EASTERN REGION of APPA

Leadership in Educational Facilities
AGREEMENT

This agreement between the __________ Host Chapter of ERAPPA (hereafter referred to as the Chapter) and the ERAPPA Board of Directors (hereafter referred to as the Board) establishes a framework for the relationship and division of the responsibilities between the Chapter and the Board as the Chapter prepares to host the ERAPPA 20XX Annual Meeting for the Eastern Region of APPA.

Whereas:

1. The Annual Meeting is the only regional activity that brings together the members of the regional membership.  The Board, as the elected representatives of the membership, is responsible for establishing the philosophy and policies in the interest of the members and for year-to-year consistency in planning and execution of the Annual Meeting. 

2. The Board greatly appreciates the efforts of the Chapter in accepting the responsibility for hosting the Annual Meeting.  This meeting is the primary annual event for the Eastern Region.  Preparation of all the details required to host a large meeting such as this one requires much time of the members of the Chapter and the Board is fully aware of the many hours of work it will take to have a highly successful meeting.

3. The Board bears the ultimate responsibility for the financial management and programmatic content of the meeting.

Therefore:

1. The VP for Annual Meetings will be the liaison who will communicate on a regular basis the desires of the Board to the Chapter and concerns of the Chapter to the Board.  The Board will provide guidance for the Professional Development Program and will establish financial policies.  The Board’s philosophy is to encourage the Chapter to keep fees for hotel, registration, and guest programs as low as practical to encourage maximum attendance while providing the highest quality Annual Meeting possible.

2.  The Chapter is responsible for developing a budget and tracking revenue and expenses for the Annual Meeting.  A budget template is provided in the Annual Meeting Guide that the Chapter will use to create a budget for the Annual Meeting.  An initial budget is required 12 months prior to the Annual Meeting followed by monthly budget updates for ERAPPA Board review.  The Chapter is encouraged to establish open communications with the ERAPPA Treasurer as soon as practical to insure adequate discussion of accounting and tax related issues.    

3. The Chapter shall establish accounting procedures that are in accordance with the general guidelines established by the Board and in accordance with good accounting principles.  The Chapter shall provide full accounting for all funds received and disbursed through final audit within six months of the end of the meeting and publish a report to the board for discussion at the Mid-Year Meeting following the Annual Meeting. 

4. When the meeting is held in the United States, the Board encourages the Chapter to obtain an IRS tax number and be recognized as a 501(c)(3) nonprofit organization.  The ERAPPA Treasurer will provide advice and assistance in the preparation of the IRS application.  When a Canadian chapter hosts the meeting, it is suggested the appropriate provincial or national tax exemption be obtained.  Tax exemption requirements for State, Province, and local jurisdiction will be satisfied.

5. The ERAPPA Professional Development Committee is to identify, evaluate, create and disseminate high quality education resources and opportunities to region members.  As such, an ERAPPA Professional Development Committee representative will be assigned to the Chapter as a member of the Host Committee’s Professional Development Committee to assist with developing the Annual Meeting Professional Development program and act as a liaison with the ERAPPA Professional Development Committee.
6. The Board will provide advice and history of previous meetings via the VP for Annual Meetings and the Annual Meeting Guide.  A hard copy of the Annual Meeting Guide will be provided to the Chapter at least two years prior to the meeting and the current version of the Guide will be available on the ERAPPA website.
7. The principal person in the Chapter designated to receive and disperse funds shall be bonded.  The Board will provide advice and assistance in obtaining this bonding if requested to do so by the Chapter.  

8. The Chapter agrees to cover all costs of The Annual Meeting through a combination of registration fees, optional event charges, vendor donations, etc.  The surplus balance of funds will be shared equally by the Chapter and the Board after all meeting expenses are paid.  Meeting loss, if any, will be covered by the Board.

 ____________________________________       _____________________________________

                  ERAPPA President


   (                                 ) Chapter President

____________________________________        _____________________________________
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