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ASSOCIATION MEMBERSHIP

I.
PURPOSE:

To establish a policy to address employee memberships, Department support of organizations and Department involvement in co-sponsoring events with organizations outside the Department.

II.
SCOPE:

Department wide.

III.
POLICY:

A.
Participation in organizations must meet the following criteria:

1. The employee's involvement in the organization's activities must be consistent with Department policies and mission.

2. If the employee plans to lobby or otherwise represent himself or herself primarily a member of the outside organization to a local, state, or federal legislator or office holder of an executive administration, then he or she must take leave time.

3. The employee will review with their immediate supervisor to determine the appropriateness of travel and time dedicated to the outside organization(s).

4. Division directors have the authority to approve the payment of memberships and travel, authorize release time, and authorize the use of other Department resources.

B.
The criteria division directors will use to determine if their division will pay for memberships and travel, allow for leave, and authorize the use of other Department resources are (in priority order) (criteria B.1. and B.2. are mandatory for approval):

1. direct benefit for the Department;

2. activities of the organization enhance the department/division/bureau/ office mission;

3. the perceived need for department/division/bureau/office representation;

4. the opportunity for staff of the division/bureau/office to network with similar agencies; 

5. resources are available for the activity; and

6. main purpose of the organization and its activities.

C.
Equity or reward for exceptional work should not be considered primary criteria for approval.

D.
If a division director determines that membership in an organization is needed primarily to obtain a journal or similar literature, significantly reduced meeting registration, or other benefits, then the division will seek an organizational membership. If the organization does not allow for organizational memberships, then the division will select someone within the division to be the point of contact. That point of contact will use their business address for enrollment and forwarding of correspondence. The point of contact will share all materials with Department staff as appropriate.

E.
An employee shall not perform organizational duties during regular working hours and/or use Department clerical support, equipment or supplies unless such activities are considered to be of benefit to the Department, will not interfere with regular work assignments, and are approved by the immediate supervisor.

F.
Department-supported membership in any organization not listed will be on a case-by-case basis. For inclusion, the Department must receive the following: 1) the mission and values of the organization; 2) the benefit of employee membership; and 3) a recommendation by the division director to add this organization to the list.

G.
Co-sponsorship occurs when the Department, along with other organization(s), participates in a shared event such as a conference or meeting that promotes the Department’s mission. For such events, the planning and the cost incurred for these events are handled by an organization other than the Department and the Department agrees to share the cost with the organizations involved. The following procedures must be followed:

1. The Department/Division shall prepare a letter of agreement to the organization hosting the event stipulating the name of the event, the date of the event, and the amount that the Department agrees to pay. The Division Director or designee must sign the letter of agreement.  

2. If the Department agrees to handle a certain portion of the event (i.e. provide food, etc.) in lieu of paying a flat amount to the organization, this should be stipulated in the letter of agreement. A co-sponsorship that identifies a specific item to be paid directly to the vendor supplying the item is subject to the State’s procurement laws and regulations. Refer to Procurement Policy 2.1 – Commodity Procurement Policy and Procedures. 

3. The letter of agreement shall include the standard invoice requirements such as the invoice must be billed to the Department and it must include the “Remit To” address for payment. Invoice requirements can be found in the Code of State Regulations under 1 CSR 10-3.010 Preapproval of Claims and Accounts: Definitions/Examples.  

4. A copy of the letter of agreement must be attached to the invoice submitted for payment. Also, a copy of the brochure/announcement of the event with the Department’s name appearing on it as a co-sponsor must be attached to the payment request. 

5. If the department is reimbursing an organization for specific items purchased for the event, itemized receipts must be attached to the payment request for the items purchased.

6. Any payment for the co-sponsorship that is not identified for a specific item will be charged to object code 2380 (Organization Memberships) and sub object code 01 (Co-sponsorship). If a specific item is purchased by DHSS, the item must be coded to the appropriate object code for the item being purchased.

Approved organizations are listed on Policy Attachment 17.2A.
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