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SECTION INFORMATION

Checklist of Activities

SECTION FORMATION
Checklist of Activities

INTRODUCTION
This checklist is a tool to help volunteers and leaders of SPE have a clear understanding of what is required to complete a petition for Section-in- formation, and then to bring an in-formation Section to full status after a two-year in-formation period.

All SPE activities are guided by SPE Bylaws and Policies (in particular, SPE Policy 013: Section Establishment details governance rules and practices for Section formation).  
STAGE I: ORGANIZE A STEERING COMMITTEE AND INITIATE A PETITION FOR FORMATION
 FORMCHECKBOX 
  Have held an organizational meeting. Date & Location: ___________________________

The following activates are usually completed at an organizational meeting(s) 
 FORMCHECKBOX 
  Defined name for the Section: _______________________________________________

 FORMCHECKBOX 
  Identify a Steering Committee.  The Steering Committee shall serve as the Board of the Section for a two-year “protected period.” 
President       
Councilor       
Secretary       
Treasurer       
Membership Committee Chair       
Technical Program Chair     
 FORMCHECKBOX 
  Document the area of geographical boundaries of the Section:

 FORMCHECKBOX 
  [Done by the Chair] Send a request to Kathy Schacht (kschacht@4spe.org) to ask for creation of an online petition Request must include the Section name, steering committee names, and geographical boundaries 
· SPE Staff creates an online petition form using the information provided and sends the Chair the web address for use in soliciting petition signatures
STAGE I COMPLETE!
STAGE II: SOLICIT PETITION SIGNATURES AND APPLY FOR FORMATION APPROVAL
 FORMCHECKBOX 
  Have the petition signed by 35 people, all of whom have indicated an interest in being a part of the Section for at least two-years. Petition signers must be SPE members.
 FORMCHECKBOX 
   Confirm with SPE Staff when at least 35 signatures have been received

· SPE Staff will submit a request for Section Formation to the Section Committee for approval. This request must be made at least 60 days prior to the next scheduled Council meeting to give enough time for all committees to meet and review the application.
STAGE II COMPLETE!
STAGE III: ONGOING ACTIVITY AND REPORTING REQUIREMENTS
ACTIVITIES
For a two-year period from the date of its formation, no external activity is required.  Internal activity within its membership is expected, such as meetings, communication, discussions and planning. Note: during this two-year period, especially, there must be at least one responsible, readily accessible person to lead the Section (the President).  Any duty of the President may be delegated to members, but the President remains the point of communication for the Section and bears responsibility for its actions.

OPERATIONAL AND OTHER SUPPORT
Section operations are supported SPE Headquarters.  Support items include, but are not limited to, the following

· Maintain a record of the Section leadership 

· Maintain a record of the Section membership 

· Create a basic micro-site on the SPE website

INACTIVE CHAPTERS 
If a Section produces no suitable external activity after the two-year protected period, or within any year beyond the protected period, or if there is failure to maintain communications with SPE Headquarters, the Section may be terminated by action of the Sections Committees upon recommendation of SPE Staff.  Notice of 60 days will be given; beyond this time, the Section cannot be reactivated without repeating the original petition.
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