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SOCIETY ACT 
 

CONSTITUTION  
 
The name of the Society is North Central Local Government Association. 
 

1. The purposes of the Society are: 
a. To secure united action among the members in dealing with all 

matters of individual or common local government interest. 
b. To be an agency for cooperation with the Union of British Columbia 

Municipalities for the continued development of sound local 
government. 

 
2. In the event that the Society should at any time be wound up or dissolved, 

the remaining assets after payment of all debts and liabilities shall be turned 
over to a recognized charitable organization in the Province of British 
Columbia or elsewhere in Canada.  This provision in unalterable. 

 
BYLAWS 

 
Bylaws of the North Central Local Government Association 

 
Part 1 – Interpretation 

1. (1) In these bylaws, unless the context otherwise requires: 
(a) “directors” means the directors of the society for the time being; 
(b) “Society Act” means the Society Act of British Columbia from time 

to time in force and all amendments to it; 
(c) “registered address” of a member means the member’s address 

as recorded in the register of members. 
 

(2) The definitions in the Society Act on the date these bylaws become 
effective apply to these bylaws. 

 
2. Words importing the singular include the plural and vice versa; and words 

importing a male person include a female person and a corporation. 
 

Part 2 – Membership 
 

3. The membership in the Association shall consist of all cities, districts, 
townships, towns, villages, regional districts and other local governments 
within the north area of British Columbia, that being the area north of, and 
including, the District of 100 Mile House, who have subsequently become 
members, in accordance with these bylaws and, in either case, have not 
ceased to be members, and that meet criteria established by the Executive 
and that make application to join the Association and pay the annual dues. 



 - 4 -   

 
4. Cities, districts, townships, towns, villages, regional districts and other local 

governments in the north area of British Columbia as described above may 
apply to the directors for membership in the society and on acceptance by 
the directors will become members. 

 
5. Every member must uphold the constitution and comply with these bylaws. 
 
6. (1) Changes to membership dues will be recommended by the NCLGA 

Executive and subsequently approved by the membership at a general 
meeting. 

 
(2) The annual membership dues cover the fiscal year of the society, 
that being April 1 – March 31 of any given year.  The annual membership 
dues must be paid before the annual general meeting in order to be 
considered a member in good standing and to have voting privileges. 

7. A municipality, regional district or other local government ceases to be a 
member of the society: 

 
a) by delivering its resignation in writing to the secretary of the society 

or by mailing or delivering it to the address of the society; 
b) on being expelled; or 
c) on having been a member not in good standing for 12 consecutive 

months. 
 

8. (1) A member may be expelled by a special resolution of the members 
passed at a general meeting. 

 
(2) The notice of special resolution for expulsion must be accompanied 
by a brief statement of the reasons for the proposed expulsion. 
 
(3) The municipality, regional district or other local government which is 
the subject of the proposed resolution for expulsion must be given an 
opportunity to be heard at the general meeting before the special resolution 
is put to a vote. 

 
9. All members are in good standing except a member who has failed to pay 

its current annual membership fee or any other subscription or debt due 
and owing by the member to the society and the member is not in good 
standing so long as the debt remains unpaid. 
 

Part 3 – Meetings of Members 
 

10. General meetings of the society must be held at the time and place, in 
accordance with the Society Act, that the directors decide. 
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11. Every general meeting, other than an annual general meeting, is an 

extraordinary general meeting. 
 
12. The directors may, when they think fit, convene an extraordinary general 

meeting by a three-fourths majority vote of all directors. 
 
13. (1) Notice of a general meeting must specify the place, day and hour of 

the meeting, and, in case of special business, the general nature of that 
business. 

 
(2) The accidental omission to give notice of a meeting to, or the non-
receipt of a notice by, any of the members entitled to receive notice does 
not invalidate proceedings at that meeting. 

 
14. The first annual general meeting of the society must be held not more than 

15 months after the date of incorporation and after that an annual general 
meeting must be held at least once in every calendar year and not more 
than 15 months after the holding of the last preceding general meeting and 
the location of an annual general meeting other than the first annual general 
meeting must be determined by ordinary resolution at the annual general 
meeting. 

Part 4 – Proceedings at General Meetings 

15. Special business is  

(a) all business at an extraordinary general meeting except the 
adoption of rules of order; and  

(b) all business conducted at an annual general meeting, except the 
following: 

(I.) the adoption of rules of order; 
(II.) the consideration of the financial statements; 
(III.) the report of the directors; 
(IV.) the report of the auditor, if any; 
(V.) the election of directors; 

(VI.) the appointment of the auditor, if required; and 
(VII.) the other business that, under these bylaws, ought to be 

conducted at an annual general meeting, or business that is 
brought under consideration by the report of the directors 
issued with the notice convening the meeting. 

 
16. (1) Business other than the election of a chair and the adjournment or 

termination of the meeting must not be conducted at a general meeting at a 
time when a quorum is not present. 
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2. If at any time during a general meeting there ceases to be a quorum 
present, business then in progress must be suspended until there is a 
quorum present or until the meeting is adjourned or terminated. 
3. A quorum is 20 members present or a greater number that the 
members may determine at a general meeting. 

 
17. If within 30 minutes from the time appointed for a general meeting a quorum 

is not present, the meeting, if convened on the requisition of members, 
must be terminated; but in any other case, it must stand adjourned to the 
same day in the next week, at the same time and place, and if, at the 
adjourned meeting, a quorum is not present within 30 minutes from the time 
appointed for the meeting, the members present constitute a quorum. 

 
18. Subject to bylaw 19, the president of the society, the first or second vice 

president or in the absence of all three, one of the other directors present, 
must preside as chair of a general meeting. 

 
19. If at a general meeting 

 
a) there is no president, first vice president or other director present 

within 15 minutes after the time appointed for holding the meeting; or 
b) the president and all the other directors present are unwilling to act 

as the chair, the members present must choose one of their number 
to be the chair. 

 
20. (1) A general meeting may be adjourned form time to time and from 

place to place, but business must be conducted at an adjourned meeting 
other than the business left unfinished at the meeting from which the 
adjournment took place. 

 
(2) When a meeting is adjourned for 10 days or more, notice of the 
adjourned meeting must be given as in the case of the original meeting. 
 
(3) Except as provided in this bylaw, it is not necessary to give notice of 
an adjournment or of the business to be conducted at an adjourned general 
meeting. 

 
21. (1) The chair of a meeting may move or propose a resolution. 

 
(2) In the case of a tie vote the chair does not have a casting or second 
vote in addition to the vote to which he or she may be entitled as a member 
and the proposed resolution does not pass. 
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(3) Unless the Society Act or these bylaws otherwise provide, any action 
to be taken by a resolution of the members of the Society may be taken by 
ordinary resolution. 
 
(4) Subject to clause (7) below, resolutions will be considered by the 
Society at the annual general meeting only if they are in the hands of the 
secretary/treasurer no later than 60 days prior to the annual general 
meeting. 
 
(5) Copies of the resolutions received by the secretary/treasurer must be 
distributed to the clerk or secretary of the members at least 14 days prior to 
the annual general meeting; 
 
(6) Notwithstanding the foregoing, the directors may submit any matter 
to any meeting for consideration or action at any time; 
 
(7) A resolution to amend the Constitution must be given in writing to the 
secretary/treasurer 60 days before an annual general meeting or special 
meeting. 

 
22. (1) All elected officials of members in good standing present at a 

meeting of members of the society shall be delegates entitled to participate 
in debates and to vote on any matter at the meeting.  Each such elected 
official present at a meeting is entitled to one vote.  Any other delegates or 
representatives of members present at a meeting shall not be entitled to 
vote.  Unless authorized in advance at the meeting, any other delegates or 
representatives of members shall not be entitled to the privilege of the floor. 
 
(2) Voting is by show of hands. 

 
(3) Voting by proxy is not permitted. 

 
(4) Notwithstanding subparagraph (1), an elected official who holds a 
position in the local government of more than one member of the society 
may vote as the delegate for only one member of the society. 
 

Part 5 – Directors and Officers 
 

23. (1) The directors may exercise all the powers and do all the acts and 
things that the society may exercise and do, and that are not by these 
bylaws or by statute or otherwise lawfully directed or required to be 
exercised or done by the society in a general meeting, but subject, 
nevertheless, to 

a) all laws affecting the society; 
b) these bylaws; and  
c) rules, not being inconsistent with these bylaws, that are 

made from time to time by the society in a general 
meeting. 
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(2) A rule made by the society in a general meeting does not invalidate a 
prior act of the directors that would have been valid if that rule had not been 
made. 

 
24. (1) the president, vice president and one or more other persons are the 

directors of the society. 
 
(2) The number of directors must be nine (9) until after the first annual 
general meeting at which time the number of directors shall be fourteen 
(14) or a greater number determined from time to time at a general meeting. 

 
(3) A person is eligible to be a director if they are an elected official from 
an NCLGA local government member 

 
(4) The composition of the fourteen (14) directors shall be appointed or 
elected subject to the following: 

 
(i) the immediate past president shall be a director; 
 
(ii) the president, vice-president and 2nd vice-president (to 
be elected from the members' delegates at large) shall each 
be a director; 
 
(iii) one representative as appointed by each regional 
district area shall be a director; and; 
 
(iv) all remaining vacancies in the directorship shall be 
elected from the members' delegates at large. 

 
25. (1) The directors must retire from office at each annual general meeting 

when their successors are elected. 
 

(2) Separate elections must be held for each office to be filled, except 
for the office of the secretary treasurer (if any) who shall be appointed 
pursuant to section 43. 
 
(3) An election may be by acclamation; otherwise it must be by ballot. 
 
(4) If a successor is not elected the person previously elected or 
appointed continues to hold office. 
 
(5) A director may be nominated in writing in advance of the annual 
general meeting or may be nominated from the floor at the annual general 
meeting. 

 
26. (1) The directors may at any time and from time to time appoint a 

delegate of a member as a director to fill a vacancy in the directors. 
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(2) A director so appointed holds office only until the conclusion of the 
next annual general meeting of the society, but is eligible for re-election at 
the meeting. 

 
 

27. (1) If a director resigns his or her office or otherwise ceases to hold 
office, the remaining directors must appoint a delegate of a member to take 
the place of the former director. 
 
(2) An act or proceeding of the directors is not invalid merely because 
there are less than the prescribed number of directors in office. 
 
(3) If a director ceases to be an elected official of an NCLGA local 
government member the director automatically ceases to hold office as a 
director of the Society. 

 
28. (1) The members may by special resolution remove a director before the 

expiration of his or her term of office, and may elect a successor to 
complete the term of office. 

 
(2) The office of a director must be vacated if the director: 

(a) delivers a resignation in writing to the secretary or mails or 
delivers it to the address of the Society; 

 
(b) is convicted of an indictable offence, and the directors must 

have resolved to remove him; 
 
(c) fails to attend three consecutive meetings of the directors 

without good and sufficient reason in the opinion of the 
directors and the directors must have resolved to remove him; 

 
(d) if he or she is found by a court to be of unsound mind; 
 
(e) if he or she becomes bankrupt; or 
 
(f) on death; 
 

29. A director must not be remunerated for being or acting as a director but a 
director must be reimbursed for all expenses necessarily and reasonably 
incurred by the director while engaged in the affairs of the society. 

 
Part 6 – Proceedings of Directors 

 
30. (1) The directors may meet at the places they think fit to conduct 

business, adjourn and otherwise regulate their meetings and proceedings, as 
they see fit. 
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(2) The directors may from time to time set the quorum necessary to 
conduct business, and unless so set, the quorum is seven (7) directors then 
in office. 
 

(3) The president is the chair of all meetings of the directors, but if at a 
meeting the president is not present within 30 minutes after the time 
appointed for holding the meeting, the vice president must act as chair; but if 
neither is present the directors present may choose one of their number to be 
the chair at that meeting. 
 
(4) A director may at any time, and the secretary, on the request of a 
director, must, convene a meeting of the directors. 
 
(5) Without limiting the generality of bylaw 31(1), the directors of the 
Society must manage the affairs and the property of the Society, including, 
but not limited to, the power to: 

 
(a) enter into contracts and agreements on behalf of the Society and to 

delegate in such terms and conditions it considers appropriate the 
entering into of contracts and agreements; 

 
(b) authorize expenditures on behalf of the Society from time to time; 
 
(c) delegate by unanimous resolution to an officer or officers of the 
Society the right to employ and pay salaries to employees. 
 
(d) enter into trust arrangements with a trust company, bank or the 
Municipal Finance Authority for the purpose of creating a trust fund in 
which the capital interest may be made available for the benefit of 
promoting the interests of the Society in accordance with the terms as the 
directors may prescribe; 
 
(e) take any steps it deems requisite to enable the Society to acquire, 
accept, solicit or receive legacies, gifts, grants, settlements, bequests, 
endowments and donations of any kind whatsoever for the purpose of 
furthering the objects of the Society; and  
 
(f) subject to section 32 of the Society Act, the directors may from time to 

time on behalf of the Society invest the funds of the Society in any 
investments whatsoever which in the directors’ discretion it may 
consider advisable, and the directors may delegate on such terms and 
conditions as it considers appropriate the power to invest the funds of 
the Society. 

 
(6) Reasonable notice of a meeting must be given by specifying the 
place the date and the hour of such meeting by mail, postage prepaid, 
addressed to each of the directors at his or her address as it appears on the 
books of the Society or by leaving it at his or her usual business or 
residential address or by telephone, email or any method of transmitting 
legibly recorded messages or by personal service. 
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Reasonable notice must be seven days or a lesser period if agreed to by all  
14 directors. 

 
31. (1) The directors may delegate any, but not all, of their powers to 

committees consisting of the director or directors as they think fit. 
 

(2) A committee so formed in the exercise of the powers so delegated 
must conform to any rules imposed on it by the directors, and must report 
every act or thing done in exercise of those powers to the earliest meeting 
of the directors held after the act or thing has been done. 

 
32. A committee must elect a chair of its meetings; but if no chair is elected, or 

if at a meeting the chair is not present within 30 minutes after the time 
appointed for holding the meeting, the directors present who are members 
of the committee must choose one of their number to be chair of the 
meeting. 

 
33. The members of a committee may meet and adjourn as they think proper. 
 
34. For a first meeting of directors held immediately following the appointment 

or election of a director or directors at an annual or other general meeting of 
members, or for a meeting of the directors at which a director is appointed 
to fill a vacancy in the directors, it is not necessary to give notice of the 
meeting to the newly elected or appointed director or directors for the 
meeting to be constituted, if a quorum of the directors is present. 

 
35. A director who may be absent temporarily from British Columbia may send 

or deliver to the address of the society a waver of notice, which may be by 
letter or email, of any meeting of the directors and may at any time withdraw 
the waiver, and until the wavier is withdrawn, 

 
(a) a notice of meeting of directors is not required to be sent to 
that director; and  
 
(b) any and all meetings of the directors of the society, notice of 
which has not been given to that director if a quorum of the directors 
is present are valid and effective. 

 
36. (1) Questions arising at a meeting of the directors and committee of 

directors must be decided by a majority of votes. 
 

(2) In the case of a tie vote the chair does not have a second or casting 
vote. 

 
37. The chair of a meeting may move or propose a resolution. 

 
38. A resolution in writing, signed by all the directors and placed with the 

minutes of the directors is as valid and effective as if regularly passed at a 
meeting of directors. 
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Part 7 – Duties of Officers 
 

39. (1) The president presides at all meetings of the society and of the 
directors. 
 
(2) The president is the chief executive officer of the society and must 
supervise the other officers in the execution of their duties. 
 
(3) The president must designate the bank with which the Society’s 
accounts must be kept. 
 
(4) Either the president or a director authorized by resolution of the 
directors must co-sign with the secretary/treasurer banking resolutions and 
cheques drawn on the society’s bank account. 
 
(5) The president must generally exercise such oversight of the affairs of 
the society as may best promote its prosperity and protects its interest. 
 
(6) The president may appoint two persons to audit the accounts of the 
secretary/treasurer if he or she deems it necessary. 
 
(7) The president may appoint such special committees as he or she deems 
necessary. 

 
40. The vice president, or in their absence the second vice president, must 

carry out the duties of the president during the president’s absence. 
 

41. The secretary must do the following: 
a) conduct the correspondence of the society; 
b) issue notices of meetings of the society and directors; 
c) keep minutes of all meetings of the society and directors; 
d) have custody of all records and documents of the society 

except those required to be kept by the treasurer; 
e) have custody of the common seal of the society; 
f) maintain the register of members; and 
g) in January of each year advise all members in the Society the 

amount of their annual dues. 
 

42. The treasurer must 
a) keep the financial records, including books of account, necessary 

to comply with the Society Act; 
b) render financial statements to the directors, members and others 
c) when required; 
d) deposit all monies to the credit of the Society’s bank and pay all 
e) accounts due by the Society; and 
f) prepare for the annual general meeting a full and complete 

statement of the finances of the Society. 
 

43. (1) The offices of the secretary and treasurer may be held by one 
person, who is to be known as the secretary treasurer. 
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(2) The secretary treasurer (if any) shall be appointed by unanimous 
resolution of the directors. 
(3) The secretary treasurer (if any) may be an employee of the society, 
to be employed and paid a salary in an amount and on employment terms 
and conditions authorized by unanimous resolution of the directors. 

 
44. In the absence of the secretary or the secretary treasurer, as the case may 

be, from a meeting, the directors must appoint another person to act as 
secretary at the meeting. 

 
Part 8 – Indemnities to Directors and Officers 

 
45. Subject to the provisions of the Society Act, the directors may cause the 

Society to indemnify a director of former director of the Society and the 
heirs and personal representatives of any such person against all costs, 
charges and expenses, including an amount paid to settle an action or 
satisfy a judgment, actually and reasonably incurred by him,  her or them 
including an amount paid to settle an action or satisfy a judgment in a civil, 
criminal or administrative action or proceeding to which he or she or they 
are made a party by reason of his or her being or having been a director of 
the Society, including any action brought by the Society. Each director of 
the Society on being elected or appointed must be deemed to have 
contracted with the Society on the term of the foregoing indemnity. 

 
46. Subject to the provisions of the Society Act, the directors may cause the 

Society to indemnify any officer or former officer of the Society and his or 
her heirs and personal representatives against all costs and expenses 
whatsoever incurred by him, her, or them and resulting from acting as an 
officer of the Society. 

 
47. The directors may cause the Society to purchase and maintain insurance 

for the benefit of any person who is or was serving as a director or officer of 
the Society and his or her heirs or personal representatives against any 
liability incurred by him or her as such director or officer. 

 
Part 9 – Execution of Documents 

 
48. Contracts, documents or any instruments in writing requiring the signature 

of the Society, must be signed by any two directors, or one officer and one 
director, and all contracts, documents and instruments in writing so signed 
shall be binding upon the Society without any further authorization or 
formality.  The directors have the power from time to time by unanimous 
agreement of the directors to designate an officer or officers on behalf of 
the Society to sign specific documents, contracts and instruments in writing. 
The directors may give the Society’s power of attorney to any registered 
dealer in securities for the purposes of the transferring of and dealing with 
any stocks, bonds and other securities of the Society. 
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Part 10 – Seal 
 

49. The directors may provide a common seal for the society and may destroy 
a seal and substitute a new seal in its place. 

 
50. The common seal must be affixed only when authorized by a resolution of 

the directors and then only in the presence of the persons specified in the 
resolution, or if no persons are specified, in the presence of the president 
and secretary or president and secretary treasurer. 

 
Part 11 – Borrowing 

 
51. In order to carry out the purposes of the society the directors may, on behalf 

of and in the name of the society, raise or secure the payment or repayment 
of money in the manner they decide, and in particular but without limiting 
that power, by the issue of debentures. 

 
52. The Society shall not borrow nor shall it issue a debenture without the 

authorization of a special resolution of the members. 
 
53. The members may by special resolution restrict the borrowing powers of the 

directors, but a restriction imposed expires at the next annual general 
meeting. 

 
Part 12 – Auditor 

 
54. This Part applies only if the society is required or has resolved to have an 

auditor. 
 
55. The first auditor must be appointed by the directors who must also fill all 

vacancies occurring in the office of auditor. 
 
56. At each annual general meeting the society must appoint an auditor to hold 

office until the auditor is re-elected or a successor is elected at the next 
annual general meeting. 

 
57. An auditor may be removed by ordinary resolution. 
 
58. An auditor must be promptly informed in writing of the auditor’s appointment 

or removal. 
 
59. A director or employee of the society must not be its auditor. 
 
60. The auditor may attend general meetings. 
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Part 13 – Notices to Members 

 
61. A notice may be given to a member by hand delivery to the member's 

registered address, by mail to the member at the member’s registered 
address, by facsimile (fax) to the member's fax number or by email to the 
member’s email address. 

 
62. Any notice given as aforesaid will, if delivered by hand be deemed to have 

been given and received on the day delivered, if sent by mail be deemed to 
have been given and received on the third day following the day on which 
the notice is mailed, if sent by facsimile (fax) or email be deemed to have 
been given and received upon receipt by the sender of electronic 
confirmation of completion of the fax transmission or email to the member 
at the correct fax number or email address. 

 
63. (1) Notice of a general meeting must be given to  

a) every member shown on the register of members on the day 
notice is given; and  

a) the auditor, if Part 12 applies. 

(2) No other person is entitled to receive a notice of a general meeting. 
 

Part 14 – Voting of Members 
 

64. At all meetings of members of the Society every question must be 
determined by a majority of votes unless otherwise specifically provided by 
statute or by these bylaws. 

 
65. A resolution in writing, signed by all the members and placed with the 

minutes of the members is as valid and effective as if regularly passed at a 
meeting of the members. 

 
Part 15 – Financial Year 

 
66. Unless otherwise ordered by the directors the fiscal year end of the society 

will be March 31st. 
 

Part 16 – Rules and Regulations 
 

67. The proceedings of the annual general meeting must be governed by 
Robert’s Rules of Order, or such other rules or procedures as approved by 
the members at the meeting. 

 
68. The board of directors may prescribe such rules and regulations not 

inconsistent with these bylaws relating to the management and operation of 
the society as they deem expedient, provided that such rules and 
regulations will have force and effect only until the next annual general 
meeting of the members of the society when they will be confirmed, and 
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failing such confirmation at such annual general meeting of members, will at 
and from time to time cease to have any force and effect. 

 
Part 17 – Bylaws 

 
69. On being admitted to membership, each member is entitled to and the 

society must give the member, without charge, a copy of the constitution 
and bylaws of the society. 

 
70. These bylaws must not be altered or added to except by a resolution 

passed in a general meeting by a majority of not less than 75% of the votes 
of those delegates of members of the society who, being entitled to do so, 
vote in person at the general meeting. 
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POLICIES  
 

Communication Protocol 
 
When briefs or other matters that require direct consultation between the NCLGA 
Executive and the Provincial Government are under discussion, these will be discussed 
with the Government before meeting with the opposition.  
 

Media and External Relations 

President 
The President is the recognized spokesperson for the NCLGA.  All media inquiries that 
are seeking the official position or reaction of the NCLGA should be referred to the 
President.  Due to the vast geographical area of the NCLGA, the President may ask any 
Executive member to speak on behalf of the NCLGA, as the President may deem 
appropriate. 

Directors 
All public communications by elected officials from the Executive shall be consistent with 
the majority decision of the Executive.   
 
(This policy is not intended to limit opposing opinion and advice before a decision is 
reached by the Executive or its committees, nor is it to bar any reconsideration the 
Executive may wish to make through subsequent advice) 
 
When members of the Executive are responding to inquiries from the media, other 
members or interested persons, clarification should always be given that the response is a 
personal opinion, your local government’s, or the NCLGA’s position. 

Staff 
The staff role is limited to providing the official positions of NCLGA on matters previously 
considered or to provide background information.  Staff is to limit the profile as 
spokesperson of the NCLGA and refer matters to the President as is consistent with this 
policy.  

Media Relations Procedure  
 

a) Items for media release will be determined at each Executive meeting.  Items 
coming out of the AGM and Convention will be determined at the first meeting of 
the new Executive, held immediately after the AGM. 

b) Media releases are circulated to all media outlets within the NCLGA and to the 
provincial media when appropriate.  

c) Media releases are developed by staff and approved by the President or his/her 
designated alternate prior to circulation 

d) Copies of media releases are distributed to all members of the Executive. 
Executive members may elect to meet with their local media outlet as they see fit. 

e) Copies of media releases shall be distributed to all member communities for 
information purposes. 
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f) The President may decide that a media advisory should be circulated prior to an 
event.  This advisory should be sent out three days in advance.  If a media 
advisory is circulated, a time for a media briefing should be provided.   

g)  
Confidentiality 

Executive Meetings 
Some on-going discussions may be deemed confidential at the close of an Executive 
meeting, and discretion must be used when reporting NCLGA activities to other area 
associations, councils, regional districts, etc.  

Agenda Material  
Agenda material sent to Executive members prior to a meeting shall remain confidential 
until disposed of the subsequent Executive meeting. 

Presentations and Policy Papers 
All presentations, discussion papers and policy papers created on behalf of the NCLGA 
must be approved by the Executive before submission. The following exceptions may 
apply: 
 
a) Discussion and presentation papers created on an emerging issue may be approved by 
the table officers as outlined in the constitution.  (President, Vice President and one other 
Executive member) with immediate distribution and explanation to the Executive.  The 
submission must be presented to the next Executive meeting for approval. 
 
b) On an extreme emerging issue the President may give approval for submission with 
immediate distribution and explanation to the Executive.  The submission must be 
presented to the next Executive for approval. 
 
c) Policy papers must be reviewed and approved by the Executive as acceptable for 
presentation to the AGM for adoption. 

Newsletters 
NCLGA shall utilize electronic newsletters as a communications tool on a regular basis.    
Prior to distribution the newsletter should have the President’s approval.   
 

Executive Meeting Policies  

Notice of an Executive Meeting 
Notice of an Executive meeting to be circulated one (1) month prior to the meeting. 

Preparation of the Agenda 
The Executive Director shall prepare the agenda and the President shall approve it.  
Executive Members wishing to have items placed on the agenda should advise the 
Executive Director two (2) weeks prior to the meeting. 

Deadline for Providing Agenda to the Executive 
The agenda and supporting materials should be provided to all members so that it arrives 
at their designated address 1 week prior to the Executive meeting.   
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Committee Meeting Reports 
Committee meetings before the Executive meeting may place reports on the table at the 
time of the Executive meeting. 

Other Items 
Other items not appearing on the agenda shall not be placed before the Executive without 
2/3 approval of the Executive. 

Other Business 
Any member wishing to bring forward any new matter or point of information shall do so 
under “Other Business”.  This shall be done at the beginning of the meeting.  Any new 
matter of major importance which may require further information can be placed on the 
next agenda, as may be ruled by the President, as a “notice of motion”. 

Additional Items 
The President or Executive Director may, before the meeting, place before the Executive: 

a) additional items that support agenda items; 
b) new items that are prudent to be dealt with by the Executive at the meeting. 

Minutes of Executive Meetings 
The NCLGA will not submit the minutes of Executive meetings to the membership unless 
specifically requested to do so.  Minutes of the Executive meetings will not be forwarded 
until they have been approved by the Executive.  Policy papers will not be submitted to 
members until the Executive has approved them and they are ready to be submitted to the 
AGM. 

Special Committees 

Finance Committee 
The Finance Committee shall be appointed by the President at the beginning of each 
term.  In cooperation with senior staff, the Finance Committee shall prepare the annual 
budget; oversee the finances of the Association and ensure that financial procedures 
follow the policies set out by the Executive.  

Personnel Committee  
The purpose of the Personnel Committee is to do a performance evaluation of contracted 
or salaried senior staff annually, just before the AGM.  The criteria of the evaluation will 
be:  the performance of duties outlined in the job description and the performance in 
following direction by the executive.     

See appendix “A” for evaluation form.  

Other Committees 
The President has the authority to create committees as they are required.   
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Financial Policy 

Signing Authority 
The signatories for the NCLGA bank accounts will be determined by the Executive from 
time to time.   Senior staff may also be granted signing authority.  Signing authority should 
be:  

a) two signatures by anyone with signing authority for cheques up to  $5000.00.   
b) for amounts over $5000.00 signatories must be two voting Executive members.  

Establishing Membership Dues 
When setting membership dues, population figures will be determined by grant allocation 
numbers available from the Union of BC Municipalities.  

Presidents Discretionary Fund 
The President or the Executive Director has the authority to spend up to $100, but not to 
exceed $500 per year for the hosting of meetings or special guests.   Receipts must be 
submitted for re-imbursement.    

General Expense Policy 

General Expenses 
Expenses shall be reimbursed for Executive members on authorized business of the 
NCLGA except for attending the UBCM Convention and the annual AGM.  Executive 
members are encouraged to use the most economical method of travel.   

Reimbursable Expenses 
Reimbursable expenses will be:  per diem, travel allowance, hotel expenses or room 
rental. No expenses will be reimbursed unless the approved expense form (appendix “B”) 
is submitted and signed by the Executive or staff member. 

a) Per Diem 
Meeting per diem rate for Executive members only is $150 for a full 24-hour day and 
$75.00 for a half day.  Per Diem is applied as follows:  If travel starts before noon traveller 
can charge for a full day.  If travel starts after noon, charge for one-half day.  On day of 
return travel, if traveller arrives home before noon charge for one-half day.  If traveller 
arrives home after noon, they may charge for a full day.     

(Approved June 2002) 

b) Meal Allowance 
Staff may claim actual meal expenses with receipts provided.  If receipts are not provided 
a meal allowance of $75.00 per day may be claimed. 

c) Travel Allowance 

Car Travel 
The mileage allowance for car travel shall be set at the accepted Provincial government 
rate.  Car allowance shall only be used when car travel is cheaper than air travel. 
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Air Fare (receipts are required) 
When airfare is used a mode of transportation is required to get to and from the airport.  
Reimbursement for ground transportation shall be as follows: 

 regular airline limousine service 
 by taxi 
 by rental car with the maximum allowable claim to be the equivalent of taxi fare.   

Where a member of the Executive resides in a location not served by a regular airline 
transportation service, (i.e. taxi, etc) then the member may charge mileage from his or her 
home to airport and return. 

Hotel or Private Accommodations 
Hotels (receipts are required) 

Room rental expense shall be paid on single occupancy rate and shall be substantiated 
by receipts. 

Private Accommodations 

Private accommodations will be a flat fee of $20.00 per day. 

Funding Requests From Members 
The NCLGA will consider requests only according to the direction received at the AGM.  
Requests must be in writing and a budget for the project must be included and approved 
by the Executive before any expenditure is made of the allocated funds.  

Auditors 
The financial statements of the NCLGA will be reviewed once a year after the anniversary 
date of March 31 so that the annual report will be available to the membership at the 
AGM.  The accountants will be chosen at the AGM each year.  

A full audit will be performed as required or at the request of the membership. 

Reserve Capital 
The unexpended revenues at the end of each year-end March 31 will be placed in a 
reserve fund should the NCLGA require the funds for emergency uses.  It is 
recommended that a minimum of six months operating costs be kept in the reserve fund 
at all times.   

Contracts 
At the discretion of the Executive, the NCLGA may have contracts reviewed by legal 
council before signing.  Legal counsel to be determined by the Executive.  

Staff Spending Authority 
Senior staff is authorized to purchase and must have spending authority for the following, 
provided the dollars are available within the budget as set out by the Executive: 

• Consumable stationery and office supplies 
• Maintenance of office equipment (includes purchase of toner, etc for existing 

equipment) 
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• To carry out the duties as included in the budget, or otherwise approved by the 
Executive. 

 

Staff must have authorization from the Executive prior to purchase when: 

• Purchasing software 
• Purchasing or repairing equipment over $250.00 
• Any other expenditure not approved in the budget. 

Attendance at Workshops and Seminars 
a) The workshop or seminar must have a relationship to the Economics of the NCLGA 

membership area, or be relevant to a project already in progress.  
b) All applications to attend a workshop or seminar must be accompanied by a budget 

and be authorized by the President or at a meeting of the Executive.   
c) A report to the Executive will be provided upon completion of the event. 
d) This policy applies to both Executive and staff members 

 
  Evaluation Policy 

Frequency 
a) The Personnel Committee, with input from Executive members, will do a performance 

evaluation of contracted or salaried senior staff annually. The criteria of evaluation will 
be:  The performance of duties outlined in the job description and the performance in 
following direction by the Executive and that a review can be done anytime at the 
discretion of the Executive. 

b) Staff shall participate in a performance review after six months and then again on their 
first anniversary. 

c) The Executive Director shall conduct performance reviews for all staff with the 
participation of the Personnel Committee 

d) Any member of staff may at any time be able to request and receive an appraisal. 

Participation  
a) The Executive Director will do the staff reviews.  The President may participate in any 

evaluation. 
b) The Executive Director’s evaluation will be done by the President, Past President, 

Vice President, and Second Vice President, and presented to the Executive Director. 

Evaluation Criteria 
The Executive will approve the following criteria as the basis for staff evaluation.  The 
evaluation form (attached) will cover these main points. 

Overall Evaluation   
a) Production: Consider the amount of work done and the promptness with which the 

work is completed. 
b) Quality of work:  Consider the quality or accuracy of work, regardless of volume. 
c) Attitude: Consider ability to get along with others, loyalty, helpfulness, general 

conduct and cooperativeness. 
d) Friendliness:  Consider the sociability and warmth an individual imparts, his or her 

attitude toward clients, other employees, their supervisor and the persons he or she 
may supervise. 
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e) Supervisory ability:  Consider ability to organize activities and motivate a group to get 
maximum efficiency and smooth working relationships. 

f) Creativity:  Consider the talent for having new ideas, for finding new and better ways 
of doing things and for being imaginative.   

g) Drive:  Consider the desire to attain goals, to achieve. 
h) Attendance:  Consider faithfulness in coming to work daily and conforming to work 

hours. 
i) Job knowledge:  Consider information concerning work duties that an individual 

should know for a satisfactory job performance. 
j) Dependability:  consider the ability to do required jobs well with a minimum of 

supervision.   
 

The weighing given to the criteria shall be governed by the responsibilities of the position. 

The evaluation should include establishing a staff members priorities and expectations.   

The staff member shall have an opportunity to offer his or her comments on the 
evaluation.   

Record Keeping 
Society records and correspondence will be kept on file according to the following: 

 

a) Constitution and by-laws (current and historical).  Do not destroy. 
b) Executive minutes. Do not destroy (legal requirement) 
c) Financial statements.  Keep seven (7) years.  Do not destroy. 
d) Convention planning materials. 

 AGM minutes – do not destroy 
 Planning notes – keep two years 
 Summaries of planning notes (post mortems) – do not destroy 

e) Correspondence 
 Keep two years unless pertaining to issue still under review 
 If issue is still current after two years, file with research materials 

f) Resolutions 
 Keep back up materials for resolutions for one year 
 Keep summary documents for three years 

g) Research materials 
 Keep until issue is resolved, or until data has been updated in a more current 

report. 
h) Newsletters from other organizations. 

 Keep six months. 
 After six months, refer relevant issues to research materials. 
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c) Financial statements. 
d) Resolutions to be debated, along with a statement as to whether or not the NCLGA 

Executive does or does not recommend endorsing the resolutions. 
e) Constitutional issues and related background information. 
f) Any issues the NCLGA Executive wishes to refer to the assembly for their decision. 

12.2 NCLGA Executive Participation 

The NCLGA Executive organizes which NCLGA Executive members speak to which 
business session items during the conference 

12.3 Service Awards 

The presentation and purchase of service awards to NCLGA members is the responsibility 
of the NCLGA Executive. 

12.3.1 Milestone Awards 

NCLGA will recognize only the date of incorporation when presenting Member Milestone 
awards at the AGM. 

12.3.2 Frequency of Milestone Awards 

NCLGA recognizes the 25th year, 50th year and every subsequent 25th year, and every 10th 
year beginning with the 60th anniversary of Member incorporation with a certificate that is 
presented at the AGM. 

12.4 Disposition of Resolutions 

The disposition of any resolutions from the business sessions is the responsibility of the 
NCLGA Executive. 

12.5 Host Community Responsibilities 

The host community is responsible for all staffing and logistics for the conference, as well 
as the social agenda.  Specifically, the host community is responsible for:  
1. Staff (includes contractors and volunteers) to cover the following functions which take 

place during the business sessions: 
 
a) Parliamentarian 
b) Recording and preparing minutes of the business sessions 
c) Returning officer and other election personnel 
d) Official counters for standing votes 
e) Transportation  
f) Registration 
g) Info Desk 
h) Lost and Found 
i) Computer Technician 
j) Cleanup of the Venue throughout the Convention. 
 
2. Conference meals, social events, and entertainment. 
 
3. Gifts to be presented to the conference speakers. 
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a) Parliamentarian 
b) Recording and preparing minutes of the business sessions 
c) Returning officer and other election personnel 
d) Official counters for standing votes 
e) Transportation  
f) Registration 
g) Info Desk 
h) Lost and Found 
i) Computer Technician 
j) Cleanup of the Venue throughout the Convention. 
 

2. Conference meals, social events, and entertainment. 
 

3. Gifts to be presented to the conference speakers. 

Joint Responsibilities 
 
1. Setting the conference budget and monitoring expenses. 
2. Preparation of the agenda to accommodate the business sessions and other 

conference activities. 
3. Arranging for AGM sponsorships. 
4. Selection of speakers and panellists. 

Bid Package  
 
The approved bid package (appendix “B”) will be distributed to any member interested in 
hosting an NCLGA AGM. 

Annual General Meeting Expense 
 
1. Should the host community experience a revenue shortfall when hosting the AGM, a 

sum of up to $1000 will be made available to assist with this shortfall.  This money will 
be paid only when an application for funding has been made to the Executive 
Committee by the Host Community, complete with a supporting financial statement. 

2. All profits from the Convention will be retained by NCLGA.  

Procedure for Handling Resolutions  

Resolutions Received On Or Before Deadline 
 

1. Copies of the resolutions shall be made available on the NCLGA website for the 
membership to review prior to their arrival at the AGM location. 

2. The Chair of the Resolution committee will explain procedure (as follows) at the 
beginning of the Resolution session. 

• The Chair or his/her alternate will read out only the “therefore” section of the 
resolution.  
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• The moderator will then ask if there is any opposition to the resolution.  If there is 
none, they will call the question and declare whether the resolution is carried or 
defeated. 

• If there is opposition to the resolution, the sponsor will be allowed two minutes to 
defend the resolution. 

• Pro and Con mikes will be used.  Once it has been determined that there are only 
delegates speaking at con mike (i.e. only “con” opinions being voiced) the question will 
be called. 

Resolutions Received After Deadline 
1. The deadline for submitting Resolutions is 60 days prior to debate at our Annual 

General Meeting.  Resolutions submitted after that date will become Late Resolutions 
– please see “Late Resolutions”. 

Late Resolutions 
1. Late Resolutions will be accepted until noon on the Friday two weeks prior to 

Convention week but must have arisen since the March deadline. 
2. A 2/3 majority of voting delegates in attendance must vote to consider late resolutions.  

These resolutions will not be considered until all emergency and regular resolutions 
have been considered. 

3. It is the responsibility of the sponsor to provide enough copies of the Resolution for all 
delegates (generally 200 copies). 

Emergency Resolutions 
1. If the issue is an emerging issue, it may be considered an emergency resolution and 

the Executive Committee has the ability to make sure that it is considered with the 
regular resolution session.   The NCLGA will ensure that copies are circulated to all 
delegates. 

Registration Refunds  
1. A 50% refund is available if notification is received more than 10 days prior to the 

Convention. 
2. No refund is available if notification is received during the 10 days prior to Convention. 
3. Substitutions are permitted. 

 Silent Auction Proceeds 
 
When a Silent Auction or similar fundraise is held in conjunction with our Convention that 
all profits from the Silent Auction or Fundraiser shall be retained by NCLGA. 
 

Tradeshow Proceeds 
 
When a Tradeshow is held in conjunction with our AGM all profits from the Trade Show 
shall be retained by NCLGA. 
 

Convention Profits 
 
All profits from the NCLGA AGM & Convention will be retained by the NCLGA. 
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Appendix “A”               
 

PERFORMANCE EVALUATION 
& PROFESSIONAL DEVELOPMENT PLAN 

 
NCLGA EXECUTIVE DIRECTOR 

 
 
 
 
Employee’s Name:    
 
 
 
 
Date Appointed to Position:   
 
 
 
 
Date of Appraisal Meeting:   
 
 
 
Current Salary:     
 
 
 
 
Date of Last Review:    
 
 
 
Please return responses by: 
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Purpose of Performance Evaluation 
 
 

 To relate performance to the role, responsibilities, authority and duties. 

 To set objectives and criteria for future evaluation. 

 To recognize strengths and weaknesses. 

 To serve as a basis for salary adjustment. 
 

 
Performance Evaluation Format 
 
 
It is suggested that evaluation of the Executive Director’s performance should 
address the following areas: 
 

 Working and Organizational Skills 

 Relationship to Executive 

 Relationship to Members, Consultants and Municipal Staff 

 Objectives and Accomplishments 

 Areas for Improvement 

 Follow-Up. 

 
Role Definition 
 
 
The Executive Director reports to the President and Executive Board.   The 
Executive Director leads and manages the overall operation of the NCLGA within 
the strategic vision, goals and objectives established by the Board. 
 
The review is designed to indicate the Executive Director’s performance as 
outlined in the Role Definition.   
 
Individuals completing this questionnaire may not feel that they have sufficient 
information or knowledge to answer some of the questions.  The question should 
be answered as “not applicable or not observed".  
 
Questionnaires are anonymous and confidential.  Handwritten comments will be 
typed, the responses will be tabulated and compiled in a report format.   
 
 
 
Leadership / Management Role: 
 
The Executive Director manages and provides leadership to the Executive Assistant and 
manages the day-to-day operations of the NCLGA office. 
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• Plans and organizes effectively, sets long and short- term objectives, priorities and 

timelines; 
 
• Implements performance improvement plans and progressive discipline as needed; 
 
• Provides overall leadership to staff person; 
 
• Effectively manages the NCLGA office. 
 
Please circle most appropriate answer.  
The appraiser can indicate that more information is needed to make an evaluation, that 

contact with the Executive Director has been limited, or make other comments related to 

the performance.  

 
Superior   Above  Average  Below  Poor       Not Applicable/ 
  Average   Average        Not Observed 
 
     5      4      3      2     1                0 
 
Comments:  
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
_________________________________________________________________ 
_________________________________________________________________ 
 
Relationship with Board: 

The Executive Director maintains an effective working relationship with the Board, 

particularly the President: 

• Provides support and consultative advice to the Board on all matters requiring Board 
involvement; 

 

• Ensures all matters requiring Board attention are brought to the Board in a timely 
manner; 

 

• Assists and advises NCLGA Policy Committee in matters relating to Board policies 
and processes; 

 

• Oversees planning and execution of regular Board and committee meetings; 
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• Reports to the Board Chairperson on a regular basis. 
 

Please circle most appropriate answer.  
The appraiser can indicate that more information is needed to make an evaluation; that 

contact with the Executive Director has been limited; or make other comments related to 

the  performance.  

 
Superior   Above  Average  Below  Poor       Not Applicable/ 
  Average   Average        Not Observed 
 
     5      4      3      2     1                0 
 
Comments:  
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
_________________________________________________________________ 
 
Financial Accountability: 

Retains overall accountability for the financial performance of the North Central Local 

Government Association, including annual budget preparation. 

• Ensures proper management of the NCLGA fiscal resources; 
• Works with Finance Chair and the bookkeeper in the budget development process; 
• Ensures utilization of financial, human, and physical resources. 
 

Please circle most appropriate answer.  
The appraiser can indicate that more information is needed to make an evaluation; that 

their contact with the Executive Director has been limited, or make other comments 

related to performance.  

 
Superior   Above  Average  Below  Poor       Not Applicable/ 
  Average   Average        Not Observed 
 
     5      4      3      2     1                0 
 
Comments:  
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_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 
________________________________________________________________ 
________________________________________________________________ 
 

External Communications: 

Maintains effective contact with municipalities, regional districts, relevant provincial and 

federal government departments and sponsors. 

Please circle most appropriate answer.  
The appraiser can indicate that more information is needed to make an evaluation; that 

contact with the Executive Director has been limited; or make other comments related to 

the  performance.  

 
Superior   Above  Average  Below  Poor       Not Applicable/ 
  Average   Average        Not Observed 
 
     5      4      3      2     1                0 
 
Comments:  
 
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________
_________________________________________________________________ 

 
Individual Evaluation on Leadership and Communication Style: 
 
1. Communicates with you in a timely manner. 

 

Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
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2. Consults with others before making important decisions. 
 
Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
3. Applies policy/procedure consistently and fairly:   

 
Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
______________________________________________________________________ 
 
4. Establishes rapport easily and is approachable: 
 
Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 

5. Is receptive to constructive suggestions for changes: 
 

Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
6. Encourages initiative and innovation: 

 
Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
     5      4      3      2     1                    0 
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Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
7. Listens to me and seeks to understand my point of view: 

 
Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
8. Gives credit to others for their contributions: 

 
Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
9. Encourages and uses innovative approaches: 
 
Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
10. Is effective in setting plans and meeting objectives: 

 
Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
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11. Recognizes issues and deals with them: 
 

Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
12. Provides effective leadership: 
 
Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
13. Follows through with commitments: 
 
Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
14. Communicates results and welcomes feedback: 
 
Superior   Above  Average  Below  Poor          Not Applicable/ 
  Average   Average           Not Observed 
 
     5      4      3      2     1                    0 
 
Comments:  
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________ 
 
Summary Evaluation: 
 

The Executive Director is especially effective in: 
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_______________________________________________________________________
_______________________________________________________________________ 
_______________________________________________________________________
_______________________________________________________________________ 
_______________________________________________________________________
_______________________________________________________________________ 
_______________________________________________________________________
_______________________________________________________________________ 
 
 
The Executive Director could be more effective if: 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
Other Comments: 
_______________________________________________________________________
______________________________________________________________________ 
_______________________________________________________________________
_______________________________________________________________________ 
 
Signature Of The Employee  
(this indicates only that this appraisal has been discussed with you not whether you agree 
or not with the comments/rating). 

 

Signature of the Executive Director 

_______________________________________________ 

Signature of President 

_______________________________________________ 

 
Date   ____________________________________     
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Appendix “B” 
 
NORTH CENTRAL LOCAL GOVERNMENT ASSOCIATION 
PROPOSAL TO HOST ANNUAL GENERAL MEETING AND CONFERENCE 
 
Association policy regarding division of duties is attached. Host community and NCLGA 
representative must review and sign off on this policy prior to awarding of AGM.   The 
following items are the responsibility of the host community, and must be addressed in 
any proposal package.    

 
1. Transportation. 

 Access to host community. 
 Transportation between accommodation and conference venues. 

 
2. Accommodation. 

 Number of delegates varies from 235 - 285, including speakers, spouses, and 
local representation. 

 Community must demonstrate adequate accommodation is available.   
 
3. Venue – Business sessions: 

 A venue that will accommodate 215 - 240 delegates in a plenary session must be 
provided.   

 Audiovisual equipment must be available as required.    
 Proposal should also indicate space available for breakout sessions and 

workshops as required.   
 Proposal should indicate space available for breakout sessions and workshops as 

required. 
 
4. Venue – Social events: 

 Luncheons, banquets, and other social events capable of catering to 220 - 260 
guests to be identified.    

 
5. Entertainment: 

 Entertainment at social events to be provided by the host community.   
 
6. Partners Program: 

 Partners program is the responsibility of the host community.   
 
7. References: 

 To be provided by host community.  
 

 


	1 Cover Page 2011
	ConstitutionBylawsPolicyManual_Combined2012.pdf



