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SECTION I. INTRODUCTION AND GENERAL INFORMATION
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INTRODUCTION AND GENERAL INFORMATION
PURPOSE
This Procedure Manual is designed to assist those with elected, appointed, or staff
responsibility for the operation of the Georgia Public Health Association (hereafter called
“GPHA”). As a working document, it outlines the methods by which the present
activities of the Association are performed and the relationships between various parts of
the Association. Basic information pertaining to duties and responsibilities may be
changed by the Board of Directors, or by a amending the Bylaws if applicable, as
experience and circumstances dictate
DISTRIBUTION
Each person elected or appointed to a responsible position, i.e., Executive Board
Members shall receive a copy of this document through the Executive Office. Standing
and Special Committee Chairmen shall receive a copy of the portion which describes the
roles and responsibilities of all Committees.
The Executive Office will prepare any changes in the Constitution and By-Laws and the
Procedures Manual that are adopted, and distribute these changes at the next Board
meeting.
Each manual holder shall keep the manual updated and in order. As a person vacates a
position, it shall be his/her responsibility to return the updated copy of the manual to the
Executive Office for redistribution. Any notes or materials that a predecessor feels would
be helpful to the next person in the position for which the manual is intended should be
included.
The manual shall be posted on the GPHA website members only section and updated by
the Executive Office.
OFFICIAL RECORDS
The official records of this Association are maintained in the Executive Office. Current
files and records should be submitted at the end of each year to be consolidated by the
Executive Office.
An annual evaluation shall be made by the Executive Office and the outgoing President.
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EXECUTIVE OFFICE
The official mailing address for the Georgia Public Health Association is:
Georgia Public Health Association
P.O. Box 80524
Atlanta, GA 30366-0524
The Executive Office staff will provide assistance in the preparation of materials, general
mailing of materials, and other services as may be required in the discharge of duties.
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SECTION II: EXECUTIVE OFFICE
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EXECUTIVE OFFICE
The Executive Office provides continuity for the Association by maintaining a permanent office
and address for personal contact and correspondence. An Executive Director is employed by,
and directly responsible to, the Executive Board through the Executive Committee of the
Association.
The Executive Office / Executive Director ensures recurring administrative duties and executive
functions are performed for the Association including but not limited to those detailed below.
I.

II.

Current records of the Association
1. Current roster of members of the Association
2. Membership application forms
3. Up-to-date Section and Committee rosters with addresses
4. A record of award recipients
5. An up-to-date copy of the Constitution and By-Laws of GPHA and GPHA Sections
6. Preparation mailing of dues notices to all paid members.
7. Maintaining a current property inventory
8. Must be a current member of GPHA.
Responsible to President for
1. Sending out notices and the agenda for meetings to members of the Executive Board
and the Executive Committee as well as to others invited by the President
2. Sending out correspondence as directed by the President
3. Performing assignments as directed by the President
4. Responsible for GPHA calendar.
5. Responsible for training Section chairs, Committee Chairs, new members, Boards of
Health, and advocates as appropriate.
6. Provide services to members.

III. Responsible to Program Chairman for
1. Seeing that advance program materials are mailed to the membership at least 45 days
prior to the meeting date
2. Assisting in the preparation of the layout for the official program and arranging for
printing
3. Posting of the program to the official Georgia Public Health Association website when
program is complete.
4. Serve on program committees
IV. Responsible for the Georgia Public Health Web Site for
1. Planning what material should be posted
2. Obtaining pictures as needed
3. Preparing copy
4. Assist in planning the layout
5. E-mailing to the membership
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V. Responsible to the Executive Board for
1. Obtaining and distributing to all officers and Committee Chairmen letterhead stationery
as requested
2. Works with the Board of Directors of GPHA to establish, achieve, and maintain the
goals and objectives of the organization's strategic plan.
3. Provides assistance with preparation and delivery of testimony and collection of data
supportive of the mission and goals of public health.
4. Distributing and updating the GPHA Policy and Procedures Manual.
5. Seeks funding through appropriate grant applications and public and private sources
6. Assist in planning and organizing the annual meeting and conference and other
scheduled meetings and workshops.
7. Maintains liaison with agencies and organizations that impact public health.
8. Distributing a list of names and addresses of Board of Directors and Committee
Chairmen to each member of the Board
9. Preparing checks/cash receipts transmittals, make bank deposits, check requests, and
other forms as directed by the President and/or Treasurer for approval and signatures of
designated individuals
10. Input into annual budget.
11. Assuring that grant reports are proper and reports are submitted to the proper
Organizations.
VI Miscellaneous
1. Maintaining inventory of supplies needed for administration of office and function of
Association to include:
A. letterhead stationery and envelopes
B. ballot and billing envelopes
C. membership applications, brochures, membership cards, certificates
D. Association printed materials
2. Ordering and having engraved the awards of the Association
3. Attending meetings of the Association
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SECTION III EXECUTIVE BOARD
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EXECUTIVE BOARD PARTICIPATION
Executive Board Members are bound to fulfill:
• Duty of Care
Active participation
Responsible inquiry
• Duty of Loyalty
Promote the public purpose
Avoid conflicts of interest
• Duty of Obedience
Follow governing documents
Comply with federal and state laws
•

GPHA Executive Board Members must be current active GPHA members and attend all
Board Meetings, both in person and by conference call of the Association. Missing more
than two consecutive meetings or more than 25% of the total board meetings in a
program year is considered a serious breach of a Board member’s legal and fiduciary
responsibility. Board members who cannot attend a meeting are expected to notify the
President or Executive Director (e-mail is acceptable) at least two (2) days in advance of
the meeting.

•

If a board member cannot attend a face-to-face meeting, participation by conference call
is acceptable if such facilities are available. A Board member may appoint a proxy to
represent him/her and vote during a meeting and notify the Executive Director (e-mail is
acceptable).

•

There may be exceptions to this policy under unusual circumstances, which will be
evaluated by the Executive Committee.

•

Non-performance of the GPHA Executive Board Duties, including lack of meeting
attendance, can be a reason to ask a board member to resign. This should be done only
after a series of steps have been taken by the President and Executive Committee to
remediate the situation. In instance where a Board member resigns or is removed, the
Board may appoint a replacement to complete the term, as specified in the GPHA
Bylaws.

•

GPHA Executive Board Members are encouraged to make an annual, personal financial
contribution that reflects their commitment and desire for the success of the Association
in meeting its mission. In addition, Board Members are encouraged to assist in resource
development on behalf of GPHA by making requests and identifying pathways to
potential funding prospects.

•

This policy shall be reviewed and updated, at least annually, by the GPHA Executive
Board.

•

Sign and return the GPHA Conflict of Interest Policy annually during my term.
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CONFLICT OF INTEREST POLICY
The purpose of this conflict-of-interest policy is to prevent the institutional or personal interests
of Georgia Public Health Association (GPHA) board members, officers, and staff from
interfering with the performance of their duties to GPHA, and to ensure that there is no personal,
professional, or political gain at the expense of GPHA. This policy is not designed to eliminate
relationships and activities that may create a duality of interest, but to require the disclosure of
any conflicts of interest and the recusal of any interested party in a decision relating thereto.
A conflict of interest may exist when the interests or potential interests of any Executive Board
member, officer, or staff member, or that person’s close relative, or any individual, group, or
organization to which the person associated with GPHA has allegiance, may be seen as
competing with the interests of GPHA, or may impair such person’s independence or loyalty to
GPHA. A conflict of interest is defined as an interest that might affect, or might reasonably
appear to affect, the judgment or conduct of any director, officer, or staff member in a manner
that is adverse to the interests of GPHA.
Use of Information
Executive Board members, officers, and staff shall not use information received from
participation in GPHA affairs, whether expressly denominated as confidential or not, for
personal gain or to the detriment of GPHA.
Disclosure and Recusal
Whenever any Executive Board member has a conflict of interest or a perceived conflict of
interest with GPHA, he or she shall notify the board chair of such conflict in writing.
Whenever any staff member (paid or volunteer) has a conflict of interest or a perceived conflict
of interest with GPHA, he or she shall notify the President of such conflict in writing. When any
conflict of interest is relevant to a matter that comes under consideration or requires action by the
board, or a board committee, the interested person shall call it to the attention of the board chair
and shall not be present during board or committee discussion or decision on the matter.
However, that person shall provide the board or applicable committee with any and all relevant
information on the particular matter.
The minutes of the meeting of the board or its committee shall reflect that the conflict of interest
was disclosed, that the interested person was not present during discussion or decision on the
matter, and did not vote.
Dissemination
A copy of this conflict-of-interest policy shall be furnished to each director, officer, and staff
member who is presently serving this organization or who may become associated with it.
Certification
The policy and its application shall be reviewed annually for the information and guidance of
Executive Board members, officers, and staff members, each of whom has a continuing
responsibility to scrutinize their transactions and outside business interests and relationships for
potential conflicts of interest, and make such disclosures as described in this policy.
Each Executive Board member will be asked to complete a certification of agreement with the
policy and disclosure of any known conflicts of interest upon his or her election or re-election to

11

the board and annually thereafter. As administered by the employee in charge of human
resources, each senior staff member will be asked to complete such a certification upon his or her
employment and on an annual basis thereafter. All certifications shall be reviewed by the board
as appropriate.
CONFLICT CERTIFICATION FOR GEORGIA PUBLIC HEALTH ASSOCIATION
Executive Board and Senior Staff
I have read and agree to abide by GPHA’s Conflict-of-Interest Policy. To the best of my
knowledge, I have no conflicts as described in this Policy, except those noted below or on the
attached paper.
________________________________
Signature

______________________________
Date

________________________________
Name (Please print)

______________________________
GPHA Position

[ ] By checking this box, I am providing my electronic signature. (Please enter name and date
on signature and date lines above).
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EXECUTIVE BOARD MEMBER JOB DESCRIPTION
Subject to all applicable law, the Articles of Incorporation, and these Bylaws, the management of
the affairs and business of GPHA shall be vested in the Executive Board, which shall have and
may exercise all the powers that may be exercised or performed by the Association, except as
otherwise provided by these Bylaws, the Articles, applicable law or any such agreement.
The Executive Board shall consist of the Officers of the Association, the immediate PastPresident, the Chairperson of each Section, and the SGPHA representative to the GPHA
Executive Board.
The Association officers shall serve in the same capacity within the Executive Board.
The Executive Board shall meet on call of the President or any five members and will meet at
least four times per year.
A quorum of the Executive Board consists of a majority provided the President,
Vice-President or Secretary is in attendance.
Duties of the Executive Board shall include the following:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)
l)
m)
n)
o)
p)
q)

Act for and manage the affairs of the Association between meetings.
Establish and monitor the Association budget and designate depository.
Establish and maintain policy guidelines.
Endorse nominees for honorary membership.
Receive requests and consider Section establishment or change.
Select and approve locations and dates for meetings.
Consider and make recommendations on all Association Resolutions and Bylaws
Amendments.
Enforce Bylaws
Approve publications sponsored by the Association and materials distributed at any
meeting.
Report all actions through minutes.
Serve as the Program Committee, with Vice-President serving as chairperson.
Approve employment and remuneration.
Establish dues.
Set annual meeting registration fees.
Serve actively on at least one Committee.
Recruit and orient board members and assess the Board’s performance.
Vote to fill officer vacancies per Bylaws.
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EXECUTIVE COMMITTEE MEMBER JOB DESCRIPTION
The President, President-Elect, Vice-President, Secretary, and Treasurer shall constitute an
Executive Committee and shall act for and manage the affairs of the Executive Board between
Executive Board meetings.
Duties of the Executive Committee shall include the following:
1) Meet at least bimonthly (may be made by conference calls) with the Executive Director
for the purpose of communication, supervision, monitoring, and evaluation.
2) The Executive Director’s annual performance evaluation shall be completed by the
President following input from the Executive Committee.
3) The Executive Director shall be hired and removed by a majority vote of the Executive
Committee.
4) The Executive Committee shall have all the powers of the Executive Board to transact
business between Executive board meetings. All transactions of this committee shall be
reported in full at the next regularly scheduled meeting of the Executive Board.
5) Provide staff oversight of any personnel or contract services and other immediate details.
6) Approve all grant applications.
7) Must be a current active GPHA member.
8) Approve selected members recommended by the President or Executive Director to
participate as non-voting members of the Executive Committee meetings and Executive
Board meetings.
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PRESIDENT
The President is the Chief Executive Officer of the Association and the official spokesman for
the Organization.
The President shall:
1. Carry out responsibilities outlined in the Executive Board member job description.
2. Serve as an officer of GPHA and carry out responsibilities outlined in the Executive
Committee member job description.
3. Must be a current active GPHA member, for a period of three years prior to election.
4. Serve as the presiding officer of the Association, Executive Board, and Executive
Committee.
5. Be an ex-officio member of all committees.
6. Serve as Chairperson of the planning retreat.
Duties:
The duties of the President shall be those usually implied by the office, although the
President may delegate tasks as he/she sees fit to the Executive Director.
The President’s responsibility is to:
1. Give direction, provide leadership, and facilitate the functioning of the Association.
2. Appoint chairpersons of standing committees with the approval of the Executive Board of
Directors including: Awards Committee, Bylaws Committee, Career Development
Committee, Marketing and Publicity Committee, Membership Committee, Memorials
Committee, and Strategic Planning Committee. Committee rosters shall be completed by
one month following the close of the Annual Meeting or during the Annual board
Retreat.
3. Appoint special committees as deemed necessary to carry on the work of the Association.
4. Appoint a parliamentarian for his/her term of office.
5. Oversee corporate sponsorship.
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6. Mentor the President-Elect, inclusive of involvement in committee functions.
7. Conduct Correspondence for the Association, in accordance with Association Policy.
Term of office: From adjournment at the annual meeting for one (1) year or until a successor is
elected. No elected officer may serve in the same elected capacity for more than three terms.
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PRESIDENT-ELECT
The President-Elect shall serve in a “trainee” position assisting the President, and becoming
familiar with the duties of the office of the President.
The President-Elect shall:
1. Carry out responsibilities outlined in the Executive Board member job description.
2. Serve as an officer of GPHA and carry out responsibilities outlined in the Executive
Committee member job description.
3. Must be a current active GPHA member, for a period of three years prior to election.
4. Serve as Chairperson of the Nominating Committee.
5. In absence, vacancy or inability of the President, assume the responsibilities or office of
the President.
6. Perform those duties as are delegated by the President and Board of Directors.
Term of office: From adjournment at the annual meeting for one (1) year or until a successor is
elected. No elected officer may serve in the same elected capacity for more than three terms.
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VICE-PRESIDENT
Each Vice-President shall:
1. Carry out responsibilities outlined in the Executive Board member job description.
2. Serve as an officer of GPHA and carry out responsibilities outlined in the Executive
Committee member job description.
3. Must be a current active GPHA member, for a period of three years prior to election.
4. In absence, vacancy or inability of the President-Elect, assume the responsibilities or
office of the President-Elect.
5. Serve as the Annual Meeting and Conference Program Committee chairperson.
6. Shall perform duties as may be delegated by the Board of Directors or the President.
Term of office: From adjournment at the annual meeting for one (1) year or until a successor is
elected. No elected officer may serve in the same elected capacity for more than three terms.
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TREASURER
The Georgia Public Health Association, Inc. vests its financial records in the office of Treasurer,
who is duly elected by the membership during GPHA's Annual Meeting. It is the responsibility
of the Treasurer to work with the Executive Director or President’s designee, Executive
Committee and the entire Executive Board to assure that the finances of GPHA are secure, welldocumented, and that all bills and encumbrances are paid efficiently.
The Treasurer shall:
1. Carry out responsibilities outlined in the Executive Board member job description.
2. Serve as an officer of GPHA and carry out responsibilities outlined in the Executive
Committee member job description.
3. Must be a current active member of GPHA, for a period of three years prior to election.
4. Chair the Finance Committee.
5. Oversee the collection of collection of dues and other revenue and make disbursements
authorized by the Executive Board.
6. Keep full and accurate accounts of all receipts and disbursements. Manage all accounts
including those related to outside contracts and grants.
7. Maintain financial records for GPHA and submit for audit (monthly and annual) as
required.
8. Present a financial report to the Executive Board quarterly.
9. Assume responsibility for filing all required reports, including IRS Form 990.
10. Responsibility for monitoring bids and contracts and for the retention of the original bids
in accordance with the records retention policy.
Term of office: From adjournment at the annual meeting for one (1) year or until a successor is
elected. No elected officer may serve in the same elected capacity for more than three terms.
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SECRETARY
The Secretary is a duly elected officer of GPHA and shall perform the usual duties with the
Office of Secretary.
The Secretary shall:
1. Carry out responsibilities outlined in the Executive Board member job description.
2. Serve as an officer of GPHA and carry out responsibilities outlined in the Executive
Committee member job description.
3. Receive and keep a current record of all Section officers and Committee chairpersons.
4. Take minutes of Executive Board meetings and other meetings as required.
5. Maintain a permanent file of GPHA minutes.
6. Maintain a file of correspondence deemed necessary for the proper conduct of GPHA.
7. Must be a current active member of GPHA, for a period of three years prior to election.
Term of office: From adjournment at the annual meeting for one (1) year or until a successor is
elected. No elected officer may serve in the same elected capacity for more than three terms.
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REPRESENTATIVE AT LARGE
Each Board Representative shall:
1. Carry out responsibilities outlined in the Executive Board member job description.
2. Serve as an officer of GPHA.
3. Must be a current active GPHA member, for a period of three years prior to election.
4. Serve on committees representing the Board of Directors, on request.
5. Co-Chair the Policy and Advocacy Committee.
6. Perform duties as directed by the President.
Term of office: From adjournment at the annual meeting for one (1) year or until a successor is
elected. No elected officer may serve in the same elected capacity for more than three terms.
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REPRESENTATIVES TO APHA AND SHA
The Representatives to APHA and SHA shall be elected at each annual meeting. Each
Representative shall:
1. Carry out responsibilities outlined in the Executive Board member job description.
2. Serve as an officer of GPHA.
3. Must be a current active GPHA member.
4. Be a member of APHA or SHA and attend meetings of APHA or SHA.
a) At APHA, the Representative shall attend the Annual Meeting of the Committee
on Affiliates whose role is determined by the APHA Constitution (Art.4, Sec. 1
(c) and Bylaws (Art. XVI, Sec. 2.) This meeting is usually held one day prior to
the APHA Annual Meeting.
b) Attend the Governing Council meetings of the respective group.
5. Obtain from the GPHA Board of Directors comments, suggestions, and proposals
regarding current issues that are anticipated to be considered at the meetings of APHA or
SHA.
6. Take instruction from the Executive Committee and Executive Board regarding
resolutions and policy statements of APHA and SHA and the establishment of positions
for GPHA.
7. Regularly report pertinent issues and activities of APHA or SHA to the GPHA Board of
Directors and prepare written reports to be submitted to the GPHA web site.
Term of office: From adjournment at the annual meeting for one (1) year or until a successor is
elected. APHA and SHA recommend that the representative be elected to at least a three year
term. No elected officer may serve in the same elected capacity for more than three terms.
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IMMEDIATE PAST PRESIDENT
The Immediate Past President shall:
1. Carry out responsibilities outlined in the Executive Board member job description.
2. Must be a current active GPHA member.
3. Serve as a consultant to the President during his/her term of office.
4. Chair the Past President’s Council.
5. Perform duties as directed by the President.
Term of office: Serve for one year, beginning immediately after his/her term as President.
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SECTION CHAIRPERSON
The Association shall consist of Sections namely: Academic, Administration, Behavior Health,
Emergency Medical Services and Emergency Preparedness, Environmental Health,
Epidemiology, Governance, Health Education and Promotion, Health Information and
Information Technology, Laboratory, Maternal and Child Health, Medical-Dental, Nursing,
Nutrition, Office Personnel, and Primary Health Care. Each Section shall elect a Chairperson,
Vice Chairperson, and Secretary. After elections, the Chairperson shall immediately transmit the
names to the Association’s Secretary.
Each Section Chairperson:
1. Carry out responsibilities outlined in the Executive Board member job description.
2. Must be a current active GPHA member.
3. Carry out the responsibilities outlined in the Section bylaws.
A. Serve and attend all meetings as a member of the Executive Board of the
Association. If unable to attend, appoint a Section Member to attend (e.g.ViceChairperson, Secretary)
B. Serve as a member of the Association Nominating committee if requested by the
Association President.
C. Serve Section interest as a member of the Association Annual Meeting Program
committee.
D. Ensure that Section Secretary or appoint another person to serve on the
Membership committee.
E. Prepare the Section annual budget for the Association Executive Board approval.
Budget shall include postage, travel expenses to and from the Association
Executive Board meetings, annual Section meeting expenses and other
anticipated expenses.
F. Prepare articles on Section interests and activities and submit by deadline for
posting on the Association website or newsletter.
G. Preside over Section meetings and perform other usual duties concerned with
this office.
H. Keep Section officers informed of Executive Board meetings.
I. Ensure the Section files are maintained (e.g. minutes, historical data, bylaws,
rules).
J. Ensure that acceptable program is arranged for Section Annual Meeting and
other functions. If Continuing Education Units are requested, the program must
meet all requirements for Association CEU designation.
K. Transmit to the Secretary of the Association immediately following the Section
Annual Meeting the names, positions, addresses, e-mails, and telephone numbers
of the Officers for the ensuing year.
L. Appoint authorized standing committees and necessary special committees and
be an ex-officio member of all committees.
M. Assume overall responsibility for the Section, its programs, and proceedings.
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N. Appoint a member to fill unexpired term in the event of vacancy in the office of
Vice-Chairperson or Secretary.
O. Assume other duties and responsibilities as defined and assigned by the
Executive Board or President.
4. Report to the Section Membership the business of the Association. This includes any
changes in the management of the Association, changes to the By-Laws, future plans for
Annual Meetings, the program content, etc.
5. Act on requests for putting before the Board any business and concerns from the Section
for discussion, consideration, and voting. Report back to the Sections any discussion,
decision, or resolutions in regard to any business requested by the Section. A general
report of the Board Meeting should be reported to the Section.
Term of office: As stated in the Section Bylaws or until a successor is elected.
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STUDENT CHAPTER GEORGIA PUBLIC HEALTH ASSOCIATION
REPRESENTATTIVE
1. Carry out responsibilities outlined in the Executive Board member job description.
2. Must be a current active GPHA and SGPHA member and agrees to serve.
Term of office: Rotated annually among active SGPHAs.
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PARLIAMENTARIAN
The Parliamentarian is the person who helps facilitate the business meetings of the Association.
The role is strictly advisory and the Chair makes all final rulings. The Parliamentarian does not
enter into any of the discussion of business and has no vote. The person should be well versed
on the latest rules of parliamentary procedures.
The Parliamentarian is appointed by the President for the term of the President.

Duties
1. Consult with the President prior to business meetings of the Association concerning possible
parliamentary problems or issues to be discussed.
2. Attend all meetings of the Executive Board and the membership.
.
3. Serve as consultant to the presiding officer and other officers during meetings.
4. Advise presiding officer when called upon for advice on a point of procedure or comprises of
the right of members.
5. Call the attention of the Chair to errors is procedure or comprises of the right of members.
6. Consult with Sections and Committees when matters of parliamentary rules or procedures are
in question (e.g. changes in rules of conduct or Bylaws).
7. Have available at all meetings a copy of the parliamentary authority of the Association,
current edition of Robert’s Rules of Order Newly Revised, and be familiar with its contents.
Any matters not covered by the rules of the Association are determined by that authority.
8. Must be a current active GPHA member.
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GEORGIA PUBLIC HEALTH ASSOCIATION
CONFLICT OF INTEREST POLICY
The purpose of this conflict-of-interest policy is to prevent the institutional or personal interests
of Georgia Public Health Association (GPHA) board members, officers, and staff from
interfering with the performance of their duties to GPHA, and to ensure that there is no personal,
professional, or political gain at the expense of GPHA. This policy is not designed to eliminate
relationships and activities that may create a duality of interest, but to require the disclosure of
any conflicts of interest and the recusal of any interested party in a decision relating thereto.
A conflict of interest may exist when the interests or potential interests of any Executive Board
member, officer, or staff member, or that person’s close relative, or any individual, group, or
organization to which the person associated with GPHA has allegiance, may be seen as
competing with the interests of GPHA, or may impair such person’s independence or loyalty to
GPHA. A conflict of interest is defined as an interest that might affect, or might reasonably
appear to affect, the judgment or conduct of any director, officer, or staff member in a manner
that is adverse to the interests of GPHA.
Use of Information
Executive Board members, officers, and staff shall not use information received from
participation in GPHA affairs, whether expressly denominated as confidential or not, for
personal gain or to the detriment of GPHA.
Disclosure and Recusal
Whenever any Executive Board member has a conflict of interest or a perceived conflict of
interest with GPHA, he or she shall notify the board chair of such conflict in writing.
Whenever any staff member (paid or volunteer) has a conflict of interest or a perceived conflict
of interest with GPHA, he or she shall notify the President of such conflict in writing. When any
conflict of interest is relevant to a matter that comes under consideration or requires action by the
board, or a board committee, the interested person shall call it to the attention of the board chair
and shall not be present during board or committee discussion or decision on the matter.
However, that person shall provide the board or applicable committee with any and all relevant
information on the particular matter.
The minutes of the meeting of the board or its committee shall reflect that the conflict of interest
was disclosed, that the interested person was not present during discussion or decision on the
matter, and did not vote.
Dissemination
A copy of this conflict-of-interest policy shall be furnished to each director, officer, and staff
member who is presently serving this organization or who may become associated with it.
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Certification
The policy and its application shall be reviewed annually for the information and guidance of
Executive Board members, officers, and staff members, each of whom has a continuing
responsibility to scrutinize their transactions and outside business interests and relationships for
potential conflicts of interest, and make such disclosures as described in this policy.
Each Executive Board member will be asked to complete a certification of agreement with the
policy and disclosure of any known conflicts of interest upon his or her election or re-election to
the board and annually thereafter. As administered by the employee in charge of human
resources, each senior staff member will be asked to complete such a certification upon his or her
employment and on an annual basis thereafter. All certifications shall be reviewed by the board
as appropriate.
CONFLICT CERTIFICATION FOR GEORGIA PUBLIC HEALTH ASSOCIATION
Executive Board and Senior Staff
I have read and agree to abide by GPHA’s Conflict-of-Interest Policy. To the best of my
knowledge, I have no conflicts as described in this Policy, except those noted below or on the
attached paper.
________________________________
Signature

______________________________
Date

________________________________
Name (Please print)

______________________________
GPHA Position

[ ] By checking this box, I am providing my electronic signature. (Please enter name and date
on signature and date lines above).
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SECTIONS
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SECTIONS
The Association shall consist of Sections namely: Academic, Administration, Behavioral Health,
Emergency Medical Services and Emergency Preparedness, Environmental Health,
Epidemiology, Governance, Health Education and Promotion, Health Information and
Information Technology, Laboratory, Maternal and Child Health, Medical-Dental, Nursing,
Nutrition, Office Personnel, and Primary Health Care.
Upon the recommendation of the Executive Board, new Sections may be authorized and existing
Sections may be combined or discontinued by the Association at any annual meeting; provided,
such a request, petition or proposal has been signed by at least 15 members and submitted to the
Executive Board at least three months prior to the opening of the First Session of the next annual
meeting.
Sections with fewer than ten (10) members will automatically be inactivated. When an
inactivated section has at least ten (10) members, the section will automatically be reactivated.
Section Bylaws, a copy of which is included in this manual, shall be filed with the Association.
Section Bylaws shall not be in conflict with the Association Bylaws.
Each Section shall elect a Chairperson (serves on the GPHA Executive Board), Vice Chairperson
(serves on the GPHA Scholarship Committee), and Secretary (serves on the GPHA Membership
Committee) at or no more than three months prior to the annual meeting. Election shall be by a
written ballot or electronically. After elections, the Chairperson shall immediately transmit the
names to the Association Secretary. Section officers must be in “active membership” status at the
time of their election.
No person shall serve as an officer of a section who is not a member of the Association. No
person can serve as an officer of two separate sections at the same time. No elected officer of the
Association or Section may serve in the same elected capacity for more than three terms.
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SECTION V: STANDING COMMITTEES

32

STANDING COMMITTEES
Standing Committees of the Association shall be Awards, Career Development, Finance,
Marketing and Publicity, Membership, Memorials, Nominations, Policy and Advocacy, and
Strategic Planning. Standing Committees shall be appointed by the President subject to the
GPHA Bylaws and approval by the Executive Board and shall serve for one year.
Each committee shall consist of at least three members unless otherwise prescribed. Committee
rosters shall be completed by one month following the close of the Annual Meeting or during the
Annual Board Retreat.
Each committee shall be responsible for and perform the usual duties implied by the title as well
as those prescribed by GPHA Bylaws, the parliamentary authority and the Executive Board. The
Chairperson of the Career Development committee shall have oversight of chapters.
Awards Committee
The Chairperson shall appoint the members with the approval of the President.
Charge: Establish requirements and procedures concerning the Awards Program; evaluate
annually the Awards Program and make recommendations for improvement; monitor the
progress of the Awards Program throughout the year; review and approve all newly proposed
awards and submit to the Executive Board for approval, if applicable; and facilitate recognition
of the membership for best practices and public health leadership.
All awards must either be endowed by a special fund, person or Section unless the Executive Board
establishes a special award for exceptional service to the Association. Each Section may establish a
Legacy Section Award if one does not exist.
The Awards Program of the Association shall include the Awards for recognition and an Annual Awards
Luncheon. The Awards Committee shall establish requirements, procedures, and any changes concerning
the Awards Program, and submit to the Executive Board for approval, if applicable. It is recommended
that the recipients be members of the Association, if possible.
There are two types of awards: Legacy and Section.
Legacy Awards: Legacy Awards include the two Association Awards and one historical award from each
Section.
The Association Legacy Awards are the Al Dohany Award for Community Service and the Jules S. Terry
Memorial Award.
Legacy Section Historical Awards include: Environmentalist of the Year (Environmental Health),
Georgia Dental Public Health Award of Merit (Medical-Dental); Governance Section Award
(Governance); Janet Stancliff Award (Epidemiology); Kathy Miner Award – Health Education and
Promotion Award of the Year (Health Education and Promotion); Larry W. Miller Health Information
Specialist of the Year (Health Information and Information Technology); Maggie Kline Award (Nursing);
Maternal and Child Health Community Service Award (Maternal and Child Health); Behavioral Health
Worker of the Year (Behavioral Health); Office Personnel Outstanding Service Award (Office
Personnel); Primary Health Care Leadership Award (Primary Health Care); and Rosemarie B. Newman
Nutrition Extra Mile Award (Nutrition).
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The Honorary Member election is recommended by the Membership Committee, accepted by the
Executive Board, and voted on by the full membership present at the annual meeting.
The Legislator of the Year Award(s) are recommended and approved by the Executive Board and given
for special support of health care and public health issues during the most recent General Assembly.
The Sellers-McCroan award recognizes a public health professional whose work has had a significant
impact on epidemiology and/or laboratory services at the state, district or county levels, or in academia or
in hospitals. The call for award nominations is issued each year. The President-Elect is responsible for
planning and coordinating the luncheon, lecture and award.

Bylaws Committee
Charge: Make changes or revisions in the Constitution and Bylaws when directed by the
Executive Committee or Executive Board. Ensure time limits and affirmative vote requirements
are followed.
Career Development
The Chairperson of the Career Development committee shall have oversight of the GPHA student
chapters, SGPHA, to enhance the professional development of students majoring in the health-related
field.
Charge: Ensure continuing education programs and appropriate credits are available for Association
meetings, and are GPHA advisory to SGPHA.

Finance Committee
Charge: Prepare the annual budget in conjunction with the Treasurer for review and approval 30
days prior to the annual meeting, be responsible for fundraising and recruitment of sponsors for
Association activities and events, review and recommend to the Executive Board concerning
fundraising or recruitment of sponsors, by Sections, Committees or members, and provide for an
annual audit of the fiscal records as maintained by the Treasurer. The Finance Committee shall
be responsible for assuring that the budget contains line items necessary for the efficient
operation of GPHA.
Services to be purchased such as accounting, insurance, legal consultation and contract services
will be under the direct supervision of the Finance Committee with bids being sought for best
price. The Treasurer will have responsibility for monitoring these bids, reporting
recommendations to the Executive Board and retaining the original bids on file in accordance
with the records retention policy.
Review and approve all grant applications, or other requests for outside funding, before they are
submitted to the funding agency. After approval by the Finance Committee, such requests for
funding will be signed by the President and forwarded to the funding agency by the Secretary
The Treasurer shall have the responsibility for chairing the Finance Committee. The
recommended membership of the Finance Committee shall include the Exhibits Chair,
Membership Chair, Awards Committee Chair, Program Planning Committee Chair, Governance
Section officer, past Treasurer, and any other GPHA member appointed by President. The
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Executive Director and the President’s designee serves as an ex-officio member of the Finance
Committee. The President has the option of attending Finance Committee meetings.
The Treasurer, Executive Director, and President’s designee will work closely together to
maintain financial records, supplies and inventories required for the efficient operation of
GPHA.
Finance Committee's Role & Interaction with other GPHA Sections, Committees:
The Finance Committee under the Chairmanship of the Treasurer will interact with any Section
or Committee having financial interests in pursuit of the organizational goals. Those committees
whose purpose is to manage portions of the Annual Meeting that collect funds, will meet jointly
with the Finance Committee to establish financial procedures. The Treasurer will have
responsibility for approving any activities, which speak to the financial arm of GPHA.
The Finance Committee will be responsible for reporting the per person costs of the Annual
Meeting as a method to establish registration fees for the coming year.
The Finance Committee will work with the Exhibits Committee, Poster Session Committee,
Membership Committee, and any others standing or special committees to establish fees
necessary to cover the costs associated with those functions.
Marketing and Publicity Committee
Charge: To design and develop GPHA printed materials to use with the general membership; to
design and develop an appropriate exhibit for GPHA to use with other professional groups, local
public health events, and as a marketing tool; the Committee shall meet annually with the
Executive Director to develop a schedule of required changes for GPHA printed materials to
propose a budget for printing and to obtain Executive Board approval; the Marketing and
Publicity Committee shall be responsible along with the Executive Director for arranging
appropriate news releases regarding all GPHA events, recognition of award winners, and local
publicity during the Annual Conference.
Membership Committee
Each Section Secretary shall serve on the Membership Committee. Should a Section Secretary be unable
to serve, the respective Section Chairperson shall appoint another Section representative to serve.
Charge. Conduct annual membership drive; recommend honorary membership, submitted not less than
three months prior to the annual meeting, to the Executive Board for endorsement, and recommend
inactivation and reactivation of Sections to the Executive Board for approval.

Memorials Committee
Charge: Prepare a list of past and present members of the Association who have died since the
last Annual Meeting. Present report at the Annual Meeting of the Association. Recommend
memorial for past and present members of the Association – flowers etc. during the year.
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Nominating Committee
The Nominating Committee shall consist of the President-Elect, three (3) Executive Board
members selected by the President, and two (2) past-presidents. The President-Elect shall serve
as Chairperson.
Charge: The Committee shall solicit nominations for elective office from the general
membership in active status of GPHA. The Committee shall select from the nominations the
slate of officers and secure their agreement to serve. The Committee shall present to the
Secretary at least thirty days prior to the opening of the First General Session of the next annual
meeting a nominee for each office to be filled. Officers of the Association are required to hold
membership in GPHA for a period of three years prior to their nomination for election.
Policy and Advocacy Committee
The two Representatives at Large will Co-Chair the Policy and Advocacy Committee. The
President will appoint one the Co- Chair responsible for resolutions and position papers, and the
other Co-Chair responsible for advocacy and publications. At least three other members will be
appointed by the President. The President will appoint the overall Chairperson.
Charge: Develop an Association policy on the development of resolutions and position papers
including an action plan, maintain a list of current Association resolutions and policies with any
recommendations for changes or modifications, and develop recommendations concerning local,
state, or federal activities, for advocacy or legislation that effect public health, and other related
areas for Association Board approval and action.
Strategic Planning Committee
Charge: Review and revise the Strategic Plan annually soliciting input from the Executive Board
in conjunction with the annual planning retreat; prepare revisions for presentation and adoption
at the annual meeting; maintain and monitor the progress of the Strategic Plan throughout the
year; provide progress reports at Executive Board meetings when appropriate.
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SECTION VI SPECIAL COMMITTEES
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SPECIAL COMMITTEES

Special Committees as needed shall be appointed by the President. Special Committees may
include:
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CONTINUING EDUCATION

The Continuing Education Committee is a special committee appointed by the President to
coordinate continuing education activities for the Association.

Additional guidelines:
1. This committee should have at least eight (8) or nine (9) members representing each of the
disciplines requesting CEU.
2. The Chairman should work with the Program Committee Chairman and Section Chairmen in
determining the continuing education needs of the various disciplines.
3. The Annual Meeting program may be approved for continuing education credit (but not
limited to) for the following:
a) Nutritionists & dietitians
b) Environmentalists
c) Certified Health Education Specialists (CHES)
d) Nurses
e) Physicians
f) Dentists
g) Dental Hygienists
h) Dental Assistants
4. The chairman of this committee will need to work with the GPHA Executive Director in
assuring that proper information is submitted in a timely manner to the various organizations
for approval.
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5. Evaluation forms need to be prepared to be available at the CEU table. These will need to be
submitted to the Executive Director in sufficient time to get copies made prior to assembling
registration packets.
6. During the Annual Meeting, a member of the committee needs to staff a continuing
education table during the times registration is open. (You will especially need someone
there during the busy times of registration prior to the beginning session each day and
between and after sessions. While meetings, workshops, etc. are in session, it is sufficient to
leave a note on the table indicating when someone will be back.)
7. Each discipline's representative is responsible for having information/certificates/sign up
sheets/etc. available at the CEU desk.
8. At the conclusion of the Annual Meeting, the representative of each discipline is responsible
for issuing certificates, submitting information to appropriate organizations, etc.
See Appendix 2 for the Abstract Submission Form and Presenter Communication form
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POSTER SESSION COMMITTEE

The Poster Session Committee is a special Committee with responsibility for coordinating the
Poster Session/Project Showcase at the annual meeting. The purpose of the Poster Session is to
provide an opportunity to share ideas, innovative projects, and special efforts. A poster session
may depend on space availability at the hotel.

Additional guidelines:

1. This Committee may function as a special Committee appointed by the President or as a
subcommittee of the Program Committee. In either case, the Committee Chairman will need
to coordinate activities with the Chairmen of the Program Committee and Logistics
Committee insofar as a time and place is concerned.
2. A schedule will need to be set insofar as when notices need to be sent out and when abstracts
need to be submitted, reviewed, etc.
3. Once a deadline for receipt of abstracts has been set, a memo/flyer/e-communication (see
below) requesting abstracts should be sent to Georgia Division of Health District Offices and
District Directors; GPHA Section Chairmen; Boards of Health, and to all academic Public
Health programs in Georgia and others as deemed appropriate. The memo should encourage
participation by all Public Health disciplines.
4. Each entry should be typed and double-spaced and no more than two 8 ½” x 11” pages. The
title of the poster and the names of the author(s) followed by the author’s agency, address
and telephone number must be listed at the top of the first page. During the Poster Session,
participants will distribute their one or two page summary of their specific program or project
and be available for questions.
5. Abstracts should be reviewed by the Committee and the presenters notified of the
Committee’s suggested revisions, if any. This procedure may be handled by mail, by a
Committee meeting, or by a subcommittee appointed for this purpose. All presenters should
be notified in writing of the set-up requirements, time and location of the session, etc.
6. Incentives for promoting attendance at the session, such as door prizes, refreshments, etc.
will need to be coordinated and secured by the Committee.
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7. Method(s) for expressing appreciation to participants for being a part of the Poster Session
need to be determined and coordinated by the Committee. This could be a certificate or
award ribbon presented to each participant; a prize given to 1st, 2nd, and 3rd place winner of a
“Best Poster” presentation; etc.
8. A list of Posters to be presented and their authors should be submitted to the GPHA
Executive Office in sufficient time to include in the printed program and publish in the
newsletter on website. (Deadlines for these may be obtained from the GPHA Executive
Office.)
9. If donations for refreshments, door prizes, etc. are received, please furnish this list to the
GPHA Executive Office in order that appropriate acknowledgments can be made in the
printed program.
10. Each participant may be given a full table or, depending on space availability, each
participant may need to share a table or board for displaying their poster. This will need to
be coordinated with the Logistics Chairman.
11. The Chairman and/or other members of the Committee will need to be available when
participants come in to set up.
See Appendix 2 for the Abstract Submission Form and Presenter Communication form
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PUBLIC HEALTH WEEK COMMITTEE
The Public Health Week Committee should consist of at least one (1) representative from each
health district of the state, as well as representative(s) from the central office. The purpose of
this Committee is to plan and coordinate activities across the state for Public Health Week in
Georgia.
Additional guidelines:
1. National Public Health Week is the first full week of April each year and the American
Public Health Association normally promotes a national theme. The national theme may be
used in Georgia or another theme may be selected.
2. The Committee will need to coordinate Public Health Week activities with the appropriate
individuals within the Georgia Department of Public Health.
3. The Chairman will need to check with the GPHA Executive Office to determine funds
available (if any) from GPHA to promote Public Health Week. The Committee is
responsible for determining how the funds will be used.
4. Regular reports should be made to the GPHA Executive Board concerning how funds are to
be used, activities planned, etc.
5. Information of what was done in Georgia the previous year will be available from the GPHA
Executive Office. The Executive Office also has contact people from other states in the
southeast that can provide information on Public Health Week activities that have been
successful in their states. Public Health Week information packets are also normally
available from the American Public Health Association.
6. It is at the discretion of the Chairman how activities of this Committee are conducted —
meetings, conference calls, mail outs, etc.
7. The Committee needs to begin their work as early as possible, but at least six months prior to
Public Health Week.
SILENT AUCTION COMMITTEE

The Silent Auction Committee is a special committee appointed by the President with the
responsibility of coordinating the acquisition of items for sale during the annual meeting in a
silent auction. All proceeds will benefit the James W. Alley Memorial Fund. The Committee
should include at least one person from each district.
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Responsibilities include:
1)

Acquire items for sale during a silent auction at the annual meeting.

2)

Prepare a listing of the donors at least one week prior to the meeting to be included in the
registration packets.

3)

Coordinate with the Program Committee Chairperson and Logistics Committee to ensure
adequate space for display of the items.

4)

Set up room with items for sale during the annual meeting.

5)

Have a committee member in the room housing the silent auction at all times during
which the silent auction is open.

6)

Write receipts for each sale to include the item(s) purchased, the name of the
purchaser, the date and the amount of money received.

7)

Provide to the GPHA Executive Office at the end of the annual meeting a listing of the
items sold, amount received for each item, purchaser of each item and district that
supplied the item.

44

EXHIBITS COMMITTEE

The Exhibits Committee, shall work closely with the Finance Committee, Program Committee
and Logistics Committee and shall be appointed by the President and be responsible for
screening, procuring, and arranging exhibits for the Annual Meeting and for managing the
exhibit area during the meeting.
Additional responsibilities and guidelines:
1. Additional duties that have been assigned to the Exhibits Committee include:
a) Securing of ads for annual meeting program – Separate rates for full page, onehalf page, and for one-fourth page size ads shall be recommended by the
Finance Committee and approved by the Executive Board annually. (A
subcommittee may be assigned this responsibility.) Ads are to be submitted
camera ready; however, they can be reduced or enlarged as needed if they are
not in proportion.
b) Door prizes to be given away during the meeting - A subcommittee may be
appointed from those on the Exhibits Committee to concentrate on door prizes.
If several really good door prizes are obtained, consideration should be given to
using some of them for the silent auction. (This should be coordinated with the
Silent Auction Chairman.)
c) Organization Membership Sponsors-A subcommittee may be appointed to
concentrate on corporate donations, including those made to support section
functions. Those levels of Organization membership are to be classified as:
platinum, gold, silver, bronze, sustaining and patron sponsors. The benefits of
each level of participation are delineated in Organization Membership Sponsor
guidelines of the Membership Committee section of this manual.
2. The Chairman should contact the previous year's Chairman and obtain the exhibit files
from the past years. (The name of the previous year's Chairman may be obtained from
the GPHA Executive Office.)
3. The GPHA Executive Office shall inform the Exhibits Chairman of the proposed budget
for exhibits, ads and corporate donations as soon as possible.
4. After taking all costs into consideration, the Committee is to decide on the rental fee-commercial, governmental, and nonprofit. (If this exhibit fee changes from previous
years, it would need to be approved by the Executive Board or Executive Committee.)
The Chairman is responsible for collecting rental fees from exhibitors.
5. Contract forms may be obtained from the GPHA Executive Office.
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6. The Chairman and Committee members are responsible for making contacts--personal,
telephone, email or through correspondence--with prospective exhibitors, donors and
Organization membership sponsors concerning their support of the Annual Meeting and
Conference.
7. The chairman is responsible for acknowledging receipt of all contracts and providing
exhibitors with hotel information, set up and tear down times, shipping information, etc.
8. The Chairman is responsible for making arrangements with the hotel for exhibit space
and arrangements needed to for exhibit set-ups. This should be coordinated with the
Program Chairman.
9. The Chairman or other designated Committee member should make booth assignments
prior to booth set up and also be available when exhibitors are setting up. Designated
committee members should check with the exhibitors at various times throughout the
meeting to see if they need anything. This is also good PR for the following year.
10. The Chairman or other designated Committee member should obtain a list of exhibitors
who need nametags and ribbons and set up a time with the Registration Chairman when
these can be done. This should be done the week before the meeting.
11. The Chairman is to make a report to the Executive Board at the interim and annual
meeting when requested to do so to monitor progress of projected budget. The Chairman
will be notified of the time and place of the meeting by the GPHA Executive Office. The
report should contain the total income from exhibitors, ads, corporate donations and any
anticipated expenses.
12. The week prior to the Annual Meeting, the Chairman needs to provide the GPHA Office
with the number of luncheon tickets, entertainment tickets, etc. needed for exhibitors.
The chairman will need to work with GPHA Executive Director to determine what is
included in the registration packets for the various exhibitors, such as luncheon tickets,
entertainment tickets, etc. Others tickets may be purchased. The Exhibits Chairman or
designee is responsible for collecting fees for additional luncheon and entertainment
tickets from the exhibitors prior to functions.
13. Ads, lists of exhibitors, corporate sponsors, and special acknowledgments for printing in
the program are to be submitted to the GPHA Executive Office approximately two (2)
months prior to the Annual Meeting. This needs to be coordinated with the GPHA
Executive Office.
14. After the meeting, thank you letters need to be sent to all corporate sponsors, exhibitors,
those who have purchased ads (copies of the program may be obtained from the GPHA
Executive Office to mail to them), and those who have made donations or contributed a
door prize or silent auction item.
15. Exhibit files are to be turned over to the next year's Chairman.
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RESOLUTIONS SUBCOMMITTEE
OF THE POLICY AND ADVOCACY COMMITTEE

The Resolutions Subcommittee shall function as a subcommittee of the Policy and Advocacy
Committee. The Chairman is appointed by the President from the Representatives at Large. The
President appoints all other committee members.

The subcommittee shall be responsible for the development of all resolutions and position papers
of the Association and the presentation of said resolutions and position papers to the Board of
Directors at least 120 days prior to the next annual meeting. The Chair shall be responsible for
the distribution of all approved resolutions to the general membership at least 120 days prior to
the next annual meeting of the Association. All Executive Board approved resolutions shall be
presented for approval by the general membership in attendance at the annual meeting of the
Association.
Additional guidelines:
1. Any request for a resolution received by the GPHA Executive Office will be forwarded to the
Chairman.
2. The GPHA Executive Office will provide the Chairman with a list of those members who
have retired since the previous annual meeting or who are deceased from the Memorials
Committee for whom resolutions need to be prepared.
The policy for having resolutions prepared for retirees is that they had at least twenty (20)
years service in public health and at least five (5) years membership in GPHA--not required
to be consecutive.
3. Resolutions from sections may be submitted during the annual meeting.
already be prepared by the section.

These should

4. The Chairman is to make a report to the Executive Board of all resolutions. The time and
place for the Board meeting may be obtained from the GPHA Executive Office.
5. At the general business session at the annual meeting, the Chairman will read (summarized if
copies have already been provided to membership) and ask for approval of all resolutions
approved by the Executive Board. (In regard to resolutions for retirees deceased, one
resolution is read and then state that similar resolutions have been prepared for--read names,
title, and work location.) If there are those who have retired that are at the meeting, they may
be asked to stand. Also, a moment of silence may be observed in memory of those deceased.
6. GPHA Executive Office takes required action following the approval of resolutions at the
Annual Meeting (sending a copy of the resolution to the retired member or family of those
deceased, forwarding a resolution to the appropriate governmental or legislative entities.)
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REGISTRATION COMMITTEE

The Registration Committee is responsible for processing all pre-registrations of the Annual
Meeting and all on-site registrations during the entire conference.
Additional guidelines:
1. The GPHA Executive Director (ED) is responsible for receiving all pre-registrations, sending
notifications verifying registration, preparing deposits, and entering conference information
into the computer.
2. The ED will give to the Registration Chair the registration forms which are received. The
registration committee is responsible for providing a receipt to each person who is registered
(this may be a copy of the registration form which has been stamped and includes pertinent
info for a receipt and would be included in the registration packet). The registration
committee chairperson will work with the ED to determine the total numbers attending each
individual food function and entertainment activity, the number registering each day
including workshops and plenary sessions.
3. The Chairman should send a memo to all members of the Registration Committee
approximately five (5) weeks before the Annual Meeting listing registration schedules and
requesting a reply for serving at two (2) different times.
4. The Chairman should work with the Executive Director to determine physical set up, any
signs that need to be made, etc.
5. The Chairman schedules appropriate number of members for each time slot and notifies
committee members before Annual Meeting.
6. Attached are "Instructions for Registration Committee" which are for use by the committee
members at the registration table. These instructions give detailed information on how to
register attendees.
7. The Chairman's primary responsibility during actual registration time is to make sure all
committee members are at appropriate stations, to keep lines moving, and handle any
problems that may arise.
8. The Chairman assists the Executive Director in packing up forms, equipment, etc. and
generally clearing registration area.
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PRE-REGISTRATION

1. The Chairman begins his/her task by coordinating with the Executive Director and/or
Program Chairman the pre-registration form to be used; this is done by taking last year's
form, updating fees, deciding on a deadline for pre-registration, and making any necessary
clarification changes.
2. The pre-registration form is then printed in the program brochure which is sent out
approximately three (3) months prior to the Annual Meeting. It should also be posted on the
website.
3. A copy of the registration form is provided to each meeting participant in their registration
packet.
4. The ED will verify that dues are current. If their membership is not current and this is not
cleared up prior to the annual meeting, a note needs to be attached to the pre-registration
packet and the money collected before they are given their packet. A copy of the current
active membership roster will be provided by the ED for use in verifying onsite registrant’s
membership status.
6. All monies collected for onsite registration are verified for accuracy and given to the ED at
the end of the annual meeting for depositing.
7. Approximately one week before meeting time, packets can begin to be prepared. An
envelope large enough to hold all the expected inserts will be necessary. Those inserts will
include: nametag with ribbon attached if appropriate, copy of receipt, various handouts,
program booklet, tickets to food and entertainment functions, and an appropriate gift for
having pre-registered, if applicable. (Tickets should be placed in a small envelope with their
name written on it rather than putting them loose in the packet.) The Chairman needs to
work with the GPHA Executive Office to get tickets made for each food and entertainment
function if appropriate.
8. Three to four days prior to the beginning of the Annual Meeting, the Executive Director will
need an auditable account of the total number that have pre-registered, the number that plan
to attend the various food functions, etc.
9. The Chairman is responsible for getting to the meeting all pre-registration packets and other
items needed for registration. This should be coordinated with the GPHA Executive Office.
10. On the first day of the Annual Meeting there will be a pre-registration table set up near
registration. The Chairman needs to see that the pre-registration table is manned all day the
first day and until approximately the middle of the morning on the second day. Pre-
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registration packets that have not been picked up at that time should be moved to the
Registration table to be picked up by late arrivers.
11. Work with Program Committee Chair and GPHA Executive Director to determine
registration gift.
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SECTION VII: FINANCIAL POLICIES & PROCEDURES
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
FINANCIAL POLICIES AND PROCEDURES
GPHA Tax Status:
The State of Georgia has chartered GPHA as a not-for-profit corporation. GPHA is designated
by the Internal Revenue Service as a 501(c)3 organization and as such may provide donors with
receipts for tax deductions.
Treasurer:
The Georgia Public Health Association, Inc. vests its financial records in the office of Treasurer,
who is duly elected by the membership during GPHA's Annual Meeting. It is the responsibility
of the Treasurer to work with the Executive Director or President’s designee, Executive
Committee and the entire Executive Board to assure that the finances of GPHA are secure, welldocumented, and that all bills and encumbrances are paid efficiently.
Finance Committee:
The Treasurer shall have the responsibility for chairing the Finance Committee. The
recommended membership of the Finance Committee shall include the Exhibits Chair,
Membership Chair, Awards Committee Chair, Program Planning Committee Chair, Governance
Section officer, past Treasurer, and any other GPHA member appointed by President. The
Executive Director or President’s designee serves as an ex-officio member of the Finance
Committee. The President has the option of attending Finance Committee meetings.
The Finance Committee shall prepare and recommend an annual budget for GPHA no later than
thirty (30) days prior to the Annual Meeting.
The Finance Committee shall be responsible for assuring that the budget contains line items
necessary for the efficient operation of GPHA.
The Treasurer and Executive Director or President’s designee will work closely together to
maintain financial records, supplies and inventories required for the efficient operation of
GPHA.
Finance Committee's Role & Interaction with other GPHA Sections, Committees:
The Finance Committee under the Chairmanship of the Treasurer will interact with any Section
or Committee having financial interests in pursuit of the organizational goals. Those committees
whose purpose is to manage portions of the Annual Meeting that collect funds, will meet jointly
with the Finance Committee to establish financial procedures. The Treasurer will have
responsibility for approving any activities, which speak to the financial arm of GPHA.
The Finance Committee will be responsible for reporting the per person costs of the Annual
Meeting as a method to establish registration fees for the coming year.
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The Finance Committee will work with the Exhibits Committee, Poster Session Committee,
Membership Committee, and any others standing or special committees to establish fees
necessary to cover the costs associated with those functions.
Continuity of Financial Accounting:
Whereas GPHA seeks to maintain a continuity of financial accounting, and the office of
Treasurer is for an annual appointment with a term limitation of three years, the Finance
Committee shall make a recommendation annually to the Nominating Committee for Treasurer.
Whenever possible, the Finance Committee shall recruit an appropriate individual to serve on the
Finance Committee and work closely with the Treasurer during the year prior to nomination for
office.
Finance Committee Oversight:
The Finance Committee, under the Chairmanship of the GPHA Treasurer, will be responsible for
reviewing and recommending issues related to these policies to the Executive Board.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
FINANCIAL RECORDS AUDIT POLICY AND PROCEDURES
Policy:
GPHA shall have a monthly audit and compilation of financial activity by a certified public
accountant independent of GPHA. This independent entity shall be approved by the GPHA
Executive Committee and paid under a contractual agreement signed by both parties.
Treasurer:
The Georgia Public Health Association, Inc. vests its financial records in the office of Treasurer,
who is duly elected by the membership during GPHA's Annual Meeting. It is the responsibility
of the Treasurer to work with the Executive Committee and the entire Executive Board to assure
that the finances of GPHA are secure and well-documented.
Monthly Financial Audits/Compilations:
The GPHA Treasurer will be responsible for compiling a monthly record of receipts, expenses
and other financial instruments for submission to the independent CPA for auditing purposes.
Additionally the Treasurer will submit to the independent CPA original bank statements from all
GPHA bank accounts. Prior to submission to the independent CPA the Treasurer will ensure that
these statements have been thoroughly reconciled per generally accepted accounting principles.
Copies should be maintained of all documents sent to the independent CPA in the event that
originals become lost or misdirected in the mail. Monthly compilations should be sent to the
independent CPA no later than sixty days from the close of each month financial records.
Annual Financial Audits:
An annual independent audit of GPHA’s financial operations shall be conducted by a CPA other
than the independent CPA contracted to audit the monthly compilations. Services for the annual
audit shall be contracted at the direction of the Executive Committee. Audit finding will be made
available to every Executive Committee member by the CPA conducting the audit no later than
thirty days following the completion of the audit. The Executive Committee will arrange to have
all negative audit findings detailed by the CPA with recommendations for corrections and or
improvements in financial operations.
Finance Committee Reviews and Oversight:
The Finance Committee shall conduct regular reviews of GPHA’s finances and the independent
CPA’s audits. These reviews may be conducted in regularly scheduled meetings as specified by
the Finance Committee or may be conducted via hardcopy records provided to Finance
Committee members for review and approval on a routine basis. Actions related to the review of
these audits shall be recorded in the minutes of the Finance Committee meeting or by the
Finance Committee at any time upon request of the President or Executive Committee.
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The Finance Committee shall be responsible for assuring that the reviews are consistent with
GPHA’s budget cycles and that any financial transactions not budgeted are documented to the
satisfaction of the committee.

Continuity of Financial Accounting:
Whereas GPHA seeks to maintain a continuity of financial accounting, and the office of
Treasurer is for an annual appointment with a term limitation of three years, the Finance
Committee shall ensure that the financial operations including monthly records submissions and
audits are conducted continuously without interruption. This continuity may necessitate the
interim assumption of Treasure responsibilities by a member of the finance committee with the
approval of the Executive Committee. This action would only be taken should the Treasurer
resign, be dismissed or be incapacitated.
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GEORGIA PUBLIC HEALTH ASSOCIATION INC. (GPHA)
RECEIPTS POLICY & PROCEDURES
Promotional Sales:
Funds received as a result of promotional sales will be tracked as proceeds and sales will be
compared to overall costs for making recommendations for promotional materials.
Administrative Fees:
As a matter of practice, GPHA will assess a fee of 10% for any funds coming through GPHA
from another organization, including Sections or Committees.
GPHA will assess a fee for administrative purposes for activities requiring the Executive
Director’s or President’s designee's time and/or GPHA expense for any meeting arrangements or
large mailing requests. GPHA's Executive Board must approve all such requests in advance of
the activity.
Receipt of Financial Support from Commercial and For-profit Vendors:
GPHA shall accept donations from commercial and for-profit vendors as contributions to or
sponsorships of various GPHA events. The donor shall receive recognition in the event literature
for which they are supporting. The Executive Director or President’s designee shall provide the
vendor with a receipt for tax purposes.
Contributions and Quid Pro Quo Benefits:
GPHA shall provide a good faith estimate of the fair market value of goods and services when
the contribution received exceeds $75.00 and the donor receives some type of a quid pro quo
benefit, i.e., a meal, registration, exhibit, etc. The Executive Director or President’s designee
shall provide acknowledgement to the donor as stipulated in this section for tax purposes using
the appropriate Acknowledgement of Donation template GPHA-FIN-2001-05 rev. 3/28/2008 on
GPHA letterhead.
Gifts, Memorials, Donations, and Pledges:
Organizations and individuals may contribute memorials, gifts, donations and pledges to GPHA
for general or restricted use. These donations are tax deductible. GPHA shall provide the
benefactor with a receipt for tax purposes using the appropriate Acknowledgement of Donation
template GPHA-FIN-2001-05 rev. 3/28/2008 on GPHA letterhead.
.
Grant Funds:
The receipt and disbursement procedures for a grant shall adhere to GPHA’s internal control
structure as outlined in the approved financial policies and procedures. Student chapters shall
provide supporting documentation of how awards will be used. The Treasurer, with the
exception of a small petty cash fund of $100, shall make all disbursements including those for
the expenses for student chapter projects. Each student chapter receiving a petty cash fund shall
be responsible for reconciling the fund on a monthly basis.
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All receipts of GPHA will be collected through the GPHA Office and will be administered for
processing as follows:
Checks/other forms of payment received by GPHA for any purpose shall be
dated as received;
Each supporting document will be noted with the check #/form of payment and the
amount;
The Executive Director or President’s designee will post the receipt to GPHA-FIN-200103CK (checks/cash) and GPHA-FIN-2004-03CC (credit cards), Receipt
Transmittals form and mail at least weekly to the Treasurer.
The Executive Director or President’s designee will note the purpose for the receipt on
the transmittal form with the receipts, and will provide a sequential number for
each transmittal. Checks and cash will be submitted on GPHA-FIN 2001-03CK
and credit card payments will be submitted on GPHA-FIN-2001-03CC.
The Executive Director or President’s designee will keep a record of all transmittals. The
Treasurer will keep a copy of all transmittals for auditing purposes. In the
absence of an Executive Director, the Association President or designee who is an
Association officer shall receive, prepare and deposit incoming receipts except
that credit card transactions may be batched and forwarded to the Treasurer
through contracted services.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. GPHA)
EXPENSE POLICY AND PROCEDURES
Financial Obligations:
No party shall commit to a financial obligation on behalf of GPHA other than as specified in the
financial policies and procedures.
Annual Review of Financial Procedures:
The process through which expenditures are submitted, reviewed and approved will be reviewed
annually, by the Finance Committee and modified as necessary.
GPHA's Finance Committee will be responsible for developing the financial tracking for all
expenditures. The Executive Director or President’s designee will provide the necessary forms
for use by all GPHA members for the proper approval of anticipated expenses. It will be the
responsibility of the Executive Director or President’s designee to advise the Finance Committee
and Treasurer of all anticipated expenditures with the exception of normal supplies and
equipment necessary to provide administrative support for the organization.
Bonding:
The Treasurer, Executive Director or President’s designee and one other member authorized to
withdraw funds or make payments from GPHA accounts shall be bonded at the expense of
GPHA.
Holder of check vouchers:
The Treasurer shall have sole access to the distribution of checks on behalf of GPHA.
Executive Director Operating Budget:
Services used by the Executive Director or President’s designee, such as printing, purchases of
materials for annual meeting and other events, will be at the discretion of the Executive Director
with appropriate consultation of the Finance Committee for any unbudgeted expenditures in
excess of $500.00.
Operational expenses incurred by the Executive Director or President’s designee, covered under
the adopted budget, will be considered approved unless the cost exceeds the budgeted amount for
the line item.
The Executive Director or President’s designee will attend all GPHA sponsored events at the
expense of GPHA.
Any meeting requiring a registration fee and per diem expenses will require prior approval of the
GPHA Executive Committee.
Advancements:
GPHA does not advance funds to individuals for any purpose. Individuals will be reimbursed
based upon a valid receipt for a prior approved purchase. Where this may pose a financial
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hardship, the Executive Director or President’s designee will work with the individual to place
the approved purchase on GPHA's charge card.
Special Services & Contracts:
Services to be purchased such as accounting, insurance, legal consultation and contract services
will be under the direct supervision of the Finance Committee with bids being sought for best
price. The Treasurer will have responsibility for monitoring these bids, reporting
recommendations to the Executive Board and retaining the original bids on file in accordance
with the records retention policy.
Payments & Honorariums:
Payments made to individuals for honorariums or guest speaker fees are considered to be taxable
income to the recipients. Unless payment is made to a corporate entity, all amounts paid during
any calendar year which exceed a maximum of $600 are required to be reported to the recipient
on Form 1099 by January 31 of the following year and also to the Internal Revenue Service.
Form 1099 shall be prepared by the contracted accountant and forwarded to the Treasurer for
review and distribution to the recipients.
Check Request Form, GPHA-FIN-2001-01:
This form is to be used for all requests for reimbursement using GPHA funds including all
budgeted expenditures. Non-budgeted items exceeding $5,000 must be approved by the
Executive Committee. The Executive Director or President’s designee will complete the form,
approve the payment in regard to the operating budget and submit to the Treasurer for payment
no less than weekly. In the absence of an Executive Director, the Association President or
designee who must be an officer of the Association shall complete the Check Request Form,
approve the payment in regard to the operating budget and submit to the Treasurer for payment
no less than weekly.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
RETURNED CHECKS FOR NON-SUFFICIENT FUNDS POLICY
Policy
A $25.00 fee shall be assessed for all returned checks due to non-sufficient funds (NSF).
Procedure
Upon receipt of a returned check for NSF, the Treasurer shall notify the individual that the check
was returned unpaid. The Treasurer shall advise that payment of the amount of the check plus
the $25.00 fee is due immediately. Upon receipt of the payment, the Treasurer shall mail the
original returned check to the individual.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
SPEAKERS' FEES/TRAVEL & ACCOMMODATIONS COST
POLICY
As a non-profit organization, the Georgia Public Health Association must conserve its fiscal
resources as much as possible. In general, GPHA seeks to recruit appropriate speakers and
presenters who will not incur substantial costs to the organization. Apart from keynote speakers,
it would be unusual to bring a workshop presenter in from out of state; this would generally be
the only circumstance under which airfare would be covered and/or a substantial honorarium
paid. Speakers and workshop presenters who are in attendance at the conference generally will
be expected to cover their own travel and accommodation costs. Other speakers and workshop
presenters who make a legitimate request may have both travel and accommodation costs
reimbursed or covered. The Executive Committee would be expected annually to provide the
Executive Board with a budget, which outlines the limitations to the coverage of speaker and
presenter expenses.
Pro Bono Services:
It is the policy of GPHA to attract and feature workshop presenters who can add to the
educational content of GPHA's programs with a minimum of cost to GPHA. Therefore,
speakers and presenters should be sought from within the organization or from organizations
having a public health focus whose organization will pay for staff travel for presenting.
Contract Negotiations:
GPHA requires that contracts with keynote speakers and workshop presenters be prior approved
by the Executive Committee upon recommendation of the Vice President and Program
Committee. No individual except the Executive Director or President’s designee may negotiate a
payment or honorarium on behalf of the GPHA until it has been determined by the Finance
Committee that funds are available and it has been appropriately presented to the Executive
Committee for approval. Section activities are exempt from this policy.
Keynote Speakers, Workshop Presenters and other contract services:
GPHA may, at the discretion of the Executive Board, provide a receipt of professional donation
of time and value for individuals providing services to the Annual Meeting.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
SCHOLARSHIP AWARD POLICY
The Career Development Chair shall make requests for scholarship awards on Form GPHAFIN2001/04 to the Executive Committee for approval. The Treasurer will issue a check only
upon receipt of this completed form.
The Treasurer will file these forms to track GPHA expenses and will make them available to the
Accountant for review and reconciliation of GPHA financial records.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
FINANCIAL ASSISTANCE POLICY
GPHA Regular Board Meetings, Board Retreats or Called Board Meetings Requiring
Overnight Lodging & Subsistence:
As defined and approved by at least three members of the executive committee, travel assistance
on a limited basis may be provided as GPHA budget will allow, i.e., lodging stipends, flat
stipends, provision of meals. Travel subsistence when allowed is designated for individuals with
no financial support from their place of business. Requests for assistance must be in writing to
the President with signature of individual making the request and signature of his/her supervisor
indicating that no financial support is being provided by the employee’s place of business. The
utilization of a designated form for travel assistance requests is at the discretion of the executive
committee.
Annual Meeting -- Planning Committee:
Travel assistance for site visits to the annual meeting site will be limited to a maximum of four
rooms for one night per site visit to be reimbursed according to the maximum state rate, mileage
for a maximum of four vehicles at the maximum state rate, and meals to be reimbursed at the
maximum state rate according to state guidelines. These travel costs will be budgeted as a
portion of the cost of the Annual Meeting. Any issues to be resolved with how these expenses
are utilized will be made by the planning committee.
Unique circumstances requiring travel and/or registration by a GPHA member to perform tasks
assigned by the President that is critical to the work of the organization may receive
consideration for travel assistance as the GPHA budget will allow and as deemed appropriate and
approved by at least three members of the executive committee.
Stipend Request Form, GPHA-FIN-2001-02:
This form supports the GPHA Financial Policy, established in 1999, relating to stipends for
GPHA activities. Any stipend must be approved in advance according to the financial policy and
requires three Executive Committee member's approval.
Stipends are available only for Executive Board Members whose organization will not support
their GPHA role or the particular event. Any request should fall within the acceptable per diem
allowances in general practice among state and private health agencies.
Mileage reimbursement shall not exceed the amount reimbursed by the State of Georgia.
Reimbursement rates for the GPHA Representative will be established based upon the
anticipated cost of attending the national APHA Annual Meeting. Such costs will be reimbursed
based upon the ability of GPHA to provide funds for this purpose and will be prior-approved
annually by the Executive Board.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
FUNDRAISING ACTIVITY POLICY & PROCEDURES
Whereas GPHA is increasing its membership, building the credibility of its annual meeting and
fleshing out its strategic agenda, GPHA desires to be serious and deliberate in its fundraising. A
well-coordinated process of fundraising will eliminate the potential for conflicting efforts within
GPHA. Funds shall be raised for many purposes in GPHA, i.e. scholarship support, scholarly
and academic activities, annual program events, speakers for annual meeting and other events,
general operation of the GPHA, etc. All funding requests shall be focused, depending upon the
purposes and the potential funding source.
Therefore, it shall be the responsibility of the Executive Director or President’s designee to
research and recommend such requests to the Finance Committee. Upon recommendation of the
Finance Committee, all such requests shall be forwarded to the Executive Board for approval.
Upon approval, the Executive Director or President’s designee shall make a funding request
accompanied by a well-constructed brochure or description of what GPHA is and why it is
worthy of support. It shall be the responsibility of the Executive Director or President’s designee
to follow-up on all such requests, and acknowledge donations when they are received. The
Executive Director or President’s designee shall enter into contractual relationships only with the
prior approval of the Executive Board. Other individuals are not authorized to enter into any
contractual arrangements either written or verbal on behalf of GPHA.
GPHA's Executive Committee must approve all fund raising activities prior to release or
submission of any request for funding. Any solicitation for goods, services, food, or in kind
contributions using GPHA name must have approval of the Executive Committee prior to the
act. No GPHA Section may raise funds or solicit goods/services unless prior approved by the
Executive Committee.
All grant applications must have prior approval of the Executive Committee.
The establishment of any award, memorial, or special fund must be submitted to the Executive
Board in a written proposal outlining the reason for the award, memorial or fund; the criterion
for selection or disbursement of funds; or the purpose for which the funds will be used on behalf
of GPHA, its membership and in direct relationship to the organizational goals and plans.
GPHA will seek the consultation of professionals in the area of investing and endowing funds for
the future strength of GPHA.
Exhibitors, Vendors, Contracted Organizations:
GPHA enters into contractual relationships with exhibitors, vendors and organizations as a
method of providing support for various events and co-sponsorships. Funding of these events is
not in any way conditioned upon any present or future business relationship between the
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contractor and GPHA. Only the Executive Director or President’s designee shall enter into these
contractual relationships.

GPHA Governance:
It is the policy of GPHA to maintain sole responsibility and control over the content and conduct
of programs focused on the science and education of its membership through the Executive
Board. All such programs must remain free from commercial bias.
Collaboration and Cooperative Agreements:
While GPHA enters into collaborative and cooperative agreements with other health related
organizations, it will be the responsibility of the Executive Director or President’s designee to
present such proposed collaborations and cooperative agreements to the Executive Board for
consideration and approval prior to executing a contract/agreement.
Individuals, Sections and Committees:
Individual members, sections and committees shall not obligate GPHA for any expenses
allocated above and beyond the funds budgeted for their committees or allocated for the sections.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
SECTION FEE ALLOCATION POLICY & PROCEDURES
Effective March 28, 2008, $5 of all membership dues shall be allocated to the section selected by
the member with the exception of Student and Board of Health memberships. All members of
the Boards of Health memberships shall be enrolled in the Governance Section with the
opportunity to join additional sections at a cost of $5 per section. Student memberships do not
include any section affiliation. However, students may join sections at a cost of $5 per section.
The following formula shall be used to allocate section dues proportionately:
Total Section Fees ($5.00) Collected

$1,500

Deduction of Base Amount (#of Sections, 13 X Base Amount, $50)

650

Other Deductions

_______0

Remainder to Allocate

$850

Section

Number of
Paid Members

Allocation %

Allocated $
Amount

1
2
3
4
5
6
7
8
9
10
11
12
13

10
20
35
18
16
10
20
15
20
30
50
20
36

3.333%
6.667%
11.667%
6.000%
5.333%
3.333%
6.667%
5.000%
6.667%
10.000%
16.667%
6.667%
12.000%

28.33
56.67
99.17
51.00
45.33
28.33
56.67
42.50
56.67
85.00
141.67
56.67
102.00

300

100.001%

$850.01

Rounding
Adjustment

-0.01

-0.01

Base Amount

Total Amount

50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
$650.00

78.33
106.67
149.17
101.00
95.33
78.33
106.67
92.50
106.67
135.00
191.66
106.67
152.00
$1,500.00

The above is an example using 13 sections with a base allotment of $50.00 per section.
The amount (after the $50.00 base) is figured according to the number of paid members per
section.
$1,500 - $650 ($50 for each section) = $850
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Section 10 has 30 members with paid dues. Divide 300 total members with paid dues into 30
members for that section which gives you 10%. $850 total remainder of funds to allocated x
10% equals $85 plus $50 base for that section which gives them a total of $135.
Procedures:
The Executive Director or President’s designee shall provide the Treasurer the total number of
paid members per section on June 30 each year. The Treasurer shall determine the allocation
due to each section based on the formula approved by the Executive Board on November 4,
1997.
Any and all expenses incurred by GPHA on behalf of sections shall be satisfied prior to the
release of any funds.
All section funds will be held by GPHA in the GPHA bank account(s) as restricted funds. No
section will be allowed to maintain funds outside of GPHA financial operations.
Each section will provide to the Treasurer of GPHA the names of the individuals in that section
who are allowed to request/authorize reimbursements from the funds of that section. Each
section is responsible for updating this authorization list at least annually, or whenever changes
of authorized person(s) have been approved by the section.
In the event a section does not meet the aforementioned requirements, the Treasurer shall make a
journal entry to record the section’s allocation. GPHA’s Treasurer, upon approval of the section
Treasurer or Chair shall settle expenses incurred by the section within the allocated amount.
Any remaining unexpended balance remaining in a section’s account on June 30 shall be rolled
over in the section’s account for the next fiscal year.
The Treasurer shall provide periodic account balances to the sections at Executive Board
meetings.
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FY2003 Section Fee Allocation
Total Section Dues
(Unspecified Section $280)
Deduction of Base Amount
Remainder to Allocate
section

1 Nursing
2 Administration
3 Health Education
4 Office Personnel
5 Environmental
6 Information Systems
7 Governance
7 Medical/Dental
8 Nutrition
9 Epidemiology
10 Maternal Child Health
11 Emergency Medical
12 Primary Health Care
13 Laboratory
Totals

$ 2,270.00
-700.00
$ 1,570.00
# of
% of
members membership

100
63
45
37
30
18
17
17
15
12
11
9
7
5
386

25.907%
16.321%
11.658%
9.585%
7.772%
4.663%
4.404%
4.404%
3.886%
3.109%
2.850%
2.332%
1.813%
1.295%
100.000%

% of
section
dues
406.74
256.24
183.03
150.49
122.02
73.21
69.15
69.15
61.01
48.81
44.74
36.61
28.47
20.34
$
1,570.00

base

$ 50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
50.00
$ 700.00
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sub total

$ 456.74
306.24
233.03
200.49
172.02
123.21
119.15
119.15
111.01
98.81
94.74
86.61
78.47
70.34
$2,270.00

bds of
health

$ 350.00

$ 350.00

total

$ 456.74
306.24
233.03
200.49
172.02
123.21
469.15
119.15
111.01
98.81
94.74
86.61
78.47
70.34
$2,620.00

FY2003
total available
beginning to section as of
fund
07/01/02
balance
$

(96.27)
408.01
425.46
169.49
133.34
67.09
383.53
63.41
69.13
(46.32)
0
83.13
86.81
101.53
$ 1,848.34

$

$

360.47
714.25
658.49
369.98
305.36
190.30
852.68
182.56
180.14
52.49
94.74
169.74
165.28
171.87
4,468.34

GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
ANNUAL MEETING REGISTRATION, SUBSTITUTION &
CANCELLATION POLICY & PROCEDURES
Annual Meeting Registration Fees:
The Executive Board sets the annual meeting registration fees on an annual basis. The Executive
Board may arrange several different pricing categories and options. One such option is the early
registration at a discounted price. However, there may be occasion that the early registration
may be submitted after the stated deadline. Therefore the following procedures will be
undertaken to assure that equity is exercised.
Annual Meeting Early Registration Incentives:
Whereas GPHA seeks to provide an incentive for members to register early for the Annual
Meeting and while GPHA desires to provide adequate accommodations and arrangements, a
discounted rate shall be provided members if registration is submitted prior to the preregistration deadline which shall be set at approximately six weeks prior to the date of the
Annual Meeting. Any potential disputes regarding pre-registration will be decided by the
postmark of mailed registrations or with the member when payment is made by credit card via
the telephone. In the situation of a mailed registration, if the full registration fee is not paid, the
member shall be asked at the time of on-site registration to pay the difference.
Early registration will be accepted as long as it is postmarked on or prior to the deadline. The
Executive Director or President’s designee shall retain all envelopes arriving after the deadline
with insufficient registration to cover the cost at the higher price. The envelope shall be attached
to the registration form and taken to the annual meeting to avoid any question as to the timeliness
of receipt. The Executive Director or President’s designee shall provide the registration forms
with attached envelopes to the Registration Committee Chair.
The Registration Committee shall collect the outstanding balance at the time of registration
check-in at the annual meeting.
The pre-registration price shall stand in the event that any State staff has a pre-registration form
arrive on time but the State office submits the payment after the deadline.
Annual Meeting Cancellation, Refund, Substitution:
A full refund of the registration fee shall be made if cancellation occurs at least thirty days prior
to the Annual Meeting. No refunds will be made if cancellation occurs within thirty (30) days of
Annual Meeting.
Cancellation must be made as indicated on the registration form. Substitutions shall be allowed
at any time.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
STUDENT INVOLVEMENT INCENTIVE POLICY &
PROCEDURES
Student Status:
Student status is defined as a member who is enrolled in a formal training program in preparation
of a health career, is eligible for membership in a student chapter, and who pays student
membership dues.
With student status and all its advantages, the Student Involvement Incentive will give students
an opportunity to bring fresh ideas and additional energy to the organization.
Student Membership Dues and Student Rates for Events:
Student membership dues and student rates for the annual meeting and other special events shall
be set at a reduced rate to encourage participation.
Annual Meeting:
The Career Development Committee will select students from graduate schools with Public
Health Programs to receive free registration and lodging at the Annual Meeting based on budget
and criteria set by the Career Development Committee.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
MEMBERSHIP RENEWAL POLICY & PROCEDURE
Database:
The membership database shall have a feature to identify membership renewals by the month of
expiration, the Executive Director or President’s designee shall generate the list of renewals on
the 15th of each month preceding the month renewal is due.
Notification of Membership Renewal:
Members shall be notified by e-mail or by postal service, indicating that the membership renewal
is due during the following month. The notice shall state that this will be the only billing
statement and that membership will expire the last day of the due month.
Grace Period for Renewal:
A grace period of 60 days will be given for renewal. If dues are not paid within the 60 day grace
period, the member shall be notified that their name will be removed from the active membership
and placed on inactive status.
Reports to Section Chairs:
Every thirty days an inactive membership report shall be given to the Section Chairs or designees
to follow up on membership renewal for members in their respective sections.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
DISTRIBUTION OF MEMBERSHIP LISTS POLICY
It is the policy of the Georgia Public Health Association that any release of the names and
addresses of its members to external entities, agencies, or organizations will be done only upon
approval by the Executive Committee. In certain instances, the Executive Committee may
determine that it is in the best interest of GPHA to provide a mailing to the membership on
behalf of an outside entity.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
APHA AND SHA REPRESENTATIVE REIMBURSEABLE
EXPENSES POLICY

It is the policy of the Georgia Public Health Association to reimburse the designated Georgia
Public Health Association, Inc. representative to the American Public Health Association and the
Southern Health Association for expenses incurred as a result of attendance at the annual
meeting of the American Public Health Association or any other meetings of the American
Public Health Association as requested by the Executive Board of the Georgia Public Health
Association, Inc.
The Georgia Public Health Association, Inc will reimburse/pay only for the following expenses
incurred by the American Public Health Association representative relating to their attendance
and participation in such meetings:
•
•
•
•
•

Registration for the conference (not to include CEU charges)
Air Fare (coach or economy class only)
Ground Transportation (necessary taxi or public transportation expenses)
Meals (maximum amount based on State of Georgia per diem to state employees
for such expenses at the time the expense is incurred)
Lodging (must be at an American Public Health Association host hotel at base
rate for the conference or equivalent)

GPHA, American Public Health Association and Southern Health Association representatives
are responsible for their individual American Public Health Association membership, CEU
charges, alcoholic beverages, souvenirs and other ancillary expenses not noted in the above list
of approved reimbursable expenses.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC. (GPHA)
WHISTLEBLOWER POLICY
The whistleblower policy is intended to provide a mechanism for the reporting of illegal activity
or the misuse of the Georgia Public Health Association’s (GPHA) \assets while protecting the
employee(s) who make such reports from retaliation.
Questionable Conduct
This policy is designed to address situations in which an employee suspects the illegal acts or
questionable conduct involving the GPHA’s assets. This conduct may include outright theft (of
equipment or cash), fraudulent expense reports, misstatements of any accounts to any manager or
to the GPHA’s auditors, or even an employee’s conflict of interest that results in harm to the
GPHA. GPHA encourages staff to report such questionable conduct and has established a system
that allows them to do so anonymously.
Making a Report
If an employee suspects illegal conduct of conduct involving misuse of the GPHA’s assets or in
violation of the law, they may report it, anonymously if the employee wishes, and will be
protected against any form of harassment, intimidation, discrimination, or retaliation for making
such a report in good faith.
Employees can make a report to any of the following GPHA executives at any time: President,
Treasurer, or Vise-President. GPHA will promptly conduct an investigation into matters
reported, keeping the informant’s identity as confidential as possible consistent with our
obligation to conduct a full and fair investigation.
No Retaliation
An employee who has made a report of suspicious conduct and who subsequently believes he or
she has been subjected to retaliation of any kind by the GPHA employee is directed to
immediately report it to the President, Treasurer, or Vice-president as appropriate.
Reports or retaliation will be investigated promptly and in a manner to protect confidentiality as
much as practicable, consistent with a full and fair investigation. The party conducting the
investigation will notify the employee the results of the investigation. The GPHA strongly
disapproves of and will not tolerate any form of retaliation against employees who report
concerns in good faith regarding the GPHA’s operations. Any employee who engages in such
retaliation will be subject to discipline up to and including termination.
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Georgia Public Health Association Reporting Procedures
The “whistleblower” procedure is intended to describe the process through which concerns about
possible misuse of the GPHA’s assets are handled pursuant to the GPHA’s Whistleblower
Policy.
1. An employee makes a report of suspecte4d misuse of the GPHA’s assets by reporting in
person or reporting anonymously to the President, Treasurer, or Vice-president.
2. The report is promptly reviewed by the President, as well as the Treasurer, to determine
whether the report constitutes a complaint or a non-complaint, unless one of them is
allegedly involved in the misconduct, in which case the report should be reviewed by
only one of them. If both of them are alleged to be involved, the report should go directly
to the President-elect. A complaint means any report involving (i) questionable
accounting, auditing, financial reporting, or internal controls; (ii) suspected fraud, theft,
or improper use of company assets; (iii) aq violation of GPHA conflict-of-interest policy
that results in financial harm to GPHA; or (iv) a claim of retaliation against any employee
making a good-faith report regarding any of the preceding matters. A non=complaint
means a report of any other matter not involving misuse of the GPHA’s assets.
3. If the report is deemed to be a complaint, it will be promptly investigated and forwarded
to the Treasurer. If the report is deemed to ba a non-complaint, it will be forwarded to the
appropriate executive for follow-up. Some non-complaints may involve serious matters
and may require prompt investigation, but may nevertheless not involve the misuse of
GPHA’s assets.
4. Each complaint is fully investigated, and as far as possible handled as so to protect the
privacy of the employee making the complaint. A written report of the outcome of each
investigation is prepared and delivered to the Treasurer.
5. The Treasurer decides whether the report involves a matter that is material. If it is
deemed to be material, it is reviewed by the full Finance Committee, which forwards it to
the Executive Committee for disposition or the Executive Committee may direct senior
management to take actions to resolve the situation. If the report is deemed non-material,
It is not reviewed by the Finance Committee but referred to the Executive Committee or
Executive Director as appropriate.
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC.
Check Request Form
DATE: ____________________________

AMOUNT: ___________________

PAYEE: ______________________________________________________________________
(Name)
ADDRESS: ___________________________________________________________________
Description of Purchase: _______________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Budget Line Item: _____________________________________________________________

Approved by: _________________________________________________________________
(Authorized GPHA Signature)
--------------------------------------------------------------------------------------------------------------------Date Paid: ___________________________________

Amount: _____________________

Check #: _____________________________________________________________________
Paid by: ______________________________________________________________________
(Treasurer)

GPHA-FIN-2001/01
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC.
STIPEND REQUEST
Event: _______________________________

Location: _____________________

Event Date: ___________________________________________________________________
1. Person requesting stipend:
2. Organization:
Address:
Phone:
Fax:
3. GPHA Office:

COMPLETE SECTION I OR II AS APPROPRIATE:
SECTION I:
I am requesting a stipend to assist with my personal expenses since no financial support is
available through my employer.
Lodging ______________

Meals ______________

Mileage reimbursement ___________

_______________________________
Signature

____________________________________
Date

_______________________________
Supervisor Signature

____________________________________
Date

SECTION II:
I am currently (retired) (unemployed) and am requesting a stipend to assist with my personal
expenses.
Lodging ______________

Meals ______________

_______________________________
Signature

Mileage reimbursement ___________

____________________________________
Date

SECTION III:
Executive Committee approval: (requires three signatures) 1. ____________________________
2. _____________________________

3. _______________________________________
Return to: Executive Director or President’s designee

GPHA-FIN-2001-02
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC.
Check/Cash Receipts Transmittal # ____________
#

Date

Name On Check

Check #

Amount

Purpose

Totals
Page _____ of _____
Date _____________
__________________
GPHA Authorized Signature

GPHA-FIN-2001-03/CK

79

GEORGIA PUBLIC HEALTH ASOCIATION, INC.
Credit Card Receipts Transmittal # __________________
#

Date

Name on card

Card type

Amount

Purpose

Totals
Page _____ of _____
Date _____________
__________________
GPHA Authorized Signature
GPHA-FIN-2001-03/CC
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC.
Scholarship Award Payment
Name of Scholarship: ____________________________________________________________
Amount: ______________________________________________________________________
Source of Scholarship Funds: _____________________________________________________
RECIPIENT INFORMATION:
Name: ________________________________________________________________________
Social Security Number (Required for 1099): _________________________________________
Address: ____________________

City: ___________________ State: _______ Zip: _______

Phone: _____________________________ E-mail: ___________________________________
School Name: __________________________________________________________________
School Address: ________________ City: ___________________ State: _______ Zip: _______
Course of Study: _______________________________________________________________
Date: _______________________________

______________________________
Date Received by GPHA

Signature: ___________________________
(Career Development Committee Chair)

______________________________
Approved for Payment
(Executive Committee)

--------------------------------------------------------------------------------------------------------------------Date Paid: ________________________

Check # __________

Amount $: ____________

Treasurer's Signature: ___________________________________________________________
1 copy each to:

Career Development Committee
Executive Committee

GPHA-FIN-2001-04
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TEMPLATE – NO QUID PRO QUO CONTRIBUTION

Date
Donor’s Name
Donor’s Address
Donor’s City, State Zip
Re: Contribution to the Georgia Public Health Association
Dear Donor’s Name
This letter acknowledges receipt by the Georgia Public Health Association (Association) of your generous contribution of $(
amount) on (date).
Your gift to the Association is deductible for federal estate and gift tax purpose if it meets the applicable provisions of Code Sec.
2055, Code Sec. 2106 and Code Sec. 2522. Your contribution to the Association is tax deductible in accordance with Code Sec.
170.
To enable you to obtain a maximum deduction in accordance with law regarding your recent contribution, the Association is
providing you with this contemporaneous written acknowledgment for your records. No goods or services have been provided to
you by the Association in consideration, in whole or in part, for your cash contribution. Accordingly, no quid pro quo
contribution has been made by you and the amount of your contribution is the amount of the checks to the Association.
Please retain this letter with your other important business and personal records for future reference should the need arise. Thank
you again for your generous cash contribution to the Association. Your gift enabled the Association to further its mission of
promoting the public and personal health of the citizens of Georgia through scientific and educational opportunities for members
and the public at the 2007 Georgia Public Health Association Annual Meeting in Savannah, Georgia.
Very truly yours,
GEORGIA PUBLIC HEALTH ASSOCIATION
a Georgia nonprofit corporation
By: ___________________________________
Title: __________________________________

GPHA-FIN-2001-05 Rev. 03-28-08
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TEMPLATE – QUID PRO QUO CONTRIBUTION

Date
Donor’s Name
Donor’s Address
Donor’s City, State Zip
Re: Contribution to the Georgia Public Health Association
Dear Donor’s Name
This letter acknowledges receipt by the Georgia Public Health Association (Association) of your generous contribution of $(
amount) on (date).
Your gift to the Association is deductible for federal estate and gift tax purpose if it meets the applicable provisions of Code Sec.
2055, Code Sec. 2106 and Code Sec. 2522. Your contribution to the Association is tax deductible in accordance with Code Sec.
170.
To enable you to obtain a maximum deduction in accordance with law regarding your recent contribution, the Association is
providing you with this contemporaneous written acknowledgment for your records. A portion of your contribution was in
consideration of goods or services, (describe goods or services), provided to you by the Association in the amount of $ (enter
value).. Accordingly, the quid pro quo contribution and the amount of your charitable contribution is the total given to the
Association.
Please retain this letter with your other important business and personal records for future reference should the need arise. Thank
you again for your generous cash contribution to the Association. Your gift enabled the Association to further its mission of
promoting the public and personal health of the citizens of Georgia through scientific and educational opportunities for members
and the public at the 2007 Georgia Public Health Association Annual Meeting in Savannah, Georgia.
Very truly yours,
GEORGIA PUBLIC HEALTH ASSOCIATION
a Georgia nonprofit corporation
By: ___________________________________
Title: __________________________________

GPHA-FIN-2001-05.a Rev. 03-28-08
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GEORGIA PUBLIC HEALTH ASSOCIATION, INC.
TRAVEL EXPENSE STATEMENT
Social Security Number

For Period from ________________ through ____________________

Name
Work Phone

Date
Mo. Day

Home Address

Purpose
of
Expense

Charge
to
Account

City

Breakfast
Location

Amount

State

Meetings & Conferences
Lunch
Dinner
Location
Amount Location
Amount

$

$

“I do solemnly swear, under criminal penalty of a felony for false statements,
that the above statements are true and I have incurred the described expenses
in the discharge of my official duties for GPHA.”

Zip

Lodging
Location

$

Amount
$

Total Subsistence (Attach lodging receipts)
Common Carrier Expenses (Detailed on back)

Signature
of Payee:_______________________________________________ Date:_________________

Miscellaneous Expenses (Detailed on back)

Signature of GPHA
Authorized Signature:_____________________________________ Date:_________________

Total Meeting Expenses:
Mileage

_______Miles

at_________ per mile.

Signature of Treasurer:___________________________________ Date:_________________

Total Expenditures:

Check # ______________
GPHA-FIN-2004-1
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TOTALS
$

Meetings & Conferences (Continued)
Date

Common Carrier, Taxi, Limousine

Amount

Date

Total Amount (Enter in appropriate line of expense section, front)

Miscellaneous (Registration, Phone, etc.)

Amount

Total Amount (Enter in appropriate line of expense section, front)

Explain any expenses that are unusual or exceed established limits:________________________________________________________________________

________________________________________________________________________________
________________________________________________________________________________
Automobile Mileage Record
Date

Purpose /Account to be Charged

Origin – Points Visited

License Tag Number:__________________

Destination

GPHA-FIN-2004-1
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Starting
Mileage

Ending
Mileage

Total
Mileage

GEORGIA PUBLIC HEALTH ASSOCIATION, INC.
Automobile Mileage Record (Continuation Sheet)
Name ________________________________________ Date ______________
Date

Purpose/Account to be Charged

Origin – Points Visited

Destination

Starting
Mileage

Ending
Mileage

Total
Mileage

Page _____ of _____

GPHA-FIN-2004-1

pages.
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1.0

Policy:
It is the policy of the Georgia Public Health Association, Inc. that:

2.0

1.1

The Georgia Public Health Association, Inc. (GPHA) is the contracting
entity for all contracts within the Association. No section, committee,
program or individual of the Association shall be such contracting entity.
Only the GPHA Board is allowed to approve contracts.

1.2

The President, formally identified designee and/or Executive Director are
the executory authority for all contracts entered into by GPHA. The
Executive Director is only authorized to sign contracts in the absence of
the President.

1.3

All programs or activities performed by GPHA which require a formal
contract will not be activated without the execution of such contract. Any
necessity of a formal agreement will be resolved through consultation
between the section, committee, program or individual desiring the
contract, Treasurer and/or the Finance Committee, and the President
and/or the Executive Director as may be required. Any proposed
exception to this requirement must be submitted to the Board of GPHA for
review and approval.

Purpose
The purpose of the policy is to establish administrative compliance for all contracts
entered into by GPHA.

3.0

Definitions
Contract, when used in this policy, means any contract and/or agreement utilized
by GPHA. Specifically, such contracts and/or agreements include:
•
•
•
•
•
•
•
•
•

Programmatic/professional contracts
Collaborative agreements
Memorandums or Letters of Understanding and/or Agreement
Letters of intent
Revenue contracts
Grant awards
Purchasing contract agreements for services/goods/rentals
Leases
Modification and/or renewal of such documents
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4. Responsibilities
4.1

The section, committee, program or individual within GPHA desiring to
create a contract bears the responsibility to initiate and negotiate the
scope and business terms of the contract and to communicate the desired
outcome for each contract to the appropriate party or parties. The
section, committee, program or individual is responsible for ensuring that
funding when necessary is identified and secured prior to the initiation of
contracting activity. These responsibilities apply to both revenue and
expense contracts. All funding associated with contracts must be
coordinated with the Treasurer, of the Finance Committee prior to
initiation.

4.2

All requirements for each contract are the responsibility of the
section, committee, program or individual initiating the contract. It is
incumbent on the section, committee, program or individual to
understand the requirements and to ensure that all contracts
include and clearly address such requirements.

4.3

Initiation to the Finance Committee of contract renewal, cancellation or
modification is the responsibility of the section, committee, program or
individual that originally initiated the contract.

4.4

The Finance Committee is responsible for administrative compliance,
appropriateness, development, execution and maintenance
of
all
contracts. The Treasurer, Finance Committee will establish systems
to
track contract status. The Finance Committee will assist, as needed,
the section, committee, program or individual in the negotiation,
development, modification and renewal of contracts.

4.5

The Finance Committee is responsible for all exceptions to the GPHA’s
standard contract language and/or process.

5. Process Guidelines
5.1

A contract begins with the initial negotiation, preparation and
completion of standard documents for submission to the Finance
Committee. The Finance Committee originates the contract draft,
coordinates reviews, incorporates required changes and
coordinates
execution by the contracting entity and GPHA.
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5.2

The contract process may require three to six weeks. It is incumbent
upon the section, committee, program or individual desiring the
contract to plan contract development on an annual basis, to
establish priorities and to initiate the process in a timely manner.

5.3

Contract requests are submitted to the Treasurer, Finance Committee
from the section, committee, program or individual level through the
completion and submission of a Request for Contract form (attached) or
by the award of a competitive solicitation.

5.4

The section, committee, program or individual must complete the
Request for Contract form, to include the scope of service(s) to be
provided, along with the contract period and the dollar amount of the
contract, as well as other required information as outlined on the
Request for Contract form. This process is applicable to all contracts
obligating GPHA, including any contract or agreement initiated by a party
outside of GPHA.

5.5

Upon receipt, the Request for Contract form is reviewed for
completeness and accuracy by the Treasurer. It is possible that the
request for services or products must be competitively solicited. This
determination will be at the discretion of the Finance Committee and
adhere to the purchasing policy(s) of GPHA. If determined
that
the
request for services of products must be competitively
solicited,
the
Treasurer/Finance Committee will work with the requesting section,
committee, program or individual. If the contract is a result of a bid award
or other accepted process, the proposed contractor is verified and the
scope of services is reviewed for feasibility.

5.6

Based on the information provided in the Request for Contract form, a
draft contract, if not having been provided by the section, committee,
program or individual, is prepared, including all essential contractual
requirements protecting the interests of GPHA.

5.7

All contracts initiated by a third party, or party other than GPHA, will
be reviewed for content and form prior to further processing. If it is
determined that modifications are necessary to protect the interests of
GPHA, the Treasurer will contact the initiator of the contract, as noted
on the Request for Contract form. A copy of the draft may also be sent
to the section, committee, program or individual affected by the
contract for written approval as to modifications of content and form. Upon
approval by all parties the copy is returned to the Treasurer of GPHA
for final drafting.
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5.8

Once the draft is finalized, the Treasurer will submit it to the GPHA Board
for final approval. Approval of contracts requires a majority vote of the
Board. Board approval may be obtained through various methods
including electronic voting in order to expedite the contracting process.

5.9

Once GPHA Board approval is obtained two original forms of the
contract are delivered to the contractor for execution. Each original form
of the contract requires an original authorizing signature, which must
correspond with the information submitted on the Request for
Contract form. All contracts must be original, with no unauthorized mark
outs or erasures.

5.10

Upon return from the contracting entity, the original contracts are
reviewed by the Treasurer for proper signatory execution. Upon
acceptance, the contracts are sent to the President or their official
designee, or the Executive Director for the appropriate signature. The
signature of the executing authority is attested by the Treasurer.

5.11

Upon attestment, the contract is considered valid and in force. No
products shall be procured or services performed until such time as
the contract is executed.

5.12

Upon execution, the Treasurer prepares the contract for distribution to the
contractor, the Finance Committee, the President or their official designee
and/or the Executive Director and the section, committee, program or
individual who initiated the original contract proposal. One of the original
copies of the executed contract is placed in the permanent contract file of
GPHA. The second original is mailed to the contractor by registered mail.

5.13

The terms of the contract as submitted by the initiating section,
committee, program or individual require careful monitoring by the
section, committee, program or individual to ensure compliance.
Contract compliance and service provision are the responsibilities of the
initiating section, committee, program or individual. In the
event of noncompliance, the section, committee, program or
individual
should
immediately contact the Finance Committee to discuss the terms of the
contract, reasons for non-compliance
and alternatives for ensuring
compliance, including suspension
and, possible, termination. It is
incumbent on the section, committee, program or individual to maintain
accurate records
and documentation in alignment
with
the
contractual obligations of all contracting parties.

90

5.14
•
6.0

Attachment (s)

Form – Request for Contract Form

References
Revisions
Date

Rev.
No.

Reference
Section(s)

Change

Approved and Effective this ________day of the month of_________________, the
year__________ by:

President or Official Designee
Georgia Public Health Association, Inc.
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Database:
The membership database shall have a feature to identify membership renewals by the month of
expiration, the Executive Director or President’s designee shall generate the list of renewals on
the 15th of each month preceding the month renewal is due.
Notification of Membership Renewal:
Members shall be notified by e-mail or by postal service, indicating that the membership renewal
is due during the following month. The notice shall make a brief case for GPHA membership
and state that this will be the only billing statement and that membership will expire the last day
of the due month.
Grace Period for Renewal:
A grace period of 60 days will be given for renewal. If dues are not paid within the 60 day grace
period they will receive an informational letter about GPHA, and the member shall be notified by
e-mail or by postal service that their name will be removed from active membership and placed
on inactive status.
Reports to Section Chairs:
Every thirty days an inactive membership report shall be given to the Section Chairs to follow up
on membership renewal for members in their respective sections.
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REQUEST FOR CONTRACT
Create/Amend/Renew
Complete this form in its entirety for submission to the Treasurer, GPHA. All required attachments must be included.
Contract processing time may take from three (3) to six (6) weeks. Each section, committee, program or individual
will need to prepare accordingly. Services shall not be performed until the contract is fully executed. All fields are
required.

A.

REQUEST AND AUTHORIZATION TO PROCEED
Requested By:
Section or
Committee:

Title:

Date:

Funding Unit :

Total
Contract
Amount:

$

Finance Committee authorization is required prior to submission to the GPHA Board.
Finance
Committee
authorization:

Funds
approved

Date:

Award approved

By:

Date:

By:
Treasurer’s signature required

Treasurer’s signature required

B. TYPE OF CONTRACT
New/Initial

Services

Grant

Amendment

Original
contract no.

MOU/MOA

Other

Describe

C. LEGAL NAME, ADDRESS AND CONTACT PERSON OF CONTRACTING ENTITY:
(Must be a physical address)
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D.

STATE OF INCORPORATION/
PRINCIPAL PLACE OF BUSINESS

E.

TOTAL CONTRACT AMOUNT:

F.

CONTRACT TERM: Beginning(mm/dd/yyyy)

MUST HAVE FINANCE COMMITTEE
APPROVAL

$

Ending:(mm/dd/yyyy)

Renewal options? One year

Two year

Three year

G.

NAME AND TITLE OF CONTRACTOR AUTHORIZED TO SIGN CONTRACT (not GPHA):

H.

ENTITY TYPE & BUSINESS STATUS:
Business Entity:
Individual

Governmental entity

List (federal/county/state/other)

Corporation

Profit corporation

Partnership

Not for-Profit corporation

(please confirm and attach corporation
status from
www.sos.state.ga.us/default800.asp)

Professional Corporation

If Individual, enter SSN:
I.

Other

If Business, enter FEI:

Describe services to be provided, including any special conditions/job descriptions/locations.
Attach additional pages if needed. Include terms of payment and reporting requirements. Attach budget
and progress reporting templates, if required. Use additional sheets, if necessary.
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J.

NOTICES TO CONTRACTOR: all notices and communications are to be directed to:
(may be different than authorized signer)
Name:
Title:
Address:

*Please attach all required insurance certificates to this application if required. If insurance is not
attached, the contract process will be delayed.*
For questions regarding the contracting process, please contact:
Georgia Public Health Association, Inc.
Treasurer
P.O. Box 80524
Atlanta, GA 30366
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PROCESS CHART for RECEIPTS

All GPHA receipts are
collected through the GPHA
office by the ED*; includes
picking up mail at post office

ED* records all cash & check
receipts to Form GPHA-FIN2001-03/CK (attached) and
dateds as received

ED* records cash & checks on
deposit slip and dates as
received

ED* deposits cash & checks
w/bank

All credit card transactions are
captured on-line through
PayPal

Treasurer posts deposits to
Quick Books and files
transmittal form for audit

ED* retains a record of all
transmittals and mails GPHAFIN-2001-03/CK w/deposit slip
to Treasurer no less than
weekly

ED* attaches deposit slip
received from bank to GPHAFIN-2001-03/CK

Upon receipt of bank
stantements, Treasurer
reconciles all bank accounts
and PayPal account

No later than 60 days, Treasurer
retains a copy and mails monthly
record of receipts, expenses,
bank statements and other
financial instruments to
independent CPA to reconcile
and prepare monthly financial
compilation

At month end, Treasurer posts
all credit card transactions
from PayPal reports

*or President’s designee
08/04/2011
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CPA returns original records
and the monthly financial
compilation report to
Treasurer who maintains file of
all compilations for audit

PROCESS CHART for CHECKS
GPHA-FIN-2001-01 Check
Request form (attached) is
used for all expenditures
including budgeting
expenses. Non-budgeted
items exceeding $5,000
must be approved by
Executive Committee

ED* completes Check Request,
attaches original invoice and
packing slip, approves
payment in accordance with
budget and submits to
Treasurer no less than weekly

Treasurer cuts checks from
approved Check Requests,
signs, and mails; files paid
Requests with supporting
documentation for audit

*or President’s designee
08/04/2011
97

Georgia Public Health Association
Strategic & Operational Plan 2011-2014
Goal 1: To advocate for the development and implementation of public policies that positively
impact the health of our communities, and to raise awareness about public health in those
communities.
Strategy

Action Step

Timeframe

Responsibility

Measure of
Success

1.1. Adopt/review,
annually, a policy platform
for the GPHA that
contains the issues &
opportunities that GPHA
will be working on related
to public policy.

1.1.1. Craft annual policy platform
statement that includes issues to be
advocated for during the coming year.
Eliminate all previous issues when the
new policy platform is adopted.

By October 1 of each
year.

Policy & Advocacy
Committee for
approval by the
Executive Board

Platform adopted
annually &
communicated to all
members and
constituents.

Policy & Advocacy
Committee &
Governance Section

DPH Commissioner
issues statement of
support of GPHA to
district health
directors.

1.2. Engage the
membership of the
association in advocating
for public policy changes
at the state and local
levels.

1.1.2. Notify all members &
constituents of GPHA, including
boards of health, organizational
partners, academic programs, and
others as relevant, of the new policy
platform statement as soon as it is
approved by the board of directors
(within one week of adoption.)

By November 1 of each
year.

1.2.1 Engage DPH Commissioner to
engage district health directors for
support of GPHA involvement.

By January 1, 2011

1.2.2 Identify a primary BOH contact in
each district to, in turn, identify a BOH
contact in each county as GPHA
policy/advocacy

By October 31, 2011

Each district has 1
designated primary
BOH contact
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Strategy

Action Step
contact.
1.2.3 Devise brief job description for
policy/advocacy contacts
1.2.4 Educate the local boards of
health in the process of advocating for
policy changes (annual BOH training
opportunities, regional and/or
statewide).
1.2.5 Educate GPHA members
(including retirees and students) on
appropriate advocacy strategies and
activities

1.3. Sponsor “public
health day at the Capitol”
annually to educate
legislators & policy
makers on issues related
to the public policy
platform of GPHA.

1.3.1. Policy & Advocacy Committee to
prepare a proposed date for the event,
logistical arrangements, and a budget
(if needed) for the executive
committee to review.
1.3.2 Policy and Advocacy Committee
and Governance Section to plan
promotion of the event, including
focused invitations of BOH and other
specific attendees.

Timeframe
Description & training
processes ready by
December 1, 2011;
update annually
thereafter.

Responsibility

Measure of Success

Policy & Advocacy
Committee

Public Health Day at
the Capitol held
annually beginning in
2012, with at least 10
BOH members
attending

Communicate the
training opportunity &
need for involvement to
the local boards of
health by July 1, 2012.
Develop messages for
employee members,
along with tools and
information, and
distribute (or make
available online) by July
1, 2012.
Consider name change
or some other way to
engage BOH members
and other advocates.
Prepare event plan &
budget by November 1,
2011 (for 2012 event)
Hold event by mid
February (subject to
legislative opportunities)
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Strategy

Action Step

Timeframe

Responsibility

Measure of
Success

1.4. Partner with other healthrelated advocacy organizations
and businesses.

1.4.1. Conduct scan and develop
inventory of potential partner
organizations.

Develop inventory by
November 7, 2012
Board Meeting.

Policy & Advocacy
Committee

At least 2 partner
organizations Identified
by January 31, 2012.

1.4.2. Identify GPHA
representatives to be liaisons with
other organizations and represent
GPHA’s positions to these groups.
1.5.1. Plan to include press releases
and electronic newsletters as
appropriate to support advocacy
activities.

Identify GPHA liaisons
to groups by
November 7 Board
Meeting.
Communications plan
developed. Marketing
Committee to set time
frame.

Marketing
Committee

5 feature articles /
interviews placed in
media by January 1,
2011; 10 by January 1,
2012; 15 by January 1,
2013.

1.5. Develop an annual external
communications plan that
involves regular media
outreach, engagement in social
media, and utilizes Public
Health Week

1.5.2. Annual signing of the
Governors proclamation to include
photo opportunity with reps from
GPHA & other groups with common
interests.
1.5.3 Ensure that the GPHA website
is interactive in nature, and is
updated regularly, with notification
of updates to GPHA members.
Incorporate social media (e.g.,
Facebook, Twitter, Linked In, etc.).

Public Health Week

Coordinated by
Marketing Committee

100

Goal 2: To recruit, retain and engage an active membership base that promotes excellence in
evidence-based public health practice.
Strategy

Action Step

Timeframe

Responsibility

Measure of
Success

2.1. Increase the
membership base of
GPHA by at least
10% annually.

2.1.2. Hold an annual membership campaign in
which each existing member is asked to recruit
one additional member, with incentives for
recruiting the most members in any given
category of membership (see 2.2 for category
information.)

Devise & launch campaign
by July 1, 2010, annually
thereafter (based either on
fiscal or calendar year.)

Membership
Recruitment
Subcommittee

By the end of
fiscal year 2013,
GPHA will have
1,600 members.

2.1.3. Devise list of potential “member
organizations” as well as places in which
individual members can be recruited.

List created, along with
plans for reaching
audiences, by July 1,
2010. Updated annually
thereafter.
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Strategy

2.2. Diversify the membership of
GPHA by including varying
categories of membership,
including students, organizations,
individuals, associates, academic
programs, and retirees. Focus
especially on benefits (and
messages) for those working in
public health professions who are
not state and county government
employees.

2.3. Retain/renew at least 75% of
the membership annually. Establish
renewal baseline rate during the
2010 fiscal year.

Action Step
Develop recruitment plan for
reaching these various
audiences. Include academic
programs, students, retirees,
federal agencies located in
Georgia, faculty members, and
business and industry
representatives.
2.2.1. Create a member benefits
program for each of the
categories of membership,
revise brochure & other
membership materials to reflect
the newly-revised member
benefits.
Conduct research on what other
membership associations offer,
including categories of
membership, & benefits of
membership. Utilize information
from the American Society of
Association Executives (ASAE).
2.3.1. Hold a new member
orientation for all members, in
person and via webinar, to
capture people who can best
attend in either manner.

Timeframe

Responsibility

Measure of
Success

Member benefits review
and update completed
and in place by July 1,
2010.

Marketing
Committee

Member benefits for a
variety of membership
categories in place by
July 1, 2010.

Hold new member
orientation at least twice
per year.

Marketing
Committee

Review membership
dashboard* results at
each meeting of the
executive committee,
and at each meeting of
the board of directors.
Meet goal of 75%
member retention by
fiscal year 2013.
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Strategy

2.4. Involve at least 33% of the
members in the work of the
organization, through active
participation in the sections,
committees, and task forces of the
organization.

2.5. Conduct an annual online
survey of members and of nonmembers to determine needs,
ideas and opinions.

Action Step

2.4.1. Call each new and
renewing member of the
organization, invite them to the
orientation (see above,) and
discuss with them the sections,
committees, and other ways in
which members can involve (and
benefit from that involvement) in
the association.

2.5.1. Include annually with the
March edition of the enewsletter, and publish results
back to the membership no later
than April 30 of each year.

Timeframe

Call each new or
renewing member within
one week of receiving
dues payment.
Indicate to section &
committee chairs when a
potential new committee
or section member has
been recruited for them
and activate their
immediate follow up with
that member.
March of each year.

2.5.2. Stratify the survey
questions to gain specific
responses from members, nonmembers, including members
who are governmental
employees and those who are
not, those who are retired, those
who are sponsors, etc.
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Responsibility

Member Services
Committee

Measure of
Success
*dashboard to include
new members,
renewing members,
potential member
number in database,
all compared to prior
year results.
One third of the
membership actively
involved in sections,
committees,
subcommittees and
task forces.
Measure and update
metric annually.

Marketing
Committee

Surveys conducted
annually, and utilized
to update
organizational plans
and activities.

Strategy

Action Step

Timeframe

Responsibility

Measure of
Success

2.6. Hold a more robust
annual meeting of the
membership that includes a
variety of opportunities to
showcase member
achievements, public health
advances and awards.
2.7. Hold an annual
scientific meeting for the
membership each year in
March or April, focused on
evidence-based public
health practices and
emerging science.

2.6.1. Hold a one-day annual meeting in
March or April of each year to launch the
public policy platform for the following year,
hold the Sellers-McCroan luncheon lecture
& award session, offer workshops on
public health practice, & poster sessions
that offer member education opportunities.
2.7.1. Publish the results of the scientific
meeting, including poster sessions, guest
speaker keynote presentations &
workshops. Publish annually with free
access to this information by members and
a fee to access the information for nonmembers. Stratify meeting registration fees
by member and non-member as well.

Hold first re-designed
annual meeting in
November 2010.
Annually thereafter.

Annual Conference
Subcommittee

Annual meeting
conference held
with at least 350
attendees each
year.

Hold first scientific
meeting in spring of
2011, with promotion to
the surrounding states
and through APHA
membership.

Scientific
Conference
Subcommittee

Scientific
conference held
annually, with at
least 350 attendees
annually.

Determine training &
professional
development calendar
(dates and topics) prior
to the start of each new
fiscal year. Publish to
membership.

Member Services
Committee

2 trainings/
professional
development
opportunities
offered annually,
starting in calendar
year 2012.

2.8. Provide technologybased training programs
and professional
development opportunities
for members throughout the
year.

2.7.2. Obtain media coverage for the
meeting content, including advance feature
stories on presenters.
2.8.1. Offer at least 2 additional training/
professional development opportunities for
members to participate in throughout the
year, with CME/CEU credits. Offer in
conjunction with partner organizations or
solely by GPHA. Topics to be determined
prior to the start of each fiscal year &
published to the membership with the
annual training calendar (to include the
annual meeting & the scientific meeting
dates.)
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Strategy

Action Step

Timeframe

Responsibility

Measure of
Success

2.9. Publish an enewsletter monthly
to the membership,
and to non-members
in the database.
2.10. Enhance the
website.

2.9.1. Develop e-newsletter standard
format, content outline for each issue,
standing “columns” to be written for each
issue, and click-through topics to be
highlighted in each issue.
2.10.1. Offer a more robust membersonly section that is easy to use, has
editorial oversight, contains published
material from members & others, and
potentially other services that members
find helpful (as identified in the annual
survey.)
2.11.1. Post all organizational
documents in the members-only section,
including section bylaws, GPHA bylaws
& articles of incorporation, committee
and section contact lists, board contact
list, and strategic and operational plans
for committees and sections.
2.12.1. For non-members & others
seeking public health information,
undergo a search engine optimization
process to drive traffic to the GPHA
website.
2.13.1 Establish a membership welcome
package to Include at the minimum a
letter and membership card.

Publish monthly newsletter
after the acquisition of
contracted services for
executive/admin services

Marketing
Committee,
Executive Director

Monthly newsletter
published.

Enhancements completed to
members-only section by
August 1, 2010.

Marketing
Committee,
Executive Director

Members-only section
easy to use, with
additional content added
each month and
messages to members
about additional content
additions.

Complete analytics process
by June 1, 2010.

Executive Director

Process completed.

Establish letter and card by
September 1, 2011.

Membership
Committee

By the end of the fiscal
year 2012, GPHA
members who have
renewed or joined will
have received a
membership card and
letter.
New membership form
is submitted to the

2.13 Maintain the
membership base of
GPHA

2.13.2 Include a GPHA pin with
membership card.
2.14 Update
membership form to

2.14.1 Complete and submit for approval
an updated membership form to the

Include GPHA pin when new
membership fee is
established.
November 1, 2011
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Membership
Committee

include all sections

Executive Committee.

2.15 Increase
membership base of
GPHA by at least 10
percent annually

2.15.1 Establish and hold a membership
launch within two months following the
annual planning meeting.

October 5, 2011 and
annually thereafter

Membership
Chair/Membership
Committee

2.15.2 Encourage all section secretaries
to attend the membership launch

Executive Committee by
November 1, 2011.
By the end of the fiscal
year 2012, GPHA
membership will have
increased by at least 10
percent.

2.15.3 Hold GPHA 101 for all section
secretaries at membership launch.

2.16 Establish
GPHA webpage for
Facebook and

2.15.4 Launch promotional “Give-a-Gift”
of GPHA membership during the holiday
season.

Devise and launch
campaign by December 1,
2011 and annually
thereafter.

2.15.5 Launch promotional “Share-theLove” membership gift promotion during
the month of February.

Devise and launch
campaign by December 1,
2011 and annually
thereafter.

2.15.6 Establish membership eligibility
status for door prizes at annual
conference.

Establish membership
eligibility for door prizes by
the annual meeting in April
2012 and annually
thereafter.

2.15.7 Advertise GPHA membership as
tax deductible.

Advertise GPHA
membership as tax
deductible on Webpage,
Facebook and Twitter.
When established, target
November 30, 2011.
Submit recommendations by
October 30, 2011

2.16.1 By October 30, 2011 submit for
approval to the Executive Committee
recommendations regarding Facebook,
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Membership SubCommittee

By the end of the fiscal
year 2012, GPHA will
have an established

Twitter to invite and
courage
membership

Twitter and Webpage.
2.16.2 Implement GPHA Facebook and
Twitter.

Implement
recommendations by
November 30, 2011
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Facebook and Twitter
page.

Goal 3: Enhance the governing structure of the organization to ensure maximum effectiveness,
strong management, and involvement of members.
Strategy

Action Step

Timeframe

3.1. Implement a
process for annual
board, executive
committee, and
sections, committees,
and Past President’s
Council selfassessment.

3.1.1. Utilize a self-assessment tool for each
of the entities within the organization (i.e.
sections, committees, etc.) - filled out by the
entity members prior to the last executive
board meeting before the annual meeting
with implementation of any improvements to
be considered during the annual retreat for
inclusion in the strategic plan for the
upcoming year.

Self assessment
completed prior to the last
executive Board meeting
before the annual meeting.

Responsibility

Executive Board results to
be reviewed during the last
board meeting before the
annual meeting.

President

Executive Committee
results to be reviewed
during the last Executive
Committee meeting before
the annual meeting.

President-Elect

Section results to be
reviewed during section
meetings at annual
meeting.

Section Chair

Committee results to be
reviewed at the annual
retreat by new committee
members.

Committee Chair

Past President’s Council
results to be reviewed by
past presidents at annual
meeting.

Past President’s
Council Chair
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Measure of
Success
Self assessment
process completed each
year, with changes
implemented annually
for continuous
improvement.

Strategy

Action Step

Timeframe

Responsibility

Measure of
Success

3.2. Ensure that local
boards of health are
represented within the
GPHA leadership.

3.2.1. Recruit representatives from the local
boards of health to serve on the GPHA
board, sections and committees each year to
maintain voting presence and representation.

Recruitment contacts
made no later than 60 days
before the end of each
fiscal year.

Nominating
Committee,
Governance Section

3.3. Always have a
rolling three year plan
for the organization.

3.3.1. Update the plan annually during the
annual retreat. Utilize the plan to develop all
board & executive committee meeting
agendas, using a dashboard system to track
organizational progress on the plan
throughout the year. Publish results on the
members-only section of the website
regularly (at least quarterly.)
3.4.1. Each committee, section and the Past
President’s Council to have a dedicated
“work plan” annually.

Hold retreat no later than 1
month after the close of the
annual meeting.

Executive
Committee

2 reps from local boards
of health on committees
with board voting
privileges by virtue of
position
Retreat held annually,
plan updated and
published to all groups,
with implementation by
sections & committees.

Work plan templates to be
provided to sections, Past
Presidents Council and
committees at annual
retreat.

Executive
Committee

All committees &
sections have an annual
work plan that drives all
meeting agendas and
activities of the
committee or section.

Executive
Committee or
designee

Training session held
annually.

3.4. Ensure effective
management of the
leadership structure of
the organization.

Each committee and section will adopt a
work plan that derives from the strategic &
operational plan of the GPHA. Any additions
to committee and section work plans that are
not already included in the GPHA strategic
and operational plan will need to be
approved by the executive committee prior to
inclusion.
3.4.2. Provide a brief orientation for new
Board members at the annual retreat to
review procedures, work plans, the annual
calendar, conference call meeting
instructions & management of volunteers in a
committee structure.

Annual work plans for
sections, committees and
Past Presidents Council to
be updated no later than
one month after annual
retreat.
No later than one month
following the annual
meeting.
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Strategy

Action Step

Timeframe

Responsibility

Measure of
Success

3.4.3. Create a board roster and year-round board
and executive committee calendar prior to the
annual retreat.

Calendar created and
published prior to the
annual retreat.

Board President

The roster and
calendar created and
published annually.

Assignments made no later
than 30 days following
annual retreat.

Board President

Officers assigned to
each section and
committee for
support & guidance.

Governance
Committee

Leadership
mentoring plan.

Governance
Committee

Necessary changes
and updates are
implemented.

The roster and calendar will contain the executive
committee, board, section and executive committee
meeting dates for the entire year, what topics will
be discussed (as some topics are recurring from
year to year) at each meeting.
3.4.4. Assign each officer as a liaison to one
committee or section, to provide support, counsel,
and guidance, and to ensure that committee &
section recommendations are reaching the
executive committee (two way communication.)
3.4.5 Develop mentoring plan for new board and
committee chairs
3.5 Review the
governance structure
of the organization
and make updates as
needed.

3.5.1 Review the policies & procedures manual of
the organization, including personnel policies; the
financial management policies; the bylaws; and
other governing documents to ensure that they are
in compliance with new regulations governing
nonprofit corporations.
3.5.2 Review the current governing structure to
determine if streamlining it would be more efficient
and effective. Review models of other membership
associations in doing so.
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Ongoing
Approved by Executive
Board no later than 90
days prior to 2012 annual
meeting
Review completed, policies
updated and changes
implemented 90 days
following the annual
retreat.

Strategy

Action Step

Timeframe

Responsibility

Measure of
Success

3.6 Activate the Past
President’s Council.

3.6.1 Create a brief job description (no more
than one page) and work plan for the council,
create a meeting schedule of two meetings per
year, and devise a plan to reach out to each of
the past presidents personally to re-engage
them in the work of the GPHA. Post the Past
President's Council list on the GPHA website in
a prominent location, and acknowledge
presence at GPHA events and activities.
3.7.1 Annually, recruit members for committee
and section leadership by publishing criteria for
involvement as chairs, and recruit a vice chair
annually for each section and committee to
ensure appropriate succession within the
organization.

All plans completed, with
first meeting of Council by
October 1, 2011.

Board President and
Immediate Past Board
President (Immediate Past
Board President chairs the
Council).

Past presidents
recruited,
activated, and
meeting 2 times
per year.

Prior to each annual
retreat.

Nominating Committee

Each committee &
section has a chair
and vice chair in
place prior to the
each annual
retreat.

3.7 Develop a strong
succession and
rotational leadership
recruitment process
in the organization.
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Goal #4: Ensure the long term viability and sustainability of the organization by securing
adequate funding for GPHA activities.
Strategy

Action Step

Timeframe

Responsibility

Measure of
Success

4.1. Develop a multi-level
sponsorship package for GPHA
events and activities.

4.1.1. Devise a package with varying
levels of benefits at varying levels of
financial support, including sponsorship of
events, training programs, website,
meetings, and professional development
activities.

Materials
created by
August 1, 2010.

Sponsorship
Subcommittee

Three sponsors
recruited for events &
activities during 2011.
Five for 2012. Seven for
2013.

By August 1,
2010

Finance Committee

2 partners recruited for
2011, 4 for 2012, 6 for
2013.

By August 1,
2010

Finance Committee

$5,000 raised from the
membership during
2011; $7500 from 2012;
$10,000 during 2013.

Develop 2 brochures (by October 31,
2011), one for annual meeting
sponsorship and one for general
organization sponsorship

4.2. Work with the membership
recruitment team to develop a
“partner” level of membership.
4.3. Conduct an annual fund
raising campaign that focuses
on member donations, nonmember donations, and
donations from the community.

4.1.2. Create a policy regarding access to
members for sponsors, including
protection of member contact information.
4.2.1. Partners may include voluntary
health nonprofits, other professional
associations, and others who would be
interested in being affiliated with GPHA.
4.3.1. Organize an annual campaign to
communicate to the membership the need
for additional dollars to accomplish the
organization’s plans, and do this annually
at the same time of each year.
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Strategy

Action Step

Timeframe

4.4. Seek membership
in the Combined
Federal Campaign, the
state employees’ giving
campaign, and
Community Health
Charities.

4.4.1. Make application to all three programs
in order to be listed in the workplace giving
programs of these organizations. Combined
Federal Campaign manages the federal
employees’ workplace giving programs, and
the Community Health Charities manages the
involvement of health-related organizations in
the workplace giving campaigns of private
companies.
4.4.2 List GPHA as charitable organization
with state, by Oct. 31, 2011
4.5.1. Review the dues practices of other
membership associations with similar
missions, and determine if a dues increase is
in order, and by when.

Obtain and complete
applications by May
1, 2010 (or by these
organizations’
deadlines.)

4.5. Explore raising
member dues and
having member dues
track to the calendar
year.

4.6. Advocate for a
license plate for public
health, sold by the
Georgia Department of
Revenue, with
proceeds coming to the
GPHA.

4.5.2. Determine if having all dues payable at
the start of the calendar year, i.e. January 1,
would make sense from a logistical and
managerial (tracking) standpoint, and if so,
when it would be implemented.
4.6.1. Introduce legislation to authorize the
license plate sales, to add to the existing
menu of license plates already being sold by
the state.

Responsibility

Measure of
Success
Acceptance into at
least one
campaign by
January 1, 2012.

Make decisions by
November 1, 2010.

Finance Committee

Decisions made
and
communicated by
November 1,
2010.

By October 31, 2011

Policy & Advocacy
Committee to advocate for
passage of legislation;
Marketing Committee to
promote once passed.

Legislation passed
by January 1,
2012.

4.6.2. When passed, publicize opportunity to
the membership to purchase the license plate
so that the proceeds benefit the GPHA.
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Strategy

Action Step

Timeframe

Responsibility Measure of
Success

4.7. Offer an affinity
credit card to the GPHA
membership.

4.7.1. Offer, with a financial services company partner,
an affinity credit card, with a percentage of proceeds and
annual card fees benefiting the GPHA.

By January 1,
2012

Finance
Committee

Explore opportunities and accept bids from financial
services companies, determine best offer and ensure
that the organizational membership is aware of how to
apply for the card.
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Offer affinity card to
members by January
1, 2012.

SECTION IX INFORMATION TECHNOLOGY
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INFORMATION TECHNOLOGY
TERMS AND USE OF PRIVACY STATEMENT
The GPHA respects the privacy of its members and other visitors to its website. GPHA
strongly believes that if electronic commerce and online activities are to flourish,
consumers must be assured that information provided online is used responsibly and
appropriately. To protect online privacy, GPHA has implemented the following policy.
What Information Does GPHA Collect?
Most data GPHA collects are used only to help GPHA better serve its members and
visitors. It is our general policy to collect and store only information that our members
and visitors knowingly provide.
From Visitors
GPHA does not collect any information from visitors browsing its website. Visitors to the
GPHA website browse anonymously. Only aggregate data – such as the number of hits
per page – are collected. Aggregate data are only used for internal analysis and marketing
purposes and do not provide any personally identifying information.
We do collect limited identifying information volunteered by visitors to the site through
membership applications and publication orders. This information may include name,
organization name, phone number, street address and e-mail. GPHA uses this information
only for the purposes for which it was provided. It is the policy of GPHA that any release
of the names and addresses of its members to external entities, agencies, or organizations
will be done only upon approval by the Executive Committee. In certain instances, the
Executive Committee may determine that it is in the best interest of GPHA to provide a
mailing to the membership on behalf of an outside entity. This will be done to provide
our constituents with information that is compatible with the GPHA mission. GPHA
never rents or sells e-mail addresses. This privacy statement will be updated to reflect any
policy revisions.
Credit Card Account Information
When members or visitors provide credit card account information to GPHA or its agents
(a credit card processing company, for example) GPHA submits the information needed
to obtain payment to the appropriate financial institution. GPHA does not further disclose
credit card account information obtained from members or visitors.
How Does GPHA Use Cookies?
GPHA uses cookies only to enable access to members-only data without re-logging in
each time, for data logging and site traffic analysis..
What Privacy Issues Arise With Links To Other Sites?
The GPHA Web site contains links to other websites. GPHA has no control over and is
not responsible for the privacy policies of such sites.
Future Changes to This Policy
From time to time, we may use visitor information for new, unanticipated uses not
previously disclosed in our privacy notice. If our information practices change at some
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time in the future we will post the policy changes to our website to notify you of these
changes and provide you with the ability to opt out of these new uses. If you are
concerned about how your information is used, you should check back at our website
periodically.
Access and Correction of Visitor Data
Upon request we provide site visitors with access to all information that we maintain
about them. Consumers can access this information by sending an e-mail to us at
director@gapha.org. Visitors can have this information corrected by sending us an e-mail
at the contact address.
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INFORMATION TECHNOLOGY
WEBSITE LINKAGES
The Georgia Public Health Association (GPHA) maintains a website under the domain
www.gapha.org.
The goal of the GPHA website is to provide quality web resources consistent with the
mission of the organization and which promote public health.
ALL WRITTEN REQUESTS FOR LINKAGE FROM THE GPHA WEBSITE
ARE EVALUATED BASED ON THE FOLLOWING CRITERIA:
Does the material correlate with the GPHA mission, vision, and strategic plan?
Is the site material authoritative and a credible public health resource?
GPHA reserves the right to:
Ask for a reciprocal link to be placed on any website to which GPHA links.
Change, alter, amend or suspend the linking terms and conditions at any time without
prior notice to third parties.
GPHA has provided links to Internet sites maintained by third parties, over which GPHA
has no control. GPHA does not endorse the content, operators, products or services of
such sites, and GPHA is not responsible or liable for the content, operators, availability,
accuracy, quality, advertising, products, services or other materials on or available from
such sites. GPHA shall not be responsible or liable, directly or indirectly, for any damage
or loss caused or alleged to be caused by or in connection with use of or reliance on any
such content, products or services available on or through such sites.
Georgia Public Health Association
Guidelines for Third Party Linkage to the GPHA Website
The GPHA maintains a website under the domain www.gapha.org. Third parties wishing
to establish a link to the GPHA website must adhere to the guidelines and criteria set
forth here.
The link shall be so configured that GPHA’s Uniform Resource Locator (URL),
www.gapha.org is displayed continuously in a user’s browser once the link is completed
and through the duration of that user’s link.
Any text-only link must be clearly marked “Georgia Public Health Association.”
Each link created by the third party shall expressly state that such link shall lead to such
GPHA website.
The GPHA website and its appearance and contents shall not be altered, modified,
distorted or obscured in any way, through framing or otherwise.
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The names, marks, terms, graphics or other materials on GPHA’s website shall not be
used in a manner that is likely to cause confusion with, or dilute the effectiveness of,
GPHA’s trademarks and service marks, or to damage the reputation or commercial image
of GPHA or any of its products or services.
Any authority granted to a third party to link its website to GPHA’s website does not
authorize the use of any of GPHA’s trademarks. The GPHA logos, trademarks and
service marks appearing on its website shall not be used without GPHA’s prior written
consent.
Links to GPHA’s website from third party websites should not suggest that the GPHA
has any interest or association with the services or operations of the third party, or that
the GPHA endorses any of the third party’s causes, ideas, political campaigns, websites,
information, products or services.
Third parties shall not copy, distribute, or otherwise lift any of the contents of any of the
GPHA’s website, nor are they authorized to incorporate content of the GPHA website
into other websites or media without express written permission from the GPHA, or to
use GPHA content for commercial or fundraising purposes.
GPHA reserves the right to request a reciprocal link to the linking site.
GPHA has the right to the removal of a link to our site if it can be perceived to be
confusing, deceptive, or damaging in any way.
GPHA asserts the right to reject or later to withdraw third parties’ legal permission to link
to the GPHA website at any time.
GPHA reserves the right to change, alter, amend or suspend the linking terms and
conditions at any time without prior notice to third parties.
GPHA reserves the right to exercise and exhaust any right, privilege or remedy available
to it under this Linkage Policy, including, without limitation, instituting legal action
and/or taking measures to deny access to any of GPHA’s website from the website of the
third party.
The Georgia Public Health Association is an organization committed to the highest ethics
and standards, both in fact and appearance. While we make every attempt to regularly
monitor links into the GPHA website, the dynamics of the Internet allow for infinite links
from one website to another without a site host being aware of the link from another site.
Therefore, the GPHA cannot be responsible for content on any website connected via
hyperlink to the GPHA website. Upon request, however, GPHA will investigate links to
its website and attempt to determine if they are inappropriate or contrary to GPHA’s
objectives and mission. In such a case, GPHA will attempt to have the link removed.
For Persons Accessing GPHA’s Website Via Linkage from Another Website
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The linkage of any person’s or organization’s website to GPHA’s website shall not be
deemed or construed to create or imply:
1. Any partnership, joint venture, affiliation, or other relationship between such person or
organization and GPHA; or
2. Any endorsement or approval by the Authority of such person or organization or his or
its products, activities, or operations.
GPHA makes no representation or warranty with regard to the content or functions on such person’s or
organization’s website and shall not be held liable or responsible for such content or functions. Any
questions or comments regarding such person’s or organization’s website or the link to GPHA’s website
should be directed to such person or organization.
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FY2015 Revisions to GPHA Policies & Procedures
Resolutions, Policy Statements, and Position Papers Development Process (10/22/2012) Attached.
Interim Protocol for Financial Transactions (8/11/2014 &
)
Executive Office initiates Check Request forms for approval of all expenditures (including all contracts)
and forwards to the Treasurer, and President Elect if amount exceeds$1,500, for approval and the
President for his/her information on a weekly basis. Treasurer, and President Elect if necessary,
approves Check Request in accordance with the approved operating budget and forwards to
Accountant for payment on a weekly basis. Flow chart attached.
Executive Office will notify all contractors of this interim change in process.
Executive Office will provide Accountant address, phone and fax changes; Accountant will include a
note with checks advising of changes in mailing address, phone or fax numbers.
Executive Office will receive payments, make deposits and receive the credit card detail.
Executive Office will forward monthly deposit detail to Accountant by the 7th business day of the
following month.
Executive Office will send to Accountant a copy of the approved annual budget when finalized and any
budget revisions when approved.
All requests for funds disbursement (over $500) must be approved by the President and the Executive
Board.
Student Benefits of Membership in APHA Affiliates (1/28/2015)
Attached.
Jim Alley Student Scholarships to GPHA Annual Meeting and Conference (2/20/2015)
Jim Alley Funds may be used to provide scholarships to the GPHA Annual Meeting and Conference for
the dual purpose of offsetting the cost of registration for selected Career Development members and to
provide GPHA volunteers to staff the Annual Meeting and Conference. The student must be a Career
Development member in good standing, pay a designated portion of the registration, attend the full
conference and volunteer during the conference. Application attached.
he eor ia Pu lic ealth ssociation, nc. P
will reim urse only the ex enses listed elow
incurred on ehalf of P
relatin to attendance and artici ation in the annual onference
• ir Fare coach or economy class only
• round rans ortation necessary taxi or u lic trans ortation ex enses
• Meals not provided by the conference (maximum amount based on State of Georgia per diem to
state employees for such)
• Lodging (must be at GPHA host hotel at base rate for the conference or equivalent)
GPHA shall not be responsible for individual GPHA membership dues, CEU charges, alcoholic
beverages, souvenirs and other ancillary expenses not noted in the above list of approved
reimbursable expenses.
ra el ex ense should e documented on the attached form and su mitted with recei ts to the
executi e office within 0 days of the e ent. ny ex ense statements recei ed after that time shall not
e aid.
n ited s ea ers must com lete the forms included in the s ea er s ac a e. ttached.

Distribution of Membership and/or Conference Registrant Lists Policy (edited 5/27/2015)
It is the policy of the Georgia Public Health Association that any release of the names and
addresses of its members to external entities, agencies, or organizations will be done only upon
approval by the Executive Committee. In certain instances, the Executive Committee may
determine that it is in the best interest of GPHA to provide a mailing to the membership on behalf of
an outside entity.
Membership Renewal Date (7/1/2015)
Expiration date is calculated from date renewed. This option will calculate the expiration date
based on the current date. For example, a 1 year membership that expires on 12/31/2010 and
renewed for a year on 01/05/2014 the new expiration date would be 01/05/2015.
To ensure the database shows the correct and current membership, renewals made outside of the
60 day grace period shall be counted as a new membership with a new membership anniversary
date assigned to the member. Flow chart attached.
Membership Requirements for Officers (7/1/2015)
To accurately determine years of active membership for the purposes of selecting future
GPHA leadership, for FY2016 and FY2017 years only, anyone who has a lapsed membership within
the last 3 years will be grandfathered in to reflect in the database as having at least 3 years of
consecutive service.

Parts A & B approved by Executive Board via electronic vote on 10/22/2012 and recorded in
1/25/2013 minutes.

RESOLUTIONS, POLICY STATEMENTS, and POSITION PAPERS
DEVELOPMENT PROCESS
Committees, Sections or individuals may develop resolutions policy statements and position
papers and submit them on the appropriate form to the GPHA Board for approval. Statements
must be submitted in a timely manner to assure review, approval by the Board, and publication
prior to the annual meeting. Each year, the Policy and Advocacy Committee will develop a
schedule for submission of policy/position statements to be presented at the annual meeting.
Policy/position statements requiring urgent attention should be submitted directly to the GPHA
Executive Committee for approval.
A subcommittee of the Policy and Advocacy Committee shall be appointed to be responsible for
the development of general resolutions, policy statements and position papers. Additional
responsibilities of the subcommittee include the collection and review of statements and papers
from members and sections of the Association and the presentation of said resolutions and
position papers to the Board of Directors at least 120 days prior to the next annual meeting.
The Chair of the subcommittee shall be responsible for the distribution of all approved
resolutions to the general membership at least 120 days prior to the next annual meeting of the
Association. All Executive Board approved resolutions shall be presented for approval by the
general membership in attendance at the annual meeting of the Association.
The resolution/policy statement/position paper development process for GPHA is designed to be
open to full participation of the membership and to ensure careful review by the GPHA Board.
Policy statements adopted through this process provide a record of the Association’s stance on a
variety of public health issues and reflect the diverse interests of the GPHA membership. Policy
statements/position papers approved by the Board are submitted to the membership at the annual
meeting for final approval and, upon approval, posted on the GPHA website.
Additional guidelines:
1. Any request for a resolution received by the GPHA Executive Office will be forwarded to the
Chairman.
2. The GPHA Executive Office will provide the Chairman with a list of those members who
have retired since the previous annual meeting or who are deceased from the Memorials
Committee for whom resolutions need to be prepared. The policy for having resolutions
prepared for retirees is that they had at least twenty (20) years of service in public health and
at least five (5) years membership in GPHA--not required to be consecutive.
3. Resolutions from sections may be submitted during the annual meeting.
already be prepared by the section.

These should

4. The Chairman is to make a report to the Executive Board of all resolutions. The time and
place for the Board meeting may be obtained from the GPHA Executive Office.

1

Parts A & B approved by Executive Board via electronic vote on 10/22/2012 and recorded in
1/25/2013 minutes.

5. At the general business session at the annual meeting, the Chairman will read (summarized if
copies have already been provided to membership) and ask for approval of all resolutions
approved by the Executive Board. (In regard to resolutions for retirees deceased, one
resolution is read and then state that similar resolutions have been prepared for--read names,
title, and work location.) If there are those who have retired that are at the meeting, they may
be asked to stand. Also, a moment of silence may be observed in memory of those deceased.
6. GPHA Executive Office takes required action following the approval of resolutions at the
Annual Meeting (sending a copy of the resolution to the retired member or family of those
deceased, forwarding a resolution to the appropriate governmental or legislative entities.)
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GPHA Payment Processing

Executive Services Provider
Initiate check request
Assign budget source
Attach supporting documentation
Forward to Treasurer

Treasurer
Approve payment in accordance
with Policy & Procedures

Does the amount exceed
the threshold requiring
second approval?

No

Forward to
Accountant

Yes

Forward to
PresidentElect

Accountant
Enter data into electronic accounting system
Print, sign (1 signature) and mail check, or Make
ACH online payment

President-Elect
Approve in accordance with Policy & Procedures
Forward to Accountant
Accountant
Enter data into electronic accounting system

END

Print, sign (2 signatures), mail check, or Make
ACH online payment

END

Invited Speaker Information
Request Form

Guest Speaker Name:

Guest Speaker Institution:

Date of Speaking Engagement:

Topic:

Amount of honorarium:
Travel expenses to be covered?

Yes

No

Social Security Number:

Address for Payment:

Approval Signature:
Approval Name/email

Please remember that to process payment for a US resident, a W-9 must be attached.

W-9

Form
(Rev. December 2014)
Department of the Treasury
Internal Revenue Service

Request for Taxpayer
Identification Number and Certification

Give Form to the
requester. Do not
send to the IRS.

Print or type
See Specific Instructions on page 2.

1 Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.
2 Business name/disregarded entity name, if different from above

3 Check appropriate box for federal tax classification; check only one of the following seven boxes:
C Corporation
S Corporation
Partnership
Trust/estate
Individual/sole proprietor or
single-member LLC
Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership)
Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for
the tax classification of the single-member owner.

4 Exemptions (codes apply only to
certain entities, not individuals; see
instructions on page 3):
Exempt payee code (if any)
Exemption from FATCA reporting
code (if any)
(Applies to accounts maintained outside the U.S.)

Other (see instructions)
5 Address (number, street, and apt. or suite no.)

Requester’s name and address (optional)

6 City, state, and ZIP code
7 List account number(s) here (optional)

Part I

Taxpayer Identification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid
backup withholding. For individuals, this is generally your social security number (SSN). However, for a
resident alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a
TIN on page 3.
Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for
guidelines on whose number to enter.

Part II

Social security number

–

–

or
Employer identification number

–

Certification

Under penalties of perjury, I certify that:
1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and
2. I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue
Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am
no longer subject to backup withholding; and
3. I am a U.S. citizen or other U.S. person (defined below); and
4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.
Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the
instructions on page 3.

Sign
Here

Signature of
U.S. person

Date

General Instructions

• Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T
(tuition)

Section references are to the Internal Revenue Code unless otherwise noted.

• Form 1099-C (canceled debt)

Future developments. Information about developments affecting Form W-9 (such
as legislation enacted after we release it) is at www.irs.gov/fw9.

Purpose of Form

• Form 1099-A (acquisition or abandonment of secured property)
Use Form W-9 only if you are a U.S. person (including a resident alien), to
provide your correct TIN.

An individual or entity (Form W-9 requester) who is required to file an information
return with the IRS must obtain your correct taxpayer identification number (TIN)
which may be your social security number (SSN), individual taxpayer identification
number (ITIN), adoption taxpayer identification number (ATIN), or employer
identification number (EIN), to report on an information return the amount paid to
you, or other amount reportable on an information return. Examples of information
returns include, but are not limited to, the following:

If you do not return Form W-9 to the requester with a TIN, you might be subject
to backup withholding. See What is backup withholding? on page 2.

• Form 1099-INT (interest earned or paid)

3. Claim exemption from backup withholding if you are a U.S. exempt payee. If
applicable, you are also certifying that as a U.S. person, your allocable share of
any partnership income from a U.S. trade or business is not subject to the
withholding tax on foreign partners' share of effectively connected income, and

• Form 1099-DIV (dividends, including those from stocks or mutual funds)
• Form 1099-MISC (various types of income, prizes, awards, or gross proceeds)
• Form 1099-B (stock or mutual fund sales and certain other transactions by
brokers)
• Form 1099-S (proceeds from real estate transactions)

By signing the filled-out form, you:
1. Certify that the TIN you are giving is correct (or you are waiting for a number
to be issued),
2. Certify that you are not subject to backup withholding, or

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are
exempt from the FATCA reporting, is correct. See What is FATCA reporting? on
page 2 for further information.

• Form 1099-K (merchant card and third party network transactions)
Cat. No. 10231X

Form W-9 (Rev. 12-2014)
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Form W-9 (Rev. 12-2014)
Note. If you are a U.S. person and a requester gives you a form other than Form
W-9 to request your TIN, you must use the requester’s form if it is substantially
similar to this Form W-9.
Definition of a U.S. person. For federal tax purposes, you are considered a U.S.
person if you are:
• An individual who is a U.S. citizen or U.S. resident alien;
• A partnership, corporation, company, or association created or organized in the
United States or under the laws of the United States;
• An estate (other than a foreign estate); or
• A domestic trust (as defined in Regulations section 301.7701-7).
Special rules for partnerships. Partnerships that conduct a trade or business in
the United States are generally required to pay a withholding tax under section
1446 on any foreign partners’ share of effectively connected taxable income from
such business. Further, in certain cases where a Form W-9 has not been received,
the rules under section 1446 require a partnership to presume that a partner is a
foreign person, and pay the section 1446 withholding tax. Therefore, if you are a
U.S. person that is a partner in a partnership conducting a trade or business in the
United States, provide Form W-9 to the partnership to establish your U.S. status
and avoid section 1446 withholding on your share of partnership income.
In the cases below, the following person must give Form W-9 to the partnership
for purposes of establishing its U.S. status and avoiding withholding on its
allocable share of net income from the partnership conducting a trade or business
in the United States:
• In the case of a disregarded entity with a U.S. owner, the U.S. owner of the
disregarded entity and not the entity;
• In the case of a grantor trust with a U.S. grantor or other U.S. owner, generally,
the U.S. grantor or other U.S. owner of the grantor trust and not the trust; and
• In the case of a U.S. trust (other than a grantor trust), the U.S. trust (other than a
grantor trust) and not the beneficiaries of the trust.
Foreign person. If you are a foreign person or the U.S. branch of a foreign bank
that has elected to be treated as a U.S. person, do not use Form W-9. Instead, use
the appropriate Form W-8 or Form 8233 (see Publication 515, Withholding of Tax
on Nonresident Aliens and Foreign Entities).
Nonresident alien who becomes a resident alien. Generally, only a nonresident
alien individual may use the terms of a tax treaty to reduce or eliminate U.S. tax on
certain types of income. However, most tax treaties contain a provision known as
a “saving clause.” Exceptions specified in the saving clause may permit an
exemption from tax to continue for certain types of income even after the payee
has otherwise become a U.S. resident alien for tax purposes.
If you are a U.S. resident alien who is relying on an exception contained in the
saving clause of a tax treaty to claim an exemption from U.S. tax on certain types
of income, you must attach a statement to Form W-9 that specifies the following
five items:
1. The treaty country. Generally, this must be the same treaty under which you
claimed exemption from tax as a nonresident alien.
2. The treaty article addressing the income.
3. The article number (or location) in the tax treaty that contains the saving
clause and its exceptions.
4. The type and amount of income that qualifies for the exemption from tax.
5. Sufficient facts to justify the exemption from tax under the terms of the treaty
article.
Example. Article 20 of the U.S.-China income tax treaty allows an exemption
from tax for scholarship income received by a Chinese student temporarily present
in the United States. Under U.S. law, this student will become a resident alien for
tax purposes if his or her stay in the United States exceeds 5 calendar years.
However, paragraph 2 of the first Protocol to the U.S.-China treaty (dated April 30,
1984) allows the provisions of Article 20 to continue to apply even after the
Chinese student becomes a resident alien of the United States. A Chinese student
who qualifies for this exception (under paragraph 2 of the first protocol) and is
relying on this exception to claim an exemption from tax on his or her scholarship
or fellowship income would attach to Form W-9 a statement that includes the
information described above to support that exemption.
If you are a nonresident alien or a foreign entity, give the requester the
appropriate completed Form W-8 or Form 8233.

Backup Withholding
What is backup withholding? Persons making certain payments to you must
under certain conditions withhold and pay to the IRS 28% of such payments. This
is called “backup withholding.” Payments that may be subject to backup
withholding include interest, tax-exempt interest, dividends, broker and barter
exchange transactions, rents, royalties, nonemployee pay, payments made in
settlement of payment card and third party network transactions, and certain
payments from fishing boat operators. Real estate transactions are not subject to
backup withholding.
You will not be subject to backup withholding on payments you receive if you
give the requester your correct TIN, make the proper certifications, and report all
your taxable interest and dividends on your tax return.
Payments you receive will be subject to backup withholding if:
1. You do not furnish your TIN to the requester,
2. You do not certify your TIN when required (see the Part II instructions on page
3 for details),

3. The IRS tells the requester that you furnished an incorrect TIN,
4. The IRS tells you that you are subject to backup withholding because you did
not report all your interest and dividends on your tax return (for reportable interest
and dividends only), or
5. You do not certify to the requester that you are not subject to backup
withholding under 4 above (for reportable interest and dividend accounts opened
after 1983 only).
Certain payees and payments are exempt from backup withholding. See Exempt
payee code on page 3 and the separate Instructions for the Requester of Form
W-9 for more information.
Also see Special rules for partnerships above.

What is FATCA reporting?
The Foreign Account Tax Compliance Act (FATCA) requires a participating foreign
financial institution to report all United States account holders that are specified
United States persons. Certain payees are exempt from FATCA reporting. See
Exemption from FATCA reporting code on page 3 and the Instructions for the
Requester of Form W-9 for more information.

Updating Your Information
You must provide updated information to any person to whom you claimed to be
an exempt payee if you are no longer an exempt payee and anticipate receiving
reportable payments in the future from this person. For example, you may need to
provide updated information if you are a C corporation that elects to be an S
corporation, or if you no longer are tax exempt. In addition, you must furnish a new
Form W-9 if the name or TIN changes for the account; for example, if the grantor
of a grantor trust dies.

Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN to a requester, you are
subject to a penalty of $50 for each such failure unless your failure is due to
reasonable cause and not to willful neglect.
Civil penalty for false information with respect to withholding. If you make a
false statement with no reasonable basis that results in no backup withholding,
you are subject to a $500 penalty.
Criminal penalty for falsifying information. Willfully falsifying certifications or
affirmations may subject you to criminal penalties including fines and/or
imprisonment.
Misuse of TINs. If the requester discloses or uses TINs in violation of federal law,
the requester may be subject to civil and criminal penalties.

Specific Instructions
Line 1
You must enter one of the following on this line; do not leave this line blank. The
name should match the name on your tax return.
If this Form W-9 is for a joint account, list first, and then circle, the name of the
person or entity whose number you entered in Part I of Form W-9.
a. Individual. Generally, enter the name shown on your tax return. If you have
changed your last name without informing the Social Security Administration (SSA)
of the name change, enter your first name, the last name as shown on your social
security card, and your new last name.
Note. ITIN applicant: Enter your individual name as it was entered on your Form
W-7 application, line 1a. This should also be the same as the name you entered on
the Form 1040/1040A/1040EZ you filed with your application.
b. Sole proprietor or single-member LLC. Enter your individual name as
shown on your 1040/1040A/1040EZ on line 1. You may enter your business, trade,
or “doing business as” (DBA) name on line 2.
c. Partnership, LLC that is not a single-member LLC, C Corporation, or S
Corporation. Enter the entity's name as shown on the entity's tax return on line 1
and any business, trade, or DBA name on line 2.
d. Other entities. Enter your name as shown on required U.S. federal tax
documents on line 1. This name should match the name shown on the charter or
other legal document creating the entity. You may enter any business, trade, or
DBA name on line 2.
e. Disregarded entity. For U.S. federal tax purposes, an entity that is
disregarded as an entity separate from its owner is treated as a “disregarded
entity.” See Regulations section 301.7701-2(c)(2)(iii). Enter the owner's name on
line 1. The name of the entity entered on line 1 should never be a disregarded
entity. The name on line 1 should be the name shown on the income tax return on
which the income should be reported. For example, if a foreign LLC that is treated
as a disregarded entity for U.S. federal tax purposes has a single owner that is a
U.S. person, the U.S. owner's name is required to be provided on line 1. If the
direct owner of the entity is also a disregarded entity, enter the first owner that is
not disregarded for federal tax purposes. Enter the disregarded entity's name on
line 2, “Business name/disregarded entity name.” If the owner of the disregarded
entity is a foreign person, the owner must complete an appropriate Form W-8
instead of a Form W-9. This is the case even if the foreign person has a U.S. TIN.
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Line 2

2

If you have a business name, trade name, DBA name, or disregarded entity name,
you may enter it on line 2.

Line 3
Check the appropriate box in line 3 for the U.S. federal tax classification of the
person whose name is entered on line 1. Check only one box in line 3.
Limited Liability Company (LLC). If the name on line 1 is an LLC treated as a
partnership for U.S. federal tax purposes, check the “Limited Liability Company”
box and enter “P” in the space provided. If the LLC has filed Form 8832 or 2553 to
be taxed as a corporation, check the “Limited Liability Company” box and in the
space provided enter “C” for C corporation or “S” for S corporation. If it is a
single-member LLC that is a disregarded entity, do not check the “Limited Liability
Company” box; instead check the first box in line 3 “Individual/sole proprietor or
single-member LLC.”

However, the following payments made to a corporation and reportable on Form
1099-MISC are not exempt from backup withholding: medical and health care
payments, attorneys' fees, gross proceeds paid to an attorney reportable under
section 6045(f), and payments for services paid by a federal executive agency.
Exemption from FATCA reporting code. The following codes identify payees
that are exempt from reporting under FATCA. These codes apply to persons
submitting this form for accounts maintained outside of the United States by
certain foreign financial institutions. Therefore, if you are only submitting this form
for an account you hold in the United States, you may leave this field blank.
Consult with the person requesting this form if you are uncertain if the financial
institution is subject to these requirements. A requester may indicate that a code is
not required by providing you with a Form W-9 with “Not Applicable” (or any
similar indication) written or printed on the line for a FATCA exemption code.
A—An organization exempt from tax under section 501(a) or any individual
retirement plan as defined in section 7701(a)(37)
B—The United States or any of its agencies or instrumentalities

Line 4, Exemptions
If you are exempt from backup withholding and/or FATCA reporting, enter in the
appropriate space in line 4 any code(s) that may apply to you.
Exempt payee code.
• Generally, individuals (including sole proprietors) are not exempt from backup
withholding.
• Except as provided below, corporations are exempt from backup withholding
for certain payments, including interest and dividends.
• Corporations are not exempt from backup withholding for payments made in
settlement of payment card or third party network transactions.
• Corporations are not exempt from backup withholding with respect to attorneys'
fees or gross proceeds paid to attorneys, and corporations that provide medical or
health care services are not exempt with respect to payments reportable on Form
1099-MISC.
The following codes identify payees that are exempt from backup withholding.
Enter the appropriate code in the space in line 4.
1—An organization exempt from tax under section 501(a), any IRA, or a
custodial account under section 403(b)(7) if the account satisfies the requirements
of section 401(f)(2)
2—The United States or any of its agencies or instrumentalities
3—A state, the District of Columbia, a U.S. commonwealth or possession, or
any of their political subdivisions or instrumentalities
4—A foreign government or any of its political subdivisions, agencies, or
instrumentalities
5—A corporation
6—A dealer in securities or commodities required to register in the United
States, the District of Columbia, or a U.S. commonwealth or possession
7—A futures commission merchant registered with the Commodity Futures
Trading Commission
8—A real estate investment trust
9—An entity registered at all times during the tax year under the Investment
Company Act of 1940
10—A common trust fund operated by a bank under section 584(a)
11—A financial institution
12—A middleman known in the investment community as a nominee or
custodian
13—A trust exempt from tax under section 664 or described in section 4947
The following chart shows types of payments that may be exempt from backup
withholding. The chart applies to the exempt payees listed above, 1 through 13.

C—A state, the District of Columbia, a U.S. commonwealth or possession, or
any of their political subdivisions or instrumentalities
D—A corporation the stock of which is regularly traded on one or more
established securities markets, as described in Regulations section
1.1472-1(c)(1)(i)
E—A corporation that is a member of the same expanded affiliated group as a
corporation described in Regulations section 1.1472-1(c)(1)(i)
F—A dealer in securities, commodities, or derivative financial instruments
(including notional principal contracts, futures, forwards, and options) that is
registered as such under the laws of the United States or any state
G—A real estate investment trust
H—A regulated investment company as defined in section 851 or an entity
registered at all times during the tax year under the Investment Company Act of
1940
I—A common trust fund as defined in section 584(a)
J—A bank as defined in section 581
K—A broker
L—A trust exempt from tax under section 664 or described in section 4947(a)(1)
M—A tax exempt trust under a section 403(b) plan or section 457(g) plan
Note. You may wish to consult with the financial institution requesting this form to
determine whether the FATCA code and/or exempt payee code should be
completed.

Line 5
Enter your address (number, street, and apartment or suite number). This is where
the requester of this Form W-9 will mail your information returns.

Line 6
Enter your city, state, and ZIP code.

Part I. Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. If you are a resident alien and you do not
have and are not eligible to get an SSN, your TIN is your IRS individual taxpayer
identification number (ITIN). Enter it in the social security number box. If you do not
have an ITIN, see How to get a TIN below.
If you are a sole proprietor and you have an EIN, you may enter either your SSN
or EIN. However, the IRS prefers that you use your SSN.
If you are a single-member LLC that is disregarded as an entity separate from its
owner (see Limited Liability Company (LLC) on this page), enter the owner’s SSN
(or EIN, if the owner has one). Do not enter the disregarded entity’s EIN. If the LLC
is classified as a corporation or partnership, enter the entity’s EIN.

IF the payment is for . . .

THEN the payment is exempt for . . .

Note. See the chart on page 4 for further clarification of name and TIN
combinations.

Interest and dividend payments

All exempt payees except
for 7

Broker transactions

Exempt payees 1 through 4 and 6
through 11 and all C corporations. S
corporations must not enter an exempt
payee code because they are exempt
only for sales of noncovered securities
acquired prior to 2012.

Barter exchange transactions and
patronage dividends

Exempt payees 1 through 4

How to get a TIN. If you do not have a TIN, apply for one immediately. To apply
for an SSN, get Form SS-5, Application for a Social Security Card, from your local
SSA office or get this form online at www.ssa.gov. You may also get this form by
calling 1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer
Identification Number, to apply for an ITIN, or Form SS-4, Application for Employer
Identification Number, to apply for an EIN. You can apply for an EIN online by
accessing the IRS website at www.irs.gov/businesses and clicking on Employer
Identification Number (EIN) under Starting a Business. You can get Forms W-7 and
SS-4 from the IRS by visiting IRS.gov or by calling 1-800-TAX-FORM
(1-800-829-3676).

Payments over $600 required to be
1
reported and direct sales over $5,000

Generally, exempt payees
2
1 through 5

Payments made in settlement of
payment card or third party network
transactions

Exempt payees 1 through 4

1

See Form 1099-MISC, Miscellaneous Income, and its instructions.

If you are asked to complete Form W-9 but do not have a TIN, apply for a TIN
and write “Applied For” in the space for the TIN, sign and date the form, and give it
to the requester. For interest and dividend payments, and certain payments made
with respect to readily tradable instruments, generally you will have 60 days to get
a TIN and give it to the requester before you are subject to backup withholding on
payments. The 60-day rule does not apply to other types of payments. You will be
subject to backup withholding on all such payments until you provide your TIN to
the requester.
Note. Entering “Applied For” means that you have already applied for a TIN or that
you intend to apply for one soon.
Caution: A disregarded U.S. entity that has a foreign owner must use the
appropriate Form W-8.
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Part II. Certification

3

To establish to the withholding agent that you are a U.S. person, or resident alien,
sign Form W-9. You may be requested to sign by the withholding agent even if
items 1, 4, or 5 below indicate otherwise.

4

For a joint account, only the person whose TIN is shown in Part I should sign
(when required). In the case of a disregarded entity, the person identified on line 1
must sign. Exempt payees, see Exempt payee code earlier.
Signature requirements. Complete the certification as indicated in items 1
through 5 below.
1. Interest, dividend, and barter exchange accounts opened before 1984
and broker accounts considered active during 1983. You must give your
correct TIN, but you do not have to sign the certification.
2. Interest, dividend, broker, and barter exchange accounts opened after
1983 and broker accounts considered inactive during 1983. You must sign the
certification or backup withholding will apply. If you are subject to backup
withholding and you are merely providing your correct TIN to the requester, you
must cross out item 2 in the certification before signing the form.
3. Real estate transactions. You must sign the certification. You may cross out
item 2 of the certification.
4. Other payments. You must give your correct TIN, but you do not have to sign
the certification unless you have been notified that you have previously given an
incorrect TIN. “Other payments” include payments made in the course of the
requester’s trade or business for rents, royalties, goods (other than bills for
merchandise), medical and health care services (including payments to
corporations), payments to a nonemployee for services, payments made in
settlement of payment card and third party network transactions, payments to
certain fishing boat crew members and fishermen, and gross proceeds paid to
attorneys (including payments to corporations).
5. Mortgage interest paid by you, acquisition or abandonment of secured
property, cancellation of debt, qualified tuition program payments (under
section 529), IRA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give your correct TIN, but you
do not have to sign the certification.

What Name and Number To Give the Requester
For this type of account:

Give name and SSN of:

1. Individual
2. Two or more individuals (joint
account)

The individual
The actual owner of the account or,
if combined funds, the first
1
individual on the account

3. Custodian account of a minor
(Uniform Gift to Minors Act)

The minor

4. a. The usual revocable savings
trust (grantor is also trustee)
b. So-called trust account that is
not a legal or valid trust under
state law
5. Sole proprietorship or disregarded
entity owned by an individual
6. Grantor trust filing under Optional
Form 1099 Filing Method 1 (see
Regulations section 1.671-4(b)(2)(i)
(A))

The grantor-trustee

1

1

The actual owner
The owner

Give name and EIN of:
The owner
4

Legal entity

9. Corporation or LLC electing
corporate status on Form 8832 or
Form 2553
10. Association, club, religious,
charitable, educational, or other taxexempt organization

The corporation

11. Partnership or multi-member LLC
12. A broker or registered nominee

The partnership
The broker or nominee

13. Account with the Department of
Agriculture in the name of a public
entity (such as a state or local
government, school district, or
prison) that receives agricultural
program payments

The public entity

14. Grantor trust filing under the Form
1041 Filing Method or the Optional
Form 1099 Filing Method 2 (see
Regulations section 1.671-4(b)(2)(i)
(B))

The trust

1

2

The organization

List first and circle the name of the person whose number you furnish. If only one person on a
joint account has an SSN, that person’s number must be furnished.
Circle the minor’s name and furnish the minor’s SSN.

List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the
personal representative or trustee unless the legal entity itself is not designated in the account
title.) Also see Special rules for partnerships on page 2.
*Note. Grantor also must provide a Form W-9 to trustee of trust.

Note. If no name is circled when more than one name is listed, the number will be
considered to be that of the first name listed.

Secure Your Tax Records from Identity Theft
Identity theft occurs when someone uses your personal information such as your
name, SSN, or other identifying information, without your permission, to commit
fraud or other crimes. An identity thief may use your SSN to get a job or may file a
tax return using your SSN to receive a refund.
To reduce your risk:
• Protect your SSN,
• Ensure your employer is protecting your SSN, and
• Be careful when choosing a tax preparer.
If your tax records are affected by identity theft and you receive a notice from
the IRS, respond right away to the name and phone number printed on the IRS
notice or letter.
If your tax records are not currently affected by identity theft but you think you
are at risk due to a lost or stolen purse or wallet, questionable credit card activity
or credit report, contact the IRS Identity Theft Hotline at 1-800-908-4490 or submit
Form 14039.
For more information, see Publication 4535, Identity Theft Prevention and Victim
Assistance.
Victims of identity theft who are experiencing economic harm or a system
problem, or are seeking help in resolving tax problems that have not been resolved
through normal channels, may be eligible for Taxpayer Advocate Service (TAS)
assistance. You can reach TAS by calling the TAS toll-free case intake line at
1-877-777-4778 or TTY/TDD 1-800-829-4059.
Protect yourself from suspicious emails or phishing schemes. Phishing is the
creation and use of email and websites designed to mimic legitimate business
emails and websites. The most common act is sending an email to a user falsely
claiming to be an established legitimate enterprise in an attempt to scam the user
into surrendering private information that will be used for identity theft.
The IRS does not initiate contacts with taxpayers via emails. Also, the IRS does
not request personal detailed information through email or ask taxpayers for the
PIN numbers, passwords, or similar secret access information for their credit card,
bank, or other financial accounts.
If you receive an unsolicited email claiming to be from the IRS, forward this
message to phishing@irs.gov. You may also report misuse of the IRS name, logo,
or other IRS property to the Treasury Inspector General for Tax Administration
(TIGTA) at 1-800-366-4484. You can forward suspicious emails to the Federal
Trade Commission at: spam@uce.gov or contact them at www.ftc.gov/idtheft or
1-877-IDTHEFT (1-877-438-4338).
Visit IRS.gov to learn more about identity theft and how to reduce your risk.

3

The grantor*

For this type of account:
7. Disregarded entity not owned by an
individual
8. A valid trust, estate, or pension trust

2

You must show your individual name and you may also enter your business or DBA name on
the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you
have one), but the IRS encourages you to use your SSN.

Privacy Act Notice
Section 6109 of the Internal Revenue Code requires you to provide your correct
TIN to persons (including federal agencies) who are required to file information
returns with the IRS to report interest, dividends, or certain other income paid to
you; mortgage interest you paid; the acquisition or abandonment of secured
property; the cancellation of debt; or contributions you made to an IRA, Archer
MSA, or HSA. The person collecting this form uses the information on the form to
file information returns with the IRS, reporting the above information. Routine uses
of this information include giving it to the Department of Justice for civil and
criminal litigation and to cities, states, the District of Columbia, and U.S.
commonwealths and possessions for use in administering their laws. The
information also may be disclosed to other countries under a treaty, to federal and
state agencies to enforce civil and criminal laws, or to federal law enforcement and
intelligence agencies to combat terrorism. You must provide your TIN whether or
not you are required to file a tax return. Under section 3406, payers must generally
withhold a percentage of taxable interest, dividend, and certain other payments to
a payee who does not give a TIN to the payer. Certain penalties may also apply for
providing false or fraudulent information.

FY2016 P&P Revisions
6/22/2015 Executive Board Minutes
Consider membership status policy clarification and change ·
From “annual renewal” (current database setup – calculates
active membership based on consecutive years; i.e. initial
membership expires 6/30/2012, renewed on 5/1/2015 and
expired on 6/30/2013; this individual is not counted as an active
member in the database)
To “date renewed” (recommended database setup – calculates
active membership based on date renewed; i.e. initial
membership expires 6/30/2012, is renewed on 5/1/2015 and
expires 4/30/2016; this member is counted as an active member
in the database)
Bylaws Article IV Section 9 reads “…Annual membership dues are
due and payable one year from date each individual pays their
dues.” Potential incentive for minimizing breaks in membership is
set renewal with no breaks in membership at a lower rate than
initial membership
Release of individual membership information · Clarification for
internal sharing (i.e., executive committee, executive board,
section officers, committee chairs, contractors, etc.). Clarification
for external sharing (i.e., sponsors, exhibitors, funders, APHA,
SHA, NALBOH, etc.)

Motions to update membership database
operation are as follows:
1. To ensure the database reflects the correct
and current membership, renewals made
outside of the 60day grace period shall be
counted as a new membership with a new
membership anniversary date assigned to the
member. Colin Smith made first motion.
Dianne McWethy made second motion. All in
favor. No opposed. Motion carried.
2. For the purpose of making the membership
database accurate, and for meeting eligibility
for nomination for GPHA office for FY16 and
FY17, current members in the membership
database will be “grandfather in to ens ure no
membership lapse within the past 3 years.
Dianne McWethy made first motion. Colin
Smith made second motion. All in favor. No
opposed. Motion carried.

2/22/2016 Executive Board Minutes
Section web pages/social media: Two points presented. A section
would need to get permission from the board to use a social media
platform to promote their section. Ginger Heidel of Heidel
Designs would need to be administrator of each account to
monitor posts for appropriateness. Further discussion included a
possible need to develop policy.

At this time, until further policy can be
developed, any section that would like to post
information on a social media platform,
specifically, the GPHA Facebook page, a
process will be developed to send posts to
Ginger Heidel, who will review for posting.

FY2017 P&P
9/26/2016 Executive Board Minutes
Executive Services
Report

Regina Abbott reported on the following:
•
•
•
•
•

New business

President’s Report

Membership drives and additions
Proposed change in board of health
membership period
Compiling materials for the FY16 audit
Bonding insurance, application completed
2017 Annual Meeting & Conference
planning
2018 Annual Meeting & Contract

•
•
Peggy Martin presented a draft copy of Policy for
GPHA Section Use of Social Media and Policy for
GPHA Use of Web and Social Media

Discussion of GPHA’s membership in the Southern
Health Association conference. Not to be an active
member but support someone going to the
conference to act as liaison between the two
associations.

11/28/2016 Executive Board Minutes
Executive Services Discussion of providing a hard copy membership
Report
card to those who wish to possess one.

5/30/2017 Executive Board Minutes
Policies and
Mauri Smith reported that the committee will be
Procedures
looking at the policies and procedures. The
recommendation was made that the procedures
will be separated from the policies. The policies
will be reformatted to accreditation standards and
aligned with the By-Laws. Templates will be setup
for the sections, reviews made annually for
updates, items will be placed in Dropbox for edits.
The Executive Board will have final approval.

Candace Christian made motion to
move the board of health
membership renewal to July 1st to
match the beginning of the state’s
fiscal year. Colin Smith seconded. All
in favor. No opposed. Motion carried.

Colin Smith made motion to adopt
the two social media draft policies
with stated revisions to go into effect
immediately with formatting to be
done at a later date to enter the P&P.
Lisa Stone seconded. Majority in
favor. One nay. Motion carried.
Dianne McWethy made motion to
amend by-laws to allow more
flexibility in the association being
members of other public health and
related associations. Colin Smith
seconded. All in favor. No opposed.
Motion carried.

Colin Smith made motion for a $5 fee
to cover the costs of providing a
membership card to a requesting
member. Dianne McWethy seconded
motion. All in favor. No opposed.
Motion carried.

Mauri Smith made a motion to
accept the recommendation. Lawton
Davis seconded. All in favor no
opposed. Motion carried.

