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

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 

 
1. Personal Professional and Organizational Growth 

2. Service 

3. Visionary Leadership 

4. Inclusivity 
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Purpose of GLACUHO 
 

1. To better prepare housing officers to meet the diverse and changing needs of those we serve with 

primary concern for students. 

 

2. To contribute to the improvement of dining services, residential life programs, residential 

services, and residential facilities provided by housing officers. 

 

3. To advance and communicate professional knowledge and standards in the field of housing. 

 

4. To provide opportunities for the education and professional development of housing officers. 

 

5. To sponsor activities and services which assist housing officers in the exchange and distribution 

of information and ideas. 

 

6. To be supportive of the goals and purposes of the Association of College and University 

Housing Officers - International (ACUHO-I). 

 

 

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. 
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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 II 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:  

 President- S.E. Thomson, University of Illinois 

 Vice President K.D. Lawson, Michigan State University 

 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.  
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GLACUHO Organizational Chart 
 

 

 
 

 

 
 

 

 

 

 

 

 

 

 

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 

    Membership 

GLACUHO  Board** 
 

Past President 

President 

President- Elect 

Secretary 

Treasurer 

Committee Chair 

Delegate 

State Delegates:  Illinois 

Indiana 
Michigan 

Ohio 

President 
Appoints 

* 
 
**  

Appointed- 
Non voting 
 

Elected- Voting 



6  

 
 

GLACUHO Board Reporting Lines 
 

 
 
 

Secretary  

Committee 
Chair Delegate 

Campus Safety 
& Crisis 
Management 
Committee 
Chair 

Communications 
& Marketing 
Committee Chair 

Student 
Learning 
Committee 
Chair 

Facilities & 
Operations 
Committee 
Chair 

Health & 
Wellness 
Committee 
Chair 

Inclusion & 
Equity 
Committee 
Chair 

Professional 
Foundations 
Committee 
Chair 

Programming & 
Development 
Committee 
Chair 

Programming & 
Development 
Assistant Chair 

Past President 

Secretary  Exhibitor Liaison 

President  

Treasurer Technology 
Coordinator 

Indiana 
Delegate 

Conference 
Hosts 

Contemporary 
Issue Committee 
Chair 

Ohio Delegate 

Illinois Delegate 

Michigan 
Delegate 

President Elect 



7  

 

 

 

 

 

 

 

 

Elected Board of Directors Responsibilities 
and Monthly Breakdowns 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8  

President Responsibilities 
 

1. Serve the second year of a three-year term. 
 

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

3. Assume leadership for the implementation of the Associationôs purposes. 
 

4. Represent GLACUHO at the Annual Conference. 
 

5. Represent GLACUHO at the ACUHO-I Conference, attend the Regional Affiliate Meetings, and organize the 
regional reception at the Annual Conference. 

 
6. Communicate concerns and recommendations of the Association to ACUHO-I and other regional 

associations. 
 

7. Correspond with the Board of Directors monthly. 
 

8. Correspond with the membership through the Trends or separate communication.   
 

9. Appoint chairpersons of standing committees, task forces, and vacant Board of Director positions for 
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. Maintain comprehensive records of the positionôs activities. 

 
14. Orient and transmit records to the incoming President. 

 
15. Serve as the liaison with the ACUHO-I Regional Affiliations Director. 

 
16. Work directly with Host Committee and Program Committee Chairs of the conference approved when term 

began as President-Elect. 
 

17. Serve as coordinator of State Delegates. 
 

18. Update Strategic Planning document. 
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Calendar for President 
 
November (after the Annual Conference) 

 Facilitate the Board Orientation Meeting. 

 Inform ACUHO-I President and Central Office of the new Board of Directors names, addresses, and 
positions. 

 Write an article for the Trends Winter issue. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 

 Provide monthly update to Board of Directors. 

 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 additional 
items to be added). 

 
December 

 Convene Tri-Presidents Meeting to assist with transition. 

 Assist President-Elect with committee appointments. 

 Submit update on GLACUHO to ACUHO-I. 

 Represent GLACUHO at the monthly ACUHO-I Regional 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 additional 
items to be added). 

 
January 

 Assist the President-Elect with committee chair and Board orientation.   

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

 With President-Elect, review the purpose statements of the committees. 

 Represent GLACUHO at the monthly ACUHO-I Regional 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 additional 
items to be added). 

 
February 

 Chair the Winter Meeting; preside over general sessions. 

 Write article for Trends Spring issue. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 

 Provide monthly update to Board of Directors. 

 Begin working with following yearôs conference host for site visit. 

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

 Finalize arrangements and prepare for April Meeting. 

 Plan regional social for upcoming ACUHO-I Conference. 

 Represent GLACUHO at the monthly ACUHO-I 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 additional 
items to be added). 

 
April 

 Work with Past-President to solicit nominations for officers. 

 Solicit Fall Elected Board meeting sites. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 

 Provide monthly update to Board of Directors. 

 Submit budget request to Treasurer. 

 Submit GLASS/Best of Award and ACE Scholarship to ACUHO-I. 

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

 
May 

 Submit agenda items for ACUHO-I Regional Presidents Meeting. 

 Prepare for Summer Meeting to be held at the site of the Annual Conference. 

 Provide monthly update to Board of Directors. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 

 Send invite e-mail to all GLACUHO members attending ACUHO-I (get list from ACUHO-I) about the social. 

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

 
June 

 Chair Summer Meeting. 

 Submit article for the Trends Fall issue. 

 Submit update on GLACUHO to ACUHO-I. 

 Represent GLACUHO at the monthly ACUHO-I Regional 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 additional 
items to be added). 

 
July 

 Attend the ACUHO-I Conference and the Regional Leadership Meeting. 

 Establish agenda and conduct Regional Social Meeting at ACUHO-I Conference. 

 Represent GLACUHO at the ACUHO-I Business 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 additional 
items to be added). 
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August 

 Represent GLACUHO at the monthly ACUHO-I Regional 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 additional 
items to be added). 

 
 
September 

 Prepare for Fall elected Board Meeting. 

 Finalize preparations with Host Committee for Annual Conference. 

 Solicit interest for upcoming committee chair vacancies. 

 Represent GLACUHO at the monthly ACUHO-I Regional 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 prior to meeting for any additional 
items to be added). 

 
October 

 Chair Fall Elected Board Meeting 

 Submit for approval nominations for upcoming committee chair vacancies. 

 Submit for approval appointments for Associate Exhibitor liaison position.  

 Prepare for roles at Annual 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 ACUHO-I Regional 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 additional 
items to be added). 

 
November (at the Annual Conference) 

 Preside over Annual Conference and serve in roles as 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, assume role of Past-President. 

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

1. Serve the first year of a three-year term. 
 

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

3. Preside over Board of Directors and Business Meetings in the absence of the President. 
 

4. Represent GLACUHO at the Annual Conference. 
 

5. Represent GLACUHO at the ACUHO-I Conference and attend the monthly Regional Leadership Meetings. 
 

6. Correspond with Board of Directors and Chairpersons on a monthly basis. 
 

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

 
8. Maintain comprehensive records of the positionôs activities. 

 
9. Work directly with Host Committee and Program Committee Chairs of the conference approved when elected 

President-Elect. 
 

10. Orient and transmit records to the incoming President-Elect. 
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Calendar for President – Elect 
 
November (after the Annual Conference) 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 
 
December 

 Provide monthly update to Board of Directors. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 
 
January 

 Facilitate post-bid meeting with future host, recent host, and Exhibitor Liaison. 

 Provide monthly update to Board of Directors. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 
 
February 

 Attend the Winter Meeting. 

 Make reservations for following yearôs Winter Meeting. 

 Provide monthly update to Board of Directors. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 
 
March 

 Provide monthly update to Board of Directors. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 
 
April 

 Provide monthly update to Board of Directors. 

 Submit budget request to Treasurer. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 
 
May 

 Provide monthly update to Board of Directors. 

 Oversee Committee Chair transition process. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 
 
June 

 Attend the Summer Meeting. 

 Provide monthly update to Board of Directors. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 
 
July 

 Attend the ACUHO-I Conference and the Regional Presidents meeting. 

 Provide monthly update to Board of Directors. 
 
August 

 Provide monthly update to Board of Directors. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 
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September 

 Provide monthly update to Board of Directors. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 
 
October 

 Attend the Fall Elected Board Meeting. 

 Begin preparation for the Annual Conference Presidentôs speech. 

 Organize files to be turned over to the incoming President-Elect. 

 Provide monthly update to Board of Directors. 

 Plan transition meeting. 

 Offer an opportunity for committee members to provide feedback. 

 Represent GLACUHO at the monthly ACUHO-I Regional Leadership Meeting. 
 
November (at the Annual Conference) 

 Attend the Annual Conference and deliver Presidentôs speech. 

 At the close of the Annual Conference, assume the role of President. 
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Past-President Responsibilities 
 

1. Serve the third year of a three-year term. 
 

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 nominations for appointed positions for the Board of Directors. 
 

7. Solicit nominations and coordinates elections of elected Board members. 
 

8. Organize By-law changes with the Secretary. 
 

9. Work with the Conference Host and Cohost representing the host state, in soliciting bids for the Annual 
Conference. 

 
10. Maintain comprehensive records of the positionôs activities. 

 
11. Orient and transmit records to the incoming Past-President. 

 
12. Work directly with immediate past conference host to bring closure to the conference process. 

 
13. Serve as the liaison between SHOs and the Association. 

 
14. Assist the Exhibitor Liaison with exhibit activities and sponsorship agreements for the Annual Conference. 

 
15. Work directly with the Technology Coordinator to ensure the associationôs needs are met. 

 
16. Coordinate the awards nomination process, including establishing a selection committee. 

 
17. Lead the 50 for 50 campaign effort 
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Calendar for Past-President 
 
November (after the Annual Conference) 

 Assist new President in transition to position. 
 
December 

 Attend Tri-Presidents Meeting. 

 Provide monthly update to Board of Directors. 
 
January 

 Provide monthly update to Board of Directors. 

 Update Strategic Planning document for Winter Meeting. 
 
February 

 Write and submit ñCall for Nominationsò article for Trends Spring issue. 

 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 

 Provide monthly update to Board of Directors. 
 
April 

 Work with conference host and cohost representing the host state in soliciting bids for the Annual 
Conference. 

 Provide monthly update to Board of Directors. 

 Submit budget request to Treasurer. 
 
May 

 Finalize RFP process with conference host. 

 Provide monthly update to Board of Directors. 
 
June 

 Attend the Summer Meeting. 

 Submit information on all Elected Board position nominees to the Trends. 

 Provide monthly update to Board of Directors. 
 
July 

 Prepare for and facilitate the nomination process for awards. 

 Run awards selection process. 

 Provide monthly update to Board of Directors. 
 
August 

 Provide monthly update to Board of Directors. 
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September 

 Provide monthly update to Board of Directors.  
 
October 

 Attend the Fall Elected Board Meeting. 

 With Secretary, prepare any by-law changes to be acted upon during the Annual Conference. 

 Organize files to be turned over to the Past-President. 

 Provide monthly update to Board of Directors. 
 
November (at the Annual Conference) 

 Attend the Annual Conference. 

 Present by-law changes at the Business Meeting at the Annual Conference. 
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Treasurer Responsibilities 
 

1. Serve a three-year term. 
 

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

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

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

 
5. Maintain an up-to-date financial statement for the Association; distribute to the Board of Directors at all 

meetings and to the membership at Annual Business Meeting. 
 

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

 
7. Invest any non-budgeted funds in U.S. Government Securities and/or Certificates of Deposit in financial 

institutions insured by the FDIC or NCUSIF.  Investments shall have maturities of twelve months or less.  
When there are sufficient funds to invest in longer maturity dates, the Board of Directors must approve prior 
to the investment.  Investments must be reported and reviewed each Board of Directors meeting. 

 
8. Disburse organizational funds, upon provision of valid receipts, for all budgeted items. Make appropriate 

deposits on receipt of such monies. 
 

9. Work closely with the Annual Conference financial officer. 
 

10. Educate Board of Directors on how to develop budgets and secure funds for initiatives.   
 

11. Maintain comprehensive records of the positionôs activities. 
 

12. Orient and transmit records to the incoming Treasurer. 
 

13. Convene the Financial Advisory Board and prepare the agenda for the Financial Advisory Board Meeting at 
the annual conference. 
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Calendar for Treasurer 
 
November (after the Annual Conference) 

 Process all requests for funds and deposit any income, updating the financial statement, including if 
outgoing treasurer. 

 Attend a post conference meeting with hotel staff to review the master bill charges. 

 If outgoing, change names on the financial signature cards. 

 Prepare final financial statement for previous year and submit to the Communications & Marketing chair for 
inclusion in the Winter Issue of Trends including if outgoing treasurer 

 Provide monthly update to Board of Directors. 
 
December 

 Arrange transition meeting with incoming Treasurer after all financial records have been changed. 

 Process all requests for funds and deposit any income, updating the financial statement. 

 Provide monthly update to Board of Directors. 
 
January 

 Arrange with Past Conference Chair for receipt of conference delegate tax and excess funds. 

 Provide monthly update to Board of Directors. 
 
February 

 Attend the Winter Meeting. 

 Arrange for payment of Presidentôs and President-Electôs ACUHO-I registration, and other costs. 

 Process all requests for funds and deposit any income, updating the Financial Statement. 

 For the Winter Meeting, prepare a financial statement, a budget training session for the Board of Directors. 

 At the Winter Meeting, discuss formation of spending reports and proposed budgets from voting and non-
voting officers which are due April 1. 

 Provide monthly update to Board of Directors. 
 
March 

 Process all requests for funds and deposit any income, updating the financial statement. 

 Request budgets from Board members, utilizing the form on the website. 

 Provide monthly update to Board of Directors. 
 
April 

 Process all requests for funds and deposit any income, updating the financial statement. 

 Disseminate budget requests to the officers. 
 
May 

 Process all requests for funds and deposit any income, updating the financial statement. 

 Disseminate the proposed budget to Board of Directors before the Summer Meeting. 

 Provide monthly update to Board of Directors. 
 
June 

 Attend Summer Meeting. 

 Present operating budget for approval by the Board of Directors. 

 Process all requests for funds and deposit any income updating the financial statement. 
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 Provide monthly update to Board of Directors.  
 
July 

 Prepare copies of the current financial statement for distribution at the Regional Social Meeting at ACUHO-I. 

 Process all requests for funds and deposit any income, updating the financial statement. 

 Establish current yearôs financial statement using closing figures from previous year as starting balance. 

 Close out the prior fiscal year budget. 

 Arrange payment for ACUHO-I social reception costs. 

 Send updated financial statement to the Communications and Marketing committee chair for the Fall Issue 
of Trends. 

 Provide monthly update to Board of Directors. 
 
August 

 Process all requests for funds and deposit any income, updating the financial statement. 

 Michigan institution should receive Association incorporation renewal papers and forward to Treasurer. 

 Initiate insurance renewals for General Liability, Directors and Officers, and Conference Cancellation. 

 Provide monthly update to Board of Directors. 
 
September 

 Process all requests for funds and deposit any income, updating the financial statement. 

 Renew incorporation form with State of Michigan by September 30. 

 Prepare the financial statement for the October Meeting. 

 File taxes with our tax preparer. Taxes are filed electronically by our tax preparer to the Internal Revenue 
Service (IRS). Deadline is November 15. 

 Provide monthly update to Board of Directors. 
 
October 

 Attend the Fall Elected Board Meeting. 

 Prepare copies of the financial statement for distribution at the Annual Conference. 

 Process all requests for funds and deposit any income, updating the financial statement. 

 Prepare the discussion for selecting new members to the Financial Advisory Board. 

 Contact new and returning FAB members informing them of the meeting at the annual conference. 

 Develop the FAB meeting agenda. 

 Provide monthly update to Board of Directors. 
 
November (at the Annual Conference) 

 Attend the Annual Conference. 

 Prepare financial statement and annual report for the Business Meeting and Board Meeting. 

 Conduct the Financial Advisory Board meeting. 

 If outgoing Treasurer, prepare the transition report, initiate change in signature cards, and orient the new 
Treasurer. 

 Present educational program session on the GLACUHO budget. 

 Process all requests for funds and deposit any income, updating the financial statement. 
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Secretary Responsibilities 
 

1. Serve a two-year term (elected on odd year). 
 

2. Serve as a member of Board of Directors and attend all Business Meetings and represent GLACUHO at the 
Annual Conference. 

 
3. Record all activities and proceedings of GLACUHO (collect all Board member monthly and compiled reports 

and committee minutes). 
 

4. Prepare and disseminate minutes of the Annual Business Meeting, the Financial Advisory Board meeting, 
the Exhibitor Advisory Board meeting, and all Board of Directors meetings following each meeting. 

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

 
6. Maintain an updated contact list of the Board of Directors, including name, position, address, cell phone 

number, GLACUHO email, and personal email. 
 

7. Maintain GLACUHO archives. 
 

8. Annually update the ñHistory of GLACUHOò and submit it to the Technology Coordinator for the website. 
 

9. Organize by-law changes with the Past-President. 
 

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

11. Orient and transmit records to the incoming Secretary. 
 

12. Update Leadership Manual every two years or as needed. 
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Calendar for Secretary 
 

December 

 If new to position, transition with former Secretary, and begin preparations to receive database. 

 Compile monthly reports from Board of Directors and distribute via email 

 Begin update Leadership Manual as necessary. 
 
January 

 Compile monthly reports from Board of Directors and distribute via email 
 
February 

 Attend Winter Meeting and record all business conducted by the Board of Directors 

 Compile monthly reports from Board of Directors and distribute via email 
 

March 

 Send copies of all minutes to Board of Directors, Trends, and ACUHO-I office. 

 Compile monthly reports from Board of Directors and distribute via email 
 
April 

 Compile monthly reports from Board of Directors and distribute via email 

 Submit budget request to Treasurer. 
 
May 

 Compile monthly reports from Board of Directors and distribute via email 
 

June 

 Attend Summer Meeting and record all business conducted by Board of Directors. 

 Send copies of all minutes to the Board of Directors. 

 Compile monthly reports from Board of Directors and distribute via email 
 
July 

 Compile monthly reports from Board of Directors and distribute via email 
 
August 

 Compile monthly reports from Board of Directors and distribute via email 
 
September 

 Compile monthly reports from Board of Directors and distribute via email 
 
October 

 Attend Fall Elected Board Meeting and record all business conducted by Board of Directors. 

 Send copies of all minutes to Board of Directors, and ACUHO-I office. 

 Communicate with Conference Host, President, and Past-President concerning Business Meeting 
information at Annual Conference. 

 With Past-President, prepare any by-law changes to be acted upon during Annual Conference. 

 Prepare PowerPoint presentation for Annual Business Meeting. 

 Compile monthly reports from Board of Directors and distribute via email 
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 Prepare ballots for elections. 
 
November (Pre-conference and at the Annual Conference) 

 Prepare Sign-in Sheet for Annual Business Meeting. 

 If outgoing, prepare transition report for transition to incoming secretary. 

 Attend Annual Conference and record all business at the Annual Business Meeting, the Financial Advisory 
Board meeting, and the Exhibitor Advisory Board meeting.  

 Prepare business meeting sign-in sheets, voting member cards and election ballots  

 Compile monthly reports from Board of Directors and distribute via email 
 

November (After the Annual Conference) 

 Compile minutes from the Annual Business Meeting, Financial Advisory Board meeting, and Exhibitor 
Advisory Board meeting held at the Annual Conference. 

 Send copies of minutes to Board of Directors, FAB, EAB, and the ACUHO-I office. 

 Send copy of minutes from the Annual Business Meeting to Trends for inclusion in the Winter issue. 

 Send copies of new Board of Directors data base to all board members, and the ACUHO-I office. 

 Compile a summary of action items for Board of Directors and distribute. 
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Committee Chair Delegate Responsibilities 
 

1. Serve a two 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. At the end of the term, orient and transmit records 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 committee members in making 

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 the work of the committees by assisting committee chairs and committee members in making 
progress toward the responsibilities and tasks. 

 
13. Maintain comprehensive records of the positionôs activities. 
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State Delegate Responsibilities 
 

1. Serve a two-year 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 position in 

accordance with the by-laws. 

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

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

6. Coordinate the selection process for the ACUHO-I conference, and all GLAUCHO scholarship recipients. 
 

7. Communicate with institutions within the designated state about GLACUHO, Board of Directors items and 
functions, committee activities and other action items. 

 
8. Write and distribute a bi-monthly state update. Serve as moderator for the state listserv. 

 
9. Make annual contact with Senior Housing Officers or designees in the state. 

 
10. Develop and maintain contact with institutions and Senior Housing Officers who do not regularly participate in 

GLACUHO activities. 
 

11. Coordinate, or assist with, statewide housing officer meetings or para-professional staff conferences as 
needed (this varies from state to state). 

 
12. Travel as necessary to connect with member institutions to promote the year-round professional development 

activities of the organization. 
 

13. Lead and organize regular conference events and state networking 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 and assignments 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 changes 
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 Conference, Drive-
In Conference, etc. if applicable). 
 

22. Solicit award nominations from 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. 
 
  



27  

Calendar for State Delegate 
 
November (post-conference) 

 Attend Board Transition Meeting. 

 Provide monthly update to Board of Directors. 

 Post-conference contact with members highlighting events at the Annual Conference and recognition given to 
professionals from the state. New delegates use this letter to themselves and to inform SHOs how to best 
communicate with them about GLACUHO issues. 

 Congratulations sent to the stateôs award winners and their supervisors. 

 Work on bi-monthly updates. 

 Solicit participants for PDI. 
 
December 

 Provide monthly update to Board of Directors. 

 Work on state newsletter. 

 Solicit participants for PDI. 

 Solicit Trends   submissions for the spring issue. 

 Solicit faculty participants for the Mid-Level Institute. 

 Promote ACUHO-I opportunities, such as NHTI and Summer Internship. 
 
January 

 Follow up with New Delegate Professional Development Scholarship recipient. 

 Work on bi-monthly updates. 

 Provide monthly update to Board of Directors. 

 Participate in the committee chair training. 
 
February 

 Make directional, cabin, welcome signs for Winter Meeting. 

 Attend the Winter Meeting; lead the welcome activity/icebreaker and assist the presidents in planning the 
meeting. 

 Provide monthly update to the Board of Directors. 

 Solicit scholarship applications. 

 Work on bi-monthly updates. 
 
March 

 Work on bi-monthly updates. 

 Determine scholarship winners. 

 Provide monthly update to the Board of Directors. 
 
April 

 Work on bi-monthly updates. 

 Provide monthly update to Board of Directors. 

 Solicit program proposals for the annual conference. 
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May 

 Provide a monthly update to the Board of Directors. 

 Identify new Senior Housing Officers in the state.  

 Work on bi-monthly updates. 
 
June 

 Attend the Summer Meeting. 

 Finalize the details for GLACUHO Scholarship process. 

 Determine if state stickers need to be ordered. 

 Provide monthly update to Board of Directors 

 Work on bi-monthly updates. 
 
July 

 Work on bi-monthly updates. 

 Provide a monthly update to Board of Directors. 
 
August 

 Work on bi-monthly updates. 

 Solicit award nominations in conjunction with Past President. 

 Provide monthly update to Board of Directors. 
 
September 

 Provide monthly update to Board of Directors. 

 Actively encourage the submission of award nominations from within the state. 

 Work on bi-monthly updates. 

 Prepare for conference activities. 

 Finalize all scholarships and conference registration codes. 
 
October 

 Attend the Fall Elected Board meeting. 

 Work on bi-monthly updates. 

 Distribute information about how housing professionals can become more involved in GLACUHO. 

 If outgoing, organize files to be turned over to successor. 

 Prepare transition report. 

 Prepare for conference activities. 

 Provide monthly update to Board of Directors. 

 Conduct New Delegate webinar. 
 
November 

 Attend the Annual Conference and conduct state meetings. 

 Conduct election of new State Delegate per bylaws. 

 If outgoing State Delegate, transition materials to the new State Delegate. 
 Work on bi-monthly updates.
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Exhibitor Liaison Responsibilities 

 
1. Serve a two-year term (appointed on even year). 

 
2. Serve as a member of Board of Directors and attend the Fall, Summer, and Winter Business 

Meetings. 
 

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

4. Maintain an updated database of exhibitors. 
 

5. Inform exhibitors of deadlines for Trends advertising and other advertising possibilities. 
 

6. Keep exhibitors informed of the current yearôs conference arrangements. 
 

7. In collaboration with the Treasurer, collect exhibitor fees for the Annual Conference. 
 

8. Work with the Host Committee on exhibitorôs requests for space at the Annual Conference. 
 

9. Recruit and retain new exhibitors. 
 

10. Promote the continued education and understanding of corporate relations for both exhibitors and 
membership. 

 
11. Recognize and reward exhibitor support and involvement. 

 
12. In conjunction with the President-Elect, appoint an Associate Liaison from the membership.  The Associate 

Liaison will assist the Exhibitor Liaison in meeting responsibilities for exhibitor and membership relations.  
 

13. Maintain comprehensive records of the positionôs activities. 
 

14. Orient and transmit records to the incoming Exhibitor Liaison. 
 

15. Attend post-bid meeting with future host, recent host, and Tri-Presidents. 
 

16. In conjunction with program committee, make final decisions regarding acceptance or rejection of 
exhibitor co-sponsored program proposals. 

 

17. Be personable and make a personal connection to exhibitors, and advocate for their needs.   
 

18. Communicate with the Exhibitor Advisory Board frequently and utilize their expertise. 
 

19. Communicate with the Past-President frequently and keep them in the loop on all things concerning the 
exhibitor show. Specifically when working with sponsorship agreements and updates on sponsorships in 
general. 

 
20. Utilize the board and ask for leads for new exhibitors. Reference the Talking Stick publication and other 

professional publications for new exhibitors that are placing ads. 



30  

 
21. Setup and organize a ñlistservò or database of Exhibitors for ease of communication.   

 
22. Communicate with the exhibitors throughout the yearðit is recommended you send out an update every 

2-4 months. 
 

23. Work closely with the Technology Coordinator and update the ñExhibitor Tabò on the GLACUHO website. 
 

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

 
25. Pipe and drape should be coordinated by the Exhibitor Liaison.  In situations where the exhibit facility 

does not have a contract with a specific pipe and drape company, the pipe and drape contract should be 
put out to bid. In other cases it may be good to research pipe and drape cost outside the conference site 
to compare their package to the conference siteôs offered pipe and drape package. 

 
26. Work on obtaining sponsorship and donations throughout the year. 
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Calendar for Exhibitor Liaison 
 
November (after the Annual Conference) 

 Send thank you letters to exhibitors for supporting the Annual Conference; remind them of next 
yearôs site, dates, fees, and sponsorship opportunities. 

 Provide monthly update to Board of Directors. 
 Attend post-bid meeting with future host, recent host, and President-Elect. 

 
December 

 Orient Associate Exhibitor Liaison to position. 
 Provide monthly update to Board of Directors. 
 Attend monthly Board Meeting. 

 
January 

 Remind exhibitors of upcoming Trends advertising deadline. 
 Collaborate with Associate Exhibitor Liaison. 
 Provide monthly update to Board of Directors. 

 
February 

 Attend the Winter Meeting. 
 Write exhibitors reminding them of upcoming regional conference information. 
 Collaborate with Associate Exhibitor Liaison. 
 Provide monthly update to Board of Directors. 

 
March 

 Collaborate with Associate Exhibitor Liaison. 
 Provide monthly update to the Board of Directors. 
 Work with Committee Chairs to educate them on possible initiatives to have sponsored. 
 Create sponsorship packet (include needs from committee chairs and budget).  

 
April 

 Send application for exhibitor space to exhibitors. 
 Collaborate with Associate Exhibitor Liaison. 
 Provide monthly update to Board of Directors. 

 
May 

 Work with host committee to prepare for upcoming Annual Conference. 
 Submit budget request to Treasurer. 
 Collaborate with Associate Exhibitor Liaison. 
 Provide monthly update to Board of Directors. 

 
June 

 Attend the Summer Meeting. 

 Submit article for the Trends Fall issue to educate the membership on how to utilize the exhibitors 
at the Annual Conference. 

 Remind exhibitors of upcoming Trends advertising deadline. 
 Collaborate with Associate Exhibitor Liaison. 
 Work with host committee to prepare for upcoming Annual Conference. 
 Work with program committee to decide on acceptance or rejection of co-sponsored program 
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proposals. 
 Provide monthly update to Board of Directors. 

 

July 
 Send confirmations for any space reserved; also send exhibitors hotel information 
 Work with host committee to prepare for upcoming Annual Conference. 
 Collaborate with Associate Exhibitor Liaison. 
 Provide monthly update to Board of Directors. 

 
August 

 Work with host committee to prepare for upcoming Annual Conference. 
 Collaborate with Associate Exhibitor Liaison. 
 Provide monthly update to Board of Directors. 

 
September 

 Work with host committee to prepare for upcoming Annual Conference. 
 Collaborate with Associate Exhibitor Liaison. 
 Provide monthly update to Board of Directors. 

 
October 

 Send schedule of Annual Conference events to exhibitors. 
 Work with host committee to prepare for upcoming Annual Conference. 
 Collaborate with Associate Exhibitor Liaison. 
 Remind exhibitors of upcoming Trends advertising deadline. 
 Prepare next yearôs conference information packet. 
 Provide monthly update to Board of Directors. 

 
November (at the Annual Conference) 

 Attend the Annual Conference. 
 Host Exhibitor Fair.  
 Provide next yearôs Annual Conference information packet to exhibitors. 
 If outgoing Exhibitor Liaison, prepare the transition report and orient the new Exhibitor Liaison.
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Committee Chair Responsibilities 

 
1. Serve a one-year term from November to November. 

 
2. Attend Board of Directors meetings as directed by the President (November, February, and June). Attend 

Committee Chair Training (January). 
 
3. Conduct in-person committee meetings at Winter Meeting and Fall Annual Conference Meeting. Submit 

minutes of all committee meetings to committee members, Committee Chair Delegate and Secretary. 
 
4. Submit information for the committee web page to the Technology Coordinator. 

 
5. At the Annual Conference, attend the following functions: State Meeting, Business Meeting, transition 

meeting, and others as directed by the Tri-Presidents. 
 
6. Submit for Board approval goals and objectives of the committee each February, consistent with the 

committee purpose statement. 
 
7. In consultant with the Treasurer, develop and manage annual committee budget. 

 
8. Communicate with committee members (at least twice per month) and the Committee Chair Delegate (at least 

once per month). 
 
9. Give feedback to committee members regarding performance and make recommendations to Committee Chair 

Delegate and incoming chair regarding committee membership. 
 
10. Work cooperatively with other committee chairs as needed to implement goals and objectives. 

 
11. Coordinate on-site registration, greeting of attendees and host committee meeting at Winter Meeting. 

 
12. Submit monthly update to Board of Directors. 

 

13. Communicate via email, checking GLACUHO email daily.   
 
14.  Maintain complete and accurate records of committee during term.  Prepare term report summarizing all 

committee activity and information and submit to Committee Chair Delegate and Secretary. 
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Calendar for Committee Chairs 
 

November (appointed) 
 Attend Annual Conference. 
 Attend committee meeting with current chair. 
 Attend Board Orientation transition meeting. 
 Consult as needed with Committee Chair Delegate regarding committee membership. 
 Provide monthly update to Board of Directors. 
 Send welcome email to committee and facilitate virtual ice breaker. 

 
December 

 Correspond with committee members at minimum once. 
 Correspond with Committee Chair Delegate. 
 Provide monthly update to Board of Directors. 
 Attend Monthly Board Meeting. 

 
January 

 Prepare Committee agenda for Winter Meeting. 
 Attend Committee Chair (virtual) Training. 
 Correspond with committee members at minimum twice. 
 Correspond with Committee Chair Delegate. 
 Provide monthly update to Board of Directors. 
 Remind committee members of Winter Meeting registration. 

 
February 

 Conduct committee meeting at Winter Meeting. 
 Attend Winter Board Meeting. 
 Submit for Board approval goals and objectives consistent with committee purpose statement. 
 Correspond with committee members. 
 Correspond with Committee Chair Delegate. 
 Provide monthly update to Board of Directors. 

 
March 

 Correspond with committee members at minimum twice. 
 Hold a committee meeting. 
 Correspond with Committee Chair Delegate. 
 Provide monthly update to Board of Directors. 
 Submit web page information to the Technology Coordinator. 

 
April 

 Correspond with committee members. 
 Correspond with Committee Chair Delegate. 
 Provide monthly update to Board of Directors. 
 In consultation with Treasurer, develop and submit proposed budget. 
 Submit initiatives needing sponsorship. 
 Hold a committee meeting. 
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May 
 Correspond with committee members at minimum twice. 
 Correspond with Committee Chair Delegate. 
 Provide monthly update to Board of Directors. 
 Hold a committee meeting. 

 

June 
 In consultation with Treasurer, insure completion of all outstanding financial transactions for end of 

fiscal year. 
 Correspond with committee members at minimum twice. 
 Correspond with Committee Chair Delegate. 
 Attend Summer Meeting. 
 Provide monthly update to Board of Directors. 

 Hold a committee meeting.  
 

July 
 Correspond with committee members at minimum twice. 
 Correspond with Committee Chair Delegate.  
 Provide monthly update to Board of Directors. 
 Hold a committee meeting. 

 
August 

 Correspond with committee members at minimum twice. 
 Correspond with Committee Chair Delegate. 
 Provide monthly update to Board of Directors. 
 Hold a committee meeting (if applicable). 

 
September 

 Correspond with committee members at minimum twice. 
 Correspond with Committee Chair Delegate. 
 Provide monthly update to Board of Directors. 
 Hold a committee meeting (if applicable). 

 
October 

 Prepare for Annual Conference. 
 Prepare agenda for committee meetings at Annual Conference. 
 Correspond with committee members at minimum twice. 
 Correspond with Committee Chair Delegate. 
 Provide monthly update to Board of Directors. 

 
November (during and concluding term) 

 Attend Board Meeting prior to the Annual Conference. 
 Attend Annual Conference. 
 Conduct committee meetings. 
 Assist in the education and recruitment of members. 
 Correspond with committee members at minimum twice. 
 Correspond with Committee Chair Delegate. 
 Consult as needed with new President-Elect regarding appointments. 
 Provide monthly update to Board of Directors. 
 At the conclusion of term, prepare materials for and assist in transition of incoming chair.
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Technology Coordinator Responsibilities 

 
1. Serve a three-year term (appointed on even year). 

 
2. Attend the GLACUHO Winter Meeting and gather information for website from the Board of Directors 

and Committees. 
 
3. Work with Secretary to keep membership informed of GLACUHO business. All information on website should 

be approved by the Board of Directors in some manner (i.e. board discussion, formal vote, etc.). 
 
4. Update website regularly (i.e. contact information, calendar, etc.).This includes adding new information 

and removing outdated information in a timely fashion. 
 
5. Oversee the layout of committee website pages; assist in design, layout, survey work and idea 

development. 
 
6. Communicate with GLACUHO constituencies regarding updates to website and advertise for the site for 

membership use. 
 
7. Work with Conference Host to provide useful information and technological resources for the Annual 

Conference. 
 
8. Work with the Board of Directors to secure the host-site for the GLACUHO website. 

 
9. Register GLACUHO website with appropriate search engines. 

 
10. Correspond with Board of Directors on a monthly basis. 

 
11. Submit proposed budget to Treasurer by approved date. 

 
12. Maintain comprehensive records of website activity. 

 
13. Orient and transmit records to incoming Technology Coordinator. 

 

14. Research best practices related to technology needs of the association. 
 

15. Maintain all technology and account information for the association 
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Calendar for Technology Coordinator 
 
November (after the Annual Conference) 

 Update the web-site with the names of all new board members ï from Secretary. 
 Remove all outdated conference information (i.e. registration information, conference schedule, etc.). 
 Include new conference site information ï from New Conference Host. 
 Create and distribute email addresses to new board members.  

 
December 

 Maintain the web page. 
 Post pictures from the Annual Conference. 

 
January 

 Communicate with all committee chairs about their web pages. 
 Post committee roster ï from President-Elect. 
 Send information from the Annual Conference (i.e. conference evaluations, exhibitor evaluations, etc.). 
ï from Former Conference Host. 

 
February 

 Gather feedback from the Board and committee members about the web page (i.e. vote on any changes to 
links, etc.). 

 By the end of the month, solicit all updates/changes to the web-site (i.e. committee pages, state pages, etc.). 
 Update dates of submission for Trends articles. 
 Include nomination/solicitation information for board positions ï from Past President. 

 
March 

 Maintain the web page. 
 Remove Annual Conference pictures and closing information. 
 Post on-line program submissions ï from Program Committee Chair. 

 
April 

 Update the web page following Board Meeting ï from President 
 Post approved February Board minutes ï from Secretary 

 
May 

 Maintain the web page 
 
June 

 Update the web page following Board Meeting ï from President 
 
July 

 Maintain the web page 
 Post state newsletters ï from State Delegates 

 
August 

 Maintain the web page 
 Post committee application ï from President-Elect 
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September 
 Maintain the web page 

 
October 

 Update the web page following board meeting ï from President 
 Post approved June Board minutes ï from Secretary 
 Post all conference supporting information for the membership (i.e. candidate information, business meeting 

agenda, by-law changes, strategic plan, prior business meeting minutes) ï from the President 
 Post the schedule for the upcoming Annual Conference ï from Conference Host 
 Remove and update the exhibitors who will be at the Annual Conference ï from Exhibitor Liaison 
 Post state newsletters ï from State Delegates 

 
November (at the Annual Conference) 

 Post approved October Board minutes ï from Secretary 
 Post all award recipients at the Annual Conference ï from Awards and Recognition Chair 
 Timeline: 

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

 
The newly appointed individual would then shadow and train between February and November, allowing for a robust 
training experience. During that time, the individual would have no formal responsibilities to the board ï no 
attendance at board meetings, no board reports, etc. These individuals would not be recognized as board members 
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, they would 
apply using this timeline. If successful in retaining the position, the subsequent term would start in November at the 
Annual Conference as expected.  

 
While this seemingly extends the term by including a transition period on the front end, itôs the intention that the work 
during that period be limited to observation and shadowing. Additionally, it essentially flips the transition from being 
the responsibility of the outgoing board member to remain available after their term ends and puts the onus on the 
incoming board member to be available ahead of their termôs commencement. 
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GLACUHO Representative to the ACUHO-I Foundation Board Cabinet 

 
ACUHO-I Foundation Cabinet: 
The Foundation cabinet is comprised of a representative from each region with whom ACUHO-I has a formal 
affiliation agreement.  The ACUHO-I Foundation requests that each regional affiliate appoint a member to serve as 
a Regional Representative to the Foundation Cabinet. Selection process and criteria are determined by each 
region. 

 
Cabinet Member Position Description and Expectations: 

 

1. Solicit gifts on behalf of the ACUHO-I Foundation. 
 

2. Develop and coordinate a regional fundraising team with annual giving goals. 
 

3. Attend annual meeting and training session, typically in January or February. 
 

4. Early attendance at the ACUHO-I Annual Conference and Exposition. 
 

5. Travel expenses are paid by the individual (or their institution/company) with the exception of: 
 

Á Hotel expenses for the January/February meeting 
Á Hotel expenses for arriving early at ACE to the extent that these expenses cannot be 

covered by the individual or their institution/company 
Á Some meals 

 

6. Regional Representatives attend their regional conference and promote ACUHO-I and the Foundation 
through fundraising efforts, setting up promotional displays, and speaking/presenting where appropriate. 
Travel expense to attend the regional conferences are the responsibility of the individual or their 
institution. A $100 budget is provided for each Regional Representative for use at the annual regional 
conference.  These funds may be used for a raffle gift, prize basket, decorations, candy, etc., but there is 
an expectation raffle proceeds will exceed the amount of money spent. 

 

7. Participate in the ACE silent auction through personal donations and solicitation of gifts. 
 

8. May participate on Foundation committees which may include additional time commitments, depending 
upon the committee and its efforts. 

 

9. Cabinet members are requested to make an annual unrestricted donation to the ACUHO-I 
Foundation of at least $100 during the term of their appointment. 

 

10. Donations to the Foundation are tax deductible as the Foundation is a 501.3c charitable 
organization. 
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GLACUHO Committees 
 
Mission: 
To provide opportunities for the education and professional development of housing officers in the area of 
inclusion and equity. 
 
Learning Outcomes: 
Committee members will: 

1. Be able to understand and articulate where their committee adds value to the GLACUHO mission, 
vision, and purpose. 

2. Demonstrate engagement with organization and membership through their work on committee on related 
projects and tasks. 

3. Contribute to the education of the membership through their committee work. 
4. Integrate experiences gained from committee work to increase their level of learning, leading and serving 

within the GLACUHO organization. 
 
General Tasks of the Committee Chair: 

 Attend Winter Business Meeting. 
 Attend Annual Conference. 
 Develop and Manage Committee Budget. 
 Develop a learning plan for committee. 

 
General Tasks of Committee Members: 

 Accept committee appointment via email. 
 Attend Winter Business meeting. 
 Submit a monthly report to the Chair. 
 Complete assigned tasks. 
 Attend Annual Conference. 
 Complete committee member evaluation. 
 Attend monthly committee meetings. 

 
Delivery Methods: 

 Website: Each committee is responsible for providing information and sharing of resources on their 
committee website. 
 

 On-line Technology: Each committee is expected to create, assist or explore the option of providing an 
on-line professional development opportunity for the association (i.e., webinars, podcasts, etc.) 

 
 Trends: Each committee is expected to submit articles, information and pictures for publication based on 

their committee scope. 
 

 Program presentations: Each committee is expected to submit program topics relevant to their committee 
topic at the GLACUHO annual conference. 

 
 Conference initiatives: Each committee is expected to create opportunities for the membership to learn 

about their specific topic at the annual conference. 



 

Committee Member Duties and Responsibilities 
 

The GLACUHO region has established committees to better serve the membership of GLACUHO through 
various projects, initiatives, and programs. Committee members are appointed yearly at the GLACUHO 
conference by the Committee Chair Delegate in consultation with Committee Chairpersons. Listed below are the 
duties and responsibilities of committee members: 

 
1. Accept and complete assignments to meet the goals and objectives of the committee and GLACUHO. 
2. Attend the GLACUHO Annual Conference and all committee meetings at the Annual Conference. 
3. Attend the Winter Meeting (GLACUHO covers the cost for meals and lodging on site).   
4. Correspond with the committee chair on a regular basis (no less than monthly basis). 
5. Gain immediate supervisors and institutional approval to serve prior to applying.   
6. Attend any additional meeting(s), such as monthly committee meetings. 

 
Strong committees depend on active, dedicated committee members. GLACUHO recognizes the institutional and 
personal investment that committee members make when involved in the leadership of the Association. While the 
cost of the GLACUHO Annual Conference is the full responsibility of the committee member, the lodging and meals 
at the Winter meeting will be paid for by GLACUHO. 

 
 
 



 

Recruitment and Election Process for Board Members 
 

The GLACUHO Board of Directors annually seeks housing officers in the states of Illinois, Indiana, Michigan, and 
Ohio to serve as elected and appointed officers. Elected officers (State Delegates, Treasurer, Secretary, and 
President-Elect) are elected at the Annual Conference. Appointed officers (Committee Chairs and Co-chairs, 
Technology Coordinator, and Exhibitor Liaison) are generally appointed prior to the Annual Conference by the 
Elected Board.   
 

*Please refer to the By-Laws for additional clarification.  
 
The Past-President is responsible for solicitation of nominees for appointed and elected board positions. 
Candidates are sought through a number of mechanisms:  articles in the Trends and in state newsletters, 
solicitation of names at Winter Meeting, contacts with housing officers in the region, and e-mail postings. 

 
To minimize the impact of transition, some officers are selected on even numbered years, others on odd years: 

 
Odd Years Even Years Every 3 Years 

ELECTED: President-Elect 
Secretary 
Michigan State Delegate 
Illinois State Delegate 

President-Elect   
Indiana State Delegate 
Ohio State Delegate 
Committee Chair 
Delegate 

Treasurer 

 

Odd Years Even Years 
APPOINTED: Asst. Programming and Development Chair 

Campus Safety and Crises Management Chair 
Facilities and Operations Chair Health 
and Wellness Chair 
Communications and Marketing Chair 
Contemporary Issues Chair 
ACUHO-I Foundation Board Cabinet Member 
from GLACUHO 
Conference Chair 

Asst. Programming and Development Chair Exhibitor 
Liaison 
Inclusion and Equity Chair Professional 
Foundations Chair Student Learning 
Chair Contemporary Issues Chair 
Technology Coordinator 
Conference Co-Chair



 

 

Appointed Board Members 
 

GLACUHO Past President seeks candidates for the appointed positions: committee chairs, Technology 
Coordinator, Exhibitor Liaison and Assistant Program Committee Chair. Each candidate is asked to submit a 
ñStatement of Interestò to the Past President by a specific date. The Statement of Interest should include the 
following from the candidate: 
 

1. Housing experience. 
2. Professional experience relevant to the position. 

3. Interest in the position. It is important to note, there is no length limitation to the statement of interest. 

 

The Past President forwards all Statements of Interest to the Elected Board members. The President, in 
consultation with the Elected Board members, will review candidateôs Statement of Interests and appoint 
individuals at the Fall Elected Board meeting.  The President will then notify all candidates of their status. 

 

Timeline: 

 February-September:  
o  Past President coordinates solicitation of candidates  

 September 15th:   
o Statement of Interest due to Past President 

 September-October:  
o Past President distributes appointed candidate statements to Elected Board  

 Early October:  
o President-Elect, in consultation with Elected Board members, appoints individuals 

 October-November: 
o Information exchanged between incoming and outgoing appointed officers 

 
*The Programming and Development Committee Chair is selected as the Assistant Programming and Development chair in the 
year before they assume office.  The Programming and Development Committee Chair then takes office in the following 
November. 

 
Elected Board  

 
Candidates are encouraged to formally declare their interest prior to the elections by submitting a ñCandidacy 
Statementò to the Past- President by a specific deadline, which will be included on the website and voting 
materials. This statement is limited to 500 words. 
 
President-Elect, Secretary, Treasurer, Committee Chair Delegate and State Delegates are elected by the 
membership in an online vote by simple majority.  
 
Elections will take place between May 1st and 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 end 
of their term. (Article VII Section 2) 

 
Each member institution with a Voting Delegate singed in at the Annual Conference Business meeting will 
have a vote in the online elections. If the Voting Delegate leaves the institution at any time the institution must 
notify the President to modify their Voting Delegate. 
 



 

In the event of a tie, the President will cast the vote to break the tie. The results shall be reported by the 
President to the membership at the close of the election. 

 
 

Committee Recruitment and Appointment Process 
 

The GLACUHO Board of Directors annually seeks housing officers in the states of Illinois, Indiana, 
Michigan and Ohio to serve on one of the nine GLACUHO standing committees. Committee members are 
typically appointed immediately following the Annual Conference.  The term of committee appointment is 
from January of the year following the Annual Conference until the next January, to coincide with 
GLACUHOôs Winter Meeting.  The following is an outline of the recruitment and appointment procedures. 
Please refer to the By-Laws for additional clarification. 

 

The Committee Chair Delegate is responsible for the recruitment of interested committee members. The 
incoming Committee Chair Delegate, in consultation with the President-Elect and committee chairs, selects 
the committee members.  Committee members are sought through a number of mechanisms: articles in the 
Trends, in state updates, and online application. 

 
 

 



 

Committee Member Selection - General Timeline 
 

General Time Period Task/Deadline 

7 weeks before until 1 day after 
conference 

Publicity period for committee member applications (website, email blast, social 
media, etc.) 

6 weeks before annual conference Committee member application goes live on the website 

3 weeks before annual conference Committee Chair Delegate sends current committee chairs the link to review 
applications 

Transition meeting at annual 
conference 

Incoming president trains committee chairs on selection process (transition 
meeting) 

1 day after annual conference Committee member applications close 

2 days after until 2 weeks after annual 
conference 

Committee chairs review applications and select committee members 

2 weeks after annual conference Deadline for chairs to input selected committee members on spreadsheet 

2-3 weeks after annual conference Committee Chair Delegate audits selections and committee sizes, and adjusts 
as needed 

3 weeks after annual conference Committee Chair Delegate emails committee members their placement and 
acceptance form 

4 weeks after annual conference Committee Chair Delegate t sends reminder email to anyone who has not 
responded (day before deadline) 

4 weeks after annual conference Deadline for committee members to submit acceptance form 

2 days after acceptance forms are 
due 

Deadline for Committee Chair Delegate to send rosters Technology 
Coordinator 

5 days after being sent rosters Deadline for Technology Coordinator to create committee email listservs 

Once listservs are created and before 
12/23 

Committee Chairs send introductory email to committees (individuals and 
listserv) 

January Each committee chair should host one pre-Winter Meeting committee meeting 

February In-person committee meetings (at Winter Meeting) 

  



 

 

Board Transition Report Format 
 
The transition from one board member to the next is critical to the success of GLACUHO from year to year. 
Since this is a volunteer association that meets infrequently face to face, the amount of information that can 
be passed along in writing is very helpful. Every member of the board, even those who are returning, are 
required to submit a transition report. 

 
Below are the items that are to be included in a transition report. This is information normally passed on at 
the Annual Conference in November, during the Board orientation session. We ask that you do a telephone 
transition meeting before the end of the year with the outgoing chair (if applicable), incoming chair, president 
elect, and the president. These will be scheduled through the president-elect. 

 
This transition report must be e-mailed to the secretary and either the President or President-Elect by the 
designated deadline.  All committee chairs (minus the Conference Program chair) send their transition 
reports to the President-elect.  Every other position (secretary, treasurer, state delegates, exhibitor liaison, 
and Technology Coordinator) sends their transition report to the President. Please bring at least 1 hard copy 
for the new chair and make sure that the Goggle email and drive is up to date.  

 

Transition Report Outline 

 
Title: Transition Report for Board 

Position Annual Conference Date 
 
1. Name and contact information of person transitioning OUT OF the position. 

a. Also, list the two chairs prior for a longer-term perspective. 
 
2. Length of time/dates in the position. 

 
3. Contact information following the Annual Conference. 

 
4. Expand upon the responsibilities of the position, using the description in the operations manual as a 

basis. 
 
5. Reflect on accomplishments and challenges as they relate to these areas. 

a. Accomplishments: 

 
b. Challenges: 

 

 
6. Include a budget with all expenditures up to the Annual Conference (include ALL costs and indicate if 

they were covered by GLACUHO, an institution, donated, etc.); offer suggestions for the budget 
development for the next fiscal year. 

 
7. Personalize the calendar that is in the operations manual to include specific suggestions and tasks. 

 
8. If this is a committee position, discuss communication with committee members, etc. 

 
 
 



 

9. Committee Initiatives.  Please use the following layout for the programs and projects associated 
with the position. (copy and past one table if you have additional items to include). 

 

Name of the initiative:  

Led by (Name & e-mail):  

Other collaborative partners:  

Goals of the initiative:  

Budget of this initiative:  

Where was this held:  

When did this happen:  

Why did we do this:  

What is in progress:  



 

GLACUHO Financial Policies 

 
The following information is intended to assist you in your position as it deals with budgets, finances, purchases 
contracts and possible tax questions. As you enter your position you will find that you are working under a budget 
that your predecessor developed and the Board approved. 
 

1. Goal 
a. To establish a set of guidelines and recommendations which will provide a structure for the consistent 

and healthy fiscal management of the GLACUHO Association. 
2. Financial Philosophy 

a. The financial philosophy of GLACUHO is stated in the GLACUHO By-Laws, Article XI, Section 4 
which states that GLACUHO funds shall be used to defray the normal operating expenses of this 
Association.   

b. It is therefore essential for GLACUHO to be self-supporting 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 shortfalls. 

3. Financial Background 
a. Incorporation  

i. GLACUHO is a non-profit, federal income tax-exempt association and is incorporated in the 
state of Michigan.  Our corporation I.D. number is 739516.  Annual filing of the corporation 
update form and fee payment are the responsibility of the Treasurer.  The renewal form and 
payment are sent to the Michigan Department of Energy, Labor and Economic Growth.  Their 
address is P.O. Box 30767, Lansing, MI. 48909-7557 and the corporate division telephone # 
is (517) 241-6470.  This is done in September each year for the current calendar year.  Since 
the Association is incorporated in Michigan, an institution in Michigan must always be listed 
as the mailing address on the form.  Typically the Treasurer arranges for a Michigan member 
of the board or other professional at a Michigan institution to list his/her institution as 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 necessary 
and fee payment.   

ii. The location address for our incorporation is Ferris State University. 
4. Tax Exemption 

a. GLACUHO is federal income tax-exempt.  Our tax I.D. number is 38-2867895.  We do not have state 
sales tax exemption in any of the four GLACUHO states. 

5. Insurance 
a. GLACUHO is covered under three types of insurance policies:  Annual Commercial and General 

Liability (CGL),  Directors and Officers Liability (D&O) and Conference Cancellation and 
Interruption (CCI).   The CGL and D&O run October to October with renewals sent out around 
September 1st.  The CCI insurance is 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 policy is purchased for the 
Annual Conference only and is renewed around October 1st. 

 
6. Taxes 

a. The Treasurer is responsible for filing the Associationôs taxes each year.  This can be started after the 
fiscal year closes (June 30) and the final bank statement is reconciled.  Taxes must be filed by 
November 15.  All the relevant tax documents must be sent to our tax preparer.  He is Howard ñPatò 
Harris, 111 E. Chase, Macomb, IL.  61455.  Telephone (309) 833-3089.  Once the documents are 
prepared by our tax accountant, they are filed electronically by him to the IRS. 

7. Expenditures/Receipts/Reimbursements 
a. Board members have budgets and are authorized to make expenditures. Committee members must 



 

receive authorization from Committee chairs to make expenditures.  Payments for 
committee/Association expenses can be done in two ways:  direct payment 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 
Treasurer along with a completed Check Request form.  Receipts can be original or legible copies.  
They can be emailed, mailed or faxed to the Treasurer.  If a receipt is not available, an email to the 
Treasurer explaining the purchase 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. GLACUHO checks over $1000. require the signatures of both the Treasurer and the President (FAB 
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 financial operations are funded from the following sources:  Exhibitor booth fees paid at 
the Annual Conference (less expenses), Conference Delegate fee (included in the registration fee), 
Annual Conference surplus (after expenses), publication advertisements, interest income and other 
GLACUHO activities.   

9. GLACUHO Funds 
a. The Treasurer is responsible for managing the Associationôs funds in an insured checking 

account.  Such an account gives GLACUHO immediate access to funds to pay the expenses of the 
Association and generates 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 Fifth-Third Bank Account the GLACUHO Board has immediate access to. 
b. Operating Funds are recommended to be equal to two yearsô worth of the annual operating budget 

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 conjunction with Fidelity investments. 
c. Reserves are recommended to be equal to one-year worth of the annual operating budget. 

12. Surplus 
a. Any funds over the 2 yearsô worth of Operating Funds and 1 year in Reserves after the conference 

close out. 
13. Financial Guidelines 

a. Registration Fees 
i. The Annual Conference shall be planned and executed in such a manner that registration 

fees cover all conference costs.  Vendor contributions should not be counted in determining 
registration fees.   

b. Delegate Fees 
i. Any surcharge (Delegate Fee) added to the Annual Conference registration fee is to be 

accounted for by the GLACUHO Treasurer upon reconciliation of the conference expenses 
with the Conference Hosts. 

c. Exhibitor Fees 
i. Exhibitor fees and expenses are to be itemized by the Exhibitor Liaison.  Exhibitor fees and 

expenses should remain separate from the Host Committee budget.  Exhibitor donations to 
sponsor Host events should be forwarded to the Exhibitor Liaison and then to the Treasurer.  
Exhibitor donations to sponsor Exhibitor events should be forwarded to the Exhibitor Liaison 
and then to the Treasurer.  

d. Exhibitor income received from the Annual Conference is to be used to support the services and 
activities of GLACUHO.  Exhibitor income is to be deposited by the Treasurer into the operating 



 

account.   
e. Exhibitor expenses (e.g. conference hosts costs for meals, binders, MNOT costs, pipe and drape, 

electric, Exhibitor Liaison expenses) should be paid by the Treasurer from the GLACUHO operating 
account. (FAB recommendation 11/7/99) 

f. Upon approval of the President and the Board, GLACUHO funds can be used by the Host Committee 
to contain Annual Conference costs or to adequately meet costs in the event of a shortfall. 

g. Host financial operations 
i. Refer to the Conference Planning Manual. 

h. Committee financial operations 
i. GLACUHO committees sponsoring drive-in conferences/workshops should plan and execute 

their conferences in such a manner that the registration fees cover all conference costs.  Any 
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 should 
be completed and forwarded to the Treasurer within one month following the conference. 

 
i. All GLACUHO committees desiring to sponsor drive-in conferences or workshops must submit their 

budget and fees requests to the President and the board for approval a minimum or four months prior 
to the planning of the conference.  Refer 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 reviewed by 

the President and the Treasurer.  The event sponsor and the President must sign the contract. 
b. Forms 
c. The following forms are found on the Association website and are discussed in the first part of this 

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

 
GLACUHO Financial Policies 
 
GLACUHO Board Finance & Budget Training 
The following information is intended to assist you in your position as it deals with budget 
finances, purchases contracts and possible tax questions. As you enter your position you will find you ae working und
er a budget that your predecessor developed and the Board approved. 
  
Fiscal Year - The fiscal year for GLACUHO runs from July 1 to June 30.  Thus our budget aligns with these dates. 
 
Taxes ï We are a 501 C6 Corporation.  We are incorporated in the State of Michigan.  This status makes GLACUHO 
Federal Income Tax Exempt. We are NOT sales tax exempt in any state.  You must continue to pay sales taxes 
for association purposes.  If you have someone who wants to take a donation or makes any other payment to 
GLACUHO and requests verification of the Associationôs tax status, they can request a W-
9 form from the Treasurer.  The Treasurer will send it to the requesting entity. 
 
Purchases & Contracts - If you are required to sign a contract to provide for goods or 
services, that contract must be reviewed by the President and the Treasurer.  Do not obligate yourself or the 
Association without a review of the contract. This includes services for annualconference, drive-
in, etc.  Contracts must be signed by the Host and the President. 
 
 
 
 



 

Insurance – GLACUHO carries three types of insurance.  General Liability insurance covers us 
for liability during any GLACUHO gatherings where someone might claim that we were negligent. 
Directors and Officers liability covers negligent actions that the Board may takewhich could cost the  
Association.  We carry conference cancellation insurance for the annual Conference ONLY. This does 
not include drive-in conference. If you are hosting any type of event you think insurance is required, 
please initiate a discussion with the Treasurer prior to planning the event. 
 
Drive-in Workshops - Planning a drive-in conference or workshops requires careful and thorough planning.  At least 
four months prior to the event, you should submit a proposal to the President Elect. The Board will 
review the proposal and the Treasurer will work with the chair to insure the budget is adequate to cover the expenses 
of the workshop.  Workshops must be self-supporting through registration fees or donations. 
 
Webinars – Conducting a webinar also requires careful planning among the Board member, the 
Tri-Presidents and the Technology Coordinator to insure a successful outcome.  Details must 
be made at least 30 days in advance of the date of the webinar. 
  
 Inappropriate expenditures – The treasurer will monitor all spending that occurs. Please remember that 
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 are considered gifts as 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 and receive approval from the Tri-Presidents and the Treasurer and may require a board vote. 
 
Giveaways ï 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 funds with responsibility and to 
ensure the board is equitable.  They are allowed but with some restrictions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

GLACUHO BOARD 
FINANCE & BUDGET TRAINING 
Fiscal Year - July 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 Interest Income 
o Other association activities 

 Taxes 
o 501-C6 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 for 
association purposes.   

Á If you have someone who wants to make a donation to GLACUHO and requests 
verification of this, they should send a W-9 form to the Treasurer.   

 Purchases & Contracts 
o If you are required to sign a contract to provide for goods or services, that contract must be 
reviewed by the President and the Treasurer.  Do not obligate yourself or the Association without a 
review of the contract.  This includes services for annual conference, pre-conference workshops, web 
initiatives, etc. 

 Insurance – GLACUHO carries two types of insurance.   
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 include 
drive-in conferences, 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 Activities – (Leadership Manual page G-1) 
o The financial obligation for the event should be covered by registration and/or sponsorship.   
o Planning a drive-in conference or workshop requires careful and thorough planning.  At least 
four months prior to the event, you should submit a proposal to the President Elect. The Board will 
review the proposal and the Treasurer will work with the chair to insure the budget is adequate to 
cover the expenses of the workshop.  Workshops must be self-supporting 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 are 
considered gifts as 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 and 
receive approval from the Tri-Presidents and the Treasurer and may require a board vote. 

 

 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 funds 
with responsibility and to ensure the board is equitable.  They 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 1st.   

Á Once all these are received the Treasurer will begin to develop the tentative budget 



 

for the upcoming fiscal year.  The budget is scheduled to be approved at the summer meeting 
each year by the board of directors.   

o Things to consider when developing your budget 
Á Do not assume that your host institution will be covering certain costs.  Please have 
a conversation with your department about what they are willing to support.   
Á In-Kind Budgeting ï As a general rule, do NOT budget for items that MAY be 
covered by your host institution.  (i.e. copies, postage) 
Á Most of you will not have any revenue to include in the preliminary budget form. 
Á 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 this in your budget submissions. 
Á Several board members, because of transition, will be building a budget that will be 
inherited by another chairperson.  Please give this some consideration yet donôt 
overcompensate for in-kind expenses.  If an incoming chair has no support 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 Budget - shows last yearôs actual 
expenses, this yearôs budget and the year to date expenses.   
o Itemized Category Report - is available 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 Form - you can download this form from the website.   
o Check Request Form ï use this form to be reimbursed for any GLACUHO related expense.  
You can download this form from the website.  Receipts are required to receive a reimbursement.  
Check requests with legible copies of receipts should be mailed, emailed, or faxed to the Treasurer.  
Be sure to cash checks promptly.   
o Deposit Form ï you can download this form from the website.   This is used if there is money 
being paid to GLACUHO.   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 



 

Monetary Donations Policy 
 

The GLACUHO Board has determined that monetary donations may be an appropriate way to further the 
development of Housing Officers in our region.  These donations must always be directly supportive of the purposes 
of the Association as outlined in the by-laws.  

 
The following timeline and guidelines have been put in place to aid in the process of determining and administering 
monetary donations. 

 

Timeline/Guidelines for Monetary Donations 
 

June Board Meeting: 

 Determine the amount of money for donations and create a line item in the budget. 
 
November Board Meeting: 

 Board members can nominate worthy causes. These should be presented with rationale and specific requests 
in mind.  Assuming there is adequate information, there can be a vote on what causes are awarded what 
amount.  Treasurer assumes the responsibility for overseeing that these dollars are appropriately spent. 

 
February Board Meeting: 

 Should there be a need for additional information in November, the monetary donation discussion can be 
moved and concluded at the February Board Meeting. 

 

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

 Serve as 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 established leaders in a housing operation with budgeting experience. It is encouraged that 
members of FAB have involvement in GLACUHO. Members serve each serve a two year term. Three FAB Board 
members are appointed in even years and three are appointed in odd years to provide continuity on the board. Terms 
run from November to November. Members of the Financial Advisory Board are nominated by the elected Board and 
appointed by the Treasurer and President and approved by the GLACUHO Board. 
The Financial Advisory Board meets virtually quarterly, or as needed. The Treasurer may call an in-person meeting at 
the Annual Conference, pending need. The Tri-presidents and the Secretary may also attend the FAB meeting. It is the 
Treasurerôs responsibility to develop an agenda for Board meetings and to correspond with Board members. 
 
  



 

Catastrophic Management Plan: 

 The Catastrophic Management Plan exists to provide procedures to the Board of Directors when it becomes 
necessary to cancel or postpone the Annual Conference, Board meeting, Winter Meeting, 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 with the President-elect, Past-President, 
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 plans as necessary. 

 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 with the President-elect, Past-President, 
and Winter Meeting host (camp director). 

 President-elect 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 the 
president, has responsibility to communicate 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 in consultation with Conference 
Host, President-elect, and Past-President. 

 Conference Host has responsibility to coordinate notification to all conference delegates. Given variation in host 
committee size and structure, the Conference Host should utilize the assistance of all Board members wherever 
necessary. 

 In the event of catastrophic circumstances during the Annual Conference, the hotel management, in consultation 
with the Conference Host, has responsibility to communicate evacuation/emergency plans as necessary. 

 President works with Conference Host and Treasurer to insure all financial and insurance obligations are met. 
 
Other GLACUHO Activities: 

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

 Activity host has responsibility to notify all participants, activity site personnel, as well as Board members. 

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

 Activity host works with Treasurer 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 and healthy 
fiscal management of the GLACUHO Association. 
 
 

Financial Philosophy 

The financial philosophy of GLACUHO is stated in the GLACUHO By-Laws, Article XI, Section 4 which 
states that GLACUHO funds shall be used to defray the normal operating expenses of this 
Association. 

 
It is therefore essential for GLACUHO to be self-supporting 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 shortfalls. 
 
 

Financial Background 
 
Incorporation: 

 GLACUHO is a non-profit, federal income tax-exempt association and is incorporated in the state of Michigan.  
Our corporation I.D. number is 739516.  Annual filings of the corporation update form and fee payment are 
the responsibility of the Treasurer.  The renewal form and payment are sent to the Michigan Department of 
Energy,  Labor and Economic Growth. Their address is P.O. Box 30767,  Lansing,  MI.  48909-7557 and the 
corporate division telephone # is (517) 241-6470.  This is done in September each year for the current 
calendar year. Since the Association is incorporated in Michigan, an institution in Michigan must always be 
listed as the mailing address on the form. 

 Typically the Treasurer arranges for a Michigan member of the Board or other professional at a Michigan 
institution to list his/her institution as 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 if necessary 
and fee payment. 

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

 GLACUHO is federal income tax-exempt.  Our tax I.D. number is 38-2867895.  We do not have state sales 
tax exemption in any of the four GLACUHO states. 

 
Insurance: 

 GLACUHO is covered under three types of insurance policies: Annual Commercial and General Liability 
(CGL), Directors and Officers Liability (D&O) and Conference Cancellation and Interruption (CCI.  The CGL 
and D&O run October to October with renewals sent out around September 1st. The CCI insurance is 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 policy is purchased for the Annual Conference only and is renewed around October 1st. 



 

 The Treasurer is responsible for renewing our insurance policies and has the contact information for our 
agent. 

 
Taxes: 

 The Treasurer is responsible for filing the Associationôs taxes each year. This can be started after the fiscal 
year closes (June 30) and the final bank statement is reconciled. Taxes must be filed by November 15.  All 
the relevant tax documents must be sent to our tax preparer. He is Howard ñPatò Harris, 111 E. Chase, 
Macomb, IL.  61455. Telephone (309) 833-3089. Once the documents are prepared by our tax accountant, 
they are filed electronically by him to the IRS. 

 
Expenditures/Receipts/Reimbursements: 

 Board members have budgets and are authorized to make expenditures. Committee members must receive 
authorization from Committee chairs to make expenditures.  Payments for committee/Association expenses 
can be done in two ways: direct payment 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 Treasurer 
along with a completed Check Request 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 explaining 
the purchase is required. Check Request forms are on the GLACUHO web site. 

 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. 

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

 
Funding Sources: 

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

 
GLACUHO Funds: 

 The Treasurer is responsible for managing the Associationôs funds in an insured checking account.  Such an 
account gives GLACUHO immediate access to funds to pay the expenses of the Association and generates 
some interest. The Treasurer is responsible to deposit all payments to GLACUHO and to write checks for all 
expenses.   
GLACUHO Operating Funds 
Funds in Fifth-Third Bank Account the GLACUHO Board has immediate access to. 
Operating Funds are recommended to be equal to two years worth of the annual operating budget based off 
of the past five fiscal years. 
GLACUHO Reserves 
Funds in Fidelity Account GLACUHO is able to invest. 
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 yearsô worth of Operating Funds and 1 year in Reserves after the conference close out. 

 
 
 
 
 
 



 

Financial Guidelines 
 
Registration Fees: 

 The Annual Conference shall be planned and executed in such a manner that registration fees cover all 
conference costs.  Vendor contributions can be counted in determining registration fees. 
 

Delegate Fees: 

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

Exhibitor Fees: 

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

 Exhibitor income received from the Annual Conference is to be used to support the services and activities of 
GLACUHO. Exhibitor income is to be deposited by the Treasurer into the operating account. 

 Exhibitor expenses (e.g. conference hosts cost for meals, binders, MNOT costs, , pipe and drape, electric, 
Exhibitor Liaison expenses) should be paid by the Treasurer from 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 contain 
Annual Conference costs or to adequately meet costs in the event of a shortfall 
 
 
Conference Cancellation Policy: 
 
All cancellations of conference registration, purchase of meals, and special events need to be sent in writing to the 
Annual Conference Hosts. Each conference registration cancellation received at least two weeks prior to the annual 
conference will receive a refund of 100% of the registration cost. Cancellations received less than two weeks before 
the annual conference will be refunded at the discretion of GLACUHO, less any expenses incurred by GLACUHO. 
Refunds will not be granted for no-shows (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 GLACUHO 
Annual Conference Hosts. 
 
Host financial operations: 
Refer to the Conference Planning Manual. 
 
Committee financial operations: 
GLACUHO committees sponsoring Drive-In conferences/workshops should plan and execute their conferences in 
such a manner that the registration fees cover all conference costs.  Any 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 should be completed and forwarded to the Treasurer within one month following the conference. 
All GLACUHO committees desiring to sponsor Drive-In conferences or workshops must submit their budget and fees 
requests to the President and the board for approval a minimum or four months prior to the planning of the 
conference. Refer to section 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 President 
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 section. 
Preliminary Budget Request form 
Check Request form 
Deposit Form 
Webinar Funding Request Form 

 

GLACUHO Polices and Guidelines 
 

GLACUHO Sponsored Activities: 

The Great Lakes Association of College and University Housing Officers (GLACUHO) is committed to the 
professional development of Housing Officers. As such, the Association believes it is important to promote 
professional development throughout the year, at times other than the Annual Conference. It is our goal to 
create broader and deeper GLACUHO involvement.  Promoting events outside the Annual Conference will 
foster creativity and diversity in how the Association delivers service to the membership. 

 
The following guidelines have been established for GLACUHO sponsored events: 
Overall guidelines: 

Á The event should fit within the purposes of the Association as outlined in the By-Laws 
Á The time of the event should fit logically with the rhythm of the year, for Housing Officers, and should 

take into consideration the date of Annual Conference. 
Á The location should promote broad GLACUHO involvement and should be compared to other event 

locations being sponsored that year.  The goal is to vary demographic locations for access by the 
membership. 

Á The financial obligation for the event should be covered by registration and/or sponsorship. As a 
non-profit organization, the goal is to have a balanced budget after revenues and expenses are 
considered. 

Á There should be appropriate Housing Officer support to complete the tasks related to the event. 
Committee sponsorship/co-sponsorship is highly encouraged. 

Á The advertisement for the event should reach all GLACUHO members in a timely fashion to promote 
involvement. 

 
Proposal submission: 

Á The proposal should be submitted to the President a minimum of four months prior to the event.  
Please take into consideration that the Board meets in February, April, June, October, and November. 
Other means of communication can be used when the meeting cycle is not conducive. 

Á The proposal should address the issues outlined in the ñoverall guidelinesò addressed above. In 
addition, a Chair/Co-Chairs of the event should be named. 

Á The President will send the proposal to the entire Board for review. Suggestions, questions and 
changes should be proposed at this time. 

Á The President will offer the feedback to whoever submitted the proposal and will suggest a new 
timeline for an updated version. 

Á The final proposal will be re-distributed to the entire Board, with a vote by voting members. A simple 
majority will approve the event. 

 
Financial considerations: 

Á The Chair/Co-Chairs will work with the GLACUHO Treasurer to establish a budget and determine 
how expenses will be paid and tracked and how revenue will be deposited. 

Á The Treasurer and President must review all contracts. The President and the event sponsor must 
both sign the contract. 

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


 

Event sponsorship should be secured in conjunction with the Exhibitor Liaison. The Exhibitor Liaison can 
provide a list of contacts and will assist in making sure that the same companies are not excessively 
solicited. 

 
Post-Event: 

Á Within a month following the event, the Chair/Co-Chairs will submit a closeout report of the event to 
the President and the Treasurer.  This report will be shared with the Board and discussed at the next 
Board Meeting.  Included in this report will be: 

Numbers in attendance (this should include name, level and institution) 
Á A summary of how attendees evaluated the event 
Á A financial statement (showing all expenses, revenue and sponsorship) 
Á All excess revenue from the event will be turned over to GLACUHO via the Treasurer. 
Á Thank you letters should be sent to all event sponsors (financial and otherwise). 

 
 

Webinar Funding Policy: 

The Great Lakes Association of College and University Housing Officers (GLACUHO) affirms and 
recognizes the value of webinars as a tool for professional development of GLACUHO members, especially 
outside of the annual conference.  Furthermore, while many webinars will be presented to the GLACUHO 
membership at no cost to the participants or the organization, opportunities may arise in which GLACUHO 
feels it is appropriate to pay for a presenter or presenters of a webinar.  In the case funding is sought to 
finance a webinar presentation, the following stipulations must be met: 

 
Á All webinar funding requests must be presented to the GLACUHO Board by a GLACUHO Board 

Member on behalf of their relevant position. The money for the webinars will come via the board 

member/committee chairôs budget. 

Á The GLACUHO Board will vote on the funding request per the normal stipulations in the 

GLACUHO Leadership Manual. 

Á There is no restriction on the amount of money that can be requested to fund a webinar, though the 

GLACUHO Board vote must consider the financial ramifications of the request in relation to the 

operating budget and reserves of the organization. 

Á All funding requests must be submitted by the summer board meeting prior to the fiscal year in which it 

applies. 

Á Any webinar that is funded by GLACUHO must advertise the date, time, and method of participation to 

the GLACUHO membership at a minimum of (30) thirty days prior to the webinar.  Advertisements 

should include, but not be limited to, electronic RSVPôs, the GLACUHO website and Trends. Every 

webinar request for funding must also attach a completed proposal form that describes the goals and 

objectives of the webinar. 

Á Webinars should typically last between 60 and 90 minutes in length and include audience interaction 

and time for questions from the attendees. The length of the presentation may vary based on the 

needs and goals of a particular topic.  A practice run-through of the webinar should occur 2-3 weeks 

before the actual webinar with the Technology Center. 

Á Vendors may sponsor a webinar but cannot participate in the presentation of a webinar unless 

specifically recruited by a GLACUHO Committee.  Any vendor-facilitated webinar should not be a 

product endorsement. 

 
The webinar funding proposal form is available on the associationôs website. 
 

 

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


 

Advertisement Policy: 

Advertisements for the Trends newsletter are as follows: 
Á Full Page 
Á Half Page 

 
Prices and options are subject to change by action of the GLACUHO Board. The Communications and Marketing 
Committee Chair will coordinate the implementation of advertisements. All money obtained from advertisement will 
be added to the sponsorship line item in the annual budget. 

 
 

Alcoholic Beverage Policy: 

The Great Lakes Association of College and University Housing Officers (GLACUHO) recognizes a need to 
promote the responsible and legal use of alcohol.  In considering issues of liability in conjunction with 
GLACUHO activities, the Association adheres to the following guidelines: 

 

 Association funds may be used for the cost and set-up for cash bar operations. However, no funds 

may be used to directly purchase alcoholic beverages. 

 Donations of alcohol beverages, to be served with a meal, may be accepted as determined by the 

GLACUHO Board of Directors. 

 Exhibitors may sponsor site provided bar service during the program if they desire to do so. 

 The host site or contracted licenses provider shall provide bartenders for all bar operations and is 

responsible for enforcing all federal, state and local laws pertaining to the sale and consumption of 

alcohol. 

 In all cases, there is an expectation that good judgment will be used (i.e. availability of food and non-alcoholic 

beverages). Any questions or concerns should be directed toward the GLACUHO Board for clarification. 

 
 

Exhibitor Sponsorship Policy: 

The Great Lakes Association of College and University Housing Officers (GLACUHO) values the 
relationships between exhibitors and the Association.  As an association, it is our goal to seek connections 
with exhibitors that serve housing officers in our region and support the purposes of the Association.  We 
support opportunities to make these relationships mutually beneficial and reciprocal. 

 
Exhibitors may wish to sponsor various events associated with GLACUHO.  Examples of sponsorship are: 

 receptions 

 refreshment breaks 

 small mementos (i.e. GLACUHO glass) 

 printing costs for program notebooks 

 speaker fees 

 door prizes 

 Winter/Summer Meeting activities 



 

 other activities sponsored by the Association 
 

In an effort to assure equal opportunities for exhibitors, as well as appropriate recognition for sponsorship, the 
following guidelines should be followed: 

 

 Board members will secure a list of exhibitors through the Exhibitor Liaison. 

 Board members should submit, in writing, a request for any items which they are seeking sponsorship 
to the Exhibitor Liaison.  The Exhibitor Liaison will then assist in making the appropriate contacts with 
exhibitors. 

 Exhibitors sought for sponsorship should have a relationship with the purposes of GLACUHO. 

 Following exhibitor sponsorship, Board members shall submit an itemized list of all donations to the Exhibitor 
Liaison. This should include actual cost and should be submitted within 30 days of the program. 

 The Exhibitor Liaison will submit a recognition piece, regarding donations, for each issue of 
Trends.  In addition, sponsorship will be recognized at the Annual Conference. 

 
 
 

Exhibitor Program Presentation and Conference Attendance Policy: 

On occasion, an exhibitor may want to present a program.  On these occasions, the following guidelines should be 
observed: 

 
An exhibitor may submit a program proposal for presentation at the Annual Conference.  Program proposals must 
follow all policies that all program presentation proposals currently follow.  In addition: 

 
1. Exhibitor program proposals should focus on general ideas or services that will be beneficial for housing 

officers rather than on the advertisement of sale of specific product(s). 
2. Exhibitor program proposals are highly encouraged to co-present with a housing officer, GLACUHO 

committee member, or paid conference delegate. The program committee in conjunction with the Exhibitor 
Liaison will make the final decision regarding the acceptance of rejection of the proposal using the same 
evaluation criteria for all proposals. 

3. Exhibitors must have their booth paid for prior to August 1st of each year in order to present a program at 
the Annual Conference. 

 
A paid booth will provide exhibitors with the following benefits: 

1. Standard sized booth in exhibit hall along with 8ô background backdrop, 3 ft. divisional drapes, 2 folding chairs, 
1 wastebasket, and 1 identification sign. 

2. The ability to purchase additional meal tickets until registration closes for the Annual Conference 
(pending space availability). 

3. 1 Annual Conference manual per paid booth (no additional charge). 
4. Annual Conference delegate listing (to be sent out 2 weeks prior to the Annual Conference). 
5. Admittance to SHO Social Hour at no additional charge. 

6. Participation in Annual Conference program sessions, general interest sessions, State and GLACUHO 
Business Meetings, and other Annual Conference activities included in the booth fees. 

7. Request tickets for special events in which an additional fee is charged (Monday Night on the Town, Golf 
Outing, etc.) 

 
 
 
 
 
 
 



 

Exhibitor Advisory Board: 
Formation and Continuance: 
1. EAB members will serve a two year term. 
2. EAB will consist of five current GLACUHO Exhibitors. 
3. EAB members would be recommended to the Tri-Presidents for approval by the Exhibitor Liaison. 
4. During initial formation of EAB (2004), two members will be nominated for a three year term so that EAB would 

not completely turn over every two years.  Each year thereafter, either two or three positions would be 
replaced. 

 
General Responsibilities: 

 Meet via conference call three times per year (June, November, February) to plan for and then evaluate the 
Annual Conference. 

 Participate in group listserv asking for feedback on exhibitor related issues as they come up. 

 Meet the evening before or morning of exhibitor set up to trouble-shoot and prepare for any last minute issues 
at the Annual Conference. 

 Proofread and give feedback on major correspondence going out to all exhibitors. 

 Continually assess exhibitor guidelines and give feedback for future needs/changes. 

 Serve as an overall resource to the GLACUHO Board of Directors. 
 
 

GLACUHO Meeting Policy: 

The Great Lakes Association of College and University Housing Officers recognize the need to be an open 
Association that encourages involvement at all levels of the profession.  In order to conduct the business of the 
Association it is our policy that GLACUHO business and committee meetings are open to the GLACUHO 
membership unless otherwise stated. 

 

 

GLACUHO Assessment Plan: 

As a dynamic organization who strives to be recognized as a ñpremier regional housing organizationò, it is 
necessary to reflect upon the experiences of our members and opportunities for improvement. These 
assessment guidelines offer the organization the flexibility to adapt to the changing needs of the organization, 
but offer the consistency of method and structure. However, assessment occurring within the organization 
needs to incorporate a diverse group of members, be transparent in its process, and ensure a broad voice is 
heard through the process. 

 

GLACUHO will annually consider assessment in these three areas: 
1. Membership Needs 
2. Association Functions 

3. New or Needed Initiatives 
 

During an assessment year, the organization should consider implementing assessment initiatives in each area in 
order to have a broad approach to what we are learning. However, there may be years when assessment in all 
areas isnôt appropriate. The assessment scope does not need to include all members of GLACUHO, but should be 
clear in targeting the appropriate audience. GLACUHO should seek to diversify the types of assessment we do, 
both qualitative and quantitative. 

 
For each assessment initiative undertaken in an assessment year, a matrix should be created to reflect the year in 
which the assessment occurred, which can then be passed to the next Board of Directors, President, or Past 
President as necessary.  This matrix should also be used to consider longitudinal assessment. 

 
 
 
 



 

Assessment Timeline 

 

Á Fall Elected Board meeting 
o Set the topics of assessment for the next year 

Á November ï January 
o Set the Assessment group 
o Determine types of assessment and prepare any tools 

Á February ï August 
o Facilitate the Assessment and gather data 

Á September-November 
o Analyze results and prepare report 
o Executive summary presented at November Board Meeting 

 
Executive summary should include: 

Á Description of the assessment.  Include what topics were assessed and whey they were chosen for 
assessment. 

Á A brief explanation of the collection methods. 
Á Overview of Demographics of those assessed. 
Á What was learned? Provide a list of findings/results.  Discuss the impact. 
Á Recommended changes, implementations, new initiatives etc. 
Á Future considerations. 
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GLACUHO Recognition and Awards 
 
 

Jack Collins Distinguished Service Award 

This award is the highest honor awarded in the region. This award is presented to an individual who has served a 
minimum of 10 years in the housing profession and has contributed significantly to the development of the regional 
and/or national association through: 

1. Active membership which has demonstrated significant contributions to GLACUHO, ACUHO-I, and/or 
other housing organizations. 

2. Significant contributions to the purpose and goals of GLACUHO (refer to Trends for information 
regarding the purpose and goals). 

3. Contributions to the housing profession through program presentations, publications, and/or grant 
writing. 

4. Significant contributions to the nomineeôs institution. 
5. Willingness to support and promote the housing profession through mentoring and positive role modeling 

for other professionals. 
6. Please comment on the nomineeôs experiences in fostering inclusivity and an appreciation of 

differences. 
 
 

GLACUHO Service Award 

This award is presented to a GLACUHO member who has personally contributed to the region through: 
1. Active membership which has demonstrated significant contributions to GLACUHO (i.e. attending 

conferences, presenting programs, promoting membership and programs, and/or involvement with 
ACUHO-I) 

2. Significant contributions to the purpose and goals of GLACUHO (refer to Trends for information 
regarding the purpose and goals). 

3. Outstanding service on an appointed committee and/or the Executive Board. 
4. Representation and/or promotion of GLACUHO at nomineeôs institution and/or other 

organizations. 
5. Significant contributions to the nomineeôs institution. 

 
 

Outstanding New Professional Award (one per state) 

This award is presented to a new GLACUHO professional who has served the housing profession through: 
1. Completion of four or less years of full time employment (entry level position) in the housing profession. 
2. Excellence in overall job performance. 
3. Initiative and/or creativity displaying that the nominee has gone above and beyond expectations. 
4. Outstanding service/special contributions to the housing profession within his/her own housing system 

and/or other regional housing/student development efforts. 
5. Significant contributions to the purpose and goals of GLACUHO (refer to Trends for information 

regarding the purpose and goals). 
6. Please comment on the nomineeôs experiences in fostering inclusivity and an appreciation of 

differences. 
* Nomination must include a letter of support from someone who has worked with the nominee, 

preferably in a supervisory capacity, within the last two years. 



 

Outstanding Graduate Practitioner Award (one per state) 

This award is presented to a full-time graduate student/graduate assistant studying at Mastersô degree level who 
has greatly contributed to his/her institution through: 

1. Completion of their graduate studies within the calendar year (January ï December). 
2. Significant contributions to the nomineeôs area of academic study regardless of the program of study 

(i.e.  internships, lab/practicum experiences, papers/thesis, projects, publications, etc.). 
3. Significant housing/residence life related contributions to the nomineeôs institution and the 

profession. 
4. Significant contributions to the region and/or other related organizations. 
5. Please comment on the nomineeôs experiences in fostering inclusivity and an appreciation of 

differences. 
6. Nomination must include a letter of support from a faculty member which also conveys academic 

success/GPA and that the nomineeôs primary function at the institution is as a graduate student/graduate 
assistant. 

 
 

Outstanding Innovation in Facilities Award 

This award is given by the GLACUHO Residential Facilities Systems Committee to one institution in the 
GLACUHO region that has implemented an innovative program related to residential facilities within the past 
year. The winner of this award will be asked to present at the Showcase at the annual conference.  Selection is 
based on: 

1. Completion of the supplemental Outstanding Innovation Award Nomination Form. 
2. Service to the students of the institution or region (20 Pts). 
3. Creative ideas, innovations in application (20 Pts). 
4. Cost effectiveness of the project (15 Pts). 
5. Adaptability to other institutions (15 Pts). 
6. Goals of the project or program and how they were met (10 Pts). 
7. Description of the positive outcomes of the project or program (10 Pts). 
8. Description of what was learned in the development/implementation of the program (10 Pts). 

 
 

Outstanding Project Award 

This award is presented to recognize and share an outstanding project developed by a GLACUHO institution for 
its residence hall community. Selection criteria is based on the following: 

1. Project implemented during the previous academic year August 1 ï July 31. 
2. Project Components: adaptability, creativity, cost efficiency, educational value, goals, quality, resources 

utilized, and thoroughness of program evaluation. 
3. The projectôs ability to meet the needs of a diverse population and/or special campus needs (i.e. 

community development, facilities, food service, etc.). 
4. The top two projects must be presented at the Annual Conference to determine the final award 

recipient. 
5. Nomination must include a completion of the Outstanding Project Award Nomination Form. 
* Conference registration fee waiver will be awarded, one per project, to attend the GLACUHO conference to present the session. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Outstanding Facilities Manager Award 

This award is presented to an individual whose primary responsibilities during the past academic year (8/1-
7/31) dealt with housing facilities.  Selection is based on: 

1. Submission of current job description and a letter of support from someone who has worked with the 
nominee in a supervisory capacity. 

2. Significant contributions to the nomineeôs institution (15 Pts). 
3. Excellence in overall job performance (15 Pts). 
4. Initiative/creativity displaying that the nominee went above/beyond job descriptions (15 Pts). 
5. Has worked to educate other members of the department on facility issues and mentored other 

professionals within the area of facilities management (15 Pts). 
6. Has demonstrated an understanding of students needs and has developed facilities projects, 

programs, or initiatives to meets these needs (15 Pts). 
7. Has built strong relationships w/ the campus community, residence life, physical plant, etc. (15 Pts). 
8. Experiences in fostering inclusiveness and an appreciation of differences (10 Pts). 

 
 

Professional Development Award 

This award is presented to a GLACUHO member who has personally contributed to the area of professional 
development.  Contributions can include, but are not limited to: 

1. Involvement within the region that encourages the evaluation and improvement of professional training 
and development. 

2. Significant quality contributions in the area of professional development to the nomineeôs institution and 
to the profession (i.e. advising, participating in conferences, mentoring, positive role modeling and 
supervising). 

3. Consistently providing a stimulus to the housing profession and the region through grant writing, 
presentations, publications (i.e. campus and/or departmental newsletters, ñTrendsò, etc.), and research. 

4. Please comment on the nomineeôs experiences in fostering inclusivity and an appreciation of 
differences. 

 
 

Outstanding Commitment to Inclusion and Equity Award 

This award is presented annually.  It is given to an institution or individual in the GLACUHO region that has 
implemented an innovative approach to enhance diversity awareness, understanding and education on their 
campus within the past academic year (August 1 - July 31). Selection criteria is based on the following: 

1. Unique programming, training, and/or development, mentoring, projects, or other campus 
initiatives fostering increased diversity awareness, understanding and education. 

2. Impact on students and their involvement in the development, implementation, and evaluation of the 
diversity initiatives. 

3. Creative utilization of resources (i.e. cost effectiveness, collaboration with other campus offices, use of 
community resources). 

4. Adaptability to other institutions. 
5. A demonstrated ongoing commitment to diversity. 

 
 
 
 
 
 
 
 
 
 



 

Outstanding Commitment to Sustainability Award 

This award is given to a GLACUHO institution or individual that has implemented an innovative approach to 
enhancing sustainability awareness, understanding, and education on their campus within the past academic 
year (8/1-7/31). Selection is based on: 

1. Submission of a current job description, if an individual is being nominated. 

2. Unique programming, training and/or development, mentoring, projects, or other campus initiatives 
fostering increased sustainability awareness, understanding, and education in focus areas including, 
but not limited to, global climate change, recycling, waste reduction, importance/impact of government 
policy on sustainability (30 pts.) 

3. Student involvement in the development, implementation, and evaluation of the initiative and the impact 
on students (20 Pts). 

4. Creative utilization of resources (i.e. cost effectiveness, collaboration with other campus offices, and use 
of community resources, etc.) (20 Pts). 

5. Adaptability to other institutions (15 Pts). 
6. Demonstration of a continued commitment to sustainability (15 Pts). 

 
 

Outstanding Commitment to Academics Award 

This award is given to a GLACUHO institution or individual that has implemented an innovative approach to 
enhancing academics, understanding, and education in campus housing within the past academic year (8/1-7/31). 
Selection is based on: 

1. Submission of a current job description, if an individual is being nominated. 
2. Unique programming, training and/or development, mentoring, projects, or other campus initiatives 

fostering increased academic awareness, understanding, and education in focus areas including, but 
not limited to, First Year Seminar, learning styles, retention, typologies, tutoring/mentoring, etc. (30 pts.) 

3. Student involvement in the development, implementation, and evaluation of initiatives and the impact 
on students (20 Pts). 

4. Creative utilization of resources (i.e. cost effectiveness, collaboration with other campus offices, and use 
of community resources, etc.) (20 Pts). 

5. Adaptability to other institutions (15 Pts). 
6. Demonstration of a continued commitment to academics (15 Pts). 

 
 

Outstanding Commitment to Campus Safety Award 

This award is given to a GLACUHO institution that has implemented an innovative approach to campus safety 
training within the past academic year (8/1-7/31). Selection is based on: 

1. Unique training initiatives which foster increased understanding and education about campus safety 
and focus on topics such as crisis management, fire safety, aftercare, etc. 

2. Clear training process in place for communicating appropriate responses before during and after a crisis 
occurs 

3. Creative utilization of resources (i.e. cost effectiveness, collaboration with other campus offices, use of 
community resources, use of table top exercises, etc.) 

4. Adaptability to other institutions 
5. Demonstration of a sustained commitment to ongoing campus safety and crisis management training 

 
 
 
 
 
 
 
 



 

Trends Article of the Year Award 

This award is given annually to a GLACUHO member who has submitted and published an article in Trends. The 
winning article will be selected by the awards committee, headed by the Past-President. Nominations will not be 
necessary; rather, it will be the work of the committee to review issues of Trends from the previous year to select 
the winning article. Selection of the award is based on: 

1. Quality of writing 
2. Organization of the article 
3. Use of supporting documentation when appropriate 
4. Capacity of the article to provoke thought 
5. Usability of the article to student housing programs or staff 
6. Contribution to the student housing field 

 

Memorial Recognition 

Each year, announcements are made by GLACUHO recognizing individuals that have actively contributed to the 
housing profession and the region who have recently passed away.  Notification to the committee will be accepted 
on an on-going basis.  Please provide a brief summary of the personôs contributions, employment history, and 
date of passing. 

 

Retiree Recognition 

Each year, awards are presented by GLACUHO recognizing individuals that have actively contributed to the 
housing profession and the region who have recently retired.  Nominations will be accepted on an on-going basis.  
Please provide a brief summary of the retireeôs contributions, employment history, and date of retirement. 

 
 

Presidential Award- Exhibitor Awards 

This award is given by the GLACUHO Tri-Presidents to recognize two exhibitors who have gone above and 
beyond in support of GLACUHO and the annual conference. Selection should be based on: 

1. Attending 3 of the last 5 annual conferences 
2. Actively engaging GLACUHO members at the conference outside of the exhibitor fair (meals, Monday 

Night on the Town, Program Presentations, etc.) 
3. Actively engaging new and seasoned professionals in the education of their area of expertise 
4. Demonstrate a passion for working with students and professionals on university and college 

campuses 
5. Understand and support the overall mission of the housing field 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

President’s Institutional Award 

In recognition that every year, many institutions make significant contribution to GLACUHO in supporting officers, 
State Delegates, committee persons and hosting meetings, drive-ins and workshops, the Presidentôs Institutional 
Award was created.  This award formalizes a recognition process beyond a ñthank youò from the Association.  
This award is loosely modeled after the ACUHO-I Presidentôs awards for individual and institutional contribution. 

 
Award Criteria:  The selected institution will have demonstrated on-going support and commitment to GLACUHO 
through several of the following: 

1. Hosting of GLACUHO Board of Directors Officer(s); 
2. Hosting of GLACUHO Committee member(s); 
3. Hosting of GLACUHO Task Force(s) or special ad-hoc committee(s); 

4. Hosting of GLACUHO conference(s), meeting(s) and/or workshop(s); 
5. Hosting of GLACUHO member services such as the web site, archives, etc.; 
6. Support for special projects of the Association; 
7. Support for contributions to the Associationôs publications and/or professional development 

opportunities; and 
8. Support for the Associationôs stated mission and purpose statements. 

 
Selections Process:  The President will, based on the established award criteria, recommend to the Board of 
Directors the name(s) of up to two institutions to be recognized at the Annual Conference with the Presidentôs 
Institutional Award.  Upon receiving approval from the Board, the President will announce the selected 
institution(s) at an appropriate time during the Annual Conference.  Recognizing that smaller schools contributions, 
while generally are not to the same scale as larger institutions, are sometimes at more relative cost in comparison.  
The Presidentôs institutional award should focus on both a ñlargerò institution and a ñsmallerò institution 
respectively. 


