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OPERATIONS MANUAL

INTRODUCTION

The development of an operations manual specifically designed for use by the Houston Chapter of the Society of Independent Professional Earth Scientists (“SIPES”) was undertaken to maintain consistency of the Chapter’s operation with the Constitution and By-Laws1 of the national office of SIPES (“National”) and to provide documentation to guide various processes.

This manual is for reference purposes only. The By-Laws of the Houston Chapter are contained in Appendix C to this manual. This manual may be updated from time to time to reflect changes in the Chapter’s operating practices. This manual may also be placed on the Chapter’s web site for access by all members of the Chapter Board.

This manual includes a detailed description of the duties of each member of the Chapter Board and the processes by which those duties can be fulfilled. In addition, the manual describes Chapter membership requirements and classifications, Chapter liability considerations, and Chapter financial policy.

Appendix G presents a calendar of events related to activities of the Chapter. This calendar is intended to assist the Chapter Board in planning and meeting its goals and responsibilities. 

BACKGROUND

The Chapter Operations Manual is intended to help maintain consistency between Board duties and responsibilities and the National SIPES Constitution and By-Laws. 

The main body of the “SIPES Chapter Operations Manual” published by the SIPES National organization is presented in Appendix A. This manual is intended to serve as a guide for each chapter rather than to provide rigid rules. The National organization of SIPES realizes that each chapter “may want to develop its own guidelines that relate more closely to how an individual chapter conducts its business.” However, the manual makes clear the need for all chapters to operate in a manner consistent with the National SIPES Constitution and By-Laws. Appendix B includes Article 7 of the SIPES Constitution and By-Laws; Article 7 presents the National SIPES organization’s absolute requirements concerning chapter operation.  

The information and recommendations presented in this Houston Chapter Operations Manual are based on the guidelines from the SIPES National manual (Appendix A).  The Chapter Board may modify them, as long as any modifications are within the scope of the SIPES By-Laws.  In fact, the method specified in Sections 7.1.1.1 and 7.1.1.3 for sustaining the application of the By-Laws from year-to-year allows for updates.

CHAPTER HISTORY 2

The Society of Independent Professional Earth Scientists (SIPES) was founded as the result of the vision of Carleton D. Speed, Jr., an independent geologist in Houston, Texas.

In the late 1930’s, Speed recognized that independent earth scientists faced problems that did not concern earth scientists who were affiliated with a business in which they had no ownership. He also recognized that unqualified persons, and sometimes unethical ones, were attracting investors into petroleum mining ventures in a manner that often reflected unfavorably on the activities of legitimate independents. Speed’s response to these professional and ethical problems was to form a society of qualified, ethical, independent earth scientists.

The founding of the organization Speed envisioned was delayed by a number of his fellow scientists who opposed his idea on the grounds that there were already in existence one or more established national societies in every branch of the earth sciences. To add another, critics said, would serve no useful purpose and would, in fact, encroach on the programs of these established organizations.

With the advent of World War II, Speed went to Washington as Chief of Exploration in the Production Division of the Petroleum Administration for War. After the war he returned to Texas and to his career as an independent geologist. In the post-war period the number of independent earth scientists increased rapidly, a situation that moved Speed to a renewal of his efforts to organize a society for the independents after his fellow scientists acknowledged that such an organization would not interfere with any of those in existence.

His successful second effort resulted in the formation of the Society of Independent Professional Earth Scientists as a non-profit organization, incorporated in the state of Texas by a Charter granted on February 27, 1963. The second Constitution drafted provided for the establishment of local chapters.  

The first chapter, the Houston Chapter, was formed on June 2, 1964. The first chapter elected as its required officers:


Chairman:
James O. Lewis


Vice-Chairman:
Sidney A. Parkins


Secretary-Treasurer:
Ivan J. Fenn

Speed’s vision of a society having very high professional standards provides motivation for the development of an Operations Manual for the Houston Chapter. All members of SIPES have an obligation to fulfill Speed’s vision.

SECTION 1. ORGANIZATION AND CHAPTER NAMES

1.1
Chapter Name

The name of this chapter shall be the Houston Chapter (“the Chapter”) of the Society of Independent Professional Earth Scientists. Each Chapter operates under the authority of the national organization, named the “Society of Independent Professional Earth Scientists” (“National”). The Chapter and National are entities incorporated under the Texas Non-Profit Corporation Act.
1.2
Trademarks

The name “Society of Independent Professional Earth Scientists” and the seals and logos used in connection therewith are the trademarks of National. The use of these trademarks by the Houston Chapter is governed by the Trademark License Agreement executed by the Chapter and National.

SECTION 2.  MISSION AND PURPOSE

The mission of the Chapter is to provide members with a means of realizing their potential as successful independent earth scientists through highly ethical and professional business practices and the application and knowledge of existing and advancing technology.

The purpose of the Chapter is to achieve its mission by providing benefits and services that complement those provided by National.

Benefits and services provided by the Chapter are as follows:

1.
Opportunities for members to meet in an atmosphere that promotes camaraderie and the establishment of networks by (a) exchanging their professional experiences and (b) discussing their professional capabilities, activities, and plans. These opportunities are provided at the following meetings:

a.
Monthly Luncheon Meetings, which include a technical presentation.

b.
A Fall Social, which is a seated dinner in conjunction with an entertaining speaker.

2.
A monthly Chapter Newsletter.

3.
At least one Continuing Education Seminar each year, which concerns a business or technical topic that is pertinent to independent earth scientists. 

4.
A Deal Buyers List developed by the Chapter and associated confidentiality agreements.

5.
Reports on developing government policies and actions that potentially affect the future business opportunities and strategies of Chapter members.

The above benefits and services complement the following provided by National:

1.
Strongest certification among professional societies.

2.
Professional Enterprise Management

a.
Active Company Buyer’s List

b.
SIPES Referral System - A computerized referral system, which matches consulting members with individuals or companies requiring services of qualified earth scientists.

3.
Publishes photo/biographical directory of members which is sent to law firms, government agencies, state and federal legislators, financial institutions, industrial establishments in U.S. and abroad.

4.
Continuing Education

a.
Monthly technical programs 

b.
Seminars

c.
SIPES Foundation video film library

d.
SIPES Foundation publication: “The Business of Being a Petroleum Independent - A Road Map for the Self-Employed.”

e.
“A Manual for Independents”

5.
National Convention annually, field trips

6.
Publishes a quarterly newsletter

7.
Opportunity for charitable gifting to SIPES Foundation, which awards scholarships to geoscience students and sponsors educational seminars, and gifting to the Cornerstone Group to strengthen SIPES finances.

8. Provides legislative and governmental agency responses to lawmaking and rulemaking, and sends out alerts through the Instant Response Committee. As a cooperating member of the Independent Petroleum Association of America (IPAA), SIPES benefits by IPAA’s direct contact with congressmen, the White House, and governmental agencies in Washington concerning issues affecting the oil and gas industry.

9.
Professional contracts

a.
Confidentiality agreement

b.
Consulting contract (in progress)

10.
Texas electric log release form.

11.
Camaraderie and networking.

SECTION 3. CHAPTER MEMBERSHIP

3.1
Membership Classes

There are two primary National membership classes:  Full Member and Limited Member

3.1.1
Full Member

A Full Member must have a degree in science or engineering leading to career in earth sciences; 12 years experience (including credit for college degrees); and be independent (e.g. self employed or a full partner or owner of business).

Subcategories of Full Members include Charter Members, Founding Members, Regular Members, Honorary Members, and Senior Members. Emphasis in this document is placed on Regular Membership, which is more common among the Chapter membership.  Please refer to the National Constitution and Bylaws for definitions of these Full Member types.  

A Regular Member may hold a National office, hold any position within the Chapter Executive Committee (Section 6.1), and vote on National issues and in Chapter Meetings.  Being a member of the Executive Committee allows a Regular member to vote in meetings of the Chapter Board (Section 6.7).  Being a member of the Nominations and Elections Committee allows such a member to vote in meetings of that committee.  A Regular Member may also use the National seal.

3.1.2
Limited Member

Limited Member includes the sub-categories of Employed Member, Junior Member, and Affiliated Member.

Employed Members shall be those persons who have met all qualifications of a Regular Member except for the requirement of independence as defined in Section 3.2 below.  An Employed Member shall not be eligible to vote, hold a National office, serve as Chairman of a local chapter, or use the National seal.

Junior Members shall be those persons admitted to National who have met all qualifications of a Regular Member except for the required professional experience.  Junior Members shall not be eligible to vote, hold a National office, or serve as Chairman of a local chapter.  In addition, Junior Members shall not be issued the National seal.

Affiliated Membership is not recognized in the By-laws of National and is exclusively a chapter membership category. Affiliated members should be only those who do not qualify under any of the above categories. Existing affiliated members who would qualify under the new Limited (Employed) Member class may be grandfathered in the chapter, but should be encouraged to upgrade to Employed Member status. New persons applying for affiliated membership who would qualify as Limited Members should NOT be accepted as affiliated members

3.2
Qualifications for Full Membership 

All applicants for Regular Membership must meet the National membership qualifications specified in the National Constitution and Bylaws.

Applicants are subject to approval by the National Board of Directors and the Chapter.

An applicant may not be admitted if he/she has been expelled from National membership or from membership in any other Chapter.

All applicants must complete and submit a written application, pay applicable dues to both National and the Chapter, and agree to abide by the National Constitution and Bylaws and Chapter operations guidelines and rules.

The National Constitution and Bylaws require that an applicant be classified as an “independent” or that he/she be on the faculty of a college or university of recognized standing and have a minimum of twelve years professional experience in the earth sciences. Four years of this requirement shall be deemed fulfilled by a Bachelor’s degree, six years by a Master’s degree, and eight years by a Doctor’s degree, provided said degrees have been granted by an accredited institution of standing approved by the National Board. The remainder of this requirement shall represent full time professional experience in one of the earth sciences. This experience may be in industry, in government, or on the faculty of a college or university of approved standing.

In order for an applicant to be classified as “independent” he/she must be self-employed with freedom of choice of clients and freedom of choice of associates. A full member of a partnership, or a person practicing as independent in corporate form, shall be deemed eligible, provided he/she is otherwise qualified.

An applicant operating in a company must have sufficient control to have a vote on all company business activities. Sufficient control shall be deemed if the applicant is listed as a principal of the company and the company represents his/her primary place of employment.

An applicant operating in a partnership must be a full partner with as much authority as any other partner. An applicant may qualify for membership if under contract as a consultant.

3.3
Affiliates

The Chapter Affiliate category was approved by the National Board in 1996 as a means of enhancing and expanding activities of local chapters by establishing relationships with persons not currently qualified to be SIPES members.

Incentives for this category include:

· The expansion of networking opportunities between SIPES members and persons who do not yet qualify for SIPES membership.

· Strengthens recruiting of regular members by establishing an early relationship with candidates not now qualified, but who may become so in the future

The complete set of guidelines for the Chapter Affiliates approved by National is provided in Appendix E.  Selected guidelines are as follows:

· Chapter Affiliate does not imply membership in SIPES nor does it confer the rights and privileges of full SIPES membership.

· Affiliates may be charged fees that are equal to or higher than regular chapter dues.

· They do not pay National dues or fees.

· Affiliates shall not hold Chapter or National offices nor vote on any National or Chapter matters.

· Affiliates may serve on Chapter committees, but not as committee chairman.

· The Chapter Affiliate designation shall be restricted to persons (a) associated with an enterprise that is actively engaged in application of earth sciences or a student studying earth science and, (b) of good reputation.

If an applicant qualifies as an Employed Member, then that person should not be accepted as an Affiliate.  The approval/disapproval of applicants for the Chapter Affiliate category is to be provided by the Chapter Board.

3.4
Dual Membership and Transfer of Membership

“Membership in local chapters shall be restricted to National members living in the general vicinity designated in the letter of application. (National Constitution and Bylaws ARTICLE 7.  CHAPTERS.  Section 2.  Membership.)  

Individual membership in one local Chapter may be transferred to another chapter, subject to the rules of both chapters and National.

3.5
Resignation

Any member may resign at any time, but such resignation shall not become effective until accepted by the Chapter and shall not relieve the resigning individual from the payment of dues for the expired portion of the current fiscal year or give any right to rebate for dues paid or any right to prorated share or any other share of the assets of the Chapter. All resignations shall be in writing. 

3.6
Expulsion

Any Chapter member may report to the Executive Committee an allegation of another Chapter member’s action that (1) might be construed as conduct contrary to the best interest of National or the earth science professions or (2) may have been a violation of the National Constitution and Bylaws or Code of Ethics.  If the Executive Committee determines by a 2/3 majority vote that the allegation deserves further consideration, it will notify the Chapter’s National Directors of the allegation.
3.7
Nonpayment of Dues

Membership in the Chapter is evidenced by the payment of dues. Membership in the Chapter will be terminated if payment of local dues has not been received by the Chapter Treasurer before the end of two months subsequent to the close of the dues billing cycle (end of fiscal year), provided that proper notice of the delinquency was provided to the member’s last known address at least 30 days prior to termination. A member who has been removed from membership under this section may be readmitted by a vote of the Chapter Executive Committee.

3.8
Report of Chapter Membership.

The Chapter may furnish National annually, or upon request, a list containing the names, addresses, telephone numbers, and membership type of all members of the Chapter.

SECTION 4. LIMITATIONS OF LIABILITY

4.1 Chapter Liability

The Chapter shall be fully and solely responsible for its own legal and financial affairs, and shall hold harmless National officers, directors, or employees, by reason of their affiliation, from any lawsuits, damages, other expenses or liabilities arising out of the activities of the Chapter.

4.2 National Liability

The Chapter shall not be responsible or liable for any lawsuits, damages, other expenses, or liabilities arising out of the activities of National.

4.3
Indemnification of Officers 

The Chapter shall indemnify, limited to the assets of the Chapter, every present and past member of the Board (Executive Committee member, Director, or Committee Chairman) against all losses, costs, and expenses, including counsel fees reasonably incurred in connection with any action, suit, or proceeding to which that member may be made a party by reason of having been a Chapter Board member, except as to matters to which that member shall be adjudged in such action, suit, or proceeding to be liable for gross negligence or willful misconduct or breach of fiduciary duty.

4.3.1 
Directors & Officers Liability Insurance
The chapter shall maintain a Directors & Officers Liability Insurance Policy.  The amount of coverage shall be reviewed annually by the Board of Directors in the month prior to the policy expiration date.  Coverage shall be sufficient to satisfy Section 4.3.
4.4
Incorporation

The Chapter completed the process of incorporating as a Texas Non-Profit Corporation in 2006.  The IRS granted a 501©(6) tax exempt status to the Chapter in 2007.

4.5
National Authority

In any dispute involving interpretation of National Constitution and Bylaws or National policy, National is the final authority.

SECTION 5. FINANCES

5.1
Fiscal Year.

The calendar year shall be the fiscal year for the Chapter.

5.2
Chapter Dues.

Chapter dues will be established by the Chapter Executive Committee. Chapter members will be billed by the Chapter on a periodic basis established by the Executive Committee.   Affiliates or member classes other than Regular Member may be billed at a higher rate than Regular Members. Senior Members may be billed at a lower rate.

At present, members of all classifications, as well as Affiliates, are billed for the coming year, beginning in the month of November, at the rate of $25 per year for dues that are received on or before March 1.

Members are billed at the rate of $30 per year for payments received after March 1 but on or before June 1.

Members are billed at the rate of $35 per year for payments received after June 1 and on or before September 1.

Members are billed at the rate of $40 per year for payments received after September 1.

Please see Section 3.7 for treatment of delinquency.

5.3
Assessments.

There shall be no assessments imposed on Chapter members except as approved by a 2/3 vote of the Executive Committee followed by a majority vote of the membership, and the final approval of the National SIPES Board of Directors.

5.4
Books of Account

The Chapter may use the services of an accounting firm to prepare annual financial statements and tax returns. The Treasurer shall be responsible for coordinating the Chapters financial records with the accounting firm.  

5.5
Taxes

The Chapter obtained an Employer Identification Number in 2005.  The EIN is 

90-0238610. The Chapter has filed annual tax returns beginning with the 2004 tax year.

SECTION 6. ORGANIZATION STRUCTURE

Note: Procedures for Sections 6.1-6.6 below are provided in Sections 7.1-7.6, respectively. 
6.1
Executive Committee (Appendix B: SIPES Bylaws ARTICLE 7.  CHAPTERS.  Section 3.)

The affairs of the Chapter shall be conducted by an Executive Committee that is comprised of the officers of the Chapter and the immediate past Chairman.  The Chapter officers are identified by the National Constitution and Bylaws (Appendix B) in the following manner:

“Chapters shall have a Chairman, Vice Chairman, Secretary, and Treasurer.”

The title Vice Chairman will be referred to as “Chairman-Elect” hereafter in this manual.  All responsibilities associated with the title Vice Chairman will be carried out by the Chairman-Elect.

The Chapter uses the title “Chairman-Elect” because this position is obtained through an election in which the Chapter membership is aware that the person holding this title will automatically succeed to the position of Chairman. The title itself provides a reminder to Chapter members that the position of Chairman is achieved through automatic succession. Automatic succession of the Chairman-Elect to Chairman has advantages:   1) it gives the Chairman-Elect a year to prepare for the position of Chairman, 2) it ensures that the person is available for this time period, and 3) it ensures that the incoming Chairman is aware of ongoing critical issues and existing administration policies.

Only the Chairman, Chairman-Elect, Secretary, Treasurer, and Past Chairman shall have the right to vote in meetings held by the Executive Committee.

Committee Chairmen, National Directors, and any other key individuals who may contribute to the Chapter program may attend and participate in Executive Committee meetings at the discretion of the Chairman. 

6.2
Nominations and Elections Committee

The function of the committee is as follows:

1.
To nominate a slate of officers for the coming year.

2.
To nominate a slate of directors for each three year term.

3.
To advise the Chairman with respect to the proceedings of all elections.

The members of the Nominations and Elections Committee are selected by the Past Chairman, as recommended by the National Chapter Operations Manual (Appendix A).

Traditionally, this committee consists of the immediate Past Chairman, Chairman, Chairman-Elect, and one other Regular Member, preferably a person who is a previous Past Chairman. When one of these designated members is unable to participate in the meeting held to select nominees, it is preferable for the replacement to be a previous Past Chairman.  

6.3
Standing Committees

The National SIPES Chapter Operations Manual states that “The Chapter shall have a Membership Committee, which may be formed by the Executive Committee, and may establish such other committees, as it deems proper”.

A “standing committee” is considered to be a committee whose service is required for the ongoing operation of the Chapter. The Chairman of a particular standing committee reports to a member of the Executive Committee.

This type of committee is created or dissolved as is deemed appropriate by the Executive Committee.

The Chairman appoints standing committee chairpersons, unless otherwise stated, such as in the case of the Nominations and Elections Committee. The Chairman also designates the member of the Executive Committee to whom the Chairman of the Committee reports.

The Chapter’s standing committees are listed under Section 7.3 in the Table of Contents.  The duties and responsibilities of the chairman of each committee are provided in Section 7.3.

6.4
Ad Hoc Committees

An “Ad Hoc” committee is one that is considered to be temporary or one that is being applied on a trial basis.

The creation or dissolution of an ad hoc committee is dependent upon its need - as determined by the Executive Committee.

The Chairman appoints ad hoc committee chairpersons. The Chairman also designates the member of the Executive Committee to whom the Chairman of the Committee reports.

6.5
National Directors from the Chapter (National Constitution and Bylaws ARTICLE 4.  DIRECTORS AND OFFICERS  Section 1(a))

“Each Chapter of at least twenty (20) members shall elect from its members, who have met the requirements of Full Membership of the Society, one Director to serve a three-year term on the Board”. Any Chapter of more than one hundred twenty-five (125) Members shall be entitled to elect two Directors, and any Chapter of more than three hundred (300) Members shall be entitled to elect three Directors. Each Chapter shall elect its Director by secret ballot.”  (See sections 8.2 and 8.3). 

6.6
Chapter Office Manager 
The Chapter may choose to employ under contract an Office Manager who reports to the Chairman and performs duties assigned by the Chairman.

For more than two decades the Chapter has employed an Office Manager who has played an important role in the administration of the Chapter.  The current duties of the Office Manager are described in Section 7.6
6.7
Chapter Board

The Chapter Board (“Board”) consists of the Executive Committee members, the standing committee chairpersons, the ad hoc committee chairpersons, and the Directors representing the Chapter.

SECTION 7.  DUTIES AND ADVICE FOR ORGANIZATION POSITIONS

7.1
Executive Committee

7.1.1
Officers 

7.1.1.1 Chairman

The duties of the Chairman are as follows:

1.
Preside at all Chapter Luncheon Meetings, Board Meetings, and Executive Committee Meetings.

2.
Prepare agendas for meetings at which the Chairman presides and distribute those agendas to Board Members prior to such meetings.

3.
Draft a “Plan for the Year” in consultation with the Past Chairman and the Executive Committee.

Preparation of the Plan should consider such questions as:  What goals are desired?  What strategy should be applied in achieving these goals?  What resources and budget are required to achieve these goals? Should dues be increased and/or should a withdrawal from savings be made?  How many programs are desired?  What type of programs – entertainment, technical, public relations, or political programs?  Should spouses be invited?  Should guests be invited?   

4.
Direct and coordinate the various officers, committees, and other activities in order that the objectives of the “Plan for the Year” may be accomplished.

5.
Obtain the signature authority to act as a backup to the Treasurer in depositing and withdrawing Chapter financial assets residing with financial institutions.

6.
Hand out SIPES seals and certificates to new members.

This task is delegated to the Membership Chairman. The seals and certificates for each new member are normally sent by the National office to the Chapter Office Manager or Chapter Chairman.

7.
Provide advice for and approval of the programs of the Chapter Luncheon Meetings. 

Luncheon Meetings with strong programs are the key to a strong chapter. A mix of the business, political, and technical sides of our businesses is usually best. The program should fill a need for Independents. Approval of the programs for the Chapter Luncheon Meetings is the responsibility of the Chairman, who seeks recommendations from the Program Chairman, as well as the Executive Committee. The detailed planning of the programs is the responsibility of the Program Chairman.

8.
Meet with Chapter Chairmen from other Chapters to discuss problems and solutions, and to offer and seek advice.

Chapter Chairmen Meetings are held at the National SIPES Annual Meeting and occasionally at a quarterly SIPES Board of Directors Meeting.

9.
Supervise the preparation of a “Chapter Award Plaque” for the immediate Past

Chairman with the following inscription:

Name

Chairman (Year)

__________ Chapter

Note:  The order for this award is placed with the Executive Director of the National office.

10.
Present the above plaque to the Past Chairman at one of the Chapter Luncheon meetings.

11.
Prepare a Chapter Annual Report at the end of the calendar year.  The Annual Report can be either a written report or an oral report presented at the December Chapter Luncheon meeting.  If a written report is prepared, it should filed by the Office Manager.

The Chairman has the option to request, from any or all members of the Executive Committee, activity summaries that may be helpful in preparing the Report.

7.1.1.2 Chairman-Elect

The primary duties of the Chairman-Elect are as follows:

1.
Prepare for the subsequent term as Chairman.

Performing the following duties contributes to the accomplishment of this task.

2.
In the absence of the Chairman, preside at meetings such as the Chapter Board Meeting and the Chapter Luncheon Meeting.

In carrying out this task the Chairman-Elect gains experience in (a) interacting with the Executive Committee and Committee Chairmen and (b) conducting meetings in an efficient and productive manner.

3.
Plan and host the Fall Social (“Social”).

Please see Section 8.1.2.1 for a detailed description of these tasks.
4.
At the end of the year, transmit the file containing records of previous Socials to the incoming Chairman-Elect. The records include (1) the location, (2) the attendance fee of the Social, (3) the dinner menu, and (4) the number of attendees. 
5.
Act as a special advisor to the Chairman and be available for local Chapter public presentations and other SIPES business issues that do not fall within the designated duties of other members of the Executive Committee.

6.
Provide advice to the Chairman of the Continuing Education Committee regarding the development of the Continuing Education Seminar.

Final approval of the Seminar is granted by the Executive Committee. The Chairman-Elect acts primarily as an advisor in this case.

7.
Appoint committees and their chairmen for the coming year.

After the Nominations Committee has nominated a slate of officers for the coming year (typically in the month of October), the appointment of committee chairmen for the coming year should be completed early enough to permit the slate of committee chairmen to be posted in the January issue of the Chapter Newsletter.

8.
At the end of the calendar year and upon the request of the Chairman, provide the Chairman a summary of the Chairman-Elect’s activities during the calendar year as a means of assisting the Chairman in the preparation of a Chapter Annual Report.

7.1.1.3 Secretary

The duties of the Secretary are as follows:

1.
Keep the minutes of the Chapter Board Meetings and distribute those minutes to Board members.

2.
Keep the membership rolls.

The applications of potential new members must be approved by the Executive Committee at the Chapter Board Meeting. Following this approval, the names of the applicants should be published in the Chapter Newsletter. In order to avoid complaints among Chapter members and possibly embarrassing situations, the completed applications of these potential new members should be held for a period of thirty days after publication of their names. After the thirty day retention, the Office Manager should submit the applications to the National Membership Committee for approval. Subsequently, the National Membership Committee sends the list of approved applicants to the Chapter Membership Chairman.

The Secretary delegates the Membership Chairman and Office Manager to perform the following procedure:

The names, mailing addresses, fax numbers, telephone numbers, and e-mail addresses of the new members are compiled by the Membership Chairman and sent to the Office Manager who places them in the membership data base used for mailing. The Membership Chairman then sends welcome letters to the new members.

The Office Manager is responsible for creating and maintaining a separate list of membership e-mail addresses which is used to broadcast information (i.e., announcements and the Chapter Newsletter) to the entire membership. On an as-needed basis, the list is revised as (1) members are added or dropped from the membership roll or (2) the e-mail addresses of existing members are changed.  This task involves merging data obtained from the Membership Chairman with data obtained directly from the membership.

Upon completion of an e-mail list update, the Office Manager shall e-mail the list to the Web Site Chairman for the electronic distribution of information. 

3.
Review and approve the Chapter Newsletter, as prepared and submitted by the Editor, for publication each month.

4.
In preparation for Chapter Luncheon Meetings, perform administrative tasks, which include taking reservations, reserving the meeting location, preparing a list of attendees, and preparing attendee name tags.

This task is delegated to the Chapter Office Manager.

5.
Prepare the news report for the quarterly National Newsletter.

Preparation of the news report is aided by reference to the Chapter Newsletters for the luncheon summaries.  The news report should be submitted to the National office according to a schedule provided by the National Executive Director.

6.
Keep the SIPES logo in digital format.

The logo can be transmitted to Chapter Board members when it is needed for various documents and advertisements. 

7.
Keep the current letterhead (which includes the names of the current Executive Committee members and Committee Chairmen) as a file on a digital storage device for use by the Chapter Board.

This task is delegated to the Office Manager.  The letterhead can be transmitted to Chapter Board members when it is needed for various documents. 

8.
Store required office supplies such as stationery and envelopes for mailing Chapter Newsletters.

This task is delegated to the Office Manager.

9.
At the end of the calendar year and upon the request of the Chairman, provide the Chairman a summary of the Secretary’s activities during the calendar year as a means of assisting the Chairman in the preparation of a Chapter Annual Report.

10. In the month of January, provide the Texas Secretary of State a list of the newly elected Chapter officers as required to maintain our corporate status.
7.1.1.4 Treasurer

The duties of the Treasurer are as follows:

1.
Keeping or overseeing the preparation of the Chapter’s financial books.

The Chapter may use the services of an accounting firm to prepare annual financial statements and tax returns, in which case the Treasurer will be responsible for coordinating the Chapter’s financial records with the accounting firm.

2.
Prepare and submit a Federal Income Tax Return as a Texas Non-Profit Corporation with 501 ©(6) tax exempt status on or before the due date for such return.

3.
Obtain the signature authority to deposit and withdraw financial assets of the Chapter residing with financial institutions.

At the end of his term, the outgoing Treasurer should prepare a letter to the financial institutions requesting account signatory privileges for the incoming Treasurer and Chairman. This letter must be executed by the incoming Treasurer and Chairman as well as the outgoing Treasurer and Chairman.

4.
Receive all expense invoices.

This task is generally delegated to the Office Manager, who transmits the invoices to the Treasurer. Expense reimbursement requests from Board members for approved expenses incurred in performance of their duties usually bypass the Office Manager. 

5.
Validate invoices and write the checks for disbursements.

Disbursements may be made for operational expenses such as luncheon meetings, Continuing Education Seminar, and Fall Social. Disbursements may also be made for overhead expenses such as Office Manager retainer, secretarial services, newsletter printing, office supplies, reproduction services, postage, advertising, speaker gifts, and florists. Validation of expense invoices is generally delegated to the Office Manager.

6.
Mail dues and assessment notices to members.

This task is delegated to the Office Manager who reports his or her actions to the Treasurer. The Office Manager mails invoices for dues along with Chapter Newsletters. Invoice stragglers are notified with subsequent Chapter Newsletters of the year.

7.
Receive annual dues payments, enter the payment into the Chapter membership database, and deposit the checks. Report members who are delinquent in paying their dues to the Secretary, in order to drop them from the Chapter Rolls.

The Office Manager maintains the Chapter membership database. Dues checks are first received by the Office Manager, who updates the database appropriately, then sends the checks to the Treasurer for deposit.

8.
For Chapter Lunch Meetings, collect and deposit fees, make a list of members in attendance, verify the number of members attending with the head waiter or banquet captain, report final attendance to Secretary and to Program Chairman, and invoice members who make a reservation but fail to attend.

The Office Manager assists in the collection of luncheon fees. The compilation of the attendance list is delegated to the Office Manager. Verification of attendee count may be delegated to the Office Manager. Invoicing of no-shows is delegated to the Office Manager who reports his or her actions to the Treasurer.

9.
Receive fees for Continuing Education Seminar, Fall Social, Hospitality Sponsors, Advertising, and other income-producing activities and deposit as appropriate.

10.
Provide monthly financial summaries to the Board.

      These summaries may consist of a sources-and-uses statement with net income or expense for the prior month as well as an update on Chapter total assets. 

11.
At the end of the calendar year and upon the request of the Chairman, (a) provide the Chairman a summary of the Treasurer’s activities during the calendar year as a means of assisting the Chairman in the preparation of a Chapter Annual Report. 

12.
Work with the other Board members to develop a budget for the following year.

7.1.2
Past Chairman

The duties of the Past Chairman are as follows:

1.
Act as advisor to the current Chairman.

2.
Serve on the Executive Committee.

As an Executive Committee member, the Past Chairman has voting privileges.

3.
Review the Chapter Operations Manual.

Late in the year, request all members of the Chapter Board to review the Manual in order to recommend updates in the duties and responsibilities of their positions (Section 7) and to review the contents of the manual, in general.  Procedures for revisions are described as follows:

a.
Scheduled revisions

In the last quarter of the year, compile a proposed revised Manual including input of Board members.

Present the revised manual to the Executive Committee for final approval.

Submit the approved, revised Manual to the Web Site Committee Chairman for posting on the Web Site.

b.
Unscheduled revisions

The same process described above for regularly scheduled revisions can be applied during any period of the year for revisions that are needed prior to the last quarter.  An example is the updating of events and dates of related organizations presented in Table F-2, which will be helpful in preventing conflicts with Chapter events.

4.
Chair meetings in the absence of both the Chairman and Chairman-Elect.

When the Past Chairman does chair a meeting, both the Secretary and Treasurer must be present in order to have a quorum.

7.2
Nominations and Elections Committee

The Nominations and Elections Committee meets for the purpose of

1.
Nominating

a.
A slate of Officers for the coming year


See Section 8.1.1.3 and 8.2.1 for a description of the nomination process.
b.
New Directors prior to the expiration of a current Director’s term


See Section 8.1.1.3 and 8.2.2 for a description of the nomination process.
2.
Electing

a.
Officers

See Section 8.3.1 for a description of the election process.
b.
New Directors

See Section 8.3.2 for a description of the election process.
7.3
Standing Committees

Note:  “*” Indicates Executive Committee contact

7.3.1
Editor (Secretary*)

The Editor’s duties are to:

1.
Take photos at Luncheon Meetings and other events for publication in the Chapter Newsletter (this task may be delegated to any suitable photographer).

2.
Prepare the Chapter Newsletter each month.

Preparation of the Chapter Newsletter includes:

· A biographical sketch of the speaker and abstract of the speaker’s talk at the next Chapter Luncheon Meeting. Material for this article is to be provided by the Program Chairman.

· Photos from the last Chapter Luncheon Meeting together with a brief meeting summary

· Highlights of the last Chapter Board Meeting. Material for this article may be provided by the Secretary and should be consistent with the Minutes of the Board meeting.

· The posting of potential new members approved by the Executive Committee.  This should be consistent with the minutes of the Board meeting.

· A calendar of upcoming events, such as a seminar, and property exhibitions that  pertain to the professional interest of Chapter members. This calendar should include selected HGS events. 

· Other information and announcements as submitted by members from time to time and as deemed appropriate for publication 

The draft of the Chapter Newsletter must be submitted to the Secretary for final review and approval prior to publication.

The Editor is to coordinate submittal deadlines with other members of the Board that supply content to the Newsletter so that the newsletter can be reviewed by the Secretary and submitted to the printer on schedule.

content of this publication is perceived to be endorsed by the Officers and the Board of Directors of the Chapter and, therefore, The Editor and the Secretary are charged with responsibility for maintaining journalistic standards and objectivity.  

3.
Publish the Chapter Newsletter.

Submit the approved Chapter Newsletter to the printer at least ten days prior to the Chapter Luncheon Meeting. Oversee the mailing of the Newsletter by the Office Manager. This mailing should occur at least one week prior to the Luncheon Meeting. E-mail the Newsletter to the Website Chairman for posting on the Chapter website; the Technical Program Chairman; the Hospitality Chairman; and other Board members as appropriate.

7.3.2
Continuing Education (Chairman-Elect*)

The Continuing Education Committee Chairman plans and hosts seminars which are of significant value to our members in conducting their business.

Please see Section 8.1.2.2 for a detailed description of this task.
7.3.3
Deal Buyers List (Chairman*)

The Deal-Buyers List Committee Chairman is responsible for

1.
Maintaining and updating a directory of contact information for companies in the Chapter area that are actively buying prospects, ideas, etc.

2.
Making the directory available to SIPES members, who must sign a confidentiality agreement.

3.
Including the directory contents in the SIPES National Most Active Companies List

(Deal-Buyers List) - upon the request of the National Professional Enterprise Management Committee Chairman.  

FEES:  The directory is made available to local chapter members without cost and to other SIPES members for the fee of $30. 

FORMAT:  The local chapter directory must be maintained in a format that conforms to the SIPES National Deal Buyers list so that it can be included in that compilation.  The directory is currently maintained in Excel spreadsheet format.

PROCEDURE:  Distribution of the directory can be made by hard copy or digitally after membership and completion of confidentiality agreement are verified.  The Chapter Office Manager is custodian for the confidentiality agreements and can verify membership status.  The Committee Chairman and the Chapter Office Manager may determine the process of request verification and directory distribution that they feel is appropriate.  

MEMBERSHIP AWARENESS:  The local chapter newsletter and web site should indicate the availability of this directory and the procedure whereby a member may obtain the directory. 

COMMITTEE CHAIRMAN SELECTION:  It is recommended that this committee chairman be a member who is actively selling deals in the chapter area and who is familiar with local companies. This individual will have more interest in assembling the information for the directory and in contributing to the national report. 

7.3.4
Hospitality (Chairman*)

The Hospitality Committee Chairman is responsible for obtaining sponsors for the wine service at each monthly luncheon meeting. 

Sponsors are provided publicity in our Newsletters, on our web site, and at the luncheon for which sponsorship is provided. For this publicity, sponsors pay the Chapter six hundred dollars. In the event a joint meeting is held with another organization, the sponsorship cost is twelve hundred dollars.

The Hospitality Chairman’s duties include the following:

1.
Identifying volunteer committee members to assist in contacting sponsors.

2.
Maintaining a list of potential sponsors and the dates on which they have been contacted.

3.
Coordinating the timing of potential sponsor contacts in a manner that will promote a cordial relationship with the potential sponsors. This task requires that requests for other funds, such as for the Continuing Education seminar, be considered when contacting sponsors.

4.
Defining the maximum number of bottles of wine to be served at each luncheon to ensure that the cost of the wine does not exceed the amount donated by the sponsor.

5.
Acquiring the billing address and logo of the sponsor at least a month in advance of a sponsored meeting. Upon receipt of the address and logo, the Committee Chairman sends the billing address to the Office Manager and the logo to the Web Site Chairman and the Newsletter Chairman, so that it can appear in the Newsletter and on the SIPES web site.  The Office Manager sends the sponsorship bill to the sponsor prior to the meeting but during the month of that meeting.

6.
Reminding the sponsor of the sponsored meeting by e-mailing the Newsletter containing the announcement of the meeting to the sponsor. The Committee Chairman then follows up with a telephone call to encourage the sponsor to assign a representative and one guest to attend the sponsored meeting.

7.3.5
Membership (Chairman-Elect*)

The duties of the Membership Committee Chairman are as follows:

1.
Identify potential candidates for membership.

2.
Provide potential candidates with SIPES brochures and information about SIPES in general.

3.
Inform potential candidates of membership requirements for Affiliate and Regular SIPES membership.

4.
Process membership applications.

5.
Track membership applications.

6.
Identify possible sponsors familiar with the qualification of potential members.

7.
Hand out seals and certificates to new members at the Chapter Luncheon Meetings 

INFORMATION EXCHANGE WITH THE NATIONAL SIPES OFFICE:  The Membership Committee Chairman communicates with the SIPES National Executive Director regarding (a) specific questions on qualifications of applicants forwarded to National, (b) ordering application forms, and (c) receiving names of potential applicants who have signed interest lists at national and local sister earth science conventions and seminars.

FOLLOW-UP ON INTERESTED POTENTIAL MEMBERS:   The Committee Chairman then follows up with the indicated potential applicants (item c above) by email or telephone to determine if they are qualified and continue to have an interest in receiving an application form. 

MEMBERSHIP APPLICATION PROCESS:

Please see Section 8.4.1 for a detailed description of this task.
7.3.6
Political Affairs

The chairman of the Political Affairs Committee is responsible for keeping the chapter informed of local, state, and national policy matters that affect the livelihood of SIPES members and their ability to practice the profession. Virtually all of the key sources of information listed below are available electronically.

Sources of information include the following:

1) Periodic reports prepared by the national SIPES Vice President of Natural Resources.

2) Information supplied by the Government Affairs Committee (Division of Professional Affairs) of the AAPG.  This includes position papers.

3) Government Affairs Committee of the Houston Geological Society.

4) Louisiana Independent Oil & Gas Association (LIOGA).

5) Texas Independent Producer and Royalty Owners (TIPRO).

6) Independent Petroleum Association of America (IPAA).  “The Energy Advocate”.

7) American Geological Institute (AGI) Government Affairs Program.

8) Energy Review.Net Newsletter: dailynews@energyreview.net
9) Rigzone Industry News: newsletter@rigzone.com
7.3.7
Public Relations (Chairman*)

The Chairman of the Public Relations Committee is primarily responsible for publicizing selected Chapter events through publications of professional organizations. The events are selected by the Executive Committee, and they are as follows:
1.
The Chapter Luncheon Meetings each month

2.
The Chapter Seminars (includes the Fall Seminar)

3.
The Fall Social

4.
The results of the annual Chapter Election of Officers and Directors.

The Public Relations Chairman is responsible for keeping—up-to-date contact lists, as referred to in Appendix F.  This Appendix contains two tables that list (a) the organizations that may receive advertisements or notices for each of the above events and (b) the contacts and lead time for publication by the organization.

Appendix G contains a calendar of SIPES-related events.  

The creation and distribution of the announcements for the above events are delegated to members of the Board. The suggested distribution of the announcements is identified in Appendix F (Listing of Publicity Contacts). The delegated members of the Board are requested to keep the Committee Chairman informed of their actions. The delegated members are as follows:

1.
The Chapter Luncheon Meetings

a.
Chapter Newsletter:  Chapter Secretary
b.
For all other publications:  Program Committee Chairman

2.
The Chapter Seminars: Continuing Education Committee Chairman

3.
The Fall Social:  Chairman-Elect

4.
The results of the Chapter Election of Officers:  Chapter Secretary  

The Committee Chairman is responsible for the Chapter’s participation in selected public and professional organization events as a means of increasing geoscience-community awareness of the benefits of SIPES membership and sustaining Chapter membership growth.

The Committee Chairman has the duty of sending an expression of sympathy in the form of a note or card following the death of a member or a member’s spouse. In the case of a member’s death, the note or card should be sent to the member’s spouse. In the case of the death of a member’s spouse, the note or card should be sent to the member.

7.3.8
Program (Chairman*)

The primary duty of the Program Committee Chairman (“Program Chairman”) is to provide speakers for the Chapter Luncheon Meetings. In support of this effort, the Program Chairman should maintain a list of programs presented at SIPES luncheons and each luncheon’s total attendance (as provided by the Treasurer). That list and the lists for the previous four years should be given to the incoming Program Chairman at the end of each year.

Luncheon Meetings with strong programs are the key to a strong chapter – since the topic and quality of the programs have a significant influence on (a) the attendance at the Luncheon Meetings as well as (b) the growth of the Chapter.

A mix of the business, ethics, political, and technical sides of our businesses is usually best. The program should fill a need for Independents.

Approval of the programs for the Chapter Luncheon Meetings is the responsibility of the Chairman, who seeks recommendations from the Program Chairman as well as the Executive Committee. The detailed planning of the programs is the responsibility of the Program Chairman, who should make arrangements for speakers three months in advance of their talks. The Program Chairman should make all arrangements for each talk including the Speaker’s Award and ensuring that the audio/visual requirements are met.

Two months before each program, the Program Chairman should send publicity for the program to the Newsletter Editor, Website Chairman, and to the Public Relations Chairman for distribution to publicity sources (please see tables F-1 and F-2).  The publicity should identify the time, date,, and location of the talk and should include the abstract of the talk, the speaker’s biography, and, if possible, a photograph(jpg format) of the speaker. The Program Chairman should provide the SIPES Office Manager with a short meeting announcement for use in an email “blast” to the membership to give them an early alert for the next talk. This will allow members an early option for registering prior to non-member publicity efforts. 

The Program Chairman is also responsible for arranging the talks for January and February in the year following his or her tenure. This additional responsibility provides a smoother transition and prevents the incoming Program Chairman from having an unreasonably short amount of time to arrange for speakers. 

Typically three of the Luncheon Meetings are joint meetings, one in January with the Society of Petroleum Evaluation Engineers (SPEE), one in July with the Houston Geological Society (HGS), and one in December with the Houston Area Professional Landmen (HAPL).  The SPEE and SIPES alternate responsibility for hosting the January Meeting, and the SIPES and HAPL alternate hosting the December meeting. The host for a given year is responsible for the Meeting location and speaker. The HGS Meeting is hosted by SIPES each year because the HGS does not hold meetings during the summer.  

At the conclusion of each talk, the Program Chairman should present a gift from the Chapter to the speaker. The gift may be made before the talk when the gift is a laser pointer or any device that may be useful to the speaker during the talk. 

7.3.9
Web Site (Chairman*)

The Web Site Committee publishes the Houston Chapter Web Site (http://sipes-houston.org), which is a key forum for disseminating information and announcements for the Houston Chapter.  

The Web Site is intended to be a service to and an outlet for information pertinent to SIPES and its members. The information contained on the Web Site is provided by the Executive Committee, the Board, the Committee Chairmen, and the general membership.

The primary source of information is derived from the Board of Directors meetings, and can include the actual Newsletter content as the Home Page. Since the Web Site can be updated as events unfold and since it can include graphics, color and downloadable files, the Home Page need not include the Newsletter verbatim but should be largely similar. 

The Web Site presently contains separate pages with the following areas of information: Newsletter (including the announcement of the upcoming meeting and other planned events), Officers and Committees, Seminar Announcements, Organization (SIPES National History and Statistics, Mission Statement and Profile), Membership, Tales from the Patch (appropriate short stories contributed by Members), Past Speakers, and Deal Buyers List. In addition, there are pages for feedback and related links. Additional information is at the discretion of the Committee Chairman, who should make every effort to solicit and be responsive to input from the Board and the membership. 

The Committee Chairman should make every attempt to update the Web Site on a weekly basis, with major changes immediately following each Board meeting. 

The Committee Chairman should be technically qualified to personally perform Web Site upkeep. The Committee Chairman  expenses should be limited to actual costs of the domain and site hosting, which should be paid by the Committee Chairman (a credit card is required, and SIPES has none) and reimbursed by the Treasurer. 

7.3.10 Sponsorship (Chairman*)

The primary duties of the Sponsorship Committee Chair is to coordinate the sponsorship efforts of the various events chairmen with the Newsletter and Website Chairs. 

 As the Houston Chapter of SIPES continues to grow, numerous events are scheduled throughout the year to benefit our membership.  These include, but are not limited to; Monthly Lunch Meetings, the Continuing Education Seminar, the How to be an Independent Seminar, and the Independent's Day Social Events.  The Chairman of each event is responsible for soliciting sponsorship for his/her specific event.  Sponsors generally receive recognition in the form of ad space in the chapter newsletter and on the chapter website.  Size and duration of the ads varies in accordance with the chapter's sponsorship guidelines.  The Sponsorship Chairman will be responsible for maintaining records for the various ads and notifying the Newsletter and Website chairmen when to begin and end the advertisements.  

7.4
Ad Hoc Committees (Chairman*)

At present there are no Chapter ad hoc committees.

7.5
National Directors (Chairman*)

The primary duty of the Chapter’s National Directors is to participate in governing the National organization through their membership on the National Board of Directors.  Their duties with respect to the Chapter are as follows:

1.
Report to the Chapter Board on issues discussed at the National Board of Directors Meetings.

2.
Resolve SIPES-related issues identified either by the Chapter Board or by themselves at the National Board of Directors Meetings.

3.
Act as advisors to the Chapter Board. 

7.6
Office Manager (Secretary*)

The Office Manager plays an important role in operation of the Chapter, which this manual attempts to integrate with the duties of the entire Chapter Board. The Office Manager is responsible for administrative duties, which are delegated primarily by the Secretary and Treasurer of the Chapter; however, the Office Manager also provides assistance to all Chapter Committee Chairmen, on an as-needed basis, through actions that are too varied to categorize.

The existing duties of the Office Manager that can be defined are as follows:

1.
Provide office address, personal computer, use of telephone, fax and e-mail address for telephone calls and correspondence.

2.
Provide file cabinet storage space for all old SIPES files and information.

3.
Provide and pay for postage meter and postage.  (Postage is reimbursed on a monthly basis.)

4.
Order and provide office supplies (most are reimbursed on a monthly basis).

5.
Mail the Chapter Newsletter.

6.
Provide the following assistance for Chapter Luncheon Meetings:

a.
Take reservations,

b.
Make all arrangements with the Petroleum Club,

c.
Prepare list of attendees, make name tags, and

d.
Assist the Treasurer in collecting fees.

e.
Send out no-show letters after each Meeting.

f.
Receive Petroleum Club invoices, verify their accuracy, and forward to Treasurer for payment.

7.
When and if new member stamps and certificates are received from National, give them to the Chairman for presentation at each Luncheon Meeting.

8.
Send welcome letters, dues notices and in general see that new members are entered into the database and receive all mailings. 

9.
Prepare and mail out dues notices each year.

10.
Maintain membership database (post dues payments and changes to telephone numbers, fax numbers and e-mail address changes).  Included in this task is the creation and maintenance of a membership e-mail list as described in Section 7.1.1.3.

11.
Receive dues payments; enter into database; forward checks to the Treasurer

12.
Receive all invoices and forward to the Treasurer for payment

13.
Keep supply of current letterhead.  

14.
Order and store SIPES envelopes for mailing monthly newsletters, etc.

15.
Assist the Deal Buyer List Chairman by documenting and filing confidentiality agreements, and ensuring that members receive the current Deal Buyer List when it is requested.

16.
In the last quarter of the year, (a) record on a digital file Chapter Operations Manual revisions approved by the Executive Committee and (b) store, as a digital file, the entire version of the Manual, which becomes effective the following year.

17.
Provide a general assistance to all committee chairmen with their projects.

SECTION 8.  ORGANIZATION PROCEDURES

8.1
Meetings

8.1.1
Conducting Regularly-Scheduled Chapter Meetings

8.1.1.1 Luncheon Meetings

A Chapter Luncheon Meeting is typically held on the third Thursday of each month.  The location, time, and topic of the talk to be presented in conjunction with the lunch are announced in the Chapter Newsletter, which is mailed to members about one week prior to the Luncheon Meeting. Two exceptions, which concern joint meetings with other professional organizations, are described in Section 7.3.7.  The following information in the present subsection applies to the typical meeting.

At present - the Meeting is held at the Petroleum Club. The Social period begins at 11:15 a.m. and is followed by a lunch, which is served at about 11:45 a.m.

The luncheon features a speaker who presents a business, technical, or ethics topic relevant to independent earth scientists. The luncheon fee is currently $30 for pre-registered members, affiliates, and guests, and it is $35 for walk-ins.

Usually, the Chairman presides over the Meeting.  In the event of his absence, the Chairman-Elect presides. The agenda of the Meeting is defined by the person presiding over the Meeting. The agenda changes as Chapter activities change. However, a general pattern might be as follows:

1.
Welcoming remarks by the Chairman.

2.
Introduction of guests.

The Chairman asks a member at each table to introduce any guests at that table.

3.
Introduction of new members.

Check with the Office Manager to determine if there are new members in attendance who should be introduced. These are members for whom the Office Manager has recently received a membership certificate and seal. If there are some in attendance, the Chairman asks the Membership Chairman to come to the podium. The Membership Chairman then introduces the new members, welcomes them, and gives them their seal and certificate.

4.
One or two Committee Members might comment on their activities.

5.
A National Director might comment on National events and projects.

6.
Turn meeting over to the Program Chairman who introduces the luncheon speaker.

7.
The speaker makes his presentation.

8.
The Program Chairman presents a gift to speaker.  This may occur before the talk, if, for example, the gift is a laser pointer that the speaker can use during his talk.  The Program Chairman then closes the Meeting.

8.1.1.2 Board Meetings

A Chapter Board Meeting is currently held each month on the third Thursday of each month, prior to the Luncheon Meeting. The time and location of the Meeting are determined by the Chapter Chairman and may be changed from the present arrangement.

Three members of the Executive Committee must be present at the Meeting in order to have a quorum. A quorum is defined here as a majority of the five Executive Committee members. Normally the Chapter Chairman presides over the Meeting. In the absence of the Chairman, the Chairman-Elect will preside at the Meeting. If both the Chairman and Chairman-Elect are absent, the Past Chairman will preside; in this case, a quorum can be met only if both the Secretary and Treasurer are present. 

During the Meeting, each member of the Executive Committee and each committee chairman reports on the status of activities for which he/she is responsible.  Please refer to Section 7.0 for a description of their individual responsibilities.

8.1.1.3
Nominations and Elections Committee Meetings

Nomination of Officers

Each year the Nominations and Elections Committee holds meetings to nominate officers for the coming year. The Committee’s primary objective is to nominate Chapter members who have the best combination of experience and capability for each office. The Past Chairman presides at the meetings and selects the meeting times and locations that are acceptable to all members of the Committee.  

The Committee must complete its task early enough (typically in October) to permit the slate of nominated officers to be announced in a Chapter Newsletter issued prior to the election of officers which is typically held at the November luncheon so that the slate of elected officers can be announced in the December Chapter Newsletter and at the December luncheon.

Prior to the initial meeting of the Nominations and Elections Committee, the Committee members coordinate efforts to produce a list of nominated officers. Telephone calls are then made by Committee members to identify those Chapter members who are available and desire to be an officer.

At the final meeting, the Past Chairman or Committee members delegated by the Past Chairman make the final telephone calls to identify the Chapter members who agree to be placed on the slate of nominated officers.

During and following the final Committee meeting, the Chairman-Elect traditionally obtains the advice of the Committee members regarding the selection of Chapter Committee Chairmen. The Chairman-Elect is responsible for selecting the Chapter Committee Chairmen since they will be assisting him/her in the coming year.

Nomination of Directors

The Nominations and Elections Committee holds meetings whose objective is to nominate a replacement for a Director whose term will expire in the current or subsequent year or who has expressed a desire to resign or who has become incapacitated. The Past Chairman identifies meeting times and locations that are acceptable to all members of the Committee. These meetings are usually combined with those associated with the nomination of officers.  

The Committee must complete its task early enough to permit the slate of nominated Directors to be announced in a Chapter Newsletter issued prior to the luncheon where the election of a replacement Director is held. The election should occur prior to the date of the replaced Director’s final National Board of Directors meeting.

The actions taken by the Committee are similar to those described for the nomination of officers above.  That is, prior to the meetings, the Committee members coordinate efforts to produce a list of potential directors. Telephone calls are then made by Committee members to identify those on the list who are capable, available, and desire to be the Director.

At the final meeting, the Past Chairman or Committee members delegated by the Past Chairman make the final telephone calls to identify the Chapter member who agrees to be the Committee’s nominee for the Director position.

8.1.1.4 Annual Meetings

An annual Chapter Meeting is held each year in the month of December. The meeting location, time, and agenda are identical to those of the Chapter Luncheon except that an annual report is made available for those who want a copy. The Chairman and possibly other officers comment on the report when it is appropriate to do so. 

8.1.2
Presenting Chapter Events

8.1.2.1 Fall Social

The Fall Social is a major annual event, which is planned and hosted by the Chairman-Elect. It consists of a seated dinner accompanied by entertainment. This event is attended by members and their spouses as well as other guests of the members. Planning this event involves selecting (a) a location, (b) a dinner menu, (c) an entertainer, and (d) if necessary, providing required audio/visual equipment. The expenses of the Social should be offset by the income it produces. Income may include underwriting. The Executive Committee provides final approval of the entire event.

The selection of a location involves choosing a site that has an acceptable seating capacity, a configuration compatible with the entertainment, and an interesting and tasty menu.

The entertainment normally involves a speaker whose presentation is expected to be entertaining to both the members and their spouses. The speaker’s topic is often technically related but presented in a manner that is entertaining to spouses with no technical background. Past speakers include astronauts, an astronomer, and a NASA scientist, Mayor Bill White, Dr. John Lienhard, John Gibson, and Dr. Michael Econimides, among others. The Chairman-Elect serves as host for the Social. This includes the introduction of the entertainment portion of the program and provision of a speaker’s gift.

Attendance is influenced significantly by advertisement, member notification through telephone calls, and the topic chosen. Advertisement for this event should be initiated about three months in advance with a full-page ad in the Chapter Newsletter.

8.1.2.2 Seminars

The Continuing Education Committee Chairman plans and hosts seminars on topics that will assist our members in the operation of their business. Normally, only one seminar is presented. It is usually given in the Fall and, consequently, is referred to as the “Fall Seminar”.

A Spring Seminar may also been presented. The choice of having two or more seminars is made by the Committee Chairman, and may depend on the time available to the Committee Chairman and the urgency of providing our members with the information associated with a particular technology or business topic.

The Committee Chairman is responsible for selecting a location and time for each seminar-  and making all necessary arrangements including reservations for the seminar room, food and beverage requirements, and audio/visual equipment specifications. The Committee Chairman is also required to estimate the cost of the seminar and recommend the entry fee for members and non-members.

The net profit of these seminars may be shared with the SIPES Foundation at the discretion of the Chapter Board. Traditionally, the Chapter has made a donation to the Foundation before yearend. The Committee Chairman may arrange for the audio/video recording of a seminar if the Foundation desires to do so. If this is the case, the Foundation will pay the entire cost of the recording.

Final approval of each seminar is granted by the Executive Committee.

8.1.3
Hosting a National Meeting 

8.1.3.1 Board of Directors Meeting
Each quarter of the year a chapter hosts a National Board of Directors Meeting. The responsibility for planning and hosting this meeting is announced by the existing National President in January. The responsible chapter is notified at least six months in advance by the National Executive Director, who provides the Chapter with detailed instructions regarding preparation for this event.

8.1.3.2 Annual Meeting

Each year a chapter hosts the National Annual Meeting (often referred to as the “SIPES Convention”).  The responsibility for planning and hosting this meeting is announced by the existing National President in January.

The responsible chapter is notified at least six months in advance by the National Executive Director, who sends the chapter detailed instructions on the planning and hosting of the Meeting, in general.

8.2
Nominations

8.2.1
Officers

In the Chapter newsletter following the meeting of the Nominations and Elections Committee (Section 8.1.1.3), the slate of nominated officers is announced in the following manner:

The Nominations and Elections Committee for 2xxx Houston Chapter Officers met on October xx, 2xxx.  The following members were proposed, contacted, and have accepted to serve as officers for 2xxx (year):

Chairman-Elect: xxxxx (name),   Secretary: xxxxx (name),   Treasurer: xxxx (name)

Nominations for Candidates for office will also be accepted from the floor at the November Luncheon Meeting, provided they have given their permission that they be considered.  If there are no nominations from the floor, then the above individuals will be accepted as stated.

8.2.2
National Directors

In the Chapter newsletter following the meeting of the Nominations and Elections Committee (Section 8.1.1.3), the person nominated for the Director position is announced in the following manner:

The Nominations and Elections Committee for 2xxx Houston Chapter Directors met on xxxx xx, 2xxx.  The following member was proposed, contacted, and has accepted to serve as a Director beginning in the month of xxxx  in the year of  2xxx :

xxxxxxxxxxx (name)

Nominations for Candidates for the Director position will also be accepted from the floor at the next Luncheon Meeting, provided they have given their permission that they be considered. If there are no nominations from the floor, then the above individual will be accepted as stated.

8.3
Elections

8.3.1
Officers

At the November Chapter Luncheon, the Chairman announces the slate of officers produced by the Nominations and Elections Committee at its October meeting. The slate is comprised of nominations for the offices of Chairman-Elect, Secretary, and Treasurer.

The Chairman then makes a statement such as:

“As required, these nominations were published in our Chapter newsletter.

Today, nominations of candidates for these positions will also be accepted from the floor, provided the nominees have given their permission in advance to be considered. If there are no nominations from the floor, the officers nominated by the committee will be accepted by acclamation. I would now like to open the floor to nominations”

Typically at this point, a member makes a motion such as follows:

“I move that the officer nominations cease and the officers nominated by the Nominations and Elections Committee be accepted.”

The Chairman then asks the following question:

“Do I hear a second to this motion?”

Another member then states:

“I second the motion.”

The Chairman then states:

“All in favor say aye.  All opposed no.”

If the acclamation is definitely positive, the Chairman states:

“These three candidates, proposed by the Nominations and Elections Committee, are hereby accepted as officers for the year 2xxx.  Please give them your congratulations”.

In the event nominations are made from the floor for some of the offices, ballots are mailed to members after the meeting. After casting their votes, members then mail the ballots to the Office Manager who tallies the votes and reports the results to the Chairman.

At the next Luncheon Meeting, the Chairman announces the complete list of officers for the coming year.  In this case some of the officers were obtained by the election while the others were listed in the slate of officers developed by the Nominations and Elections Committee.

8.3.2
National Directors

The name of the nominee for a National Director selected by the Nominations and Elections Committee is published in the Newsletter. At the luncheon following the Newsletter publication, the Chairman announces the nominee and then makes the following statement:

“As required, this nomination was published in our Chapter newsletter.

Today, nominations of candidates for this position will also be accepted from the floor – provided the nominees have given their permission in advance to be considered. If there are no nominations from the floor, the Director nominated by the committee will be accepted by acclamation. I would now like to open the floor to nominations”

Typically at this point, a member makes a motion such as follows:

“I move that the Director nominations cease and the Director nominated by the Nominations and Elections Committee be accepted.”

The Chairman then asks the following question:

“Do I hear a second to this motion?”

Another member then states:

“I second the motion.”

The Chairman then states:

“All in favor say aye.  All opposed no.”

If the acclamation is definitely positive, the Chairman states:

“This candidate, proposed by the Nominations and Elections Committee, is hereby accepted as a Director beginning in the month of xxxx for the year 2xxx.  Please give him (or her) your congratulations”.

In the event nominations are made from the floor, ballots are mailed to members after the meeting. After casting their votes, members then mail the ballots to the Office Manager who tallies the votes and reports the results to the Chairman.

At the next Luncheon Meeting, the Chairman announces the result of the election.

8.4
Membership Application

8.4.1
Regular Members

The Chapter Membership Committee Chairman (a) provides the applicant with the National SIPES Application Form along with three (3) Sponsor Forms and (b) highlights instructions for both the applicant and the individual Sponsors.

The completed Application Forms and Sponsor Forms are presented to the Chapter Board for approval. Upon obtaining the approval of the Chapter Board, each application is sent to National for approval by the National Board of Directors.

The Committee Chairman records the progress of the application.  These records may track: (a) the date forms were sent to the applicant, (b) the classification of membership being sought, (c) the date the completed application was returned, (d) the return dates of completed Sponsors’ Forms, (d) the date and action of the Chapter Board’s review of the applicant.

The names of applicants recommended by the Chapter Board are then given to the Newsletter Editor for publication in the next Chapter newsletter - giving the Chapter membership at large the opportunity to provide comment. Simultaneously, the application is held by the Chapter Office Manager for a period of thirty days.

If, after thirty days, there are no negative comments constituting disqualification of the applicant, the application is forwarded by the Chapter Office Manager to SIPES National office for National Board’s review, and upon National Board approval, a letter of acceptance is sent from National. (Dates of the actions at National are sometimes not transparent to the Chapter Committee Chairman, nor are the receipts locally of the seal and membership certificate.)

In order to eliminate anxiety on the part of the membership applicants during processing, the Chapter Committee Chairman should make all applicants aware, upon receiving their application, that as many as five months are required for application processing due to the thirty day retention period and the quarterly meeting schedule of the National Board.

8.4.2
Affiliates

The Chapter Membership Committee Chairman provides the applicant with an application that applies specifically to Chapter Affiliates.

The Committee Chairman should make sure that the applicant is not applying to be a member of SIPES nor shall he or she represent themselves as such. Furthermore, the applicant must understand that he or she shall not hold SIPES National or Chapter offices, nor shall he or she vote on any National or Chapter matters. Neither seal, stamp, nor member number shall be assigned to a Chapter Affiliate. Local chapter affiliate status is not transferable to another chapter.

The application of the Affiliate is then presented to the members of the Executive Committee at the next Board meeting for their approval/disapproval.


8.5 Terms of Office

8.5.1
Executive Committee, Standing Committees, and Ad Hoc Committees

All members of the Executive Committee, Standing Committees, and Ad Hoc Committees have a one year term of office beginning on January 1 of the year they serve.  The Chairman-Elect automatically succeeds to the office of Chairman immediately following the end of the year for which he serves. There is no automatic succession for the other positions in this group.

8.5.2
National Directors

Each National Director has a three year term of office beginning on the day after completion of the term of the Director that he or she is replacing.

8.6
Filling Vacancies

8.6.1
Executive Committee

If for any reason the Chairman is unable to fulfill his or her term of office, he or she is automatically succeeded by the current Chairman-Elect (new Chairman). In this case, the new Chairman holds the office of Chairman for (1) the remainder of the year and (2) the following year.

If for any reason the Chairman-Elect is unable to fulfill his or her term of office, the Past Chairman will call a meeting of the Nominations and Elections Committee at which the committee members will select and then appoint a previous Past Chairman who is willing to serve as the new Chairman-Elect. 

If for any reason the Past Chairman is unable to fulfill his or her term office, he or she will be replaced by a previous Past Chairman appointed by the Chairman.

Upon learning of the inability of any other officer to fulfill his or her office, the Past Chairman will call a meeting of the Nominations and Election Committee within one month for the purpose of nominating a replacement for that officer as described in Section 8.2.1.  Subsequently, that officer will be replaced through an immediate initiation of the process for electing officers as described in Section 8.3.1. 

8.6.2
Standing Committees and Ad Hoc Committees

If for any reason the chairman of a Standing Committees or Ad Hoc Committee is unable to fulfill his or her term of office, the Chairman shall appoint his or her replacement.

8.6.3
National Directors

Upon learning of the inability of a National Director to fulfill his or her office, the Past Chairman will call a meeting of the Nominations and Election Committee within one month for the purpose of nominating a replacement for that Director as described in Section 8.2.2.  Subsequently, that Director will be replaced through an immediate initiation of the process for electing Directors as described in Section 8.3.2. 

8.7
Compensation and Reimbursement

8.7.1
Executive Committee, Standing Committees, and Ad Hoc Committees

Members of the Executive Committee, Standing Committees, and Ad Hoc Committees shall not receive any compensation for carrying out the duties of their positions.

Members of the Executive Committee, Standing Committees, and Ad Hoc Committees shall be reimbursed for expenses they incur only if they are approved by the Chairman.  Every effort should be made to obtain approval before the expenses are incurred.

8.7.2
National Directors

Chapter National Directors shall not receive any compensation for carrying out the duties of their positions.

Chapter National Directors shall be reimbursed for expenses incurred when attending the National Board of Directors Meetings beginning January 1, 2003. Reimbursement is limited to $500 per meeting and may only be for documented transportation, food, and lodging expenses.

8.8
Removal of Officers (SIPES Bylaw ARTICLE 7, CHAPTERS. Section 4. Removal of Officers)
Failure to perform the duties of office shall be cause for removal of an officer of a Chapter. Such removal shall require an affirmative vote of a two-thirds majority of the Executive Committee and shall not be taken until the officer in question has had an opportunity to answer the complaint against him. Removal of an officer shall in no way affect his standing in the local or national organization.

8.9
Dissolution of Chapter 

The Chapter shall remain in existence until dissolution of the Society or dissolution of the Chapter is voted by the three-fourths of the Executive Committee members.

In the event of the dissolution of the Chapter, no part of the assets of the Chapter shall inure or be distributed to the benefit of any member of the Chapter. The net assets, after discharge of all liabilities, shall be donated to one or more educational institutions to be selected by the Executive Committee.

SECTION 9.  HOUSTON CHAPTER SPONSORSHIP POLICY

9.1 Newsletter Space

· Advertising space will be offered free of charge to event sponsors as part of a promotional package

· No outright “sales” of advertising 

· Ad Schedule

· $10,000 sponsor – full page for 12 months ($833 per month)

· $5000 sponsor – ½ page for 12 months ($416 per month)

· $3000 sponsor – ¼ page for 12 months ($250 per month) OR ½ page for 6 months ($500 per month)

· $1000 sponsor – ¼ page for 3 months ($333 per month) OR 1/8 page for 6 months ($166 per month)

· $500 sponsor – ¼ page for 1 month ($500 per month) OR 1/8 page for 3 months ($166 per month)

· Business Card Schedule

· $300 - 12 months ($25 per month)

· Placement within newsletter at the discretion of the Newsletter Editor

9.2
Administration

· Administration (getting ad copy from sponsor, keeping track of payments and a calendar schedule of ads) coordinated by the Sponsorship Chairman working in conjunction with the Newsletter Editor, Website Chairman and Treasurer.

9.3
Time Slots

At the time of sponsorship the sponsor will be advised:

· the beginning and ending months for his ad to run in the newsletter;

· the deadline for receiving the ad copy;

· that the ad space is provided on a “use it or lose it” basis, meaning that the time period will not be extended if the sponsor fails to provide the ad copy by the deadline.

Exceptions to this rule may be made on a case-by-case basis at the discretion of the Event Coordinator when in the best interest of the Chapter.

9.4 Proration

Sponsors that give less than $3000 may be offered a quarter page advertisement for a lesser time period prorated to the amount given.  For example, a sponsor giving $1500 would be offered a quarter page advertisement for 6 months.

9.5
In-Kind Donations

In-kind donations will be valued and included as sponsorship dollars.  For example, Marathon was upgraded one category in return for providing the Continuing Education Seminar venue.

9.6
Other Issues

· These rates will be packaged with other promotional opportunities such as logo in event announcements, signage, handouts and info tables, speeches at events, etc.  

· Perhaps include in a note in or next to the ad the name of the event that was sponsored.

· Ad copy not subject to change after 1st month’s publication.  Exceptions to be made on a case-by-case basis.

SECTION 10.  ORIGINS AND PROVISIONS OF THE MANUAL
The original Manual was accepted and approved by an Executive Committee on December 4, 2003, as the basis of its operations, to be effective January 1, 2004. This Executive Committee was comprised of the following members:

James L. Allen, Chairman

J. Phil Martin, Chairman-Elect

Wulf Massell, Secretary

Charles H. Andrews, Treasurer

Patrick H. McKinney, Past Chairman

Amendments, including additions or deletions to this manual shall be approved by a majority of the Executive Committee.

The Chapter Board strives to abide by the provisions of this Manual (the “Houston Chapter SIPES Operations Manual”) and such other rules or regulations that from time to time are instituted by the Society.

SECTION 11.  CHAPTER HEADQUARTERS

The headquarters of the Chapter shall be at a place designated by the Executive Committee. At present, the address of the headquarters and location of the Chapter Office Manager is as follows:

SIPES Houston Chapter

5535 Memorial Drive, Suite F654

Houston, Texas  77007
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INTRODUCTION

The first record of a SIPES Chapter Manual was a memo prepared in the J.J.C. lngels administration of 1981-82. This was updated and expanded during the William L. Champion administration of 1982-83. During the Joe H.E. Ward administration, it was requested that the Presidents’ Council review the existing information and prepare an updated SIPES Chapter Operations Manual.

The 3rd Edition, published in 1983-84, included the manual data prepared in the past, as well as suggestions from the past presidents. Also included were the SIPES Chapter Profiles assembled by A.T. Green, Jr. and his Chapter Participation Committee of 1982-83. This 9th Edition contains the information outlined above and includes the following items:

· An expanded 1999 SIPES Chapter Profile Form, a review of responses to the 1999 form as well as a report compiled from the 1995 form

· An updated list of current chapter chairmen for 2000

· A list of available award items

· A copy of the SIPES Foundation’s program guidelines

· Revised Information on hosting a quarterly board of directors meeting

· Information on the SIPES Chapter Affiliate program

· Membership development suggestions

· A copy of the SIPES Strategic Plan

· A sample page from the SIPES Most Active Companies List

· A diskette containing the SIPES logo

As Appendix C contains only Article 7 dealing with chapters, you may want to refer to the enclosed complete SIPES Constitution & By-Laws that contains other pertinent information. A booklet covering the history of the society from 1963-78 is also included.

As a supplement to this manual, chapters may want to develop their own guidelines that relate more closely to how an individual chapter conducts its business.
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The information and recommendations presented in this SIPES Chapter Operations Manual are suggestions and guidelines obtained from successful chapters within the SIPES organization. They may be modified as long as any modifications are within the scope of the SIPES By-Laws. To maintain an active, growing chapter, essentially all of the functions and duties outlined in the Chapter Operations Manual need to be actively pursued. The degree to which each activity is conducted may vary somewhat between a small or new chapter and a large chapter, but the basic principles are present in all successful chapters.

In order for a  SIPES Chapter to succeed, particularly a new one, it must offer something to the independent that no other local organization offers. In some cases, being a copy of a civic service organization or one of the other professional societies will work, but usually some address to the independent’s business and political problems as well as current professional, geologic, engineering and other problems is necessary.

The SIPES Chapter Manual, for discussion and presentation purposes, is written as if a chapter is established with a significant number of members; however, it applies as well to new or small chapters. Depending on the work load and division of duties, the functions and duties are merely distributed among the officers in a small chapter. As the chapter grows and duties of the officers increase, separate committee chairmen should be appointed. The operating principles are the same for any size chapter.

A regular schedule for the meetings, plus a real effort to get everybody there, and a satisfying, efficiently-run meeting will keep the chapter healthy and growing.
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OFFICERS. DUTIES AND ADVICE

⁬
CHAIRMAN

DUTIES

The duties of the Chairman are as follows:

· Presides at the Chapter and Executive Committee meetings;

· Drafts a “Plan For The Year” in consultation with the Past Chairman and the Executive Committee;

· Directs and coordinates the various officers, committees, and other activities in order that the objectives of the “Plan For The Year” are accomplished;

· Appoints committees and their chairmen;

· Responsible for having “Chapter Award Plaque” prepared for the immediate Past Chairman with the following inscription:

                                                                   Name

                                                         Chairman (Year)

                                            __________ Chapter

· Presents plaque to Past Chairman at one of normal meetings;

· Prepares agenda for meetings at which he presides.

ADVICE

Chairman should consider having the Membership Chairman hand out seals and certificates to new members - receiving a SIPES certificate is a significant accomplishment and should be recognized as such in the meeting. Chairman should give the Secretary a copy of the agenda - it is a big help to him in keeping minutes and writing the report for the SIPES Newsletter. Chairman should hold an Executive Committee meeting about a week before each Chapter meeting.

The frequency of Executive Committee meetings may be varied depending on chapters needs but in no case should they be less than once a quarter.

Only the Chairman, Past Chairman, Vice Chairman, Secretary and Treasurer vote, however, Committee Chairmen and Directors and any other key individuals that the Chairman feels can contribute may and should be asked to attend various Executive Committee meetings.
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Preparation of the Plan of the Year should consider questions such as: What do you want to accomplish and how should it be accomplished: Budget? Raise dues? Assessment? From savings, or can it be done on present dues structure? Number of

programs? Invite spouses? Types of programs? Other guests? Public relations or political programs?

· VICE CHAIRMAN

DUTIES

The duties of the Vice Chairman are as follows:

· Presides at meetings in the absence of the chairman;

· Depending on other duties may be entirely responsible for programs. Some chapters split program responsibility with other officers;

· Introduces the speaker. Vice Chairman sits next to speaker at head table. Obtains speaker’s biography before meeting and determines which points speaker wants emphasized; (This again depends on who is responsible for obtaining speaker).

· In small chapters the Vice Chairman is also Continuing Education Chairman.

ADVICE

Regular meetings with a strong program are the key to a strong chapter. A mix of the business, political, and technical sides of our businesses is usually best. Attendance is largely a function of the program and member notification, i.e., telephone call-around.

You should be able to get some help with speakers and with program ideas from the Continuing Education Chairman and from the Executive Committee as well as National Directors.

As soon as you know who will speak and paper title, give the Secretary as much data as you can so he can write the meeting notice. Order speaker award engraving, or if there is an Awards Chairman, give him the information to order it.

Confirm speaker’s place, date, time and equipment needed by letter immediately after talking to him. Talk to the speaker a few days before the meeting to remind him and to confirm any special equipment he may need.

Your program should fill a need for Independents.
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· SECRETARY

DUTIES

The Secretary duties are as follows:

· Keeps the minutes of the meetings;

· Keeps the membership rolls;

· Writes the news report for the National Newsletter;

· Sends monthly meeting information to the headquarters office for posting on SIPES web-site;

· Keeps the Seal;

· Writes the meeting notice for mailing to members. Notice should be mailed about a week before the meeting;

· Also acts as the Membership or Attendance Chairman in small chapters.

ADVICE

The Secretary should obtain a copy of the meeting agenda from the Chairman. It is relatively easy to prepare the minutes and the report for the Newsletter from the agenda. Get names and addresses of new members from Membership Chairman and put them on the mail list.

When new applicants have been proposed by the local Membership Committee, publish their names in the local newsletter. In order to avoid local complaints and possibly embarrassing situations, it is further suggested that the names be reviewed locally before distributing applications to potential members, or sending completed applications to the National Membership Committee for approval.

· TREASURER

DUTIES

The duties of the Treasurer are as follows:

· Keeps the financial books of the chapter;

· Writes the checks for purchases and other disbursements;

· Invoices members for dues and assessments;
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· Collects, at the door if necessary, for lunch meetings and makes a list of members in attendance;

· Verifies number attending with head waiter or banquet captain;

· Reports delinquent members to the Secretary in order to drop them from the local chapter rolls;

· Acts as Attendance or Membership Chairman in small chapters.

ADVICE

Mail invoices for dues along with the last local newsletter or speaker notice for the year. Invoice stragglers with the first local newsletter.

Although the Constitution permits combining the jobs of Secretary and Treasurer, the work load normally is too great, except in the smallest of chapters.

In a new chapter, sometimes it is difficult to determine the yearly costs; thus, it may be desirable to pay at each meeting until a definite meeting place and price of meal can be established.

It is recommended that the chapter develop a strong policy as soon as possible to call for dues payable in advance for at least one half of the year.

· PAST CHAIRMAN

DUTIES

The duties of the Past Chairman are as follows:

· Acts as advisor to the current Chairman;

· Serves on the Executive Committee;

· Chairs in the absence of the Chairman and Vice Chairman (Quorum would require both Secretary and the Treasurer to be present);

· Serves as Chairman of the Nominating Committee for new chapter officers;

ADVICE

The Past Chairman retires from Chapter business for at least a year after serving as Past Chairman but may be held over as Past Chairman if the retiring Chairman is not available.

He chooses other members of the Nominating Committee, preferably other Past Chairmen, and consults with current Chairman in choosing new officer slate. The Nominating Committee should try to get people who will work effectively and
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efficiently on all chapter assignments. Review the other proposed candidates with the proposed candidate for Chairman. Be sure people selected agree to run for office and are willing to work.

By the middle of the year, the Chairman should need very little advice.

· STANDING COMMITTEES

ATTENDANCE

Chairman of the Attendance Committee arranges for telephoning the membership to remind about the meeting and to make reservations (if required) for the meal. He appoints his own committee. It is preferable for the Attendance Chairman to be a well-organized individual with an outgoing Secretary who will do the call-around several days before the meeting. A list of those indicating they will attend should be prepared. If needed, bill the “no-shows.” (For a small chapter, one person will do all of this).

MEMBERSHIP

The Chairman of the Membership Committee processes the applications locally. It is preferred that the Membership Chairman be well organized and interested in building up SIPES. The Committee Chairman needs to push at the membership to “go get another member” and then to follow up on applications and sponsor forms. The Membership Chairman sends completed application forms to the headquarters office for review by the National Membership Committee.

Membership Chairmen are encouraged to publish the names of prospective applicants in the local chapter newsletter a month before application forms are given to the applicant. The Committee Chairman can also assist applicants in locating three sponsors. The Membership Chairman also hands out seals and certificates to the new members.

INFORMATION

The Chairman of the Information Committee prepares notices and news releases and arranges for political input by local SIPES chapter.

CONTINUING EDUCATION

The Chairman of the Continuing Education Committee arranges schools or seminars for the chapter (Landsat, logging, SEC, etc.).

ENTERTAINMENT

The Chairman of the Entertainment Committee organizes social meetings and events such as picnics, holiday parties, etc.
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PROFESSIONAL ENTERPRISE MANAGEMENT

The Professional Enterprise Management Committee Chairman is responsible for gathering the names, addresses, etc. of companies in the chapter area that are actively buying prospects, ideas, etc. for inclusion in the SIPES Most Active Companies List (Deal-Buyers List). The National Committee Chairman will determine a publication date for this book and notify the chapters.

When the Chapter Committee Chairman has compiled the local chapter’s data, the information is sent to the SIPES headquarters office for publication in the full report. The data needed for this annual report is contained in Appendix J.

The Professional Enterprise Management Committee Chairman is also responsible, along with the Chapter Chairman, for making the final full national list available to local members, and for determining the price that the local members will pay for the data. The Chapter will receive a bound copy along with a diskette containing the report data in several file formats. The Committee Chairman can either duplicate diskettes containing the full report, and/or duplicate the bound report for local distribution. The SIPES Most Active Companies List is not available to Chapter Affiliates.

It is recommended that this committee chairman be a local member who is actively selling deals in the chapter area, and who is familiar with local companies. This individual will have more interest in assembling the information for the report and in contributing to the national report.

OTHER COMMITTEES

Each chapter is encouraged to utilize such standing committees as it deems appropriate for its membership base and method of functioning, consistent with the Society’s by-laws and actions of the national board. In addition to the above standing committees, following is a list of standing committees utilized in various chapters: program and arrangements; newsletter (local); public affairs; environmental affairs; awards; historian/remembrances; industry liaison; and speakers bureau.
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· REGULAR MEETINGS

AGENDA

· Introduction

· Welcome and introduction of guests

· General announcements with notes

•     
Old Business


Chairman should have Agenda and notes on what, who, order of business and 
items to be covered.

· Committee Reports

· Officer Reports

· New Business


Chairman should have Agenda with notes on what, who, order of business and 
items to be covered. Vice Chairman introduces speaker with biography and title 
of paper.

ADVICE

A standard length of time should be established for speakers such as half an hour or twenty minutes. Speaker should try to limit his presentation to the time allowed. Due to business requirements, many members have appointments and must leave at the designated time for adjournment. In order that members may coordinate their schedules, there should be a planned adjournment time. If the speaker must run over the planned adjournment time, Chairman should interrupt and say “I know some of you have appointments, so those who must may leave now.” Wait a few moments for them to leave and ask speaker to resume. Announce speaker will answer more questions after adjourning. If speaker finishes within normal allotted time, then present award at the close of his talk. After presentation of award and a reasonable time for questions has elapsed, the meeting should be adjourned to next meeting time and date.

An organized, simply-written agenda not only helps the Chairman to keep on track, but also makes the Secretary’s job easier. Meetings should be conducted according to Robert’s Rules of Order. The rules are published in book form under the same title. The book is an excellent reference for conducting meetings and handling points of order.

SEATING AT HEAD TABLE FOR LARGE MEETINGS

	Treasurer
	Director

or VIP
	Past

Chairman

or VIP
	Chairman
	Speaker
	Vice

Chairman
	Director

or VIP
	Secretary
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APPENDIX B

SIPES BY-LAWS. ARTICLE 7. CHAPTERS

SIPES BY-LAWS, ARTICLE 7. CHAPTERS:

SECTION 1. Authorization. Five members in good standing, in any locality, may apply for status as Chapter of the Society. Such application shall be made in writing to the Secretary of the Society and shall bear signatures of at least five applying members. A Chapter shall be authorized by the Board of Directors.

SECTION 2. Membership. Membership in local chapters shall be restricted to members of the Society living in the general vicinity designated in the letter of application.

SECTION 3. Officers and Executive Committee. Chapters shall have a Chairman, Vice Chairman, Secretary and Treasurer. The offices of the Secretary and Treasurer may be combined into one office, designated “Secretary-Treasurer.” A Chapter may elect its officers in any manner it chooses. The affairs of the Chapter shall be conducted by an Executive Committee composed of the officers of the Chapter and the immediate past Chairman. During the first year after the establishment of a Chapter any member may be elected to the Executive Committee in lieu of a past President.

SECTION 4. Removal of Officers. Failure to perform the duties of office shall be cause for removal of an officer of a Chapter. Such removal shall require an affirmative vote of a two-thirds majority of the Executive Committee and shall not be taken until the officer in question has had an opportunity to answer the complaint against him/her. Removal of an officer shall in no way affect his/her standing in the local or national organization.

SECTION 5. Committees. The local Chapter shall have a Membership Committee, which may be formed within the Executive Committee, and may establish such other committees as it deems proper.

APPENDIX C

BY-LAWS OF THE 

HOUSTON CHAPTER OF SIPES

BY-LAWS:

HOUSTON CHAPTER OF THE

SOCIETY OF INDEPENDENT PROFESSIONAL EARTH SCIENTISTS
ARTICLE 1

NAME AND PURPOSE

1.1
Name

The name of the corporation is the HOUSTON CHAPTER OF THE SOCIETY OF INDEPENDENT PROFESSIONAL EARTH SCIENTISTS (hereinafter referred to as “CHAPTER”).

1.2
Purpose

This corporation is organized exclusively for professional, educational, and scientific purposes.  More specifically, the corporation is created solely as an organization described in section 501©(6) and exempt from taxation under section 501(a) of the Internal Revenue Code of 1986 or corresponding provisions hereinafter in effect.  The CHAPTER is to serve as the functional unit in the Houston area of the “Society of Independent Professional Earth Scientists”, hereinafter referred to as the “National Society”.  The CHAPTER shall provide an organization for independent earth scientists who are certified by the governing body of the National Society as to professional competence and observance of professional and business ethics.  All CHAPTER By-Laws, including conditions not expressly described, are subject to the terms and provisions of the National Society Constitution and By-Laws.  The corporation shall be operated exclusively for such purposes; no part of its net earnings shall inure to the benefit of, or be distributed to, any director, officer or other private person, except that the corporation shall be authorized and empowered to pay reasonable compensation for services rendered and to make payments and distributions in furtherance of the foregoing purposes.  No substantial part of its activities shall be carrying on propaganda or otherwise attempting to influence legislation, and the corporation shall not participate in, or intervene in (including the publishing or distributing of statements), any political campaign on behalf of or in opposition to any candidate for public office.  Membership shall be open to all National Society members in good standing who are also approved by the CHAPTER Board of Directors.

ARTICLE 2

BOARD OF DIRECTORS

2.1
Number, Tenure, Election and Vacancies

The direction and management of the affairs of the corporation and the control and disposition of its properties and funds shall be vested in a Board of Directors (the “Board”) which shall consist of not less than three persons nor more than nine persons.  Until changed by amendment to these By-Laws approved unanimously by the directors then serving, the number of directors shall be five (“Executive Committee”), which include a Chairman, a Vice-Chairman, Secretary, Treasurer and Past Chairman, or, if not available, his/her most recent predecessor.  Each member of the Executive Committee shall be a voting member.  Election of officers shall be held at the November CHAPTER meeting.  Officers shall serve for the succeeding fiscal year.  The Past Chairman shall, before the election meeting, appoint a Nominating Committee consisting of the Chairman, the Past Chairman, the Vice Chairman, and one other Chapter Member.  The Nominating Committee shall choose a slate of officer candidates.  Other nominations may be made from the floor at the meeting.  In the event a vacancy is created by one of the officers becoming unavailable to serve, the Nominating Committee shall nominate a replacement candidate to be elected at the next regularly scheduled Chapter meeting.  If the office of the Chairman becomes vacant, the Vice-Chairman shall fill the unexpired term.

2.2
Annual Meeting

The last Regular Meeting of the fiscal year shall be the Annual Meeting.

2.3
Regular Meetings/Board Meetings

Regular meetings attended by the general membership shall be held on the third Thursday of each month unless rescheduled or postponed by the Executive Committee.  Board Meeting shall be held on the first Thursday of each month unless rescheduled or postponed by the Executive Committee.  The Board Meeting shall be attended by the Executive Committee, a Membership Committee Chairman and committees whose functions are specified by the Executive Committee.

2.4
Special Meetings

Special meetings of the members for any purpose or purposes may be called by the Chairman, by a majority of the Executive Committee or by twenty-five percent of the CHAPTER membership.

2.5
Quorum for Meetings

Three members (a majority) of the Executive Committee shall constitute a quorum for Board Meetings.  For all other meetings, twenty-five percent of the CHAPTER membership shall constitute a quorum.  

2.6
Voting

The affirmative vote of a majority of the directors present at a meeting at which a quorum is present shall be the act of the Board, except that in the case of an election to fill a vacancy in the Board where the number of remaining directors is less than a quorum, the affirmative vote of a majority of such directors shall be the act of the Board for such election, and except further, as may be otherwise specifically provided by law, the corporation’s Articles of Incorporation, or these By-Laws.  

2.7
Proxies

A director may vote at a meeting of the Board by proxy executed in writing by the director and delivered to the secretary of the corporation at or prior to such meeting; however, a director present by proxy at any meeting of the Board may not be counted to determine whether a quorum is present at such meeting.  Each proxy shall be revocable unless expressly provided therein to be irrevocable, and unless otherwise made irrevocable by law.

2.8
Action By Written Consent

Any action which may be taken at any annual or special meeting of directors may be taken without a meeting, if a consent in writing, setting forth the action so taken, shall be signed by the number of directors that would be necessary to take such action at a meeting at which all directors eligible to vote on such action were present and voted.  The consent must state the date of each director’s signature.

2.9
Telephone or Remote Communication Meetings 

(a)
Directors may participate in and hold a meeting by means of a conference telephone or other similar means of remote communication equipment, or another suitable electronic communications system, including the Internet or video conferencing technology, or any combination, only if: (1) each person entitled to participate in the meeting consents to the meeting being held by means of that system; and (2) all participants in the meeting can communicate with each other.

(b)
Participation in such a meeting will constitute presence at the meeting, except when a person participates in the meeting for the express purpose of objecting to the transaction of any business on the ground that the meeting is not lawfully called or convened.

(c)
If voting takes place at such a meeting, the corporation must: (1) implement reasonable measures to verify that each person considered present and permitted to vote at the meeting is a director and (2) maintain a record of any vote or the action taken at the meeting.

ARTICLE 3

NOTICES

3.1
Form Of Notice

Whenever under the provisions of these By-Laws, notice is required to be given to any director or committee member, and no provision is made as to how such notice shall be given, such notice may be given personally, including, but not limited to, telephone communication, or such notice may be given in writing, by mail, postage prepaid, addressed to such director or committee member, as the case may be, at such address as appears on the books of the corporation.  Any notice required or permitted to be given by mail shall be deemed to be delivered at the time when the same be thus deposited, postage prepaid, in the United States mail addressed as aforesaid.

3.2
Waiver

Whenever any notice is required to be given to any director or committee member under the provisions of these By-Laws, a waiver thereof in writing signed by the person or persons entitled to such notice, whether before or after the time stated therein, shall be equivalent to the giving of such notice.  Attendance at any meeting shall be deemed waiver of notice of such meeting unless such attendance is for the sole purpose of protesting lack of notice.

ARTICLE 4

GENERAL OFFICERS

4.1
Number and Qualifications, Election and Tenure, Resignation and Removal

(a)
Number and Qualifications.  The officers of this corporation shall be a chairman, vice chairman, secretary and treasurer, and such other officers as may be determined by the Board of Directors from time to time.

(b)
Election and Tenure.  At the organizational meeting, the Board of Directors shall elect the officers.  Each officer so elected shall take office on the date of his or her election and shall hold such office until the earlier of the date of the next annual meeting of the Board of Directors following the date of his or her election, and thereafter, until his or her successor shall have been duly elected and qualified, or the date such officer resigns or is removed.  Any officer whose term of office shall have expired may be elected to succeed himself or herself.  Any two or more offices may be held by the same person, except that the offices of chairman and secretary may not be held by the same person.

(c)
Resignation.  Any officer may resign at any time by giving written notice thereof to the chairman or secretary of the corporation.  Unless otherwise specified in the notice, the resignation shall take effect upon receipt thereof, and the acceptance of the resignation shall not be necessary to make it effective.

(d)
Removal.  Any officer elected by the Board of Directors may be removed at any time by the Board of Directors with or without cause; provided that removal without cause shall not prejudice the contract rights, if any, of such officer.

4.2
Attendance At Meetings

The chairman, and in his or her absence the vice chairman, shall call meetings of the Board to order and shall act as chairman of such meetings, and the secretary of the corporation shall act as secretary of all such meetings, but in the absence of the secretary the chairman of the meeting may appoint any person present to act as secretary of the meeting.

4.3
Duties

The principal duties of the several officers are as follows:

(a)
Chairman.  The chairman shall preside at all meetings of the Board.  He or she shall be the chief executive officer of the corporation and, subject to the control of the Board, shall have general charge and supervision of the administration of the affairs and business of the corporation.  He or she shall see that all orders and resolutions of the Board are carried into effect.  He or she shall sign and execute all legal documents and instruments in the name of the corporation when authorized so to do by the Board and shall perform such other duties as may be assigned to him or her from time to time by the Board.  He or she shall also have the power to appoint and remove subordinate employees.  The chairman shall submit to the Board plans and suggestions for the work of the corporation, shall direct its general correspondence and shall present his or her recommendations in each case to the Board for decision.  He or she shall also submit a report of the activities and business affairs of the corporation at each annual meeting of the Board and at other times when called upon so to do by the Board.

(b)
Vice Chairman.  The vice chairman shall discharge the duties of the chairman in the event of his or her absence or disability for any cause whatever and shall perform such additional duties as may be prescribed from time to time by the Board.

(c)
Secretary.  The secretary shall have charge of the records and correspondence of the corporation under the direction of the chairman and shall be the custodian of the seal of the corporation.  He or she shall give notice of and attend all meetings of the Board.  He or she shall take and keep true minutes of all meetings of the Board of which, ex-officio, he or she shall be the secretary.  He or she shall discharge such other duties as shall be assigned to him or her by the chairman or the Board.  The Board may appoint an assistant secretary to assist the secretary and to perform the duties of the secretary during any absence or disability.

(d)
Treasurer.  The treasurer shall keep account of all moneys, credits and property of the corporation which shall come into his or her hands and keep an accurate account of all moneys received and discharged.  Except as otherwise ordered by the Board, he or she shall have the custody of all the funds and securities of the corporation and shall deposit the same in such banks or depositories as the Board shall designate.  He or she shall keep proper books of account and other books showing at all times the amount of the funds and other property belonging to the corporation, all of which books shall be open at all times to the inspection of the Board.  He or she shall also submit a report of the accounts and financial condition of the corporation at each annual meeting of the Board.  The treasurer shall, under the direction of the Board, disburse all moneys and sign all checks and other instruments drawn on or payable out of the funds of the corporation, which checks, however, may also be required by the Board to be signed by the chairman or vice chairman, or in case of their absence or disability, by such member of the Board as the Board shall designate.  He or she shall also make such transfers and alterations in the securities of the corporation as may be ordered by the Board.  In general, the treasurer shall perform all the duties which are incident to the office of treasurer, subject to the Board, and shall perform such additional duties as may be prescribed from time to time by the Board.  The treasurer shall give bond only if required by the Board.  In case of absence or disability of the treasurer, the Board may appoint an assistant treasurer to perform the duties of the treasurer during such absence or disability.

4.4
Vacancies

Whenever a vacancy shall occur in any general office of the corporation, such vacancy shall be filled by the Board by the election of a new officer who shall take office on the date of his or her election and shall hold such office until the earlier of the date of the next annual meeting of the Board following the date of his or her election, and thereafter, until his or her successor shall have been duly elected and qualified, or the date such officer resigns or is removed.

ARTICLE 5

APPOINTIVE OFFICERS AND AGENTS

The Board may appoint such officers and agents in addition to those provided for in Article 4, as may be deemed necessary, who shall have such authority and perform such duties as shall from time to time be prescribed by the Board.  All appointive officers and agents shall hold their respective offices or positions at the pleasure of the Board and may be removed from office or discharged at any time with or without cause; provided that removal without cause shall not prejudice the contract rights, if any, of such officers and agents.

ARTICLE 6

COMMITTEES

The Board may designate two or more directors to serve as members of the Finance Committee which shall oversee the investment of the corporation’s funds and related matters.  In addition, the Board may designate two or more of its members to serve on various other advisory committees and may delegate to such committees such duties as the Board deems appropriate.

ARTICLE 7

ADVISORS

7.1
Financial Advisors

The Board may, from time to time and upon such terms as it may approve, enter into agency agreements for the management of corporate funds and engage the services of a financial advisor or advisors to recommend to the Finance Committee of the Board investment policies or programs to carry out the purposes of the corporation.

7.2
Powers

The agent or financial advisor or advisors may, if the Board so decides, have power subject to such policies and guidelines as are established by the Board to make investments of funds of the corporation and to change the same and from time to time to sell any part or all of the securities of the corporation or any rights or privileges that may accrue thereon and to cause the same to be transferred by the proper officers of the corporation.

ARTICLE 8

AMENDMENTS

Except as otherwise specifically provided, these By-Laws may be amended by the Board at any meeting of the Board by the affirmative vote of a majority of the directors of the corporation, provided that notice of the proposed amendment shall have been given to each director of the Board in writing at least ten (10) days prior to such meeting, unless such notice is waived in writing by all directors.

ARTICLE 9

GENERAL PROVISIONS

9.1
Fiscal Year

The fiscal year of the corporation shall begin on the 1st day January and end on the 31st day of December of each calendar year.

9.2
Books and Records

The corporation shall keep correct and complete books and records of account and shall also keep minutes of the proceedings of the meetings of its Board, the Finance Committee and any other committees, standing or special.

9.3
Seal

The Board may adopt a corporate seal in appropriate form, which shall be used in such manner as is prescribed in these By-Laws or as the Board shall direct.

9.4
Permanent Incapacity

Any member of the Board who shall be incapable of participating in the management and affairs of the corporation for a continuous period of six months shall be deemed to be “permanently incapacitated” within the meaning of that term as used in these By-Laws.

9.5
Checks

All checks or demands for money and notes of the corporation shall be signed by such officer or officers or such other person or persons as the Board may from time to time designate.

9.6
Contracts

The Board may authorize any officer or officers or agent or agents of the corporation to enter into any contract or execute and deliver any instrument in the name and on behalf of the corporation.  Such authority may be general or confined to specific instances.

9.7
Deposits

All funds of the corporation shall be deposited from time to time to the credit of the corporation in such banks, trust companies, brokerage house accounts or other depositories as the Board may from time to time select. 

ARTICLE 10

INDEMNIFICATION OF DIRECTORS AND OFFICERS

The corporation shall indemnify directors, advisory directors, officers, employees, and agents of the corporation to the fullest extent required by Chapter 8 of the Texas BOC and may indemnify such persons to the fullest extent permitted by the Texas Non_Profit Corporation Act, subject in each case to restrictions, if any, in the Articles of Incorporation.  The corporation shall have the power to purchase and maintain at its cost and expense insurance on behalf of such persons to the fullest extent permitted by Chapter 8 of the Texas BOC.

Adopted by the HOUSTON CHAPTER OF THE SOCIETY OF INDEPENDENT PROFESSIONAL EARTH SCIENTISTS on the           day of  ________,, 2006.

________________________________________________________________________

Secretary

APPENDIX D

PAST HOUSTON CHAPTER BOARDS

AND NATIONAL DIRECTORS

Table D-1

SIPES Houston

OFFICERS, PAST CHAIRMAN, AND DIRECTORS HISTORY
	YEAR
	CHAIRMAN
	CHAIRMAN-ELECT
	SECRETARY
	TREASURER
	PAST CHAIRMAN
	NATIONAL DIRECTOR
	NATIONAL DIRECTOR

	
	
	
	
	
	
	
	

	2011
	Daniel, Scott M.
	Hankey, John E.
	Babcock, Paul E.
	Hankey, John
	Hartzell, Stephen P
	Smith, Dan L.
	Allen, James L.

	2010
	Hartzell, Stephen P.
	Jones, Michael L.
	Babcock, Paul E.
	Daniel, Scott M.
	Gregg, Mark E.
	Martin, J. Phil, Jr
	Rairden, Larry J.

	2009
	Gregg, Mark E.
	Hartzell, Steven P.
	Paul E. Babcock
	Pankonien, Glen A.
	Norris, James M.
	Martin, J. Phil, Jr
	McKinney, Patrick H

	2008
	Norris, James M.
	Gregg, Mark E.
	Pankonien, Glen A.
	Hartzell, Steven P.
	Shannon, Patrick J
	Martin, J. Phil, Jr
	McKinney, Patrick H

	2007
	Shannon, Patrick J.
	Norris, James M.
	Jones, Michael L.
	Gregg, Mark E.
	Rairden, Larry J
	Martin, J. Phil, Jr
	Blackhall, Raymond

	2006
	Rairden, Larry J
	Shannon, Patrick J.
	Sechrist, Scott C.
	Gregg, Mark E.
	McKinney, Patrick H.
	Britt, Paul W.
	Blackhall, Raymond

	 2005
	 McKinney, Patrick H.
	Rairden, Larry J.
	Parrish, John
	Gregg, Mark E.
	Martin, J. Phil, Jr.
	Britt, Paul W.
	Blackhall, Raymond

	 2004
	 Martin, J. Phil, Jr.
	Massell, Wulf
	Mallick, Jeannie
	Rairden, Larry
	Allen, James L.
	Britt, Paul W.
	Blackhall, Raymond

	2003
	Allen, James L.
	Martin, J. Phil, Jr.
	Massell, Wulf
	Andrews, Charles H.
	McKinney, Patrick H.
	Britt, Paul W.
	McQueen, Jereld E.

	2002
	McKinney, Patrick H.
	Allen, James L.
	Martin, J. Phil, Jr.
	Richards, James V.
	Schott, C. Randall
	Britt, Paul W.
	Sacrey, Deborah K.

	2001
	Schott, C. Randall
	McKinney, Pat
	Shannon, Patrick J.
	Tyner, C. G. (Bud)
	Blackhall, Raymond
	Britt, Paul W.
	Sacrey, Deborah K.

	2000
	Blackhall, Raymond
	Schott, C. Randall
	Shannon, Patrick J.
	Jones, Larry L.
	McQueen, Jereld E.
	Moore, Craig E.
	Sacrey, Deborah K.

	1999
	McQueen, Jereld E.
	Blackhall, Raymond
	Schott, C. Randall
	Shannon, Patrick J.
	Britt, Paul W.
	Moore, Craig E.
	Sacrey, Deborah K.

	1998
	Britt, Paul W.
	McQueen, Jereld E.
	Blackhall, Raymond
	Schott, C. Randall
	Pledger, Robert E.
	Moore, Craig E.
	Sacrey, Deborah K.

	1997
	Pledger, Robert E.
	Britt, Paul W.
	McQueen, Jereld E.
	Smith, Marvin L.
	Biancardi, John M.
	Laurent, Scott J.
	Sacrey, Deborah K.

	1996
	Biancardi, John M.
	Pledger, Robert E.
	Sacrey, Deborah K.
	Schott, C. Randall
	Merrill, Richard C.
	Laurent, Scott J.
	Bennett, James B.

	1995
	Merrill, Richard C.
	Biancardi, John M.
	Green, Michael J.
	Britt, Paul W.
	Lazor, David J.
	Laurent, Scott J.
	Bennett, James B.

	1994
	Lazor, David J.
	Merrill, Richard C.
	Fowler, James W.
	Magee, H. C. (Mac)
	Bennett, James B.
	Hastings, Stuart E.
	Bennett, James B.

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Table D-2

SIPES Houston COMMITTEE CHAIRMEN HISTORY

	YEAR
	MEMBERSHIP
	PROGRAM
	CONTINUING
	POLITICAL AFFAIRS
	PUBLIC
	DEAL BUYERS
	HOSPITALITY
	WEB SITE
	EDITOR
	SPONSORSHIP

	
	
	
	EDUCATION
	
	RELATIONS
	LIST
	
	
	
	

	2011
	Whittemore, KC
	Bendig, Dan
	Stanislav, Terry
	Smith, Dan L.
	Lund, Jeffrey W.
	Fontenot, Cliff
	Massell, Wulf/ DuBroff, Duncan 
	Martin, J. Phil, Jr
	Britt, Paul W
	Davis, Sara

	2010
	Hankey, John E.
	Pacht, Jory A.
	Bendig, Dan
	Smith, Dan L.
	Lund, Jeffrey W.
	Fontenot, Cliff 
	DuBroff, Duncan.
	Martin, J. Phil, Jr
	Britt, Paul W.
	

	2009
	Grubb, James M. 
	Scott M. Daniel
	Jory A. Pacht
	Smith, Dan L.
	Lund, Jeffrey W. 
	Jones, Michael L.
	DuBroff, Duncan 
	Martin, J. Phil, Jr
	Britt, Paul W.
	

	2008
	Grubb, James M. 
	Babcock, Paul E.
	Hickman, Robert.
	Smith, Dan L.
	Lund, Jeffrey W.
	Jones, Michael L.
	DuBroff, Duncan 
	Martin, J. Phil, Jr
	Britt, Paul W.
	

	2007
	Grubb, James M.
	O’Koren, Mark E.
	Hartzell, Stephen.
	Smith, Dan L.
	Lund, Jeffrey W.
	Kennedy, Amparo
	DuBroff, Duncan.
	Martin, J. Phil, Jr
	
	

	
	
	
	
	
	Jurasin, John 
	
	
	
	
	

	2006
	Norris, James M.
	Hartzell, Stephen.
	Hickman, Robert 
	Smith, Dan L.
	Jones, Michael L.
	Mallick, Jeannie.
	O’Koren, Mark E.
	Martin, J. Phil, Jr
	
	

	2005
	Mallick, Jeannie.
	Massell, Wulf
	Sheline, Hans
	Smith, Dan L.
	Jones, Larry L.
	Davis, Ross
	Martin, J. Phil, Jr
	Martin, J. Phil, Jr
	
	

	2004
	Jones, Larry L.
	Parrish, John
	Sechrist, Scott C.
	Smith, Dan L.
	McKinney, Patrick H.
	Morris, Dan
	Allen, James L.
	Martin, J. Phil, Jr
	
	

	2003
	Wittick, Tom
	Sechrist, Scott C.
	Mallick, Jeannie
	Smith, Dan L.
	Hrabar, Stephanie
	Rairden, Larry
	
	Martin, J. Phil, Jr
	
	

	2002
	Andres, Charles.
	Massell, Wulf
	Barnes, Michael.
	Smith, Dan L.
	Bennett, James 
	Pledger, Robert.
	
	Martin, J. Phil, Jr
	
	

	2001
	Gibbs, Reed, Jr.
	Allen, James L.
	Sternbach, Linda
	Smith, Dan L.
	Bennett, James 
	Martin, J. Phil, Jr.
	
	
	
	

	2000
	Gibbs, Reed, Jr.
	Yantosca, John
	McKinney, Patrick H.
	Smith, Dan L.
	Bennett, James 
	Tompkins, Carl 
	
	
	
	

	1999
	Jones, Larry L.
	Sternbach, Linda
	Rogers, Z.W. 
	Smith, Dan L.
	Bennett, James.
	Tompkins, Carl.
	
	
	
	

	1998
	Bell, Robert J.
	Collins, Douglas 
	Shannon, Patrick 
	Smith, Dan L.
	Bennett, James.
	Hartzell, Stephen 
	
	
	
	

	1997
	Bell, Robert J.
	Bump, Dan C.
	Blackhall, Raymond
	Smith, Dan L.
	Bennett, James 
	Britt, Paul W.
	
	
	
	

	1996
	Sacrey, Deborah 
	Allen, James L.
	Landwer, William 
	Smith, Dan L.
	Sacrey, Deborah 
	Britt, Paul W.
	
	
	
	

	1995
	Sacrey, Deborah 
	Allen, James L.
	Landwer, William.
	Smith, Dan L.
	Sacrey, Deborah.
	Grubb, James M.
	
	
	
	

	1994
	Sacrey, Deborah 
	Allen, James L.
	Green, Michael J.
	Smith, Dan L.
	Sacrey, Deborah 
	Britt, Paul W.
	
	
	
	


Table D-3

SIPES Houston

NATIONAL DIRECTOR TERMS

	Calendar Year
	Director A
	Director B

	
	Name
	Term

Start
	Term

End
	Name
	Term

Start
	Term

End

	2011
	Smith, Dan L.
	June 2011
	March 2013
	Allen, James L.
	October 2011
	March 2014

	2010
	Martin, J. Phil Jr
	March 2010
	March 2013
	Rairden, Larry J.
	April 2009
	March 2011

	2009
	Martin, J. Phil Jr
	March 2009
	March 2010
	McKinney, Patrick H.
	March 2008
	April 2009

	2008
	Martin,J. Phil, Jr
	March 2007
	March2010
	McKinney, Patrick H.
	March 2008
	March 2011

	2007
	Martin,J. Phil, Jr
	March 2007
	March2010
	Blackhall, Raymond
	March 2006
	March 2008

	2006
	Britt, Paul W.
	March 2004
	March 2007
	Blackhall, Raymond
	March 2006
	March 2008

	2005
	Britt, Paul W.
	March 2004
	March 2007
	Blackhall, Raymond
	March 2003
	March 2006

	2004
	Britt, Paul W.
	March 2004
	March 2007
	Blackhall, Raymond
	March 2003
	March 2006

	2003
	
	
	
	Blackhall, Raymond
	March 2003
	March 2006

	2003
	Britt, Paul W.
	March 2001
	March 2004
	McQueen, Jereld E.
	March 2003
	March 2003

	2002
	Britt, Paul W.
	March 2001
	March 2004
	Sacrey, Deborah K.
	March 2000
	March 2003

	2001
	Britt, Paul W.
	March 2001
	March 2004
	Sacrey, Deborah K.
	March 2000
	March 2003

	2000
	Moore, Craig E.
	March 1998
	March 2001
	Sacrey, Deborah K.
	March 2000
	March 2003

	1999
	Moore, Craig E.
	March 1998
	March 2001
	Sacrey, Deborah K.
	March 1997
	March 2000

	1998
	Moore, Craig E.
	March 1998
	March 2001
	Sacrey, Deborah K.
	March 1997
	March 2000

	1997
	Laurent, Scott J.
	March 1995
	March 1998
	Sacrey, Deborah K.
	March 1997
	March 2000

	1996
	Laurent, Scott J.
	March 1995
	March 1998
	Bennett, James B.
	March 1994
	March 1997

	1995
	Laurent, Scott J.
	March 1995
	March 1998
	Bennett, James B.
	March 1994
	March 1997

	1994
	Hastings, Stuart E.
	March 1992
	March 1995
	Bennett, James B.
	March 1994
	March 1997


APPENDIX E

CHAPTER AFFILIATE INFORMATION 3

GUIDELINES FOR NEW CHAPTER AFFILIATE CATEGORY

At its quarterly meeting on September 21, 1996, the SIPES National Board approved es​tablishment of guidelines for a category styled Chapter Affiliate (not a SIPES membership category). The purpose of the guidelines is to enhance and expand activities of local chapters by establishing relationships with persons not currently qualified to be SIPES members. The term, Chapter Affiliate, was carefully chosen so as to (1) avoid confusion with SIPES member​ship categories and (2) protect the prestige of SIPES membership. The guidelines are pre​sented below.

(4) As described, and with certain safe​guards, would not dilute the prestige of regu​lar membership.

(5) Has the potential to enhance SIPES’ pub​licity efforts.

• SUMMARY

These guidelines relate to a category for per​sons who wish to affiliate with local chapters and who, for various reasons, do not qualify as SIPES members. This category is to be desig​nated Chapter Affiliate, which does not imply membership in SIPES nor does it confer the rights and privileges of full SIPES membership.

Application forms for Chapter Affiliates will be designated by the SIPES National Board. The decisions to accept or reject candidates for this category are to be made by respective chapter boards/ officers. Dues, equal to or higher than regular chapter dues, may be charged. No Na​tional dues are involved.

• ADVANTAGES

(1) Standardizes the approaches to non regu​lar member affiliation developed by certain chapters.

(2) Expands networking opportunities be​tween SIPES members and certain persons who do not qualify to join SIPES.

(3) Strengthens recruiting of regular members by establishing an early relationship with can​didates not now qualified, but who may be​come so in the future.

• ESSENTIAL SAFEGUARDS

(1) The term “Chapter Affiliate” is less likely to lead to confusion with the term, “SIPES member.”

(2) Chapters should charge affiliates an amount at least as high as what their mem​bers pay, but call the charges “fees” rather than “dues.”

(3) National “dues” or “fees” for Chapter Affiliates are not to be charged.

(4) Chapter Affiliates shall not hold Chapter or National offices nor vote on any National or Chapter matters.

(5) Neither seal, stamp, nor a member number shall be assigned to Chapter Affili​ates; they shall not be listed on the National mailing list or in the National Directory.

(6) Chapter Affiliates may serve on Chapter committees, but not as chairman.

(7) Chapter Affiliate designation shall be restricted to persons (a) associated with an enterprise which is actively engaged in appli​cation of earth sciences, or a student studying earth science and, (b) of good reputation.

(8) Sponsorship of Chapter Affiliate candi​dates by SIPES members in good standing shall be required.

(9) The approval/ disapproval decision​ making for applicants shall be made at the chapter level.

(10) Any person who is a member, former member or qualified to be a member, of SIPES shall not be eligible to be a Chapter Affiliate.

Adopted by SIPES National Board-September 21, 1996
APPENDIX F

PUBLIC RELATIONS CONTACT LISTS

Table F-1

RECOMMENDED ORGANIZATIONS TO CONTACT FOR 

 REGULARLY-SCHEDULED EVENTS (last update: January 2007)

Note: “*” indicates membership in the Houston Energy Council

	ORGANIZATION
	LUNCHEON MEETINGS
	SEMINARS
	FALL SOCIAL
	ELECTION OF OFFICERS

	American Association of Petroleum Geologists
	
	X
	
	X

	American Association of Petroleum Landmen
	
	X
	
	X

	American Institute of Professional Geologists
	
	X
	
	X

	American Petroleum Institute, Houston Chapter*
	X
	X
	X
	X

	Geophysical Society of Houston
	X
	X
	X
	X

	Houston Association of Professonal Landmen*
	X
	X
	X
	X

	Houston Bar Association, Oil, Gas, & Minerals Section*
	X
	X
	X
	X

	Houston Business Journal
	
	
	
	X

	Houston Chronicle
	
	
	
	X

	Houston Geological Society*
	X
	X
	X
	X

	IHS Energy Group  (International Oil Letter & PI)
	
	
	
	X

	Oil & Gas Investor
	
	
	
	X

	Oil & Gas Journal
	
	
	
	X

	Oil & Gas World (IPPA)
	
	
	
	X

	SIPES Houston*
	X
	X
	X
	X

	SIPES National
	X
	X
	X
	X

	Society of Exploration Geophysicists
	X
	X
	X
	X

	Society of Petroleum Engineers
	
	
	
	X

	Society of  Petroleum Engineers, Gulf Coast Section*
	X
	X
	X
	X

	Society of Petroleum Evaluation Engineers*
	X
	X
	X
	X

	Society of Petrophysicists & Well Log Analysts (SPWLA), Houston Chapter*
	X
	X
	X
	X

	The American Oil & Gas Reporter
	
	
	
	X

	World Oil
	
	
	
	X


Table F-2

PUBLICITY CONTACTS (last update: November 2008) 

Notes:  “*” indicates membership in the Houston Energy Council

	ORGANIZATION
	                      CONTACT
	PHONE
	FAX
	EMAIL
	PUBLISHING DUE DATE

	 
	Name
	Title
	 
	 
	 
	 

	American Association of Petroleum Geologists
	Andrea Sharrer**
	Editor
	(800)364-2274 x671
	(918)560-2632
	asharrer@aapg.org
	Two months prior to publication

month

	American Association of Petroleum Landmen
	Le'ann Callihan**
	Editor
	(817)231-4553
	(817)847-7704
	leannc@landman.org
	30 days in advance

	American Institute of Professional Geologists
	Gail G. Gibson
	Editor
	(904)215-3159
	
	ggibson@fccj.edu
	Six weeks before publication

	
	Wendy Davidson**
	Publications/ Web  Site Manager
	(303)412-6205
	(303)253-9220
	wjd@aipg.org
	

	American Petroleum Institute, Houston Chapter*
	Claude Riddles
	Chairman
	(307)675-5219
	(307)373-8888
	criddle@huber.com
	 

	Geophysical Society of Houston
	Glenn Bear
	Editor
	(713)431-6583
	 
	glenn.w.bear@exxonmobil.com
	8th of month- 6 weeks prior to

issue

	Houston Association of Professional Landmen*
	Diane Snyder, CPL**
	Editor
	(713)622-6868
	(713)622-3723
	hapl@hapl.org
	10th of previous month

	Houston Bar Association, Oil, Gas, & Minerals Section*
	Everard A. Marseglia
	Chairman
	(713)651-2966
	(713)651-2965
	emarseglia@liskow.com
	No bulletin or newsletter. Can make announcements at Monthly meeting.

	Houston Business Journal
	Judy Rider**
	Editorial Coordinator
	(713)688-8811 
	(713)968-8025
	jrider@bizjournals.com
	 

	Houston Chronicle
	Alan Dennis**
	Columnist for "People in Business”
	(713)362-7491
	(713)362-7273
	alan.dennis@chron.com
	Two weeks in advance

	Houston Geological Society*


	Michael Forlenza
	Editor
	(713) 960-7421
	
	hgs.forlenza@gmail.net
	15th of month- 6 weeks prior to 

Issue.

	
	Gordon Shields
	Editor-Elect
	(713)369-6132
	
	gshields@fugro.com
	

	
	Tarek Ghazi
	Web Master
	(281)639-2028
	
	tarek@geoknowledge.com
	

	IHS Energy Group  (International Oil Letter)
	Anne Leonard**
	Editor
	(713)369-0321 (281)682-9030 cell
	
	anne.leonard@ihs.com
	Wednesday prior to publishing


 “**” indicates contacts who are not necessarily replaced on an annual basis 

(Continued)

Table F-2 (Continued)

PUBLICITY CONTACTS

	ORGANIZATION
	 CONTACT
	  Title
	PHONE
	FAX
	EMAIL
	PUBLISHING DUE DATE

	Oil & Gas Investor
	Leslie Haines**
	Editor
	(713)993-9320
	(713)840-8585
	lhaines@hartenergy.com
	 

	Oil & Gas Journal
	Bob Tippee**
	Editor
	(713)963-6242
	(713)963-6285
	bobt@ogjonline.com
	 

	E & P Magazine
	Bill Pike**
	Editor
	(713)993-9320
	(713)840-8585
	pike@hartenergy.com
	Two months prior to publishing date  (22nd of month)

	SIPES  Houston*
	
	Editor 


	
	
	
	Three weeks prior to luncheons (held on 3rd Thursday of the month)

	
	
	Secretary
	
	
	
	

	
	J. Phil Martin, Jr.
	Webmaster
	(281)664-7000
	(888)317-9122
	philmartin@newcenturyexp.com
	 

	SIPES National
	Diane Finstrom**
	Executive Director
	(214)363-1780
	(214)363-8195
	sipes@sipes.org
	Two weeks prior to the first day of  the publication months (May, August, November, and February)

	Society of Exploration Geophysicists
	Dean Clark**
	Editor
	(918)497-5500
	(918)497-5557
	dclark@seg.org
	 

	Society of Petroleum Engineers
	John Donnelly**
	Editor - JPT
	(713)779-9595
	(713)779-4216
	jdonnelly@spe.org
	 

	Society of  Petroleum Engineers, Gulf Coast Section*
	Keith Rappold, PE**
	Editor - Newsletter 
	(281)799-6032
	 
	gcsnewsletter@spemail.org
	Six weeks in advance

	 
	Kathy MacLennan
	Administrator
	(713)779-9595
	
	
	

	Society of Petroleum Evaluation Engineers*
	B. K. Buongiorno**
	Office Manager
	(713)651-1639
	 
	bkspee@aol.com
	 

	Society of Petrophysicists & Well Log Analysts (SPWLA), Houston Chapter*
	Brian Driskill
	Past President
	(281)544-4592
	
	brian.driskill@shell.com
	The tenth of the month prior to the month of publication

	The American Oil & Gas Reporter
	Bill Campbell**
	Editor
	1(800)847-8301
	(316)788-7568
	reporter@aogr.com
	 

	World Oil
	Katy Wigginton**
	Assoc Editor
	(713)525-4632
	 (713)520-4433
	editorial@worldoil.com
	 


APPENDIX G

calendar OF EVENTS

Listing of SIPES-Related Events

	TIME
	EVENT

	Third Thursday of each month.


	Chapter Board Meeting

1.  January meeting:

Outgoing Officers and Committee Chairmen provide advice and data to their incoming counterparts.

Incoming Officers and Committee Chairmen are asked to review the current Chapter Operations Manual.

	Third Thursday of each month.

Exception:

Joint meetings with other societies may be held on different dates of the month.


	Chapter Luncheon Meeting

1.  January meeting:

Typically a joint meeting with SPEE.

2.  July meeting:

        Typically a joint meeting with HGS.

3.  November meeting:

         Includes announcement of slate of officers and

         National directors for coming year, a request

         for nominations from the floor, and election.

3.  December meeting:

Chairman’s annual report to members. 

Typically a joint meeting with HAPL.

	Quarterly during each year
	National Board Meeting

	Annually
	File Federal Income Tax Return

	February
	NAPE (Chapter support of SIPES booth)

	May
	OTC (potential Chapter support)

	May-June (approximate)
	National Annual Meeting

	August
	Summer NAPE (Chapter support of SIPES booth)

	August-September
	Continuing Education Seminar

	August-October
	Nominations and Elections Committee Meeting to nominate slate of officers and directors.

	October (approximate)
	Earth Science Week 

	October – December period
	Update of Chapter Operations Manual on web site

	November – December period.
	Fall Social

	August – October period.
	Fall Seminar

	December
	National Board Meeting

	December
	Issue “press release” re. election and new officers


APPENDIX H

REVISION HISTORY

REVISION HISTORY 

OF THE

CHAPTER OPERATIONS MANUAL

Note:  The numbering system for the Operations Manual version is as follows:

Digit left of decimal = Current year 

Digit right of decimal begins with 0 each year and is advanced by units of 1 as edited versions are created.

	Manual

Version
	Date
	Sections or Appendices

	1.0
	1/1/2004
	Original Edition: Sections 1 – 12; Appendices A - F

	1.1
	8/1/2004
	Table of Contents, 3.7, 7.3.5, 8.4.1, 8.6.1, 8.6.3, Appendices E - F, G(added)

	2005.0
	1/1/2005
	3.1, inserted new 3.2 (renumbered subsequent 3.x’s),

previous 3.6 (new 3.7), 7.1.1.1 - 7.1.1.4, 7.4, 7.6, 8.1.1.3, 8.6.1, Appendices E - G

	2006.0
	1/1/2006
	Table of Contents, 4.3, replaced 4.4 (renumbered subsequent 4.x’s), 5.4, 5.5, 7.1.1.1, 7.1.1.3, 7.1.1.4, inserted new 7.3.3 (renumbered subsequent 7.3.x’s), 7.3.6-7.3.8 (after renumbering), 7.4, 8.1.1.1, 8.1.2.1, Appendix C (tables C-1 and C-2 plus new table C-3), Appendix E (tables E-1 and E-2), Appendix G 

	2007.0
	12/2/06
	Table of Contents, replaced 3.1-3.3 with new 3.1-3.2 (renumbered subsequent 3.x’s), 4.0, 6.5, 7.1.1.3 (e-mail lists), 7.3.3, 7.6 (e-mail lists), 8.1.1.2, 8.3.2, 8.4.1, Appendix C (all tables), Appendix E (tables E-1 and E-2), Appendix F 

	2008.0
	12/31/07
	Insert By-Laws of the Houston Chapter as Appendix C.  Update Membership categories to reflect Affiliated Membership per National.  Separated Secretary duties into two positions, that of Secretary and Editor.  Misc. other updates.

	2009.0
	12/31/08
	Add one joint meeting, with the HAPL in December, to the Program Chairman’s list of duties (7.3.8). 

Revise the Calendar (Appendix G).  

The Program Chairman should provide the Office Mgr. with meeting announcements for emails to the membership (7.3.8).

	2010.0
	12/31/09
	Add SIPES Houston Chapter Sponsorship Policy as Section 9.  Sections titled Origin and Provisions of the Manual and Chapter Headquarters are now Sections 10 and 11 respectively.  Update the Chapter Officer and Committee Chairmen history tables.  Changed Chapter Headquarters address.


PAGE  
15

