneyhatcanberequestetbfunda webinathougtihe
GLACUH®oardrotemustconsidethefinancialamificatioraftherequesin relatiotothe
operatingudgeandreservesftheorganization.
Allfundingequestmustesubmittedythesummeboardneetingriortothefiscalyeaninwhichit
applies.

Anywebinathatis fundedyGLACUH®ustdvertisthedate time andmethoaf participatioto
theGLACUH®@embershgta minimurof (30jhirtydayspriortothewebinar.Advertisements
shouldncludebutnotbelimitedo,electroniB S V Rhe GLACUH@ebsitand TrendsEvery
webinarequestorfundingnustalsocattacka completedroposdbrmhatdescribeshegoalsand
objectivesfthewebinar.

Webinarshouldypicalljastbetwee®0and 90ninutegnlengtrandincludewudiencenteraction
andtimeforquestionontheattendeesT helengtlrofthepresentatiaonayvarybased othe
needsaindgoalfa particulaopic. A practiceunthrouglofthewebinashouldccul-3 weeks
beforeheactuaivebinawiththeTechnolog@enter.

Vendorsnaysponsoa webinabutcannoparticipati thepresentatiosfa webinaunless
specificalkecruitettya GLACUHGommitteeAnywendofacilitatedebinashouldhotbe a
producéndorsement.

Thewebinafundingroposdbrmisavailablen thea s s o ¢ wedbdite. o n 0 s



http://www.glacuho.org/Default.aspx?DN=3ce12b10-b0e8-42fa-ba51-6fd71d2b6bba

Advertisement Policy
AdvertisemerftatheTrendsiewslettaareasfollows:

A FullPage

A HalfPage

Pricesandoptionsresubject tohangdyactiorof theGLACUHBoard. ThEommunicatioasd Marketing
Committe€haiwillcoordinattheimplementationaolvertisemenssll monegbtainedromadvertisemewill
beaddedo thesponsorship line item iratireiabudget.

AlcoholicBeveragéolicy
TheGreat.akesAssociation Gbllege andniversittiousin@fficer§GLACUH®@¢cognizes needo
promoté¢he responsild@dlegaluse oklcohollnconsideringsues dfabilityn conjunctiowith
GLACUHa@ctivitiesheAssociatioadhereso thefollowing guidelines:

e Associaticinndsmaybeusedorthecostand setipforcashbar operationgloweveno funds
maybeusedo directlgurchasalcoholibeverages.

e Donationgfalcohobeverages$obeservedvith anealmaybeacceptedsdeterminebolythe
GLACUH®oardfDirectors.

e Exhibitorsraysponsor sif@govidetarserviceluringheprogranf theydesird¢odo so.

e Thehost sitercontractelicensegprovideshalproviddéartender®rallbaroperationandis
responsiblerenforcinglifederalstateandlocalawspertainintp thesaleandconsumptiorof
alcohol.

¢ Inallcasestheras arexpectatiaghatgyoodudgmemnill beisedi.e availabilityffoodand nonalcoholic
beveragesAnyquestions or concerns shouliitéetedoward th&LACUH@oardorclarification.

ExhibitorSponsorshigPolicy
TheGreat.akesAssociation Gbllege andniversitiiousin@fficer GLACUH@glues the
relationshigsetweeexhibitorandtheAssociatiorAsanassociatioit,is ougoako seekconnections
withexhibitorthatservehousing officers in mgiorand support tiperposesfthe AssociationNe
supporvpportunitige maketheseelationshipautuallpeneficiandreciprocal.

Exhibitormaywish to sponsaariougventassociatedithGLACUHCExamplesfsponsorshigare:
e receptions

refreshmebtreaks

smalmemento§.e. GLACUH{Dass)

printingostdorprogrammotebooks

speakefees

doorprizes

Winter/Summigieetingctivities



othemactivitiesponsoredythe Association

Inanefforto assurequabpportunitiderexhibitorgswellasappropriateecognitiofor sponsorship, the
following guidelirssould b#ollowed:

Boardnemberwill securalist of exhibitatsroughhe Exhibitdwaison.

Boardnembershould submitmitinga request fanyitemswhichtheyareseekingsponsorship

to theExhibitociaison.TheExhibitociaisomwill themssistn makinthe appropriateontactsvith
exhibitors.

Exhibitorsoughforsponsorship shohkvearelationship with theposesf GLACUHO.
Followingxhibitosponsorshigoardnembershall subméinitemizedist ofalldonationto the Exhibitor
LiaisonThis shouidcludectuatostand should lseibmittedithin 3daysof theprogram.
TheExhibitdciaisorwill submitr@cognitiopieceregardingonations, feechissueof

Trends Inadditiorsponsorship will ileeognizedttheAnnuaConference.

ExhibitorProgram PresentatiamdConferencéttendancéolicy
Onoccasiorgnexhibitomaywanto presena programOntheseoccasionshefollowinguidelinesshould be
observed:

An exhibitor msybmit progranproposal f@resentaticat the Annu@lonference?rogranproposalsiust
followallpolicieshatallprogranpresentatiqeroposalsurrentlfollow.lnaddition:

1.

2.

Exhibitgprogranproposals shodtetusongeneraldeasorserviceghat will beeneficidbr housing
officersathethan on thadvertisemeatsaleofspecifiproduct(s).
Exhibitgprogranproposalarehighlyencouraged topresentvith ehousingfficer, GLACUHO
committememberpaidconference delegaldeprograncommittem conjunctiowith th&xhibitor
Liaisonwillmakehefinaldecisiomegardintheacceptancef rejectionftheproposalsinghesame
evaluation critefimallproposals.

Exhibitorsust haviheibooth paifbrpriotto Augusi® ofeachyearnordettopresena progranat
the Annu&onference.

Apaidbooth wifirovidexhibitors with felowingenefits:

1.

no

o gk w

Standardized booth @xhibihallalongv i t blackgBoand backd®fi, divisiondrapes? foldinghairs,
1 wastebaskaindl identificatiasign.

Theabilityto purchasadditionahealicketaintilregistratiotloses faheAnnualConference
(pendingpaceavailability).

1 AnnuaConferenamanual pgraidoooth (nadditionalharge).

AnnuaConferenagelegate listifgpbesentout2 weekgpriorto theAnnuaConference).
Admittand® SHGociaHouratnoadditionalharge.

Participatian AnnuaConference prograessiongjenerahteressessionssStateand GLACUHO
BusinesMeetinggndotherAnnuaConference activiiledudedh the bootliees.
Requesdicketdorspecia¢ventsnwhichanadditiondéeis chargegMondailighon theTownGolf
Outingetc.)



ExhibitorAdvisoryBoard

FormatiorandContinuance:

1. EABmemberwillserveatwoyearterm.

2. EABuwillconsisoffivecurrenGLACUHO Exhibitors.

3. EABmembera/ouldberecommendéd theTriPresidents fapprovadythe Exhibitdriaison.

4. Duringnitiaformationf EAB(2004)twomemberwiill benominatefibra threeyeatermso thate ABwould
not completdlyrn over eveyoyears.Eachyearthereaftegithetwoor thregpositions would be
replaced.

GeneraResponsibilities:

e MeetiaconferenceallthregimegperyearJuneNovembeFebruantp plarfor andhen evaluatéhe
AnnuaConference.

e Participatmgrougdistsenaskingorfeedbacknexhibitorelatedssuess thegomeup.

e Meetheeveningpeforeormorningfexhibitosetup taroubleshootandprepare fanylast minute issues
attheAnnuaConference.

e Proofreadndgivefeedbackn majocorrespondengeingout taallexhibitors.

e Continualgsses&xhibitoguidelineandgivefeedbactorfuture needs/changes.

e Serveasanoveraliesourcéo theGLACUH®BoardfDirectors.

GLACUH®eetingPolicy
TheGreat.akesAssociation Gbllege andniversitiiousin@fficersecognizéheneedobean open
Associatiaimatencouragdaavolvement alilevelsof the professiomorder teondudhe businessf the
Association it is our pthiayGLACUH®Businesandcommittemeetingareopento theGLACUHO
membership unlegberwisstated.

GLACUH@ssessmenPlan
As adynamiorganization whtrivedo berecognizedsan p r eegionehousing r ga nitisat i on o,
necessarpreflectupon thexperiencest oumemberandopportunitider improvememhese
assessmeguidelinesffertheorganization tHexibilittoadapto thechangingeeds ahe organization,
butoffertheconsistenayfmethod@ndstructurédowevegssessmewccurringithin theorganization
needdoincorporatediversgrouppfmemberdyetranspareim itsorocessand ensurebroad voids
heardhrouglthe process.

GLACUHG@i llannuallgonsideassessmeirithesdahreeareas:
1. Membershigeeds
2. AssociatiodRunctions

3. NeworNeededhitiatives

Duringinassessmeneartheorganizatioshoulctonsideimplementirggsessmenmtitiativesy eacharean
ordettohaveabroadhpproacto what warelearningHowevetheremaybeyearsvhenassessmeint all
aread s apprdpriatd&heassessment scopeesnot need tmcludallmembers o6LACUH®uUt should be
cleanntargetintheappropriaudience5SLACUHO shoskkekio diversiffhetypesofassessmemtedo,
both qualitatie@dquantitative.

For eachssessmeinitiativeindertakein amassessmegearamatribshould bereatedoreflecthe yearin
whichtheassessmewiccurredyhiclhcan then begassedo the neX@oardfDirectorsPresidengr Past
PresiderdsnecessaryThis matrshouldlsobeusedoconsidelongitudinahssessment.



AssessmenTimeline

A Fall ElecteBoardneeting
o Setthetopicofassessmeifbrthenextyear
A NovembérJanuary
o SettheAssessmegroup
) o Determingypesofassessmeandprepar@anytools
A February August
o FacilitattheAssessmeandgathedata
A Septembédovember
o Analyzeesultandprepareeport
o ExecutiveummargresentedtNovembdBoardvieeting

Executiveummarghouldnclude:
A Descriptionftheassessmentncludevhatopicsvereassessedndwheytheywerechoserfor
assessment.
Abriefexplanatioofthecollectiomethods.
OverviewfDemographic$thoseassessed.
WhatwaslearnedProvide listoffindings/resultBiscussheimpact.
Recommendetiangesmplementatiomgwinitiativestc.
Futureonsiderations.

To > > > D>



GLACUH®ecognition anAwards

Jack Collin®istinguishe®erviceAward

Thisawards thehigheshonorawardeth theregion.Thisawards presentetbanindividual wihas servec
minimum of J@arsn the housimgofessioandhascontributed significatatithedevelopment theegional
and/onationahssociatiotirough:

1.

2.

3.

ok~

Active membershipicrhasdemonstratesignificargontributions GLACUH@CUH®, and/or
othehousingrganizations.

Significarontributions thepurposandgoalof GLACUHQ@efeto Trenddor information
regardinthepurposandgoals).

Contributions to timusingrofessiotihrouglprogranpresentationgyblicationand/or grant
writing.

Significartontributiorte then 0 mi mstitations

Willingned® suppogndpromotéhe housingrofessiothrougimentoringndpositiveéole modeling
forothemprofessionals.

Please commanri then 0 mi expeeiehcan fosteringhclusivitgndanappreciatioof
differences.

GLACUHGerviceAward

Thisawards presentetba GLACUH@embewhohaspersonallgontributetd theregiorthrough:

1.

w

Active membershipicrhasdemonstratesiignificartontributiorise GLACUHQ.e. attending
conferencepresentingrogramgromotinmembershgndprograms, and/arvolvementith
ACWHOI)

Significartontributiorie thepurposandgoalsof GLACUHQ@efeto Trendfor information
regardinthepurposeandgoals).

Outstandirgervicen arappointedommitteand/or thExecutivBoard.
Representatiamd/or promotiorGfACUH@Nn 0 mi mgtitatidesd/oother
organizations.

Significardontributiorie then 0 mi imstitations

OutstandindNew Professional Awaieheper state)

Thisawards presentetba newGLACUH@rofessional whasservedhehousingrofessiorthrough:

1.
2.
3.
4. Outstandirgervice/speciadntributiorte the housimgofessiowithirhis/hebwnhousingsystem

Completiooffourorlessyearof full timemploymentryevelposition) in ti@usingorofession.
Excellencm overaljobperformance.
Initiativand/ocreativitdisplayinthat the nominbasgoneabove anbeyonaexpectations.

and/ootheregionahousing/studesevelopmeefforts.

Significarontributiorie thepurpos@andgoalsof GLACUHQ@efeto Trend®r information
regardinthepurposandgoals).

Please commai then 0 mi axpesiehcan fateringnclusivitgindanappreciatioof
differences.

Nomination mustiude letteiofsupporfrom someoneghohasworkedvith th@ominee,
preferabliy a supervisargpacitywithin thiasttwoyears.
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OutstandingsraduatéractitioneAward(oneperstate)

Thisawards presentetb a fulltimegraduate student/gradaatstargtudyingtM a s tdegreslévelwho
hasgreatlyontributed to his/mstitutiothrough:

1.
2.

3.

o

Completiooftheigraduatstudiesvithin thealendayear(January December).
Significartontributiorts then 0 mi areaefacademistudyegardlessf thgprogranof study
(i.e. internshipsab/practicuexperiencepapers/thesigtojectsublicationsic.).
Significaritousing/residenderelatedontributits to the o mi imsitatioesdthe
profession.

Significartontributiorie theregiorand/ootherrelatesrganizations.

Please commemt then 0 mi axpesiehean fosteringhclusivitgndanappreciatioof
differences.

Nomination must inclatiterofsupportrom a facultlgembewhichalsoconveysacademic
success/GPand that the 0 mi prienarfurctiomttheinstitution ssa graduatestudent/graduate
assistant.

Outstandindnnovatiorin FacilitiesAward

Thisawards giverbytheGLACUH®esidentifdacilitieSystem&€ommitte® one institutionthe
GLACUH@giorthathasimplementezhinnovativprogramelatedo residentidhcilitieswithin thpast
year Thewinnepfthisawardvillbeaskedo presenat theShowcasattheannualconferenceSelectiors
basedn:

ONoOR~LNE

Completioofthesupplement@iutstandingnovatioAwardNominatioiorm.

Serviceo thestudents dlfie institution @gion(20 Pts).

Creative ideasnovations applicatio(20Pts).

Costeffectiveness theprojec{15 Pts).

Adaptabilitp otheiinstitutions (15 Pts).

Goalof theprojecorprogranand howheyweremet(10Pts).

Descriptioof thepositiv@utcomesf theprojecorprogranil0 Pts).
Descriptioofwhatwvaslearnedn thedevelopment/implementation pfageanl0 Pts).

OutstandindProjectAward

Thisawards presentetbrecognize arsthareanoutstandingrojectievelopedya GLACUHQnNstitutiofor
itsresidence hatbmmunitySelectionriterias based otmefollowing:

1.
2.

3.

*

ProjecimplementaturinghepreviouacademigearAugustL i July31.
ProjecComponentadaptabilitgreativitycostefficiencyeducationabhluegoalsquality,resources
utilizedandthoroughnesg progranevaluation.

Thep r o jaklittd ntestheneeds of diverse population ansp@ciatampusieeddi.e.
communiyevelopmeriacilitieFoodserviceetc.).

Thetop twgrojectsnust b@resentedttheAnnuaConferende determirteefinalaward
recipient.

Nomination mustlude completioofthe OutstandiRgojecAwardNominatioRorm.
Conferenaegistration feeiver wileawardedyneper projedn attendheGLACUHConferendm presenthesession.



OutstandindracilitiesManageAward

Thisawards presentetbanindividual whopamaryesponsibilitiésiringhe pasaicademigear (8/%
7/31)ealwith housirfgcilities Selectiors basedn:

1.

arwn

o

~

Submission ofirrenfpobdescriptioanda letterof suppofromsomeone whasworkedviththe
nomine@ a supervisagpacity.

Significartontributiorte then 0 mi mstitatio(E5Pts).

Excellencm overaljobperformandd5 Pts).

Initiative/creativdigplayinthat the nominegnt above/beyond job descriptions (15 Pts).
Hasworkedo educatethememberef thedepartment on faciisuesandmentoredther
professionalgithin thareaoffacilitiesnanageme(it5Pts).
Hasdemonstratethunderstandimgstudentaeedsandhasdeveloped facilitmagjects,
programsrinitiativeto meetsheseneeds (1Pts).

Hasbuilt strongelationships w/ tempusommunityesidence lifehysicgblantetc.(15 Pts).
Experiencan fosterinigclusivenessdanappreciatioof differencg€$0 Pts).

ProfessionaDevelopmenhward

Thisawards presentetba GLACUH@embewhohaspersonallgontributet theareaof professional
development. Contributangcludehutarenotlimitedo:

1.

2.

Involvememtithin theegiorthatencouragabeevaluatioand improvemenpasfessionataining
anddevelopment.

Significargualitycontributions in #weaofprofessiondevelopmetdthen o mi nnstieuioand
to theprofessio(i.e.advisingparticipating conferencementoring, positivdemodelingnd
supervising).

Consistentfyroviding stimulus to the hougingfessioandtheregiorthrouglyrantwriting,
presentationgublication e.campusnd/odepartmentakwsletterfl rends gtc.) and research.
Pease commeon then 0 mi expeeiemaanfosteringhclusivitgndanappreciationf
differences.

OutstandindCommitmento Inclusion and Equitward

Thisawards presentednnuallyltis givertoaninstitution andividuahtheGLACUH@egionthathas
implementeghinnovativapproactoenhanceéiversitpwarenessinderstandiragd educatioon their
campus within thastacademigear(August - July31).Selectionriteriasbased on thdollowing:

1.

2.

3.

ok~

Uniquerogrammingainingand/odevelopmententoringyrojectspr othecampus
initiativefosteringncreasediversitpwarenessinderstandirgdeducation.

Impacbn studentndtheinvolvemein thedevelopmenmplementaticamdevaluatioaf the
diversitinitiatives.

Creativetilization oésourceg.e.costeffectivenesspllaboratiamithotheicampusffices, useof
communitgsources).

Adaptabilitp otheiinstitutions.

Ademonstratexhgoingommitmeta diversity.



OutstandindCommitmento SustainabilityAward

Thisawards giverto aGLACUH®stitution amdividual thhasimplementezhinnovativapproacto
enhancingustainabiliggvarenessinderstandingndeducation dheircampusvithin thepastacademic
year(8/17/31)Selectiorsbasedn:

1. Submission otarrenjpbdescriptioifanindividual lseinghominated.

2. Uniquerogrammintgaining@nd/odevelopmententoringarojectsyrotheicampusnitiatives
fosteringicreasedustainabiligivarenessinderstandingndeducatiom focus areasncluding,
but not limited gdpbatlimate changecyclingyasteaeductionjmportance/impatgovernment
policyon sustainabil{80pts.)

3. Studeninvolvememtthe developmeimplementaticamdevaluatioafthe initiativ@ndthe impact
onstudent§20 Pts).

4. Creativatilization oésource@.e.costeffectivenessollaboratiomithotheicampusffices,anduse

of communitgsourcegtc.)20Pts).

Adaptabilitp otheiinstitutions (15 Pts).

6. Demonstratiaha continuedommitmei sustainabili¢g5Pts).

o

OutstandindCommitmento Academic@Award

Thisawards giverto aGLACUH®stitution amdividual thhasimplementezhinnovativapproacto
enhancing academisyjerstandingndeducatiomcampusousingvithin thpast academigear(8/17/31).
Selectiors basedn:

1. Submission aturrenjobdescriptioifanindividual lseinghominated.

2. Unigugrogramminggainingind/odevelopmententoringgrojectsprotheicampusnitiatives
fosteringhcreasedcademiawarenessinderstandingndeducatiomfocusareas includindyut
not limited tBjrstY earSeminatgarningtylesretentiortypologiestutoring/mentorieds.(30 pts.)

3. Studeninvolvementthe developmeimplementaticamdevaluatioofinitiativeandthe impact
on students (20 Pts).

4. Creativatilization oésource@.e.costeffectivenessollaboratiomithotheicampusffices,anduse

of communitgsourcegtc.)20Pts).
Adaptabilitp otheiinstitutions (15 Pts).
6. Demonstratiahia continuedommitmetacademidd5 Pts).

o

Outstanding CommitmentCampusSafetyAward

Thisawards giverto aGLACUH®stitutiothathasimplementezhinnovativapproacto campusafety
trainingvithin thpastacademigear(8/17/31)Selectiors basedn:
1. Uniquerainingnitiatives whitbsteincreasednderstandirmgndeducation abatampussafety
andfocus on topics swdtrisismanagemeriiresafetyaftercarestc.
2. Cleatrainingrocesi placgorcommunicatiagpropriatesponselseforaluringandafter acrisis
occurs
3. Creativatilization oésourcef.e.costeffectivenessollaboratiomithotheicampusffices, useof
communitgsourcesise ofabletop exercisestc.)
Adaptabilitp othelinstitutions
Demonstratiaha sustainedommitmetd ongoingampus safedydcrisiananagemerttaining

ok



TrendsArticleof the YearAward

Thisawards giverannuallyo aGLACUH@embewhohassubmittedndpublishednarticlen TrendsThe
winningrticlevill beselectethytheawardeommittedeadedbythePastPresidentNominations will not be
necessaryatherit will be theorkof thecommittemreview issued Trendsronmthepreviougeartoselect
thewinnin@rticleSelectionftheawards based on:

Qualityfwriting

Organizatiafthearticle

Useofsupportingocumentatiovherappropriate

Capacitgfthearticleo provoke thought

Usabilitef thearticlgo student housipgogramer staff

Contribution to tstedenbhousingeld

2

MemoriaRecognition

Eachyearannouncemerdeemadeby GLACUH@cognizinigdividuals that haativelycontributet the
housingrofessioandtheregiorwhohaverecentlpassedway.Notificatioto the committewill beaccepted
onanongoingasis.Please providérief summaofthep e r scontribusionemploymehistoryand
dateofpassing.

RetireeRecognition
EachyearawardsrepresentedyGLACUHO recognizimdjvidualtthathaveactivelgontributedo the

housingrofessioandtheregiorwho haveecentlyetired.Nominations will be accemteah ongoingoasis.
Pleasgrovida brief summaoyther e t icantabaitidrssmploymehistoryand dateofretirement.

Presidential AwardExhibitorAwards

Thisawards giverbytheGLACUHOOriPresidents tecognizevo exhibitors wiavegoneaboveand
beyondh supporbf GLACUH@ndtheannuatonferenc&electioshould bbasedn:
1. Attending ofthe last &nnuatonferences
2. ActivelgngaginGLACUH@emberat theconferenceutsidef theexhibitofair(meals,Monday
Nighon theTownProgranfPresentationstc.)
3. Activelgngagingew andeasonegrofessionals in #@ucationftheirareaofexpertise
4. Demonstratgpassion favorkingvith students aprbfessionats universigndcollege
campuses
5. Understarahdsupport theveralimission dhehousindjeld




Pr e s i ldstetutidnaAsvard

Inrecognitiothateveryear manynstitutionsake significazantribution @LACUH@ supportingfficers,
StateDelegategsommittepersonsindhostingneetinggriveinsand workshopsheP r e s ilndtitutiohad s
Awardvascreated.Thisawardormalizearecognitioprocesbeyond af t hyaorfuk théssociation.
ThisawardslooselynodeledftetheACUHOP r e s i advard¥driidsvidual and instituticoatribution.

AwardCriteria Theselectedhstitution wilave demonstratatgoingsupporandcommitmeid GLACUHO
througlseverabf theollowing:

Hostingf GLACUH®oardbfDirector®fficer(s);

Hostingf GLACUHGommittemember(s);

Hostingf GLACUH®@ask~orce(sprspeciahdhoccommittee(s);

Hostingf GLACUHO conferencafgkting(&nd/oworkshop(s);

Hostingf GLACUH@embeservicesuchasthewebsite archivestc.;
Supportorspeciaprojectef theAssociation;

Supprtforcontributionts theA s s o ¢ pualicatiovenddoprofessiondevelopment
opportunitieand

8. Supporfort h e A s sstatednissip@ndpuar@ose statements.

Nogak~ o

Selectiondrocess ThePresidenwill, basedn theestablished awaniteriarecommentd the Boardf
Directorthename(s)fup to two institutions todoegnizeattheAnnuaConferenceiththePr e si dent 0 s
Institution@lward.Upon receiviagprovetom th@oardthePresidenwill announctheselected
institution(stanappropriatémeduringhe Annu&@onferenceRecognizinpatsmalleschoolgontributions,
whilegenerallgrenot to theamescaleaslargerinstitutiongresometimest moreelativeostin comparison.

TheP r e s iindtiutiohabvardshouldocuson both & | a insgitetioaddafi s m arstitugon o

respectively.



