INGHAM COUNTY GENEALOGICAL SOCIETY POLICIES
I. STRUCTURE:

A. The membership of the Ingham County Genealogical Society comprises the governing body of the organization.

B. The Executive Board has the authority and responsibility to research, review, and recommend courses of action to the membership.

C. The Committee Chairs report to the Board of Directors for oversight and review.  The membership is authorized to approve activities of the committees.

II. MEETINGS:

A. Membership meetings will be held at 7 p.m. on the second Thursday of the month at the Sam Corey Senior Center in Holt (or at a time and locations determined by the President).

B. Executive Board meetings will be held at 7 p.m. quarterly at the Sam Corey Senior Center in Holt (or at a time and location decided by the President).

C. Suggested Order of Business

1. Call the meeting to order

2. Pledge of Allegiance

3. Program when applicable

4. Confirmation of a quorum

5. Approval of Minutes

6. Acceptance of the Treasurer’s Report

7. President’s Report

8. Other Officers Reports

9. Committee Reports

10. Old Business

11. New Business

12. Election of Officers and Directors (November membership meeting)

13. Announcements

14. Adjournment

D. Members are expected to:

a. Arrive on time and be prepared.
b. Listen with an open mind, without interrupting and no side conversations.

c. Give the speaker their undivided attention.

d. Think before speaking and it is okay to disagree respectfully and openly and without being disagreeable.  Attack the problem not the person.

e. Abstain from recording meetings unless all present agree except for secretarial purposes.

f. Repeated misconduct could lead to temporary or permanent suspension as determined by the Executive Board.

III. DUES:
A. The Executive Board will recommend any dues changes to the membership (see bylaw Article IV Section 7) annually for the upcoming year.  Dues are on a calendar year basis, January 1 – December 31.

B. Dues are $15.00 per individual per year or $20.00 for a family living in one household.

IV. FINANCES:
A. There will be at least three authorized signatures on bank accounts (President, Treasurer, and another officer as determined by the Board of Directors).  The Treasurer maintains and or initiates changes to authorized signers as elections occur.
B. All expenditures must have receipts, vouchers, invoices, or other documentation, such as minutes authorizing the expenditure, attached to a reimbursement form and given to the Treasurer.  Any expenditures which are not in the budget must have Executive Board/membership approval.

V. OFFICER DUTIES:
A. GENERAL:

1. All Officers will provide an annual activity report to the Directors for presentation to the Board and membership in January.

2. Officers shall turn over all material to their successors within one month of leaving office.

3. All officers will annually turn in applicable records in accordance with the Records Retention Policy.

B. PRESIDENT: (Elected in odd years for a 2-year term (assume office in the even year), or until successor is elected.)
1. Secure a meeting location.

2. Preside at all membership and board meetings.

3. Develop and provide agendas for all meetings.

4. Appoint all standing committees (per bylaws).

5. Be an ex-officio member of all committees without the right to vote (per bylaws).

6. Is authorized to sign checks.

7. Appoint a nominating committee annually by August.

8. Monitor and maintain the financial integrity and non-profit status of the society.

9. File or designate another person to file the State of MI Corporation Annual Report with the State of MI, Dept. of Licensing and Regulatory Affairs annually before October 1st  (will list the Resident Agent and Registered office for the Society).
C. VICE PRESIDENT: (Elected in even years for a 2-year term (assume office in the odd year), or until successor is elected/appointed.
1. Attend all membership and board meetings.

2. Act as Chair for the Program committee and arrange for and schedule all progrms fo general membership meetings.

3. Assume duties of the President when the President is absent.

4. Carry out other special duties as assigned by the President

5. Provide program information to newsletter and publicity as applicable.

6. May offer fees for outside speakers within their annual budget.  The recommended amount is up to $75.  A one year membership may be granted to a speaker in lieu of a speaker fee or partial fee.  (Mileage will not be reimbursed.)

D. RECORDING SECRETARY: (Elected in odd years for a 2-year term (assume office in the even year), or until successor is elected/appointed.
1. Attend all membership and board meetings.
2. Record minutes of all membership and board meetings.

3. Email the draft minutes to the Executive Board for review within 2 weeks of the meeting.

4. Provide a copy of all minutes for approval at the following meeting.  Once the minutes have been approved, provide a copy to the Historian and application Information Technician.

E. TREASURER:  (Elected in odd years for a 2-year term (assume office in the even year), or until successor is elected.)
1. Attend all membership and board meetings.

2. Receive and make payments in accordance with the approved budget or as directed by the membership and Board of Directors.

3. Make timely deposits of all monies received.

4. Maintain all records related to any and all financial transactions (i.e. copies of all checks for deposit, receipts, check/deposit register) and will maintain records per the Records Retention Policy.

5. Maintain/update authorized account signers when there is a change in elected officials.

6. Provide a printed monthly report to the membership, email to the Executive Board each month before the meeting.

7. Assist Directors with annual audit.

8. Chair the Finance Committee.

9. Prepare annual budget with the Finance Committee that is approved and implemented each accounting year.  The budget may be revised as needed with membership approval.

10. Must file the IRS form 990-N annually by May 15th as required of non-profit organizations by federal law.

F. MEMBERSHIP SECRETARY:  (Elected in even years for 2-year term (assume office in the odd year), or until successor is elected/appointed).
1. Attend all membership and board meetings.
2. Maintain membership roster and name badges.

3. Receive dues payments and provide written receipts and membership card to the payer.

4. Give the dues received and appropriate documentation to the treasurer for deposit.

5. Send email or mail reminders annually to members regarding dues.

6. Receive and respond to correspondence as directed by the Board/membership.

7. Pick up the mail in the P.O. Box (or designate to another members) and distribute on a timely basis.  If money is received complete a Money Received Log.  Copy checks and send or give to Membership Secretary with a copy of the Log.  Send or give checks and a copy of the log to the Treasurer.

G. LIBRARIAN:  (Elected in even years for 2-year term (assume office in the odd year), or until successor is elected/appointed.)
1. Attend all membership and board meetings.

2. Is responsible for content and operation of the Society’s Genealogy Reference Room located at the Capital Area District Library (Mason branch).

3. Maintain a working relationship with Capital Area District Library (Mason) Librarian.

4. Welcome and assist visitors to the Reference Room.

5. Respond to queries.

6. Coordinate and assign duties to Library volunteers.

7. Librarian sets Reference Room hours with Board approval.

H. DIRECTORS:  (See Bylaws for election schedule, 2-year term)
1. Attend all membership and board meetings.
2. Audit Treasurer’s records annually and present a written report to the Board and membership.

3. Request, compile and present Officers/Committees Annual Activity Reports to the Executive Board and membership.
VI. IMMEDIATE PAST PRESIDENT:
A. Assist with the transition of the new President not to exceed 1 term (2 years).

B. Attend all membership and board meetings as Past President not to exceed 1 term (2 years).

C. Has voting rights for 1 term (2 years).

VII. COMMITTEES:  (Appointed/Volunteer – 1 year)
A. General:

1. Committee Chairs are appointed annually by the President with approval of the Executive Board.

2. Each Committee Chair will present an annual activity report to the Directors for presentation to the Board and membership

B. Chairperson shall:

1. Schedule and preside at his/her committee meeting.

2. Provide reports to the Board/membership as needed or requested.

3. Document on the appropriate form any monies received by a committee and give to treasurer.

C. Committees may include but are not limited to the following:

1. Bylaws and Policies – assure that the actions taken by the Executive Board and members are in compliance with the bylaws and policies; maintain the Society’s Bylaws and Policies; and present recommendations to the Executive Board for review with presentation to membership for approval.
2. Information Technology (subcommittees may include but are not limited to Web site, Face Book, and Electronic Communications).  Maintain computer and related equipment (or their designee), maintain and monitor website and social media sites created by the society.  Email reminders to members, view emails and social media questions and respond or forward as needed.

3. Finance – The Treasurer is the chair.  Assure the financial stability of the Society through the preparation of an annual proposed budget with the Treasurer, monitor income and expenditures, and recommend appropriate financial courses of action to the Executive Board.
4. Fund Raising – Recommend fund raising projects for Executive Board for review and membership approval.  Promote and assist with fund raising projects.
5. History – the Historian is the chair.  Responsible to maintain documents and other material pertaining to the history of the Society.  Historical items to include but not limited to: minutes, treasurer’s reports, newsletters, membership rosters, newspaper announcements, photos of special events, speaker materials and handouts.  Completed history books are available for viewing at the Reference Room.
6. Library – the Librarian is the chair.  Assist in the operation of the Reference Room.

7. Membership – the Membership Secretary is the chair.  Assist with membership recruitment and retention.

8. Newsletters – create the quarterly newsletter, provide to applicable Information Technician for email distribution and provide a copy to the historian.

9. Programs – the Vice President is the chair.  Research and schedule programs for the membership meetings.
10. Publications – coordinate activities related to publication of projects.  Develop and review promotional materials.  Review and maintain the ICGS brochure.

11. Merchandising – maintain merchandise and inventory; vend merchandise at activities as determined by the membership.  Collaborate with Information Technology for electronic communication regarding available merchandise.  Collaborate with Publishing regarding brochures related to merchandise.

12. Publicity – recommend and provide press releases regarding meetings, projects and other activities of the society.

13. Social – coordinate beverages and snacks at membership meetings and social events.  Maintain the supplies needed in order to provide refreshments.

14. Michigan Genealogical Council (MGS) Delegates - the President shall appoint annually the ICGS delegates/alternate to MGC.  Attend MGC meetings every other month (2nd Thursday of September, November, January, March, May and July), 717 W. Allegan Lansing, Michigan unless otherwise announced.  Provide an MGC report to ICGS.

15. Federation of Genealogical Societies (FGS) Delegate – ICGS shall have an FGS delegate as approved by the membership.
16. Nominations Committee – 
· Appointed annually by the President in August

· Present a list of nominees for open positions at the October meeting.

· Prepare a ballot.

· Conduct elections in November, ask for nominations from the floor and hold the election.

· Ballots tallied by nominating committee.

· Members present at the meeting may observe the counting of ballots.

· Upon completion of tally sheet, winners will be announced and tally sheet given to historian for records.

· Challenge of an election must occur within 24 hours.

· Ballots may be destroyed after certification of election results with membership approval after 3 months.

· Officers may be sworn in immediately in November, or as soon as practicable.
· Officers begin their term January 1st.
VIII. RECORDS RETENTION POLICY
A. ICGS will maintain the following records in the Reference Room:
1. Permanently

· Accounting journals/chart of accounts.

· Bank statements related to taxes and major purchases.

· Audit reports and financial statements.

· Meeting minutes.

· Articles of Incorporation.

· Bylaws.

· All legal correspondence.

· Tax returns and documents related to taxes.

2. Seven (7) years

· Accounts payable/receivable ledgers.

· Bank statements.

· Insurance policies (6 years past expiration).

· Reimbursement expenses.

Policies amended with Board approval July 25, 2019.
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