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ABOUT SUGA

SUGA is an acronym for the SunGard Public Sector Users’ Group Association, an organization of SunGard Public Sector (SunGard) software users formed in 1988 to further the continued improvement and expansion of SunGard products and services. The organization was originally known as HUG, HTE Users’ Group, until July 2008 when the membership adopted the name of SUGA to recognize the partnership with HTE which was formally changed to SunGard Public Sector.

The purpose of SUGA is to advance the effective and efficient utilization of the SunGard software applications by:

· Promoting free and open communication among users. 

· Acting as the forum for suggestions relating to revisions and enhancements of HTE application software packages and development of new products. 

· Promoting coordination and cost sharing among SUGA members. 

SUGA is a nonprofit organization that is separate from SunGard Public Sector, Inc. It operates under its own board of directors, elected from the membership.

MEMBERSHIP
Membership in SUGA is open to agencies and subdivisions of state and local government, to agencies of the Federal government, and to any other organization that is a current SunGard customer and current with their SunGard maintenance agreement. The membership currently consists of over 696   organizations.
BOARD OF DIRECTORS

The Board of Directors shall be comprised of 7 members.  The officers are:  President, President Elect, Treasurer, Past President, Past Treasurer, Secretary, and Director at Large.  With the exception of the Director at Large, all positions on the Board are elected at the Annual Business Meeting of SUGA.  The Director at Large is appointed by the elected Board of Directors from applications submitted by an individual of a member organization.  In addition, the Board of Directors can appoint non-voting Advisory members as needed.
BYLAWS

OF
SUNGARD PUBLIC SECTOR USERS’ GROUP ASSOCIATION, INC.
A Florida Not For Profit Corporation
ARTICLE 1 :  NAME—PRINCIPAL OFFICE—FISCAL YEAR
1.1 The name of this corporation is SunGard Public Sector Users’ Group Association, Inc. hereinafter called “SUGA", an organization independent of SunGard Public Sector, Inc.

1.2 The principal office for the corporation’s transaction of business shall be at a site determined by the Board of Directors. 

1.3 The Board of Directors is hereby granted full power and authority to change the principal office to another location. Any such change shall be noted by the Secretary in these Bylaws, but shall not be considered an amendment of these Bylaws.

1.4 The fiscal year of the corporation shall be August 1 through July 31.

ARTICLE 2 :  STATEMENT OF PURPOSE—MISSION
2.1 Purpose

2.1.1 The corporation is organized exclusively for charitable and educational purposes within the meaning of Section 501(c)(3) of the Internal Revenue Code (or the corresponding portions of any future United States Internal Revenue Law), including, to the extent permitted by Section 501(c)(3), the advancement of the effective and efficient utilization of software application packages procured by the members of the corporation from SunGard Public Sector Inc.

2.1.2 No substantial part of the activities of the corporation shall be the carrying on of propaganda or otherwise attempting to influence legislation, and the corporation shall not participate in or intervene in (including the publishing or distribution of statements) any political campaign on behalf of or in opposition to any candidate for public office.

2.1.3 The corporation is and shall remain a corporation not for profit.  The corporation shall not have nor issue shares of stock.  No dividends shall be paid and no part of the net earnings of the corporation shall inure to the benefit of its members, directors, or officers, or the benefit of any private individual.

2.1.4 No person, firm or corporation shall ever receive any dividends or profits from the undertakings of the corporation.  In the event of dissolution, the residual assets of the corporation shall be turned over to one or more organizations which themselves are exempt organizations described in Section 501(c)(3) and 170(c)(2) of the Internal Revenue Code or the corresponding sections of any prior or future Internal Revenue Code, or to state or local government for exclusive public purposes, and none of the assets shall be distributed to any member, director or officer of the corporation.

2.2 Mission

2.2.1 To promote free and open communication among SUGA members;

2.2.2 To act as the forum for suggestions relating to revisions and enhancements of SunGard Public Sector Inc. application software packages, and development of new products; 

2.2.3 To oversee the "IDEAS" process for the SunGard Public Sector software, including the evaluation of ideas submitted by SunGard Public Sector customers for changes and improvements to the SunGard Public Sector software and other areas of customer concerns; and to be the sole owner of the IDEAS process which as agreed between SUGA and SunGard (known previously as HUG and HTE respectively) will be housed on a SunGard platform so as to provide a more secure environment regarding suggested changes in the SunGard Software from competitors.

2.2.4 To promote coordination and cost sharing among SUGA members.

ARTICLE 3 :  MEMBERSHIP

3.1 Membership in the corporation shall be open only to a government entity, not profit, or other organization that:

3.1.1 Has acquired a license to use the SunGard Public Sector Inc. products on one or more computer systems at said organization;

3.1.2 Is participating in the annual maintenance of this software; and 

3.1.3 Has paid applicable membership dues. Membership in SUGA is by entity and dues are payable annually on a calendar year basis.

3.2 Membership in SUGA shall terminate whenever the conditions specified in Section 3.1 are no longer met or at the member's request.

3.3 The annual membership dues will be established at each annual Board of Director's meeting.

3.4 Each member entity shall have the right to vote, as set forth in these Bylaws, on the election of the directors who are officers of the board, on the disposition of all or substantially all of the corporation’s assets, on any merger and its principal terms and any amendment of those terms, and on any election to dissolve the corporation.  In exercising a member's right to vote, each member shall designate a single individual representative who shall be authorized to cast the member's votes, by voice or by written ballot, as the case may be.  If other representatives of the member are present during a vote, they shall refrain from submitting any purported vote on behalf of the member, either by voice or by written ballot, as the case may be, unless they have been delegated that responsibility by the authorized representative.

3.5 Good Standing. Members who have paid the required dues, fees, and assessments in accordance with these Bylaws and who are not suspended shall be members in good standing.

3.6 Termination of Membership. A membership shall terminate on occurrence of any of the following events:

3.6.1 Resignation of the member;

3.6.2 Expiration of the period of membership, unless the membership is renewed on the renewal terms fixed by the board;

3.6.3 The member’s failure to pay dues, fees, or assessments as set by the board within 30 days after they are due and payable;

3.6.4 Any event that renders the member ineligible for membership, or failure to satisfy membership qualifications; or

3.6.5 Termination of membership under Section 3.9 of these Bylaws based on the good faith determination by the board, or a committee or person authorized by the board to make such a determination, that the member has failed in a material and serious degree to observe the rules of conduct of the corporation, or has engaged in conduct materially and seriously prejudicial to the corporation’s purposes and interests.

3.7 Suspension of Membership. A member may be suspended, under Section 3.9 of these Bylaws, based on the good faith determination by the board, or a committee or person authorized by the board to make such a determination, that the member has failed in a material and serious degree to observe the corporation’s rules of conduct, or has engaged in conduct materially and seriously prejudicial to the corporation’s purposes and interests.

3.8 A person whose membership is suspended shall not be a member during the period of suspension.

3.9 Procedure. If grounds appear to exist for suspending or terminating a member under Sections 3.6 and 3.7 of these Bylaws, the following procedure shall be followed:

3.9.1 The board shall give the member at least 15 days’ prior notice of the proposed suspension or termination and the reasons for the proposed suspension or termination. Notice shall be given by any method reasonably calculated to provide actual notice. Notice given by mail shall be sent by first-class or registered mail to the member’s last address as shown on the corporation’s records.

3.9.2 The member shall be given an opportunity to be heard, either orally or in writing, at least five days before the effective date of the proposed suspension or termination. The hearing shall be held, or the written statement considered, by the board or by a committee or person authorized by the board to determine whether the suspension or termination should occur.

3.9.3 The board, committee, or person shall decide whether the member should be suspended, expelled, or sanctioned in any way. The decision of the board, committee, or person shall be final.

3.9.4 Any action challenging an expulsion, suspension, or termination of membership, including a claim alleging defective notice, must be commenced within one year after the date of the expulsion, suspension, or termination.

3.10 Memberships Not Transferable. No membership or right arising from membership shall be transferred. 

ARTICLE 4 :  MEETINGS
4.1 A general meeting of SUGA shall be held annually. Notification of the time and place of a general meeting shall be communicated to the members at least four weeks in advance.

4.2 Meetings shall be conducted in accordance with these Bylaws, Robert's Rules of Order, and policies established by SUGA.

4.3 Meetings of the Board of Directors shall be at the call of the President or by any two members of the Board of Directors.

4.4 Annual Meeting. A general meeting of members shall be held at least annually at such time and place, and on such notice as the board may determine. Unless elected by written ballot, directors shall be elected at this meeting. Any other proper business may be transacted at this meeting.

4.5 Location of Meetings. Meetings of the members shall be held at any place within or outside Florida designated by the board.  The board may authorize members who are not present in person to participate by electronic transmission or electronic video communication.

4.6 Authority for Electronic Meetings. If authorized by the board in its sole discretion, and subject to the requirements of consent in Section 4.8(b) of these Bylaws, and guidelines and procedures the board may adopt, members not physically present in person (or, if proxies are allowed, by proxy) at a meeting of members may, by electronic transmission by and to the corporation or by electronic video screen communication, participate in a meeting of members, be deemed present in person (or, if proxies are allowed, by proxy), and vote at a meeting of members whether that meeting is to be held at a designated place or in whole or in part by means of electronic transmission by and to the corporation or by electronic video screen communication, subject to the requirements of these Bylaws.

4.7 Requirements for Electronic Meetings. A meeting of the members may be conducted, in whole or in part, by electronic transmission by and to the corporation or by electronic video screen communication (1) if the corporation implements reasonable measures to provide members in person (or, if proxies are allowed, by proxy) a reasonable opportunity to participate in the meeting and to vote on matters submitted to the members, including an opportunity to read or hear the proceedings of the meeting substantially concurrently with those proceedings, and (2) if any member votes or takes other action at the meeting by means of electronic transmission to the corporation or electronic video screen communication, a record of that vote or action is maintained by the corporation. Any request by a corporation to a member pursuant to Section 4.8(b) of these Bylaws for consent to conduct a meeting of members by electronic transmission by and to the corporation shall include a notice that absent consent of the member pursuant to Section 4.8(b) of these Bylaws, the meeting shall be held at a physical location in accordance with Section 4.5 of these Bylaws.

4.8 "Electronic transmission by the corporation" means a communication (a) delivered by (1) facsimile telecommunication or electronic mail when directed to the facsimile number or electronic mail address, respectively, for that recipient on record with the corporation, (2) posting on an electronic message board or network which the corporation has designated for those communications, together with a separate notice to the recipient of the posting, which transmission shall be validly delivered upon the later of the posting or delivery of the separate notice thereof, or (3) other means of electronic communication, (b) to a recipient who has provided an unrevoked consent to the use of those means of transmission for communications under this section, and (c) that creates a record that is capable of retention, retrieval, and review, and that may thereafter be rendered into clearly legible tangible form. 

4.9 "Electronic transmission to the corporation" means a communication (a) delivered by (1) facsimile telecommunication or electronic mail when directed to the facsimile number or electronic mail address, respectively, which the corporation has provided from time to time to members and directors for sending communications to the corporation, (2) posting on an electronic message board or network which the corporation has designated for those communications, and which transmission shall be validly delivered upon the posting, or (3) other means of electronic communication, (b) as to which the corporation has placed in effect reasonable measures to verify that the sender is the member (in person or by proxy) or director purporting to send the transmission, and (c) that creates a record that is capable of retention, retrieval, and review, and that may thereafter be rendered into clearly legible tangible form.

4.10 Special Meetings. 

4.10.1 The Board of Directors or the President or 5 percent or more of the members, may call a special meeting of the members for any lawful purpose at any time.

4.10.2 A special meeting called by any person entitled to call a meeting of the members shall be called by written request, specifying the general nature of the business proposed to be transacted, and addressed to the attention of and submitted to the chair of the board, if any, or the president or any vice president or the secretary of the corporation. The officer receiving the request shall cause notice to be given promptly to the members entitled to vote, under Sections 4.12—4.15 of these Bylaws, stating that a meeting will be held at a specified time and date fixed by the board.

4.10.3 If the notice is not given within 20 days after the request is received, the person or persons requesting the meeting may give the notice. Nothing in this Section shall be construed as limiting, fixing, or affecting the time at which a meeting of members may be held when the meeting is called by the board.

4.11 No business, other than the business that was set forth in the notice of the meeting, may be transacted at a special meeting.

4.12 Written Notice Required. Whenever members are required or permitted to take any action at a meeting, a written notice of the meeting shall be given, under Sections 4.13 – 4.15 of these Bylaws, to each member entitled to vote at that meeting. The notice shall specify the place, date, and hour of the meeting, and the means of electronic transmission by and to the corporation or electronic video screen communication, if any, by which members may participate in the meeting. For the annual meeting, the notice shall state the matters that the board, at the time notice is given, intends to present for action by the members. For a special meeting, the notice shall state the general nature of the business to be transacted and shall state that no other business may be transacted. The notice of any meeting at which directors are to be elected shall include the names of all persons who are nominees when notice is given. 

4.13 Notice of Certain Agenda Items. Approval by the members of any of the following proposals, other than by unanimous approval by those entitled to vote, is valid only if the notice or written waiver of notice states the general nature of the proposal or proposals:

4.13.1 Removing a director without cause;

4.13.2 Amending the articles of incorporation; or

4.13.3 Electing to wind up and dissolve the corporation.

4.14 Special Meeting Notice Requirements. Notice of any special meeting of members shall be in writing and shall be given at least 10 but no more than 90 days before the meeting date. The notice shall be given either personally, by electronic transmission by the corporation, or by first-class, registered, or certified mail, or by other means of written communication, charges prepaid, and shall be addressed to each member entitled to vote, at the address of that member as it appears on the books of the corporation or at the address given by the member to the corporation for purposes of notice. If no address appears on the corporation’s books and no address has been so given, notice shall be deemed to have been given if either (1) notice is sent to that member by first-class mail or facsimile or other written communication to the corporation’s principal office or (2) notice is published at least once in a newspaper of general circulation in the county in which the principal office is located.

4.15 Electronic Notice. Notice provided through an electronic transmission by the corporation shall be valid.  

4.16 Certification of Mailing or Electronic Notice. The Secretary shall file in the corporation's minute book a certification regarding the mailing of any notice of any members’ meeting, or of the giving of such notice by other means including electronic notice.

4.17 Quorum. Thirty (30) members shall constitute a quorum for the transaction of business at any meeting of members.

4.18 Except as otherwise required by law, the articles, or these Bylaws, the members present at a duly called or held meeting at which a quorum is present may continue to transact business until adjournment, even if enough members have withdrawn to leave less than a quorum, if any action taken (other than adjournment) is approved by at least a majority of the members required to constitute a quorum.

4.19 Eligibility to Vote. All members in good standing on the record date as determined under Section 4.30 of these Bylaws shall be entitled to vote at any meeting of members.

4.20 Manner of Voting. Voting may be by voice or by ballot, except that any election of directors must be by ballot if demanded before the voting begins by any member at the meeting.  In exercising a member's right to vote, each member shall designate a single individual representative who shall be authorized to cast the member's votes, by voice or by written ballot, as the case may be.  If other representatives of the member are present during a vote, they shall refrain from submitting any purported vote on behalf of the member, either by voice or by written ballot, as the case may be, unless they have been delegated that responsibility by the authorized representative.

4.21 Number of Votes. Each member entitled to vote may cast one vote on each matter submitted to a vote of the members.

4.22 Majority Approval. If a quorum is present, the affirmative vote of a majority of the voting power represented at the meeting, entitled to vote and voting on any matter, shall be deemed the act of the members unless the vote of a greater number is required by law or by the articles of incorporation.

4.23 Waiver of Notice or Consent. 

4.23.1 The transactions of any meeting of members, however called or noticed and wherever held, shall be as valid as though taken at a meeting duly held after standard call and notice, if (1) a quorum is present either in person or by proxy, and (2) either before or after the meeting, each member entitled to vote, not present in person or by proxy, signs a written waiver of notice, a consent to the holding of the meeting, or an approval of the minutes of the meeting. The waiver of notice, consent, or approval need not specify either the business to be transacted or the purpose of the meeting except that, if action is taken or proposed to be taken for approval of any matter specified in Section 4.13 of these Bylaws, the waiver of notice, consent, or approval shall state the general nature of the proposal. All such waivers, consents, or approvals shall be filed with the corporate records or made a part of the minutes of the meeting.

4.23.2 A member’s attendance at a meeting shall also constitute a waiver of notice of and presence at that meeting unless the member objects at the beginning of the meeting to the transaction of any business because the meeting was not lawfully called or convened. Also, attendance at a meeting is not a waiver of any right to object to the consideration of matters required to be included in the notice of the meeting but not so included, if that objection is expressly made at the meeting.

4.24 Action by Unanimous Written Consent. Any action required or permitted to be taken by the members may be taken without a meeting, if all members consent in writing to the action. The written consent or consents shall be filed with the minutes of the meeting. The action by written consent shall have the same force and effect as a unanimous vote of the members.

4.25 Action by Written Ballot. Any action that members may take at any meeting of members may also be taken without a meeting by complying with Sections 4.23 and 4.24 of these Bylaws.

4.26 Solicitation of Ballots. 

4.26.1 The corporation shall distribute one written ballot to each member entitled to vote on the matter. The ballot and any related material may be sent by electronic transmission by the corporation, and responses may be returned to the corporation by electronic transmission that meets the requirements of Section 4.9 of these Bylaws. All solicitations of votes by written ballot shall (1) state the number of responses needed to meet the quorum requirement; (2) state, with respect to ballots other than for election of directors, the percentage of approvals necessary to pass the measure or measures; and (3) specify the time by which the ballot must be received in order to be counted. Each ballot so distributed shall (1) set forth the proposed action; (2) give the members an opportunity to specify approval or disapproval of each proposal; and (3) provide a reasonable time in which to return the ballot to the corporation.

4.26.2 If the corporation has 100 or more members, any written ballot distributed shall provide that, subject to reasonable specified conditions, if the person solicited specifies a choice in any such matter, the vote shall be cast according to that specification.

4.26.3 In any election of the officer-directors of the board, a written ballot that a member marks “withhold,” or otherwise marks in a manner indicating that authority to vote is withheld, shall not be voted either for or against the election of an officer-director.

4.27 Approval Requirements. Approval by written ballot shall be valid only when (1) the number of votes cast by ballot (including ballots that are marked “withhold” or otherwise indicate that authority to vote is withheld) within the time specified equals or exceeds the quorum required to be present at a meeting authorizing the action, and (2) the number of approvals equals or exceeds the number of votes required for approval of the item.  

4.28 Written Ballots As Irrevocable. A written ballot may not be revoked.

4.29 Filing Ballots. All written ballots shall be filed with the secretary of the corporation and maintained in the corporate records for at least five years.

4.30 Record Date. 

4.30.1 If not otherwise fixed by the board, the record date for determining members entitled to receive notice of a meeting of members shall be the next business day preceding the day on which notice is given or, if notice is waived, the next business day preceding the day on which the meeting is held. If not otherwise fixed by the board, the record date for determining members entitled to vote at the meeting shall be the day on which the meeting is held.

4.30.2 If not otherwise fixed by the board, the record date for determining members entitled to vote by written ballot shall be the day on which the first written ballot is mailed or solicited.

4.30.3 If not otherwise fixed by the board, the record date for determining members entitled to exercise any rights with respect to any other lawful action shall be the date on which the board adopts the resolution relating to that action, or the 60th day before the date of that action, whichever is later.

4.30.4 For purposes of these Bylaws, a person holding a membership at the close of business on the record date shall be a member of record.

4.31 Proxies. Each member entitled to vote shall have the right to do so either in person or by one or more agents authorized by a written proxy, signed by the member and filed with the secretary of the corporation. A proxy shall be deemed signed if the member’s name is placed on the proxy by the member or the member’s attorney-in-fact, whether by manual signature, typewriting, facsimile transmission, or otherwise.

4.32 Solicited Proxies. If the corporation has 100 or more members, any form of proxy distributed shall give the member an opportunity to specify a choice between approval and disapproval of each matter or group of related matters and, subject to reasonable specified conditions, shall provide that, when the person solicited specifies a choice in any such matter, the vote shall be cast according to that specification. In an election of directors, any form of proxy that a member marks “withhold,” or otherwise marks in a manner indicating that authority to vote for the election of directors is withheld, shall not be voted either for or against the election of a director.

4.33 Subject Matter of Proxy to Be Stated. Any proxy covering matters for which a vote of the members is required shall not be valid unless the proxy sets forth the general nature of the matter to be voted on or, in an election of directors, the proxy lists the persons who have been nominated at the time the notice of the vote is given to the members. Such matters include amendments of the articles of incorporation or Bylaws changing proxy rights; certain other amendments of the articles of incorporation; removal of directors without cause; filling vacancies on the board of directors; the sale, lease, exchange, conveyance, transfer, or other disposition of all or substantially all corporate assets, unless the transaction is in the usual and regular course of the corporation’s activities; the principal terms of a merger or the amendment of a merger agreement; or the election to dissolve the corporation.

4.34 Expiration and Revocability of Proxies. No proxy shall be valid after the expiration of 11 months from the date of the proxy, unless provided otherwise in the proxy, except that the maximum term of a proxy shall be 3 years after the date of execution. A validly executed proxy shall continue in full force and effect until either

4.34.1 It is revoked by the member executing it, before the vote is cast under that proxy, (a) by a writing delivered to the corporation stating that the proxy is revoked, or (b) by a subsequent proxy executed by that member and presented to the meeting, or (c) as to any meeting, by that member’s personal attendance and voting at the meeting; or

4.34.2 Written notice of the death or incapacity of the maker of the proxy is received by the corporation before the vote under that proxy is counted. A proxy may not be irrevocable.

4.35 Adjournment; Notice. Any members’ meeting, whether or not a quorum is present, may be adjourned from time to time by the vote of the majority of the members represented at the meeting, either in person or by proxy. No meeting may be adjourned for more than 45 days. When a members’ meeting is adjourned to another time or place, notice need not be given of the adjourned meeting if the time and place to which the meeting is adjourned (or the means of electronic transmission by and to the corporation or electronic video screen communication, if any, by which members may participate) are announced at the meeting at which adjournment is taken. If after adjournment a new record date is fixed for notice or voting, a notice of the adjourned meeting shall be given to each member who, on the record date for notice of the meeting, is entitled to vote at the meeting. At the adjourned meeting, the corporation may transact any business that might have been transacted at the original meeting.

ARTICLE 5 :  BOARD OF DIRECTORS
5.1 Powers.  Subject to the limitations stated in the Articles of Incorporation, these Bylaws, under applicable law, and subject to the duties of directors as prescribed by law, all corporate powers shall be exercised by or under the direction of, and the business and affairs of the Corporation shall be managed by, the Board of Directors.  The individual directors shall act only as members of the Board of Directors, and individually shall have no power to act alone.  
5.2 Number of Directors.  The Corporation shall have five (5) to seven (7) Directors.  Directors are collectively to be known as the Board of Directors.  These numbers may be changed by a duly adopted amendment of this Section.

5.3 Election/Appointment of Directors.  The members shall elect the five (5) officer-directors as provided in ARTICLE 6 below.  The two (2) at-large directors (non-officers), shall be appointed by approval of the board and their term of office shall run from the time of their appointment until the conclusion of the next general meeting of members.

5.4 Compensation.  Directors shall serve without compensation, but each Director may be reimbursed his or her necessary and actual expenses, including travel incident to his or her services as Director, subject to any rules that may be imposed upon the adoption of a reimbursement policy by the Board of Directors. Any director may decline such reimbursement.  Directors shall also receive a waiver of Annual Conference fees.

5.5 Nonliability for Debts.  The private property of the Directors shall be exempt from execution or other liability for any debts, liabilities or obligations of the Corporation, and no Director shall be liable or responsible for any debts, liabilities or obligations of the Corporation.
5.6 Indemnity by Corporation for Litigation Expenses of Officers and Directors.  To the fullest extent permitted by law, the Corporation shall indemnify any present or former director, officer, employee or other agent of the corporation, against all expenses, judgments, fines, settlements, and other amounts actually and reasonably incurred by them in connection with any proceeding, and including an action by or in the right of the Corporation, by reason of the fact that the person is or was a person described in that section. Expenses incurred in defending any proceeding may be advanced by the Corporation prior to the final disposition of such proceeding, upon receipt of an undertaking by or on behalf of the director or officer to repay such amount unless it shall be determined ultimately that the director or officer is entitled to be indemnified.

5.7 Insurance. The Corporation shall have the right to purchase and maintain insurance to the full extent permitted by law on behalf of its officers, directors, employees, and other agents, against any liability asserted against or incurred by any officer, director, employee, or agent in such capacity or arising out of the officer's, director's, employee's or agent's status as such. The Corporation may obtain liability insurance or the equivalent of insurance which covers the directors and officers issued either in the form of a general liability policy or a director's and officer's liability policy.

5.8 Each Director shall be a member organization employee or member organization individual who supports SunGard Public Sector software applications.  Consultants are excluded from serving on the board.  Any questions as to eligibility shall be resolved by a roll call vote of the board of directors.
5.9 There may be only one Director from any one member organization.

5.10 Interested Persons as Directors. No more than 49 percent of the persons serving on the board may be “interested persons.” An interested person is (1) any person compensated by the corporation for services rendered to it within the previous 12 months, whether as a full-time or part-time employee, independent contractor, or otherwise, excluding any reasonable compensation paid to a director as director; and (2) any brother, sister, ancestor, descendant, spouse, brother-in-law, sister-in-law, son-in-law, daughter-in-law, mother-in-law, or father-in-law of such person. However, any violation of this paragraph shall not affect the validity or enforceability of transactions entered into by the corporation.

5.11 The Board of Directors shall have general administrative authority and such power as set forth in these Bylaws or otherwise granted by vote of SUGA. The Board of Directors shall transact such business and establish such policy as may be necessary between and during regular SUGA meetings.

5.12 Resignation of Directors. Except as provided below, any director may resign by giving written notice to the President or the Secretary of the Board. The resignation shall be effective when the notice is given unless it specifies a later time for the resignation to become effective. If a director’s resignation is effective at a later time, the board may elect a successor to take office as of the date when the resignation becomes effective.

5.13 No director may resign if the corporation would be left without a duly elected or appointed director.

5.14 Vacancies Filled by Board. Except for a vacancy created by the removal of a director by the members, vacancies among the officer-directors on the board may be filled by approval of the board or, if the number of directors then in office is less than a quorum, by (1) the unanimous written consent of the directors then in office, (2) the affirmative vote of a majority of the directors then in office at a meeting held according to notice or waivers of notice complying with Section 4 of these Bylaws, or (3) a sole remaining director. 

5.15 Vacancies Filled by Members. The members may elect an officer-director at any time to fill any vacancy or vacancies not filled by the directors.

5.16 Any reduction of the authorized number of directors shall not result in any director’s being removed before his or her term of office expires.

5.17 Location of Board Meetings. Meetings of the board shall be held at any place within or outside Florida that has been designated by resolution of the board or in the notice of the meeting or, if not so designated, at the principal office of the corporation.

5.18 Meetings by Telecommunication.  Any board meeting may be held by conference telephone, video screen communication, email, or other communications equipment. Participation in a meeting under this Section shall constitute presence in person at the meeting if both the following apply:

5.18.1 Each member participating in the meeting can communicate concurrently with all other members.

5.18.2 Each member is provided the means of participating in all matters before the board, including the capacity to propose, or to interpose an objection to, a specific action to be taken by the corporation.

5.19 Annual Meeting of Board. The board shall annually hold a general meeting for purposes of organization budget formulation, and transaction of other business, including but not limited to, the necessary decisions and preparation for subsequent annual member conferences. 

5.20 Other general meetings of the board may be held without notice at such time and place as the board may fix from time to time.

5.21 Special Meetings. Special meetings of the board for any purpose may be called at any time by the chair of the board, if any, the president or any vice president, the secretary, or any two directors.

5.22 Notice of Special Meetings. Notice of the time and place of special meetings shall be given to each director by (1) personal delivery of written notice; (2) first-class mail, postage prepaid; (3) telephone, including a voice messaging system or other system or technology designed to record and communicate messages, or by electronic transmission, either directly to the director or to a person at the director’s office who would reasonably be expected to communicate that notice promptly to the director; (4) facsimile; (5) electronic mail; or (6) other electronic means. All such notices shall be given or sent to the director’s address or telephone number as shown on the corporation’s records.

5.22.1 Notices sent by first-class mail shall be deposited in the United States mails at least 4 days before the time set for the meeting. Notices given by personal delivery, telephone, or electronic transmission shall be delivered, telephoned, or sent, respectively, at least 24 hours before the time set for the meeting.

5.22.2 The notice shall state the time of the meeting and the place, if the place is other than the corporation’s principal office. The notice need not specify the purpose of the meeting.

5.23 Quorum. The quorum for the Board of Directors shall be a majority of the voting board. Every action taken or decision made by a majority of the voting directors present at a duly held meeting at which a quorum is present shall be an act of the board.

5.24 Waiver of Notice. Notice of a meeting need not be given to any director who, either before or after the meeting, signs a waiver of notice, a written consent to the holding of the meeting, or an approval of the minutes of the meeting. The waiver of notice or consent need not specify the purpose of the meeting. All waivers, consents, and approvals shall be filed with the corporate records or made a part of the minutes of the meetings. Notice of a meeting need not be given to any director who attends the meeting and who, before or at the beginning of the meeting, does not protest the lack of notice to him or her.

5.25 Adjournment. A majority of the directors present, whether or not a quorum is present, may adjourn any meeting to another time and place.

5.26 Notice of Adjourned Meeting. Notice of the time and place of holding an adjourned meeting need not be given unless the original meeting is adjourned for more than 24 hours. If the original meeting is adjourned for more than 24 hours, notice of any adjournment to another time and place shall be given, before the time of the adjourned meeting, to the directors who were not present at the time of the adjournment.

5.27 Board Action Without Meeting. Any action that the board is required or permitted to take may be taken without a meeting if all board members consent in writing to the action; provided, however, that the consent of any director who has a material financial interest in a transaction to which the corporation is a party shall not be required for approval of that transaction. Such action by written consent shall have the same force and effect as any other validly approved action of the board. All such consents shall be filed with the minutes of the proceedings of the board.  Action without a meeting requires the unanimous consent of all directors, not just the consent of a quorum.

ARTICLE 6 :  OFFICERS
6.1 Election of Officer-Directors shall be conducted once each calendar year during the annual general meeting of SUGA.  The officer-directors shall be the President, President-Elect, Treasurer, Secretary, Past President and Past Treasurer.  The members shall elect a President-Elect at each annual meeting, and biennially shall elect a Treasurer and Secretary when the terms of the holders of those offices have expired.

6.2 Elections shall be by ballot except when there is only one nominee for an office, at which time the vote for that office may be by voice. It shall require a majority vote of those eligible members attending and voting during the annual general meeting to elect an officer. If a candidate does not receive a majority vote, balloting shall continue among those members present at the annual general meeting until one receives a majority.

6.3 The Officers shall assume office immediately following the end of conference at which they were elected with exception of Treasurer whose term is based on a fiscal year.

6.4 The President-Elect shall serve as such for the first year following his or her election.  In the second year, the President-Elect shall become the President.  In the third year, the President-Elect shall become the Past President.

6.5 The Treasurer shall serve as such for the first two years following his or her election.  In the third year, the Treasurer shall become the Past Treasurer.  

6.6 President.  The President shall:

6.6.1 Preside at all meetings of SUGA and meetings of the Board of Directors.

6.6.2 Appoint special committees/representation as necessary, with the approval of the Board of Directors.

6.6.3 Have general supervision of SUGA activities.

6.6.4 Perform other duties as may be required.

6.6.5 Have a term of office of 1 year or until the next annual election.

6.6.6 Assume the office of Past President in the year immediately following the Presidency.

6.7 President-Elect.  The President-Elect shall:
6.7.1 Preside in the absence of, or at the request of, the President.

6.7.2 Assume the office of President if a vacancy in that position occurs prior to the end of the regular term.

6.7.3 Perform other duties as may be required.

6.7.4 Have a term of office of 1 year or until the next annual election.

6.7.5 The President Elect assumes the office of the President in the year immediately following the term as President Elect.
6.8 Treasurer.  The Treasurer shall:
6.8.1 Collect all money due to SUGA and keep an accurate record.

6.8.2 Deposit in the SUGA bank account all monies received from fees or other sources.

6.8.3 Keep an accurate and adequate record of all financial transactions of SUGA.

6.8.4 File any necessary tax returns.

6.8.5 At the expense of SUGA, is a custodian under bond of all monies belonging to the organization and for the proper performance of the Treasurer duties.

6.8.6 Make a financial report at Board meetings and at the SUGA Annual Meeting. 

6.8.7 Arrange for and actively participate in the annual audit, working with the contract auditor, Financial Services and other Board members as needed.

6.8.8 In order to avoid an internal control deficiency and maintain an unqualified audit opinion, the Treasurer shall demonstrate sufficient skills, knowledge and experience to review and understand the financial statements and footnote disclosures prepared by the independent external auditor, thereby determining accurate presentation of the organization’s financial position.

6.8.9 Perform other duties as may be required.

6.8.10 Have a term of office of 2 fiscal years, or until the next annual election thereafter.

6.8.11 Assume the office of Past Treasurer immediately following the completion of the term as Treasurer.

6.9 Secretary.  The Secretary shall:

6.9.1 Keep an accurate record of all meetings and actions taken at all meetings of SUGA and Board of Directors.

6.9.2 Conduct correspondence for SUGA as necessary.

6.9.3 Perform other duties as may be required.

6.9.4 Have a term of office of 2 years, or until the next annual election thereafter.

6.10 Past President, Past Treasurer, and Non-Officer Directors.  The Past President, Past Treasurer, and Non-Officer Directors shall:

6.10.1 Participate in meetings of SUGA and the Board of Directors.

6.10.2 Perform other duties as may be required.

6.10.3 Have a term of office of 1 year or until the next annual election.

6.11 Outgoing officers shall transfer permanent records of the Board of Directors to their successors within 60 days of the end of their term or no later than the annual Board of Director's meeting.

6.12 A midterm vacancy in the office of the President shall be filled by the President Elect.  A midterm vacancy in any other office shall be filled by an appointment by the President with approval of the Board of Directors.

ARTICLE 7 :  AMENDMENTS
7.1 As provided in the Articles of Incorporation, the Board of Directors may provide such Bylaws for the governing of the corporation and the carrying out of its purposes as it may deem necessary.  The Bylaws may be repealed or amended and new Bylaws may be adopted by the Board of Directors.

7.2 Any member of SUGA may propose an amendment to the Bylaws by submitting it in writing to the President of the Board of Directors at any time.
ARTICLE 8 :  ADVISORS

8.1 Representatives of SunGard Public Sector Inc. may be asked by the Board of Directors to serve as advisors to SUGA and to participate in specific meetings or activities.

8.2 All decisions related to SUGA operations and activities are made solely by the duly elected Board of Directors and appointed Directors at Large.
8.3 The SUGA Board of Directors as needed may appoint individuals to serve as advisors to SUGA and to participate in specific meetings or activities.

8.3.1 Advisors have no Board voting rights.

8.3.2 Advisors may be asked to attend official SUGA Board of Directors meetings.

8.3.3 Advisors shall be reimbursed for reasonable expenses related to SUGA business and activities. They may also receive a waiver of International Conference fees if their organization is an active SUGA member.  Other Advisor reimbursements may be granted by roll call vote of the Board of Directors
ARTICLE 9 :  CONTRACTING
9.1 General

9.1.1 The Board of Directors shall have the authority to contract for personal services to maintain or advance the best interests of the Corporation or to assist any officer(s) to carry out assigned duties. The Board shall not contract with any active member of this organization without full disclosure to SUGA membership through any of the following methods:  e-mail, website or verbally at the annual international conference.

9.1.2 Terms of each written contract, its purpose and anticipated cost shall be approved by a majority vote of the Board of Directors. Results obtained under each contract shall be reported to the membership at the next annual general meeting.

9.2 Relationship

9.2.1 Any individual, partnership, or corporation under contract to the organization shall be without authority to financially obligate the members or officers of this organization in any manner except as directed by the Board of Directors. Each contractor shall serve the organization only within the limits set by and to the extent designated by the Board of Directors in the contract or by the official minutes of the Board of Directors and for the term designated by that Board.

ARTICLE 10 :  DISSOLUTION
10.1 SUGA may be dissolved by a two-thirds vote of votes cast, provided that all members have received notice, in writing, at least twenty days prior to the meeting at which such dissolution is to be considered.

10.2 In the event that it has not been possible to hold a general meeting within a period of eighteen consecutive calendar months, the Board of Directors may declare SUGA dissolved.

10.3 Any assets remaining after payment or provision for payment, of all liabilities shall be donated by the Board of Directors to one or more organizations operated for charitable purposes.

ARTICLE 11 :  CORPORATE RECORDS
11.1 Corporate Records. This corporation shall keep the following:

11.1.1 Adequate and correct books and records of account;

11.1.2 Minutes of the proceedings of its members, board, and committees of the board; and

11.1.3 A record of each member’s name, address, and class of membership.

11.2 The minutes and other books and records shall be kept either in written form or in any other form capable of being converted into clearly legible tangible form or in any combination of the two.

11.3 Members’ Inspection Rights. Unless the corporation provides a reasonable alternative as provided below, any member may do either or both of the following for a purpose reasonably related to the member’s interest as a member:

11.3.1 Inspect and copy the records containing members’ names, addresses, and voting rights during usual business hours on 5 days’ prior written demand on the corporation, which must state the purpose for which the inspection rights are requested; or

11.3.2 Obtain from the secretary of the corporation, on written demand and tender of a reasonable charge, a list of names, addresses, and voting rights of members who are entitled to vote for directors as of the most recent record date for which that list has been compiled, or as of the date, after the date of demand, specified by the member. The demand shall state the purpose for which the list is requested. The secretary shall make this list available to the member on or before the later of 10 days after the demand is received or the date specified in the demand as the date as of which the list is to be compiled.

11.4 The corporation may, within 10 business days after receiving a demand under this Section, make a written offer of an alternative method of reasonable and timely achievement of the proper purpose specified in the demand without providing access to or a copy of the membership list. Any rejection of this offer must be in writing and must state the reasons the proposed alternative does not meet the proper purpose of the demand.

11.5 If the corporation reasonably believes that the information will be used for a purpose other than one reasonably related to a person’s interest as a member, or if it provides a reasonable alternative under this Section, it may deny the member access to the membership list.

11.6 Any inspection and copying under this Section may be made in person or by the member’s agent or attorney. The right of inspection includes the right to copy and make extracts. This right of inspection extends to the records of any subsidiary of the corporation.

11.7 Inspection of Accounting Records and Minutes. On written demand on the corporation, any member may inspect, copy, and make extracts of the accounting books and records and the minutes of the proceedings of the members, the board of directors, and committees of the board at any reasonable time for a purpose reasonably related to the member’s interest as a member. Any such inspection and copying may be made in person or by the member’s agent or attorney. This right of inspection extends to the records of any subsidiary of the corporation.

11.8 Inspection of Articles and Bylaws. This corporation shall keep at its principal office the original or a copy of the articles of incorporation and bylaws, as amended to the current date, that shall be open to inspection by the members at all reasonable times during office hours. Alternatively, the secretary shall, on the written request of any member, furnish to that member a copy of the articles of incorporation and bylaws, as amended to the current date.

11.9 Directors’ Inspection Rights. Every director shall have the absolute right at any reasonable time to inspect the corporation’s books, records, and documents of every kind, and to inspect the physical properties of the corporation.  The inspection may be made in person or by the director’s agent or attorney. The right of inspection includes the right to copy and make extracts of books, records, and documents of every kind.
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POLICIES
CONDUCTING BUSINESS WHILE AT CONFERENCE

The Annual Conference is the final official duty of the President for the given fiscal year that he/she is in office.  The President shall preside at the following functions:

1. Board of Director’s meeting prior to the beginning of the conference while at the conference site.

2. Opening session of the Annual Conference.

3. SUGA/RUG/SPS breakfast meeting.

4. Annual Business Meeting.

5. Any other official meetings held during the conference with the exception listed in item #6.

6. The President Elect will preside over the meeting to interview members at large for open positions on the Board.  The newly elected Board will have sole voting rights for the open positions.  The Past President and any other outgoing officers may be in the interviews and offer an opinion on the candidate’s qualifications.

7. The last official function that the President for the conference year shall preside over is the President’s dinner.

Taking office

Upon the conclusion of the conference the new Board will be in effect with:

1. Secession of board positions.

2. Newly elected members in their respective positions

3. Newly appointed persons in their respective positions

4. Provide automatic invitations for post conference Board of Directors/President’s dinner to all the above individuals and any outgoing Board members.

TRAVEL POLICY

For Board Members or other pre-authorized individuals

It is the responsibility of each person traveling on behalf of SUGA to incur only reasonable costs.  Requests for reimbursement must be submitted no later than 60 days from the end of the correlating event or reimbursement is forfeited.
Airfare

Airfare for board members and other pre-authorized individuals  (with prior approval by board of directors) shall be paid by SUGA when traveling to such SUGA functions as annual conference, RUG functions, board meetings, and conference site visits.  SUGA Board of Directors shall approve airfare to other special meetings or gatherings prior to traveling.

Board members choosing to drive to such approved SUGA functions shall be reimbursed for either mileage at the rate set by the IRS or cost of airfare, whichever is less.  Costs to include parking, mileage to and from the airport, and shuttle cost comparison.  Proof of airfare costs must be documented at no less than 30 days from anticipated travel dates.  Prior approval by the SUGA Board is not required.  Any additional expenses, (e.g. hotel, meals, etc.) are not reimbursable outside of travel dates.  
Airfare for contracted services shall be paid by SUGA in accordance with travel expense provisions in the contract and/or agreement.

Reimbursements for airfare expenses require ticket receipts and/or trip itinerary with amount of airfare.  These documents shall be attached to an Expense Reimbursement Form, signed by the requesting party and approved by a board member, preferably the President or Treasurer.
If the airfare is to be paid directly to the airline or a travel agency, an invoice must be submitted for payment.  
If any board member or other pre-authorized individual arrives early or remains at the event site of SUGA business for extended personal time, travel expenses to/from the airport are covered for the actual days of travel as if the person were traveling on the official “travel days”.  
Meals and Beverages

Meals and beverages for board members, and other pre-authorized individuals (with prior approval by the Board of Directors) shall be paid by SUGA during such SUGA functions as annual conference, RUG functions, board meetings and conference site visits.  SUGA Board of Directors shall approve meals and beverages to other special meetings or gatherings prior to the event.

Meals and beverages for contracted services shall be paid by SUGA in accordance with travel expense provisions in the contract and/or agreement.

Daily allowance for meals and non-alcoholic beverages shall not exceed $75.00 per day per board member or other pre-authorized individual. Two board meals per annual conference and one board meal per summer board meeting where three fourths or more of the board members are present shall be excluded from the $75 meal and beverage expense limit. This waiver of the daily expense limit will only apply to instances where SUGA board functions are being conducted (such as the annual conference and summer board meeting etc.).  In all cases the board members involved will use good judgment and incur only reasonable costs.  In no case will excessive or abusive ordering of food or beverage be acceptable.   

Meals and beverages allowed for reimbursements shall start from the departing city, day and departure time for official SUGA business for the board member and other pre-authorized individuals. Reimbursements will end on the travel days for the board member and other pre-authorized individuals.   Unless otherwise changed by Board vote, travel days are the day before and the day after a meeting or event.

Cost of meals and beverages for guests joining the SUGA board for the two board meals at conference or the one annual board meeting meal, shall be required to reimburse the SUGA Treasurer prior to the event. Reimbursement per guest is $50.00 or the actual cost whichever is less or as otherwise designated by board vote.  This clause will not be in effect for individuals who have been asked to attend the meal and have had prior board approval to attend at SUGA’s expense.

No meals, beverages or incidental charges shall be charged to a board members room or the SUGA master account with the exception of those specifically defined in this travel policy (such as but not limited to internet access and exercise facilities).  All charges not approved for the SUGA master account shall be placed on an individual’s personal credit card and submitted to the SUGA treasurer for reimbursement as described in this travel policy. 
Reimbursement for meals and beverages require full detail receipts attached to an Expense Reimbursement Form signed by the requesting party and approved by a board member.  Expenses for meals and beverages will be paid only upon receipt of Expense Reimbursement Form with full documentation (receipts) attached and not on a daily per diem basis. 

Lodging

Lodging for board members, or other pre-authorized individuals (with prior approval by the SUGA Board of Directors) shall be paid by SUGA when traveling to such SUGA functions as the annual conference, RUG functions, board meetings, and conference site visits.  SUGA Board of Directors shall approve lodging to other special meetings or gatherings prior to traveling.

If a Board Member is traveling outside of the approved travel days and is comped a room for other than the authorized travel days, the Board Member is to reimburse SUGA at the conference rate not including tax.  SUGA Board of Directors must approve the use of a comp room outside the approved travel days. If a hotel cannot accept payment at the desk, the Board Member is responsible to pay SUGA the conference rate not including tax.  
Lodging for contracted services shall be paid by SUGA in accordance with travel expense provisions in the contract and/or agreement.  Use of comp rooms is to be approved by the SUGA Board of Directors prior to the conference.

Any additional lodging charges for non-board members must be reimbursed to SUGA.

Reimbursements for lodging require a full detailed hotel bill attached to an Expense Reimbursement Form signed by the requesting party and approved by a board member.

Car Rental

Car Rental for board members or other pre-authorized individuals (with prior approval of the SUGA Board of Directors) shall be paid by SUGA during such SUGA functions as annual conference, board meetings and conference site visits.  SUGA Board of Directors shall approve car rental expenses during other special meetings or gatherings prior to event.

Car Rental for contracted services shall be paid by SUGA in accordance with travel expenses provisions in the contract and/or agreement.

Car Rental expenses include gas, insurance and any other cost associated with the car rental. (The SUGA directs that any vehicles rented on behalf of SUGA and for SUGA business requires the insurance fees from the rental company.)  Any traffic violation tickets or fines given due to negligence of the driver while driving a rental car are not covered or paid by SUGA.

Reimbursement for car rental expenses require detailed receipts for the car rental, gas or other expenses and should be for dates of official SUGA business only.  These receipts should be attached to an Expense Reimbursement Report signed by the requesting party and approved by a board member.

Shuttle and Taxi

Shuttle and taxi expenses incurred for SUGA business during conferences, board meetings and site visits will be paid by SUGA.   SUGA board of directors should approve taxi and shuttle expenses incurred during other meetings or gatherings.

Shuttle and taxi expenses incurred for SUGA business by contracted services should be paid in accordance with travel expense provisions in the agreements and/or contract.

Reimbursements for shuttle and taxi expense require receipts attached to an Expense Reimbursement Form signed by the requesting party and approved by a board member.  See “Incidentals” for tipping policy regarding shuttle and taxi.
Incidentals
All miscellaneous expenses must be itemized separately and reported on an Expense Reimbursement Form. They must be clearly identified as necessary costs of business travel which are not expenses one would incur whether traveling or at home.

Incidentals do not require a receipt unless an individual item exceeds $10. 

The following expenses are considered personal, not directly related to business travel, and are therefore not reimbursable:

· Beauty parlor or barber

· Personal entertainment

· Alcohol purchased separately and not part of the two designated annual conference meals or one annual board meeting meal as described above in the meal and beverage section of this policy.  To clarify this, alcohol is only reimbursable if ordered during the two annual conference board meals, one annual board meeting meal or for the president’s reception (which is covered up to the budgeted amount for the president’s room reception).
· Theft, loss or damage to personal property

· Personal toiletry articles

· Personal entertainment, including but not limited to, hotel in-room movies

· Dry cleaning/laundry services

The following is a list of acceptable Incidental Expenses:

A. Parking

Parking at hotel, airports, or valet when board is dining out will be paid by SUGA or reimbursed.  Parking fees for other events such as entertainment, tours, or other non-SUGA events, will be approved at the discretion of the SUGA Board.

B. Gratuities to housekeeping, hotel bell person, waiter, waitress, taxi, limousine driver or airport persons

Reasonable amounts for tipping hotel housekeeping, hotel bell persons or airport persons for their service will be allowed for reimbursement as follows.

1. Housekeeping $2 per day

2. Hotel bell person $1 per bag

3. Airport porter $1 per bag
4. Limousine or other transportation service:  15% of the fare or $10 per trip if no fee is charged such as complimentary hotel transportation.  If more than one person is using the same transportation, the following rule applies:  1st person pays $10, each additional person is $5.  Maximum per trip for complimentary transportation is $20.
5. Waiter, waitress or other server no more that 20% of the total bill
C. Health Facilities Fees

Fees charged for use of health and exercising facilities are allowed for reimbursement at the daily or multiple day discount rate at the facility being used.

D. Mileage

Mileage will be reimbursed at the current standard mileage rate set by the IRS for travel to/from airport, to/from conference or board meeting sites, etc. for SUGA travel.

E. Internet Access

Internet access will be reimbursed at the daily rate where the meeting is taking place.
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INTERNET PRIVACY POLICY

SunGard Public Sector Users’ Group Association (SUGA) is committed to maintaining member confidence and trust and accordingly maintains the following Privacy Policy to protect the personal information members provide on-line.  To make this notice easy to find, we make it available on our homepage and at every point that personal identification information is requested.  Questions regarding this policy should be directed to any of the SUGA Board of Directors.

Collection and Use of Information

The SUGA Listservs (discussion groups) are hosted by LGov.org, a not-for-profit organization dedicated to improving the effectiveness of local government information technology services.  Personal information about you (such as your name, address, telephone number) is not collected and stored unless you provide it voluntarily.  The information stored includes:

· A cookie for the name and password on the archives if the user selects the option to use a cookie.

· Who visits our site – your browser and your IP address

The information is kept for the use of and at the direction of the SUGA Board of Directors.

The SUGA website is hosted by AdmineSolutions and stores member contact information as well as login and password information.  Your information is not traded, sold, or shared with any other entity.  The only entities having access to your contact information are SUGA members and SunGard Public Sector staff who have access to the website’s secured Members Only area. 

Security

SUGA has implemented security features on the website to prevent unauthorized release of or access to personal information.  However, when disclosing personal information you should be mindful that it is potentially accessible to the public, and consequently, can be collected and used by others without your consent.  Neither SUGA nor its host has responsibility or liability for security of information transmitted via the internet.
External Websites

To the extent hyperlinks are utilized to access third party sites, you should be aware that these third party websites are not controlled by SUGA or its host and, therefore, are not subject to this Privacy Policy.  You should check the privacy policies of these individual sites to see how their operators will utilize your personal information. 

Your Consent

By using our website you consent to the collection and use of this information by SUGA.  You also agree to abide by SUGA’s Terms and Conditions as posted on the website.  SUGA reserves the right to modify all policies and Terms and Conditions without notice.  Any changes will be posted on the SUGA website.  Your continued use of this site following the posting of changes will mean you accept all changes.
How To Contact Us

Should you have questions or concerns about this Privacy Policy, please send an email to any of the SUGA Board of Directors.  

Revised September 2014

CONFLICT OF INTEREST STATEMENT FOR BOARD MEMBERS 

No SUGA board member or board committee member, or any member of his/her family should accept any gift, entertainment, service, loan, or promise of future benefits from any person who either personally or whose employees might benefit or appear to benefit from such board or committee member’s connection with SUGA, unless the facts of such benefit, gift, service, or loan are disclosed in good faith and are authorized by the board.  Board and committee members are expected to work out for themselves the most gracious method of declining gifts, entertainment, and benefits that do not meet this standard. 

No SUGA board or committee member should perform, for any personal gain, services to any supplier of goods or services, as employee, consultant, or in any other capacity which promises compensation of any kind, unless the fact of such transaction or contracts are disclosed in good faith, and the board authorizes such a transaction.  Similar association by a family member of the board or committee member or by any other close relative may be inappropriate. 
No SUGA board or committee member nor any member of his/her family should have any beneficial interest in, or substantial obligation to any supplier of goods or services or any other organization that is engaged in doing business with or serving SUGA unless it has been determined by the board, on the basis of full disclosure of facts, that such interest does not give rise to a conflict of interest. 
If any board member or committee member identifies any conflict of interest or potential conflict of interest in relation to any transaction requiring a board vote, that individual will excuse himself/herself from the meeting during any discussion on the matter and on any vote taken.  Any vote taken will be by secret ballot and no individual board members name or individual board members vote will be recorded or communicated to the board member who was identified as having a conflict or potential conflict of interest.  Only a total count of yes and no votes will be recorded and communicated. 

Furthermore, when any board member is excused from the meeting during the discussion and vote on the fore mentioned transaction he/she will not be counted in the number needed to reach a quorum for voting purposes.  When the individual returns to the meeting after the vote he/she again may be counted in the number needed to reach a quorum for voting purposes.  If at any time there are not enough individuals to meet the definition of a quorum as defined in the bylaws because of the member or members removed from the meeting then there shall be no discussion or vote on the transaction in question until such time as a proper quorum is obtained.  

This policy statement is not intended to apply to gifts and/or similar entertainment of nominal value that clearly are in keeping with good business ethics and do not obligate the recipient. 

This policy statement does not override any limitation on board activities as outlined in the SUGA by-laws.

Any matter of question or interpretation that arises relating to this policy should be referred to the board of directors for decision. 

I have received, read and understand fully the SUGA Conflict of Interest Statement and will comply with the statement by bringing any potential conflict of interest situations to the board for consideration. 

Date
_______________
Signature ____________________________________
INVESTMENT POLICY
SUGA Financial Investment  Policy

It is the policy of the SUGA Board to safely invest user funds in accordance with governing statutes in a manner which will provide the best investment return given the Treasurer has a banking custodial duty to return the principal to the general account when needed.

Scope

Investments of all user funds in the custody of the SUGA Treasurer acting under the policy guidance of the SUGA Board of Directors must adhere to the following objectives and guidelines.

Funds in the custody of the Treasurer include, but are not limited to, the General checking account and any Special Reserves set up at the direction of the SUGA Board of Directors.

Investment Objectives

Safety, liquidity and rate of return on investment are of primary concern. The SUGA Treasurer has a responsibility in the investment of user funds to seek the highest rate of return available in the market consistent with the primary requirements of legality, safety and liquidity in that order.  Rate speculation will not be a major criterion for the selection of an investment.  All other criteria, including cash flow and maturity, take preference to rate expectations.

The primary objectives, in priority order of SUGA Treasurer investment activities shall be:

1. Safety - Safety of principal is the foremost objective of this investment program.  Investments shall be undertaken in a manner that seeks to ensure the preservation of principal in the overall portfolio. The objective will be to minimize credit risk and market risk. 

A. Credit Risk - Credit Risk is the risk of loss due to the failure of the security issuer or backer. Credit risk will be mitigated by

• Limiting investments to the safest types of securities
B. Market Risk - Market risk is the risk that the market value of securities in the portfolio will fall due to market influence such as changes in general interest rates. Market risk may be minimized by

• Structuring the investment portfolio so that securities mature at staggered intervals to meet cash requirements for ongoing operations, thereby avoiding the need to sell securities on the open market prior to maturity, and

• By investing operating funds primarily in short-term securities.

2. Liquidity - The investment portfolio shall remain sufficiently liquid to meet all operating requirements that may be reasonably anticipated. This is accomplished by structuring the portfolio so that securities mature concurrent with cash needs to meet anticipated demands (static liquidity). 

3. Yield - The investment portfolio shall be designed with the objective of attaining a market rate of return, taking into account the investment risk constraints and liquidity needs. Return on investment is secondary to the safety and liquidity objectives described above. Rate speculation will not be a major criterion for the selection of an investment. The core of investments is limited to relatively low risk securities in anticipation of earning a fair return relative to the risk being assumed.

Authorization

The SUGA Financial Investment Policy and any changes to the policy shall be approved by the SUGA Board of Directors. The SUGA Board shall review the policy annually at the summer board meeting and approve suggested changes in the policy as well as the amounts and purpose of investments accounts. The SUGA Board shall provide oversight as to adherence to the policy by the Treasurer.  The SUGA Treasurer is authorized by the SUGA Board of Directors to determine the investment amount (not to exceed previously approved Board of Director limits regarding reserve accounts) in each account of the organization and is authorized to invest such moneys.  The Treasurer shall be responsible for the investments undertaken. The Treasurer shall delegate to appropriately skilled staff, within an established system of controls, to regulate the investment activities. No person may initiate investment transactions on behalf of the SUGA Treasurer without the express consent of the Treasurer. Any exceptions to the investment practices as defined in this investment policy will require prior approval of the SUGA Board of Directors. Excess daily cash balances are determined by the Treasurer. 
Authorized Investments

The Treasurer may invest in the following securities:

1. U.S. Treasury Bills.

2. Short-term obligations of the United States Government or its agencies or instrumentalities.
3. Deposits in savings accounts or time deposits or share accounts of institutions insured by the Federal Deposit Insurance Corporation or the Federal Savings and Loan Insurance Corporation or the National Credit Union Share Insurance Fund to the extent that such accounts are so insured.
4. Obligations on the United States of America or any of its agencies or instrumentalities backed by the full faith and credit of the United States of America.

Maturity

Investments should be placed to meet the cash requirements of each account, project or reserve for which they are invested. The time to maturity of securities purchased should not exceed five years at the time of purchase, except when compatible with a specific account investment needs or reserve needs, and then only with the approval of the SUGA Board of Directors.

The Treasurer will adjust average maturity to market conditions, as needed.  The SUGA Treasurer will engage in "when issued" investing only when the investment is acceptable as a holding within the portfolio and matches cash flow and maturity needs. The Treasurer may liquidate the transaction before settlement.

Prudent Person Standard

Investments shall be made with judgment and care, under circumstances then prevailing, which persons of prudence, discretion and intelligence would use in the management of their own affairs, not for speculation, but for investment purposes, considering first the safety of their capital, then the probable income to be derived.  The standard of prudence to be used by Treasurer’s investment appointees (such as employees’ of L&A services) shall be the "prudent person" and shall be applied in the context of managing the overall portfolio. The Treasurer and the appointees of the treasurer, acting in accordance with written procedures, adopted strategies, and the investment policy while exercising due diligence, shall be relieved of personal responsibility provided appropriate action is taken to prevent and control adverse developments. Appointees shall recognize that the investment portfolio is subject to public review and evaluation. The overall program shall be designed and managed with a degree of professionalism that is worthy of our users trust.

The SUGA Board of Directors recognizes that in a diversified portfolio selected losses may occur when selected securities are sold to meet cash flow needs or to improve the overall portfolio performance and must be considered within the context of the overall portfolio's investment return.

Ethics and Conflict of Interest 

The Treasurer and any investment appointees shall refrain from personal business activity that could conflict with the proper execution of the investment program, or which could impair their ability to make impartial investment decisions. Investment appointees shall disclose to the Treasurer any material financial interests in financial institutions that conduct business within this jurisdiction, and they shall further disclose any personal financial/investment positions that could be related to the performance of SUGA portfolio. The Treasurer and investment appointees shall refrain from undertaking personal investment transactions with the same individuals with whom business is conducted on behalf of their entity.

Safekeeping and Custody

All deliverable securities will be held by the Treasurer or other locations designated by the SUGA Board of Directors.  Whenever possible, all settlements will be made with immediately available funds electronically transferred to the account of the SUGA organization.

The investments and safekeeping procedures are subject to annual review by the SUGA Auditor.

Selection of Banks and Dealers

The Treasurer may initiate inquiries regarding potential financial institutions or firms for investing SUGA funds.  The Board of directors must vote on and approve any financial institution or firm before any fund investments or transactions can be initiated by the treasurer.  Employees of any firm or financial institution offering securities or investments to the HTE Users Group are expected to be trained in the precautions appropriate to public-sector investments and also expected to familiarize themselves with the Treasurer's investment objectives, policies, and constraints. These firms and financial institutions are expected to take reasonable efforts to preclude imprudent transactions involving this entity's funds.  For example, CD's at individual banks fall under FDIC rules; thus, the CD is limited to $100k for FDIC insurance purposes and anything over that would be uninsured.  This type of advice and information should be requested from any firm or financial institution being used and communicated to the SUGA board prior to any investment being made.
Reporting

1. Method

The SUGA Treasurer shall provide monthly investment reports to the SUGA Board that provide a clear picture of the status of the current investment portfolio and transactions made over the last reporting period. This management report will be prepared in a manner which will allow the SUGA Board to ascertain whether investment activities during the reporting period have conformed to the investment policy. 

2. Performance Standards

The investment portfolio will be managed in accordance with the parameters specified within this policy. The portfolio should obtain a market average rate of return during a market/economic environment of stable interest rates. Portfolio performance will, on regular basis, be compared to appropriate established benchmarks set by the Treasurer’s office and the SUGA Board.

Procedures

The SUGA Treasurer will develop and maintain detailed written investment procedures consistent with this Investment Policy and the internal controls. These shall be subject to review by the SUGA Board of Directors.

Internal Controls

The SUGA Treasurer shall establish a system of internal controls, which are subject to review by the SUGA Auditor and SUGA Board. Such review may result in recommendations to change operating procedures to improve internal controls.

Controls shall be designed to protect against loss of user funds due to fraud, error, misrepresentation or imprudent actions.  Both procedures and internal controls are subject to audit by the SUGA Auditor to assure compliance with policies and procedures.

Glossary

ACCRUED INTEREST - The interest accumulated on a bond since issue date or

the last coupon payment. The buyer of the bond pays the market price and accrued interest, which is payable to the seller.
AGENCY - A debt security issued by a federal or federally sponsored agency.

Federal agencies are backed by the full faith and credit of the U.S. Government with a market perception that there is an implicit government guarantee. (Also see FEDERAL AGENCY SECURITIES and GOVERNMENT SECURITY)

AVERAGE MATURITY - A weighted average of the expiration dates for a portfolio of debt securities. An income fund's volatility can be managed by shortening or lengthening the average maturity of its portfolio.

BANK WIRE - A virtually instantaneous electronic transfer of funds between two financial institutions.

BANKERS ACCEPTANCES (BAs) - Bankers Acceptances generally are created based on a letter of credit issued in a foreign trade transaction. They are used to finance the shipment of commodities between countries as well as the shipment of some specific goods within the United States. BAs are short-term, non-interest bearing notes sold at a discount and redeemed by the accepting bank at maturity for full face value. These notes trade at a rate equal to or slightly higher than Certificates of Deposit (CDs), depending on market supply and demand. Bankers Acceptances are sold in amounts that vary from $100,000 to $5,000,000, or more, with maturities ranging from 30 - 270 days. They offer liquidity to the investor as it is possible to sell BAs prior to maturity at the current market price.

BASIS POINT - A measure of an interest rate, i.e., 1/100 of 1 percent, or .0001.

BOOK ENTRY SECURITIES - U.S. government and federal agency securities that do not exist in definitive (paper) form; they exist only in computerized files maintained by the Federal Reserve Bank.

BOOK VALUE - The amount at which an asset is carried on the books of the owner. The book value of an asset does not necessarily have a significant relationship to market value.

 CERTIFICATES OF DEPOSIT - Certificates of Deposit, familiarly known as CDs, are certificates issued against funds deposited in a bank for a definite period of time and earning a specified rate of return. Certificates of Deposit bear rates of interest in line with money market rates current at the time of issuance.

CREDIT QUALITY - The measurement of the financial strength of a bond issuer. This measure timely interest payments and repay the loan principal upon maturity. Generally, the higher the credit quality of a bond issuer, the lower the interest rate paid by the issuer because the risk of default is lower. Credit quality ratings are provided by nationally recognized rating agencies.

CREDIT RISK - The risk that another party to an investment transaction will not fulfill its obligations. Credit risk can be associated with the issuer of a security, a financial institution holding the entity's deposit, or a third party holding securities or collateral. Credit risk exposure can be affected by a concentration of deposits or investments in any one investment type or with any one party.

CUSTODIAN - An independent third party (usually bank or trust company) that holds securities in safekeeping as an agent for the county.

DELIVERY - The providing of a security in an acceptable form to the County or to an agent acting on behalf of the County and independent of the seller.

Acceptable forms can be physical securities or the transfer of book entry securities. The important distinction is that the transfer accomplishes absolute ownership control by the County

DEPOSITORY INSURANCE - Insurance on deposits with financial institutions.

For purposes of this policy statement, depository insurance includes: a) Federal depository insurance funds, such as those maintained by the Federal Deposit Insurance Corporation (FDIC) AND Federal Savings and Loan Insurance Corporation (FSLIC); and b) Public Deposit Protection Commission.

DIVERSIFICATION - Dividing available funds among a variety of securities and institutions so as to minimize market risk.

EFFECTIVE RATE - The yield you would receive on a debt security over a period of time taking into account any compounding effect.

FEDERAL AGENCY SECURITIES - Several government-sponsored agencies, in recent years, have issued short and long-term notes. Such notes typically are issued through dealers, mostly investment banking houses. These Federal government-sponsored agencies were established by the U.S. Congress to undertake various types of financing without tapping the public treasury. In order to do so, the agencies have been given the power to borrow money by issuing securities, generally under the authority of an act of Congress. These securities are highly acceptable and marketable for several reasons, mainly because they are exempt from state, municipal and local income taxes. Furthermore, agency securities must offer a higher yield than direct Treasury debt of the same maturity to find investors, partly because these securities are not direct obligations of the Treasury.  The main agency borrowing institutions are the Federal National Mortgage Association (FNMA), the Federal Home Loan Bank System (FHLB), and the Federal Farm Credit System (FFCS).

FNMA - FEDERAL NATIONAL MORTGAGE ASSOCIATION - issues notes tailored to the maturity needs of the investor. Maturities range from 30 days up to 10 years. These notes are made attractive by their denominations from $5,000 to $1 million.

FEDERAL DEPOSIT INSURANCE (FDIC) - A Federal institution that insures bank deposits. The current limit is up to $100,000 per depository account.

FEDERAL FUNDS RATE - The rate of interest at which Fed Funds are traded between banks. Fed Funds are excess reserves held by banks that desire to invest or lend them to banks needing reserves. The particular rate is heavily influenced through the open market operations of the Federal Reserve Board.  Also referred to as the "Fed Funds rate."

FEDERAL SAVINGS AND LOAN INSURANCE CORPORATION (FSLIC) – A federal institution that insures savings and loan deposits. The current limit is up to $100,000 per depository account.

GOVERNMENT SECURITY - Any debt obligation issued by the U.S. government, its agencies or instrumentalities. Certain securities, such as Treasury bonds and Ginnie Maes, are backed by the government as to both principal and interest payments. Other securities, such as those issued by the Federal Home Loan Mortgage Corporation, or Freddie Mac, are backed by the issuing agency.

LIQUIDITY - Refers to the ease and speed with which an asset can be converted into cash without a substantial loss in value.

LOSS - The excess of the cost or book value of an asset over selling price.

MATURITY - The date upon which the principal or stated value of an investment becomes due.

PRIME RATE - The interest rate a bank charges on loans to its most credit worthy customers. Frequently cited as a standard for general interest rate levels in the economy.

PRINCIPAL - An invested amount on which interest is charged or earned.

QUALIFIED PUBLIC DEPOSITORY - A financial institution which does not claim exemption from the payment of any sales or compensating use or ad valorem taxes under the laws of this state, which has segregated, for the benefit of the commission, eligible collateral having a value of not less than its maximum liability and which has been approved by the Public Deposit Protection Commission to hold public deposits.

REGISTERED SECURITY - A security that has the name of the owner written on its face. A registered security cannot be negotiated except by the endorsement of the owner.

SAFEKEEPING - A service to customers rendered by banks for a fee whereby all securities and valuables of all types and descriptions are held in the bank's vaults for protection, or in the case of book entry securities, are held and recorded in the customer's name and are inaccessible to anyone else.

SECURITIES - Bonds, notes, mortgages, or other forms of negotiable or nonnegotiable instruments.

THIRD-PARTY SAFEKEEPING - A safekeeping arrangement whereby the investor has full control over the securities being held and the dealer or bank investment department has no access to the securities being held.

TIME DEPOSIT - Interest-bearing deposit at a savings institution that has a specific maturity.

TREASURY BILLS - Treasury bills are short-term debt obligations of the U.S. Government. They offer maximum safety of principal since they are backed by the full faith and credit of the United States Government. Treasury bills, commonly called "T-Bills," account for the bulk of government financing, and are the major vehicle used by the Federal Reserve System in the money market to implement national monetary policy. T-Bills are sold in three, six, nine, and twelve-month bills. Because treasury bills are considered "risk-free," these instruments generally yield the lowest returns in the major money market instruments.

TREASURY NOTES AND BONDS - While T-Bills are sold at a discount rate that establishes the yield to maturity, all other marketable treasury obligations are coupon issued. These include Treasury Notes with maturities from one to ten years and Treasury Bonds with maturities of 10-30 years. The instruments are typically held by banks and savings and loan associations. Since Bills, Notes and Bonds are general obligations of the U.S. Government, and since the Federal Government has the lowest credit risk of all participants in the money market, its obligations generally offer a lower yield to the investor than do other securities of comparable maturities.

YIELD - The rate at which an investment pays out interest or dividend income, expressed in percentage terms and calculated by dividing the amount paid by the price of the security and annualizing the result.

Final approved by Board at meeting of November 16, 2006
Revised September 5, 2014 (Staggered Investments)
CONFERENCE REFUND POLICY
Refund Policy: All SUGA Conference cancellations and requests for refunds must be made in writing or by email to either a SUGA board member or the conference planner (SUGA business manager).   Letters and/or an e-mails requesting refunds should be received no later than 30 days prior to the first day of the conference to receive a full refund of the conference fee (minus an administrative fee of $50.00) with the exception of the Emergency situations as noted below. Telephone requests will not be honored. Refund requests postmarked or emailed fewer than 30 days prior to the start of the Conference will receive a 50% registration fee refund. Requests for refunds received after the first day of the Conference will not be considered. Refunds will be sent within 60 days after the last day of the conference.

Emergency Illness or Death of Registrant or Immediate Family Member: (Immediate family member will consist of:  the attendee or attendee’s current legal spouse, domestic partner or the direct relatives of either, limited to parents, children, grandparents, siblings.) Attendees who are unable to attend the Conference due to a family death, illness, or other extraordinary circumstances must contact the SUGA Conference Planner (SUGA business manager) or a SUGA board member by letter or e-mail no later than 20 days after the last day of the Conference to receive a full refund less the $50 administrative fee.  Proof of death (copy of death notice in newspaper) or illness (notice from doctor stating attendee was unable to attend due to medical reasons) will be required to receive full refund less an administration fee of $50. 

Substitution Policy: After the Conference registration deadline but through the actual conference itself, a registrant may request the privilege of sending a substitute in their place for an administration fee of $25.

Adopted:  11-25-2010

DOCUMENT STORAGE POLICY
 

The following policy pertains to all documentation that is required records for SUGA to maintain. This includes but is not limited to:

 

· Contracts

· Policies

· SUGA Minutes

· Regional Board Minutes (RUGS)

· Letters

· Audits

· Official Correspondence

· Etc.

 

The SUGA board position responsible for implementing and maintaining this policy is the Secretary.

 

This policy does not address document retention time frames, those should be established separately per legal guidelines. (Note to board members, our accountant and attorney should tell us what those are and what the governing policy is establishing them)
 

The purpose of this policy is to define a method for storing the above listed and other documents that can be easily retrieved by all board members, insure everyone is viewing the same version of a given document, comply with requirements for retention (thereby being easily discarded after the retention is expired) and be reliably transferred to a new Secretary.

 

The method agreed upon by the SUGA board of directors on the September 24th, 2010 conference call was to implement a filing strategy on the SUGA Google account, using Google Docs. Google Docs is an additional feature to the Google e-mail service that is free of charge. Each SUGA board member will have full access to the Google account SUGABOARD.
 

The Secretary will set up folders in Google Docs that are easily identified for the document type that will be contained in the folder. The folder name will also contain a year as well. Example: SUGA Board Minutes 2010 will contain the approved board meeting minutes for that year. 

 

All board and regional board members that have official documentation that is to be stored in the archives will need to transmit a copy of the document to the SUGA board account e-mail at sugaboard@gmail.com
 

Only final copies of documents are to be stored in the archives. While draft copies can be mailed to the account, the Secretary will only store a copy noted as a final copy in the subject line of the e-mail or noted as such in the document name.

 

RUG secretaries should forward their meeting minutes to the Google account.

 

The Secretary will log into the account periodically and move all documents received into the appropriate folders.

 

All board members should acquaint themselves with the folder setup and know how to view and retrieve a document.
Policy established by 2010-11 Board of Directors

Author:  Dan Owens, Secretary
 

RECORD RETENTION & DESTRUCTION POLICY – NEED WRITE UP
ISSUING REQUEST FOR PROPOSALS POLICY

 NEED WRITE-UP!

VISITING VENDOR SESSION POLICY

The following guidelines have been developed In the interest of supporting the relationship between SunGard Public Sector (SPS) its business partners, as well as the relationship between SUGA and event sponsors.  It is important that SUGA not alienate sponsors offering financial support to SUGA events, or give Guest Vendors advantages that conflict with those of event exhibitors/sponsors.  

Though these guidelines should be adhered to as closely as possible, each request for a Guest Vendor session will be considered and approved or denied by SUGA and SPS on a case-by-case basis.

Guest Vendors must meet the following eligibility criteria:

1. Guest Vendors must have prior approval from SUGA before attending any SUGA event.

2. Guest Vendors must have prior approval from SPS before attending any SUGA event.

3. The Guest Vendor cannot be in direct competition with SPS or its business partners.

4. They should either enhance and/or supplement SPS products, or add value to SUGA members that does not conflict with SPS or “official” event sponsors.

5. Guest Vendor solutions should perform functions pertaining to the mission of SUGA members.

6. Guest Vendor should provide expanded topic content that is not available with standard SUGA sessions

7. Guest Vendors are not eligible to receive the “contact opt-in” attendee list.

The following is the Guest Vendor approval process:

1. All user-led application and submittal deadlines must be adhered to.

2. The SUGA member must submit a user-led proposal abstract to the SUGA Board of Directors that includes:

a. The Guest Vendor’s role in the presentation.

b. A description of the Guest Vendor’s company with the company website URL.

c. A description of the Guest Vendors product or service, its function, and how it is utilized in the member agency.

d. A bio for the Guest Vendor representative and his/her role in the presentation.

3. The SUGA Board of Directors will review the proposal, and if further clarification is needed will follow up with the proposing SUGA member.

4. If the SUGA Board approves the request it will be forwarded to SPS for their approval.

5. The SUGA Board will notify the proposing member of their recommendation. 

6. SPS will perform their review, and notify the SUGA member and the SUGA board of their recommendation.

Once approved, Guest Vendors must adhere to the following policies:

1. The session’s main presenter must be SUGA member with the vendor assisting as a co-presenter.

2. The official event presentation must be used.  This includes but is not limited to the official PowerPoint design.

3. Sessions must not be used as sales presentations.

4. Sessions can include the Guest Vendor’s company name, product name, and contact information.  However, sales and promotional materials are not allowed on any products or services.

5. The Guest Vendor must agree to not undertake any unsolicited promotional activity with SUGA contacts during the SUGA event.

6. There will be no comparisons or contrasts between the Guest Vendor’s products or services, and/or another vendor’s products or services.

7. Any and all user-led incentives must go to the SUGA members, and not to the Guest Vendor.

8. Unless otherwise indicated in writing, neither SUGA nor SPS are responsible for the Guest Vendor’s time or expenses.

9. The SUGA member of Guest Vendor must provide a laptop and any special equipment that maybe required.  SUGA will only provide a projector and Internet access.
Submitted by Jim Dahl 9/23/14
PROCEDURES – ADMINISTRATIVE
BUSINESS RELATIONSHIPS

The Board of Directors has executive responsibility for the operations of the SunGard Public Sector Users’ Group Association.  To carry out these functions the Board has business relationship with SunGard Public Sector Inc. and a contract for the performance of administrative and conference services.

SunGard Public Sector, Inc.

In order to successfully accomplish the activities of SUGA, the SunGard Public Sector, Inc. Executive Vice President and SUGA Coordinators take part in all business meetings conducted by SUGA.  They have no voting rights in the decisions of SUGA.

Contracted Services

The daily operations of SUGA are handled through contracted services, currently Meeting and Association Management Services, Inc.  The Board of Directors maintains a contract with the company for administrative, phone, financial and secretarial support.  A separate contract is maintained with the company for conference services.
EXPENSE REIMBURSEMENT
The Expense Reimbursement Form is to be used by a person when requesting reimbursement from the SunGard Public Sector Users’ Group Association for out of pocket expenses incurred for SUGA business.

1. The reimbursement form must be completed and signed by the party requesting reimbursement.  The reimbursement form must be submitted within 60 days of the last day of the correlating event or they forfeit the right to receive reimbursement.  A SUGA Board member must approve the reimbursement by signing the reimbursement form.

2. Invoices or supporting payment documentation must be attached to the reimbursement form.  (Receipts, invoices, etc.)

3. The total of the attached documentation shall equal the total of the reimbursement form.

4. The original form with the attached supporting documentation shall be sent to the SUGA financial services staff for payment processing.

5. A copy shall be retained by the requesting party.
6. Staff will process the check for payment and send to the SUGA Treasurer for signature.
7. The SUGA Treasurer will not process payment for an unsigned or incomplete reimbursement form or a reimbursement form without the attached supporting documentation.

8. Checking account signatories:  Treasurer, President, President Elect.

IDEAS PROCESS GUIDELINES
Roles and Responsibilities

Application Coordinators (ACs) – 

1. Subscribe to your assigned product lines to receive notifications.
2. Evaluate and update IDEAS at least twice a month.  Be sure to include AC comments for each IDEA indicating at minimum “Reviewed by” with AC initials and the date it was reviewed.
3. Collaborate with PMs for your assigned product lines to ensure prompt response to IDEAS.

Product Managers (PMs) –

1. Evaluate and update IDEAS at least twice a month. Be sure to include PM comments for each IDEA indicating at minimum “Reviewed by” with PM initials and the date it was reviewed.
2. Collaborate with ACs for your assigned product lines to ensure prompt response to IDEAS.

SUGA IDEAS Liaison (formerly AC Coordinator) - 

1. Ensure that IDEAs submitted have an AC assigned to it.  The only exception are those product classes that SUGA and SunGard jointly agree should not be assigned an AC and those that have not had an IDEA submitted.

2. Ensure that ACs are keeping up with their assigned IDEAS.

3. Ensure that IDEAs submitted are assigned to the appropriate AC.

4. Provide training to new AC volunteers.

5. Review AC and PM report from SunGard liaison quarterly. 

6. Serve as Customer Connect Web Portal Application Coordinator.  This provides the opportunity to review requests regarding the IDEAS process and the support portal overall.

7. Troubleshoot any issues reported by an AC.

Incentives
ACs will receive complimentary registration to the Annual International Educational Conference upon approval of the SUGA Board each year.

This incentive can be combined with other incentives earned by the AC or member organization, such as user-led incentivies.

Process milestones 

This section outlines the order in which activities related to the IDEA process generally occur.  

When a new IDEA is entered it will be evaluated by both AC and PM and if accepted it will be sent out for rating by membership.  

Any IDEAs meeting all of the following criteria will be archived quarterly due to lack of interest:

· no activity for four months or more plus one of the following:

a. have a rating of 5 or less

or

b. have 5 or less votes 

A notice will be sent to members a week to 10 days ahead of the planned archival date.

Archived IDEAs will remain in the database for one year.
IDEAs that are rated higher than 5 and receive more than 5 votes will be placed into backlog quarterly until completion.
Evaluating IDEAS

ACs and PMs will need to login in to the Portal to subscribe to and evaluate IDEAS. The url for the Portal is https://connect.sungardps.com/.

ACs and PMs have the following abilities built in to the security of their SunGard Public Sector Customer Connect accounts:

ACs




PMs
View IDEAs



View IDEAs




Add IDEAs



Add IDEAs

Edit IDEAs



Edit IDEAs

View vote results


View vote results

Sort 




Sort 

Search



Search

Add AC comments


Add PM comments

Edit AC comments


Edit PM comments




Edit IDEA status


Edit IDEA status

Guidance on setting and interpreting IDEA Status options:
By default, an IDEA is set to “Ready for AC review” at the time the users submits the IDEA. The table below indicates status options available for ACs and PMs. 

	Status Option
	Meaning
	AC
	PM

	Need more information
	The AC is working with the IDEA author to clarify the meaning of the request.  
	(
	(

	Duplicate request
	The IDEA already exists as an IDEA
	(
	(

	Support issue
	The IDEA outlines functionality that currently exists in the application.  The issue should be called into support for resolution.  
	(
	(

	Functionality Already Exists
	The IDEA already is available in the product.  
	(
	(

	Ready for PM review
	The IDEA has been reviewed by the AC and promoted to the PM
	(
	(

	Not in Roadmap
	The IDEA does not coincide with the future development of the application.  
	
	(

	Ready for Discussion
	The IDEA is clear to the AC and PM and is ready for the evaluation (voting) process.   
	
	(

	Accepted in SunGard Backlog
	The IDEA is already planned to be in a future release of the SPS product
	
	(

	Completed
	The IDEA has been incorporated into SPS’s base product.  
	
	(

	Closed for lack of Interest
	The IDEA did not receive sufficient user activity to warrant further consideration.
	
	(

	Accepted to Custom
	The IDEA was transferred from backlog consideration to a customer funded software change request at customer’s request.
	
	(


Additional information to include in your update

In addition to updating the status of an IDEA, ACs and PMs should also update the following details.

For Application Coordinators:

AC Comments
Upon reviewing a request, enter comments to acknowledge that the request was reviewed, understood, and/or is agreed.  End comments with initials and the date it was reviewed.

For Product Managers:

PM Comments 
Upon reviewing a request, enter comments to acknowledge that the request was reviewed, understood, and/or is agreed.  End comments with initials and the date it was reviewed.

Estimated Effort
Enter the number of hours it is likely to take to complete the request if it is to be developed.  Do not enter letters or symbols in this field as the changes will not be accepted when submitted.   

Actual Effort
Enter the number of hours it actually took to complete the request.  Do not enter letters or symbols in this field as the changes will not be accepted when submitted.

Estimated Version/
Release
Enter the estimated version/release in which the request will be available.  Enter a number only.  Do not enter letters or symbols in this field as the changes will not be accepted when submitted.

Completion Date
Enter the date that the request was completed.  Your changes will only be accepted upon submittal if entered in this format:  7/7/12

What if…..?

This section offers clarification for the manner in which certain scenarios should be handled by ACs and PMs.  The scenarios are examples that have surfaced in the past and have not previously had a written procedure to follow.   

	Scenario
	Procedure
	Comments

	User enters new IDEA, AC reviews/understands/agrees and marks “Ready for PM review”, PM reviews and marks “Need more information”
	PM should indicate desired information in “PM Comments” with date reviewed and contact user to clarify the request.  Once clarified, PM should enter missing information in “PM Comments” with date entered, as may be needed and mark IDEA with appropriate status. 
	

	
	
	

	User enters new IDEA, AC reviews/understands/agrees and marks “Ready for PM review”, PM reviews and identifies IDEA as support issue
	PM should contact AC to discuss and come to conclusion on whether IDEA is a support issue.  
If it is, AC should change status to “Support issue” and contact user to walk them through obtaining desired results.  If they are not able to get the desired results and should, please instruct the user to open a case on the support desk.

If it is not a support issue, PM should clarify the request in “PM Comments” and mark IDEA with appropriate status.
	If PM and AC do not agree on whether IDEA is a support issue, both should contact user via conference call initiated by PM to discuss and come to resolution.  

	
	
	

	User enters new IDEA, AC reviews and identifies “Support issue”
	If request describes current functionality of the product, AC should contact user and explain how user may achieve desired information or results.  If user is not satisfied and still feels an IDEA is warranted, AC should enter an overview of any correspondence about the request with the user in “AC Comments” and mark “Ready for PM review”.
	

	
	
	

	User enters multiple requests into one SUGA IDEA ID number
	AC should contact the user and ask the user to re-enter each request into a separate IDEA as they may end up with different statuses (AC enters comments indicating this has been done, including the date).  After the user re-enters the IDEAs, the AC marks the original IDEA with a status of Duplicate Request.
	

	
	
	


Excluded Products or product classes (as suggested by sps) 
This section provides a list of products or product classes that will not have an AC volunteer assigned as agreed upon by both SUGA and SunGard.  The PM will serve as AC for these products.

· NaviLine Applicant Tracking

· Click2Gov Applicants

· NaviLine PSJ application category, which includes:

· CAD400

· CRIMES

· FIRES

· Parking Tickets

· Courts

· JALAN

· MDB

· Field Reporting, includes Incident, Accident, Arrest, Citation

· Mobile Flash

· Community Connect AVL, includes Server, Client

· Message Switch

Submitted by Nanette Anderson

October 2012
Revised December 2014 by Consuela Wilson

NEW SUGA MEMBER
SunGard sends email to the SUGA Board, Financial Services, and Meeting and Association Management advising of a new SPS client.  The email contains the client name, address, contract date, client number, client contact name, email address and phone number.

Financial Services send the new SPS client the following documents:

1. Letter for a New Customer or a Letter for New Software of a Customer that is an existing Member (they are assigned a new client code).

2. SUGA Member Reference and Information Packet

3. SUGA Member Application

Financial Services sends the above documents by email as well as mailing them.  

The above documents follow this page.

“NEW  CUSTOMER  LETTER”
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SunGard Public Sector Users’ Group Association, Inc.




P. O. Box 171028              Austin,    TX    78717                 FED ID: 74-2596857

>>DATE<<

>>New Customer Agency Name<<

Attn:  >>New Customer Contact<<

>>Street Address<<

>>City<<,         >>ST<<       >>ZIP<<

Dear >>Contact<<, 

Welcome to the SunGard Public Sector group.  As a new SunGard Public Sector customer, the >>New Customer Agency, ST<<, is entitled to a free one year membership in the SunGard Public Sector Users’ Group Association (SUGA) member organization.  As an organization, SUGA is dedicated to the continued improvement of SunGard Public Sector products, promotion of effective communication between members, and providing members a source of quality software training.

The SUGA board will need a name of a contact person within your organization who will maintain your online membership list for your agency to utilize the membership benefits. This person will manage the “Members Only” webpage access for members within your organization.  You or your designated database contact person can contact any board member to receive access and instructions on maintaining the SUGA databases.
SUGA offers one of the largest and most diverse user groups of its type in the country.  At the same time, we strive to keep the personal touch at the forefront of the organization.  As a member, you will receive many educational and support benefits. 

These benefits include an Annual International Educational Conference with over 300 training sessions dedicated solely to the use of SunGard Public Sector applications.  The conference also offers excellent networking opportunities, plus the ability to attend user-led classes and learn about the experiences of users like you.  The next international conference will be held in Atlanta, Georgia May 17-21, 2015  . 
Enclosed is some additional information about SUGA, the 2014--2015 Board of Directors, the four SUGA Training opportunities, the discussion groups on the SUGA website and the terms and conditions for the SUGA Website use.

Again, please provide the name of the contact person for your organization and feel free to contact me or any other board member with questions you may have, or for more information, visit our website at www.sugainc.org .

Once again, welcome to SUGA!

>>New SUGA President<<,  

 SUGA President

“NEW CUSTOMER LETTER – EXISTING MEMBER”
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P. O. Box 171028                      Austin,    TX    78717                 FED ID: 74-2596857

>>DATE<<

>>New Customer Agency Name<<

Attn:  >>New Customer Contact<<

>>Street Address<<

>>City<<,         >>ST<<       >>ZIP<<

Dear >>Contact<<, 

Welcome to the SunGard Public Sector Users’ Group Association (SUGA) as a new >>New Software<< Client.  The >>New Customer Agency, ST<< has been a prior year member of SUGA under the Admin NaviLine side.  However, as a new SunGard Public Sector >>New Software<< customer, the >>New Customer Agency, ST<< is entitled to a free one year membership in the SUGA organization should you elect to have your own membership separate from the Admin NaviLine side.  As an organization, SUGA is dedicated to the continued improvement of SunGard PS products, promotion of effective communication between members, and providing members a source of quality software training.

Should you decide to have your own membership, and before your organization can fully utilize the membership benefits, the SUGA board will need the name of a contact person within your organization who will maintain your online One Solution PS&J membership list. This person will manage the “Members Only” webpage access for members within your organization for >>New Software<<.  You or your designated database contact person can contact any board member to receive access and instructions on maintaining the SUGA databases.
SUGA offers one of the largest and most diverse user groups of its type in the country.  At the same time, we strive to keep the personal touch at the forefront of the organization.  As a member, you will receive many educational and support benefits. 

These benefits include an Annual International Educational Conference with over 300 training sessions dedicated solely to the use of SunGard Public Sector applications.  The conference also offers excellent networking opportunities, the discussion groups on the SUGA website and terms and conditions for the SUGA Website use.

Again, should you decide to have your own membership, please provide the name of the contact person for the >>New Software<< organization and feel free to contact me or any other board member with questions you may have, or for more information, visit our website at www.sugainc.org .

New SUGA President,

SUGA President
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P. O. Box 171028                      Austin,    TX    78717                 FED ID: 74-2596857

SUGA MEMBERSHIP INFORMATION
SUGA, an acronym for the SunGard Public Sector Users’ Group Association, is an organization of SunGard Public Sector software users formed in 1988 to further the continued improvement and expansion of SunGard Public Sector products and services.  The purpose of SUGA is to advance the effective and efficient utilization of the SunGard Public Sector software applications by:

· Promoting free and open communication among users. 

· Acting as the forum for suggestions relating to revisions and enhancements of SunGard Public Sector application software packages and development of new products. 

· Promoting coordination and cost sharing among SUGA members. 

SUGA is a nonprofit organization that is separate from SunGard Public Sector. It operates under its own board of directors, elected from the membership.

Membership in SUGA is open to agencies and subdivisions of state and local government, to agencies of the Federal government, to not-for-profit entities and to any other organization that is a current SunGard Public Sector customer and current with their maintenance agreement fees. The membership currently consists of approximately 700 organizations, and SUGA has access to over 22,000 SunGard Public Sector users through its database.

Here are some of the benefits of SUGA membership:

· Access to the Members Only section of the SUGA website, which includes discussion groups, quarterly newsletters, and more detailed descriptions of conference sessions.

· Allows each member organization the ability to submit and evaluate revisions and enhancements to the SunGard Public Sector products. 

· Reduced conference fees for the Annual International SUGA Educational Conference for all individuals in the organization. 

· Opportunity to get involved as a SUGA Board Member or participate on an advisory committee. 

· Vote in electing the SUGA Board of Directors (must be in attendance at the conference to vote). 

· Networking and sharing of information among thousands of SunGard Public Sector users. 

MEMBERSHIP REQUIREMENTS

Membership in SUGA is open to governments and other organizations that:

· Have acquired a license to use current version of SunGard Public Sector software products on one or more computer systems at said organization.

· Are participating in the annual maintenance of this software.
· Keep up to date on SUGA membership fees (the first year is free for new SunGard customers).
SUGA CONTACT PERSON

The “SUGA Contact Person” is the name of the individual on record with the SunGard Public Sector Users’ Group Association, Inc., representing your organization as the main person responsible to receive any information from SUGA including membership and conference registrations.  The SUGA Contact Person is not intended to replace the contact person on file with SunGard for business and maintenance support.  The SUGA Contact Person would be asked to do the following:

· Ensure membership to SUGA is current.

· Receive and handle all SUGA information for the member organization.

· Disseminate and communicate SUGA information to all users within member organization.

PLEASE NOTE:  This is not intended to change the business partnership your organization has with SunGard.

DISCUSSION GROUPS

Through ListServs, SUGA’s website offers you the opportunity to share information between you and over 3074 active SUGA ListServ members.  Discussion groups in the ListServs are broken down similar to SunGard Public Sector Application Groups with some minor variations.

SUNGARD PUBLIC SECTOR APPLICATION GROUPS

Community Services:

Building Permits, Business Licenses, Code Enforcement, CommunityPLUS, Land Parcel Management, Parks & Recreation, Planning & Engineering, Tax Billing & Collections.
eGovernment Solutions:

Click2Gov, OnePoint, eGovPLUS, 

Financials:

Accounts Receivable, Asset Management, Cash Receipts, eFinancePLUS, Extended Reporting, Fixed Assets, Fleet management, Government Management & Budgetary Accounting, Payroll/Personnel, Purchasing & Inventory
Fires & EMS:
OSSI-CAD, NaviLine-CAD, EMS, EMS Billing, Fire Prevention, FIRES, Records Management System, Mobile Data Browser, OSSI-Switch

Justice: 

OSSI-Jail Management System, Court System, Jails, Jury Management, Municipal Court Management, Parking Tickets, Probation System, Prosecutor System, Public Defender, Return of Service

Law Enforcement:

OSSI-CAD, NaviLine-CAD, OSSI-RMS, Crimes Records Management, OSSI-MFR, Field Reporting, OSSI-MCT, OSSI- Switch, OpsCenter, P2P, P2C, 

Utilities:

Customer Information System, Distribution Management

Work Management/Computerized Maintenance Management Systems (CMMS):

Work Orders/Facility Management, Fleet Management, Asset Management, Contact Management, Continuing Property Records

Technical:

Cross applications, Technical, Integration, and miscellaneous
PRODUCT IDEAS
SUGA and SunGard Public Sector (SPS) have been collaborating over the last year to redesign what used to be called the Enhancement Request (ER) process.  Please see the SUGA website for more information on our new “IDEAS” process.

REGIONAL TRAINING EVENTS 
As a part of the International SUGA, regional training opportunities have been established to address issues at the local level and to provide training geared toward the end user.  While each region is listed as serving a particular area of the country, all SUGA members are invited to attend any regional training that may be convenient.  Please see our website at www.sugainc.org for details on the upcoming dates for regional training events and the states covered by each region.
Regional Areas:

· Canadian

· EAST:  (North Carolina, South Carolina, Tennessee, Kentucky, Maryland, Virginia, and West Virginia, Pennsylvania, New Jersey, New York, Delaware, Maryland, Connecticut, Massachusetts, Rhode Island, Vermont, New Hampshire and Maine, Florida, Alabama, Mississippi, and Georgia.  It also covers customers in the Bahamas, Virgin Islands and the British West Indies).
· CENTRAL:  (Illinois, Indiana, Iowa, Kansas, Michigan, Minnesota, Missouri, Nebraska, North Dakota, Ohio, South  Dakota, Wisconsin, Texas, Louisiana, Arkansas, Oklahoma, Kansas, and Missouri).
· WEST:  (California, Nevada, Oregon, Washington, Idaho, Montana, Wyoming, Utah, Colorado, Arizona, New Mexico, Nebraska, North Dakota, South Dakota, Alaska, Guam and Hawaii)
2015 – 2016 BOARD OF DIRECTORS

Your SUGA Board of Directors is made up of volunteers from member organizations.  They are elected at the Annual International Educational Conference.  All SUGA members are eligible to run for office, and each organization votes in board elections.  The only requirement is attendance at the conference.  Your current board consists of: 

Nanette Anderson, President:  Rock Island County ETSB, 1504 3rd, Rock Island, IL (Illinois) 61201,  Work Phone:  (309)  793-1900, Work e-mail: nanettea@ricoetsb.org 

Consuela Wilson, President-Elect:  Chesterfield County, 9901 Lori Road, Chesterfield, VA (Virginia) 23832,  Work Phone:  (804) 318-8750, Work e-mail: wilsoncy@chesterfield.gov
Jim Dahl, Past President:  City of Aurora, 44 E. Downer Place, Aurora, IL (Illinois) 60507,  Work Phone:  (630) 256-3461,  Work Fax: (630) 256-3469,  Work e-mail: jdahl@aurora-il.org
Anthony Sorce, Treasurer:  Wilkinsburg-Penn Joint Water Authority, 2200 Robinson Blvd.,  Pittsburgh, PA (Pennsylvania) 15221-1193,  Work Phone:  (412) 243-6237,

Work Fax:  (412) 243-6210,  Work e-mail: asorce@wpjwa.com 
Sandy Reece, Secretary:  City of Thomasville, 10 Salem Street, Thomasville, NC

(North Carolina) 27360, Work Phone:  (336) 475-4292, Work Fax: (336) 475-0830,

Work e-mail: sandy.reece@thomasville-nc.gov
Calvin Patterson, Director at Large:  City of Columbia,  P.O. Box 6015,  Columbia, MO (Missouri) 65205,  Work Phone:  (573) 874-7547,  Work Fax:  (573) 874-7120, 

 Work e-mail:  cjp@GoColumbiaMO.com
Dan Amyot, Director at Large: Guelph Hydro Electric Systems, 395 Southgate Drive, Guelph, ON  N1G 4Y1 Canada, Work Phone: (519) 837-4700, Work Fax: (519) 822-1033, Work e-mail: damyot@guelphhydro.com  
Aaron Bentley, Advisory Member – Website:   Salt Lake City Corporation, 349 S. 200 E, Suite 200, Salt Lake City, UT (Utah) 84111, Work Phone: (801) 535-7934, Work Fax: (801) 535-7634, Work e-mail:  aaron.bentley@slcgov.com
Evelyn Poness, Advisory:  Town of Needham, 1471 Highland Avenue, Town of Needham, MA (Massachusetts) 02492, Work Phone: (781) 455-7500, Work e-mail:  evie@needhammma.gov
Tracy Smith, Advisory:  City of DeKalb, Police Department, 700 W. Lincoln Highway. DeKalb, IL (Illinois) 60115, Work Phone: (815) 748-8416, Work Fax: (815) 748-2055, Work e-mail:  tsmith@cityofdekalb.com
Dave Jarman, Advisory: Placer County Water Agency, P. O. Box 6570, Auburn, CA (California) 95604, Work Phone: () , Work Fax: () , Work e-mail: djarman@pcwa.net
Terri-Ann Sylvester Advisory:  Thunder Bay Hydro Distribution Inc., 34 N. Cumberland Street, Thunder Bay, Ontario P7A-4L4. Work Phone: (807) 343-1119, Work Fax: (807) 343-1009, Work e-mail: tsylvester@tbhydro.on.ca
2016 ANNUAL INTERNATIONAL SUGA CONFERENCE

The 2016 Annual International SUGA Conference will be held Sunday, April 18, 2016 through Friday, April 22, 2016.  The location is Las Vegas, Nevada.
The conference not only offers training on SunGard Public Sector products, but also offers many other learning opportunities (both technical and non-technical).  A basic agenda will be posted on the website early in 2016.

This conference is entering its twenty-seventh year and has proven to be an excellent learning opportunity for SUGA members.  Some of the conference offerings include:

· Over 300 training sessions.

· An excellent opportunity to meet face-to-face with SunGard Public Sector trainers, developers, and executives.

· The benefit of meeting with hundreds of users who use the same software as you, and learn from their experiences through networking and user-led training sessions.

· The ability to meet face-to-face with 3rd party vendors, who can enhance your systems.

· Learn the long and short term direction of SunGard, and the products they offer.

FOR ADDITIONAL INFORMATION

For additional information feel free to contact any board member, or visit our website at “www.sugainc.org”.
SUGA Membership Application Form - Agency
Thank you for your interest in becoming a member agency of SUGA.
The information below refers to you as a member, and will be used to set up your user ID and password.  As an Agency member, you may later use your login information to access and modify your Additional Information via My Account, as well as create additional Agency Contacts and User accounts.
Please Note: Fields in bold are required. 

Agency Information
Agency Name :
Address : 
City : 

State :
Zip Code :
SunGard Public Sector Client Code :
Are you a new SunGard Public Sector Customer? (Y or N) :
If new, SPS Signed Contract Date :
What SunGard product line(s) does your agency utilizes?
IFAS

NaviLine

ONESolution

OSSI Public Safety Suite

PLUS

Member Information
Primary Contact Name : 

Primary Contact Postion Title : 

Primary Contact Phone/Fax #’s :
Primary Contact Email : [image: image4.png]


 
MEMBERSHIP RENEWAL MONITORING
Financial Services mails out membership renewal notices November 1.
In Mid-January a reminder is emailed to those organizations that have not renewed.
Second notices are sent February 1.

Financial Services will disable access to Members Only section of the website for organizations that have not paid their membership renewal fees by February 23. 
Procedure for emailing to database:

Obtain the current membership database from Financial Services.

Database is an Excel Spreadsheet with columns for renewal (Pay Type, Invoice ID, membership years) and contact (name, address, phone, email for main contact) information.

Sort the database by Pay Type, State and City

Pay Type will be Check (CK), Credit Card (MC, VISA), Purchase Order (PO) or Blank (for no payment)

All the members with “Blank” Pay Type should be together at the end of your database.

Create an email by selecting and copying the email address field of the non-paying members from the database into the “TO” field of the email message.

Subject:  SUGA Membership Reminder

Message:  This is a friendly reminder message.

On November 1, 20XX membership renewal invoices were mailed to all SUGA member organizations.  As of the latest SUGA Membership Update, your organization was not listed as having renewed its membership. 
Membership entitles your organization to:
1.
Access the Members Only section of the SUGA website, which includes discussion groups, member library and conference presentations

2.
Access to Enhancement Request entry and voting – by the way, ER entry is now available and we will be voting soon!

3.
Reduced conference registration fees

4.
Voting for SUGA Board Members

 

If you have already processed your renewal, thank you.  

 

If you did not receive an invoice, please contact the SUGA Treasurer or go on-line to http://www.SUGAinc.org and follow the links to complete the membership renewal process.

 

We look forward to serving you in 20XX!

Keep track of responses – delivery failures and responses from contacts – forwarding appropriate information to Financial Services.  Contact the main contact by telephone if email is returned to obtain new contact information.
Repeat this process as necessary.
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To From

SUGA Membership Rate set  8/1/20139/1/2013 SBM Board Board

Update SUGA Membership Brochure 09/09/1309/13/13 Form Maintenance M&AMS Teri

Update new member application on website. 09/23/1310/01/13 Form Maintenance Website Admin Jim

Membership renewal form on the website. 10/14/1310/18/13 Website Changes Website Admin Jim

MAIL out SUGA Membership invoices 

10/14/1310/18/13

Membership

SUGA Financials Jose'

SUGA Membership Listing - Updates each month 30th 30th Membership SUGA Financials Jose'

Send e-mail - renewal reminder (Due Date 12-31)

12/01/1312/05/13

Membership

Website Admin Jim

Send e-mail - renewal reminder

01/02/1401/08/14

Membership

Website Admin Jim

Second membership invoice mailed to non-renewals

01/13/1401/21/14

Membership

SUGA Financials Jose'

Send e-mail to Non-Paid Members-Reminder Membership due Jan 31

01/17/1401/17/14 Membership Website Admin Jim

Call contact person for SUGA non-renewals (Due by April Meeting)

01/27/1402/07/14 Membership

M&AMS - Board approved 

assignment

Candy

Treasurer sends SPS Updated Membership List 02/10/1402/10/14 Membership Treasurer Anthony

Disable Non-Member Passwords/Issues New Members 03/20/1403/22/14 Membership

SUGA Financials, 

Website Admin, SPS

Jose', Jim, SPS

SUGA Membership Timeline

Timeline


VOLUNTEER COORDINATION


Generally, soliciting volunteers begins after the first of the year. For the past couple of years volunteer signup has started out slow, because members are not as sure as they used to be whether or not they are attending.  Volunteer signup will pick up 1-2 months before the conference.

There are four basic functions for International Training Event Volunteers.  They begin the day prior to the event, and normally go through the last day of conference.  The functions are:

1. Pre-Event Material Setup and Collation

2. Event Registration

3. Lab Monitoring

4. Vote Collection and Tabulation at the Business Luncheon

Pre-Event material Setup and Collation

This involves working with the Event Management Team (Teri & her staff) to stuff bags, and make sure they are ready for the pre-event registration.  This is usually the hardest task to find volunteers for as it involves working the weekend prior to the event (assuming 1st day of event is Monday).  Teri may hire temps to perform this task, but volunteers are still needed to reduce costs.

Conference Registration

Begins the evening prior to 1st day of event.  The heaviest registration need is the evening prior, and the first day.  Teri’s staff members are also present, so 2-3 volunteers are needed these two days.  Thereafter, 1-2 are fine.   Common issues/questions:
· Missing Registration Packets/Name Tags.  Teri’s staff is on-site to make any missing badges.

· On-site Registration.  Teri’s staff is on-site for on-site registration.  There are usually 10-15 on-site registrants.

· Can’t find meeting room.  There needs to be a meeting space floor plan at the registration desk.

· Information on special events.

· Session changes/questions.  If SUGA staff members do not have information, SunGard has a booth across the hall.  There should also be a notice board set up with this information.

· General complaints.  Usually referred to a Board member.  Assure the member that complaints are taken seriously, and will be discussed at the Event Review Meeting (includes SUGA Board, SunGard staff, Hotel staff as needed).  Can also inform member that as post-event survey will be e-mailed.  This survey is a big part of discussion at the Summer Board Meeting (includes SUGA Board, SunGard staff, Hotel staff as needed).  

Lab Monitoring

A common misconception is that lab monitors need to stay for the lab.  This is incorrect.  As labs require pre-registration, the monitor is there to make sure registered attendees get seating first.  We have many members who pre-register and do not show up, so it is rare for anyone to be turned away.  However, we need to ensure there is a seat for those who did register.  I usually sent a reminder that if a volunteer is attending a lab, it is a perfect opportunity to be the monitor for that lab.  One monitor per lab is needed.  The process is:
· About 15 minutes prior to a lab pick up the roster from the SunGard registration desk.

· Go to the meeting room and check attendees in.

· Keep a waiting list of the walk-ins.

· Registrants are required to be present 5-minutes prior to the start of class, so at that time the walk-ins can be seated in the order of arrival.  This can be used as an incentive for the volunteer.  If it is a lab they want but were unable to sign up for, they can put their name first on the walk-in list.

· After everyone is seated the lab monitor is free to go.

Vote Collection and Tabulation at the Business Luncheon
There is a table set up in the back of the lunch room where volunteers will hand out ballots.  There is one ballot per member organization, so they must be signed for.  After voting, volunteers walk around the room collecting ballots.  They then tabulate the ballots.  This is all dependent on having more than one candidate for positions.  About ten volunteers works well for election ballot runners.

Volunteer Request Form
The volunteer request form is modified annually.  This is done after the Summer Board Meeting where dates are set, and prior to posting online.   The Volunteer Coordinator decides when he/she wants to begin soliciting volunteers, but again doing it too early results in a lot of garbage cleanup.  The prior year’s Volunteer Coordinator can supply a list of prior year volunteers.  A personal e-mail to them thanking them for their past support, and inviting them to participate again usually nets a positive result.

Revised June 2013

Revised September 2014

WEB PAGE COORDINATION – NEED WRITE UP!!
DISCUSSION GROUPS
Through ListServs, SUGA’s website offers the opportunity to share information between over 16,000 active SUGA members.  Discussion Groups in the ListServs are broken down by SunGard Public Sector Application Groups:

NaviLine Software Users:

· Naviline Community Development – BP, PE, LM, OL, CE, TX, Parks, CAMA

· NaviLine Financials – GMBA, INFISYS, Payroll, Purchasing, FA, CR, AR, ER, Fleet

· Naviline Justice – Justice System applications

· Other – Cross-application, Technical, Integration, and Misc.

· NaviLine Public Safety – CAD, Crimes, Police, Fire/EMS, Court, Jail

· Naviline Utilities – UT, CX, and Work Orders for customer service purposes

· NaviLine WKM – Work Management users of WF, PZ, PR, PI, FM, CPR and GIS solutions

OSSI/PLUS/IFAS Software Users:

· IFAS – also known as ONESolution – IFAS Financial Users

· OSSI Public Safety

· PLUS Communities – PLUS Community Development Applications

· PLUS Finance – PLUS Financial Applications

SUGA Administration:


SUGA Policy – General organization, conference, and other issues
Directions for requesting Listservs and being removed from Listservs are available on the SUGA website:  

http://www.sugainc.org/main/suga-listservs-discussion-groups/

Revised September 2014
USER LED PROCEDURES & INCENTIVES
January 2013

The objective of user-led sessions at SUGA is to expose SunGard Public Sector customers to solutions that have been implemented by other users to resolve or streamline organizational processes.   These sessions will allow knowledge sharing specific to local government and non-profit entities. 
Requirements for leading a session at 2013 SUGA Conference:

· Submit your proposal to SUGA Board by April 2013.  Proposal form is available at www.sugainc.org. 

· Approval to participate will be given by the SUGA Board and SunGard Public Sector no later than 14 business days after submitting your proposal.

· If approved, presentation and/or handout materials must be submitted by May 2013. 

· Ideal presentations would revolve around the use of a SunGard Public Sector application or service to streamline a governmental or non-profit organization process for the benefit of its employees or citizens.  However, other topics are also welcomed. 

· No unauthorized presentations involving third-parties will be approved for presentation at SUGA.

· Users that present at SUGA will receive an incentive for their organization.  Below outlines incentive options to be chosen upon session approval.

· No direct competitor of SunGard Public Sector or its authorized solution providers will be approved for presentation at SUGA.

Maintenance and conference credits provided as follows:
Maintenance credit option:

Based on one presenter per session; No additional compensation provided for additional presenters in the same session. 

· A credit of $500 for the first user-led session, with a $250 credit for each additional session* to a maximum of three total sessions per individual (maximum credit per person $1,000) will be issued to the organization on its next maintenance billing following the conference.
· Maximum number of presenters per organization is four. 
· Maximum credit per organization is $2,000.

Example 1: 
Presenter 1 gives 1 session = $500





                    
Presenter 2 gives 1 session = $500                                             
                    
Presenter 3 gives 1 session = $500
                   
Presenter 4 gives 1 session = $500 
                             TOTAL CREDIT
- $2,000

Example 2: 
Presenter 1 gives 2 sessions – $500 + $250 = $750

                   
Presenter 2 gives 2 sessions = $500 + $250 = $750



Presenter 3 gives 1 session = $500                                              

                             TOTAL CREDIT
$1,750 



    

Example 3: 
Presenter 1 gives 1 session = $500                                            

                    
Presenter 2 gives 1 session = $500                                          

                    
Presenter 3 gives 4 sessions – $500 +$250 + $250 + $0 = $1,000

                            TOTAL CREDIT $2,000 
Conference expense credit option:

Based on one presenter per session; No additional compensation provided for additional presenters in the same session.

All rules and values as noted above can be applied to 2012 conference registration fees and/or hotel (room and tax charges only). 

Either the maintenance credit option OR the conference expense credit option may be selected.  Portions of both are not an option. There is NO cash value available with either option. 
Qualifiers:

Should presented material differ from approved submission material, presenter is subject to disqualification from presenting at future conferences.
* Different topics; No additional compensation for the same topic being presented more than once.

** In a standard guest room at SUGA conference hotel.  User makes own reservation and provides confirmation number to SunGard Public Sector.  

                    


Procedures

1. 2nd week of January send email to all previous user-led presenters inquiring if they would like to present a session at the upcoming conference.

a. Include file attachment that contains requirements and incentive package explanation for the User-Led process and the link to the SUGA website where the User-Led application form can be filled out.  Below is the link to the form.  The file to attach is named “User-Led requirements and incentives”  You will have to go over this letter each year and update the deadline dates depending on the date of the conference and your discussion with Jamie Pagels.

http://www.sugainc.org/index.php?src=forms&ref=Volunteer_Userled&id=Volunteer_Userled
2. 3rd week of January send email to all contacts from the member list supplied by Jose to member organizations soliciting volunteers to present a User-Led session at the next conference.  

a. Include file attachment that contains requirements and incentive package explanation for the User-Led process and the link to the SUGA website where the User-Led application form can be filled out.  Below is the link to the form.  The file to attach is named “User-Led requirements and incentives”.  Review this letter each year and update the deadline dates depending on the date of the conference and your discussion with Jamie Pagels.

http://www.sugainc.org/index.php?src=forms&ref=Volunteer_Userled&id=Volunteer_Userled
3. 3rd week of January Place a request in all discussion groups asking for User-Led presenters for the conference. 

4. As presenters fill out the online form the email address of the board member set up on our website as the User-Led coordinator will get emails of the forms.   These need to be sent to Jamie Pagels however they are very hard to read in the emailed format.  So they need to be retrieved and copied from our website and sent in that format to Jamie.  The User-Led coordinator needs to sign into the SUGA website and click on the “forms” tab on the left. 

a. Once the forms screen shows, go to the filter at the top of the page where it says (show all forms) click on the drop down arrow and choose the “volunteer_userled” option.  This will show all submitted forms.  

b. You need to click on the check box beside each form and edit it.  Once in the form you need to copy the form by highlighting all fields. (This copy will be used later to email the form to Jamie Pagels once you process the form)

c. Scroll down the form to the status area and change the current status to “processed” and press the save button at the bottom.  This will change the status to processed and take you back to the User-Led forms screen. 

d. Perform the steps above to all forms not in “processed” status.  Now every time you go in to the User-Led forms section of the website you can tell which forms are new because their status will be “pending” and which ones you already acted on because their status will be “processed”

5. Jamie will forward the forms you emailed to her to the appropriate SunGard staff for approval.  Once a session is approved, Jamie will send you and approval email.  You need to send an email to the applicant informing them of their session acceptance as well as the timetable of when their presentation is due.   

a. Jamie puts together an Excel spreadsheet that contains each application and the status of their application.   ie.  approved,  need presentation, organization incentive chosen  and contact information.   I suggest you keep your own folders on each individual and keep any correspondence sent to the entire group as well as individual communications.  I keep folders for emails sent to the entire group, applications sent to SunGard for approval, applications accepted by SunGard and one that contains any attachments that either need to be sent or have been sent.

b. You will need to contact Jamie in early February to get a Power Point template for all presenters to use.  We want everyone’s presentation to look the same so we require them to use the PP template that we provide.

c. Jamie will provide a Special Request form that you can send to each user-led presenter.  The form contains the hardware and software that will be provided in the room where the sessions are held at the conference and allows a user to request additional or alternate items.  The special requests are not guaranteed but will be reviewed and accommodated assuming they are within reason.

d. As soon as sessions are approved you should also inform presenters that there will be a user-led meeting the afternoon before the conference begins, usually on Sunday if the conference begins on Monday.  I suggest they are told early before flights have been booked. Historically we have had very less than half of them show up to the meeting.  Also, Jamie will assign someone from SPS to attend the user-led meeting to demonstrate using the attendance tracking software and scanner.  

e. Printing of handouts.  Typically if the user requires handouts to be available they are either asked to bring them or SUGA pays to have them printed.  We should mention it to presenters so that they can be prepared.  I have never been asked to print any handouts, if we would need them, get a copy and have Teri’s staff make the desired number of copies and they can have them at the registration desk or you can give them out at the user led meeting.  This is up to you. 

6. As mentioned in “5a” above Jamie will keep a user-led session spreadsheet updated and once it is finalized, will provide it to Teri to make user-led certificates to be mailed to each presenter after the conference.  You can ask Jamie for a copy of this spreadsheet from time to time to compare her status for each presenter with yours.  I often would look over her spreadsheet and then email the presenters indicating what I was missing from them.

7. Just prior to the conference, Jamie will provide a document containing instructions for using the attendance tracking software in the sessions.  Make sure you ask her if she doesn’t send you information 3 or 4 weeks prior to conference.

8. Throughout each week you will process submitted forms as described above and keep track of all correspondence.  You may need to solicit other user led sessions as you think of new ways to reach out to members.  You can resend out the request for additional user led presenters on the Discussion Groups. If there are any regional conferences you can have the board representative mention it in their presentation and I have even resent the email request to members by product line tailoring the body of the email to the specific product line I was soliciting volunteers from. 

9. Based on the predetermined deadlines for submission of the presentations you will need to send out reminder emails to those presenting requesting the items they may be missing.  Such as the actual presentation or their organizations choice of incentive.

10. There will be a lot of communication with Jamie and some of what you both do may overlap but you need to keep close tabs on what has been sent and what is still needed from each presenter.

11. 2nd week of January send email to all previous user-led presenters inquiring if they would like to present a session at the upcoming conference.

a. Include file attachment that contains requirements and incentive package explanation for the User-Led process and the link to the SUGA website where the User-Led application form can be filled out.  Below is the link to the form.  The file to attach is named “User-Led requirements and incentives”  You will have to go over this letter each year and update the deadline dates depending on the date of the conference and your discussion with Jamie Pagels.

http://www.sugainc.org/index.php?src=forms&ref=Volunteer_Userled&id=Volunteer_Userled
12. 3rd week of January send email to all contacts from the member list supplied by Jose to member organizations soliciting volunteers to present a User-Led session at the next conference.  

a. Include file attachment that contains requirements and incentive package explanation for the User-Led process and the link to the SUGA website where the User-Led application form can be filled out.  Below is the link to the form.  The file to attach is named “User-Led requirements and incentives”.  Review this letter each year and update the deadline dates depending on the date of the conference and your discussion with Jamie Pagels.

http://www.sugainc.org/index.php?src=forms&ref=Volunteer_Userled&id=Volunteer_Userled
13. 3rd week of January Place a request in all discussion groups asking for User-Led presenters for the conference. 

14. As presenters fill out the online form the email address of the board member set up on our website as the User-Led coordinator will get emails of the forms.   These need to be sent to Jamie Pagels however they are very hard to read in the emailed format.  So they need to be retrieved and copied from our website and sent in that format to Jamie.  The User-Led coordinator needs to sign into the SUGA website and click on the “forms” tab on the left. 

a. Once the forms screen shows, go to the filter at the top of the page where it says (show all forms) click on the drop down arrow and choose the “volunteer_user led” option.  This will show all submitted forms.  

b. You need to click on the check box beside each form and edit it.  Once in the form you need to copy the form by highlighting all fields. (This copy will be used later to email the form to Jamie Pagels once you process the form)

c. Scroll down the form to the status area and change the current status to “processed” and press the save button at the bottom.  This will change the status to processed and take you back to the User-Led forms screen. 

d. Perform the steps above to all forms not in “processed” status.  Now every time you go in to the User-Led forms section of the website you can tell which forms are new because their status will be “pending” and which ones you already acted on because their status will be “processed”

15. Jamie will forward the forms you emailed to her to the appropriate SunGard staff for approval.  Once a session is approved, Jamie will send you and approval email.  You need to send an email to the applicant informing them of their session acceptance as well as the timetable of when their presentation is due.   

a. Jamie puts together an Excel spreadsheet that contains each application and the status of their application.   ie.  approved,  need presentation, organization incentive chosen  and contact information.   I suggest you keep your own folders on each individual and keep any correspondence sent to the entire group as well as individual communications.  I keep folders for emails sent to the entire group, applications sent to SunGard for approval, applications accepted by SunGard and one that contains any attachments that either need to be sent or have been sent.

b. You will need to contact Jamie in early February to get a Power Point template for all presenters to use.  We want everyone’s presentation to look the same so we require them to use the PP template that we provide.

c. Jamie will provide a Special Request form that you can send to each user-led presenter.  The form contains the hardware and software that will be provided in the room where the sessions are held at the conference and allows a user to request additional or alternate items.  The special requests are not guaranteed but will be reviewed and accommodated assuming they are within reason.

d. As soon as sessions are approved you should also inform presenters that there will be a user-led meeting the afternoon before the conference begins, usually on Sunday if the conference begins on Monday.  I suggest they are told early before flights have been booked. Historically we have had very less than half of them show up to the meeting.  Also, Jamie will assign someone from SPS to attend the user-led meeting to demonstrate using the attendance tracking software and scanner.  

e. Printing of handouts.  Typically if the user requires handouts to be available they are either asked to bring them or SUGA pays to have them printed.  We should mention it to presenters so that they can be prepared.  I have never been asked to print any handouts, if we would need them, get a copy and have Teri’s staff make the desired number of copies and they can have them at the registration desk or you can give them out at the user led meeting.  This is up to you. 

16. As mentioned in “5a” above Jamie will keep a user-led session spreadsheet updated and once it is finalized, will provide it to Teri to make user-led certificates to be mailed to each presenter after the conference.  You can ask Jamie for a copy of this spreadsheet from time to time to compare her status for each presenter with yours.  I often would look over her spreadsheet and then email the presenters indicating what I was missing from them.

17. Just prior to the conference, Jamie will provide a document containing instructions for using the attendance tracking software in the sessions.  Make sure you ask her if she doesn’t send you information 3 or 4 weeks prior to conference.

18. Through out each week you will process submitted forms as described above and keep track of all correspondence.  You may need to solicit other user led sessions as you think of new ways to reach out to members.  You can resend out the request for additional user led presenters on the Discussion Groups. If there are any regional conferences you can have the board representative mention it in their presentation and I have even resent the email request to members by product line tailoring the body of the email to the specific product line I was soliciting volunteers from. 

19. Based on the predetermined deadlines for submission of the presentations you will need to send out reminder emails to those presenting requesting the items they may be missing.  Such as the actual presentation or their organizations choice of incentive.

20. There will be a lot of communication with Jamie and some of what you both do may overlap but you need to keep close tabs on what has been sent and what is still needed from each presenter.

Revised September 2014

ATTENDING REGIONAL TRAINING EVENTS
There are four (4) regional training events.  They are comprised of SunGard Public Sector customers that are geographically located and named as follows:

· Canadian
· East
· Central
· West
Each region has an annual training event with the following being the approximate schedule.

· Canadian – October
· East - November
· Central - September
· West - December

The SUGA Advisory Member for the respective region will assist in the planning of the regional training event and shall attend that event.  SUGA reimbursed expenses for attending a regional training event are specified in the Travel Policy.  A Board vote is required at the summer board meeting to establish the appropriate reimbursement level for the Board year.  As an attendee of the regional training event you do not need to register or pay for these fees as they are billed directly to SUGA.

Responsibilities while in attendance include: (NEED TO BE REVIEWED/REVISED)
· The day of registration, arrive by 5 p.m. and if it ends at noon including the wrap up meeting, leave that same day or if it ends later in the afternoon, leave the next day.

· Attending all open meetings of the conference.

· Meet and become familiar with the host Agenda and Planning Committee.

· Present the SUGA Power Point at either the opening session.

· Attend any other meetings or sessions as requested by SunGard or the Agenda and Planning Committee. 
· Attend any off site or optional events as a SUGA Board representative.

· Prepare an oral report on the conference at the next regularly scheduled SUGA conference call.

Revised May 2015
SUGA ReGIONAL TRAINING EVENT 

POLICY & PROCEDURES 


Adopted September 2014


REVISED MAY 2015
Regional Training Events Procedures:

The agenda and sessions for the Regional Training Events will be done by Regional Agenda Planning Committees.  The Regional Agenda Planning Committees are under the guidance of four SUGA Board Advisory Members.    

The Advisory Members will serve a one year term (with the opportunity to be reappointed) at the discretion of the SUGA board.  The intent is that each Advisory Member will be a SUGA member in the region they represent.  The SUGA board will do its best to solicit recommendations from the current planning committee in the region.
The Regional Agenda Planning Committees are comprised of dedicated individuals in each region to help facilitate the training agenda requests to SunGard Public Sector.  The training event in each region is planned using current SUGA policies and procedures and is required to meet the current SunGard Public Sector guidelines.   

Each SUGA Advisory Member will oversee a planning committee for their respective regional training event.  Up to five committee members, including the SUGA Advisory Member will be provided complimentary training event registration.  Additionally, any earned room nights or other benefits per the hotel contract will be divided at the discretion of the SUGA Advisory Member.  Please Note:  The committee may have as many members as it deems necessary for the completion of its task, but only five will receive complimentary conference registration.
An attempt should be made to include individuals on this committee who represent the entire region, and all regionally supported product lines as described in the SPS Regional Event agreement.  Please note:  All individuals included on the committee must be SUGA members as described in the bylaws.

Teleconference calls will be scheduled as needed among SUGA Board members, Regional Agenda Planning Committees, SunGard Public Sector, and the SUGA Management Team.

Currently Recognized Regional Training Events:
The current Regional Training Events recognized by SUGA and SunGard Public Sector are:

West 

East (a combination of the previous Mid-Atlantic, Northeast and        Southern)

Canada
Central (a combination of the previous Midwest and South Central)

Purpose of the SUGA Regional Training Events:

In general, a Regional Training Event’s main objective is to encourage the successful use of SunGard Public Sector software by providing a forum for users to meet and exchange information regarding specific aspects of all SunGard Public Sector applications, and by providing the users specialized training on such specific topics. Training event content is directed towards end users and those who support end users of the software.

Content should reflect the demographics of the region, as well as consider the SunGard Regional commitment document (attached).

In addition, any SUGA member or SunGard Public Sector customer may attend any Regional Training Event; attendance is not limited to the region in which a member or customer organization is located.  

Differences between International SUGA and the Regional Training Events:

a)
SUGA focuses on application directions and development, with emphasis on current and future application versions; Regional focuses on end user training for current versions.

b)
SUGA Conference attendees should be upper-level managers, experienced users, and power users, while Regional Training Event attendees should be end users.

c)
SUGA Conferences are oriented towards enhancement review, advanced level training and future direction, while Regional Training Events are oriented towards end-user training.

d)  Both event types emphasize member-to-member networking and member-to-SunGard networking.

ROLES AND RESPONSIBILITIES

RTE Advisory Member:
The RTE Advisory Member is appointed as an ex-officio member of the SUGA Board of Directors, by the SUGA board for the following duties:

-Primary focus is for the planning and execution of the Regional Training Events

-To be the “chair” of the Regional Planning Committee

-Facilitate and assist the Regional Planning Committee in all aspects necessary in completing their duties for a successful RTE (agenda/session creation)

-Give input to the SUGA board on the budget, location, and marketing efforts for the RTE

-Assist their fellow RTE Advisory Members in long term planning for the future of all the RTEs

-Give input to the SUGA board on issues that relate to the RTEs and membership in general

-Give input to the SUGA board for future succession planning and transition planning for new RTE Advisory Members to the SUGA board

-Have interest in the general workings of the SUGA board, in the hopes that these members may in the future, run for SUGA elected or appointed board positions

Attendance at meetings:
-The RTE Advisory Member should schedule and plan teleconference meetings as appropriate with his/her RTE Advisory Committee.  Expenses for the conference line for all committee members to be covered by SUGA.

-The RTE Advisory Member will represent SUGA onsite at his/her own RTE meeting; expenses to be covered by SUGA.  You may be required to speak at general sessions as needed and hold any meetings as needed with your committee and/or SunGard and SUGA staff.

-The RTE Advisory Member will attend SUGA teleconference board meetings monthly or more often as required.  Expenses for the conference line to be covered by SUGA.

-The RTE Advisory Member will also be a member of the ex-officio committee of SUGA RTE Advisory Members (which may also include SUGA board members and staff).  This committee may meet monthly or as needed to facilitate needs, actions, discussions, and information either requested by the SUGA board or the individual RTEs.  Expenses for the conference line to be covered by SUGA.

-The RTE Advisory member will attend the International SUGA Conference; travel days to be determined by the SUGA Board of Directors.  Advisory Members will follow the SUGA Travel Policy, with SUGA to reimburse expenses per the travel policy and any board action.

-Summer board meeting – May attend as approved by the SUGA Board.

Term of Office:

-The RTE Advisory Member will serve a term of two years, starting with appointment of these positions on the same schedule as the International SUGA Board of Directors (at or immediately following) the International SUGA Conference.

-The terms of office will be staggered so that only two RTE positions are available each year.

-The RTE Advisory Member would recommend a replacement for his/her position during his/her second year in office, so that training can begin.  This person would be a current member of the committee, if possible.

-If possible, the RTE Advisory Member would remain on the committee for one additional year as a regular committee member to assist the new RTE Advisory Member (if not for the full year, at least through the conclusion of the regional training event).

-After the two year term, in general, we would assume a new member would take the position, but if needed, the current RTE Advisory Member may be appointed for another two year term as the SUGA board determines.

NOTE:  (REVISE OR DELETE?)
For the current year, Drew will stay for one year until SUGA 2016.  (Although Drew will actually be leaving in December 2015 after the West RTE).  Drew’s, replacement can continue until SUGA 2106 and then most likely take a two year term at SUGA 2016.  Dan Amyot’s term would have ended in 2016, however, he was selected as a Director at Large on the SUGA Board for 2015-16. His replacement is being recruited.  Tracy and Evie would stay until SUGA 2017.

RTE Advisory Committee Member:

-The SUGA Conference Coordinator will determine how many trainers and breakout rooms allotted for the event by reviewing history.  

-After receiving this information, the SUGA Regional Advisory Member will determine and find Regional Agenda Planning Committee members, taking into consideration all application groups needed to fulfill the schedule of sessions assigned to the region.  Keep in mind that these committee member positions are meant to be “fluid” with the positions having no time frame, but members can be on the committee for as little or as much time as required or they would like to participate (one year, several years, or for specific tasks).

-Once the number of breakouts is determined and a general location is determined (in general, we will do a rotation based on locations within the entire region), then an RFP will be sent out by the SUGA Conference Coordinator.  Input will be taken on possible areas from the Regional Agenda Planning Committee, but the final location will be determined by the SUGA board, the SUGA Conference Coordinator, and SunGard.

-The committee will review the SunGard Public Sector Course Catalog for sessions applicable to the event and make determinations as to which sessions would be beneficial to those members in the entire region.

-The committee will determine and find possible user led sessions for the region.  They will accept proposed user led forms for review and submittal to SunGard Public Sector for review and approval.  The committee will contact presenter with the final decision.

-After agreement by the entire Regional Agenda Planning Committee, a final listing of possible sessions will be forwarded to SunGard Public Sector approximately six months prior to the event.

-Approximately three months prior to event, SunGard will offer a proposed tentative schedule to the planning committee for review and comment.  

-The SUGA Advisory Member will set regular conference calls as needed with the SUGA Advisory Member, Agenda Planning Committee, and SUGA Conference Coordinator to keep lines of communication open between all parties.  SunGard Public Sector should be invited only as needed.

-When event registration opens, committee members will actively support efforts to attract and secure attendance to the event.

-Recruit and arrange for regional event volunteers as needed (stuffing of packets, registration desk volunteers if needed, etc.).

-Committee members will be listed on the SUGA website

-The Advisory Member and four committee members will receive complimentary registration to the event.  Any other benefits received through the event contract will be assigned by the Advisory Member.

SUGA Conference Coordinator:

The SUGA Conference Coordinator reports to the SUGA board and assists the Regional Agenda Planning Committee and SunGard Public Sector.  The following duties are performed by the SUGA Conference Coordinator:   

-Site selection and negotiation of final hotel contracts to be signed by the SUGA board.  Assistance on possible locations from the Regional Agenda Planning Committee

-Coordination of design and posting of online registration brochure/information to the SUGA website

-Provide registration materials for onsite packets

-Work with SunGard Public Sector to insure that facilities are adequate for training event in terms of meeting space and internet capabilities.

-Ensure adequate accommodations available at host hotel and/or facility (including meeting rooms, meal function space, sleeping rooms); monitor room pick-up to arrange for overflow hotel if necessary.

-Act as coordinator for logistics with hotel/facility.

-Work with AV Company to insure proper technical requirements as supplied by SunGard Public Sector.

-Collect submitted registration forms (by mail, email and online) and compile/update registration master list; check SUGA membership status as registration forms arrive and promote SUGA membership.

-Update SUGA board, Regional Agenda Planning Committee, and SunGard Public Sector on registration list weekly as registration forms come in, beginning one month prior to Regional Training Event.

-Update final registration list after the Regional Training Event and copy SunGard Public Sector, SUGA board, and Regional Agenda Planning Committee.

-Accept registration materials and payment from vendors and coordinate vendor needs.  
-Plan menus as needed for scheduled meal functions with assistance from SunGard Public Sector as sponsor.

-Provide information for registration brochure (hotel, facilities, airline, car rental discounts) and program (general training event information, elections, nomination forms, etc.).

-Survey attendees on overall training event and provide results to Regional Agenda Planning Committee, SUGA board and SunGard Public Sector.

-Prepare and send out vendor registration form, collect vendor information, and include in Regional Training Event materials.

SunGard Public Sector:

-Submit training event agenda based upon submissions from the Regional Agenda Planning Committee. 

-Schedule vendor sessions as appropriate.

-Supply equipment necessary for training event (laptops, cables, projectors, etc.) for number of breakouts agreed.  Supply technical requirements to SUGA Conference Coordinator.   Please note:  SunGard will only supply laptops for sessions where the presenter is a SunGard trainer.  SUGA would be responsible for laptops in any user-led sessions.

-Sponsor all aspects of training event (with the exception of attendee registration cost, travel costs, administrative costs, vendor reception, room block shortages, and SUGA Conference Coordinator costs). 

-May invite up to ten (10) customers, potential customers, or guests to each regional training event. Registration fee for these ten individuals is waived.  Any other expenses, i.e., hotel accommodations, etc., are the responsibility of the individual, if applicable.

-Approve food/beverage guarantees in contract as the main sponsor; will agree to pay any shortages in food/beverage minimums not met as long as contract is reviewed/approved in advance of signing.

-SunGard Public Sector is also responsible for the User Led Incentive Program, determined each year by SunGard Public Sector.

SUGA Conference Coordinator & SunGard Public Sector Co-Roles & Responsibilities:
-Staff registration desk on-site (attendees, vendors, and SunGard Public Sector employees).

SITE SELECTION PROCEDURE

 

· The Regional Agenda Planning Committee makes recommendations to the SUGA Conference Coordinator as to the areas they would like to research.  This may be specific properties/conference facilities or just general areas.  SunGard Public Sector can supply a listing of clients in the area, so that the committee can see where the concentration of clients is located.

· The SUGA Conference Coordinator sends out an RFP (Request for Proposals), which has been developed with input from SunGard Public Sector for meeting and technical specifications.  Prior experience with all Regional Training Events is also utilized to develop this RFP.  The RFP includes all issues which may be beneficial to both the Regional Training Event and to SunGard Public Sector in terms of complimentary rooms, upgrades, food pricing, etc.

· The RFP is sent out to convention bureaus, national sales managers for the major hotel chains, and to specific properties that may be known to work well for the Regional Training Event.

· The SUGA Conference Coordinator compiles the options that are submitted for review, makes a call to any properties or areas that have not submitted proposals, and prepares an “Options” list, including all information on the properties/conference facilities that have responded.  This list is forwarded to the Regional Agenda Planning Committee and SunGard Public Sector for review.

· The SUGA Advisory Member and the Regional Agenda Planning Committee look at the options and discuss, usually eliminating down to three or four properties that they would like to have reviewed by SPS & SUGA.   The SUGA Conference Coordinator sets up the site tours of the properties/training event facilities.  Site tours will be conducted by SunGard Public Sector and/or the SUGA Conference Coordinator.  The SUGA Conference Coordinator secures complimentary rooms as available, and secures complimentary meals (as a means of tasting the food at various properties).  Any additional individuals for the site tour who need expenses covered (i.e. the SUGA Advisory Member) would need to request approval from the SUGA board.

· The SUGA Conference Coordinator then sends out the site tour itinerary along with the final options and any additional information that was requested or offered by the hotels.

· After the site tour, a location is chosen based on the following:

a) SunGard Public Sector makes their recommendation based on the technical needs for supporting the training event.

b) SUGA Conference Coordinator makes recommendation based on overall facility, meeting space, sleeping room space, food and beverage, etc.

c) SunGard Public Sector, the SUGA Conference Coordinator, and SUGA Advisory Member will make final recommendations on which properties to pursue for a contract.

d) The SUGA Conference Coordinator requests contracts from those properties that are in the final recommendation.  

e) The contracts are reviewed by both SunGard Public Sector and the SUGA Conference Coordinator prior to forwarding to the SUGA Board for review, comments, and questions. 
· SunGard Public Sector reviews the contract including the food/beverage minimum, agreeing to guarantee the food/beverage minimum in writing to SUGA.  SUGA would be responsible for the attrition.  
· The SUGA Board President (or other SUGA Board designee) signs the contract.
Timeline for Regional Training Event Session Content

11 months prior to RTE
SunGard to send breakdown of customer base/applications owned in that region to RTE Advisory Member; meeting to start discussion on topics; discuss possible trainers; review survey results, send catalog of sessions to committee members.
10 months prior to RTE
RTE Committee meeting to discuss topics and/or focus on educational sessions and any all day or pre/post

Training ideas; committee members begin to review and send in topics; send possible trainers to SunGard to reserve.

8 months prior to RTE
RTE Committee meets to review/discuss all topics to send to SunGard.

6 months prior to RTE
RTE Committee sends final listing of suggested sessions/topic to SunGard.

3 months prior to RTE
SunGard sends suggested sessions/schedule to the RTE Committee.  RTE Committee reviews, makes comments, and may send back to SunGard to make final suggestions/requests.   Agenda is the posted to the website.

Please note:  Agendas will periodically be updated as small changes to the schedule are made.  SunGard will make every effort to keep changes to a minimum.  Also, for any majors changes regarding sessions specifically requested by each RTE Committee, SunGard will inform the RTE Advisory Member of cancellations/adjustments to trainers requested.

Agendas on the website are always noted as “Preliminary – Subject to Change.”

RTE Schedule Template
	
	
	Time
	
	                 Event
	
	Sponsored By

	
	
	
	
	
	
	

	Set Up Day
	
	Full or Half Day
	
	Pre-Conference Sessions (1 or 2)
	
	SUGA

	
	
	5:00pm - 7:00pm
	
	Early Registration*
	
	SUGA

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	1st Conference Day
	
	8:00am - 8:45am
	
	Continental Breakfast
	
	SunGard

	
	
	8:00am - 5:00pm
	
	Registration
	
	

	
	
	8:00am - 6:00pm
	
	Solution Provider Exhibits
	
	SUGA

	
	
	8:45am - 9:45am
	
	Educational Sessions
	
	

	
	
	10:00am - 11:00am
	
	Educational Sessions
	
	

	
	
	11:15am - 12:15am
	
	Educational Sessions
	
	

	
	
	12:15am - 1:15pm
	
	Lunch
	
	SunGard

	
	
	1:30pm - 2:30pm
	
	Educational Sessions
	
	

	
	
	2:45pm - 3:45pm
	
	Educational Sessions
	
	

	
	
	4:00pm - 5:00pm
	
	Educational Sessions
	
	

	
	
	5:00pm - 6:00pm
	
	Vendor or Other Reception
	
	SUGA

	
	
	7:00pm
	
	Off-Site Event
	
	Individual

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	2nd Conference Day
	
	8:00am - 8:45am
	
	Continental Breakfast
	
	SunGard

	
	
	8:00am - 5:00pm
	
	Registration
	
	

	
	
	8:00am - 1:00pm
	
	Solution Provider Exhibits
	
	SUGA

	
	
	8:45am - 9:45am
	
	Educational Sessions
	
	

	
	
	10:00am - 11:00am
	
	Educational Sessions
	
	

	
	
	11:15am - 12:15am
	
	Educational Sessions
	
	

	
	
	12:15am - 1:15pm
	
	Lunch
	
	SunGard

	
	
	1:30pm - 2:30pm
	
	Educational Sessions
	
	

	
	
	2:45pm - 3:45pm
	
	Educational Sessions
	
	

	
	
	4:00pm - 5:00pm
	
	Educational Sessions
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	*Generally in the bar or restaurant area for low cost hors d'ouvres, possibly in a suite or meeting room, where

	food can be brought in.  No alcohol to be paid by SUGA.
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


 ANNUAL CONFERENCE

When Held

The Annual International Educational Conference is held in May, June, or April of each year.  The specific order of the months that the conference is held was chosen by one of the original HUG (now SUGA) Board of Directors.  Since that time the conference is still held in one of the three designated months; however, the actual month is dictated by hotel contracts and best rates.
Location

In 1992 the HUG (now SUGA) Board of Directors and the representatives for HTE (now SunGard) determined that it was in the best interest of the membership and the company to hold some of the annual conferences in states other than Florida.  Prior to that time all meetings were held in Orlando, Florida.  In 1993 the first off site meeting was held in Long Beach, California.

In a mutual agreement between HUG (now SUGA) and HTE (now SunGard) the meeting is to be held every other year (even number years) in Orlando, Florida.  When not in Florida the meeting is to be held either in a West Coast state or Texas in order to fairly meet the travel demands placed on attendees.

Other

SunGard will hold a Public Safety conference in Greensboro, North Carolina in August 2013.  The SUGA organization will hold a Public Administration international conference in Orlando, Florida in June 2013. 

At the SUGA Summer Board Meeting in August 2013, a motion was approved to have two conferences, one for public safety and one for Public Administration, with the SUGA Brand, run by SUGA in accordance with the SUGA Bylaws and policies with certain conditions (IT and Naviline, conference registrations processed by SUGA), with the same resources as put into the PS&J conference and have a formal MOU for 2014. 
CONTRACTS
CONTRACT FOR PROFESSIONAL MEETING PLANNING SERVICES

FOR THE 2015 and 2016 SUNGARD PUBLIC SECTOR USERS’ GROUP ASSOCIATION, INC./SUGA CONFERENCES

This agreement is entered into by Meeting & Association Management Services, Inc., hereinafter referred to as "contractor", and the SUNGARD PUBLIC SECTOR USERS’ GROUP ASSOCIATION, INC (SUGA). hereinafter referred to as "client."

DEFINITIONS:  User - shall mean any paid member of the SunGard Public Sector Users’ Group Association, Inc.  Vendor – any business, individual or group that provides services or material to client for its annual conference.   Conference Start Date - shall refer to the 1st day that user educational sessions occur. Hotel Room Comps  or Comps – Shall mean any uncharged or free room night at conference hotel either negotiated or earned through contract provisions between SUGA and Vendor.  

Client designates, assigns, and authorizes contractor, as client's agent, to pursue and provide site selection assistance for client, to negotiate with vendors on behalf of client, and to assist client in all ways and activities necessary to conclude the obtaining of site locations for client's 2015 and 2016 conferences.

It is agreed by contractor and client that contractor will be due any commissions payable from vendors upon the completion of each of the above-mentioned conferences as reimbursement for site selection and negotiation services rendered except when contract is cancelled as described in the Cancellation section of the contract below.  Client retains the final selection of site and signing of contract or contracts necessary for site selection and completion of event 
This is an exclusive authorization by client with contractor to perform these services.  Client agrees not to enter into another agreement excluding contractor from collecting commissions unless notice of contract termination with contractor is given 270 days prior to any conference start date (in which case the Cancellation section provisions will be followed as stated below).   Should the client's contract with vendor be cancelled, client agrees to notify contractor of said cancellation prior to notification of vendor.

In addition, client retains the option to reserve contractor to perform the following services for client for the 2015 and 2016 SUGA Conferences.  Client must exercise this option 270 days prior to the start of the conference, and contractor agrees to reserve these dates for client until that time.  Fees for the following services are being compensated through negotiated commissions from vendors utilized and by contracts with the vendors signed by client, collection of all commissions by contractor are subject to the notification of cancellation as stipulated in cancellation section below.  (Contractor will be reimbursed for any travel costs incurred to attend conference and any board meetings deemed necessary by client.  Travel costs will include airfare, sleeping room at the group rate or less-group may use complimentary rooms, shuttle or mileage to/from airport to conference site, shuttle or mileage to/from home to airport, meals as provided by the conference schedule, and meals not provided by the conference schedule to be provided as per the organization’s travel policy) Any use of comps will be communicated to the entire board of directors prior to their use. 

SUGA, Inc. Contract

2015 and 2016 Conferences

Page 2
Convention Oversight

Prior to Convention - Contractor will be available to answer questions, meet with 

board/committee members, and deal with any issues/problems that arise prior to convention.  As described in more detail below, contractor will (with the direction of the client Board of Directors):

·
Provide site selection assistance

·
Negotiate final contract with host and overflow hotels

·
Negotiate with hotel on food/beverage needs

·
Ensure adequate meeting space for anticipated program

·
Check banquet event orders and give final guarantees

·
Negotiate with audio/ visual company

·
Negotiate discounted airfares with airlines and/or car rental company

·
Negotiate for speakers, entertainment, and/or decorations as needed

·
Board travel/hotel arrangements, when requested

During Convention - Contractor will be available to provide complete oversight of convention, including but not limited to:

·
On-site 24 hours a day to answer questions

·
Meet with committee/board members

·
Attend a pre-convention meeting with all appropriate hotel personnel to advise them of any last minute program changes and to review entire program

·
Meet with banquet/convention services manager to review final details

·
Check each meeting room to ensure food/beverage and audio/visual needs are as ordered and meeting room is set according to requested requirements

Post-Convention - Contractor will:

· Meet with current and future board/committee members for a "debriefing" of the convention and make any recommendations for future conventions.

TERMS OF AGREEMENT
Effective Dates
This agreement shall remain in effect from the signing of this contract until Sept. 1, 2016.

SUGA, Inc. Contract

2015 and 2016 Conferences
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Impossibility of Performance
This agreement will terminate without liability to either party if substantial performance of either party's obligations is prevented by an unforeseeable cause reasonably beyond that party's control.  Such causes include, but are not limited to, acts of God; acts, regulations, or orders of governmental authorities; fire, flood or explosion; war, disaster, civil disorder, curtailment of transportation facilities, or other emergency making it illegal, or otherwise impossible to provide the services or to hold the conference.

Successors and Assigns

This agreement, and all of the covenants, terms and conditions hereof, shall be binding upon and shall inure to the benefit of the parties and their respective heirs, successors and assigns.  However this agreement may not be assigned to another contractor without the express written consent of the SunGard Public Sector Users’ Group Association, Inc. board of directors.

Cancellation

1. If 270 days prior to any conference start date the client terminates contract with contractor for any reason, then a 2% commission is payable to contractor for that conference and for any future signed conference contracts previously negotiated by contractor.  The 2% commission shall be based on the Group Room Rate on all paid and occupied rooms.  

2.
If contractor terminates contract with client later than 270 days prior to any 
conference start date then contractor forfeits all commissions due for the upcoming 
conference.  The contractor will be entitled to a 2% commission for any future 
conference contracts (not including the upcoming conference) previously negotiated by 
contractor.  The 2% commission shall be based on the Group Room Rate on all paid    and occupied rooms.  

Liability

Contractor will be responsible for such liability caused by the negligence, errors or omissions of the Contractor and its employees.  Contractor will not be responsible for any loss, damage, or injury, bodily or to property, that may occur at any function held by the SunGard Public Sector Users’ Group Association, Inc. from any cause whatsoever (excluding the above), prior to, during, or subsequent to the period covered in this agreement.

SUGA, Inc. Contract
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Indemnification and Hold Harmless

Meeting & Association Management Services, Inc. shall indemnify, defend, and hold harmless the client. and its officers, directors, partners, agents, members and employees from and against any and all demands, claims, damages to person or property, losses and liabilities arising out of or in consequence of this agreement arising from negligent acts, errors or omissions of the Contractor or anyone for whom the Contractor is legally responsible.

The SunGard Public Sector Users’ Group Association, Inc. shall indemnify, defend, and hold harmless contractor and its officers, directors, partners, agents, members and employees from and against any and all demands, claims, damages to person or property, losses and liabilities arising out of or in consequence of this agreement arising from negligent acts, errors or omissions of the client or anyone for whom the client is legally responsible.  

Governing Law
This Agreement shall be governed by and construed in accordance with the laws of the State of Florida.  The parties agree that the venue of any action involving or arising under this contract shall be in the State of Florida, City of Orlando.

Entire Agreement
This Agreement and any attachments constitute the entire contract between the Parties with respect to the subject matter hereof and shall supersede all previous proposals both oral and written, negotiations, representations, commitments, and other communications between the Parties.  This Agreement may not be released, discharged, changed or modified except in writing and signed by duly authorized representative of both parties.

ADDITIONAL MEETING SERVICES AND FEES

The following services may be contracted through Meeting & Association Management Services, Inc. on an "as needed" basis, either at a flat rate or by a per person charge.  Prices listed below for these services are good through September 1, 2016.  Any use of earned or negotiated conference or board meeting hotel room comps to reduce any travel costs (room charges) listed below will be communicated in detail to the SUGA board of directors prior to any conference and will be voted on and approved by such board before being allocated to the individuals providing the additional meeting services listed below.

SUGA Users’ Group Contract
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Convention Theme/Promotional Materials: 

Contractor will work with the board committee in the development of the convention theme, including colors, etc. that will create enthusiasm for people to register for the convention.

Contractor will work with a design firm, printer, and mail house in the preparation and distribution of promotional materials:  Pre-conference mailer, registration material, conference program, etc.   

Fee for this service is $1,500 (does not include graphics, layout or printing costs).

Pre-Convention Registration 

Contractor will assume the responsibilities of receiving, receipting, depositing, monitoring, and inputting convention registrations into the master computer.  Contractor will print name badges and recommend means for the proper set-up at the registration desk.  A “Registrar” will be provided prior to and during conference for set up, coordination and assistance with the registration process and desk.   

Fee for this service is $8.00 per person (on-site Registrar at no fee; travel costs will be incurred.  Travel costs will include airfare, sleeping room at the group rate or less-group may use complimentary rooms, shuttle or mileage to/from airport to conference site, shuttle or mileage to/from home to airport, meals as provided by the conference schedule, and meals not provided by the conference schedule to be provided as per the organization’s travel policy) 

Registration Coordinator 

An on-site Registration Coordinator will be provided when pre-convention registration services are utilized.  (This is in addition to the Registrar included above.)  

Fee for this service is included above; but travel costs incurred will be paid by the Client. Travel costs will include airfare, sleeping room at the group rate or less-group may use complimentary rooms, shuttle or mileage to/from airport to conference site, shuttle or mileage to/from home to airport, meals as provided by the conference schedule, and meals not provided by the conference schedule to be provided as per the organization’s travel policy) 

SUGA Users’ Group Contract

2015 and 2016 Conferences

Page 6
Registration Packets
Contractor will supply information on registration supplies for budget, order all supplies necessary to set up registration desk and registration packets, compile all information necessary for registration packets, order printing/copying of all information for packets, and assure packets are ready for final distribution at conference.  

Fee for this service is $1,250.

When signed by representatives of both Parties, this Agreement will constitute a binding contract between the SunGard Public Sector Users’ Group Association, Inc. and Contractor.
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CONTRACT FOR MANAGEMENT SERVICES
FOR THE SUNGARD PUBLIC SECTOR USERS’' GROUP ASSOCIATION, INC.

Contract Effective Date: September 1, 2013 until August 31, 2015

Meeting & Association Management Services, Inc. (hereafter known as
Contractor) will perform the following services for the SunGard Public Sector
Users’ Group Association, Inc. (hereafter known as Client):

ADMINISTRATIVE/OFFICE SERVICES:

Contractor will provide administrative/office services to act as an office for client
to include:

« Contractor will provide answering services for Client for telephone and email
messages received. Contractor will answer telephone as available; or if not
available, will ensure that messages are returned or forwarded to the
appropriate board member within 48 hours of receiving the message. Emails
will be checked and returned or forwarded to the appropriate board member
within 48 hours of receipt.

« Contractor will provide an area for equipment (telephone, fax) and ensure that
equipment is maintained. Client will provide Contractor with all equipment
(telephone, fax, excluding computer) necessary to perform above services.
Client will also be responsible for installation and monthly charges for
telephone and fax. Contractor will provide access to internet and computer to
check email.

o Contractor will supply an area for storage of historical documents (conference
registrations and information, CPE information, ballots/nomination forms,
etc.). Contractor will supply information as necessary to the members/board
from this information stored.

As service will vary per month in the amount of time spent for the above, the fee
has been prorated to account for this variance.

Fee for this service:
$550.00 per month (does not include monthly charges for telephone and fax and
installation charges; does include internet access)
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ADMINISTRATIVE COORDINATOR AND SECRETARIAL SERVICES:

Administrative Coordinator services will be billed at the following hours and rates
and will includes the following services when required by the board of directors.
The hourly rate is applicable only for hours actually worked.

Minutes for monthly meetings — billable hours are based on the actual
time of the call plus half of the actual time for transcribing at $20/hr.
Participate in Board of Directors meetings (conference calls); quarterly
calls with Regional groups; and committee conference calls/meetings as
instructed. Take minutes and distribute to Secretary for approval and
distribution. Review goals; update board on the list of
goals/accomplishments at each board meeting to determine the level of
success.

Newsletter — flat rate fee of $125 each time a newsletter is requested.
Interact with Board to determine content of newsletter, serve as
Newsletter Editor by editing articles, layout of newsletter, and writing of
articles (if necessary) as instructed by board. It is understood that a
majority of the articles will be written by board members.

Website - maximum of 2 hours per month at $22.50/hr. Perform duties as
requested.

Surveys - maximum of 5 hours per survey at $22.50/hr Administrative
Coordinator will provide input for surveys as requested (including the
annual periodic conference survey), work with the board on input for the
survey and its distribution, and summarize the resuits of each survey for
the board as requested.

Policy Manual and By-Law changes — maximum of 12 hours per year at
$22.50/hr. Develop and keep Policy Manual updated to include board
member duties, motions history, financial forms, and processes. Discuss
processes and duties with board members each year to ensure that policy
manual is current. Record motions history for policy manual. Disseminate
information to new board members (policy manual, financial forms, and
any pertinent information)

Membership services — at the rate of $22.50 per hour to include
contacting new customers/members, a membership drive of SunGard
clients who are not currently members, and calls during membership
renewal. M&AMS will supply a log of who was contacted, how, and the
outcome to the SUGA board. Above duties at the request of the board.
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o All other secretarial or administrative duties performed by employee's

other than Meeting & Association Management Services principal (Teri
Anticevich) will be at the rate of $20/hr or $22.50/hr depending on the task
and will require an estimate of cost and prior board approval. (See Board
Assistance flat fee section of contract for conference and board meeting
duties and rates)

All work performed by Meeting and Management Services principle (Teri
Anticevich ) with the exception of the duties listed above and in the Board
Assistance Administrative Assistant or Secretary (flat fee) section will
be billed at the rate of $30/hr

Board Assistance: Principal of M&AMS:

Participate in Board of Directors meetings (conference calls and on-site
board meetings); quarterly calls with Regional groups; and committee
conference calls/meetings as instructed. Arrange lodging and
transportation when requested for meetings. Arrange meeting space,
necessary tools and supplies, and meals associated with the board
meeting. Perform other duties relating to board meeting as needed or
requested. Service performed complimentary.

Facilitate goal setting session, if requested. Assist with and/or make
recommendations for long-range direction and future project planning.
Service performed complimentary.

Board Assistance Administrative Assistant or Secretary (flat fee):

Participate at the annual conference when requested, with all board
meetings and take minutes; assist the board as needed during meeting
with any administrative duties associated with the conference if requested
(speech script writing, power point presentations, arranging for interviews,
set up and take down of conference office including receiving and shipping
of boxes, assisting in the preparation of ballots and organization of
volunteers for election and counting, help with registration services and
any other duties as assigned)

Fee for these services is $600 (it is assumed that only one person will
be paid for these duties. If more than one person performs the duties
described, the fee will be split between them).
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Participate in annual board meeting when requested by board and provide
the following services:

a) Produce written minutes from the meeting
b) Assist the board as needed and during meeting with any administrative

duties associated with the meeting

¢) any other duties as assigned with mutual consent

Fee for these services is $400 (it is assumed that only one person will
be paid for these duties. If more than one person performs the duties
described the fee will be split between them).

Any travel expenses incurred for these meeting(s) and conference(s) are to be paid at

actual cost if no complimentary hotel, airline or other discounted rates are available.

These travel expenses shall include: airfare (or mileage to/from site), sleeping room at

the group rate or less (group may use complimentary rooms), shuttie or mileage to/from
airport to conference site, shuttle or mileage to/from home to airport, meals as provided
by the conference schedule, and meals not provided by the conference schedule to be

provided as per the organization’s travel policy. All gratuities paid are subject to the

requirements of the board travel policy reimbursement criteria.

Additional Expenses related to Administrative Services:

Computer & Software Usage: $50.00/month (if not provided by SUGA)
Supplies, such as envelopes, paper, office supplies, printer cartridges, etc.
at actual cost

Copies $.20 a copy (includes wear/tear, paper, ink, etc.)

Expenses related to be on-site for annual conference or other meetings
Other business related expenses such as but not limited to postage, long
distance telephone, fax charges, etc. at actual cost

FINANCIAL/MEMBERSHIP SERVICES:

Financial Reports and Checking:

Maintain and record all expenditures and deposits in financial software
(software shall be Quick Books provided by SUGA).

Prepare all necessary financial reports to keep board of directors up to
date on expenditures and revenues.

Monthly and Fiscal Year End reports generated would include but not be
limited to Balance Sheet, Budget vs. Actual expenditures/revenues
reports, Cash statement report, General Ledger, Profit /Loss Report, and
Trial Balance and Journal Entries Report.
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* Prepare Monthly Cash Reconciliations and Checking Account Register for
Treasurer review.

o Prepare checks and distribute to Treasurer for approval and signature

¢ Prepare 1099’s at calendar year end

Additional Financial and other reports prepared at an additional charge

Budget:

The Financial Services Coordinator will assist the Treasurer in preparing
preliminary budget for presentation to Board of Directors at annual meeting.

Membership:

Coordinate the designing, updating, and printing of membership invoices

Merge membership list data to invoices for mailing

Mail or email membership invoices to members

Mail or email membership information packets to all new customers

Enter new members information into SUGA membership database

Disable unpaid members in database and report changes to the board

President and board Secretary

Update membership database with any changes to membership data

Keep membership current with paid members vs. unpaid members vs.

new members

e Prepare second invoice notices for unpaid membership at Board of
Director’s direction

¢ Coordinate and keep in contact with SPS to update login ID’s and
passwords to membership database

« Third or more invoices notices for payment of membership dues, mailed or
emailed at an additional charge per invoice/member.

¢ Prepare and send out new SUGA member welcome packets

Reconciliations:

» Reconcile membership revenues deposits to match the amounts recorded
in membership excel list for paid members to ensure all revenues
recorded on the books reflect the members paying membership dues.

e Maintain a list of Conference attendees with amounts paid for conference
registrations. Reconcile conference registration revenue deposits to
financial books revenues to reflect all amounts paid by conference
registrants.
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Remove Deposit Setvices:

Pick up mail/checks from Post Office once a week (February —
November), and twice a week (December and January).

Open envelope and remove check and all support items.

Unfold and/or unstaple support checks/stubs and support items. Several
support items are stapled to checks/stubs.

Stamp each check and/or support items with “Date Received” at PO Box.
Detach check from stubs.

Organize checks for remote deposit.

Perform remote deposit through internet based program via Bank
Institution.

Other:

Coordinate billing of registrations for those clients who register by
Purchase Orders, faxes, or other methods where billing will be necessary.
Ensure that all registrants to the conference paying on the members’
discount rate are from organizations that are paid members of SUGA. If
necessary, will communicate with those who have not paid membership
and request membership be paid.

Fees for FinancialMembership Services:

The Financial/Membership Services Coordinator will perform services at a
monthly fiat fee of $1,365.00.

The Financial/Membership Services Coordinator will attend the conference (and
any meeting deemed necessary by the board) and assist as needed at no
additional cost.

Any travel expenses incurred for these meeting(s) and conference are to be paid
at actual cost if no complimentary hotel, airline or other discounted rates are
available. These travel expenses shall include: airfare (or mileage to/from site),
sleeping room at the group rate or less (group may use complimentary rooms),
shuttle or mileage to/from airport to conference site, shuttle or mileage to/from
home to airport, meals as provided by the conference schedule, and meals not
provided by the conference schedule to be provided as per the organization’s
travel policy. All gratuities paid are subject to the requirements of the board travel
policy reimbursement criteria.
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Remote Deposit Service Fees:

63 cents (.63) per check received.
5 Dollars ($5) per trip to PO Box.
IRS Mileage annual rate (currently .565) per mile per trip to PO Box (10
miles R/T)

o 3 Dollars ($3) per remote deposit (Once a week February - November
and twice a week December and January).

Additional Expenses related to Financial Services:

o Computer & Software (Exel, Word, PDF, etc) usage: $50.00/month (if not
provided by SUGA)

e Cloud back up costs (currently Carbonite) for consistent back up of SUGA
related information ($59.99 year); access codes will be given to SUGA

« Supplies, such as Letterhead envelopes and paper at actual cost

« Copies $.20 a copy (includes printer wear/tear, ink, overhead, etc.)
Other business related expenses such as but not limited to, postage, long
distance telephone, fax charges, SUGA PO Box, etc. at actual cost

« Special Financial Reports or any other type of reports: $30.00/hr (Prior
Board approval required).

¢ Membership renewal for 3" or more invoice notices: $3.00 each notice/per
member mailed or $1.00 each notice per member emailed (Prior Board
approval required.)

o Mileage to/from SUGA Financial Institution at IRS mileage rates

TERMS OF AGREEMENT
Effective Dates:

This agreement shall remain in effect from the signing of this contract until
September 1, 2015.

Impossibility of Performance:

This agreement will terminate without liability to either party if substantial
performance of either party's obligations is prevented by an unforeseeable cause
reasonably beyond that party's control. Such causes include, but are not limited
to, acts of God: acts, regulations, or orders of governmental authorities; fire, flood
or explosion; war, disaster, civil disorder, curtailment of transportation facilities, or
other emergency making it illegal, or otherwise impossible to provide the
services.
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Successors and Assigns:

This agreement and all of the covenants, terms and conditions hereof, shall be
binding upon and shall inure to the benefit of the parties and their respective
heirs, or to their successors and assigns. However this agreement may not be
assigned to another contractor without the express written consent of the
SunGard Public Sector Users' Group Association, Inc. board of directors.

Cancellation.

Iif the Client feels that services are not being performed as stated in this contract,
the Client must inform Contractor as soon as possible but must give at least 60
days notice prior to termination of contract. Likewise, Contractor will give a six
month notice prior to termination of contract.

Liability:

Contractor will be responsible for such liability caused by the negligence, errors or
omissions of the Contractor and its employees. Contractor will not be responsible for
any loss, damage, or injury, bodily or to property, that may occur at any function held by
the SunGard Public Sector Users’ Group Association, Inc. from any cause whatsoever
(excluding the above), prior to, during, or subsequent to the period covered in this
agreement.

Indemnification and Hold Harmless:

Meeting & Association Management Services, Inc. shall indemnify, defend, and hold
harmless the CLIENT and its officers, directors, partners, agents, members and
employees from and against any and all demands, claims, damages to person or
property, losses and liabilities arising out of or in consequence of this agreement arising
from negligent acts, errors or omissions of the Contractor or anyone for whom the
Contractor is legally responsible.

The SunGard Public Sector Users’ Group Association, Inc. shall indemnify, defend,
and hold harmless CONTRACTOR and its officers, directors, partners, agents,
members and employees from and against any and all demands, claims, damages to
person or property, losses and liabilities arising out of or in consequence of this
agreement arising from negligent acts, errors or omissions of the client or anyone for
whom the client is legally responsible.

Governing Law:

This Agreement shall be governed by and construed in accordance with the laws of the
State of Florida. The parties agree that the venue of any action involving or arising
under this contract shall be in the State of Florida, City of Orlando.
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Entire Agreement:

This Agreement and any attachments constitute the entire contract between the
Parties with respect to the subject matter hereof and shall supersede all previous
proposals both oral and written, negotiations, representations, commitments, and
other communications between the Parties. This Agreement may not be
released, discharged, changed or modified except in writing and signed by duly
authorized representative of both parties.

When signed by representatives of both Parties, this Agreement will constitute a
binding contract between the Client and Contractor.

Agreement accepted Agreement accepted
by the SUGA by Meeting & Association Management
Authorized Representative Services, Inc Authorized Representative

o Ll oy IR L
/
Print Name:_(“alvin | Fatlecso Print Name:_ /&1 /‘}’/‘4”&6‘/{(/(’

Title:_/Resipsn T e | Preoiden
Date: /#‘;/5 2014 Date: Y~ ‘{//L/





LGOV - NEED COPY OF CONTRACT
ADMIN E SOLUTIONS – NEED COPY OF CONTRACT
[image: image16.png]Reynolds & Franke, PC

oty , 200

T i Buard of Dirceurs
SunCiuasd PUb Sector Usees' Group Avsuciation, T
Ausin, Texas

We e please 0 confim our wderstaning o the serices w o to revids for Sontiard Pabli Ssctor
Users Grow Assosiatan, e, (“SUGA, Jus). We will i the stalemn o fimncil poskion of
SUG, Ino. 55 o Iy 31 2014, and tho selaed saanents of uetilivs ad cosh ovs Lo th youss then
ende, e vl ot to th fsaneial sezmonc,

Audi Objective

Tt oletive of wur it s the exession of e apinion s hather your uancil SN s
ity prescared, 0 al. iernl eépects, i conlormily i U, gonemlly aecegtod accomting
princples. Gur audit will he conducted in desosdunce wilh audiiz sl wensrally sccepted in
Euite) Sates of Ameriss snd sill nclode ests of yonr ceoparing records and oler procedues we
consder becessiy Lo ewible us o express such an cpinion. We will S« wition topor vpan
anmplstiar. o u i of SUGA, b.'s aumcal st Our epart il b odlressed o the b of
irctors of SUGA, Ine. e cannat provice sssurnee -l an winodied cpinian il be cxpresed
Ccustunces oy arie in shich i s necessary for i 1 iy oo apion or a3 an wnplasis-f
matir o ober-taret pacagedpl L our opiion i e than e, e wil] s he s it
sou i ackanee. I, fo any rorser, e arc mbatl 10-compeR fhe vt 1 3 waabl  fora or e ot
forned w opinion, we . desline to cxpross an opinan or o e 3 report 3% 4 fesul of Bk
angagement

Audit Procedures

o prossdures Wil bclude st wf docuuentar exidense spporting ths tramsautions recarded in
vt and ay inelode 107 of the physiedl cxiseuee of Mvebiores, aad ditect corimatin of
ceceivables ol cerain oher et and liailiies by consspondence il elected finding. souees,
critors. and fincacial it ons. W sy request wrte. representalions fom 5 allomeys a5 prt oF
b ongagement, and the may il vow fo respondiag o clis k. AL the conclusion ol e s, we
il e certain wi%en reproseniations fo.yon o he fnancil aennan a4 reled atcrs

A0 andic nshudos cxaaining. <u 8 st b, sxidence suppating the sl and diclosares in e
Fnancial sueeacns; dhorefose, onr s il invalye udmeal abaut (16 unabee of leusaclions o he
il umd he areas o be tested. An suc als incindss evalvarng 1 Sppraprioness e ccanilog
polices sed and he reasan slensss of Sinifcant et etimten e b mamsgement, 45 ol e
exeluating the averal presenrcicn of the financial sements. We wil pla aud performs the wic 1o
obiain reasumuble assurance sbowt whedker th financial suments 4 e of matcsial milezl,
wheho fom (1) aors, (2 sl iaanciul ecporting. (3)wisopprepriation  sset,or (1) vioktinns
f s or gavornments rogulat on fhat 11 aiebutable o SUGA. o o Lo vt by et ueting
o bl af SUGA, T

6836 Austin Center Divd,

e 250+ Ausin, Texus 78731- 3101+ (512) 2063141 « b (512) 20631 165
s cgnoldstrae.com





[image: image17.png]Ticase o he inbersnc ifarions of a s, ombined il the et Eituiuns of ntenal coniro,
sl b e il o perform a leiled cveminarion of Al ransaetions, chts 4 £ that Merid
wisstteneats ey it aml ol be deteced hy s, sven hough the At is preperty plansed g
performit i acardance i 15, eouenly ucveplod auliling slundasls. In widiicn, an widt is ner
esigued tn deteotimmateial it temieas o violtis ol s or goverssasai] regaltions . do ot
ave s diest und mitoril ofsc on tho fransial stenexs. Howover, e il froem tie appeopeite
level of mau3getoeat of uny maleri) erors, ang fuuduent fianeiol eportivg, or misspproyrision of
asscts hat some 1c aur afention. We will lso fnlorm the approprite level of management of any
icloions o laves i governmenta regultions il Conss o our el wales el inmecentia
Ou cesponibilis us o s im0 the poriod coversd by onr et and docs oot axead ta any
191 Deiods For wich we ae ot engaged s s,

Qe il il el obaining s understanding of SUGA, L. it eavironen, ilading nterzsl
O, sl fo assess T sk of mterial isscazment of ho inansial stacments and 0 ez (e
e, g, aud exent o fuether audil procodries. An audit 1 ot desgied o previde asanes on
ncnal contol < 1o idenify dolcieacias in emal cunlcol. Mowever, duiog the s, wo il
ommunicate 1 yau and those shargod i goscance el el sl it hatsce cired
0 bo Comuunicaed unes profesonl s

e mus from i 1o sime, and Aepending aa ke Clecumstonces. use hinkparty seevie provilers in
Sereiig sour accounl. e s share confids el informarion ahout o with hesd service providers, bl
ermain comated  mainig e sonfdentilty and seearty of sour infmation, Acserdingly, e
maintain mernsl policies, prosedures, wd wafeguweds 12 prvtet The confientilly of your persensi
fuformution.Tn ubdiion, wo il scrrs cnafdenality 3g-osments i 3l sevie pOVCS o wimain
1he sonfidentialit of your iforration and wo il ko ressnnabls precantons o feterning Ml ey
Rave approprits praccduces s place o preven the ot hurized rlesse o sour confilental infremation
o ohers. n the cvent that e uable 0 sestee a0 appeoprite conftdentaliy agseemen, o will be
adked 2 provide our consent prior 0 the sharing f you confidsarial DA it e i gy
Servic pragider, Fuheeziae, swe il esin responsibe G the weork proided by sy uch th-parey
serice providors,

Tus Proccdurcs

Reynolds & 1canke, PC will repare 15 applieable aunual Sodecl s rtuna, Boxum of Organication
Escupt T Tocorns Toe (o 950}, e Snéioard bl Seemr Users Group Assasiation, e, fo Ohe
‘o cnded uly 31, 2014, A€ i of e prepuraion pracess o he § o 990, el provd (e ollwsng
il prosedir: () sanslwith managetsed ezl 1 te poud governance uetions 8] eovices
e i of s i el with spproved Commiics v anewer ny i sions AdCr CONCENI, (€) i L
e s neededk (1) ecaen he fnalized s relum o the Bord of Lisostn: priort filing it the
S and e any quesions 1 - i,

Musgzemet Responsibilti
Vouw usre 1o asume il mansgomant esponsiDIis for the s services aud aty ol vt serviess

e provide, anere the servcer by dosgmating m indivical with SutAMle sl Encwledge. o
expercnea; aluate e adequacy e resall o the serviees, and aeept tospomsibilt o them.

You aee responsible for cslablishing snd mainining isteral contol, ielding monioring ongoing
sct s ot the seletion anl wpplcaion of aecousiing principles and for the prepartion 2nd frr
presenttion ofthe financal aatcmonts i couloriy il 1S, pesersly acsepted scconting prnsiple
Vo o ale cesponsble or makin all Franeial racords and relstad infotsarion avaishl fo s nd or





[image: image18.png]e accuracy and campletencss cf Bt iformarion. You ar alsa cspansile fa prosiding us it (1)
2065110 1) ifonoation of whih o are wore that s elevant  the peeparsion i e prsentition oF
the fimncial satcauens, (2 eddiional inforimation 1at e nay csyuest o e pcpose of the wudit, and
5) nresricteduscoss t parsns wirin s akgrmEZtin o hom e o It eCeseay 1o S
it evideace. Your responsibiliics melude sustme the fnancial sstments i comest mateial
isremeats and conliing 1o us i the momSeeEL Teprescniacn [elor tha the fuets of sy
ncomestad missstements aggregntad b s during the cuttnl sugageive and peclining 1 (he Tt
prriud presemicd wo fmmareia, bosh indhidwdls 1 2 ho agareaate, & tho fanasial Sl taken
asa wlle

Vou ans ropansibs o the dosigh and mplemantation of progras and contsls 1 peevenn tod delect
S, 2l for informing s st il knovn &7 sospesied fiud affeting SI°GA, Tne. involving (1)
manggement, (2 vaplayees ko have sigrifican rolss n incrnal conrol, nd (13 nthors wheve dhe fand
could have 5 mageial effct ou e Tuancial sutenents. Your responsibilites ieclude nforming us o
vour bnowodge of any slsgatons of fd or suspeoted Gl sileclig SUGA. b, rceived n
ommunizutons: rom emplosces, former eploess,gianioes, g 10, or ofers. 1n 384N, Y01 26
responsible Lo deniyimg and cnsuring SCCA, ns. complhes wih appliable (s and egulatons.

Engagement A dmivistrdion, Fees, d Otter

e uncersand . sonr sall will el srepare ol cash, el ceseivle und other confimutions v
et and il loose any dosuments eloced by us o esing.

Ve et that ous lees for Dhse serviss will be $6,200 for the audit ard will rngo Fom $1.500 10
1,700 o the Form 990 s eelum. You willaso b billd for out-olpocket costs wsociuled ik Bask
of Ameriea’s cnlin sanfinnaion process €420 por bank accove fo s ekt v oo00s d $0.50 per
biuk swsoant Derealles). s fee cstimate i+ hased an anteited conperation fem SLGA Lue.s
personnel, Suct oaperaron ey inclals the wilization of SUGA. s persunel Gorthe reuruiion of
velsted swhedlor and i locarian of saniee documents, AT, it it 15ed (A Naborescen
Clroumstiees wil, £l be cesoontored dwing the At h ch Wor roquire cuensive addiiordl
procednss or delsys. Inices Lr onk (es will bo rendercd cach month s work progresscs and
piable cn prosentation,

e agpreiale b upprarity o be of service to the SunCiard Publiz Sector Vsers! Groun Assocition,
ne. and hliove lis It sccurately sursuciaes G Sigriiean lonas of our <ogngeent. 1 vou huve
any questons, plowse let s know. IF yon gss il e uss of aus cngagemonsa¢ Joscribed i his
Tete, pleesign e v opy and retum 1 121

ey luk yoes,

Sapnotdo-> f%“/ 3

Reynalds d Frake, FC





[image: image19.jpg]SUNGARD’




www.sungard.com/publicsector • 407-304-3235 • 800-727-8088 toll-free
April 16, 2013

Ms. Valerie Broxson

SUGA President

Okaloosa County Water and Sewer

1804 Lewis Turner Blvd, Suite 300

Fort Walton Beach, FL  32547

Dear Valerie:

This letter serves as SunGard Public Sector’s commitment to the 2014 International SUGA Conference in Anaheim, CA.  We are happy to commit the following:

1)  Up to $25,000 in food and beverage spend as SunGard Public Sector deems appropriate

2)  Minimum room block utilization of 250 room nights

3)  Appropriate Public Administration and Public Safety & Justice staff to support conference needs as determined by agenda and events scheduled

4)  Incentives for up to 40 user-led presentations approved by both SunGard and SUGA (no changes from 2013 conference incentives)

5)  Purchase of lunch tickets for SunGard staff members that attend luncheons

6)  Utilization of 60 SunGard Public Sector laptops for use in 3 lab rooms (roundtrip shipment at SunGard Public Sector’s expense)

We look forward to working with you on a successful 2014 conference. Sincerely,

Mike Borman
Mike Borman

CEO

SunGard Public Sector

Cc: Calvin Patterson, Anthony Sorce, Jim Dahl, Bill Haight, Nanette Anderson, Teri

Anticevich, Kevin Lafeber, Melissa Goings, Jamie Pagels, Patricia Montville
SunGard Public Sector Inc. • 1000 Business Center Drive • Lake Mary, FL 32746 • www.sungard.com/publicsector
June 2, 2014
Mr. Calvin Patterson

President, SUGA

City of Columbia

P.O. Box 6015

Columbia, MO 65205-6015 

Dear Calvin:

As a long-time partner of the SUGA organization, SunGard Public Sector appreciates the opportunity to engage with SUGA members.  

As discussed during the 2013 SUGA Summer Board Meeting, the resource allocation of supporting nine conferences has grown to a point where SunGard Public Sector is not efficiently or effectively serving the training and networking needs of its clients. We believe the best way to appropriately align our resources with our clients’ needs is to create a new regional end-user training model.  

On the following pages is a new regional training event model that SunGard Public Sector is committing to for implementation at all 2014 regional events and for a minimum of 3 years (all events in 2014, 2015, and 2016).  It addresses the basic objective, format, requirements, responsibilities, support, and other relevant information.

Again, we appreciate the opportunity to engage with the SUGA board and its members.  We support the training and networking needs of our clients and look forward to working with the board to implement a sustainable plan for doing so.  

Best regards,
[image: image20.jpg]A




Kevin Lafeber

Vice President of Sales & Marketing

Cc: Melissa Goings, SunGard Public Sector; Jamie Pagels, SunGard Public Sector; Teri Anticevich, Meeting & Association Management Services, Inc.; Valerie Broxson, SUGA Past President; Tom Amburgey, SUGA President-Elect; Diane Wright, SUGA Treasurer; Anthony Sorce, SUGA Past Treasurer; Sandy Reece, SUGA Secretary; Nanette Anderson, SUGA Director at Large; Jim Dahl, SUGA Advisory
END-USER REGIONAL TRAINING EVENTS

OBJECTIVE

Implement a sustainable end-user regional training event model relative to SunGard Public Sector client needs and in consideration of the time and expense allocation of SunGard Public Sector resources. 

FORMAT 

SunGard Public Sector will support four 2-day regional training events annually, as outlined below. While recommended territories are indicated, any SunGard Public Sector client can attend any regional training event. 

1) Central - Arkansas, Illinois, Indiana, Iowa, Kansas, Louisiana, Michigan, Minnesota, Missouri, Nebraska, North Dakota, Ohio, Oklahoma, South Dakota, Texas, and Wisconsin 

Customers in Region: 428 (233 Public Administration, 243 Public Safety & Justice)
Timeframe:  February or March
Product Line Focus: NaviLine Public Admin, NaviLine PS&J, and ONESolution PS&J

2) Canada – All Canada clients 

Customers in Region: 13 (13 Public Administration, 2 Public Safety & Justice)
Timeframe:  September (October can be considered if it is early in the month) 
Product Line Focus: NaviLine Public Admin

3) East – Alabama, Caribbean, Connecticut, Delaware, Florida, Georgia, Kentucky, Maine, Maryland, Massachusetts, Mississippi, New Hampshire, New Jersey, New York, North Carolina, Pennsylvania, Rhode Island, South Carolina, Tennessee, Vermont, Virginia, and West Virginia 

Customers in Region: 663 (373 Public Administration, 372 Public Safety & Justice)
Timeframe: Late October or November 

Product Line Focus: NaviLine Public Admin, ONESolution Public Admin, and PLUS Public Admin

Note: Public Safety & Justice is not included in the East regional training event due to the Public Safety & Justice Conference being held in August in the East region.

4) West – Alaska, American Samoa, Arizona, California, Colorado, Guam, Hawaii, Idaho, Montana, Nevada, New Mexico, Oregon, Utah, Washington, and Wyoming 

Customers in Region: 331 (296 Public Administration, 65 Public Safety & Justice)
Timeframe: December

Product Line Focus: NaviLine Public Admin, NaviLine Public Safety & Justice (remote and accessible exclusively at 2014 live event), ONESolution Public Admin, and PLUS Public Admin.  Future inclusion of NaviLine Public Safety & Justice training will be discussed and evaluated by SunGard Public Sector, SUGA, and West SUGA after the 2014 event.  
Regional Training Event dates should not conflict with other major events in which SunGard Public Sector participates.  A list of 2014 events is enclosed and major events are highlighted.
A SunGard Public Sector customer map and matrix of customer demographics is also enclosed. 

Notes: 

· ONESolution Public Admin includes the products formerly known as IFAS.  ONESolution PS&J includes the products formerly known as OSSI.

· Each Region is welcome to consider rotating which specific products are focused on annually within a given product line.  For example, an event that includes NaviLine Public Admin may want to consider having Building Permits and Planning/Engineering from the NaviLine Community suite in 2014, but have Code Enforcement and Land/Parcel Management in 2015, and Business Licenses and Tax Billing in 2016.    This is simply an example and not a suggestion.  

· Upon request, SunGard Public Sector will provide each Region with the number of customers in the region that own specific products.  

· The International SUGA Conference is held in May or June (focused on all Public Administration product lines, NaviLine, ONESolution, and PLUS) and the PS&J Conference is held in August (focused on both Public Safety & Justice product lines, NaviLine and ONESolution).

The timing of all events represents a plan that more appropriately spaces out the various events held throughout the year.  

The specific product lines at each event can be adjusted as the SunGard Public Sector client base evolves in the coming years or if the Region deems it appropriate to use allotted trainers for a specific product outside of what has been recommended by SunGard Public Sector.  Region should make this decision based upon the needs of the overall Region.
Organizations with users who cannot travel out of state and wish to participate in training are encouraged to partner with other neighboring organizations to bring a SunGard Public Sector trainer or trainers to one of the organizations and share the cost. An organization’s CSE can assist with scheduling a joint training session.    
Third-party exhibitor participation is not recommended since the target audiences are end users. However, it may be included provided that the Region clearly communicates to potential exhibitors that the event is intended for end users rather than decision makers.  Exhibitors must be a member of the SunGard Public Sector Strategic Alliance portfolio or be pre-approved by SunGard Public Sector.
Third-party exhibitors are encouraged to sponsor and participate in the Public Administration and Public Safety & Justice International Conferences.   

The following outlines the basic requirements and support for each event.
REQUIREMENTS AND RESPONSIBILITIES
Event Site

· SunGard Public Sector encourages Regional groups to hold training events at a SunGard Public Sector client site if one is suitable and the client is agreeable; however, this is not required. 
· If an appropriate client site is not available then a hotel may be used and arrangements made by the applicable Region with the assistance of SUGA’s meeting management company.  
· SunGard Public Sector will provide written commitment of its sponsorship for each event.  

· Event site must offer reliable Internet connectivity 

· The number of training rooms secured at the facility should be based upon event attendance as outlined under the SUPPORT section of this document.  Additional training rooms may be secured for user-led sessions, at the Region’s discretion.  Space should also be reserved for meal service.

· An approximate number of event attendees should be determined before the event is scheduled and registration opens.  Online registration will close three business days prior to the event start date or until Region has determined it cannot reasonably accommodate further registrations in the venue selected, whichever occurs first.  

· A hotel guest room block should be secured by the Region with the assistance of SUGA’s meeting management company.  
Registration
· It is expected that the Regions promote the events to potential attendees through the SUGA website, discussion groups, and other channels as determined necessary by the Region and its users’ communication needs.   
· Registrations for the events will be processed through SUGA’s event registration site. Event registration fees will be determined by SUGA/Region.  Presumed costs to Region:

· Additional trainers

· Printing (presumably agenda only)

· Board/committee travel 

· Services provided by SUGA’s meeting management company

Additional presumed costs to Region if event is scheduled at a hotel:

· Internet for additional training rooms, event days, or event spaces beyond those outlined in this document

· Audio/Visual equipment rentals (screens, microphones, etc.) for additional training rooms, event days, or event spaces beyond those outlined in this document

· Computer rental and associated services if lab training is desired.  See more information about this on page 5.  

· SunGard Public Sector will be provided with an event attendee list weekly beginning at least 6 weeks prior to the event.  The attendee list will include, for each registrant, the attendee name, organization, client code, department, job title, mailing address, email address, phone number, product lines used, interest areas, and whether individual wishes to receive CPE credit. 

· SunGard Public Sector will be provided with a final attendee list after the event. 
· On-site event registration will be managed by SUGA’s meeting management company.  One person from the SunGard Public Sector Strategic Meetings & Events Team will attend the event. 

Cancellations

· SunGard Public Sector will partner with each Region to participate in a regional training event in 2014.  SunGard has no intention of cancelling any of these events.   
Agenda

· Agenda requests for each event must be provided to SunGard Public Sector six months in advance of the event start date.  After receiving agenda requests, the event agenda will be created by SunGard Public Sector and submitted to Region within three months.  Requests will be fulfilled based upon availability of appropriate trainers.  We understand that a six-month notice will not be possible for some events in early 2014 due to the timing of this letter.  SunGard Public Sector intends to work with each Region listed above to host an event in 2014.
· User-led sessions are encouraged at each event. 

· There will not be an opening session at regional training events.  Region is welcome to hold a business meeting at one of the lunches.  

· Basic proposed daily agenda:

8:00-8:45 am

Continental Breakfast & Registration

8:45-9:45 am

Training Sessions

10:00-11:00 am
Training Sessions

11:15 am-12:15 pm
Training Sessions

12:15-1:00 pm

Lunch

1:00-2:00 pm

Training Sessions

2:15-3:15 pm

Training Sessions

3:30-4:30 pm

Training Sessions 

· Region is welcome to host an evening social event at its own expense if desired. 

· Lab training is welcome if Region wishes to contract with a third-party to provide training at its own expense (Example: Microsoft Office training). 

SUPPORT

· SunGard Public Sector will provide trainers and/or presenters for each event, as shown below, at no charge.  Region is welcome to request specific trainers.  Request fulfillment will be based upon availability.  SunGard Public Sector trainers/presenters will be scheduled to present up to 10 sessions maximum per event.  Region is encouraged to recruit user-led sessions to fill additional available spaces on the agenda.

	Number of Attendees*
	Number of Trainers/Presenters
	Number of Training Rooms

	50-74
	5
	4-5

	75-99
	7
	6-7

	100-149
	9
	8-9

	150-199
	11
	10-11

	200-249
	13
	12-13

	250-299
	15
	14-15

	300-349
	17
	16-17

	350-399
	19
	18-19

	400-449
	21
	20-21

	450-499
	23
	22-23

	500+
	25
	24-25


* Refers to number of attendees anticipated at 3 weeks before the event.  SunGard Public Sector’s Events Manager will work with SUGA’s Meeting Manager to determine anticipated attendance.  The current registration list, hotel room block, and history will be reviewed.  Please note that if attendance increases 3 weeks or less before the event, the number of trainers will not increase as this does not allow sufficient time for preparation.  

· Additional trainers or presenters may be available at standard training rates, currently $160 per hour, plus travel costs.  SunGard Public Sector is willing to consider providing a trainer for a product line not listed as a product focus for a given event in the FORMAT section of this document.  
· Remote sessions may be considered to fill gaps on the agenda as needed.  Region should request remote sessions, if desired, when submitting the agenda request list for the event. If appropriate resources are available, they will be provided at no charge.  
· SunGard Public Sector will support each event with the following representation:  Trainers as outlined above, CSE team representatives, and one Strategic Meetings & Events Team representative.  At its discretion, SunGard may send additional representatives if needed. 

· Upon Region’s request, SunGard Public Sector will provide a catalog of training classes from which Region may select.  SunGard will make every effort to accommodate requests provided that proper product experts are available for the classes chosen.  Region is also welcome to request training classes not shown in the catalog and SunGard Public Sector will make an effort to include requested classes on the agenda.  

· SunGard Public Sector will continue to sponsor Continuing Professional Education (CPE) units for eligible courses instructed by SunGard Public Sector.  Customers may view and print transcript information as needed from the Training & Development website.  

· SunGard Public Sector will provide incentives for user-led presentations.  

· Presentations will be conducted via Internet connectivity to software data housed at a SunGard facility, PowerPoint presentations with product screenshots, or a combination of both.  Hardware and I.T. staff will not be sent to the event.  Trainers and presenters will arrive equipped with a laptop, projector, and an attendance tracking solution.  A projector will be available for the duration of the day for two days to accommodate the number of training rooms listed above in the first bullet of this SUPPORT section. 
· SunGard Public Sector will pay for two days of internet to accommodate the number of training rooms listed above in the first bullet of this SUPPORT section.  Additional internet needs are at the expense of the Region. 






· SunGard Public Sector will pay for two days of audio-visual equipment rental to accommodate the training rooms listed above in the first bullet of this SUPPORT section.  Additional audio-visual needs are at the expense of the Region. 
· SunGard Public Sector will provide two (2) continental breakfasts and two (2) lunches at each regional training event. 
· If required by event venue, SunGard Public Sector will pay meeting room rental on training rooms listed above in the first bullet of this SUPPORT section.  Meeting room rental costs beyond this are at the expense of the Region.  
· SunGard Public Sector will print event name badges and provide name badge holders.

· SunGard Public Sector will provide a giveaway to attendees.  

· SunGard Public Sector will track session attendance.    

· SunGard Public Sector will market the events through its website, social media, email campaigns, CSE newsletters, and other channels.

· The SunGard Public Sector Strategic Meetings & Events Team will work directly with SUGA’s meeting management company throughout the planning process for each event.  The team will also be available for email and phone communications with Region members if necessary but will not attend regular Region conference calls.  Regions should work with SUGA to secure conference phone lines as needed.  
· The SUGA board will work with regional boards/committees to determine future direction. 

· During the first three years of the new model, SunGard Public Sector will continue to evaluate it collaboratively with SUGA and the Regions to determine whether improvements are necessary and agreeable to all.

June 29, 2015

Nanette Anderson

President, SUGA

Rock Island County ETSB

Email: nanettea@ricoetsb.org 

Dear Nanette:

This letter serves as SunGard Public Sector’s commitment to the 2015 SUGA East Regional Training Event.  We are pleased to commit the following:

1) Trainers to support event as determined by attendance level and agenda

2) Client Success Team and Information Services Team representation 

3) Continental Breakfast and Lunch for two days for registered attendees and staff 

4) Meeting room rental for two days, if applicable, for the number of rooms appropriate based on event attendance 

5) SunGard Public Sector staff attending the event will utilize the official event hotel for sleeping rooms (unless hotel sells out prior to reservation cut-off date or room block sells out prior to reservation cut-off date and hotel no longer honors the group rate) 

6) Breakout room Internet charges and audio-visual rental fees for two days for the number of rooms appropriate based on event attendance 

7) Event name badges and name badge holders 

8) Giveaway for event attendees (such as tote bag, backpack, padfolio, or other item)

9) Incentives for user-led presentations approved by both SUGA and SunGard Public Sector 

10) Tracking of session attendance 

11) Sponsorship of CPE (Continuing Professional Education) units for eligible sessions 

We look forward to working with you on a successful 2015 training event.

Sincerely, 
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Kevin Lafeber

Vice President of Sales & Marketing

Cc: Evie Poness, Teri Anticevich, Jamie Pagels
March 24, 2015

Ms. Nanette Anderson

Rock Island County ETSB

1504 3rd Avenue

Rock Island, IL 61201

nanettea@ricoetsb.org


Dear Nanette: 

This letter serves as SunGard Public Sector’s commitment to the 2016 International SUGA Conference.  We are enthusiastic about working with SUGA on this event and are happy to commit the following:

12) Minimum of $5,000 (++) in food and beverage to be spent at the conference hotel 

13) Networking Night Cap events for Public Administration and Public Safety & Justice 

14) Contribution towards charity fundraiser or event to match SUGA’s contribution 

15) Minimum room block utilization of 350 room nights

16) Appropriate Public Administration and Public Safety & Justice staff to support conference needs as determined by agenda and events scheduled

17) Incentives for up to 50 user-led presentations approved by both SunGard and SUGA 

18) Purchase of lunch tickets for SunGard staff members that attend luncheons  
We look forward to a successful 2016 conference. 

Sincerely, 
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Kevin Lafeber

Vice President of Sales & Marketing/General Manager, Public Safety & Justice 

Cc: Calvin Patterson, Heather Mikulas, Anthony Sorce, Sandy Reece, Consuela Wilson, Jim Dahl, Tracy Smith, Evelyn Poness, Andrew Wynne, Dan Amyot, Teri Anticevich, Melissa Goings, Jamie Pagels
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