TERMS OF REFERENCES & BY-LAWS

TERMS OF REFERENCE AND BY-LAWS
	Terms of Reference – Annual Conference

	1. Application

 (a) The sponsoring organization shall submit an application to the Executive Committee which shall include:

  (i)    the name of the sponsoring chapter or group or individual.

  (ii)   the proposed dates.

  (iii)  the chair(s).

  (iv)  the location and a letter of confirmation re location.

  (v)  the general name of the Conference which shall be "The -_____ Annual    Conference of OAME/AOEM" in which the year that the conference is held    is inserted in the blank.

 (b) The sponsoring organization shall submit a detailed budget to the Executive Committee, using the financial template provided by OAME/AOEM, at least 13 months before the conference. (Oct 22, 2005)
2.  Function of the Planning Committee

 (a) Plan and run an OAME/AOEM Annual Conference in accord with the Guidelines for OAME/AOEM Annual Conference Planning Committee.
3.  Finances

 See By-Laws 16 & 21

	By-Laws

	By-Law 16   Sources of Funds

1. The following constitute regular sources of funds for OAME/AOEM:

 (a) Membership Fees.

 (b) Professional Development Fee of $35.00 per paid delegate to the Annual OAME/AOEM Conference and prorated for partial attendance.  

 (c) Fifty per cent (50%) of the surplus of receipts over expenditures received from the  Annual OAME/AOEM Conference except for a joint OAME/NCTM conference where the  policy must be agreed to by NCTM, OAME/AOEM and the sponsoring chapter, group or   individual.

By-Law 21 Annual Conference  (revised Oct 22, 2005, June 9, 2007)

1. An OAME/AOEM Annual Conference shall be held each year in the second week of May or at another time approved by the Board of Directors. 

2. The OAME/AOEM Annual General Meeting shall be held in conjunction with the Annual  Conference.  In years when an NCTM Annual Regional is held in Ontario, an OAME/AOEM Annual General Meeting may be held in conjunction with it.

3. Any chapter or any individual or group of individuals may submit an application to host an annual conference.

4. Applications should be submitted at least two and a half years in advance to the Executive Committee as outlined in the Terms of Reference for Conferences.

5. The final decision relating to location and sponsor shall be made by the Executive Committee and ratified by the Board of Directors no later than two years in advance where possible.

6. The Executive Committee, through reports from the Executive Directors, has a responsibility to monitor th e planning of the Annual Conference Planning Committee, to give advice when requested and to offer suggestions when it perceives potential problems.  The responsibility of the Executive Directors with respect to Conference Planning will be to:

 a. Provide regular reports to the Executive Committee regarding the progress of the Annual Conference Planning Committee,

 b. Forward questions from the Annual Conference Planning Committee to the Executive Committee,

 c. Communicate feedback from the Executive Committee to the Annual Conference Planning Committee whenever necessary,


	By-Laws (continued)

	d. Provide written reminders to the Annual Conference Planning Committee regarding critical dates and reports and documentation due.
7. If a net loss is incurred in conducting the OAME/AOEM Annual Conference, OAME/AOEM will bear that loss unless:

  a. the budget using the OAME/AOEM financial template was not received by OAME/AOEM at least thirteen months before the conference date, and written reminders were provided by the Executive Directors at least one month before the budget due date and/or

  b. the Conference Committee was negligent in the performance of their duties.

8. Acts of negligence may include but are not restricted to, the misappropriation of funds, the careless handling of funds, or careless business practices.

9. The organizing committee shall be known as the . . . .  Annual Conference Planning Committee, the year of the conference being inserted at the beginning of the committee name.  This Committee shall be responsible for acting in accordance with the policies in this By-Law, the Terms of Reference, and the Guidelines for Annual Conferences and be members in good standing of OAME. (revised, March 18, 2002) 

10.  Within two years of the conference date, the Annual Conference Planning Committee

a. may be advanced $10 000 by the Executive Director after the Annual Conference  Planning Committee has submitted a request which includes:

   i) the list of signing officers

  ii) the details of the opening of a bank account

  iii) a detailed budget using the OAME/AOEM financial template;

b. may be advanced a maximum of $5000 in additional funds upon approval by the OAME/AOEM Executive Committee of a written request which provides a detailed accounting of the disbursement of the initial funds, using the OAME/AOEM financial template, and an itemized plan justifying  the need for the additional funds. 

11. Any monies advanced to an Annual Conference Planning Committee by OAME/AOEM are repayable within 30 days of the final day of the conference concerned.

12. During the year following the OAME/AOEM Annual Conference, an interim financial statement shall be presented at the first Executive and the first meeting of the Board. A final financial statement, accompanied by the monies payable to OAME/AOEM shall be presented at the second meeting of the Board.  This final financial statement, using the OAME/AOEM financial template, shall include a comparison of actual results against the original budget with explanations for discrepancies. 

13.  OAME/AOEM reserves the right to have the financial statements of the hosting committee audited.

14. All ledgers shall be closed one year after the last day of the previous Annual Conference. 
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