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[bookmark: _Toc120281283]Introduction
The BEST District Procedures Manual has been reviewed and updated by the District Board on THIS DATE. Future updates to this manual must be approved by the District Board.
[bookmark: _Toc120281284]Purpose of the Procedures Manual
The purpose is to establish a single reference document containing pertinent information related to the governance and procedures established by the BEST District of ITE – A Community of Transportation Professionals. The District Board should periodically review the policies and make amendments as necessary to assure that the written policy accurately reflects the current and desired operations of the District.
Unless stated in the Institute of Transportation Engineers (ITE) Constitution, District Charter or District Bylaws, the policies and procedures described herein should be considered as guidelines for officers and committees of the District.
[bookmark: _Toc120281285]Organizational Structure 
ITE is an international, individual-member association. International membership is divided into geographical districts. The boundaries of the District encompass XYZ.
The District exists under the charter granted by ITE dated XYZ. The ITE Constitution can be found at www.ite.org. The District Charter is attached in Appendix A. The District operates under government established by District Bylaws, Article VI, approved by ITE’s International Board of Direction (IBOD) on XYZ. The District Bylaws are attached in Appendix B.
The District has the following chartered sections:
· Section 1
· Chapter if applicable 
· Section 2 …
Section Charters are provided on the District webpage (XYZ).


[bookmark: _Toc120281286]Government 
ITE District government requirements are described in the District Charter and Bylaws. This section provides an overview of the make-up of the District Board, District Board elections or appointment processes, and requirements of the District Board and District Annual meetings. 
[bookmark: _Toc120281287]District Board Definitions
This section describes the District Board makeup and position duties. 
[bookmark: _Toc120281288]District Executive Committee 
The District Executive Committee (EC) is made of the following elected ITE officers: President, Vice President, Secretary-Treasurer, Immediate Past President, and International Director (s).
[bookmark: _Toc120281289]District Board
The District Board consists of the District EC and (insert number#) Section Representatives, one Representative from each Section in the District.
[bookmark: _Toc120281290]Duties of Officers and Appointed Positions
The District EC may appoint chair positions for each District Committee including a District Administrator who is considered and ex-officio member of the EC. Current District Committees include:
· Examples only
· Activities Committee
· Advertising Committee
· Awards Committee
· Career Guidance Committee
· Communications/Public Relations Committee
· Local/Annual Meeting Arrangements Committee
· Membership Committee
· Newsletter Committee/Manager
· Social Media Committee/Manager 
· Student Initiatives Committee
· Technical Committee 
· Training Committee 
· Website Committee/Manager
· Young Professional Committee
The duties of the elected and appointed members of the District Board are summarized in their duty documents included in Appendix C. The roles and responsibilities of each District committee are included in Appendix D.
[bookmark: _Toc120281291]District Board Elections 
[bookmark: _Toc120281292]District Officer Elections 
The process of District officer elections is described in the District Bylaws under Article V. The XYZ position is responsible for administering elections. Election policies and guidelines are provided in Appendix E.
[bookmark: _Toc120281293]Section Representative Elections/Appointments 
Each Section shall conduct its own elections/appointments to determine its Section Representative to serve on the District Board. Each Section President shall provide an official written notification of the election results to the District President by December. The Section Representative will begin his or her term in January along with the District EC.
[bookmark: _Toc120281294]Interaction with ITE Headquarters
The International Director(s) is the primary liaison between the International ITE Headquarters (HQ) and the District related to International and District matters. The International Director(s) represents the District on the IBOD. 
The District President shall notify ITE HQ of the following:  
· Dates of future District meetings
· Names and contact information for new District officers and committee chairs at least two weeks prior to the beginning of the January 1 term
District dues are established by the District Board at the annual meeting (prior to the fall deadline for ITE HQ to distribute dues invoices). The District Secretary-Treasurer is responsible for filling out and returning the dues form to ITE HQ.
District Officers and Committee Chairs responsible for their respective awards, should forward the District award winners to ITE HQ for consideration for International awards.
The District Vice President should complete the District/Section/Chapter (DSC) Survey when distributed by ITE HQ staff.
[bookmark: _Toc120281295]District Board Meetings 
[bookmark: _Toc120281296]Meeting Schedule 
The District Board typically meets (describe frequency, people involved at each meeting (EC, full board, chairs, etc.), name of meetings.
[bookmark: _Toc120281297]Quorum
A quorum (i.e., majority of the District Board) is required to formally approve District matters but not required to disseminate information to District Board members. Actions may be taken through email outside of an official District Board meeting and must be recorded in meeting minutes at the next official District Board meeting.  
[bookmark: _Toc120281298]Annual District Meeting 
The District holds at least one regularly scheduled meeting per year as required in Article VII in the District Bylaws.
[bookmark: _Toc120281299]Meeting Dates
ITE HQ has established a schedule of district annual meetings to try to avoid having overlapping meetings to allow International officers to attend district meetings. The BEST District’s established “window” is XYZ. The annual meeting windows may still overlap, therefore the EC should coordinate with other districts with overlapping windows. 
[bookmark: _Toc120281300]Meeting Schedule
Meetings are typically held over XYZ days (example: Sunday to Wednesday) with the first event occurring example: Sunday evening and the last event occurring example: Wednesday midday. 
[bookmark: _Toc120281301]Meeting Location
Meeting sites are determined XYZ timeframe in advance at the January/Summer/Annual, etc. District Board meeting. XYZ position is responsible for soliciting cities to host future meetings. Details on the District process of selecting meeting locations and the requirements for proposers are provided in the XYZ DOCUMENT (include webpage) (if LAC manual then refer to Appendix F). 
[bookmark: _Toc120281302]Business Meeting
The Business Meeting is typically held on the XYZ day of the meeting at XYZ time. A meeting agenda and supporting packet details such as the proposed budget are provided at the meeting/ahead of the meeting to the membership. 
[bookmark: _Toc120281303]Awards Program
District awards are presented to winners at the Annual Meeting at the following event(s):
· Examples 
· Tuesday Business Lunch (include the names of the awards here) 
· Tuesday Banquet (include the names of the awards here) 
· Wednesday Awards Lunch (include the names of the awards here)
[bookmark: _Toc120281304]Local Arrangement Committee
A Local Arrangements Committee (LAC) manages the meeting site and functions. The LAC Chair should read the LAC Manual prior to making any contact with local hotels or social venues (see Appendix F).


[bookmark: _Toc120281305]Finances 
This section provides an overview of District financial operations.
[bookmark: _Toc120281306]Annual Budget
Annually, the District Secretary-Treasurer will prepare a draft budget for the upcoming District fiscal year. The draft budget will be reviewed, discussed, and revised by the District Board at the District Board Meeting held in conjunction with the District Annual Meeting. The revised draft budget will be presented to the District membership at the annual District Business Meeting, and District members will be allowed to comment, ask questions, and suggest changes on the draft budget at any point until its approval. The budget would be approved by member vote for operations for the upcoming fiscal year.  
[bookmark: _Toc120281307]Budget Detail
A detailed budget should be prepared ahead of each fiscal year for review and certification by the District Board prior to approval by the membership.  
· Each budget line item should be described in detail in the spreadsheet to provide future District officers enough information to understand the purpose, conditions, and limitations of the budget item. 
· The budget should include a supplemental list of “unfunded initiatives” to provide guidance if excess or reallocated funds become available. 
· The budget includes income and expenditures for District operations and for other funding initiatives such as awards, scholarships, and sponsorships. 
· The budget will be coded to track income and expenditures in the accounting platform.
[bookmark: _Toc120281308]Budgeting Policies 
The District has the following overarching budget policies: 
· The District aims to hold in reserves XYZ% of the annual operating budget. 
· Example: The District will transfer XYZ% of annual membership dues received to the XYZ scholarship fund. 
· Example: The District will transfer XYZ% of the revenues of the current Annual Meeting to the next Annual Meeting.
[bookmark: _Toc120281309]Checks and Balances 
The District has the following overarching budget policies: The District Secretary-Treasurer will use the approved Annual Budget to pay expenses. Should an unplanned expense occur, the Secretary-Treasurer will require approval from the District President with notice to the Executive Committee prior to paying the expense.
[bookmark: _Toc120281310]Budget Review Timeline
The District Secretary-Treasurer shall prepare and present an up-to-date Treasurer’s Report at all District Board meetings. The report shall show the beginning and ending bank account balances, income, and expenses for the current budget fiscal year.
[bookmark: _Toc120281311]Annual Dues
The District Board determines annual dues. In order to give adequate time to prepare dues notices in the fall, dues should be determined in August with notification forwarded to ITE HQ by September. Dues are governed by the District Bylaws (Appendix B). A form will be provided by HQ to the District Secretary-Treasurer to complete in August of each year and send back to HQ. 
District dues are collected by ITE HQ and automatically deposited into the District’s checking account roughly following this schedule:
· March Deposit – Dues collected from October 1 through December 31
· 	May Deposit – Dues collected from January 1 through March 31 
· 	August Deposit – Dues collected from April 1 through June 30
· 	November Deposit – Dues Collected from July 1 through September 30
[bookmark: _Toc120281312]Business Address
The District operates with a business address of ____ which is housed with the District Administrator.
[bookmark: _Toc120281313]Insurance Policy
The District shall maintain an insurance policy to cover liability for the elected District Officers and Section Representatives conducting business for the District. The District Administrator is responsible for ensuring renewal and maintenance of the policy. The current policy is with XYZ Company and provides the following coverage:
· Example: Directors & Officers: coverage on wrongful decisions of directors and officers, employment practices and fiduciary liability (roughly $900 to $1300 per year for a Section for $1M coverage)
· 	Example: General Liability: coverage for office premises and events held by the District at any and all locations/venues, and host liquor liability coverage for meetings (roughly $500 per year for a Section for $1M coverage)
[bookmark: _Toc120281314]Tax Status
The District falls under the Internal Revenue Service (IRS) regulations relating to voluntary, not for profit organizations apply. The documentation, renewal, and maintenance of IRS related documents are housed with the District Administrator. The District EC should have accessible:
· EIN number for Tax Exempt Status (501-c-3)
· 	Incorporation Documents in XYZ State/Province 
· 	Specific Tax Filing Guidelines and previous tax returns
The Canadian District was incorporated under the Canada Not for Profit Corporation Act and is exempt from income tax under Section 149 of the Income Tax Act. Financial statements are prepared annually in accordance with Canadian Accounting Standards for Not-for-Profit Organizations (ASNPO). An audit is prepared by an independent practitioner for District Board review and presentation to membership.  The EC should have accessible:
· Incorporation Documents 
· 	Financial Statements Guidelines, contracts and contacts for accounting firm, and previous financial statements
[bookmark: _Toc120281315]Travel Reimbursement Policy
A detailed travel reimbursement policy is provided in Appendix G. In general, the District policy is to reimburse the International Director(s), President, Vice President, Secretary-Treasurer, Past President, and District Administrator for travel costs (e.g., airfare, ground transportation, lodging, and some meals) associated with ITE business. Section Representatives’ travel is intended to be funded at the Section level. Committee Chairs travel policy provides specific guidance to what expenses are provided for chairs. The policies identify the roles responsible for approvals, updates are the responsibility of the EC.
[bookmark: _Toc120281316]Payment Requests
Payments requests for items other than travel reimbursement shall be confirmed with the District President by the Secretary-Treasurer before payment is issued. Secretary-Treasurers should aim for double confirmation on payment requests that are out of the ordinary and for large dollar amounts including verifying the authorization by phone. For payment requests over $XYZ, confirmation of payment shall be received from the District President and a second officer.


[bookmark: _Toc120281317]Communication
The District Communication Plan outlines communication strategy and guidance (Appendix H) to inform the public about ITE and communicate with its members through proactive and coordinated outreach.  District communications are overseen by the Website Manager, Newsletter Editor, Social Media Manager with oversight from the District President and International Director. A communications calendar is also provided in the Communication Plan of typical dates and content shared via website, newsletter, and social media.
[bookmark: _Toc120281318]Website
The District website is XYZ. The Website Manager maintains the website per the duties in Appendix D. The website provides a library of information and includes this Procedures Manual and the supporting appendices. In addition, the website provides information about the District including the ITE organization and structure, brief history, and list of current officers and chairs along with contact information. The District website should provide online easy access to membership applications at www.ite.org. District event and awards information as well as information for students, sponsors/advertisers, and job postings should also be easily accessible. The District also provides resources for Sections and Chapters, housing their charters and providing a webpage for their websites.
[bookmark: _Toc120281319]Newsletter
The District website is XYZ. The Website Manager maintains the website per the duties in Appendix D. The website provides a library of information and includes this Procedures Manual and the supporting appendices. In addition, the website provides information about the District including the ITE organization and structure, brief history, and list of current officers and chairs along with contact information. The District website should provide online easy access to membership applications at www.ite.org. District event and awards information as well as information for students, sponsors/advertisers, and job postings should also be easily accessible. The District also provides resources for Sections and Chapters, housing their charters and providing a webpage for their websites.’
The Newsletter Editor is responsible for overseeing all aspects of publishing the District’s official newsletters. The printed District newsletter is currently a x-page technical and member newsletter published twice a year (Fall and Spring). It generally includes technical articles, announcements, section reports, International Director’s reports, meeting announcements and minutes, positions available advertising, and a professional services directory. In addition, the District distributes an electronic newsletter, typically once a month.
[bookmark: _Toc120281320]Social Media
The District Social Media Manager maintains all District accounts and posts on behalf of the District based on their defined duties and the Communications Plan. The Social Media Manager develops original content per the Social Media Plan and also shares content produced by ITE HQ. The District currently has active accounts following social media platforms:
· LinkedIn (list handle for each)
· Twitter
· Facebook
· Instagram
· TikTok 
· SnapChat
· Etc
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