AACP 2014-2015 Special Project and Operations Budget Guidelines

Special Projects and Operations (Due October 22) – must be submitted for review by the Finance Committee and are charged against the Special interest groups' budget line.  Please submit requests no later than Friday, October 11.  Each SIG will be granted a special projects budget up to $750. Budget requests beyond this level may be requested for consideration. Occasionally it may be mutually advantageous and agreeable to have headquarters provide a service under this component of the budget.  When this occurs the SIG's allocation will be charged appropriately.

  
Special Projects
Special projects can include but are not limited to meetings, development and/or purchasing of reports and/or publications, etc.  The governance team will respond in writing to all special interest group requests for funding.

If a special project needs cannot be met AACP outside sources of funding may be sought.  The use of these funds must still conform to the Annual Meeting policy approved by the Board and these budget guidelines.  The SIG should work with its staff liaison to identify possible sources of outside funding.  To avoid duplicate or conflicting fund-seeking efforts, the Association will coordinate and solicit fund raising for these purposes.  No commitments for the expenditure of these funds should be made by the Association or the SIG until the Association has been assured that they will be forthcoming.  The Association will receive grants and disburse payments based on requests and accompanying receipts.

Operations
Costs for mailings by SIGs (including postage and photocopying of flyers, brochures, etc.) will be reimbursed upon presentation of a request for reimbursement (including receipts) to Governance.  This component will be monitored by the governance team.  No funds will be reimbursed or charged if the SIG overspends its allocation.  REMINDER: Listservs are a cost-effective and efficient method for meeting many communication needs and are available to all SIG members.

Conference calls – SIG chairs and chairs-elect should contact Governance to schedule and arrange a conference.  Provide governance with the time and date of the call (including time zone), the length of time you would like the call to last and the number of participants.  A confirmation email will be sent to you shortly after this information is received.  Please contact Governance no later than 2 business days before the intended call.  The cost of a general conference call is $25.  Please submit an estimate of the number of calls your SIG may utilize.

Webinars – SIG chairs and chairs-elect should complete the webinar request form and send it to Governance to approve the webinar fits in the SIG’s budget.  Guidelines for webinars can be found on the AACP web site.  Please contact Governance no later than 60 days before the webinar.  The general cost of a webinar is $50.  Please submit an estimate of the number of webinars your SIG may utilize.

These Guidelines have been prepared to assist the SIGs and staff in providing the highest level of service possible to AACP members.  Any suggestions for improving or modifying these Guidelines should be made in writing to Melinda Colón. 

Special Project and Operations Budget Request Form
Use the dropdown menu to select your SIG:  FORMDROPDOWN 
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Estimate Cost:      
3. Operations (if any) 

Estimated # of Conference calls:      
Estimated # of Webinars:      
Estimated postage:      
Total Estimated Operations Cost:      

TOTAL Estimate cost:      
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Submitted by (Chair or Chair-elect's name): ____________________________ 
