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REGION MISSION STATEMENT 

The Gulf States Region CSI exists for the benefit of its 

members, to be a communicator between the Chapters 

and the Institute; for the Advancement of Construction 

Technology; to benefit each chapter’s construction 

community through education, communication, research, 

and service, and to promote the objectives of the Institute. 

(Approved 8/17/96) 

 

 

CODE OF ETHICS 

Believing that honesty and integrity; high ideals and 

concern for the welfare of the construction industry are 

both desirable and necessary, and in a sincere effort to 

promote the objectives of the Institute, members of the 

Gulf States Region of the Construction Specifications 

Institute, Inc. pledge themselves to: 

 

1.  Establish and maintain high standards of professional 

conduct. 

2.  Freely interchange information and experience with 

members of the construction community. 

3.  Maintain confidentiality of privileged information. 

4.  Avoid conflicts of interest. 

5.  Avoid misrepresentation of products and services.  

6.  Promote improvement of construction 

communications, techniques, and procedures. 
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SECTION  1- THE REGION 

1.1  AUTHORITY  

A. The Region does not have formal status with regards to representation in and the 
operation of the Institute, but is geographically defined by the Institute to include the 
states of Alabama, Arkansas, Louisiana, Mississippi, Tennessee, and Northwest Florida 
(Counties of Escambia, Santa Rosa, Okaloosa, Walton, Holmes, Washington, Bay, 
Jackson, Calhoun, and Gulf). 

B. Lack of formal status prevents the Region from taking any official action, but the Region 
can speak for its Chapters and members in an informal collective manner.  Chapters or 
members have the right to accept or reject a proposal for action by the Region. 

C. The Region is incorporated in the State of Tennessee, and is comprised of the member 
Chapters within the Region. 

1.2  PURPOSE 

A. Provide a means for pooling talent, sharing ideas and developing programs on a broader 
basis than is possible in individual chapters. 

1. Act as a vehicle for formulating, executing, and recommending actions on a Region 
basis. 

1.3  ADMINISTRATION AND OPERATIONS 

A. As established by approved Region Bylaws and the Region Operating Guide. 

1.4  GENERAL 

A. It is essential that a Region officer or director read and study the Institute Bylaws, 
Certificate of Incorporation, Code of Ethics, and Region Bylaws before accepting the 
position.  Duties shown following each office are suggested to meet the minimum 
administrative requirements of a Region. 

B. Members of the Region Board are responsible for directing and coordinating the 
activities of the Region. 

C. The Institute Director shall be elected by the Region to serve on the Institute Board of 
Directors, with duties as assigned by the Institute.  The Director shall report to the 
Region at Region meetings including the Region Caucus meeting at the Institute 
Convention. 

D. The President and Vice President of the Region shall be elected by the Region and 
serve in accord with the Region Bylaws. 

E. Throughout this document the term Officer(s) shall be construed to mean the President, 
Vice President, Secretary, and Treasurer of the Region in accordance with the Bylaws of 
the Region.  Likewise the term Region Director(s) shall be the Chapter President of each 
chapter within the Region or their alternate(s) as directed by their Chapter Bylaws or 
Board. 

F. Region responsibilities are to be equally shared by the Officers. 

G. The Institute Director shall act as liaison and communication link between the Institute 
and Region. 

H. The Region Officers and Directors shall act as liaison and communication link between 
the Region and Chapters. 

1. The Region Officers shall: 

a. Visit all Chapters within the Region at least once per year. 
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b. Advise chapter leaders on chapter administrative activities and programs 

c. Communicate Institute concerns 

d. Encourage active participation by all members 

e.  Assist in the development of effective chapter functions including a planned 
leadership training and transition program 

I. The Region officers shall be in charge of and preside at Region Conference business 
meetings, Leadership Meetings, and assist in planning Region Conferences. 

J. The Region Vice President shall be the non-voting Chairman of the Nomination 
Committee. 

K. The Region Board shall elect a Region Secretary and a Region Treasurer in accordance 
with the Region Bylaws. 

L. The Region Officers shall appoint Region committee Chairmen. 

M. The Region Officers shall establish special committees as required. 

N. The Region Officers shall encourage member interest in advancement to leadership in 
Institute and recommend members to positions of responsibility in Institute. 

O. The Region officers shall encourage and assist in development of new chapters. 

P. The Region officers shall distribute a current copy of the Operating Guide to Chapter 
Presidents, Region and Chapter Committee Chairs no later than July 15.  

Q. Region officers shall distribute any proposed modifications of Operating Guide to 
committee chairmen, chapter presidents, past Institute Directors and past Region 
Presidents by February 15.  Place modifications on agenda of Board Meeting for 
discussion and voting. 

R. The Secretary shall maintain a current copy of Operating Guide with approved 
modifications.  A copy of the current Operating Guide will be posted on the Region 
website for access by all. 

S. Assist chapters in planning and budgeting Region Conferences and leadership Meetings 
when required.  See Sections 16 and 17. 

1.5  PRESIDENT 

A. The Region president shall direct the activities of the Region Board and committees.  
After consultation with the Region Officers, the Region President should select and 
appoint Region committee chairmen on the basis of their known abilities. 

B. The Region President should delegate as much authority as possible to the Region 
Officers, Directors, and committee chairmen.  As administrative head of the Region, the 
Region President is primarily responsible for ascertaining that Region Board and 
committees function properly. 

C. The Region President shall preside over meetings of the Region Executive Committee, 
Board, and membership. 

D. The Region President shall appoint chairmen and members of Region standing and 
special committees.   

E. The Region President shall coordinate all Region assignments and commitments. 

F. The Region President shall maintain close liaison with the Presidents of chapters within 
the Region. 
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G. The Region President shall serve as a voting member of the Scholarship Selection 
Committee as described in Section 14 – Academic Affairs Committee. 

H. In the event of a vacancy in a term, the Region Vice President shall assume the role of 
president as describe in the Region Bylaws. 

I. Region Caucus at Institute Convention: 

1. A meeting time at Institute Convention is scheduled for members to gather, discuss, 
and determine action on resolutions to be presented at the annual meeting.  Informal 
discussion on other region matters and announcements may occur at this meeting.  
The meeting shall be chaired by the Region President with a report provided by the 
Institute Director. 

J. The Region President shall maintain a list of the past Robert V. Bishop Award recipients 
including current contact information and transmit same to the incoming Region 
President.  

1.6  VICE PRESIDENT 

A. The primary responsibility of the Region Vice President is to act in the absence of the 
Region President.  The Region Vice President should be familiar with all Region 
activities. 

B. The Region Vice President shall consult with the Region President on appointments to 
Region committees. 

C. The Region Vice President shall attend all Region meetings. 

D. The Region Vice President shall maintain close liaison with the Presidents of chapters 
within the Region. 

E. In the event of a vacancy in a term, the Region Vice President shall be proposed by the 
president and voted on by the board. 

F. The Region Vice President shall serve as a voting member of the Scholarship Selection 
Committee as described in Section 14 – Academic Affairs Committee. 

G. The Region Vice President shall be the non-voting Chairman of the Nomination 
Committee. 

1.7  REGION SECRETARY 

A. The Region Secretary shall be a Region member elected to serve in the manner 
described by the Region Bylaws.  In the event of a vacancy in a term, the Secretary shall 
be appointed by the Region President and Vice President. 

B. The function of the Region Secretary is essential to Region operation.  The Region 
Secretary serves on the Region executive committee and Board, participating in policy 
making and translating it into action.  The Region Secretary's minutes are the Region's 
history.  Accurate and up-to-date minutes and records of the Region are highly 
important.  As the only written record of Region activities, the minutes are accepted as 
legal evidence of resolutions and action taken. 

C. The Secretary shall record and prepare the minutes of the Region Executive Committee, 
Board, and membership meetings. 

D. The Secretary shall receive and distribute or answer all Region correspondence. 

E. The Secretary shall maintain a permanent Region file of correspondence and minutes of 
meetings. 



Revision Date: January 28, 2013 Section 1  Page 4 of 54 

 

F. The Secretary shall assist the Region President in preparing agendas for Region 
meetings and distribute the agenda to Region Officers and Directors at least two weeks 
before meetings of the Region executive committee, Board, or membership meetings. 

G. The Secretary shall assure prompt Region correspondence with the Institute and 
chapters within the Region. 

H. The Secretary shall maintain a current copy of Operating Guide with approved 
modifications. Electronic (PDF) copies shall be distributed as needed and posted on the 
Region website for access by all.   

1.8  REGION TREASURER 

A. The Region Treasurer shall be a Region member elected to serve in the manner 
described by the Region Bylaws and shall serve as Vice Chairman of the Finance 
Committee.  In the event of a vacancy in a term, the Treasurer shall be appointed by the 
Region President and Vice President. 

B. The Region Treasurer must combine a faculty for keeping accurate financial records with 
ability and foresight to prepare a Region Budget.  It is essential that the Region 
Treasurer know the basics of bookkeeping. 

C. The Treasurer shall verify accounting from the previous Region Treasurer, transfer the 
Region bank account, and prepare new signature cards of authorized officers.  Because 
the Treasurer handles other people's money, the Treasurer shall insist that a complete 
audit be made at the close of the year, either by a Region committee or an outside 
certified accountant. 

D. The Treasurer shall serve as Vice Chairman of the Region Finance committee, prepare 
the annual Region Budget, and present the Budget to the board for approval. See 
Section 12 – Finance Committee. 

E. The Treasurer shall maintain accurate bookkeeping records. 

F. The Treasurer shall pay accounts due with proper distribution to the various accounts. 

G. The Treasurer shall invoice, receive and post Region assessments if required by the 
approved budget. 

H. The Treasurer shall submit a financial report at the Annual Region Meeting, which shows 
the statement of accounts and the bank balance.  The Treasurer shall note unusual 
expenditures and list recommendations for future budgets and operating procedures. 

I. The Treasurer shall prepare a schedule of fixed annual payments including completion 
and deadline dates for tax reporting forms. 

J. The region is funded from allocations from the Institute based on membership. The 
Treasurer shall recommend other funding sources or chapter assessments if required to 
meet the Region Budget proposed at the annual meeting at the Region Conference. 

K. The Treasurer shall notify chapter presidents by August 1 of amount of assessment if 
they are required, and of assessment due date of October 15. 

1.9  EXECUTIVE COMMITTEE 

A. Review and schedule future conference locations. 

1. In scheduling conference locations, every effort shall be made to alternate 
locations between chapters on perimeter of Region and chapters more centrally 
located. 

2. Project conference location for four years 
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3. Locations projected for first and second years shall be agreed to and confirmed by 
the Chapters hosting conference, prior to review at the Committee Reporting and 
Discussion Session. 

4. Locations projected for third and fourth years shall be tentative and are subject to 
review and approval at the Board Meeting. 

1.10  REGION DIRECTORS 

A. Region Directors are the presidents of the chapters within the Region.  As members of 
the Region Board of Directors they are part of the governing body of the Region. 

B. If the Chapter President is not able to preside in matters before the board then the 
chapter or Region President can appoint a designated representative. 

1.11  COMMITTEES AND LIAISON CHAIRMEN 

A. Below are the Standing Region Committees and the Section of the Operating Guide 
where their duties and responsibilities are listed.  Region Committee leaders agree to a 
commitment to the Region of four years.  The first two years are as Vice-Chair of the 
Committee where an individual receives training and gains experience in the 
management and operations of the Committee.  The next two years are as Chair of the 
Committee where an individual actively manages and coordinates the Committee and 
trains the new Vice Chair. 
 
Education Committee. See Section 2 
Technical Committee. See Section 3 
Awards Committee. See Section 4 
Planning Committee. See Section 5 
Operating Guide Committee. See Section 6 
Nominating Committee. See Section 7 
Membership Committee. See Section 8 
Publications Committee. See Section 9 
Fund Raising Committee. See Section 10 
Certifications Committee. See Section 11 
Finance Committee. See Section 12 
Electronic Communications Committee. See Section 13 
Academic Affairs Committee. See Section 14 
Specifications Competition. See Section 15 

1.12  MEETINGS 

A. Leadership Meeting. See Section 16 

B. Region Conference. See Section 17 

C. Annual Meeting. See Section 18 

D. Region Board Meeting. See Section 19 

E. Nominating Committee Meeting. See Section 1, 7 and Section 16. 

F. Region Planning Retreat. See Section 20 

1.13  PROGRAMS 

A. Education Program. See Section 2 

B. Technical Program.  See Section 3 

C. Awards Program. See Section 4 

1.14  SPECIFICATIONS COMPETITION 



Revision Date: January 28, 2013 Section 1  Page 6 of 54 

 

A. See Section 15 

1.15  ANNUAL MEETING PROCEDURES 

A. Annual Meeting:  An annual meeting is required to be a part of the Region Conference.  
The order of business of meetings is determined by the Region Officers, and may be 
altered at the request of members.  Robert's Rules of Order Newly Revised shall govern, 
except where otherwise provided in this Operating Guide and the Region Bylaws. 

B. Voting:  By voice, show of hands, or secret ballot, with a simple majority of members 
present required to pass each motion Other than By-Laws revisions which require a 2/3 
majority of voting delegates. 

C. Voting Delegates:  Each chapter is authorized voting delegates to all Region Business 
Meetings.  Delegates shall be as set forth in the Region Bylaws. 

1.16  REPORTS 

A. Submit chapter and committee reports by March 1 (prior to Region Conference). 

B. Chapters shall submit chapter report electronically to the Region President for 
distribution at Region Conference.  Use chapter report form for preparing report.  See 
Appendix B – Region Report Form. 

C. Committees shall submit committee reports electronically to the Region President for 
distribution at Region Conference. 

D. Conference Summary Report:  Refer to Section 17 - Region Conference 

E. Leadership Meeting Summary Report: Refer to Section 16 – Leadership Meeting 

F. Distribution of reports shall be electronic (PDF) format. 

1.17  FISCAL ADMINISTRATION 

A. Fiscal Year shall commence on July 1 of each year and end on June 30 of following 
year. 

B. Assessments:  Refer to Appendix F for amounts. 

1. The basic funding for the Region is through a distribution from the Institute on each 
new member and membership renewal. Assessments will only be levied if required 
in the Region budget approved by the board. 

2. Each Chapter contributes through assessment to chapters based on membership. 

3. The Region Treasurer will notify each chapter president by August 1 of total 
membership and amount of assessment.  Assessments are due to the Region 
Treasurer by October 15. 

4. Amount of Chapter Assessment shall be based on total chapter membership on 
June 30 as recorded by the Institute. 

5. Budget:  Submitted by Region Treasurer for board approval at the Region Board 
meeting.  Include in proposed budget the following standing expenditures.  Refer to 
Appendix F for explanation of allowable expenditures. 

a. Region Officer's Convention Fund 

b. Region Officer's Transportation Contingency Fund 

c. Educational and Technical Fund 

d. Region Conference Seed Money 

e. Leadership Meeting Seed Money 
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f. Leadership Meeting Guest Registration Fund 

g. Leadership Meeting Presenter Registration Fund 

h. Institute Convention Fund 

i. Awards Committee Fund 

j. Standing Committees Fund 

k. Contingency 

1.17  ADMINISTRATIVE YEAR 

A. The administrative year shall match the fiscal year. 
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SECTION  2 - EDUCATION COMMITTEE 

2.1  PURPOSE 

A. To establish, coordinate, and implement educational programs in the Region. 

B. To promote chapter education programs. 

C. To encourage participation in Institute programs at Region and chapter levels. 

D. To coordinate the education activities of the chapters in the region to reduce conflicting 
schedules. 

2.2  COMMITTEE COMPOSITION 

A. Chairman - serves a two year term after serving as Vice Chair. 

B. Vice Chairman - appointed by the Region President for a two year term. 

C. The Chapter Education Chairman from each chapter in Gulf States Region. 

D. Region Officers and designated Institute Education Committee (EDCOM) representative, 
participating as advisors to the Committee. 

2.3  CHAIRMAN RESPONSIBILITIES  

A. Must attend orientation meeting at Institute, (when offered.) 

B. Prepare and implement a viable plan of action for the Region with obtainable goals. 

C. Establish and maintain direct communications with Chairman of chapter education 
committees. 

D. Provide guidance and assistance to chapter education chairmen. 

E. Assist Region Officers in the active promotion of education programs to encourage 
greater participation at all levels within CSI. 

F. Conduct education workshop at Leadership Meeting. Include EDCOM representative if 
possible. 

G. Advise members and chapters considering education activities of resources available 
from CSI and assist in selection of appropriate subjects and, wherever possible, in the 
preparation of the activity.  When requested, and if funds are budgeted for travel and 
expense, attend chapter programs or meetings. 

H. Assist EDCOM in identifying resources within the Region to aid in the development of 
education programs. 

I. Inform Region Officers of status of Region education activities. 

J. Submit reports of committee activities as required by Section 1, Article 1.15. 

K. Present report at the Committee Reporting and Discussion Session at Conference and 
Leadership Meeting. 

2.4  COMMITTEE MEMBER RESPONSIBILITIES  

A. Maintain communication with Region Education Chairman, and other chapter education 
chairmen for similar education activities and possible new programs. 

B. Inform Region Education Chairman of chapter education activities. 

C. Assist Region Education Chairman as requested. 
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2.5  AWARDS 

A. Assist the Region Officers and Awards Committee in identifying potential recipients of 
education commendation awards. 

2.6  BUDGET 

A. Submit a proposed budget to Region Treasurer by February 1 of each year. 

2.7  REIMBURSABLE 

A. Travel expenses to chapters, printing, postage, and related operating expenses based 
on approved Region budget. 
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SECTION  3 - TECHNICAL COMMITTEE 

3.1  PURPOSE 

A. To establish, coordinate and implement technical programs in the Region. 

B. To promote Chapter technical programs. 

C. To encourage participation in Institute programs at Region and Chapter levels. 

D. To coordinate the technical activities of the chapters in the region to reduce conflicting 
schedules. 

3.2  COMMITTEE COMPOSITION 

A. Chairman - serves a two year term after serving as Vice Chair. 

B. Vice Chairman - appointed by the Region President for a two year term. 

C. Chapter Technical Chairman from each Chapter in Region. 

D. Region Officers and designated Institute Technical Committee (TDC) representative, 
participating as advisors to the Committee. 

3.3  CHAIRMAN RESPONSIBILITIES  

A. Must attend orientation meeting at Institute when offered. 

B. Establish and maintain direct communications with Chairman of Chapter Technical 
Committees. 

C. Provide guidance and assistance to Chapter Technical Chairs. 

D. Assist Region Officers in the active promotion of technical programs to encourage 
greater participation at all levels within CSI. 

E. Conduct technical workshops at Leadership Meeting. 

F. Advise members and chapters considering technical activities or resources available 
from CSI and assist in selection of appropriate subjects and, wherever possible, in the 
preparation of the activity.  When requested, and if funds are budgeted for travel and 
expense, attend chapter programs or meetings 

G. Assist Region Officers in identifying resources within the Region to aid in the 
development of technical programs. 

H. Inform Region Officers of status of Region technical activities. 

I. Assist TDC in identifying potential recipients of Chapter Technical Excellence and 
Technical Commendation awards. 

J. Submit reports of committee activities as required by Article 1.15. 

K. Report to the Committee Reporting and Discussion Session at Region Conference and 
Leadership Meeting. 

3.4  COMMITTEE MEMBER RESPONSIBILITIES  

A. Maintain communication with Region technical chair, and other chapter technical 
chairmen, for similar technical activities and possible new programs. 

B. Inform Region Technical Chairman of Chapter technical activities. 

C. Assist Region Technical Chairman as requested. 
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SECTION  18 –  ANNUAL MEETING 

18.1  PURPOSE 

A. To provide a forum for informal discussions of region business and concerns. 

1. Chapter Report Form - See Appendix B. 

2. Committee Report Form - See Appendix C. 

18.2  LOCATION AND TIME 

A. Held during the annual Region Conference. 

B. Allow approximately two hours for committee reports and discussion. 

18.3  ATTENDEES 

A. Meeting is open to all members 

B. Each chapter shall be represented for voting in accord with Article XII of the Region 
Bylaws. 

C. Committee Reporting and Discussion Session:  Region President and Vice President , 
Institute Director, Region Committee Chairmen, Chapter Presidents, presidents-elect (or 
vice-presidents), and past presidents are requested to attend. 

18.4  RESPONSIBILITIES OF REGION OFFICERS 

A. Coordinate meeting location and time with Conference Host Chapter. 

B. Establish agenda. 

C. Mail meeting arrangements and agenda to those requested to attend by March 1, 
soliciting comments and input to agenda. 

D. Preside at meeting. 

E. Arrange for minutes to be taken by Region Secretary. 

F. Provide minutes to host Chapter for inclusion in conference summary report. 

18.5  RESPONSIBILITIES OF HOST CHAPTER 

A. Arrange for meeting room or area.  Coordinate with Region Officers. 

B. Include minutes in conference report as referenced in Section 17. 
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SECTION  19 - REGION BOARD MEETING 

19.1  PURPOSE 

A. To provide a forum for discussion of Region business and concerns. 

19.2  LOCATION AND TIME 

A. Held at Region Conference in afternoon prior to opening hospitality, or at such other time 
as requested by Region Officers.  Executive Committee shall meet prior to Board 
Meeting. 

19.3  ATTENDEES 

A. The Region Board and current Institute Director shall attend the meeting. 

B. Past Institute Directors may attend the Board meeting as non-voting emeritus members. 

C. Board meetings shall be open to all members in good standing and such other persons 
who request or are requested to attend the Board meeting.  These persons may request 
of the presiding officer the privilege to be heard on the issue of current Board discussion. 

19.4  BOARD RESPONSIBILITIES 

A. The Board shall be responsible for the management and direction of the affairs of the 
Region.  This responsibility is delegated exclusively to the Board by the Region Bylaws. 

B. The order of business for Board Meetings shall be determined by the presiding officer.  
The Region Bylaws and Robert’s Rules of Order, Newly Revised, shall govern the 
conduct of the meeting of the Board. 

C. The Board shall review and set the Region member assessment for the coming fiscal 
year, if proposed by the Finance Committee.   Assessment shall be voted on by the 
Board at the Board Meeting. 
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SECTION  20 – REGION PLANNING RETREAT 

20.1  PURPOSE 

A. To provide an informal setting for free discussion and planning of Region business 
including but not limited to: 

1. Region programs 

2. Concerns of the attendees 

3. Plan Leadership Meeting Workshop Sessions 

4. Conference 

5. Other business for the current fiscal year. 

6. Setting goals and/or objectives for the fiscal year 

7. Training / Transition of Chair and Vice Chair as allowed by overall schedule. 

8. Review and update the Region Operating Guide 

B. To provide an opportunity for the Region President to communicate their agenda for the 
year. 

20.2  LOCATION, TIME, AND PLANNING 

A. Held at a location central to the Gulf States Region to minimize travel. Typically this has 
been Jackson, Mississippi, but other locations have been used. It is the responsibility of 
the Region President to select the hotel, make arrangements for the meeting venue, 
make attendee accommodation reservations, and plan the Friday night social. Location 
of the Retreat venue (hotel) should be reviewed with the Region Officers.  The Region 
President may wish to seek assistance from the local CSI Chapter in making 
preparations. 

B. Typically the Friday night before the Retreat is a time for socializing and fellowship for 
the participants. 

C. Typically held after the Region Conference and before the beginning of the new fiscal 
year.  The president should confirm date early and try to accommodate with Region 
Officer and Committee Chair schedules to facilitate as much participation as possible. 

D. The Region President is responsible for setting the date, planning the agenda, and 
conducting the Retreat. 

E. The Retreat should start promptly at 8:00 a.m. and finish at approximately 3:00 to allow 
the participants adequate time to travel home if they so desire.  Participants are allowed 
time to check out of the hotel if they are not staying after the Retreat. 

20.3  ATTENDEES 

A. Region Officers, incoming Region Officers, Region Committee Chairs, and where 
applicable, Region Vice-Chairs shall attend the meeting. 
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20.4  RETREAT AGENDA 

A. The agenda should include at least the following: 

1. Setting goals or establishing tasks for the coming year including the means for 
achieving these goals. 

2. Planning the education session schedule and setting topics for the Region 
Leadership Meeting in August. 

3. Discussion of the fiscal year budget. 

4. Training / Transition of Chair and Vice Chair 

20.5  REIMBURSEABLES 

A. Hotel rooms for Friday night are reserved by the Region President. Rooms are paid for 
by the Gulf States Region for one night. Travel cost is not covered by the Region and 
participants are encouraged to seek assistance from their respective Chapters for travel 
cost. 

B. Friday evening meal and Saturday breakfast and lunch are provided by the Region at no 
cost to participants. 
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Gulf States Region 

Reimbursement Form 

 

 

Name     _______________________________________________ 
 
Address for reimbursement to _______________________________________________  
Be mailed     

_______________________________________________ 
      

_______________________________________________ 
 
Event/Purpose   _______________________________________________ 
 
Committee/budget to be charged _______________________________________________ 
 
Amount of this charge   _______________________________________________ 
 
Prior charges to this budget  _______________________________________________ 
 
Balance remaining in this budget _______________________________________________ 
 
Signature    _______________________________________________ 
 
Date     _______________________________________________ 
 
Committee chair signature  _______________________________________________ 
 
Treasurer’s signature   _______________________________________________ 
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BUDGET ALLOCATIONS 

 

I.  Income 

 

Income in the Region budget is made up from two (2) primary sources: a) dues from 
individual chapters to the Region, and b) seed money from a revolving account used 
to help  
offset initial costs related to organizing the Region Conference and the Region 
Leadership Meeting.  Funds used for this purpose should be reimbursed to the 
Region by the Chapter hosting the meeting from the gross income of the conference 
or meeting. 

 
II. Expenditures 

 

 A. Institute Directors Activities 
 

Funds in this account are available to be used by the Institute Directors to 
supplement funding by the Institute for attendance at the Institute Convention.  
Subject to availability, funds may also be requested to be transferred, with Institute 
approval, from one director’s Institute account to the other to help offset these 
expenses.  Region funds should be expended only if there are insufficient Institute 
funds available to the director’s for Institute Convention expenditures and the 
director’s should draw only up to the amount of actual expenses. 
 
B. Region Officers 
 
Funds are provided to assist in offsetting expenditures, such as postage, copying, 
etc., by the Region Secretary and Region Treasurer during the fiscal year. 
 
C. Committees 
 

01.  Awards 
02. Certification 
03.  Education 
04.  Finance 
05. Membership 
06.  Planning 
07.  Fund Raising 
08. Publications 
09.  Robert Bishop Award 
10. Eugene Wetzel Award 
11. Academic Affairs 
12.  Specification Competition 
13.  Technical 
14. Electronic Communications / Website 
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The number of committees may change on a yearly basis as needed to carry out the 
work of the Region and as authorized by the Region Board.  In addition to standing 
committees, the Board may authorize limited scope “ad hoc” committees to address 
specific needs of the Region.  Funds are to be used to accomplish the work of the 
committees including items such as postage, copying, etc.  Travel, if authorized by 
the Board may also be included on a limited basis.  Chairpersons should request 
reimbursement for actual expenses not covered by other sources.  Funds may be 
moved from one committee to another as approved by the Board. 
 
D. Region and Leadership Conferences 
 

Seed monies provided by the Region should be reimbursed to the Region Treasury 
by the Host Chapter from gross income generated at the conference(s). Certain 
Officer and Committee Chairperson costs are to be included and provided, as part of 
the conference costs.  Refer to the specific requirements for each individual 
conference in the applicable sections of the Operating Guide. 
 
E. Region Chairpersons Conference 
 

Each year (currently in the late spring) the Region has one (1) day planning meeting 
for the Region Board Officers and Committee Chairpersons.  The Region pays the 
direct cost of lodging and certain food expenses for that meeting. 
 
F. Region Caucus at Institute Convention 
 

The budget includes monies for a limited continental breakfast to be provided a the 
Region Caucus at the Institute Convention each year. 
 
G. Other Expenditures 
 

Other expenses that are provided for in the Region budget each year include 
expenses related to State and Federal Corporate Income Tax filings and a small 
contingency to assist the Board in addressing unforeseen occurrences. 
 

III. Funding 

 

The Region’s annual budget is adopted by the Board at the spring meeting. Refer to the 
approved budget for specifics on the amount funded for a particular category in a given 
fiscal year. 


