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	Institute For Supply Management - Central Iowa

Policy

	Subject: ISM-CI Policy Check writing and Check Signing 
	Number 1000

Page 1 of 1

Effective Date, 12/12/08

Approvals:

Venessa Pehde

Secretary

Deb Swartzendruber, CPSM, C.P.M., CPIM;

President

	ISM-CI establishes the following Policy to guide the process of writing and signing ISM-CI Checks.

It shall be the responsibility of the ISM-CI Administrative Assistant or the Treasurer to write all Association checks.  ISM-CI checks in the amount of $1000.00 or less require only one signature from either the Administrative Assistant or the Treasurer.  ISM-CI checks in the amount of $1,000.01 or larger shall require signatures by both the Administrative Assistant and the Treasurer. 

The Treasurer shall sign the Administrative Assistant’s quarterly paycheck.




	Institute For Supply Management- Central Iowa

Policy

	Subject: ISM-CI Travel Policy for ISM International Conferences, Annual Leadership Workshops or other functions
	Number 1001

Page 1 of 1

Effective Date, January 28, 2009

Approvals:

Venessa Pehde

Secretary

Deb Swartzendruber, CPSM, C.P.M., CPIM;

President

	All travel and or conference expenses are subject to fiscal constraints depending on the ISM-CI Budget and fiscal status.  Given that constraint, these policies provide guidance concerning ISM-CI support for travel and expenses associated with attendance and participation in ISM International Conferences, Regional Leadership Workshops or other authorized functions:

1.
Attendees - It is important that the current board represent ISM-CI at listed ISM functions.  Two board members, preferably the President and Vice President should attend the conference and or workshop.  If either or both of these two cannot attend, the privilege is extended to other members of the board, i.e., Directors, Secretary or Treasurer.  If none of the current Board can attend, those serving as Team leaders should be offered this opportunity.  If a member attended a conference or workshop the previous year using affiliate support, that opportunity should pass to an officer or team leader that has not yet attended an ISM program.
2.
Registration Fees – ISM-CI will pay the required registration fees for authorized participants. 
3.
Travel Expenses – ISM-CI will pay for airfare or car rental, but not both.  The lowest possible rates should be obtained.  
4.
Lodging Expenses – Travelers should use one of the ISM selected hotels using the ISM discount rate. ISM-CI will pay for the night before the conference begins and the full days of the conference.  ISM-CI will not pay for a room after the conference ends.  Example: The conference concludes at 1:00 p.m. on Wednesday, that Wednesday night’s stay will not be re-reimbursed.
5.
Food – ISM-CI will not reimburse food or beverage expenses not included in the registration fees.  Nor will ISM-CI reimburse any costs for guests of a member.
6.
Expense Reports – IRS regulations require that each traveler must complete an Expense Report prior to receiving either an advance or reimbursement.  The final report must be completed and submitted by each attendee within 2 weeks of returning from the event.
7.
Reports – each attendee shall present a report to the membership at the next monthly ISM-CI meeting following a reimbursed trip, recapping what was learned, any points of interest and/or new information or trends.
8.
Misc. Functions/expenses – Will be reimbursed on a case-by-case basis subject to approval by the BOD reiterating previous guidelines.  


	Institute For Supply Management - Central Iowa

Policy

	Subject: Meals Billed with Annual Dues

Policy Author(s):

Dr. Robert Kemp
	Number 1002

Page 1 of 1

Effective Date, July 2, 2009

Approvals:

Pam Kvitne

Secretary

Deb Swartzendruber, CPSM, C.P.M., CPIM;

President

	ISM-CI establishes the following Policy to guide the process of billing Regular members for pre-paid meals with the ISM-CI Annual Dues collected by ISM and to guide collection for meals from Dues Free members by the Association Treasurer.

Each Regular member shall be billed for five (5) meals at the rate of $20.00 per meal ($100.00) effective as part of the annual dues invoice.  Upon paying their annual dues each individual is eligible to partake of all 10 meals provided at the regularly scheduled ISM-CI meetings from January to December for a specified dues year.

The ISM-CI Treasurer will bill the ISM-CI Dues Free Members for five (5) meals at the rate of $20.00 per meal.  Upon paying their annual meals invoice each Dues free member is eligible to partake of all 10 of the meals provided at the regularly scheduled ISM-CI meetings from January to December for that dues year.  An ISM-CI Dues Free Member at her/his discretion may opt out of buying the meal package. ISM-CI Dues Free Members who choose to opt out of the annual Meal package will pay $20.00 per meal at the event for which the meal is consumed.

Student members will be billed $10.00 per meal or the actual cost of the meal if less than $10.00 at the time of the meeting attended.


	Institute For Supply Management - Central Iowa

Policy

	Subject: ISM-CI Budgeting and Invoice Approval Policy

Policy Author(s):  

Jocelyn Stull, C.P.M. Treasurer
	Number 1003

Page 1 of 1

Effective Date, October 6, 2009

Approvals:

Pam Kvitne

Secretary

Deb Swartzendruber, CPSM, C.P.M., CPIM;

President

	ISM-CI establishes the following Policy to guide the ISM-CI Board of Directors, Team leaders and Chairs of Special Committees or other appointed managers of budgets in managing respective budgets and accounting for budgeted items or activities which may exceed existing budget authority.

The BOD and individuals responsible for budget planning and line items must ensure that all planned activities for the year are identified and allocated funds in the annual ISM-CI Budget for that year.

Activities such as the following must be brought to the attention of the BOD as an Agenda item and be approved prior to committing ISM-CI funds:

1.
Any activity that will exceed its budgeted authorization or the Team’s budget by $300.00.

2.
All new or unanticipated activities costing more than $300.00.

Following consideration and action by the BOD on any change to the budget, the Secretary or Treasurer will ensure that the activity leader affected and the Administrative Assistant are immediately informed of the BOD action and any additional instructions from the BOD.




	Institute For Supply Management - Central Iowa

Policy

	Subject: ISM-CI Meal Policy for Prospective New Members 

Policy Author(s):  

Jocelyn Stull

Dr. Robert Kemp
	Number 1004

Page 1 of 1

Effective Date, 9/1/2009

Approvals:

Pam Kvitne

Secretary

Deb Swartzendruber, CPSM, C.P.M., CPIM;

President

	ISM-CI establishes the following Policy regarding the cost of meals at ISM-CI Regular meetings for a prospective new member.

Each prospective new member shall be responsible for the cost of his or her first meal as a prospective member and for the cost of any additional meals that they consume prior to becoming a member of ISM-CI.  The amount due for the meal or meals shall be the per meal rate that the ISM-CI Board of Directors has established for that calendar year. (Currently $20.00 per meal)

Upon payment for the first meal, a prospective new member shall receive a voucher (amount to be equal to 1 ½ times that of the first meal cost).  If the prospective new member joins ISM-CI, the discount voucher may be used only to discount the price of one ISM-CI seminar registration fee during that year.  A discount voucher is valid for one year from the date of issue.

Each prospective new member may earn only one discount voucher.


	Institute For Supply Management - Central Iowa

Policy

	Subject: ISM-CI Policy for Submission and Approval of Articles to be published on the ISM-CI Website.

Policy Author(s):

Dr. Robert A. Kemp
	Number 1005

Page 1 of 1

Effective Date, 04/07/2009

Approvals:

Pam Kvitne

Secretary

Deb Swartzendruber, CPSM, C.P.M., CPIM;

President

	ISM-CI establishes the following Policy to guide the process of submitting articles for publication on the ISM-CI Website.

It shall be the responsibility of an author or authors to present a finished print ready copy of the article electronically to the ISM-CI President showing title, author(s’) names, telephone numbers, email address, contents of the article and a complete list of references.  Articles must be prepared in English and set to print on one side of the page using U.S. Letter head paper and margins of 1 inch top and bottom and no less that .75 inches on the right and left margins.  Articles including charts, graphs or appendixes may not exceed six pages in length.

By transmitting the article to ISM-CI, the author(s) verify and certify that all copyright materials are properly recognized and the information has been properly cited and correctly noted in the article.  The act of sending the paper to ISM-CI for review and possible use means that the author(s) agree to accept any decision by ISM-CI to use or reject the paper.

The ISM-CI President may at his or her discretion appoint a team from the ISM-CI Board members to review a specific project and make recommendations concerning acceptance and publication or rejection of an article.  A decision by the ISM-CI President to accept or reject an article is final and a review will not be repeated nor discussed.




	Institute For Supply Management - Central Iowa

Policy

	Subject: ISM-CI Policy for Job Postings for the ISM-CI Website

Policy Author(s):

Dr. Robert A. Kemp
	Number 1006

Page 1 of 1

Effective Date, 04/07/2009

Approvals:

Pam Kvitne

Secretary

Deb Swartzendruber, CPSM, C.P.M., CPIM;

President

	ISM-CI establishes the following Policy to guide the process of submitting Job Postings for publication on the ISM-CI Website.

It shall be the responsibility of organizations in Iowa and the Mid-West Region requesting permission to Post Job announcements on the ISM-CI Website to provide the job title and description in not more than 300 words electronically to the Chair of the ISM-CI Marketing Team for approval and publication on the ISM-CI web site.  The ISM-CI Marketing Chair may designate a Marketing Team Member to be responsible for this job search site.  In either case the ISM-CI contact person along with telephone number and email address will be displayed on the ISM-CI Job search site for public use.

Submitted job announcement must include points of contact at the organization such as a telephone number and email address.  Postings without these criteria will not be posted.  Once a job posting is placed up on the ISM-CI website, it will remain posted for 60 consecutive days.  When the designated time elapses, the posting will be automatically deleted without action from the posting organization.

Job announcements on the ISM-CI Website are a free privilege offered to the businesses and not-for-profit organizations of the Mid-West Region.  If the contents of a job posting submitted to ISM-CI are considered questionable due to language or other content, the ISM-CI contact person will bring that matter to the attention of the ISM-CI President for review.  The ISM-CI President will review the questionable announcement and decide to accept or reject the announcement.  The organization submitting the announcement will be notified.  The decision by the ISM-CI President to accept or reject a job posting which is considered questionable due to language or other content will be final and a review will not be repeated nor discussed.

Once the job site is up, opened and contains job announcements, ISM-CI will publicize the site and invite supply management professionals to review the postings.

ISM-CI is not responsible in any way at law or otherwise for the content or use of any job posting.  Similarly, ISM-CI has no obligation to the user or the sources of the job postings.




	Institute For Supply Management - Central Iowa

Policy

	Subject: ISM-CI Policy for Affiliate Awards and Recognitions
Policy Author(s):

Dr. Robert A. Kemp
	Number 1007
Page 1 of 
Effective Date, 12/1/2009

Approvals:

Pam Kvitne

Secretary

Deb Swartzendruber, CPSM, C.P.M., CPIM;

President

	ISM-CI establishes the following Policy to (1) identify the types and levels of awards and recognitions that are available; (2) establish responsibility for initiating and approving the awards and recognitions; and (3) establish responsibility for and to guide the process of preparing and submitting recommenda-tions for ISM-CI awards and recognitions to deserving ISM-CI members.  

Types and Levels of Awards and Recognitions: 

Two categories of awards and recognitions are available to our members who demonstrate the requisite levels of service and commitment to the local affiliate or the national organization.
At the national level, ISM provides the J. Shipman Gold Medal and five ISM Persons of the Year  (POY) Awards each year.   The J. Shipman Gold Medal Award was created by the Purchasing Management Association of New York in 1931, and is presented to those individuals whose modest, unselfish, sincere, and persistent efforts have aided the advancement of the supply management field. Those chosen for the award have also assisted and guided members of the supply management profes-sion in their endeavors. The J. Shipman Gold Medal is the highest award granted by ISM to recognize individuals.  Each year ISM calls for nominations for the J. Shipman Award.  Recommendations must be prepared in accordance with the ISM format and submitted to ISM.  A committee appointed by the ISM Board of Directors selects the recipient each year.  The J. Shipman Gold Medal award is always presented during the annual ISM International Education Conference.
The five ISM Persons of the Year are also selected at the national level by an ISM appointed committee.  These Person of the Year Awards recognize and  honor members who go beyond the regular scope of work to make outstanding contributions to ISM and the profession. The titles for the ISM Persons of the Year Awards are:
Education/Learning Person of the Year
· Innovation/Creativity Person of the Year

· Leadership Person of the Year

· Marketing/Communicating Person of the Year

· Volunteer Person of the Year



	The ISM Persons of the Year Awards are open to all ISM members in good standing. A nominated member will be eligible for the year in which they are nominated and for one year thereafter.
In general, the selection of ISM Persons of the Year Awards will be made based on merit, shown by performance that substantially exceeds expectations; that sets superior standards of excellence and/or capitalizes on a person's knowledge and experience. The selection will consider the scope and depth of a person's service to ISM, the profession and the community that is distinct from services expected in his/her regular work. Specific criteria are listed with each of the five awards. The period of achievement to be used for nomination is the current year and the previous year.  

Each year ISM calls for nominations for the ISM Persons of the Year Awards.  Recommendations must be prepared in accordance with the ISM format and submitted to ISM.  A committee appointed by the ISM CEO and Staff evaluates the recommendations and selects the recipients each year.  The ISM Persons of the Year award is always presented during the annual ISM International Education Conference.  The recipients are also recognized at the ISM Regional Leadership Conference.

ISM-CI Awards Program:

It is well known that volunteers must receive a sense of appreciation and reward for their contributions. This sense can be conveyed a number of ways. Effective and efficient awards and recognition programs must include both formal and informal awards and recognition processes.

ISM-CI’s formal reward and recognition program is part of a predetermined program.  These are generally comprised of awards, certificates, plaques, pins and recognition dinners or receptions to honor volunteer achievement. ISM, as well as many affiliates, holds an annual ceremony in which individual volunteers are singled out for their achievement.  Formal programs are best for volunteers who have made long-term contributions.
The current ISM-CI budget and net worth situation dictate that ISM-CI awards must be in the form of meaningful letters or certificates to the individuals, their organization or their family.  This framework will guide the board members and team chairs concerning recommending individuals for awards and issuing recognitions in the teams.

Most recipients of ISM-CI formal awards and recognitions will fall into one of four categories (1) speakers and presentations to the Premier Seminars or other seminar programs (2) speakers and presentations to the Early-Bird Seminars (3) leadership on the affiliate Board of Directors or as an Appointed Team Leader and (4) appointed members of teams and or other volunteers whose volunteer work exceeds the norm and provide distinct value to ISM-CI and its members.
These criteria are established to guide the ISM-CI Process.
1. Speakers for Premier Seminars will receive an embossed letter and folder from the ISM-CI President addressed to the speakers manager thanking them and recognizing the speaker.  The Ed 
Team is responsible for preparing the document for the president’s signature and dispatching it to the speaker’s company.  (See enclosure 1)
2.
Speakers for the Early-Bird Seminars will receive an ISM-CI Certificate to recognize their presentation and contribution to the affiliate. The Ed Team is responsible for preparing the docu-ment for the president’s signature and dispatching it to the speaker’s company. (See enclosure 2)

3. The President will use an ISM-CI Certificate over her or his signature to recognize board members, team chairs and chairs of special committees for their work and contribution to the organization.  These awards may include up to seven CEHs. (See enclosure 3)

4. Team Chairs will use an ISM-CI Certificate over her or his signature to recognize team members for their work and contribution to the affiliate.  Team members may also earn CEHs to recognize their volunteer time and contribution as leaders in such events as hosting and monitoring a Satellite Seminar, Benchmarking session or book review club.  Team mentors should concur in the CEH award and co-sign the certificate. (See enclosure 4)

The recognitions defined in items one and two are provided with each monthly program.  

The recognitions defined in items three and four depend in most cases on recognition for annual performance based along with other concepts on contribution to the team or activity, participation in team or project meetings and involvement in operational activities.  

ISM-CI’s informal recognition and rewards are performance-based rewards initiated by affiliate colleague-for a member. This informal, spontaneous recognition can be given without much planning and effort. This type of recognition is more powerful in part because it is much more frequent — a once-a-year dinner does not have the same impact as 365 days of well recognized good working relationships.

Day-to-day recognition includes:
· Saying “thank you.”

· Involving volunteers in decisions that affect them.

· Asking about a volunteer’s family and showing an interest in his or her “outside” life.

· Sending a quick note of appreciation to the volunteer’s family.

· Celebrating the volunteer’s birthday or anniversary with ISM and the affiliate.

The intention of informal day-to-day recognition is to convey a constant sense of appreciation and belonging. This sense can be better conveyed by the thousands of small interactions that represent daily life, than it can be conveyed in a once-a-year event.

Guidelines for effectively rewarding and recognizing volunteers are simple:
· Match the reward to the volunteer. 

· Match the reward to the achievement. 

· Make the reward timely and distinctive.
To expand recognition efforts of your affiliate volunteers, consider sending letters to the employers of key volunteers. Ask them to recognize their employee-volunteers internally, either in their organization newsletter, an announcement on the corporate bulletin board or during National Volunteer Week.

These letters provide many benefits, including:

· Boosting the morale of the individual volunteer.

· Getting organizations more involved in ISM.

· Getting other employees interested in ISM.

· Increasing the visibility of ISM within the local community.
ISM will send a letter to the manager of an ISM-CI volunteer.  Someone must take the time to provide the requisite information for the volunteer to ISM and the ISM Staff will prepare the letter to the volunteer’s manager to recognize the volunteer’s performance.  Employers recognize the benefit of having their employee represent them in a positive contributing way.
If the volunteer is self-employed or works from a home office, consider sending a letter to the volunteer’s family. Volunteers sacrifice time with their families to work on behalf of ISM and their affiliate. A letter reinforces appreciation by the affiliate for the sacrifices made by volunteers and their family members.

Techniques for Recognizing Volunteers online:

New services over the Internet are changing the way groups of people communicate with each other. Besides ease and speed of e-mail communications, there are several free or low-priced internet based services that also help improve and expand the way you can recognize and honor volunteer achievements in a timely manner:

Use Free Electronic Greeting Cards. Colorful, musical virtual greeting cards are easy to personalize and can be read and viewed for at least 30 days after receipt. Some card sites have literally thousands of appropriate selections, neatly divided into categories so you can narrow down your choices.  Here are five free sites.  There are many more such sites, fine one and use it often.

www.AmericanGreetings.com
www.MyFunCards.com
www.123greetings.com
www.hallmark.com
www.bluemountain.com
Publish Special Photos Online. Our new ISM-CI website has space and provisions to share photographs of volunteers and special events in the Message Board section of the website.  Register and use it to recognize affiliate volunteers. 

Use the ISM-CI Message Board.  Instead of using e-mail for announcements, use the message board to 
post comments, news, congratulations and encouragement for everyone to read. They also may add their e-mail address for those who want to send personal messages. The ISM-CI website URL is www.ism-ci.org/.   Members should bookmark the SM-CI website URL and visit it regularly.

Enclosures:

1. Sample Letter by ISM-CI President to a Premier Seminar Speaker’ organization
2. Sample Certificate for Early-Bird Seminar Speakers
3. Sample Certificate for Chairs of Teams, Directors and others in leadership roles

4. Sample Certificate for to be used for team members and others
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Institute for Supply Management – Central Iowa, Inc.
2905 Ashwood Drive, Urbandale, IA. 50322

Tel: 515-276-1254;  Fax: 515-276-1827

E-mail: Napmcijane@aol.com

Date: Month, day year)
Mr. Mrs. Ms. Full Name 

Company Name

Company Address

City, State and ZIP code

Dear:

As President of the Institute for Supply Management-Central Iowa, Inc. and on behalf of our professional members, I request that you recognize and commend (Recipient name) who serves (Company, Inc) as a (Recipients job title and organization level).  We request that you add your endorsement to this letter of appreciation and forward it to (Name)

On (Date), (Name) brought our professional membership an outstanding professional education program concerning the “generations” in the workplace.  As you know there are vast differences of interests, desires and demands between the “generations” in the workplace and in our professional association.  Our association leadership also faces these generational differences as we work to create meaningful professional programs to expand the supply management profession to enhance the contribution that our members make to their organizations here in central Iowa.  In terms of content, level of individual contribution and group participation, (Name) contribution to our association made this the “Premier Seminar meeting of the year!”  More than just enjoying her teaching skills and presentation, we learned from her!

ISM-CI is a not for profit Professional Education Organization Chartered by the State of Iowa and affiliated with the Institute for Supply Management (ISM).  Our local association serves more than 220 members here in Central Iowa from more than 65 companies or organizations to include Iowa State University business students. In principle and in practice ISM-CI is fully committed to values and practices that seek a diverse membership with volunteer leadership. We encourage participation in activities that optimize productivity and enhance the value our organization offers to its members and the business community. We provide high quality educational programs by presenting a variety of seminars, leadership training, and professional networking opportunities for the supply management profession.

I am sure that you, too, are proud of the contribution (Name) made to our professional supply management organization. We request that you express our professional appreciation to (Name).

Sincerely,

Debra Swartzendruber, CPSM, C.P.M., CPIM

ISM-CI President 
Instructions for Certificates


1.
The sample letter and certificates are to be used as templates for actual certificates needed each year by the board or the teams,

2.
The Logo should not be changed or moved from the center paper as shown.

3.
The sequence of and use of words in the recognition paragraph may be changed to fit the situation.

4.
The signature block and date line maybe moved down the document.

5.
The text box identifying the enclosure should be removed by clicking on the border and then clicking delete.  The text in the box can be deleted by clicking on the text in the box and then clicking delete.

6.
The examples shown here are printed in page view.  The templates can be changed to Landscape view and printed horizontally if desired,

Certificate of Commendation
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The Institute for Supply Management- Central Iowa

takes special pride in awarding the

Certificate of Commendation to

Name

Company Name
Mr., Mrs., Ms. (name) provided the assembled affiliate members an especially enlightening and extremely useful Early-Bird Professional Development Seminar on Tuesday (day, month, year).  Our members are indebted to Mr., Mrs., Ms. (Name)


This (date) day of (month) (year), 

Certificate of Commendation
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The Institute for Supply Management- Central Iowa

takes special pride in awarding the

 Certificate of Commendation to

Name

Company Name
Mr., Mrs., Ms. (name) is recognized especially for (her, his) exemplary service for ISM-CI members while serving as Chair of the (name Team) in 2009.  The Board of Directors and our members express their deep appreciation to Mr., Mrs., Ms. (Name)


This (date) day of (month) (year,

Certificate of Commendation
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The Institute for Supply Management- Central Iowa takes special pride in awarding the

 Certificate of Commendation to

Name

Company Name
 (Mr., Mrs., Ms. name) is recognized for (her, his) exemplary service for ISM-CI Members while serving as a member of the (name team in 2009).  The Board of Directors and the members express their deep appreciation to (Mr., Mrs. Ms. Name). 

This (date) day of (month) (year


Enclosure 1: Letter of commendation by ISM-CI Presi-dent to the Premier Seminar Speaker’s Organization





__________________________________________


President ISM-CI, CPSM, C.P.M., CPIM








Enclosure 2: Certificate for Early-Bird Seminar Speakers








__________________________________________


President ISM-CI, CPSM, C.P.M., CPIM











__________________________________________


President ISM-CI, CPSM, C.P.M., CPIM











Enclosure 3: Certificate for Team Chairs and BOD Members





___________________________________Team Chair (Team Name) 





_____________________________________Board Mentor





Enclosure 4: Certificate for Team Members and others.
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