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INTRODUCTION 

WORKING DEFINITIONS 
 
POLICY 

 
The Florida Coalition to End Homelessness (“FCEH”) Board of Directors adopts a 
brief, general statement of purpose, principle, or philosophy that serves as a guide for 
action. The policy statement may also include general reporting and review 
requirements. 

 
ADMINISTRATIVE REGULATIONS 

 
Describes how a policy will be implemented and who will be responsible for its 
implementation. Formulation of the administrative regulations is the responsibility of 
the Board President or designated representative. 

 
PROCEDURES 

 
These statements explicitly describe the steps necessary to carry out the 
administrative regulations. Developing procedures is the responsibility of the 
person(s) charged with carrying out the administrative regulations. 

 
PROPOSING NEW POLICIES AND REVISING EXISTING POLICIES 

 
FCEH members, business partners, committee chairs, and personnel may submit 
proposed new policies or revisions of existing policies to any FCEH Board Member or 
the Executive Director. The Board President is to receive copies of all proposals at the 
time of submittal. The Executive Director is to place the proposal on the agenda of the 
Board Meeting immediately following revision submission.  

  
 DISTRIBUTION 

 
The Policy Manual shall be distributed electronically to FCEH Board members at the 
annual meeting and will be stored on the Google Drive.  

 
In the first newsletter of each calendar year, all FCEH members will receive email 
notification including directions to access the Policy Manual and the link to the 
manual.   

 
New and revised policies will be updated in the Policy Manual and shall be distributed 
within 45 days of approval by the Board of Directors. 



 

 

Section 100 - MEMBERSHIP 

 

101– MEMBERSHIP DUES AND BENEFITS 
 
Annual membership dues and benefits shall be established by the FCEH Board of 
Directors (“Board”).   

 
All members will be on an anniversary membership year beginning July 1 and ending 
June 30 of each year.   

 
Administrative Regulations 

 

Administered By: Executive Director  
 
Regulations: 

1. Membership benefits and dues will be determined annually during the Board 
Retreat, Membership Meeting or Conference. 

 
2. All members will receive a 60-day grace period in which to pay their dues and 

maintain their ongoing FCEH membership benefits. Within 30 days of 
membership expiration, all members that have not renewed will receive 
communication explaining their outstanding payment status and that after their 
60-day grace period they will lose all membership access and benefits. 

 
 

102– DUES BILLING 
 
Administrative Regulations 

Administered By: Executive Director  
 
Timeline: 
 
By May 1  Reminder email of upcoming FCEH dues 
By June 1  Invoice sent via email  
By July 30th  Reminder of membership cancellation 
August 31st  Cancellation Notice 
 

 

103– ONLINE MEMBER DIRECTORY 
 
It is the policy of FCEH to provide its members with an updated membership directory 
accessible online every year.  

 

 



 

 

Administrative Regulations 

Administered By: Executive Director  
 
Regulations: 

1. FCEH will allow members to submit changes in their listing in the directory. A 
member can update their profile at any time by sending an email notice to 
info@FCEHonline.org 

 

104– GUIDELINES FOR USE OF FCEH NAME AND LOGO 
 
These guidelines are intended to ensure the appropriate use of the name/logo and to 
identify the proper channels for seeking a license. Their purpose is not to restrict the 
legitimate or desirable use of the FCEH name, nor to limit affiliation with FCEH.  

 
Administrative Regulations 

 

Administered By: Executive Director  

 

Regulations: 
1. Member agencies are encouraged to post the FCEH logo on their website 

with a link back to the www.fchonline.org website.  Member agencies are 
also encouraged to “like” FCEH on Facebook and “follow” FCEH on 
Twitter.   

 
2. FCEH reserves the right to restrict or prohibit the use of its name and logo 

when, in its sole judgment, such usage is deemed inappropriate. 
 

3. FCEH reserves the right to charge for, limit, restrict, or condition the use of 
its name and logo.  

 

Section 200 - FCEH BOARD 

201– CODE OF ETHICS AND PROFESSIONAL CONDUCT 
 
It is the policy of FCEH for Board members to act professional and with personal 
integrity. 

 

Administered By: FCEH Board  
 
Regulations: 

 
1. The FCEH Board shall represent the Coalition with personal integrity and 

shall conduct the business of the Coalition in a professional manner. 
 

2. Board Members shall refrain from entering into private or personal activities 

mailto:info@fchonline.org
http://www.fchonline.org/


 

 

that may be interpreted as a conflict of interest and from accepting gifts or 
favors that imply an obligation of the Coalition. The Conflict of Interest Policy 
may be obtained by contacting the Board President. 

 
3. Board members shall refrain from any activity that compromises the fiscal 

integrity of the Coalition. The Board member shall not benefit financially, either 
directly or indirectly, from any decisions made as a member of the Coalition. 

 
4. Board members must recognize the cultural diversity of the Coalition and 

must promote non-discriminatory personnel practices, which ensure that 
recognition, selection, and promotion are based on skill, proficiency, 
educational experiences, measurable potential, and productivity. 

 
5. Board members shall strive to participate in the development of the Coalition’s 

mission statement and shall serve in any beneficial capacity that enhances the 
achievement of the goals of the Coalition. 

 
 

202– BOARD RECOGNITION FOR OUTGOING BOARD MEMBERS 
 
It is the policy of the FCEH Board to recognize outgoing Board members with a 
gift or award to be presented at the annual conference. 

 

Administrative Regulations 

Administered By: Executive Director  
 
Regulations: 

1. The Executive Director shall coordinate the purchase of a plaque or award for 
an outgoing Board Member; the plaque or award shall be given during the 
Annual Conference. 

 
2. The estimated cost of the plaque(s) shall be included in the annual budget 

presented by the Finance/Executive Committee and the Executive Director. 
 
 

203– INCORPORATION/FEDERAL CLASSIFICATION 
 
Florida Coalition for the Homeless, Inc. (“FCH”) is incorporated in the state of Florida.  
FCH is classified as a 501(c) 3 Organization for federal tax purposes.  Florida 
Coalition to End Homelessness is a DBA and is listed on the Agency’s Form 990 for 
tax purposes and is registered as a fictitious name in the State of Florida. 

 
Administrative Regulations 

 

Administered By: Executive Director  



 

 

 
Regulations: 

1. Records of incorporation are available at the State of Florida Division of 
Corporation (www.sunbiz.org). The Executive Director will ensure compliance 
with all State of Florida requirements for corporate annual reports, fictitious 
name registrations and compliance with the solicitation of contributions act.  

 
2. Federal Tax returns are required for 501c3 tax purposes.  A copy of Form-

990 is available upon request.  

 

204– EXECUTIVE SESSIONS 
 
It is the policy of the FCEH Board that executive sessions may be held under the 
following guidelines. An executive session is considered a Board meeting when only 
at least two Board officers serving on the executive committee are present.  

 
Administrative Regulations 

 

Administered By: Board President  

Regulations: 

1. The Board may hold an executive session to consider matters relating to the 
appointment, employment, evaluation of performance, compensation, or 
dismissal of employees or independent contractors. 

 
2. Other executive sessions may be called by the Board President to discuss 

alleged or improper activities, litigation, discussion of employees or 
independent contractors’ performance and compensation, succession 
planning, and other confidential issues as deemed by the Board. 

 

205– ANNUAL REPORT 
 
It is the policy of this Board to have an annual report presented at the Membership 
meeting held at the annual conference.  

 
Administrative Regulations 

 

Administered By: Board President and Executive Director  
 
Regulations: 

1. The Executive Director shall produce the Annual Report, including drafting and 
editing. 

 
2. The Annual Report shall be reviewed in advance by the Executive Committee 

before it is distributed. 

http://www.sunbiz.org/


 

 

 
3. Copies of the report shall be submitted to the Board for approval prior to the 

conference membership meeting. 
 

4. A brief Summary of Annual Activities, highlighting financial position and 
describing significant events, will be published in the monthly newsletter to 
membership in October. 

 

206– ATTENDANCE OF BOARD AND EXECUTIVE DIRECTOR -COUNCIL ON 
HOMELESSNESS MEETINGS 
 
It is the policy of FCEH to have the Executive Director or their designee, a current Board 
member, represent FCEH at the State Council on Homelessness Meetings, either 
remotely or in person.   

 

Administrative 

Regulations 

Administered By: Executive Director/President 
 
Regulations: 

1. A schedule of the State Council on Homelessness Meetings will be provided to 
the FCEH members at the Annual Conference.   

 

208– EXECUTIVE DIRECTOR - REPRESENTING THE BOARD – GOVERNMENTAL ISSUES 
 
It is the policy of the Board that the Executive Director shall represent the Board and 
the Membership regarding governmental issues.   

 
Administrative Regulations 

 

Administered By: Executive Director 
 
Regulations: 

1. The FCEH Board may request, through the President, that the Executive 
Director attend specific governmental hearings and committee meetings 
that are of interest to Florida Coalition to End Homelessness. 
 

209– BOARD MINUTES 
 
It is the policy of the FCEH Board that at all Board Meetings the Executive Director or 
his/her designee shall take minutes. Such minutes shall set forth the time and place 
of any such meetings, the names of those present, and the notice thereof given, 
whether regular or special. Minutes shall include motions made at the meetings, and 
any back-up material referred to by action items shall be attached to the minutes.   

 



 

 

Administrative Regulations 

 

Administered By: Executive Director 
 
Regulations: 

1. The Board Secretary or their designee shall take and prepare minutes of all 
meetings of the Board. 

2. A draft of the minutes of the meeting will be sent to members of the Board at 
least 1 week in advance of the next Board meeting. 

 
3. The Board will take action on the minutes at the meeting of the Board. 

 
4. Copies of the official minutes shall be posted permanently on the FCEH 

Google Drive or other Board Portal. 

 
5. Minutes of the meeting shall not be published or distributed until the Board has 

approved the minutes. 

 

210– BOARD MEMBER ORIENTATION 
 
It is the policy of the Coalition that all new Board members receive an orientation to the 
Board and the Coalition for the purpose of supporting their board designated 
responsibilities. 

 
Administrative Regulations 

 

Administered By: Executive Director  
 
Regulations 

1. The FCEH Policy Manual, By-Laws, insurance coverage for Board Members, 
Current Budget vs. Actual reports, cash position and Board minutes of the 
previous year will be included in the materials provided to new Board 
Members. 

 
 

211– BOARD OF DIRECTOR MEETING 
 
The time and place of all Board meetings will be the decision of the Board. 

Administrative Regulations 

Administered By: President/or designee  
 
Regulations: 

1. Board of Director Meetings will be held monthly by teleconference or in-person 
at locations decided by the Board. 



 

 

 
 

212– POLICY STATEMENT ON EEOC/AFFIRMATIVE ACTION 
 
FCEH does not discriminate on the basis of race, color, gender, age, physical 
disability, religion, sexual orientation, or national or ethnic origin in its membership, 
employment or any programs under its administration. The Coalition promotes and 
will attempt to ensure representation of cultural diversity in all aspects of its activities. 

Here's one that includes a bit more than above (for your consideration): All 
employment decisions at FCEH are based on FCEH’s needs, job requirements and 
individual qualifications, without regard to race, color, religion or belief, national, 
social or ethnic origin, sex (including pregnancy), age, physical, mental or sensory 
disability, HIV Status, sexual orientation, gender identity and/or expression, marital, 
civil union or domestic partnership status, past or present military service, family 
medical history or genetic information, family or parental status, or any other status 
protected by the laws or regulations in the locations where we operate. FCEH will not 
tolerate discrimination or harassment based on any of these characteristics. 

 
In keeping with the spirit and letter of the FCEH Inclusive Language Policy, we ask that 
all presenters at the annual and regional conferences be mindful that our audiences 
include a wide variety of individuals.  Every effort is expected of presenters and 
speakers to include appropriate language, material, and examples for the Coalition’s 
target audience and membership. 

 
 

Section 300 - INSURANCE, ACCOUNTING, BUDGET, FINANCIALS   

301 – INSURANCE 
 

FCEH shall maintain Directors and Officers insurance for the Board Members in an 
amount determined as appropriate by the Board. FCEH shall maintain blanket 
professional liability insurance for all staff and Board members while acting on behalf 
of FCEH.  

 
Administrative Regulations 

 

Administered By: Executive Director  
 
Regulations: 

1. During the budget process, the Executive Director shall submit to the 
Treasurer/Finance Committee the cost of the various FCEH insurance 
policies, expiration dates, and the amount of coverage. 

 
2. Insurance information will be provided to all persons covered by the plan on an 

annual basis. 

 



 

 

302– BUDGET 
 
It is the policy of FCEH that a budget be prepared and voted on by the general 
membership at the annual (June) Meeting. 

 

Administrative Regulations 
Administered By: Treasurer 
 
Budget Timetable: 

1. The projected Budget vs. Actual will be will be used to prepare the budget for 
next year as developed by the Finance/Executive Committee. 

 
2. The Committee will present budget recommendations at the May Board Meeting 

for approval. 
 

3. The approved budget will be presented at the Annual Membership Meeting in 
June. 

 

303– FINANCIAL REPORTING FORM 990 
 
Form 990 tax returns shall be prepared by an independent accountant annually and 
reviewed by the Board. The approved and submitted Form-990 will be available on 
the Agency website. 

 
Administrative Regulations 

 

Administered By: Executive Director  

 
Regulations: 

1. Final copies of the Form 990 will be submitted to the FCEH Treasurer for review 
and signature. 

 
2. The Treasurer will present Form 990 for review by the Board prior to submission 

to the IRS. 

 

304– REPORT TO THE MEMBERSHIP 
 
The Executive Director will present a “Report to the Membership” at each Annual 
Conference. The Treasurer shall present a financial report at the Annual Conference. 

 
Administrative Regulations 
 
Administered by: Executive Director  
 
Regulations: 



 

 

1. The report to the membership will contain messages to the membership 
from the President, Committee Chairs, and the Executive Director. 

 
2. The most recent financial statement will be included in the report. 

 
 

Section 400 - PERSONNEL  

401 – COMPENSATION/EVALUATION - EXECUTIVE DIRECTOR  
 
The Executive Committee of the FCEH Board shall be responsible for the development 
of recommended annual compensation of the Executive Director. It shall be the 
responsibility of the Board President to coordinate an annual evaluation of the 
Executive Director and to solicit input from all Board members as to the level of 
performance of the Executive Director.  

 
Administrative Regulations  

 

Administered By: the FCEH Board President 
 
Regulations: 

1. The Executive Director shall prepare a monthly report addressing the 
activities and accomplishments of the previous month.  

 
2. The current and immediate past FCEH Board members shall be invited to 

submit their written comments regarding the performance of the Executive 
Director. Others, whose relationship is included in the Executive Director’s 
position description may be invited to participate in the annual performance 
review. Evaluative comments shall be submitted to the Board President no 
later than June 30 of each year. 

 
3. Annually, the President shall complete a summary evaluation of the Executive 

Director and then share this with the Board. The President shall determine an 
appropriate time for a meeting with the Executive Director to review the 
summary evaluation. At the discretion of the President, the President-elect or 
Past President may be invited to attend.  

4. As part of the annual review process, the Board President, in collaboration 
with the Executive Committee, will recommend to the Board the annual salary 
for the Executive Director. The President will provide written documentation to 
the Treasurer about this salary change for payroll purposes.  

 
The established criteria and performance factors for determining the compensation 
level of the Executive Director should be based on the performance under contract. 

 



 

 

 

402– EXECUTIVE DIRECTOR CONTRACT RENEWAL 
 
At least thirty (30) days prior to the expiration of the Executive Director’s contract, the 
Board will consider the contract renewal or extension options.  This will be based on 
the annual performance evaluation of the Board. 

 

Administered By: the FCEH President 
 
Regulations: 

 
1. The Board will use the following considerations in the decision regarding 

renewal/adoption of a new contract for the Executive Director: 
● All the performance appraisals during the contract period 
● A review of the position description from the beginning of the contract period 
● A general consideration of how the needs of the position have changed 

since the beginning of the contract period 
● A review of the accomplishments of the Executive Director  
● Compensation paid to other National Coalition Executives (ASAE Annual 

Survey) 
● Membership stability and growth 
● Growth in services 
● Financial performance and growth 

 
2. Attempts should be made to finalize the terms of a new/renewal contract at 

least thirty (30) days before the end of the current contract. 

 

404 – CODE OF CONDUCT 
 
FCEH is committed to maintaining the highest standards of conduct and ethical 
behavior and promotes a working environment that values respect, fairness and 
integrity. All staff or independent contractors shall act with honesty, integrity and 
openness in all their dealings as representatives of the organization.  Failure to follow 
this code of conduct will result in disciplinary action, including possible termination of 
employee or independent contractor, and possible civil or criminal prosecution if 
warranted. 
 
If an employee, board member or volunteer has knowledge or concern of illegal or 
dishonest fraudulent activity, a report should be made to the Executive Director.  All 
reports or concerns will be investigated fully, with oversight of the Executive 
Committee.  FCEH will not retaliate against a whistleblower who acts in good faith to 
report fraudulent activity.  
 

 
Section 500 - ANNUAL CONFERENCE, WORKSHOPS, EDUCATION 

 



 

 

501– ANNUAL BUDGET, PAYMENT FOR SPEAKERS AND VENUE  
 
To control costs, the FCEH Board has established a policy on payment of 
speakers, exhibitors and workshop faculty. 

 
Administrative Regulations 

 

Administered By: Executive Director  

Regulations: 

1. An annual conference budget will be prepared by the Executive Director in 
conjunction with the conference committee chairs and Treasurer.   

 

2. An annual budget amount for keynote speakers will be part of each 
Conference budget to be approved by the Board. Any expenses for 
keynote speakers exceeding the approved Conference budget shall be 
approved by the Board. Keynote speakers are defined as experts who 
have been asked to attend the FCEH Annual Conference and speak at a 
minimum of one breakout or plenary session Keynote speakers will not 
pay the conference registration fee.  Keynote speakers will be asked to 
donate their time or utilize technical assistance funds (HUD-TA) prior to 
being offered any kind of the following payments: speaker fees, 
honorariums, or reimbursement for hotel and travel expenses.  

 
3. Speakers and workshop faculty who participate in the Annual Conference 

shall not receive payment, reimbursement of expenses, or an honorarium 
but will receive a discounted conference rate to be determined by the 
content committee annually.   

 

502– ANNUAL CONFERENCE CONTENT 
 
FCEH will provide content during Regional Meetings and Annual Conference.  The 
Content will be determined by Content Committee utilizing these guidelines. 

 
Administrative Regulations 

 

Administered By: Executive Director, Content Committee Chair 
 
Regulations: 

1. A Content Committee shall be established annually and begin meeting no later 
than March. 

 
2. The Content Committee will decide on an annual conference theme and will 

plan and recommend content and presentations of best practices from experts.   

 
3. A call for proposals will be sent out to solicit potential presenters.  Member 



 

 

agencies will be given priority over non-member agencies for presentation 
opportunities. 

 
4. Speakers will be approved by the Content Committee, based on the 

presentation’s contribution to the conference attendees. 

 
5. Speakers will not be allowed to promote their business or sell any item during 

their presentation. 
 

503– ANNUAL CONFERENCE - REGISTRATION OF MEMBERS/SPEAKERS 
 
It is the policy of FCEH to establish registration procedures that provide financial 
control and a high level of service to members. Members whose dues are delinquent 
will be charged non-member fees unless dues are paid in full by August 30.  

 
Administrative Regulations 

 

Administered By: Executive Director  
 
Regulations: 
 

1. Only individuals registered may attend FCEH Annual Conference events. 
Guests must register if they wish access to any conference event. 

 
2. Any employee of a member organization may register at member rates.  

Individual members may register at member rates. 
 

3. Registration fees will be waived for all FCEH Board members.  Members 
will receive discounted rates, in accordance with the annual budget. 

 
4. Speakers will receive discounted rates, in accordance with the annual 

budget. 
 

5. Members, speakers, and other individuals or organizations may receive 
registration discounts and waivers at the discretion of the Executive 
Director.  

 

504 – ANNUAL CONFERENCE - HOTEL  
 
Complimentary rooms and meals for meetings represent considerable cost savings 
to the FCEH. As this is a normal sales expense for hotels, it is a Board policy to 
accept such gratuities when a hotel is being considered for an Annual Conference 
or any other FCEH Meeting.  

 
Administrative Regulations 

 

Administered By: Executive Director  



 

 

 
Regulations: 

1. The Board will take action to select a city for consideration as a FCEH 
Conference site, and will determine if and when a Board meeting should be 
scheduled in the city being considered. 

 
2. Complementary and VIP rooms will be provided to keynote speakers, in 

accordance with the annual budget. 

 

 

505– ANNUAL CONFERENCE - LENGTH OF TIME 
 
FCEH will hold an annual conference and the conference will be at least 2 days in 

length. 

Administrative Regulations 

Administered By: Board President 
 
Regulations: 

1. FCEH will research dates of other conferences, holidays, and member 
availability to make recommendations to the Board for dates of the FCEH 
Annual Conference. 

 
2. The Board will set dates for the Annual Conference and encourage the 

Content Committee to schedule pre-conference and/or post-conference 
workshops. 

 

506– ANNUAL CONFERENCE - SPONSORSHIPS, PARTNERS AND EXHIBITORS 
 
It is the policy of the Board that the Partnership/Sponsorship Committee shall set a 
conference sponsorship goal.  The Board will be responsible for identifying potential 
sponsors and obtaining sponsorship for the annual conference.   

 
Administrative Regulations 

 

Administered By: Executive Director and Partnership/Sponsorship Committee Chair 
 
Regulations: 

1. The Partnership/Sponsorship Committee will meet annually, to develop a 
financial sponsorship goal by March to be included in the annual FCEH 
budget.   
 

2. The Board will agree on an individual sponsorship goal for each member of 
the Board and Sponsorship Committee.   

 



 

 

3. An annual sponsorship prospectus will be developed to solicit sponsorships, 
exhibitors and advertisers for the Annual Conference.  This prospectus will 
include sponsorship levels and benefits and shall be approved by the Board.    

4. The Sponsorship Committee will keep track of prospects and amounts 
requested annually and the Board member who is responsible for the follow 
up and ask. 

5. The Executive Director shall be responsible to coordinate sponsorship 
benefits, as determined in the annual prospectus to each sponsor or 
exhibitor. 

6. Exhibitors will be approved by the Sponsorship Committee, based on the 
exhibitor’s message, brand and contribution to the attendees.   

 

 

507– ANNUAL CONFERENCE SITE SELECTION POLICY 
 
It is the policy of the Board that an Annual Conference selection process be 
established for determining future sites of the Coalition's Annual Conference. 

 
Administrative Regulations 

 

Administered By: Executive Director 
 
Regulations: 
 
The following set of criteria is intended for guiding future site selection decisions: 

1. One-year advance planning is required for annual meeting locations. 

2. Each year at the Annual (June) Board meeting, the Board shall select several 
prospective sites for consideration in the year ahead. These sites may be used 
as future locations for Regional Meetings, Annual Membership Meetings or 
Conference locations. 

 
The Executive Director shall develop an Annual Conference needs inventory. 
Information shall include: 

 
1. Dates: As determined by the Board, Other Agencies Annual Conference 

Schedules, Members’ schedule and funding availability.  
 

2. Schedule: sample schedule of the Annual Conference program 
 

3. Sleeping Room Requirement: should include past five-year history 
 

4. Meal Requirements: include approximate numbers 
 

5. Meeting Room Requirements: General Sessions, Special Interest 
Sessions, Pre and Post Conference Sessions, and other meetings as 
needed 

 



 

 

6. Exhibit Space Requirements 
 

7. Miscellaneous Information: hospitality suites, registration locations, etc. 
 
The following criteria should be considered in selecting a location for an Annual 
Conference: 

 
1. Location attractions and appeal of location 

 
2. Hotels/Conference Space that meet specifications and price range; 

secondary hotels should be available for comparisons 

 
3. Transportation and cost of airfares to the city 

 
4. Consideration of rotating Annual Conferences throughout different regions 

 
5. Other important issues: 

Additional consideration should be given to the following: 
 

1. Potential Attendee Considerations: In what areas do the largest number of 
attendees exist? 

 
2. FCEH Member Concentration: In what regions do the largest number of 

members exist? 
 

3. Past Meeting History: Where have we held FCEH conferences, and where 
have we committed as of this date for future years? 

 
4. Preference of Members: Feedback from attendees and members should be 

solicited each year to suggest possible future locations. 

 

508– ANNUAL CONFERENCE REGISTRATION CANCELLATIONS 
 
It is the policy of FCEH to establish cancellation procedures that provide financial 
control and a high level of service to conference attendees and FCEH members.  

 
Administrative Regulations 

Administered By: Executive 

Director 

Regulations: 
1. All requests for cancellations must be received in writing. 

 
2. Cancellations received on the same day that the initial transaction was 

made will be refunded with no additional processing fee. 



 

 

 
3. Cancellations received after the same day as the initial transaction and up to 

one month prior to the start of the event will be refunded minus a processing 
fee not to exceed 15% of the member registration rate. 

 
4. Cancellations received less than one month prior to the event start date will not 

receive a refund. 
 

5. Registrations may be transferred/applied/deferred to another event or person if 
written notice is received more than one business day prior to the event start 
date and will be subject to a processing fee not to exceed 10% of the member 
registration rate. 

 

509– ANNUAL CONFERENCE COMPLIMENTARY REGISTRATIONS 
 

It is the policy of FCEH to establish procedures to provide complementary or 
reduced conference registrations for individuals that were previously homeless.   

 
Administrative Regulations  

Administered By: Executive 

Director 

Regulations: 
1. Members will be asked to promote the FCEH conference through their social 

media accounts and websites.  Members will also be asked to share the 
conference materials with local agencies in their community.  Complimentary 
tickets may be provided to CoC member agencies that actively promote the 
FCEH conference.  The amount of complimentary tickets available to members 
will be included in the conference budget approved by the FCEH Board 
annually. 

 
2. The Executive Director will request grants or sponsorships to help support 

scholarships for formerly homeless individuals to attend the conference.  
Requests for conference scholarships must be in writing and will be reviewed 
and approved by sponsorship committee members based on budget and need.  
Scholarships may include a volunteer requirement. 

 

3. Conference scholarship or complimentary tickets will not include hotel 
accommodations or travel reimbursement.   

 

510– ANNUAL REVIEW OF CONFERENCE 
 
It is the policy of FCEH to survey attendees of each conference and to develop 
plans to address any concerns for future conference.  The surveys will be utilized 
to determine future content, speakers, exhibitors, sponsors and venue location.   

 



 

 

Administrative Regulations  

Administered By: Executive Director 

1. Surveys will be provided to each attendee to obtain feedback regarding 
each plenary and workshop and their overall conference experience 
including hotel accommodations, venue location, and conference 
management.  

2. Surveys will be provided to each speaker and sponsor to gain any 
feedback regarding their overall conference experience. 

3. At the end of each conference, the current hotel will provide a proposed 
contract for the next year’s annual conference.  The contract will be 
reviewed by the Executive Director and the following information will be 
presented to the Board.  The Board will vote to approve the proposed 
contract.   

 
• Food and Beverage Minimum and/or Fee for Facilities 
• Conference Hotel - Number of Rooms in Block & Price Per 

Room (including parking) 
• Date Availability for the Conference 
• Raffle Items/Gifts 
• AV Requirements (additional add on items) 
• Insurance Requirements 
• Survey results from speakers, exhibitors and sponsors 

 
 
 
 

Section 600 - PUBLICATIONS 

 

601 – PUBLICATIONS DISTRIBUTION 
 
In order to publicize FCEH, its services and member benefits, FCEH will prepare 
newsletters and annual reports which will be made available via email or website or in 
print. 

 
Administrative Regulations 

 

Administered By: Executive Director  
 
Regulations: 

1. Members: Members will receive monthly newsletters and annual reports via 
email. 

2. Non-Members:  Non-Members can view annual reports on the Agency 
website.   

 



 

 

602 – ACCEPTING ARTICLES FOR THE NEWSLETTER - BUSINESS PARTNERS 
 
It shall be the policy of FCEH to publish articles in the newsletter furnished by a 
business partner that promotes educational content that is not directly related to the 
selling of a product or service they represent.  

 
This policy does not preclude a company, its services, or products being briefly 
mentioned in an article. 

Administrative Regulations 

 

Administered By: Executive Director  
 
Regulations: 

1. Articles written by Business Partners must provide general information, not 
information exclusively on their product. 

 

 
Section 700 - 

AWARDS 

 

701 – FCEH Awards 
 
FCEH recognizes outstanding achievement in homeless services, best practices or 
advocacy work through annual awards. The FCEH awards are established by the 
Board.  

 
Administrative Regulations 

 

Administered By: Executive Director and FCEH Board 
 

1. The award eligibility, criteria, and selection process will be made available on 
the FCEH website. 

 
2. A timeline for submissions will be developed, and the awards will be 

promoted to the FCEH membership through various means. 

 
3. Winners of the awards will be recognized at the Annual Conference and on the 

FCEH website. 
 
 

Section 800 – TRAVEL 
 

801 – BOARD MEETINGS AND TRAVEL 
 
The President and Executive Committee will annually determine the parameters and 
limitations of Board and expenses for in-person meetings. This shall include such 



 

 

issues as hotel accommodations and meals.  A “meetings” budget will be prepared 
by FCEH Finance Committee and approved by FCEH Board vote. 

 
The Board Policy on meeting expenses: 

1. Whenever feasible, meetings will be held in conjunction with other meetings 
that some members may be attending. 

 
2. Whenever feasible, meetings will be held in conjunction (at the same hotel) 

as the annual conference and room rates, meals and meeting space will be 
negotiated for the best price possible. 

 
3. No reimbursement will be made for Board meetings held at the FCEH Annual 

Conference. 
 

802 – TRAVEL REIMBURSEMENT – PERSONNEL 
 
It is the policy of FCEH to reimburse for ordinary, necessary and reasonable expenses 
when directly related to the transaction of FCEH business.  

 
Directly related expenses are those in which there is the expectation of deriving 
some current or future benefit for FCEH, the Personnel is actively engaged in a 
business meeting or activity necessary to the performance of the job duties. 

 
FCEH Personnel is responsible for researching the least expensive travel 
arrangement possible.  Mileage will not be provided for any trip over 100 miles.   

 
All FCEH Personnel are responsible for complying with this Policy. Submitting 
expenses that are not in compliance with this policy risk delayed, partial or forfeited 
reimbursement. 

 

803 - DOCUMENTATION 
 
Requests for reimbursement of business expenses must be submitted on the FCEH 
Travel & Reimbursement Request forms. Each expense shall be separately 
identified. Forms shall be dated and signed by the Personnel.  

 
FCEH complies with IRS regulations, which require that all business expenses be 
substantiated with adequate records. This substantiation must include information 
relating to: 
(1) the amount of the expenditure; 
(2)       the time and place of the expenditure; and 
(3)        the business purpose of the expenditure 

 

804- TRAVEL EXPENSE APPROVALS 
 
Expense reimbursement, together with the itemized list of all expenses and the 
required documentation must be submitted on the FCEH Travel & Reimbursement 



 

 

Form and submitted to the FCEH Treasurer for approval. 
 
 


