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Handbook of the Board of Directors 

Twin Cities Chapter of  

The International Society of Certified 

Employee Benefit Specialists 

(ISCEBS) 

 

 

 

This Handbook has been developed for the Board of Directors of the Twin Cities Chapter of 
ISCEBS.   Its purpose is to assist with the administration of Chapter functions and governance, 
ensure thorough, efficient and respectful management of Chapter resources and define officer 
and committee responsibilities to enable the Board to achieve the Chapter’s goals. 

Although written for the Board, any and all information contained in this document is available 
to Chapter and potential members.    
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Twin Cities ISCEBS Chapter Information 

 

Contact Information 

tciscebs@outlook.com 

P.O. Box 2103, Minneapolis MN 55402  

 

Educational  luncheon meetings 

Last Wednesday in January, February, March, April, May, August, September, October 

and November.  The November meeting is scheduled to minimize conflict with the 

Thanksgiving holiday.  There are no meetings in June, July, December and the month in 

which the Chapter Seminar occurs.  

Locations   

Millennium Hotel  

1313 Nicollet Ave, Minneapolis, MN, 55402 (Downtown Minneapolis) 

(612) 332-6000 

or 

Golden Valley Country Club  

7001 Golden Valley Rd, Golden Valley, MN 55427                 

(763) 732-4100 

 

Board of Directors meetings  

Wednesday morning the week prior to the luncheon.  The personal attendance of all 

Board members is requested. Meeting location to be determined by board members 

board members  

For an up -to -date listing refer to the Chapter’s  website www.tciscebs.com 

mailto:tciscebs@outlook.com
http://www.tciscebs.com/
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Preface 
 

 

The Twin Cities Chapter of ISCEBS is one of 50 Chapters of the International Society of 
Certified Employee Benefits.  The relationship of the Chapter to the parent 
organizations is as follows: 

 

I. Certified Employee Benefit Specialist (CEBS) Program  
 

The CEBS designation is an eight-course program covering the entire spectrum of total 
compensation.  Three specialty designations — the Compensation Management 
Specialist (CMS), the Group Benefits Associate (GBA) and the Retirement Plans Associate 
(RPA) — can be earned by completing specific courses in the CEBS curriculum and are 
excellent steppingstones toward earning the CEBS designation.  In the United States, 
CEBS is a joint program of the International Foundation  and the Wharton School of the 
University of Pennsylvania.  In Canada, CEBS is cosponsored with Dalhouse University.  

 
 

II. International Society of Certified Employee Benefit Specialists (ISCEBS)  referred to as 
the “Society” 

 
The Society, located at the International Foundation headquarters, is a nonprofit 
educational organization open to those who have earned the CEBS, CMS, GBA or RPA 
designation or are CEBS students.  It provides continuing education and networking 
opportunities through an online community, educational programs, information 
resources and publications to nearly 4,000 members. 
 

 
III. International Foundation of Employee Benefit Plans (IFEBP) referred to as the 

“International Foundation” 
 

The International Foundation is the world’s largest educational association for those 
who serve employee benefit plans.  As an objective, nonprofit educator, the 
International Foundation offers an information center, books and periodicals, 
educational programs, research surveys, a searchable online database and the CEBS

 

program.  Total membership includes 35,000 individuals representing more than 8,600 
trust funds, corporations, public employee groups and professional advisory firms 
throughout the United States and Canada. Individual and organizational memberships 
are available.  
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I. Twin Cities Chapter of ISCEBS 
 

The Twin Cities Chapter of the ISCEBS (TCISCEBS) or referred to as the “Chapter” offers 
educational programs and other activities for professional development.  Founded in 
1986, the Chapter sponsors monthly luncheon meetings and an annual seminar.  The 
monthly luncheon meetings include an educational speaker or presentation.  The annual 
seminar includes topics about health and welfare, retirement, and professional 
development.  There are also a variety of networking opportunities offered by the 
Chapter.   
 

To be a Twin Cities Chapter member an individual must be enrolled in or a graduate of 

the CEBS program.  CEBS graduates must also be a member of the Society. Non-CEBS 

graduates have the option of being a Chapter only member.  TCISCEBS recognizes 

student membership for those individuals who are actively pursuing the CEBS, CMS, GBA 

or RPA designations.   

 

Goals of the Twin Cities Chapter of the International Society  

1. Provide continuing education opportunities through educational programs 
addressing timely and critical benefit issues at meetings and seminars,  

2. Offer an exchange of information among employee benefits professionals at the 
local level,  

3. Support candidates in their pursuit of the Certified Employee Benefit Specialist 
(CEBS) designation,  

4. Encourage involvement in the International Society of ISCEBS, including Committees 
and Governing Council, and attendance at the annual Symposium  

5. Enhance the visibility of the CEBS designation in the local community, and  
6. Recruit and retain members.  
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II. Board of Directors  
 

Introduction 
 
The Board is responsible for defining Chapter policies and full administrative direction to 
the Chapter in accordance with the objectives and policies of the International Society. 
To ensure the board is effective and can meet those responsibilities, Board Members 
should have previous experience with or chair a Chapter committee. 

 
The Board is comprised of eight members: 

 President 

 Vice President 

 Secretary 

 Treasurer 

 Past President 

 3 Directors-at-Large 
 

For purposes of succession planning, a Board Member will typically transition from an 
at-large director to Secretary to Treasurer to Vice President and then to President.   

 
Board Responsibilities 

 
The Board of Directors is responsible for carrying out the Chapter’s goals through the 
development of policies and procedures.  Board members may: 

 
1. Approve all educational programs including educational luncheons and the 

annual seminar 
2. Determine the cost and location of educational luncheons 
3. Oversee committee work 
4. Ensure the financial viability of the Chapter 
5. Establish and adhere to a budget   
6. Promote Chapter membership and determine dues,  
7. Promote the Chapter within the benefits community 
8. Contract with outside resources for administrative Chapter functions  
9. Maintain a productive relationship with ISCEBS 

 
General Requirements 
 
All Board Members must meet the following criteria: 

 Be a CEBS graduate  

 Be a member of ISCEBS  

 Be a member of the Chapter  
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Further, Board Members must commit to be present at monthly Board meetings.  On an 
exception basis, if a Board Member is unable to personally attend a Board meeting 
there will be a conference call number available.  In particular, the President and 
Secretary need to be present at all Board meetings.  A quorum of 4 Board Members is 
required for a Board meeting. 
 
All Board Members are responsible for succession planning and for training their 
successor in the duties and responsibilities of the office they will assume.  Each Board 
Member shall maintain information as to how to perform their responsibilities, the 
procedures and processes involved in the position and the materials necessary to 
successfully perform the responsibilities of the position.  This may be in a printed binder 
or electronic file that is up to date and available to their successor.  It is recommended 
that the current board member meet with their successor prior to the new Board 
Member’s term of office.  
 
It is desirable that Board Members have participated on a Chapter committee prior to 
Board participation; preferably as a Chairperson.  At the time a member becomes an 
officer of the Board of Directors they should transfer committee responsibilities to 
another committee member to allow the Board Member to focus on board 
responsibilities.  
 
Committee Chairpersons are invited to and encouraged to attend Board of Director 
meetings. 
 
Officers are elected for a term of one year and cannot succeed him or herself in the 
same office.  Following the one year term, the President will serve as a voting member 
of the Board as the Past President.  The President of the Chapter shall not be eligible for 
reelection as an officer of the Chapter for a term commencing less than one (1) year 
after the expiration of his or her term as Past President.  The Directors At-large are 
elected for a three year term. 
 
For the most current and up to date position descriptions, visit the TCISCEBS website, 
email tciscebs@outlook.com or speak with a Board Member to request a copy. 

  

Commented [EG1]: I am concerned about requiring a Board 
Member to have served on a Committee because we frequently 
scramble to get ANYONE to step up to join the Board.  I would 
prefer using the term “should” instead of “need” 

mailto:tciscebs@outlook.com
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III. COMMITTEES  

The Twin Cities Chapter has six formal committees. The following are general guidelines of the 
committees.  Please contact the current Chairperson for more information. 

 

A. Membership Committee  

The Membership Committee is tasked with recruiting new members, contacting 
new designees, responding to member and non-member inquiries, coordinating 
the creation and distribution of membership materials and retaining existing 
members. The Committee should be composed of Chapter members with an eye 
toward increasing Chapter participation and developing future Chapter leaders.  

1. Recruitment and retention The Committee personally contacts new 
designees, responds to inquiries upon request from the event 
coordinator or a Board Member, staffs the membership table, designs 
membership materials in partnership with the PR/Social Media 
Committee and is accountable for the completion of the annual 
Membership Challenge.  As needed, the Committee will be in contact 
with ISCEBS to update materials, member lists and share membership 
expertise.   

Prior to the new membership year, the Committee conducts a 
membership renewal campaign. ISCEBS offers support for the 
membership drive via the Membership Challenge. During the annual 
membership renewal campaign the Committee will:  

a. Explain the benefits of membership to current and prospective 
members 

b. Strive to increase Chapter membership 

c. Recruit new members for the Chapter and for possible Committee 
positions  

d. Update member information and the Chapter contact list 

e. Determine the Chapter’s nonmembers (CEBS graduates and students 
who haven’t renewed or who graduated the previous year without 
joining)  

f. Earn an incentive from the Society if the Chapter meets a pre-
established goal  

 
Membership is by calendar year – January 1 – Dec. 31.  The membership 
drive begins in October to allow prospective and renewing members time 
to enroll and take advantage of a full year of membership benefits. 
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2. How to renew or register for membership  

Membership applications are available from a variety of sources. The most 
efficient way to enroll or renew is to visit the Society’s website 
(www.iscebs.org). In addition application forms can be found on the Chapter 
website, at the membership table that is staffed at monthly luncheons and 
from Committee and Board Members. 

3. Membership information  

The Committee organizes and stores up-to-date membership materials in a 
suitcase designated for that purpose. Membership materials are displayed 
and made available at each luncheon meeting.  The Committee also 
maintains a stock of Chapter gift items to promote the Chapter.  This includes 
low cost, promotional items for trade shows and the annual membership 
challenge and professional gift items to acknowledge attainment of various 
designations. 
 

B. Education Committee 
 

The Education Committee is composed of members from several benefits 
sectors such as insurance, finance, consulting, corporate, etc.  with diverse 
expertise in health care and retirement plans.. This ensures that the programs 
will be well balanced and appeal to the broadest audience. The Committee 
sponsors eight educational meetings a year. Continuing education credit for 
CEBS designation-holders (CPE) and Minnesota Insurance purposes is offered for 
attending each educational session.  Continuing Education credit for other 
professional organizations may also be available. 

 
1. Planning programs 

a. The Committee will strive to plan an entire year with each 
member of the Committee given a date, topic and suggested 
speaker to arrange. The Chairperson shall oversee and coordinate 
this activity.   

b. The Committee may select education topics or contact the Society 
for a listing of topics and speakers.   

c. The Committee shall vary the topics by category (pension, health 
and welfare benefits, compensation, etc.) to ensure participation 
by all members of the benefits community.  

 
2. Engaging speakers  

a. Meetings are educational and not considered sales opportunities. 
To avoid confusion, speakers shall be made aware of that when 
invited to speak.   

Commented [EG2]: I was confused by the reference to CE 
credits and think there needs to be a distinction between internal 
ISCEBS CE and CE offered for Minnesota Insurance CE.  Maybe a 
footnote? 
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b. Speakers may be co-sponsored by other professional groups in 
the Twin Cities.  See the policy for co-sponsorship on the Chapter 
website or in the appendix of the handbook. 

 
3. Educational Luncheon Meeting Logistics  

Event Coordination 

The Event Coordinator (a paid position as contracted by the Chapter) 
shall provide email invitations about the upcoming meeting, coordinate 
registration at the luncheon and make all arrangements for the meal.  All 
concerns about event setup, meal selection and speaker needs should be 
communicated in advance to the Event Coordinator. The meal and 
coordination expenses will be submitted to the Treasurer for payment. It 
is critical that all speaker materials be submitted in advance of the 
meeting in order to gain Continuing Education approval.    

 
When 

Educational luncheon meetings are held from 11:30-1:00 the last 
Wednesday of the month.  There are typically 8 educational meetings a 
year, including January, February, March, April or May, August, 
September, October and November. There will not be a monthly 
luncheon during the month in which the annual spring seminar is held.  

 
Where 

Meetings are held at the Millennium Hotel, 1313 Nicollet Ave, 

Minneapolis, MN, 55402 (Downtown Minneapolis) (612) 332-6000  

or 

Golden Valley Country Club, 7001 Golden Valley Rd, Golden Valley, MN 

55427, (763) 732-4100 

  Cost 
The cost of luncheon attendance varies by membership status and time 
of registration.  Those pre-registering receive  published rates  and those 
paying the day of the meeting pay an additional fee.  Attendees may 
make payment online through PayPal or credit card.  Payment can also be 
made by personal or company check. Fees are subject to change at the 
discretion of the Chapter Board of Directors. 

 
Evaluations  
The Event Coordinator distributes an electronic evaluation to each 
attendee. Responses to the evaluation are tabulated and provided to the 
Board by the Event Coordinator. 

Commented [EG3]: See comment #4 
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Continuing Education and Continuing Professional Education (CPE) 
requirements 
Members may submit individual requests for CPE credits for the 
educational portion of the luncheon. 

 
Many attendees utilize the educational meetings for continuing 
education credits approved by the state.  It is key that all materials are 
submitted for state approval well in advance of the date to insure the 
meeting will offer credits to attendees.  
 
 

C. Annual Seminar Committee 

 

The Twin Cities Chapter of ISCEBS is one of the longest serving and most recognized 

Chapters in the nation.  The members represent benefits professionals from numerous 

corporate, non-profit and government organization from around the area.  The mission 

of the Chapter is to provide a meaningful, educational forum for members and the 

employee benefits community at large.  The Chapter provides the opportunity for 

employee benefits professionals to meet with their colleagues, discuss new 

developments in the field, exchange ideas, and share knowledge in their field of 

expertise.   

To further this mission, each spring a day-long seminar is offered.  The curriculum offers 

a diverse group of recognized speakers addressing important areas in managing benefit 

plans.  The Annual Seminar draws strong attendance from a wide variety of benefits 

professionals.  Approximately half the participants at the 2014 seminar represented 

employer organizations, many of them some of the largest employers in the Twin Cities 

community, and almost three-fourths of these participants had been in the employee 

benefits field in excess of 11 years. 

The Chapter appreciates the support and sponsorship of partner organizations to offer 

the seminar at value-based pricing. 

Following are the sponsorship levels and associated benefits: 

PLATINUM Event Sponsor 
Sponsor Level: $1,000 

Commented [EG4]: I think this will be difficult to keep up to 
date when the Handbook is revised from year to year and the 
message is already delivered in the first paragraph 
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 One of the following events: Breakfast, Keynote Speaker, Lunch, or Afternoon 
Social Event  

 Recognition in the TCISCEBS promotional materials with a circulation to more 
than 1,500 HR professionals 

 Acknowledgement at morning Kick-Off Session 
 Recognition as a Platinum Event Sponsor in the Seminar Materials 
 Information Booth at the Annual Seminar 
 Three Complimentary Seminar Registrations  

GOLD Event Sponsor 
Sponsor Level: $750 

 Sponsor of Mid-Session Snack Break  
 Recognition in the TCISCEBS promotional materials Acknowledgement at 

morning Kick-Off Session 
 Recognition as a Gold Event Sponsor in the Seminar Materials 
 Information Booth at the Annual Seminar 
 Two Complimentary Seminar Registrations  

SILVER event sponsor 
Sponsor Level: $500 

 Recognition in the TCISCEBS promotional materials Acknowledgement at 
morning Kick-Off Session 

 Recognition as a Silver Event Sponsor in the Seminar Materials 
 Information Booth at the Annual Seminar 
 A Complimentary Registration  

  

 
 

D. Public Relations and Social Media (PR) Committee  

 
As with any organization, the Twin Cities’ Chapter of ISCEBS believes it is essential to 
maintain our brand and to maintain a positive image.  The Public Relations and Social Media 
Committee is responsible for maintaining the image of the organization in the community 
by planning for and monitoring public relations and publicity activities. This committee is 
made up of individuals who understand the importance of clear and concise 
communications.  As well as people who understand the goals of the Chapter and its 
committees.    
 
The Public Relations and Social Media Committee operates on a year-round basis.  However, 
the workflow tends to ebb and flow with the communication needs of the Chapter.   
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Committee members are encouraged to review existing Chapter materials, update them, or 
retool them to meet the Chapter’s or committees’ needs.  
 
The Public Relations and Social Media Committee understands that communications and 
social media tools are constantly evolving.  The Committee members share a passion 
researching new communication methods and trying new things, with the end-goal of 
getting information into the hands of the Chapter’s members and the greater benefits 
community.   

 
The committee is responsible for:  

1. Ensuring that communication representing the Chapter is professional, thorough, 
complete, and attractive 

2. Creating or contributing to the Chapter branding and ensuring the Chapter branding 
is consistently adhered to  

3. Updating the content of the Chapter’s website  

4. Providing recognition materials for graduates and those contributing to the Chapter. 
This may include providing materials to acknowledge new designees during 
luncheon meetings, posting graduate names 

5. Assisting all committees and officers with public or member facing combinations for 
the Chapter 

 

E. Audit Committee  

The annual financial audit is performed in February or March following the end of 
the prior fiscal year.  The Audit Committee will include the Treasurer and two 
current Board Members or the Past President. The current Treasurer provides 
support materials, convenes the audit meeting and summarizes the results of the 
audit.  However, the Treasurer does not actively participate in the audit process.  An 
audit report is to be presented to the Board of Directors and at the Annual Meeting.  
Detailed guidelines for conducting an audit are in the appendix or may be obtained 
from the current Treasurer.  

F. Nominating Committee  

Each year, the Nominating Committee is responsible for soliciting nominations and 
presenting a slate of candidates for all officer and Board of Director positions which 
become vacant due to rotation, resignations, etc., for election at the Annual 
Meeting. In keeping with the Bylaws, the Committee consists of three members 
who are appointed by the President, with the approval of the Board of Directors. 
One member is designated Chairperson.  

Not less than ninety (90) days prior to the Annual Meeting, the Committee should 
solicit recommendations of nominees from the members for the offices and for the 
Board of Directors to be filled at the annual election..  

The Committee will investigate the qualifications of each person under 

Commented [EG5]: This is how it is referred to elsewhere in 
the document 
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consideration, such as making sure they have paid their dues and are CEBS 
graduates as applicable. The committee will announce its nominations for the 
offices of President, Vice President, Secretary, Treasurer and members of the Board 
of Directors to the membership not less than forty-five (45) days prior to the Annual 
Meeting. For a November annual meeting, the announcement will be in September.  
 
Additional nominations may be made by any group of not less than three who 
forwarded and personally signed by all on one sheet, to reach the Secretary not less 
than thirty (30) days in advance of the Annual Meeting. A statement from the 
candidate indicating willingness to serve must accompany the nominating petition. 
 
The final list of nominees, if changed from the original announcement, must be sent 
to the membership not less than ten (10) days prior to the Annual Meeting.  
 
Election of officers and members of the Board of Directors should take place at the 
Annual Meeting, which must be held before the end of the year.  The nominee for 
each office receiving the greatest number of votes (whether or not a majority of all 
votes cast) will be declared the successful candidate.  If more than one member 
shall be nominated for any office, written ballots will be cast.  
 
Officers and directors assume the duties of their offices January 1.  
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IV. ISCEBS SUPPORT SERVICES  

A. Annual Dues Collection  

The Society will bill and collect Chapter dues for members as part of its annual dues 
billing process. The Chapter notifies the Society of their annual dues amount no later 
than August 15.  The Society mails annual dues billings in October. The Membership 
Committee Chairperson will receive a membership roster from the International 
Society reflecting the dues status of Chapter members. The Chapter Board members 
will be informed of the membership list by the membership committee chairperson.  
The Treasurer will receive notification of any monies applicable to Chapter dues in 
March. Additional dues collected by the Society after March 1 and applicable to 
Chapter membership will be forwarded as appropriate.  

B. Explanation of Student Types  

1. CEBS graduates  

This category is comprised of individuals who have registered in the 
program and have successfully completed the eight examinations. 
Graduates who are members of the International Society of Certified 
Employee Benefit Specialists are included in the listing.  

2. Active CEBS students  

This category is comprised of individuals who have registered in the CEBS 
program, paid the one-time registration fee which sets up their file at the 
International Foundation and who have had some activity in the past 36 
months.  

3. Inactive CEBS students  

This category is comprised of individuals who have registered in the CEBS 
program, paid the one-time registration fee which sets up their file at the 
International Foundation and who have not had some activity in the past 24-
36 months.  

Data lists of each type of potential member are available from the 
Society.  

 
C. Recognition Items  

Members may order various recognition items from the Society. A recognition item 
order form is available from the Society( www.iscebs.org). Only individuals with a 
Certified Employee Benefit Specialist/ Fellows designation may order items with the 
CEBS/Fellows logo.  

 
D. Chapter Leader Orientation Conference  

Commented [EG6]: I don’t think this statement is necessary 

Commented [EG7]: How do we define “some activity?” 

Commented [EG8]: See #11 



 

Chapter Laptop-Chapter Documents   Page 17 of 24       as of 3/8/16 

The Chapter typically sends one or two Chapter representatives to the annual one-
day leadership conference sponsored by the Society. The conference is designed to 
familiarize Chapter leaders with ISCEBS functions and support services, encourage 
Chapter development and provide a forum for sharing challenges and 
achievements.  The workshop expenses are reimbursable to the selected Chapter 
representatives.   

This conference is traditionally held in the spring at Society headquarters in 
Brookfield, Wisconsin and in the fall during the Annual Symposium.  
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V. REPORTS  

A. Reports for Chapter 

1. The treasurer shall provide appropriate financial reports at the 
monthly Board of Directors meeting, an annual budget and other 
reports as requested. 

2. Reports of committee expenses shall also be submitted on an 
annual basis. 

B. Reports/Information for the International Society  

Required information (i.e., documents, reports, minutes, etc.) shall be submitted to 
the International Society in the manner prescribed. Presently, the following 
information must be submitted to the International Society:  

1. Chapter Articles of Incorporation and Bylaws  

The original copy of the final Articles of Incorporation and Bylaws are filed 
with the Society. The official notification and date of incorporation 
accompanied these documents.  

2. Annual authorization for inclusion in U.S. group tax exemption  

 
3. Annual listing of officers, Board members, and Committee Chairs  

Submit to the ISCEBS as soon as officers and Board Members are elected 
and chairpersons are appointed, preferably no later than January 1.  

4. Minutes of the Board of Directors meetings  
A copy of the minutes from all Board of Directors meetings must be 
filed with the International Society no less frequently than once a year.  

 
5. Educational programs  

According to the Bylaws, Chapters are required to hold a minimum of three 
educational programs of value to graduates each year. A copy of each 
educational program announcement or other written notification must be 
submitted to the International Society.  

6. Group tax exemption—annual reporting  

The International Society has secured a 501(c) (3) group tax exemption for its 
U.S. chapters. The group exemption has eliminated the need for each 
individual chapter to file its own tax exemption application with the IRS.  
 
In order to maintain a group exemption, the Society is required to file an 
annual report.  
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The following items must be forwarded to Society headquarters no later than 
September 1 of each year:  

1) Authorization by the Chapter to be included in the group 
exemption  

2) Certification that the Chapter has made no changes in the 
mandatory provisions of the Chapter Bylaws and that the Chapter 
is not a private foundation as defined in Section 509(a) of the 
Code  

3) Statement of the need to file Form 990 (If the chapter has gross 
receipts exceeding $50,000, it is the chapter treasurer’s 
responsibility to file it).  

4)  A copy of the current year tax filing. 

 
C. Evaluation reports for Chapter luncheon meetings  

The Event Coordinator will provide responses from participant 
evaluations following the educational luncheons.  The evaluations 
include attendee demographics, employer demographics, financial 
information, attendee responses regarding the value of luncheon 
speakers, topic, facilities and staff, food, individual comments, 
interest in volunteer opportunities and several other pieces of 
information of value to the board.  The reports are utilized to 
evaluate the quality, timeliness, and interest in topics, Chapter 
involvement, and satisfaction with the educational luncheons. 

  

Commented [EG9]: This is weird.  We don’t need to provide 
anything else to the Society in this kind of time frame.   
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D. Chart of Reports/Information to Be Filed With the Society  
 

    

INITIAL REPORTS  Official Chapter 
Bylaws/Articles of 
Incorporation    

Employer Identification 
Number 

    

Upon incorporation   

ANNUAL REPORTS  Roster of Chapter Officers 
  

 

Updates of member 
information   

 

Notification of Chapter dues 

 

Form 990 (When Chapter’s 
gross receipts are over 
$50,000) 

 

Annual Authorization for 
Inclusion in Group Tax 
Exemption   

 

Notification of No Change in 
Chapter Active Status 

Prior to January 1 

 

At conclusion of membership 
challenge and ongoing as 
changes occur  

 

By October 15   

 

By September 1  

 

 

 

By September 1  

 

 

 

By September 28  

PERIODIC REPORTS Minutes of the Board of 
Directors  

 

List of educational programs 

After meetings/annually 

MISCELLANEOUS REPORTS   Amendments to Bylaws 
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VI. GUIDELINES, GENERAL POLICIES AND BYLAWS  

Following are the policies that govern the operation of the International Society as a 
nonprofit educational association organized in the United States under the provisions of 
Section 501(c)(3) of the Internal Revenue Code of 1986, as amended. These policies and 
procedures must be followed by the Twin Cities Chapter of the Society so as not to jeopar-
dize the tax-exempt status of the International Society or the group tax exemption of its 
affiliated chapters. Failure to comply with these policies would result in the loss of Chapter 
affiliation with the International Society.   

The Chapter has two types of members: CEBS graduates (who must also be ISCEBS 
members) and CEBS students who have not yet earned the CEBS designation (who do not 
have to be ISCEBS members).  Student members and GBA, RPA, CMS designees are strongly 
encouraged to join the Society. However, the Chapter does invite nonmembers to attend 
educational meetings.  

The Society encourages CEBS student involvement in Chapter activities. The Chapter has 
student members who may attend meetings at reduced rates but may not vote or hold 
elected office. In order for a student to be eligible to join a local Chapter, they must be 
considered an active student. To be an active student, he or she must be registered in the 
CEBS program. If they registered and did nothing within the last two years, they are 
considered active students. If they registered over two years ago, they must have shown 
some “activity” within the last two years to be considered current. “Activity” includes  
ordering books or registering for an exam. Being eligible to be a student member has 
nothing to do with how many exams someone has passed. An individual who has taken an 
exam within the last two years and failed, is still considered an active student. Those who 
hold the RPA, GBA or CMS designations or have passed a CEBS exam may join the Society as 
nonvoting participants and are considered students at the local level.  

 
A. Educational Meetings  

 In accordance with the mandatory provision of the Chapter Bylaws, the Chapter is 
required to hold at least three meetings each year of educational value to graduate 
members.  

B. Membership Dues  

The Board of Directors of the Twin Cities chapter determines Chapter dues. 
Graduate and student members’ local dues will be billed and collected through the 
annual dues billing of the International Society. 

Dues collected by the International Society shall be remitted to the Chapter in a 
timely manner. Invoices are sent to all current members of the Chapter in the fall.  
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C. Fiscal Year  

The fiscal year of the Chapter shall end on December 31 unless the Board of 
Directors of the Chapter approves another date.  

D. Annual Budget  

Chapter monies may not be expended unless authorized through approval of an 
annual budget or by a vote of the Board of Directors of the Chapter. In addition, the 
Board of Directors cannot approve any expenditure that results in the personal gain 
of an officer or Board Member. Board Members, officers or Committee persons will 
be reimbursed for any necessary, reasonable expenses of performing their duties 
with the prior approval of the Board.  

 
E. Election Procedures/Board of Directors  

The Chapter shall have the right to determine election procedures for its Board of 
Directors as long as such procedure is in harmony with the purposes as set forth in 
the Chapter’s Articles of Incorporation and Bylaws. Officers of the Chapter shall not 
succeed themselves in the same office. The President of the Chapter shall not be 
eligible for reelection as an officer of the Chapter for a term commencing less than 
one year after the expiration of his or her term as Chapter President. Board 
Members at large will serve a term of three (3) years except the first year of the 
Chapter’s existence and where they are filling an unexpired term. Any person who 
has been elected a member of the Board of Directors shall not be eligible for reelec-
tion as a Board Member for a term commencing less than one year after the 
expiration of their term as elected member of the Board, except when the election 
of such member was made to fill a term of one year or less, in which case such 
member shall be immediately eligible for reelection.  

F. Articles of Incorporation/Bylaws Changes  

1. Mandatory provisions  

The Chapter includes in their Bylaws all of the mandatory provisions as 
designated in the model chapter bylaws.  

2. Changes  

No change in the Articles of Incorporation and Bylaws of the Chapter shall 
be effective until approved by the Board of Directors of the International 
Society. 

 
3. Amendment  

The Articles of Incorporation and Bylaws of the Chapter may be amended 
in the following manner:  

a. A proposed amendment to the Bylaws of the local Chapter 
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must receive the approval of two-thirds of the membership 
of the Board of Directors of the Chapter.  

b. The proposed amendment then must be submitted to the 
Society for conditional approval.  

c. Upon such approval, a copy of the proposed amendment 
shall be distributed to the Chapter membership with notice 
of the date and manner of voting on such amendment.  

d. The proposed amendment shall be deemed approved by the 
membership only in the event at least two-thirds of the total 
number of votes cast shall be in the affirmative.  

The approved amendment is then resubmitted to the Society and will become 
effective upon written approval from the Society.  

 
G. Annual Meeting of the Membership  

An annual meeting of the membership is required of the Chapter to review all 
committee activities, the Chapter’s financial position and to vote on the officers for 
the upcoming year. The President presides over the meeting in November and all 
Committees must submit an annual report to the Secretary prior to the meeting  

The agenda for the annual meeting is typically:  

1. Call to order  

2. Reading of the minutes from prior Annual Meeting 

3. President’s report including a summary of the business transacted by the Board 
of Directors since the last annual meeting  

4. Report of the Secretary  

5. Reports of the Treasurer including the budget for the upcoming year  

6. Ratification of the acts of the Board of Directors  

7. Reports of the standing and special committees  

8. New business  

9. Election of new officers and directors  

10. Presentation of resolutions  

11. Adjournment  

 
Other meetings of the membership may be necessary and should be called by the 
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president or the Board of Directors in the prescribed manner.  
 

H. Prohibited Activities  

Activities of the Chapter and Chapter officers and other board members, acting as 
such, which are prohibited by the International Society’s bylaws because of their 
status as a 501(c)(3) organization include:  

1. Conducting any sort of job placement  

2. Participating in any political activity directly or indirectly  

3. Attempting to influence legislation  

4. Contributing, supporting or assisting any political party or candidate.  

In addition, the International Society, as a matter of policy, prohibits its members 
from the following:  

1. Expressing opinions that might be construed as an official position of the 
International Society or the local chapter  

2. Using the International Society or local Chapter for personal, tangible 
(monetary) gain.  

 


