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SCTE Mission and History 

About SCTE 

The Society of Cable Telecommunications Engineers (SCTE) is a non-profit professional association 

that provides technical leadership for the telecommunications industry and serves its members 

through professional development, standards, certification and information. Since 1969, SCTE has 

continually expanded its resources and services to meet the changing needs of its members in a 

rapidly evolving industry. Today more than 14,000 CTOs, engineers, system operation managers, 

technicians, and field operations personnel from the U.S. and 70 countries worldwide depend upon 

SCTE to deliver the tools they need to maintain their competitive edge. SCTE has more than 68 

chapters and meeting groups, and over 3,000 cable telecommunications professionals hold SCTE 

technical certifications. The Society continues to serve its diverse membership and the industry by 

offering a wide variety of educational programs and services. 

 

The SCTE Standards Program provides an American National Standards Institute (ANSI)-accredited 

forum for the development of technical specifications supporting the cable telecommunications 

industry. It is also recognized by the International Telecommunication Union (ITU). SCTE standards 

cover a wide range of industry needs from F connectors to protocols for high-speed data access over 

cable to digital program insertion. More than 140 MSOs, vendors and allied organizations are SCTE 

Standards Program members.  
 

History & Heritage 

This chronological retrospective on the Society—describing its formation, expansion, adaptation, and 

maturation—seeks to underscore great benchmarks in the Society’s history in the context of how 

those achievements have positioned this successful organization for more success in the future. 

 

Formation 

The Society’s official birth date is June 22, 1969, but as with any new venture, SCTE’s birth required 

some behind-the-scenes groundwork. 

 

The inspiration for the Society came from Charles S. Tepfer, who was the publisher of Cablecasting 

magazine. In an editorial in the November 1968 issue of the magazine, Tepfer wrote of the lack of 

recognition awarded cable system engineers. William Karnes, of National Trans-Video at the time, 

wrote a letter in response to Tepfer’s piece stating that system engineers should be acknowledged 

for their valuable contribution to the young and growing cable television industry. This suggestion 

attracted the support from others in the industry, resulting in Cablecasting’s publication of a 

membership application for the then-Society of Cable Television Engineers. 

 

On that landmark day of June 22, 1969, the fledgling Society conducted its first general meeting, in 

conjunction with the NCTA convention in San Francisco. Seventy-nine individuals, today recognized as 

Charter Members of the Society, were in attendance. Officers were elected at the meeting, and a set 

of temporary bylaws was drawn up. 

 

This original group elected Ronald Cotten, of Concord TV Cable at the time, as president, Karnes as 

vice president, and Tepfer as secretary/treasurer. 



4/10/09 5

 

SCTE Regional Chapters were established at the inaugural meeting. They were California, Pacific 

Northwest, North Central, Southwest, South Central, New England, Pennsylvania, Atlantic Central, 

South, Canada East, and Canada West. In 1970, the organization of local chapters began but was 

delayed by correspondence and funding problems. Today, SCTE has 68 chapters and meeting groups. 

 

Any new undertaking has its share of hurdles, and SCTE was no exception. The founding fathers had 

to allay concerns rippling through the industry that they were secretly starting up some kind of union 

for the industry’s technical personnel. 

 

Just five years into its existence, SCTE, in 1974, saw a surge in interest in the Society. Membership 

was approaching the 1,000-member milestone, and chapter growth and development was taking off. 

SCTE became incorporated in 1974, officially becoming the Society of Cable Television Engineers Inc. 

 

As noted, giving cable’s technical folks their due recognition was a main motive in setting up SCTE, 

and in keeping with that, in 1974, the Society named its first SCTE Member of the Year—Steven 

Dourdoufis. 

 

The Society conducted its first National Engineering Conference in 1976. In 1977, the Society opened 

its first full-time office, in Washington, D.C., and hired its first paid staff. SCTE had been an all-

volunteer organization up to that point in time. 

 

Expansion 

The 1980s were characterized by unprecedented growth and development for the evolving Society. 

Not only did SCTE’s membership numbers begin to soar, but SCTE became a mounting force for 

ensuring the quality of the industry’s technical performance and engineering advancements. 

However, the early years of the decade were difficult, and the Society found itself teetering on the 

verge of bankruptcy. One of the association’s great stalwarts, the late Thomas Polis, is credited with 

rallying the Society while serving as SCTE president during that tumultuous period. 

 

While the ship was still being righted, a number of important traditions were established. The year 

1983 saw the debut of what was to become the cornerstone of SCTE, its flagship event, SCTE Cable-

Tec Expo®. The Society’s first Expo was conducted May 6–8, 1983, in Dallas. What a remarkable 

contrast between then and now. In Dallas, there were 700 attendees and 118 exhibitors. Nowadays, 

Expo attracts more than 10,000 attendees and features better than 400 hands-on, technology-

focused exhibits. 

 

Expo was well on its way to becoming an established annual industry event during the growth decade 

of the ’80s. Expo 1988, conducted in San Francisco, broke all previous attendance records. More than 

1,300 technicians and engineers were there, which was more than double the number who had 

attended the event just three years earlier. 

 

The SCTE Satellite Tele-Seminar Program series was created in 1984 to provide technical training 

videotapes to cable systems across the country. System operators were encouraged to downlink and 

record these programs for their training needs. The program helped to establish SCTE as the technical 

leader that it is today by logging hours upon hours of instructional programming for the industry. 

 

One of SCTE’s benchmark products and services for the industry’s technical community over the years 

has been its certification programs. In 1985, the SCTE Broadband Communications 
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Technician/Engineer (BCT/E®) certification program was introduced at SCTE Cable-Tec Expo® with 90 

attendees becoming the program’s first candidates. 

 

SCTE created the BCT/E® program to encourage personal development in cable technology, recognize 

individuals for the demonstration of technical knowledge, and assist management in their employee 

evaluation and promotion processes. 

 

In 1987, Ron Hranac, at the time with Jones Intercable, and Les Read, at the time with Sammons 

Communications, became the first certified individuals at the BCT® and BCE® levels, respectively. 

 

The Society has always been about helping its members succeed. As a precursor to the grants and 

scholarships managed and distributed today by the SCTE Foundation, the SCTE Technical Tuition 

Assistance Program was created in 1985 by the SCTE Board of Directors. Much like today, recipients 

in the ’80s were applying their assistance for such purposes as NCTI (now Jones/NCTI™) 

correspondence courses and university courses. 

 

The second half of the ’80s saw rapid growth in the number of SCTE Chapters and Meeting Groups. In 

1986, the number of local groups reached 30, doubling the total from the prior year. By the time the 

decade was drawing to a close, SCTE included more than 50 local groups. As they do today, SCTE 

Chapters and Meeting Groups conducted low-cost, high-quality technical professional development 

opportunities across the Society, bringing educational meetings and events to industry personnel at 

all levels. 

 

In 1988, the SCTE Hall of Fame was established to permanently honor individuals who have tirelessly 

shared their extensive knowledge with others throughout their storied careers. The first inductee into 

the Hall was Cliff Paul, who received his honor at SCTE Cable-Tec Expo® 1988. Today, 33 SCTE 

stalwarts occupy the SCTE Hall of Fame following their inductions through the years, the most recent 

being Eugene White, who was inducted during Expo 2008. 

 

A final stamp on the decade of growth and expansion that the ’80s was for SCTE is found in the 

increase in the SCTE membership rolls in the latter half of that decade. At the close of 1984, the 

membership figure stood at 2,500. When 1989 and the decade drew to a close, SCTE had reached the 

6,000-member milestone. 

 

Adaptation 

Accommodating the changing technical needs of the industry and SCTE’s members, SCTE got the 

decade of the ’90s started in grand fashion by conducting its first technology conference called “Fiber 

Optics” in Monterey, Calif. This annual event became what is known today as the SCTE Conference on 

Emerging Technologies® (ET). 

 

In 1992, the Society established its mission statement, a simple but easily remembered trio of words: 

“Training, Certification, Standards.” Reflecting its flexibility and ability to evolve with the industry and 

reposition itself as a technical leader, SCTE has since modified its mission statement in recent years to 

read, “Professional Development, Standards, Certification, and Information.” 

 

In 1995, SCTE’s willingness to adapt and change even crossed over into its very name. SCTE’s name 

changed from Society of Cable Television Engineers to Society of Cable Telecommunications 

Engineers. The name change depicted SCTE’s advancement into the widely developing arena of 

multiple media and interactive cable services. The new name demonstrated SCTE’s responsiveness to 
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the rapid changes that were taking place in all forms of cable-delivered media including television, 

telephone, data, alternate access, LAN, WAN, computer, interactive, and multimedia services. 

 

SCTE was busy that year, too, repositioning itself in at least two other main respects. 

 

One had to do with its headquarters building. SCTE broke ground in July 1995 for construction of a 

brand-new headquarters building and by January 1996 had moved into the new digs, 140 Philips 

Road, Exton, Pa., from where SCTE’s professional staff continues to serve SCTE’s members to this day. 

 

The other change of note in 1995 was a huge stride forward that the SCTE Standards Program made 

that year. The American National Standards Institute (ANSI) accredited SCTE, which had first begun 

developing industry technical standards in 1988, as a recognized Standards Development 

Organization (SDO). 

 

In 1996, SCTE established its website and has since enhanced this service to members and the 

industry by leaps and bounds. Today, SCTE’s website is the launch point for all kinds of great technical 

interactivity among SCTE’s members—from SCTE Live Learning™ to SCTE MemberLINK™ to SCTE 

InfoScope®. More than an Internet address or a mere virtual storefront, www.scte.org is a solid 

springboard for members as they develop their technical careers like never before. 

 

Continuing its focus on developing industry professionals, affirming its role as a longstanding, 

adaptive technical leader, and being cognizant of the signs of the times, in 1997 the Society unveiled 

two computer-based training programs—Telecom Technologies and T-1 Transmission Basics—and 

rolled out a pair of new, specialized industry certifications: Telephony, and Service Technician. 

 

As the decade was approaching its close, the Society’s chief professional staff member since 1984, 

SCTE President William Riker, departed to take a new position in the industry. In a change of course, 

the SCTE Board of Directors felt the best-suited replacement for the engineering-minded Riker to take 

SCTE into the new millennium would be someone whose foremost strength would lie in the area of 

marketing and business development. Under the direction of its chair at the time, Hugh McCarley, the 

board followed that inclination and hired John Clark as Riker’s replacement toward the end of 1998, 

just shy of the Society’s 30th anniversary. 

 

Maturation 

SCTE began to hit its stride as it turned the corner into the 21st Century. This new period has brought 

more change and evolution to SCTE but with a strong sense of purpose and direction from its 

membership. 

 

SCTE was already a solid organization that was very much in tune with the needs of its members 

when Clark came on board as president of SCTE late in 1998. Since that time, SCTE has implemented a 

number of important changes that have taken the organization to the next level. 

 

Most prominent among them have been enhancing the SCTE Standards Program and establishing the 

SCTE Foundation. 

 

The SCTE Standards Program is a critical component of what SCTE is all about, a core element of its 

mission as a Society. As noted above, the program has been developing technical standards for the 

cable telecommunications industry since 1988 and became accredited by ANSI in 1995. 
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The SCTE Standards Program has made tremendous strides and is commanding growing attention 

from the cable telecommunications industry that it serves. The program soared from a rank of 79th in 

1998 to 13th in 2008 for production among the more than 200 standards development organizations 

accredited by ANSI. SCTE’s program is made possible not only through the generous support of the 

program’s members but also through its newly established group of sponsors. Membership in the 

SCTE Standards Program is open to any individual or organization willing to participate and pay the 

membership fee. 

 

Demand has been growing in recent years for technical standards that promote interoperability in the 

industry’s fast-changing marketplace. SCTE standards address a wide range of industry requirements 

from basic network components such as F connectors to the advanced technology used in Digital 

Program Insertion (DPI) for advanced advertising systems. SCTE is excited about the potential for 

further growth in standards development. 

 

Meanwhile, the SCTE Foundation has made excellent progress in a short period of time. 

 

The SCTE Foundation promotes innovation and expanded educational opportunities for SCTE 

members to assist them in their professional development within cable and telecommunications 

engineering; helps to advance research and information of cable and telecommunications 

technology; and helps to maintain a history and awareness of cable and telecommunications 

evolution. The SCTE Foundation was established by the SCTE Board of Directors in 2005 and began 

issuing grants in 2006 to fulfill the first part of its three-part mission. The Foundation has now helped 

numerous SCTE members with a combined total of approximately $95,000. 

 

SCTE members from both cable operators and vendors have received SCTE Foundation grants for 

such purposes as advanced and undergraduate degrees, college textbooks, Jones/NCTI™ courses, and 

industry events such as SCTE Cable-Tec Expo®. 

 

All of the financial assistance that the SCTE Foundation provides to SCTE members is made possible 

through tax-deductible donations. The Foundation’s Founding Donor Campaign raised more than 

$225,000, a remarkable show of support. The tax-deductible donation aspect is a significant 

improvement that the SCTE Foundation brings. Now, donors not only get the satisfaction of 

performing a generous deed, but they get rewarded for it at tax time as well. 

 

In strong support of its fundraising efforts, the SCTE Foundation began hosting the popular annual 

Tom Polis Classic Golf Tournament in 2007. The tournament helps to keep the Foundation funded for 

its mission while honoring the memory of the aforementioned cable industry pioneer and SCTE 

stalwart, Tom Polis. 

 

SCTE has made other leaps forward in this new millennium. The Society is excited about its growth 

into Canada. Since 2002, the SCTE Board of Directors has included a Director-At-Large Canada to 

specifically represent SCTE members in that country. Also, in February 2009, in its 40th Anniversary 

year, SCTE launches the SCTE Canadian Summit to address the unique needs of cable 

telecommunications professionals and organizations in Canada. 

 

In 2002, SCTE rolled out its Broadband Specialist suite of certifications, including Broadband Premises 

Specialist (BPS). Later came the Digital Video Engineering Professional (DVEP) Certification among 

others. Adding in the aforementioned BCT® and BCE® certifications, SCTE’s suite of certifications has 
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grown to nine programs of various areas of expertise and technical complexity across the cable 

telecommunications network. 

 

The advancement of SCTE Certification Program offerings through the years by always vigilant 

committee volunteers is one of the more tangible ways SCTE has demonstrated its desire to stay out 

in front of the changing needs of industry professionals. 

 

SCTE Pd also has demonstrated this desire by providing expert technical instruction delivered online 

in recent years through SCTE Live Learning™ seminars and SCTE Virtual Classroom courses and in-

person for many years through SCTE Onsite Seminars. 

 

Another one of those new millennium advances the Society has made is the SCTE Chapter Leadership 

Conference (CLC), an annual event that began in 2000. The conference is extremely popular among 

SCTE chapter leaders as they learn how to make their local groups function more effectively in 

carrying out the SCTE mission. CLC 2008 set a new attendance record with 165 attendees. SCTE 

Chapters provide members with leadership and skills development opportunities in areas outside of 

their technical proficiency such as financial management, marketing, and recruitment. 

SCTE and Chapter Partnership 

Our Partnership 

According to the American Heritage Dictionary, “partnership” means “a relationship, 

frequently between two people, in which each has equal status and certain independence but also 

implicit or formal obligations to the other.” Another aspect of “partnership” recognizes that each 

“part” brings its own unique talents and energies to the relationship, making the whole better than 

the sum of its “parts.” Both of these definitions clearly apply to the partnership between SCTE and its 

chapters. 

 

For its part, SCTE serves the role of protector, advocate, supporter and assistant to 

its chapters and meeting groups. While the various rules and requirements established for chapters 

and meeting groups may appear burdensome at first, regulations are designed to aid and shelter 

chapter and meeting group volunteer leaders. As outlined in this handbook, volunteer leaders may 

engage in a variety of actions that may expose them to potential liability. For example, managing 

financial transactions on behalf of a chapter exposes the chapter treasurer to potential liability if 

chapter funds are not managed appropriately. The Society’s rules and requirements help alleviate 

such liability exposure by providing clear guidelines which, when followed, insulate volunteers from 

any potential adverse consequences. 

 
SCTE also helps chapters and meeting groups by providing technical assistance and support to 

volunteer leaders. As noted above, the Society has significant responsibility for protecting its chapters 

and meeting groups, ensuring they are properly managed, and supporting their efforts to grow and 

become strong healthy chapters. To meet these obligations, SCTE provides a variety of programs and 

services designed to nurture the development of volunteer leaders, chapters and meeting groups.  

 

For your part, chapters and meeting groups fulfill the SCTE’s 

mission on the local level by functioning as educators, networkers and communicators. Because the 



4/10/09 10 

majority of members interact with SCTE at the local level, chapters and meeting groups represent a 

key link between the Society and its membership. Chapters and meeting groups organize training 

programs, bring people together to examine and resolve common challenges, and communicate the 

value of involvement in SCTE. Further, chapters and meeting groups feed information from the 

membership back to the Society to help the organization strengthen its programs, prepare for the 

impact of evolving industry trends and stay abreast of the issues and challenges facing its members. 

SCTE Support for Your Chapter/Meeting Group 

SCTE headquarters performs a range of functions designed to: 

1. Shield its chapters/meeting groups and volunteer leaders from any potential adverse actions; 

and 

2. Support, advocate and facilitate chapter/meeting group growth and development. 
 

Legal Protections  

A. Maintenance of tax-exempt status. The Internal Revenue Service (IRS) has deemed the 

Society of Cable Telecommunications Engineers exempt from federal taxes under 

Section 501(c)(6) of the Code of Federal Regulations. Through the partnership 

agreement with SCTE, its chapters and meeting groups also enjoy this tax-exempt 

status. Thus, both the Society and the chapters/meeting groups must comply with IRS 

guidelines and requirements for exempt organizations. SCTE headquarters assumes 

primary responsibility for this compliance so that chapters/meeting groups do not 

have to interact directly with the IRS. 

B. Filing annual tax return. Even though the Society is exempt from federal taxes, SCTE 

must file an annual tax return with the IRS showing income generated and expenses 

incurred over the year. Again, through the partnership agreement, chapters and 

meeting groups are not required to file their own, individual reports. Instead, the 

chapter treasurer is responsible for submitting quarterly financial reports to SCTE. 

(Financial report forms and treasurers handbook can be found online under the 

financial section of CORe (http://www.scte.org/content/index.cfm?pID=1521).  SCTE 

compiles and files one unified tax return on the behalf of the entire organization. This 

strategy relieves chapter volunteers from having to learn and comply with complicated 

accounting and tax filing procedures. Headquarter staff is available to assist you with 

financial questions and reporting issues. 

C. Insurance against liability exposure.  Anytime a person or organization hosts an event, 

there is some degree of liability exposure present. If a guest is injured or property is 

damaged during the course of, or as a result of the event, the host may be held liable 

for reparations to the injured party. Again, through the partnership agreement, SCTE 

provides insurance coverage for its chapters and meeting groups against such forms of 

liability exposure. Otherwise, chapters and meeting groups would have to obtain their 

own coverage, a requirement that could be very costly.  Some hotels and meeting 

spaces require proof of insurance.  These forms can be obtained by contacting 

chapters support (chapters@scte.org). 

D. Assistance with compliance issues. The Society recognizes that its volunteer leaders 

are not legal experts and do not have the time to immerse themselves in the details of 

running non-profit organizations. Thus, SCTE has developed this Chapter Handbook 

and other materials to make compliance with legal requirements as simple, straight-

forward and hassle-free as possible. When chapter and meeting group leaders have 
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questions about compliance issues, they can call headquarters staff for assistance at 

any time. 

 

Program Support and Assistance 

E. Chapter Relations - The chapter relations staff is the front-line contact for chapter and 

meeting group leaders, serving as the primary liaisons between chapters/meeting 

groups and SCTE headquarters. In this role, staff provides the following services: 

1. Assistance and support related to chapter and meeting group compliance 

issues, program development, online vendor day registration, leadership 

trainings and organizational management. Many chapter resources are now 

available online in the Chapter Officer Resource area of the SCTE Web site 

called CORe (http://www.scte.org/content/index.cfm?pID=1544). 

2. Knowledge collection and dissemination to help chapters and meeting groups 

learn from each other’s experiences and identify opportunities for 

collaboration. The chapter leader listserves (chaplist, chappres, chapsec, 

chaptreas) provides each chapter leader with an immediate connection to their 

peers for answers on chapter-related issues and questions. The lists also 

provide them with monthly and/or quarterly reminders and the latest 

information from SCTE headquarters.  

3. Visits to chapters and meeting groups to obtain feedback about SCTE 

programs, explore innovative ways to support chapters and meeting groups, 

and promote the SCTE chapter/meeting groups partnership to members and 

prospective members. 

4. Meeting and leadership development resources and programs through the 

annual Chapter Leadership Conference, this Chapter Handbook, the monthly e-

mail blasts sent to all chapter leaders, the over 80 resources available on the 

CORe section of the SCTE Web site and periodic leadership training webinars as 

well as through presentations at chapter meetings and flagship events.  

5. Advocacy within SCTE headquarters for programs, services and resources that 

support chapter and meeting group success, growth and development. 

6. Recognition of outstanding chapters/meeting groups through the SCTE chapter 

awards and compliance matrix, chapter awards dinner held annually during the 

Chapter Leadership Conference and the chapter volunteer thank you breakfast 

held  annually during the SCTE Cable-tec EXPO®. 

F. Membership Recruitment & Retention – SCTE has a wealth of resources and materials 

to help chapters and meeting groups recruit and retain members. These resources 

include: 

1. CORe provides ideas and samples of ways to recruit and retain SCTE members 

(http://www.scte.org/content/index.cfm?pID=1535). 

2. CLAS (Chapter Leadership Access Site) provides current SCTE membership 

information for your chapter.  More information about CLAS is available in this 

handbook.  

3. Promotional materials (e.g., Membership brochure, Pd brochure, Certification 

brochure, Interval newsletter, etc.) which chapters and meeting groups can 

make available to prospective members during their meetings. In addition, a 

short video and power point presentation are now available to promote the 

local and national benefits of SCTE membership. 



4/10/09 12 

4. SCTE National promotion of the “value-added” benefits of chapter and 

meeting group membership to prospective and new members. 

G. Meeting Planning - SCTE wants your board to be as valuable and as cost efficient as 

possible to your members. The headquarters staff provides the following support: 

1. Tips and planning guides for every element of your meeting are included in this 

handbook.  

2. Promotion of your event. By providing SCTE with the pre-meeting notice 

(samples are available on CORe), SCTE can market your event on www.scte.org 

and in Interval. 

3. Speakers Resource Finder – A list of the SCTE members who recently spoke at 

chapter technical training sessions is available on CORe. 

4. Archived LiveLearning™ - If your chapter is unable to find a trainer or would 

like to supplement a training session with additional material, archived 

LiveLearning™ sessions are available. 

5. Webinar – SCTE provides chapters with access to the National webinar 

platform.  More information on webinars is available in this handbook. 

6. Onsite Seminars – SCTE provides a discounted rate to chapters for all onsite 

seminars.  To schedule your onsite seminar, call Susan Parno at 610-594-7320, 

or send an e-mail to profdev@scte.org. 

H. Certification Program Support  - SCTE certification staff can facilitate local training and 

certification efforts by providing or suggesting: 

1. Trainers and exam proctors - SCTE certification staff can provide trainings on 

specific topics and/or possible speakers available on specific certification 

related topics.  

2. Certification and Professional Development program promotional materials 

I. Revenue Assistance 

1. Process Credit Cards: SCTE Headquarters will process credit cards on behalf of 

the chapters.  More information is available in the Financial Management 

Requirements section of this handbook. 

2. Products and publications: chapter and meeting group leaders can negotiate 

with SCTE's professional development department to obtain bulk purchase 

discounts on SCTE training materials enabling chapters to resell them at the 

retail price (some restrictions may apply on such reselling arrangements).   

3. Promotion of chapter vendor days to potential exhibitors through the SCTE 

web site and access to online registration for attendees and exhibitors. 

Communication & Contact Information 

Chaplist - Chaplist is provided as a service to all SCTE chapter leaders, to offer a forum for exchanging 

knowledge and ideas and soliciting feedback from your peers. Discussions on the listserve are meant 

to stimulate conversation and aid in problem-solving.  Also, a monthly chapter leader information e-

mail is sent to the list along with SCTE press releases. To post a message on Chaplist, simply send an 

e-mail to: chaplist@lists.scte.org. 

 

ChapPres – ChapPres is provided as an e-mail distribution list to all SCTE chapter presidents, to offer a 

forum for exchanging ideas and issues that chapter presidents face and soliciting feedback from your 

peers.  A quarterly e-mail is sent to the list to help inform and assist chapter presidents. To post a 

message on ChapPres, simply send an e-mail to: chappres@lists.scte.org. 
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ChapSec – ChapSec is provided as an e-mail distribution list to all SCTE chapter secretaries, to offer a 

forum for exchanging ideas and issues that chapter secretaries face and soliciting feedback from your 

peers.  A quarterly e-mail is sent to the list to help inform and assist chapter secretaries with their 

role in the chapter. To post a message on ChapSec, simply send an e-mail to: chapsec@lists.scte.org. 

 

ChapTreas – ChapTreas is provided as a service to all SCTE chapter treasurers, to offer a forum for 

exchanging ideas and issues that chapter treasurers face and soliciting feedback from your peers.  A 

quarterly e-mail is sent to the list to help inform and assist chapter treasurers. To post a message on 

ChapTreas, simply send an e-mail to: chaptreas@lists.scte.org. 

  

Guidelines for posting to Chapter E-mail distribution list:  

� Only send a message to the entire list when it contains information that everyone can benefit 

from. By e-mailing chaplist@scte.org, you are sending a message to all participants (over 800 

volunteers). Please be respectful of their time and only post messages that are relevant to the 

audience at large.  

 

� Send messages such as "thanks for the information" or "me, too" to individuals—not to the 

entire list. Do this by using your e-mail application's forwarding option and typing in or cutting 

and pasting the e-mail address of the individual to whom you want to respond.  

 

� Do not post commercial messages. Contact people directly with products and services that 

you believe would help them. 

 

� Remember that SCTE chapter leaders and other e-mail list participants have the right to 

reproduce postings to this listserver. 

 

� Please note that, if you receive an e-mail from chaplist and you select "reply" to send a 

message, your message will be broadcast to all chaplist members. If your intent is to only 

notify the SCTE chapter support staff, you must address the e-mail to chapters@scte.org. 

 

� To unsubscribe from chaplist, simply send an e-mail message to the chapters@scte.org with 

the following text: unsubscribe <insert list> <insert your email address> end. 

 

SCTE Professional Staff - Check the SCTE Web site (www.scte.org) and click the About Us section and 

staff link for a current listing of SCTE staff, phone extension numbers and e-mail addresses. 

 

CORe – CORe stands for “Chapter Officer Resource” and it is a section on the SCTE website that 

contains resources, samples and reports for chapters.  

Leadership Roles & Responsibilities 

SCTE Chapter Code of Ethics 

This Code of Ethics provides board members of the local chapters guidelines for professional behavior 

and ethical conduct.  

 

The Society of Cable Telecommunications Engineers is committed to operating in an honest, fair, and 

professional manner. We are an inclusive organization which seeks to reflect the diversity of our 

Society.  
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1. In carrying out their responsibilities, board members shall treat all individuals with dignity 

and respect. 

2. Board members shall use authority appropriately, shall avoid the appearance of 

impropriety, and shall not use the position to promote personal gain or the gain of any 

specific group. 

3. Board members shall treat confidential information as such, and not discuss any 

confidential information outside the chapter board, SCTE board or SCTE staff.  

4. Board members shall not participate in any action, meeting or discussion that they 

believe could, or have been advised by SCTE Headquarters and their representatives 

might, give even the appearance of being a potential anti-trust violation. 

5. A board member shall not knowingly submit, convey, authorize or execute documents 

that are inaccurate including, but not limited to, financial reports, meeting reports and 

meeting minutes.  

6. Board members shall not have any conflict of interest with the SCTE, or its member 

companies. Where such a conflict occurs or becomes known, the individual in question 

shall reveal the conflict and recuse from all action or activities related to that conflict. 

7. Board members shall not have a financial interest in any of the chapter’s business. 

8. Board members shall follow all the procedures spelled out by SCTE Headquarters, the 

SCTE Board of Directors, and abide by the specifics spelled out in their chapter bylaws. 

Role Descriptions 
The responsibilities of chapter and meeting group leaders are defined within the context of their 

organizational bylaws, a legally binding contract between the organization and its members. The 

leaders' responsibilities have a legal basis and should be fulfilled as outlined in the bylaws. Chapter 

officers and board members are required to be current SCTE members. 

 

Each leader elected to the chapter leadership is a board member.  Each board member lends 

expertise and knowledge to the deliberations of chapter actions and policies. In concert, board 

members are a representative focus group of the membership, which help to set organizational 

priorities, establish policies, and ensure the chapter operates in accordance with its bylaws.  

Depending on the chapter bylaws, all leaders will be elected, by the chapter members, to be board 

members and then the board members will vote to elect officers or all leaders will be elected, by the 

chapter members, into either an officer or board member role. 

 

The following are the most commonly found officer positions within chapter bylaws.  Additional 

information about each role can be found on the SCTE Website. 
 

President - The presiding officer: 

• Arranges a minimum of 4 chapter board meetings per year 

• Ensures the board performs its duties in keeping with the bylaws and policies. 

• Leads the chapter by participating in the development of strategic goals and by working with 

the chapter board and membership to achieve those goals. 

• Ensures all leaders perform the functions for which they are responsible and takes 

appropriate action if individuals are not performing their duties. 

• Impartially guides the discussion of business during official meetings of the membership or 

board. 
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• Serves as a link between SCTE headquarters and the local chapter. 

• Appoints committees as needed 

• Helps to identify and implement services/programs for chapter members 

• Keeps current with SCTE services and promotes the mission of SCTE locally 

• Serves as the chapter’s spokesperson 

• Recognizes achievements of chapter leaders and members 
 

President-Elect/Vice President - These responsibilities help to ensure that the president-elect is fully 

prepared to assume the presidency, rather than attempting to learn about the organization while 

trying to lead it. In some cases, the president-elect or vice president does not automatically succeed 

the outgoing president. However, it is still important for this leader to be able to manage the chapter 

in the absence the president or if the president’s position becomes temporarily vacant. The 

president-elect learns how to lead the chapter/meeting group by: 

• Monitoring progress of chapter’s goals and objectives 

• Enforcing the bylaws 

• Fulfilling responsibilities assigned by the president 

• Advise and assist the president 

• Assume President’s role in President’s absence 

• Learning the details of chapter/meeting group operations 
 

Secretary - The official recorder and record keeper. (Sometimes, the secretary and treasurer position 

are combined. However, this is not recommended as these two positions are the most time-

intensive.) 

• Prepares and distributes minutes of official board and membership meetings. 

• Oversees the completion of meeting reports and their filing with headquarters. 

• Maintains all official documents (e.g., bylaws, minutes, board contact, etc.) and updates those 

documents as required (e.g., files amendments to the bylaws with headquarters, etc.). 

• Work with the Membership chair/vice president to coordinate mailings/e-mails. 
 

Treasurer  

• Maintains all financial accounts and records, and proper documentation of all financial 

transactions. 

• Provides written and/or oral reports on the organization’s financial status. 

• Prepares quarterly and year-end financial reports, which are filed with headquarters. 

• Monitor cash flow 

• Prepares annual budget with the help of other officers 

• Maintain banking relationship with local bank 

• Ensure that the 501(c)6 disclaimer is on chapter receipts and advertisements. 

 

Vice President, Membership 

• Identify potential members 

• Develops membership and retention campaigns 

• Maintains chapter mailing lists 

• Develop surveys to asses needs of chapter members 

 

Vice President, Professional Development 

• Enhance & Improve educational seminars and chapter meetings 

• Investigate “partnering” educational opportunities with other organizations 



4/10/09 16 

• Develop programs for the year to enhance the cable broadband profession 

• Work with other chapter officers to promote events 

 

Vice President, Marketing or Outreach or Communications 

• Produce & edit e-mail notifications for chapter meetings, hard copy fliers and newsletters 

• Coordinate stories and production 

• Recruit members to write articles 

• Act as a liaison with other SCTE chapters and local cable groups. 

 

Webmaster 

• Record and prepare pertinent information for the chapter website. 

• Coordinate with other officers to ensure that necessary information is posted on the website. 

• Collect digital pictures from events for the website. 

• Maintain calendar of chapter events. 

 

Past-president/chairman - Serves as a consultant to the current president and board of directors, 

ensuring continuity in leadership by providing a historical perspective for organizational actions, 

activities or plans. 

Legal Responsibilities 

Managing a non-profit organization is serious business, particularly when those organizations also are 

exempt from federal, state/provincial, and local taxes. Legal precedent has established several duties 

to which all board of directors of all types of corporations are bound. When directors breach these 

duties, governmental authorities are empowered to take action against the directors for failing to 

perform their duties. 
 

• Duty of Care.  As directors, individuals agree to oversee the organization and to protect its 

interests.  In so doing, directors assume a duty to exercise the same level of care over that 

organization as reasonable people would over their own personal business.  With this 

understanding, directors who approve spending organizational funds are charged with 

determining whether the expenditure is appropriate for the organization (e.g., is the expense 

in keeping with the organization’s purposes as defined in its bylaws), how the expenditure 

would affect the organization’s accounts (e.g., would the organization not be able to continue 

operating if it paid the funds), and similar questions.  By failing to ask and answer these 

questions, directors may place themselves at risk for abandoning their duty of care. 
 

•Duty of Loyalty.  Following from the duty to exercise appropriate care over an organization, 

directors also are obligated to be loyal as well.  Such actions as avoiding potential or real 

conflicts of interest, keeping proprietary information confidential, and ensuring that the 

organization functions in keeping with its purposes are examples of how the duty of loyalty 

applies within organizations. 

 

•Duty of Obedience.  As the duly elected body charged with oversight for the organization, 

the board of directors may establish policies, procedures, rules, or orders, which are 

consistent with the legally defined purposes of their organization, and with the law and other 

governmental regulations.  As part of their duty of obedience, board members agree to abide 

by all duly approved actions taken by the board of directors.  To act in ways outside of the 

board’s guidelines would violate the duty of obedience.  For example, to avoid potential 

conflicts of interest, a board of directors approves a policy that board members divulge any 
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personal interests they may have related to any business that comes before the board.  

However, if a board member fails to disclose such an interest even though he knows about 

the policy, his vote on the matter could be interpreted as being biased by his own self-

interest.  Thus, such a board member appears to have violated both his duty of obedience and 

his duty of loyalty to the organization. 

 

SCTE chapter and meeting group leaders should know and understand these principles for the 

following reasons: 

• As duly elected leaders of nonprofit, tax-exempt organizations, you are bound by these 

duties; 

• In your official capacity as a non-profit board member, you could be held personally liable if 

found to have violated one or more of these duties; 

• When assuming an official position within a nonprofit organization, you may be bound by 

these duties even after your official term ends, particularly if you leave office before a 

successor has assumed your responsibilities; and, 

•By knowing what is expected of you as a board member, you will be better able to meet the 

responsibilities and requirements of your role. 

 
Questions about your duties as non-profit directors should be directed to headquarters. 

Effective Leadership Strategy 

Leadership Transitions 

A. Ensure each leader fully understands his/her role and responsibilities. 

1. Facilitate the leadership transition process by serving as a mentor and historical 

resource. 

2. Tell members how the organization will function and who within the chapter or 

meeting group is responsible for which activities. 

3. Provide opportunities for the leadership to examine potential areas of liability 

exposure that may exist and ensure that responsibilities for chapter compliance 

that must be conducted (e.g., financial and meeting reports, filing updates to 

the bylaws) are assigned to appropriate individuals. 

4. Offer some degree of flexibility in assignments since responsibilities may easily 

be shifted to another leader (e.g., the Secretary may maintain the membership 

list until a membership committee chairperson comes forward to assume that 

function). 

 

B. Orientation & Mentoring 

1. Host orientation sessions to facilitate the transition of responsibilities from 

outgoing to incoming leaders.  Use the Leadership Transition Worksheet in 

Appendix B as a guide. 

2. Review official business that may need to be conducted or considered and 

define the responsibilities of each officer (e.g., filing of financial report by 

treasurer, announcing proposed bylaw changes by the secretary, etc.). 

3. Inform each officer of each leader's responsibilities to encourage collaboration 

and avoid duplication of effort. 

 

C. Succession Planning 
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Succession planning is an integral part of effective and efficient leadership. Remember 

Peter Drucker’s mantra, “if you fail to plan, you plan to fail.” 

1. Begin recruiting and grooming new leaders as soon as incoming leaders are 

installed in their positions. 

2. Consider using the “Associate Board” position to identify and develop new 

leaders. 

3. Identifying and grooming a replacement should be part of each leader’s 

position description  

4. Clearly communicate the expectations of the leadership role to each potential 

recruit. 

5. Review the Leadership Transition Checklist (Appendix B) for a smooth 

leadership transition. 

 

Annual Strategic Objectives 

Chapter and meeting group leaders can help their board reach peak performance by answering some 

strategic leadership questions.  Please complete the Recommended Strategic Planning Form available 

on the SCTE website (http://www.scte.org/content/index.cfm?pID=1536) and submit to SCTE 

headquarters so Striving for Excellence points can be awarded. You can use this worksheet to develop 

your chapters or meeting group’s goals, formulate tactics and assign accountability. There are a few 

items to keep in mind when developing goals and strategic direction for the chapter. 

 

A. Why go through a strategic planning process? 

1. Strategic planning is the process of determining: (1) what your organization 

intends to accomplish, and (2) how you will direct the organization and its 

resources toward accomplishing these goals over the coming months and 

years. Such planning usually involves fundamental choices about: 

A) The mission, goals, or vision your chapter will pursue which needs to 

align with the chapter purpose in the bylaws 

B) Whom you will serve 

C) The chapter’s role in the broadband community 

D) The kinds of programming, services, or products you will offer 

E) The resources needed to succeed – people, money, expertise, 

relationships, facilities, and so forth 

F) How you can best combine these resources, programming, and 

relationships to accomplish your organization’s mission 

2. Strategic planning is often distinguished from another kind of planning – 

operational or short-range planning. Operational planning is what non-profit 

organizations do when they develop yearly work plans and budgets. 

Operational plans are usually narrower in scope than strategic plans and focus 

on a shorter period – for example, one year instead of three or five. Both kinds 

of planning are useful. Strategic planning can be used to chart the longer-term 

direction and goals for your organization. Operational plans can then be 

developed to show how, in the coming year, your organization will move 

toward the future described in its strategic plan. 

 

B. Finding the Fit 

How does an organization determine the best course for the future? One key is to find 

the fit among three forces – your mission, outside opportunities, and capabilities. 
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• The mission of your chapter – what you intend to accomplish, your overall goal and 

the reason that you exist. SCTE’s mission is to “advance the careers of cable 

telecommunications professionals and service the industry through excellence in 

professional development, information, standards and certification.” Your 

chapter’s mission is to carry this out in your local area. 

• Opportunities or threats your chapter faces – related to the resources and needs of 

the people you serve, competitors, allies, or other major forces that will influence 

whether you succeed or fail. 

• Your chapter’s capabilities – the resources or competence that you currently have 

or can develop. 

 

C. How to Develop a Strategic Plan 

Each chapter has a distinctive situation and style. You should use a process that fits 

your chapter’s organization and context. Below is a description of the Wilder 

Foundation model, which outlines five basic steps. These steps can be adapted and 

modified to fit your group. 
 

Step 1: Get Organized 

 

The first step is to organize the planning process. The step usually includes deciding 

that strategic planning is appropriate at this time; selecting a person or a team to keep 

the planning on track; determining what people and groups will be involved; deciding 

if you need an outside facilitator; outlining the planning steps; and getting consensus 

to proceed. 

 

Step 2: Take Stock (situation analysis) 

 

In Step 2, chapters often review their history and current situation and then begin to 

identify future possibilities and choices. Some chapters seek input and consensus from 

other leaders in addition to chapter board members when establishing goals. From this 

analysis your chapter will identify the most critical issues of choices concerning your 

future.  

 

Step 3: Set Direction 

 

In Step 3, leaders determine the best future direction for the chapter and then develop 

a draft of the strategic plan. This usually includes the mission, a vision or overall 

approach for accomplishing the mission, and specific goals for moving the chapter in 

the direction envisioned. Some plans also include more detailed information related to 

future meetings, offerings, and resources.  

 

Step 4: Refine and Adopt the Plan 

 

The next step is to refine and tune up the draft plan. In this step the first draft – if it 

seems generally on target – is sharpened to increase the likelihood of successful 

implementation and ensure broad-based commitment.  

 

Step 5: Implement the Plan 
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A good plan needs good implementation. In Step 5 the chapter implements the plan, 

periodically monitors progress, makes adjustments, then updates the plan yearly.   

 

The most important things to remember when going through this process is to design 

a planning process that the chapter can realistically complete and stay focused on the 

most critical issues and concerns. 

• Identify your chapter's or meeting group’s long-term and short-term goals. 

o Keep your group focused--too many goals may lead to frustration and 

ineffectiveness. 

o Clearly articulate your goals.     

o Assign accountability.  

o Adjust goals as necessary 

o Include status reports on goals as a running meeting agenda item 

• Recognize, acknowledge and celebrate success and hard work. 

 

Ensure the effectiveness of your chapter board meetings 

A. Announce the meeting 

1. Chapter boards are required to meet a minimum of four times each calendar 

year. 

2. The announcement of the meeting shall be made in accordance with your 

chapter bylaws and shall be sent to all chapter board members. 

3. Consider using alternative meeting approaches to give all Board Members the 

opportunity to attend. 

a) Conference call - A free conference call service is available at 

www.freeconference.com.  The only fee is the fee passed along to the caller.  

The caller has to pay the cost of the long distance call. 
b) Try a ‘Retreat’ to:  

(1) Identify objective(s), meeting technique, agenda and share with 

attendees well in advance 

(2) Allow adequate time for interaction and discussion 

(3) Involve all members in leading and facilitating the meeting 

(4) Move people away from distractions to a location that is comfortable, 

energizing and convenient. 

 

B. Plan an agenda 

1. Prepare and distribute the agenda prior to the meeting. 

2. Avoid loading the meeting agenda with multiple items. 

3. Establish a priority system for placing items on the agenda: 

A) Does the item require formal action by the full board of directors? 

B) Is the issue something that all board members need to know? 

C) Does the issue have to be resolved by a firm deadline? 

D) Are there other ways of addressing the item (e.g., assign to a task force, 

empower a leader to resolve, set up a conference call, ask for a written 

report)? 

4. Place prioritized items into agenda categories: 

A) action items - meeting must address - highest priority. 

B) discussion items - meeting may address - moderate priority. 

C) information items - meeting does not need to formally address - lowest 

priority. 
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5. For action items, use a consent agenda when: 

a) The item is non-controversial. 

b) Board consensus on the issue is highly probable. 

 

C. Running the meeting 

1. Assign someone the responsibility of taking minutes of the board meeting and 

reporting those minutes to SCTE Headquarters.  Minutes should have at a 

minimum: 

a) Date and Place of the meeting 

b) Board member attendance 

c) Start and stop times 

d) Actions 

e) Approved Motions 

2. Make sure that a minimum of 50% of the elected board is present for a quorum 

before deciding any issues.  

3. Be prepared and keep the group focused on the agenda topics. 

4. Create positive tension by: 

a) Encouraging diverse opinions and discussion. 

b) Staying focused on what is important. 

c) Use a “parking board” to capture new ideas and issues for further 

consideration that arise during discussion of an agenda item but that 

are not germane to that item. 

5. Ensure that everyone participates in the discussions. 

6. Hold board members accountable for attending meetings and accomplishing 

the goals and action items in the strategic plan. 

7. Conduct formal meetings only when business cannot be completed in other 

ways. 

8. Start and end board meetings on time. 

9. Thank everyone for their participation. 

 

D. Committees 

1. When possible, use small, highly focused groups to address specific items: 

a) Task force or ad hoc committee - develops recommendations on short-

term, focused projects.  

b) Executive committee - conducts organizational business between board 

meetings. 

c) Nominations Committee – conducts the chapter elections 

d) Standing committee - manages on-going initiatives where some degree 

of continuity is critical (e.g., meeting planning/execution). 

2. Be sure that each committee or task force has a very clear and specific charge. 

3. The president is empowered to oversee committees unless specifically stated 

otherwise in the chapter bylaws. 

Policies & Procedures 

 

 Establishing a Local SCTE Chapter in your Area 

(US and Canada Only) 
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If there isn’t an existing Society of Cable Telecommunications (SCTE) Chapter in your area, now is a 

great time to start one!  Initiating a local SCTE Chapter is a valuable opportunity to help others grow, 

develop your leadership skills and bring together broadband technical professionals in your 

community. 

 

The first step is to form a Meeting Group, which is an introductory phase to forming a SCTE Chapter. 

 

Getting started 

1. Contact SCTE Director of Chapter Support, Robin Fenton at chapters@scte.org or 800-542-

5040 to start the process. 

 

2. Recruit people in your area who are interested in helping you establish an SCTE chapter. 

 

3. Set a date for an initial planning meeting. 

 

At the Initial Planning Meeting 

4. Name your group. 

 

5. Elect officers. The group organizers will most likely become the first board of directors. Every 

Officer and Board Member must be an Active SCTE member.  

 

6. Using the template provided by SCTE Headquarters, draft bylaws to establish the structure 

and operating procedures for your group.   

 

7. Assign someone the responsibility to open a Chapter post office box. 

 

8. Assign someone the responsibility to open a meeting group bank account after the SCTE 

Board approves the meeting group. 

 

9.  Secure funding.  Many times, one of the founding member's companies will lend or 

contribute money to get your first mailing out and reserve meeting space.   Determine who 

will be responsible for securing funding. 

 

10. Submit letter, bylaws, officer listing and post office box information requesting approval of 

meeting group. 

 

11. Wait for SCTE Board approval of the Meeting Group before proceeding to next steps.  

 

Moving Forward  

12. Upon review and initial approval, your bylaws will be submitted to the Board of Directors for 

approval. 

 

13. SCTE HQ will notify you of the approval of your bylaws. 

 

14. Each of your officers will be subscribed to Chaplist.  Chaplist is an email listserv that enables 

you to solicit feedback and share ideas with other chapter leaders.  Plus, you’ll get the latest 

chapter news from SCTE HQ. 
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15. Find a mentor!  Use Chaplist to solicit advice from other chapter pioneers who can share ideas 

and pitfalls to avoid or ask SCTE staff for references. 

 

16. Open a bank account.  Request the taxID number from SCTE staff.  Also, review the treasurer’s 

handbook for recommendations on opening an account. 

 

Now You’re Ready! 

17. Select a date for your first meeting.  Pick a day of the week and time that you will live with 

indefinitely (ie. second Tuesday of the month at 10:00). Consistency is key to maintaining high 

attendance.  Also, set the date far enough into the future to give you time to promote the 

event (at least 6 weeks). 

 

18. Select a good location for your first technical meeting. Choose a central location near the 

center of the area you plan to serve and from which you wish to draw members.   Again, pick 

a location you can live with.  You don’t want to change locations or members will have a 

difficult time finding you! 

 

19. Pick a dynamic topic and speaker for your first meeting. High attendance at the first meeting 

is critical. If the program is good, word will spread, and more people will come to the next 

meeting, and the next. 

 

20. Determine the meeting registration fee for members and nonmembers. 

 

21. Spread the word about your first meeting.  SCTE HQ can send an email to members in your 

area free of charge (available for initial meeting only).  Plus, use phone books, supplier mailing 

lists and the latest edition of the Television and Cable Factbook to get names and addresses of 

cable systems within your meeting area.  Faxes and emails are an inexpensive alternative to 

mailings. 

 

22. Assign responsibilities for the first meeting, so everyone understands his/her role (name tags, 

registration, announcing speaker, etc). 

 

First Meeting 

23. Be professional!  This meeting will set the tone for all future meetings.    Start on time.  

 

24. Recruit volunteers (to plan future meetings, write a newsletter, promote your chapter, 

organize fundraisers, etc). 

 

25. Have fun!   

 

26. Celebrate your success. You’ve worked hard, enjoy the fact that you accomplished your goal!   

 

After Your Meeting 

27. Submit your meeting report using the online form within 30 days of your meeting. 

 

28. Contact SCTE, to obtain an updated matrix for your meeting group and determine next steps.  

 

Pursuing Chapter Status 
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All information must be submitted to headquarters in a timely manner as specified. No meeting 

group of SCTE members may refer to itself as a chapter until it has successfully functioned as a SCTE 

meeting group, fulfilling these basic mandatory requirements: 

 
1. To appoint or elect officers, meeting members and committees. All officers and meeting 

members must be Active SCTE members, or must join immediately following their election. 

 

2. Adopt bylaws (a sample template is available the CORe site online) for the organization and 

operation of your meeting group. Proposed bylaws and any subsequent changes must be 

submitted to SCTE headquarters and approved by the SCTE meeting of directors. 

 

3. Develop, plan and present 40 hours of preplanned technical, educational instruction over a 

24-month period. Training hours are counted from the beginning of the business meeting (not 

including registration) to the formal (actual) adjournment of the day's session. A meeting 

group may apply for chapter status after nine months of meeting group operation has passed 

from the date of its first technical seminar. The administration of Certification examinations 

may be counted as training hours provided that the required SCTE Meeting Notification 

Forms, Meeting Report Forms and Meeting Attendance Records (see CORe website) are 

completed and forwarded to headquarters.  

 

4. It is preferable that headquarters receive each chapter’s annual board calendar (include dates, 

locations, program and contact info) at the beginning of the calendar year. Your long-range 

planning allows headquarters staff to promote forthcoming events (vendor days, trainings and 

testing dates) to prospective attendees and vendors in the calendar on the SCTE website, 

thereby increasing your chapter’s visibility over a longer period of time. If long-range planning 

is not a strong suite, then a meeting notice should be submitted a minimum of 30 days in 

advance of the meeting to both the chapter membership and SCTE headquarters (Sample 

templates for this form is available through the chapter leader resources area of the website, 

www.scte.org.).  Failure to submit advance notice of a meeting may result in forfeiture of that 

meeting's training hours. 

 

5. Take attendance at meetings and report to SCTE headquarters no later than 30 days after 

each meeting is adjourned. This report may be completed and submitted online through the 

chapter leader’s resources area of the website. The following information must be reported: 

 All information required to complete (in full) the SCTE Meeting Report Form, 

 The SCTE Meeting Attendance Record Forms, and 

 The minutes or report of the meeting describing the technical program and action 

taken during the opening business meeting.  

 

6. Account for all monies and fees collected and report all financial transactions at the close of 

each quarter (April, July, October and January) to SCTE headquarters using the SCTE Quarterly 

Financial Report Form, which may be submitted online through the chapter leaders resources 

area of the Web site. A copy of each month's bank statement and reconciliation must 

accompany the Quarterly Financial Report. (This may be faxed 610-363-5898 or e-mailed 

(chapters@scte.org) to headquarters. 

 

7. Advise SCTE headquarters of the bank name, location (mailing address), account number and 

names of all signatories on all bank accounts and CDs held in the name of the meeting group 
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within 15 days of opening or changing any account. For the protection of the Society, an 

authorized SCTE headquarters signer must be designated on all chapter and meeting group 

bank accounts. For the benefit of the chapter, SCTE headquarter recommends that at least 

two SCTE staff members be added to the bank account. So that if one staff member were to 

leave the organization the chapter would still remain in compliance. 

 

8. Promote and encourage membership in the Society. 

 

9. Establish a meeting fee structure that distinguishes between SCTE members vs. non-members, 

providing a monetary benefit to SCTE members. 

 

10. Establish a permanent mailing address for the meeting group (i.e., a commercial post office 

box). This should be an address that does not change when new officers are elected. 

 

11. Forward a copy of the group's mailing list to headquarters. 

 

12. Submit quarterly board meeting minutes to SCTE per the meeting group’s bylaws. 

 

When these criteria have been met, it is time for you to request, in writing, formal elevation to 

chapter status. The letter of request for upgrade to chapter status may be written as follows:  

 

Board of Directors 

Society of Cable Telecommunications Engineers, Inc. 

140 Philips Road 

Exton, PA 19341 

 

The __________________________ meeting group of the Society of Cable Telecommunications 

Engineers, having met all of the requirements as outlined in the Chapter Handbook, respectfully 

requests meeting approval for formal elevation to full chapter status. 

 

Very truly yours, 

(Name, address and phone number of group president or chairman) 

 

When all requirements have been fulfilled and the request for elevation to chapter status has been 

received by SCTE headquarters, your group's file will be reviewed for completeness and a 

recommendation will be submitted to the SCTE board of directors for action.  

 

The request for chapter status will be approved or denied, based on a majority vote of the SCTE 

board of directors. Meeting groups failing to fulfill the minimum requirements set forth within 24 

months of their first publicized technical meeting will be disbanded, and will cease to function under 

the auspices of the Society, except in cases in which a meeting group is placed on probationary 

status. In such a case, the meeting group must fulfill all of the requirements of the probationary 

period, even if it extends beyond the 24-month time limit, or be disbanded. 
 

Maintaining Chapter Status 

 

In order for a chapter to maintain active status with the Society, a number of ongoing requirements 

must be met during the following time constraints: 
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1. Each chapter’s bylaws require that the chapter hold an election to determine who becomes a 

chapter board member.  Per the chapter’s bylaws, the chapter board will appoint a 

nominating committee whose duty it shall be to seek out and nominate the best possible 

candidates to run for office.  The nominations committee shall notify the secretary in writing 

of the names of all candidates prior to the elections so that the secretary can include this 

information with the mailing notice of the annual meeting to all members. The nominating 

committee then collects and tallies all of the results and presents the new board to the 

membership.  Once the election is complete, the nominating committee or the chapter 

secretary needs to fill out the Election Results Form 

(http://www.scte.org/content/index.cfm?pID=1534) and send it to SCTE for compliance.  

 

2. Every individual serving on a chapter board must be a current SCTE member before December 

31st.   Chapters are required to send a list of all their officers with contact information to the 

Chapter Support Department by January 31st of each year.  Chapter support will review and let 

the chapters know if any individuals are not current on their membership.  Chapter support 

will also review monthly to determine if any chapter leader membership has lapsed.  This 

information should be sent on the Chapter Leadership Roster Form 

(http://www.scte.org/content/index.cfm?pID=1539). 

 

3. Each chapter must read and review their bylaws annually.  If changes are needed, notify SCTE 

headquarters as all changes to chapter/meeting group bylaws must be approved by the 

Operations Committee. If changes are needed, a Chapter Bylaws Change Form must be 

completed and sent to the Chapter Support Department.  If there are any changes, a chapter 

can submit a Chapter bylaws review form.  These forms along with the current bylaws 

template are available on the SCTE website 

(http://www.scte.org/content/index.cfm?pID=1538).  

 

4. Every chapter must present 30 hours of technical educational training during each calendar 

year. The 30 hours of technical training should be accumulated by holding at least one 

meeting each quarter of the 12-month period. Chapters may not go more than six months 

without holding a training meeting. SCTE headquarters must receive a completed Meeting 

Report Form (http://www.scte.org/content/index.cfm?pID=1541) and attendance sheet 

within 30 days of the event. The administration of certification exams, cable-tec games and 

Vendor Days may be counted toward the accumulated hours of technical training provided 

that the Meeting Notification Forms, Meeting Report Forms and Attendance Records have 

been completed and submitted to headquarters within the required time frame. A certificate 

of attendance can be presented to each attendee as their record for documenting re-

certification units (a sample is available on CORe). Failure to abide by these requirements may 

lead to the chapter being placed on Conditional Status.  
 

5. Communicate meeting dates, locations and program information to headquarters, preferably 

at the beginning of the calendar year, but at least 30 days prior to the meeting date.  

 

6. At a minimum, chapter boards must meet four times per year.  A copy of the meeting minutes 

must be sent to the Chapter Support Department in order to verify that the meetings took 

place (sample minutes are available at http://www.scte.org/content/index.cfm?pID=1539).  

 

7. Account for all monies and fees collected and report all financial transactions within 30 days 

of the close of each quarter (March, June, September and December) to headquarters using 
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the SCTE Quarterly Financial Report Form 

(http://www.scte.org/content/index.cfm?pID=1521).  A copy of each month's bank statement 

and reconciliation must be attached to the Quarterly Financial Report. Failure to abide by 

these requirements may lead to the chapter being placed on Conditional Status. 

 

8. Advise headquarters within 15 days of any changes in the bank name, location (mailing 

address), account numbers and/or authorized signers of all bank accounts and CDs owned by 

the chapter. At least one authorized signer from SCTE headquarters (Vice President of Finance 

or Director of Chapter Support) must be listed on all chapter and meeting group bank 

accounts. This requirement permits SCTE to relocate funds of any of its chapters or meeting 

groups that are no longer in operation or have exhibited serious financial irregularities. This 

requirement also permits SCTE to establish an escrow account for reissue to the group when it 

is reorganized in accordance with the SCTE bylaws.   If there are no changes to the bank 

signature card, a chapter can submit the Bank Signature Card Acknowledgement 

(http://www.scte.org/content/index.cfm?pID=1522) form in order to receive credit on their 

compliance matrix. 

 

9. Promote and encourage membership in the Society.  

 

10. Notify headquarters within 15 days of any changes in the chapter's mailing address. 

 

11. Each SCTE chapter should make certification examinations available to its membership at least 

once each year.  

 
Any chapter failing to maintain these ongoing requirements may be place on Conditional Status. 

 

Conditional Status 

Conditional Status is a status to identify and help chapters that are having a hard time meeting the 

compliance requirements.  The goal is to have the entire Society operating at peak performance. 

 

As soon as SCTE Chapter Support determines they need additional resources to support any chapter 

that is out of compliance, they will notify both the Operations Committee and No Chapter Left Behind 

(NCLB).  NCLB subcommittee, staff and Regional Directors will support the chapter in every way 

possible.  This is Conditional Status Level 1.  Once placed on Conditional Status Level 1, chapters will 

be notified and all issues need to be resolved within 3 quarters.  

 

Person(s) assisting chapters along with the chapter(s) provides updates to the Ops Committee (and 

thereby the SCTE Board) how they are helping any chapter in need, and every chapter on Conditional 

Status Level 1. 

 

If the issues in the chapter are not resolved with the support of staff, Regional Directors, NCLB, etc in 

3 quarters, the chapter will be assigned Conditional Status Level 2.  Financials issues, quarterly 

statements & bank cards, must be resolved within one quarter; otherwise the chapter will be 

assigned Conditional Status Level 2. 

 

During Conditional Status Level 2, staff and Regional Directors along with NCLB will get directly 

involved in the day to day operations of the chapter.  Someone from those groups will volunteer to 
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become a virtual member of the chapter board in order to assist on a more thorough level.  That 

person(s) will participate in every board meeting. 

 

While on Conditional Status Level 2 the following privileges will be suspended . . .  

 

1 – Any expense over $100 requires prior approval from SCTE staff.  The address on file with 

the bank shall be changed to the SCTE headquarters address.  

 

2 –SCTE Staff, SCTE Board member(s), and/or Ops Committee member(s) will be directly 

involved in Chapter Board of Directors reorganization 

 

3 –SCTE Staff, SCTE Board Member(s), and/or Ops Committee member(s) will participate in 

the strategic planning (all steps outlined in compliance matrix) for the chapter’s future while 

on conditional status 

 

4- The Chapter membership will be notified of the status of the chapter and a request for 

additional volunteer support will be initiated. 

 

If a chapter cannot be brought into compliance within 2 quarters, or it falls back into noncompliance 

within the next 2 quarters, it will be assigned Conditional Status Level 3. If Conditional Status Level 3 

is assigned, the chapter is in danger of being suspended and/or dissolved.  The Ops Committee will 

vote on suspension and/or dissolution during its next regular meeting after Conditional Status Level 3 

is assigned. 

 

Financial Management Requirements  

Chapter and meeting group treasurers have one of the most important positions within the Society. 

These individuals not only manage the finances for chapters and meeting groups, but also play a key 

role in providing headquarters with information needed to complete the Society’s annual tax reports 

to the Internal Revenue Service. Thus, it is imperative that treasurers work in partnership with their 

board of directors and with headquarters to appropriately manage chapter and meeting group 

finances. 

 

The Internal Revenue Service (IRS) has deemed the Society of Cable Telecommunications Engineers 

exempt from federal taxes under Section 501(c)(6) of the Code of Federal Regulations. Through the 

partnership agreement with SCTE, its chapters and meeting groups also enjoy this tax-exempt status. 

All SCTE US Chapters share the same tax-id code as the national organization. 

 

As this Chapter Handbook emphasizes, the Society has assumed primary responsibility for compliance 

with Internal Revenue Service guidelines for tax-exempt organizations. To ensure that local group 

accounts are managed in keeping with the law, rules and regulations affecting tax-exempt 

organizations, SCTE has established the following requirements that chapters and meeting groups 

must follow to protect the Society’s exempt status. Chapter and meeting group leaders with 

questions or concerns about these requirements may contact headquarters for assistance.  Also, 

chapters and meeting group leaders shall consult the Treasurer’s Handbook, available on the SCTE 

website, for further information, policies and procedures. 

 

Mandatory Fiscal Requirements 
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a. Chapters and meeting groups must maintain a bank account(s) in the name of the 

chapter or meeting group and under the SCTE Employer Identification Number issued 

by the Internal Revenue Service (contact headquarters for this information). Chapters 

and meeting groups cannot establish accounts under the name(s) of individual officers. 

 

b. Chapters and meeting groups should use a commercial post office box as the primary 

business mailing address. All bank statements and other information should be mailed 

to the post office box. 

 

c. Chapters and meeting groups must report the bank name, address, and account 

number as well as the address for the post office box to headquarters as soon as a new 

account is opened and whenever any changes are made to an account (e.g., new 

signatories are added/removed, etc.). 
 

d. At least one authorized signer from SCTE headquarters must be a signatory on all 

chapter and meeting group accounts. This requirement permits SCTE to gather 

necessary information for the yearly audit and to relocate the funds to an escrow 

account for any chapters or meeting groups that are no longer in operation or have 

exhibited serious financial irregularities.  These funds may then be reissued to the 

chapter or meeting group when it is reorganized or to another chapter/meeting group 

in the same geographic region in accordance with the chapter bylaws. 
 

e. Chapters and meeting groups must submit a Quarterly Financial Report (available 

online in the chapter leaders resource area of the Web site) to headquarters detailing 

the income and expenses. In addition, treasurers must submit copies of each month’s 

bank statement and a monthly reconciliation of the account as part of the report.  

Using this information, headquarters files tax reports with the Internal Revenue 

Service on behalf of the chapters and meeting groups. The timely and accurate 

completion of these reports is the single most important function that a chapter 

treasurer must perform. Quarterly financial reports and supporting documentation 

must be submitted on or before the following deadlines: 
 

o April 31 - First quarter report 

o July 31 - Second quarter report 

o October 31 - Third quarter report 

o January 31 - Fourth quarter and year-end reports 

 

f. In keeping with standard accounting procedures, chapters and meeting groups must 

retain all canceled checks, bank statements and reconciliations, and supporting 

materials for seven years. This information will be useful in case of an Internal Revenue 

Service audit.  Thus, treasurers must ensure that complete financial files are 

transferred to the new treasurer. 

 

g. Headquarters strongly recommends that treasurers present a financial report at each 

chapter/meeting groups board of directors meeting. Chapter and meeting group board 

of directors also are strongly encouraged to assign a board member other than the 

treasurer to perform periodic audits of the accounts. This strategy will help to identify 

any errors that may otherwise be carried from year to year. 
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h. SCTE’s auditors will obtain a bank confirmation of each chapter/meeting group’s 

account balances as of December 31 of each year. The auditors may also request 

copies of all records and receipts throughout the year for a complete audit of a 

chapter/meeting group’s accounts. 

 

Recommended Fiscal Policies 

Each year, SCTE’s accounting firm, Wheeler, Wolfenden & Dwares, samples and audits 

chapter/ meeting group financial records to ensure accurate accounting and reporting of local 

group financials.  The accounting firm also makes recommendations on ways in which SCTE 

chapters and meeting groups can improve upon their financial controls and accounting 

procedures. 

 

The SCTE board has adopted the following recommendations as practices which chapters and 

meeting groups are strongly urged to follow: 

 
1. All bank accounts should have an “end of month” bank statement closing date. 

2. All bank accounts must be reconciled as of the last day of the calendar year 

(December 31). 

3. All financial documentation, such as copies of invoices and deposit slips, should 

be retained to support all transactions. 

4. The term of office for the chapter/meeting group treasurer should be for at 

least two years. 

5. Chapter/meeting group bank accounts should be changed no more frequently 

than every two years.  
 

Financial Reporting for Advertising and Sponsorship Income 

Some local groups have requested clarification regarding contributions by vendors.  The 

following points identify both SCTE policies and recommended practices relating to such 

contributions: 

 

1. Paid advertising represents taxable income under federal law.  Thus, chapters and 

meeting groups may not accept paid advertisements for their newsletters or other 

mailings, nor may they distribute promotional materials on behalf of vendors to their 

members. 

 

2. Chapters and meeting groups may accept donations and sponsorship funds from 

vendors and other organizations in accordance with the following points: 

 

 Donations and sponsorship funds must be recorded as contributions to the chapter or 

meeting group on its Quarterly Financial Report. 

 

 Chapters and meeting groups may acknowledge sponsors during their board and in 

meeting announcements (e.g., “Welcome Reception sponsored by…”) but should not 

promote the sponsoring company or its products (e.g., “Welcome Reception 

sponsored by ___.  Stop by their booth to see ___.”). 
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 To avoid any charges of conflict of interest, sponsorship solicitations should be broadly 

disseminated, and not offered to only a few companies. 

 

W9 

A corporation making payments to a chapter may request a completed W9.  A completed form is 

available on the SCTE website (http://www.scte.org/content/index.cfm?pID=1521).  If you need an 

updated form with the current date, contact chapters@scte.org. 
 

Credit Card Processing 

SCTE Headquarters will process credit cards on behalf of the chapters.  Credit cards can be sent to 

headquarters one of two ways: 

1. Online Registration – A chapter can select online registration by notifying chapter support.  

2. Credit Card Processing Form – Chapters that need credit cards process by SCTE headquarters 

can complete the credit card processing form found online and fax the information to Annette 

Sabellico at 610-363-5898. 

Whether headquarters receive the payment online or through a fax, SCTE needs to receive all credit 

card charges no later than 45 days following an event.  SCTE will collect a 3% charge for each payment 

and forward that to Visa, MasterCard or American Express as those companies charge that amount 

for processing the payment.  Checks are cut by accounting every other week and sent to the chapter 

treasurer. 

 

Prize Policy 

No expenses should be paid without an invoice or check request supported by a receipt. This 

includes prizes, any prizes given out by the chapter needs to have a valid receipt accepted by 

the IRS. Therefore, prizes such as gift cards are acceptable but direct cash prizes are not. If a 

chapter is supporting an individual to attend an event, that individual must submit receipts 

back to the chapter for the entire amount that was provided. 

 

Any prize valued at $600 or more, the chapter needs the winner to complete a W9 and send 

the completed W9 back to SCTE Headquarters for processing. 

 

Donation Policy 

In order to comply with IRS requirements, all charitable donations made by the Society and its 

chapters need to adhere to our tax-exempt mission of advancement in the 

telecommunication industry.  

A community charitable program is considered to be an organization created for the purpose 

of philanthropic pursuits. The charity must be a 501 (c) (3) non-profit organization. The 

organization must also be in alignment with the mission and purpose of SCTE (The Society of 

Cable Telecommunications Engineers (SCTE) is a non-profit professional association that 

provides technical leadership for the telecommunications industry and serves its members 

through professional development, standards, certification and information).  Therefore, the 

following organizations are recommended: 

SCTE Foundation  

The Cable Center 
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Cable Positive 

NAMIC Foundation 

 

There may come a time when your chapter is interested in giving to a cause other than what is 

listed above.  Alternative charities must be approved.  Please forward such requests to SCTE 

Chapter Support (chapters@scte.org) for consideration.  

 

Hiring Policy 

Chapters may hire temporary help for assistance with the administrative operations of the local chapter. In 

order to hire temporary help, the following must take place: 

1. Chapters must be in good standing and current in all financial reports sent to SCTE in 

order to be eligible to hire a temporary employee. Chapter must pay all fees associated 

with hiring the temporary employee.  

2. A majority of the chapter board must approve hiring a temporary employee, the 

number of hours the employee with be contracted for and who will be responsible for 

supervising the temporary employee. 

3. A temporary employee must be hired from an official temp agency or must complete a 

Form W-9 so that a Form 1099 can be issued to the nonemployee at year-end by SCTE.  

A temp cannot be a member of the chapter board or related to a member of the 

chapter board. 

4. An SCTE staff member must review and co-sign the employment agreement/contract. 

SCTE also must receive the minutes from the meeting in which the chapter approved 

hiring a temporary employee. 

Record Retention Policy 

SCTE has developed the following record retention policy for chapters taking into consideration the 

IRS, state and local government requirements:  

Attendance reports      4 years 

Bank Statements & Reconciliations    7 years 

Budgets       3 years 

By-laws, Policy and Procedures    Permanently 

Canceled Checks      7 years 

Cash books       Permanently 

Cash receipts and disbursement Journals   7 years 

Chapter meeting reports    4 years 

Chart of Accounts      Permanently 

Contracts and leases      7 years 

Correspondence (legal and important matters)  Permanently 

Expense Analysis      7 years 

Expense voucher and schedules    7 years 

Financial Statements, Internal (end-of-year)   Permanently 

General ledgers, trial balance (year-end)   Permanently 

Invoices from vendors     7 years 

Invoices to members and sponsors    7 years 

Minutes of director and committee meetings  Permanently 

Petty Cash vouchers      Permanently 
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Whistleblower Policy 

The following whistleblower policy applies to all staff and volunteers of the society and can be found 

in the Policies and Procedures of the Society of Cable Telecommunications Engineers. 

 

This Whistleblower Policy of the Society of Cable Telecommunications Engineers (SCTE): (1) 

encourages staff and volunteers to come forward with credible information on illegal practices or 

serious violations of adopted policies of SCTE; (2) specifies that SCTE will protect the person from 

retaliation; and (3) identifies where such information can be reported. 

 

Encouragement of reporting. SCTE encourages complaints, reports or inquiries about illegal practices 

or serious violations of SCTE’s policies, including illegal or improper conduct by SCTE itself, by its 

leadership, or by others on its behalf. Appropriate subjects to raise under this policy would include 

financial improprieties, accounting or audit matters, ethical violations, or other similar illegal or 

improper practices or policies. Other subjects on which SCTE has existing complaint mechanisms 

should be addressed under those mechanisms, such as raising matters of alleged discrimination or 

harassment via SCTE’s human resources channels, unless those channels are themselves implicated in 

the wrongdoing. This policy is not intended to provide a means of appeal from outcomes in those 

other mechanisms. 

 

Protection from retaliation. SCTE prohibits retaliation by or on behalf of SCTE against staff or 

volunteers for making good faith complaints, reports or inquiries under this policy or for participating 

in a review or investigation under this policy. This protection extends to those whose allegations are 

made in good faith. SCTE reserves the right to discipline persons who make bad faith, knowingly false, 

or vexatious complaints, reports or inquiries or who otherwise abuse this policy. The right of the 

whistleblower protection does not include immunity for any personal wrongdoing that is alleged and 

investigated. 

 

Where to report. Complaints, reports or inquiries may be made under this policy on a confidential or 

anonymous basis. They should describe in detail the specific facts demonstrating the bases for the 

complaints, reports or inquiries. They should be directed to SCTE’s Chief Executive Officer or 

Chairman of the Board of Directors; if both of those persons are implicated in the complaint, report 

or inquiry, it should be directed to the Vice President of Finance and Administration who will 

immediately notify outside counsel. SCTE will conduct a prompt, discreet, and objective review or 

investigation. Staff or volunteers must recognize that SCTE may be unable to fully evaluate a vague or 

general complaint, report or inquiry that is made anonymously. 

 

Conflict of Interest Policy 

The following conflict of Interest policy is based on the Policies and Procedures of the Society of Cable 

Telecommunications Engineers and applies to all chapter officers and directors. 

 
Individual leaders of the Society of Cable Telecommunications Engineers, Inc (“SCTE”) must act at all 

times in the best interests of the organizations they represent. (The term “Leaders” shall be used in 

this policy to refer to chapter directors and officers, SCTE; the term “organization” shall refer to SCTE. 

Moreover, the Board of Directors of SCTE each has an obligation to ensure that the organization 

maintains a bias-free, decision-making process. The purpose of this policy is to inform Leaders about 

what constitutes a conflict of interest, assist them in identifying and disclosing actual and potential 

conflicts, and help them to avoid conflicts of interest where necessary. This policy may be enforced 

against individual Leaders as described below. 
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What Is a Conflict of Interest? 

A conflict of interest may arise when a Leader has some other interest that might suggest divided 

loyalty on the part of the Leader between obligations to SCTE, on one hand, and to some other 

organization or cause, on the other. The “other interest” may arise from a transaction between SCTE 

and a third party, or a Leader’s volunteer or paid relationship with a third party, which may 

compromise a Leader’s ability to provide unbiased and undivided loyalty to SCTE. In order to 

proactively address any potential conflicts of interest, each Leader is required to annually complete 

and submit a Disclosure Form detailing any such “other interests.” The Leader also must update the 

Disclosure Form if any material changes or additions to the submitted information arise during the 

course of the year. On the Disclosure Form, the Leader must list all financial transactions with the 

organization, whether the Leader or any family member of the Leader has an interest in any third 

parties providing goods or services to the organization, and any other (nonprofit or for-profit) 

organizations with potentially conflicting interests in which the Leader or any family member of the 

Leader is actively involved, has a significant investment, or owns at least a 1% interest. All paid or 

unpaid positions or relationships with nonprofit or for-profit third-party organizations that compete 

with SCTE, or take public positions contrary to those of SCTE, also should be listed. The Leader is 

encouraged to disclose a relationship if there is any uncertainty as to whether the relationship should 

be disclosed. 

 

How Should Conflicts Be Addressed? 

An initial determination as to whether a particular outside transaction or relationship may constitute 

an actual, potential or apparent conflict of interest shall be made by the Finance Committee of SCTE 

(the “Finance Committee”), with the assistance of legal counsel and without the presence of the 

individual whose involvement in such transaction or relationship is under consideration. This 

determination shall be made in any circumstance in which a credible potential for a conflict of 

interest is identified either by an individual Leader (through mandated self-disclosure) or by a third 

party. However, if the Finance Committee concludes that this determination should be made by the 

Board of Directors of SCTE, then the matter shall be referred to the Board (with or without a 

recommendation from the Finance Committee) for its consideration, deliberation and resolution, 

with the assistance of legal counsel and without the presence of the individual whose involvement in 

such transaction or relationship is under consideration. The Board shall have final authority over the 

resolution of all conflict of interest matters involving the members of such Board. If the Finance 

Committee believes that a particular relationship or transaction may represent an actual, potential or 

apparent conflict or interest, it shall first request additional information from the Leader detailing the 

nature of the relationship or transaction. When evaluating whether a particular transaction or 

relationship constitutes an actual, potential or apparent conflict of interest, the Finance Committee 

shall consider the following (non-exhaustive) factors: 

1. Abusing one’s role as a Leader for personal or third-party gain or pleasure (including, but not 

limited to, the solicitation or acceptance of gifts or other items of value or indirect 

inducement to provide special treatment on organization matters). 

2. Placing one’s own self-interest, the interest of one’s company, organization or another entity 

for which the individual serves in a leadership, employment or ownership capacity, or the 

interest of any third party above that of SCTE. 

3. Engaging in any outside business, professional or other activities that would directly or 

indirectly materially adversely affect SCTE. 

4. Providing goods or services to SCTE as a paid vendor. 
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If the Finance Committee determines that a particular relationship or transaction represents an 

actual, potential or apparent conflict of interest, it (or the Board, if the matter has been referred to 

the Board) shall resolve such actual, potential or apparent conflict in one of the following manners: 

1. Waive the actual, potential or apparent conflict as unlikely to affect the Leader’s ability to act 

in the best interests of the organization; 

2. Determine that the individual Leader should be recused from all deliberations and decision-

making related to the particular transaction which gives rise to the actual, potential or 

apparent conflict. This resolution should apply particularly when the transaction or 

relationship is one which presents a conflict only with respect to one or two discrete programs 

or activities.  

3. Determine that the individual Leader must resign from his/her service to SCTE because the 

actual, potential or apparent conflict is so pervasive that the Leader would seldom, if ever, 

likely be able to act in the best interests of the organization.  

4. The special procedure below is applicable to all instances in which a Leader (or the Leader’s 

company, organization or another entity for which the Leader serves in a leadership, 

employment or ownership capacity, or a member of the Leader’s family) seeks to provide 

goods or services to the chapter as a paid vendor, or seeks to receive a significant grant or 

contract from the local chapter. This procedure shall not apply to pre-existing relationships 

with Leaders that previously have been disclosed to, and waived by, the Finance Committee 

or the Board. 

a. the Leader must disclose to the Chapter President in advance of any related action to 

be taken by the chapter board his/her intent to seek to provide goods or services as a 

paid vendor to the chapter, or to receive a grant or contract from the chapter;  

b. The Leader must recuse himself/herself from all deliberations and voting related to the 

contemplated action; 

c. If the value of the transaction exceeds $5,000, the chapter must, through a request for 

proposal process, have solicited proposals broadly from other qualified vendors / 

prospective grant or contract recipients and received (or attempted to receive) written 

bids from at least three such individuals/entities (including the Leader); 

d. the chapter board must determine (without the presence or participation of the 

Leader) that the transaction is fair and in the best interests of SCTE and the chapter 

based on all of the facts and circumstances, and such determination (including the fact 

that it was made in the absence of the Leader) shall be documented as part of the 

relevant meeting minutes (all competing bids received shall be retained as well); and 

e. If selected, the Leader may not participate in any process by which his/her 

performance as a vendor / grant or contract recipient is evaluated. 
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Conflict of Interest Disclosure Form and Nondisclosure Agreement 

The following Conflict of Interest Disclosure Form and Nondisclosure Agreement shall be completed, 

signed and submitted by all Leaders on an annual basis. 

 

To help avoid any conflicts of interest, you are disclosing ownership or other proprietary interests, 

responsibilities, circumstances, or other reasons why you (or, by extension, any member of your 

family) might have an actual, apparent or potential conflict of interest with your duty to SCTE, both 

with respect to the conflicts identified in the attached policy and any others. You hereby invite 

further review by SCTE of any aspects of these circumstances that might be appropriate. In addition, 

you agree to take other steps, such as avoiding deliberation and resolution of certain issues or even 

withdrawing from your membership on the Board, if it is determined that such steps are necessary to 

protect the integrity of the Board and avoid the breach of your fiduciary duty to SCTE. Finally, during 

such time as you continue to serve on the Board, you agree to notify the Chairman of the Board 

promptly if and when you determine that any additional actual, apparent or potential conflict of 

interest with your duty to SCTE arises subsequent to the execution of this form. Please check the 

appropriate section at the bottom of this page. 

 
NONDISCLOSURE AGREEMENT 
 

I agree that any confidential information disclosed to me by members or staff of SCTE, or by third 

parties, in connection with my membership on the Board of these organizations, will be treated as 

such. I will not use or disclose such information except as may be authorized by SCTE, and will make 

my best effort to prevent its unauthorized disclosure. Confidential information shall include all such 

information relating to SCTE’s members operations, policies, plans, goals, or objectives. Confidential 

information shall not include information previously known to me, the SCTE membership, the general 

public, or previously recognized as standard practice in the field. I acknowledge that unauthorized 

disclosure of confidential information could cause irreparable harm and significant injury to SCTE and 

SCTE’s members. I agree that, upon request, I will return to SCTE all materials supplied to me by 

them, including agendas, minutes and supporting documents. 

* * * * * 
I have read the foregoing Conflict of Interest Policy, Conflict of Interest Disclosure Form, and 

Nondisclosure Agreement and agree to abide by their terms. 

□ I have no conflicts to disclose but agree to abide by all of the above terms and conditions. 

□ I have attached a statement of conflicts disclosure and agree to abide by all of the above terms 

and conditions. 

_______________________________ ________________________________ 

Signature      Printed Name 

_______________________________ ________________________________ 

Date       Organization 

_______________________________ 

Title 
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CONFLICT OF INTEREST DISCLOSURE 
To help avoid conflicts, on this form I am disclosing situations or areas in which it might even appear 

that I have conflicting duties to other persons, products, or entities. I invite further review by SCTE of 

any aspects of these situation or areas that might be considered appropriate. 

 

1. Professional, business, or volunteer positions or responsibilities that might give rise to conflicts: 

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________ 

 

2. Situations in which I am serving as a vendor or customer, or am employed by or consulting with a 

vendor or customer, to the Association or its members: 

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________ 

 

 

 

_______________________________________________________________ 

Signature          Date 

_______________________________________________________________ 

Chapter Title 
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Use of the SCTE Name and Logo 

The Society of Cable Telecommunications Engineers, Inc. is the sole owner of the name “Society of 

Cable Telecommunications Engineers, Inc.” and its logo. As such, the Society has established the 

following guidelines outlining how, when and under what conditions its name and logo may be used 

by members, chapters, and meeting groups of the Society. 

 

1. Active members of the Society are entitled and encouraged to use the SCTE logo on their 

business cards as long as all SCTE logo policies are met. The size of the logo and its positioning 

on the card are at the member's discretion. Expo Partner Members may not use the logo for 

business purposes without written permission of the Society.  

• The SCTE logo may not be used in conjunction with claims that products conform to 

SCTE Standards. 

• Artwork of SCTE's logo is available to members electronically by clicking here. Logo 

sheets are available upon request. 

• Non-members of SCTE may contact the address below to obtain permission to use the 

SCTE log and arrange licensing arrangement for its use. 

 

2. The SCTE logo must bear the ® in all instances in which it is used. 

 

3. The SCTE logo is not to be used in any print advertising or other form of publication by any 

outside organization or nonmember of the Society without written permission from SCTE. 

SCTE reserves the right to authorize the use of the logo in cases of a business arrangement, 

such as with a Recognized Trade Publication. 

 

Requests to use the SCTE logo must be made in writing and directed to:  

Society of Cable Telecommunications Engineers  

140 Philips Road  

Exton, PA 19341-1318  

Fax: 610-363-5898  

logo@scte.org  

Meeting Planning 

Meeting Planning Step-by-Step 

 

This guide is designed to help chapter and meeting group leaders plan and execute effective training 

session and Vendor Days. The information and resources provided represent possible models that 

each group can tailor to meet its specific needs. Leaders also are encouraged to share their ideas and 

strategies with headquarters and other chapters and meeting group leaders. 
 

Create a Professional Development or Vendor Day Committee 

Chapters and meeting groups may want to consider forming a rotating committee to assist with the 

various details of planning and hosting training sessions.  By rotating assignments and members, the 

committee can be as inclusive as possible without burdening any one volunteer with tasks. Rotations 
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also would give committee members a break if they were unable to attend all of the events 

scheduled for the year. 

 

As with all committees, the group should have a designated leader. This individual would function as 

the liaison between the chapter board of directors and the team. The leader would also call the 

committee together, when necessary, and keep the group focused on its objectives. The key skill 

requirements for the committee leader would include organization, coordination and delegation. The 

committee leader should not be a “take charge” type who might alienate other volunteers by 

refusing to allow others to contribute their talents and energies. 
 

The committee’s duties may include some or all of the following: 

• Work with the leader on various aspects of planning and coordinating the meeting (e.g., 

contacting speakers, selecting sites, developing promotional material, etc.); 

• Identify potential speakers and coordinate speaker logistics (e.g., hand-outs, audio-visual 

equipment needs, etc.); 

• Serve as the meeting host and provide any necessary staffing assistance (e.g., helping with 

registration, coordinating logistics with facility staff, etc.); 

• Other duties as determined by the Chapter Board of Directors. 
 

Program Development 

Once the committee is in place, its first order of business should be to plan the annual meeting 

calendar. To accomplish this task, the team may want to create an overall meeting strategy using the 

Meeting Plan Form located at the end of this section. 

 

An important part of creating effective meetings is determining the learning needs of the intended 

audience. Another key piece of information to gain the largest possible audience would be the best 

time of the day and week for holding meetings. To collect this information, the committee may want 

to take a membership poll. Sample polls are available from SCTE headquarters staff. 
 

Guest Speakers 

Once the Committee has developed the program goals, the next step in the planning process is to 

determine how speakers will be selected. Choosing a speaker is even more important than selecting 

the appropriate meeting format since the speaker is the meeting. The following options may be used 

for selecting speakers: 

• Speakers Resource Finder - SCTE maintains a listing of speakers who presented at chapter 

training seminars.  This document is accessible at 

(http://www.scte.org/content/index.cfm?pID=1541).  

• Call for Presentations – chapters and meeting groups have significant talent among their 

members and might want to solicit presentation proposals from the membership. Chapters 

and meeting groups can also ask members to identify speakers they would like to see at 

meetings. 

• SCTE Staff Presenters - SCTE staff may be available to conduct technical training sessions at 

chapter meetings.  Staff also can discuss current SCTE developments, new programs and other 

issues of importance to the membership. 

• Archived SCTE LiveLearning Sessions – Can’t find a presenter?  Want to supplement a 

technical training session?  Consider broadcasting an achieved live learning session to your 

chapter.  All of the LiveLearning Sessions are achieved on the SCTE website. 
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No matter which option is selected for choosing speakers, it may be a good idea to standardize the 

materials that speakers receive regarding their presentations. Such materials will help speakers plan 

their sessions and understand the meeting policies and procedures for speaker reimbursement, etc. 

Chapters and meeting groups may want to refer to the chapter professional development guidelines 

and sample speaker invitation in this section of the Chapter Handbook for assistance. 
 

Webinar 

Chapters are encouraged to implement a technical training session “webinar” as a means to outreach 

to both members and non members alike. It is the responsibility of the organizing chapter to notify 

the membership when these sessions are available. As part of the SCTE Compliance and Awards 

matrix, the organizing chapter conducting the webinar will be awarded 10 points as part of the 

Chapter Teamwork Area of Focus for each occurrence. To encourage participation, SCTE Chapters or 

meeting groups receiving and participating in the webinar will receive credit for training hours by 

submitting a completed roster of attendees and meeting notice showing date and location of 

meeting. Participating Chapters/Meeting Groups are required to submit a meeting notice prior to the 

event documenting the date and location of the meeting. 

 

If your chapter is interested in using SCTE’s online platform, you must submit a request for an online 

meeting at least two weeks prior to the meeting date (the form is available at 

http://www.scte.org/content/index.cfm?pID=1541).  
 

Exhibits and Vendor Days 

While actual training sessions provide most of the educational opportunities, exhibits can help to 

further those opportunities. Exhibits usually feature publications, and other products and services 

designed for specialized audiences. Most exhibitors provide staff that is available to answer questions 

and provide information about the company and its offerings. 

 

When determining the meeting room requirements, the Vendor Day Committee will need to 

determine where to locate exhibit space. To maximize marketing potential, the space should be 

located in an area where most attendees will congregate. The committee will also need to consider 

security and safety concerns when determining where to place exhibits if holding a meeting over 

several days. 

 

The most common exhibit strategy for short meetings (one or two days) is to provide table-top space 

for companies to display their equipment or products. Generally, companies will have a small display 

booth or table skirt that will fit on a standard meeting room table (6 to 8 feet long). 

 

The Vendor Day committee has two major responsibilities to exhibitors:  education and assistance. 

On the education side, the committee may want to develop registration packets which would 

highlight information about shipping to and from the meeting facility, special set-up requirements, 

hotel accommodations and other helpful information. On the assistance end, the Committee may 

want to designate one member as the on-site exhibit coordinator to monitor exhibit set-up and help 

exhibitors with any problems they may encounter. Remember that good exhibitor relations are the 

key to return business in the future. 

 



4/10/09 41 

The Vendor Day Guidelines and Exhibit Program Planning Form in this section of the Chapter 

Handbook include additional information to help the Vendor Day committee plan an effective exhibit 

program. 
 

Budget 

Committee’s responsibilities include accurate tracking and management of meeting expenses. To 

help with these duties, the committee may want to establish some budget parameters within which 

the committee will work. A Meeting Budget Planning Form is included in this section of the Chapter 

Handbook.  Vendor Day and golf budget templates are available online 

(http://www.scte.org/content/index.cfm?pID=1542).  

 

Remember that separate fees must be established for SCTE members and non-members. 
 

Site Selection 

Options to consider: hotels, conference centers, resorts, country clubs, restaurants, colleges and 

universities, libraries, corporate meeting facilities and other public meeting facilities. 

 

When selecting a site, the committee may want to remember the following points: 

• The site should reinforce the meeting’s purpose.  So if the meeting is designed to provide a 

casual learning opportunity, then a meeting room at a restaurant might work fine.  A more 

formal meeting facility might work best for programs including exhibits or other special 

functions. 

• The location is a critical component to a successful meeting.  If the meeting topic is interesting 

but the location is inconvenient, potential attendees may decide to wait to attend a future 

meeting instead. 

• The site should be centrally located to draw attendees from within the local group’s 

boundaries.  The location should also be easily accessible from major interstates and/or major 

traffic arteries. 

 

A. Meeting Rooms. The committee should have an idea of the meeting room specifications it will 

need for the event.  These specifications would include: seating requirements, staging, and 

other spatial needs (e.g., certain types of audio-visual presentations may require additional 

space for equipment, projection, etc.). It may be a good precautionary measure to request a 

room that is slightly larger than projected attendance so that extra chairs may be added as 

needed. The committee should be aware that meeting room charges may vary based on room 

size and set-up requirements. 

 

B. Food and Beverage. The committee will need to decide whether to sponsor food and 

beverage functions and how to cover the costs. Such functions can be a very important aspect 

of the meeting by providing attendees with needed refreshments, time to interact informally 

and a break in the learning experience. From a meeting facility’s perspective, the functions 

generate significant revenue. Thus, successful food and beverage functions can be in 

everyone’s best interest. 

 

When setting up food and beverage functions, the committee may want to consider the 

following points: 
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• Functions may be self-serve, full-service or a combination of the two styles. Full-service meal 

options are generally the most expensive, especially for larger groups. 

• The committee can select items from the facility’s menu or work with the catering staff to 

design an economical but pleasing menu. 

• Facilities will generally require a meal guarantee for all meal functions, receptions and breaks, 

so that the proper amount of food will be available (some restaurants may offer buffet service 

with no advance guarantee requirement). Many facilities set places for an additional three 

percent over the guaranteed number, in case a few extra guests arrive. 

• The committee should remember that food and beverage costs will include tax and gratuity. 

These items should be added to the overall program registration fees so that all meeting-

related expenses are covered. 

 

Chapter and meeting group leaders are also advised to exercise caution when sponsoring 

functions that include the serving of alcoholic beverages. The Society’s liability insurance 

specifically prohibits the selling of or generating any revenue from the sale of alcohol. For 

example, local group leaders should not bring, contribute or otherwise supply alcoholic 

beverages for picnics, parties or other social events.  On the other hand, the local group may 

host an event at a hotel, restaurant or other facility that sells alcoholic beverages since the 

facility assumes liability. For example, a local group could host a reception at a hotel and 

contract with the hotel for an open bar. 

 

C.  Audio-Visual Equipment.  Most speakers will want to use some type of audio-visual 

equipment to communicate effectively with the audience. The program Committee may want 

to use the following tips for handling audio-visual equipment arrangements: 

 

• If the meeting facility allows, speakers or meeting sponsors may be able to provide their own 

equipment to avoid rental fees. However, microphones generally will be provided by the 

facility at a reasonable cost. 

• Speakers should be asked to identify any equipment format specifications (e.g., IBM 

compatible equipment versus Apple MacIntosh) and any special accessories that may be 

needed (e.g., zoom lens, computer cabling, etc.) when confirming their speaking 

arrangements. 

• Chapters and meeting groups may want to purchase standard audio-visual equipment from 

their savings to avoid future rental charges. Such equipment might include:  overhead 

projector, projector stand, projection screen, wireless microphones, etc. 

 

D. Negotiations Some tips to help the committee with negotiating a win-win contract with a 

meeting facility include: 
 

• Advance planning can help the committee get a better deal, especially when the committee 

can negotiate a number of meetings at the same facility. Sometimes, the facility staff will 

include extra incentives or services for multiple reservations. 

• Everything is open for negotiation! Even when facilities use standard contracts, they can 

change the terms and conditions of those contracts, so the committee should not accept a 

“this or nothing” proposition. Further, the committee should not accept any terms that it 

considers unfair or unnecessary. Sometimes, it is better to change your game plan rather than 

accept a bad deal. Contact the SCTE Conferences staff at headquarters for assistance in this 

area. 
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• Many facilities will provide complimentary meeting room use in exchange for food and 

beverage functions, depending upon the size of the functions and the overall revenue 

generated. Thus, if the committee plans to host such functions, it may be able to negotiate a 

complimentary meeting room. 

• The committee should investigate several facilities in order to obtain the best deal. In some 

cases, the committee can use its visits and discussions with other salespeople to negotiate a 

deal with the facility it really wants to use. For example, the committee learns that Facility A 

will provide free meeting space in exchange for meal functions as part of its standard 

contract. However, Facility B, which is where the chapter wants to meet, charges for meeting 

rooms even when accompanied with food functions. So, when negotiating with Facility B, the 

committee might want to mention that other facilities the committee investigated would not 

charge for the meeting room as a way of hinting that the chapter may take its business 

elsewhere. However, the committee should be aware that the staff of competing facilities will 

talk with each other about what they will negotiate and what they will not. Thus, the 

committee should be cautious about the information it shares with salespeople during 

negotiations to avoid giving away too many details. 

• If the facility salesperson is unable to provide discounts in one area, the committee can 

negotiate in another area. For example, if the salesperson reports that meal costs are fixed, 

the team may want to seek free meeting room space or discounts on audio-visual equipment 

rental. However, the committee should seek a deal that the facility does not normally provide 

(e.g., if meeting room space is free with a full-priced meal function, the team can try to get 

another cost item, such as equipment rental, discounted). 

• The committee should consider postponing negotiations until it has completed its review of all 

facilities. This strategy will help the committee select the best possible deal available. 

 

E. Contracts - Contracts serve several functions. First, they define rights and obligations. Second, 

they determine liability and the responsibility of each party involved in the contract. Third, 

they provide guidelines for meeting the contract terms. Finally, they specify payment terms 

for services rendered. 

 

Contracts do not always have to be legally prepared documents. An exchange of letters, 

telephone conversations and written proposals may be deemed as a contractual agreement, 

especially if the parties act as though they had agreed to specific terms. Therefore, all chapter 

leaders should exercise caution in all discussions with salespeople. 

 

The following cautionary notes regarding contracts may be useful to the committee: 

 

• You may want to include a disclaimer in all correspondence to facility salespeople which states 

that you are still negotiating terms with the facility. For example, a phrase such as “before we 

agree to contract the space,...” clearly denotes that you have not yet agreed to be bound by 

any formal terms. 

• Keep careful notes on all items discussed verbally, including the discussion dates and names of 

facility salespeople in case you need to refer back to your notes to identify items left out of 

the contract, etc. 

• Do not sign any proposals or other materials prepared by salespeople until you have carefully 

reviewed all of the material. As another protection, chapter leaders can ask the SCTE 

Conferences Department at headquarters staff to review the agreement as well. 
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The Proposed Facility Contract Review Checklist in this section is designed to help the 

committee in its review of proposed contracts. 
 

Communication 

Once your chapter has decided to hold a technical training seminar or Vendor Day and have decided 

the details above, the next and most important step is to notify your chapter members!  The 

following are a few tools available online for your chapter to use 

(http://www.scte.org/content/index.cfm?pID=1541).  

• E-mail Announcement – This document gives the framework for an html e-mail and includes 

the SCTE blue header and footer. 

• Meeting Notification Form – Let SCTE headquarters know about the event.  You can either 

complete the Meeting Notification Form or send your meeting announcement to 

droscovich@scte.org.  

• Communication Toolkit - SCTE's newest chapter tool is designed to provide your chapter with 

customizable marketing materials and meeting forms that will save you time and effort by 

eliminating the need to recreate forms and files, while also building on the strength of the 

SCTE brand. This easy-to-use program allows you to create professionally-designed PDF files, 

tailored to your needs, by simply filling out a few text boxes. Once your PDF is published, it 

can be either printed or e-mailed as necessary. SCTE will continue to add new files on a 

regular basis. 

Administrative Functions 

Generally, meeting registrations will work as follows. Everyone must check-in at the on-site 

registration desk to pick up their name badges and any other materials. A single registration desk 

handles all registrants, including walk-ins who want to sign up on-site. To effectively use this system, 

the chapter needs two dedicated people to handle registrations. One person would handle only pre-

registrations and general questions about the meeting.  The second person would assist on-site 

registrants and any financial transactions. This two-person system ensures that both the customer 

service and financial management aspects of the process are handled effectively.  Additionally, this 

system allows the committee to obtain accurate attendance figures immediately for meal guarantee 

changes. 
 

A. Fees and Policies. There are several questions regarding fees and policies that require 

answers prior to marketing the meeting. The meeting Plan Form identifies several 

questions that the committee can use to calculate meeting fees and develop 

registration policies.   

 

B. Completing the Paperwork.  To maintain their status, chapters and meeting groups 

must document that they have provided the required hours of training (for meeting 

groups, 40 hours within their first 24 months; for chapters, 30 hours annually).  Thus, 

within 30 days following each meeting, local groups must send their Meeting Report 

Forms, Meeting Attendance Record to headquarters (these forms are available online).  

In fact, some chapter and meeting group leaders complete the report materials during 

the course of the meeting, so there is no delay in filing the reports with headquarters. 
 

Chapter Professional Development Guidelines 
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The Chapter Professional Development Guidelines are recommended guidelines for conducting 

chapter technical training.  If your chapter is interested in adopting these guidelines, please contact 

chapters@scte.org. 

 

SCTE Pd is dedicated to providing cable telecommunications industry professionals with the tools and 

resources necessary to develop and advance in their careers. Since chapters are responsible for 

fulfilling the SCTE mission on the local level, the following guidelines have been established to assist 

in creating local level professional development. 

 

1. The primary purpose of the chapters is to train SCTE members in cable telecommunications 

and broadband communications technology. 

 

2. Chapters should choose to provide technical training that strives to increase the competence 

and prestige of the profession and aids the professional development of others. 

 

3. Chapters should work towards creating effective meetings by determining the learning needs 

of the intended audience. 

 

4. Chapters should work towards offering technical training in an open environment where by 

any member would be welcome to attend. 

 

5. Chapters should work with key members of the intended audience to determine the best time 

and day to hold meetings. 

 

6. Chapters should actively participate in the promotion of, training and testing for SCTE 

Certification programs. 

 

7. Chapters should investigate “partnering” educational opportunities with other organizations. 

 

8. Chapters shall notify all of their members about any upcoming technical training seminars at 

least 30 days prior to the meeting date. 

 

9. If a meeting fee is charged, the chapter shall establish a delineated fee structure whereby 

non-members are charged a higher fee for meeting attendance than SCTE members. 

 

10. Chapters should consider communicating the following speaker’s guidelines to the speaker in 

advance of the presentation so the speaker is aware of the chapter’s expectations. 

a) Speakers are strongly encouraged to provide hand-out materials for 

attendees. 

b) Speakers should contact the chapter Vice President of professional 

development or the chapter technical training team leader with any 

questions about program content, logistics, etc. 

c) Speakers should prepare for their presentations well in advance of the 

meeting date. 

d) Speakers may not promote a company’s products or services in the 

context of the presentation. References to products or services should 

be as generic as possible to communicate the key point (e.g., “some 

meters are more effective for...” rather than “Company XYX’s meter is 

more effective for...”).  
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e) Speakers may not speak negatively about their competitors and should 

avoid mentioning any organizations or individuals from competing 

companies in their presentations.  

f) Speakers are encouraged to participate in the entire meeting so that 

attendees have the opportunity to discuss the presentation with the 

speaker. 

Chapter Vendor Day Guidelines 

 

Vendor Day Mission Statement 

 

Chapters/Meeting Groups are encouraged to include a “Vendor Day” as part of the annual 

meeting schedule. This event provides opportunities for front line employees, supervisors and 

managers to see the latest products & services from participating vendors. Revenue generated from 

these events often provides chapters with financial resources to support the chapter’s operations 

throughout the year and also activities such as attendance at the annual Chapter Leadership 

Conference (CLC).     

 

As Vendor Days have evolved over the years, SCTE is releasing this set of guidelines to assist 

chapters in planning their events. The mission of Vendor Days is to support the education of a local 

constituency. In response to industry and vendor feedback, chapters are asked to follow the 

guidelines set forth in order to promote continued support from vendors and the industry. 

 

A “Vendor Day” is defined as a locally advertised event comprising of at least 5 table top displays 

for which a chapter receives payment from vendors and suppliers to demonstrate products, services, 

etc. National advertising is discouraged. Suggested methods of promotion are email distribution of 

notices, chapter website and the SCTE website Calendar of Events. 

 

 

Nomenclature 

 

1. The term “Cable-Tec Expo” is copyrighted by SCTE.  Expo should not be used in conjunction 

with any chapter/meeting group/affiliate event. 

2. “Show” and “Fair” imply a large event, and should be avoided so as not to create a misleading 

description 

3. Suggested event names: 

a. “Chapter name Vendor Day” 

b. “Chapter name Vendor Days” 

c. “Chapter name Tech Day” 

d. ”Chapter name Tech Days” 

e. “Chapter name Vendor Day and Cable-Tec Games” 

 

Event Planning & Marketing 

 

Event planning is key component for a successful “Vendor Day”. Chapter/Meeting Groups are 

encouraged to plan their events as far in the future as possible. Many vendors contact SCTE at the 

end of the year to get a listing of all vendor shows for the following year, to help them plan their 

budgets and travel schedules. Timely submission of your vendor day dates will assist in marketing 

your event.  
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Travel distance to the event should be considered as an element in planning to maximize 

attendance. Events involving multiple chapters/meeting groups covering large geographic areas 

should be submitted to the Operations Committee to ensure that there are no conflicts with SCTE’s 

industry relations agreements.  

 

Vendor participation should be geared to the target audience of engineering and field operations. 

Programmer participation would be considered inappropriate to this type of event.  

 

Chapter/meetings groups are encouraged to offer vendors a reasonably priced venue for display. 

Fees for table top displays should be between $100 and $500 depending on geographic area, venue, 

length of event, etc. Additional charges may be added for electrical service, additional display table, 

additional vendor representatives, etc 

The origins of chapter “Vendor Days” are that of tabletop displays.  Chapters may consider 

allowing 8’ to 10’ tabletop displays. Pre-fabricated structures are discouraged from these events. 

Allowing larger exhibits would be more costly for vendors and would ultimately compete with other 

chapter events and SCTE events due to constraints of vendor budgets. In order to allow the maximum 

amount of professional development opportunities to SCTE members across the country, please limit 

the size and scope of your Vendor Day to be proportionate with your chapter and local operating 

area. 

 

Small chapters are encouraged to work with other chapters to schedule their events in the same 

week or adjacent days so that the vendors can send a representative into an area for week and do 

three vendor day events. 

 

Chapters/Meeting Groups may consider planning other events to coincide with their “Vendor 

Day”. Cable-Tec Games and golf outings can also serve to provide additional revenue to support the 

event as well as future chapter/meeting group SCTE-related activities. 

 

The event can also serve as a means of recognition for local chapter or individual SCTE 

accomplishments. Local Chapter awards and recognition are strongly encouraged. Technical Sessions 

can be used to attract MSO visitors.  Vendors are always happy to provide knowledge about products 

and correct ways to implement solutions. 

 

Chapter/Meeting Group Obligations 

 

Chapter/Meeting group should maximize attendance and look to offer invitation to decision 

makers. Since vendor support of SCTE is critical to overall chapter health, every effort should be made 

to provide both quality and quantity of attendees. 

 

Chapters are encouraged to review event for opportunities to improve future events. Chapters 

are encouraged to coordinate shows with SCTE National and other local chapters so there are no 

conflicts in schedules.  
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Meeting Plan Form 

Creating an effective meeting includes selecting the right topics, presenters, and meeting format for your 

audience.  Use the spaces below to sketch out a meeting plan.  If sponsoring workshops or breakout sessions, 

list each one separately. 

 

Day:  ___________________________________ Date: ________________________________ 

 

Start Time End Time Topic Speaker Format # of 

People 

      

      

      

      

      

      

      

      

      

      

      

 

 

Day:  ___________________________________ Date: ________________________________ 

 

Start Time End Time Topic Speaker Format # of 

People 

      

      

      

      

      

      

      

      

      

      

      

 

ABBREVIATIONS 

Meeting Format - LEC/Lecture; PP/Panel presentation; EXP/Experiential learning; VEN/Vendor Day/Exhibits; 

BUS/Business meeting; DEMO/Equipment demonstration; BRD/meeting meeting; WORK/Workshops. 



4/10/09 49 

Meeting Management Form  

Establishing timetables for managing your meeting can ensure that all processes flow smoothly and that all 

necessary activities are completed.  Blank lines are provided for any activities not otherwise listed on the form. 

 

Activity Target 

Date 

Completion Date 

Develop preliminary program   

Select dates   

Select meeting facility   

Conduct facility site inspections   

Prepare preliminary budget   

Negotiate facility contract   

Begin speaker search   

Confirm speakers   

Make arrangements for special events (Cable-Tec Games)   

Send first promotional mailing (SCTE Pre-meeting Form)   

Review audio-visual equipment needs   

Select menus   

If necessary, evaluate meeting cancellation possibility   

Have signs/badges prepared   

Finalize program   

Get speaker hand-outs   

Send meeting specifications/menus to facility   

Review meeting specifications/menus with facility staff   

Design evaluation form   

Have final program and hand-outs printed   

Prepare registration packets   

Review meeting room set-up   

Test audio-visual equipment   

Send SCTE Meeting Report Form (and attachments)   
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Exhibit Program Planning Form 

An effective exhibition requires careful planning and promotion.  The program team can use the following 

questionnaire to identify issues related to exhibit program design and logistics. 

 

1. Who can exhibit (exhibits should be open to all qualified participants, rather than on an invitation-only basis 

to avoid charges of exclusionary practices)? 

 

 

2. What special set-up requirements (e.g., cable, extra electrical outlets, telephone outlets, etc.) will be 

needed for a successful exhibit program?  (Remember to include these items in your discussion with the facility 

salesperson). 

 

 

3. What services or benefits would be included in the cost of exhibiting? 

 

 

4. Will any representatives from exhibiting companies receive complimentary registrations? 

 �   Yes _____ If “yes,” how many free registrations?  �   No 

  

5. Are exhibitors invited to attend educational sessions, if offered separately? 

 �   Yes, at no extra cost. �   Yes, for an additional fee. �   No 

 

6. What information and/or materials, if any, should be included in a registration packet? 

 

 

 

7. What special exhibit rules, if any, may be needed?  (See sample rules on following page). 

 

 

 

8. How will the team evaluate the success of its exhibit program? 
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Sample Exhibit Rules and Regulations Sheet 

 
1. Cost of Display Space - (Identify the type of display space provided, fees, services provided as part of 

the fee structure, etc.  Also include payment requirements and refund policies). 

 

2. Application for Display Space - All applications for display space must be made on the official 

application form.  Space assignments are made based on the order in which applications are received.  

The layout of the exhibit floor is subject to approval by the sponsor.  The sponsor reserves the right to 

refuse applications not meeting standards required or expected, as well as the right to curtail exhibits 

or parts of exhibits that reflect against the character of the meeting.  If an application for display space 

is not approved, payment will be refunded in full. 

 

4. Contract for Display Space - The enclosed application for space, the formal notification of acceptance, 

and the full payment of rental charges together constitute a contract for the right to use the space.  

The sponsor reserves the right to assign exhibit space under such contract. 

 

5. Installation and Dismantling - (Provide information about installation and dismantling procedures, 

dates, times and other requirements). 

 

6. Use of Display Space - (Include information about the type of booth space that will be available, such 

as length, width, height, etc.). 

 

a. All demonstrations and distribution of promotional materials must be confined to the limits of 

the exhibitor’s display space.  No exhibitor shall assign, sublet or share the space assigned 

without the prior written approval of the sponsor. 

 

b. Exhibits that include the operation of any sound-making equipment must be operated so that 

the volume will not disturb adjacent exhibitors or patrons.  Exhibitors are required to keep 

their space neat and orderly at all times.  Judgments concerning volume, content and 

orderliness are within the sole discretion of the sponsor. 

 

c. Exhibitors are liable for any damage caused in any manner to the building walls, floors and 

coverings that result from actions taken by the exhibitor. 

 

7. Hold Harmless Clause - The exhibitor assumes entire responsibility and hereby agrees to protect, 

indemnify and hold harmless the sponsor, and its employees and agents against all claims, losses and 

damages to persons or property, governmental charges, or fines and attorney fees arising out of or 

caused by the exhibitor’s installation, removal, maintenance, occupancy, or use of the exhibition 

premises or a part thereof, excluding any such liability caused by the sole negligence of the sponsor.  

The exhibitor is responsible for obtaining property coverage to protect against any losses by the 

exhibitor. 

 

These rules and regulations become a part of the contract between the sponsor and the exhibitor.  The 

sponsor promises its full cooperation for a successful meeting and will be pleased to work with the 

exhibitor to this end. 
 

This document is provided to SCTE chapters and meeting groups as a sample only.  Chapters and meeting 

groups are solely responsible for the content of the rules and regulations they establish. 
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Meeting Budget Planning Form  

 

Designing a meeting budget will help you as begin to finalize arrangements for your meeting.  When 

calculating your projected revenue and expenses, it is important to document how and why you arrived at all 

projected figures listed below.  When making projections, remember to include taxes and gratuities where 

applicable. Once you have a history of board, you will have identified any variances in expenses and revenues 

which should be considered in future planning. 

 

Determining Registration Fees 

1.  Determine expected expenses (use chart below)      

2.  Projected number of paid attendees        

3.  Determine base registration fee per attendee by dividing line 1 by line 2    

 4.  Determine differential for non-members.  Up to 50% of base fee suggested. 

Member registration fee    Nonmember registration fee   

Income Projected Revenue Actual Revenue Variance 

 

Member Fee    

Non-Member Fee    

Exhibit Fee    

Certification Fees    

National Membership Dues    

Meals (if charged separately)    

Totals    

Expenses 

 

Projected Expense Actual Expense Variance 

Audio-Visual Equipment    

Certification Fees    

Food and Beverage (include tax 

& gratuity) 

   

    Breakfast    

    Lunch    

    Breaks    

    Reception/Banquet    

Meeting Room Rental    

Name badges    

Other Expenses    

Postage    

Printing    

Signs    

Speaker Expenses    

Totals    
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Meeting Facility Evaluation Form 

 

 

Facility Name:  ______________________________________________________ 

 

Address:  ______________________________________________________ 

 

   ______________________________________________________ 

 

Phone:   ______________________________________________________ 

 

Contact:  ______________________________________________________ 

 

 

1. Is the location readily accessible by car?   �  Yes  �  No 

 

2. Is adequate parking available at the facility?  �  Yes  �  No 

 

3. Overall, does the facility have the features that the event needs (e.g., meeting space, services, etc.)?

        �  Yes  �  No 

 

4. Is the facility within the chapter’s budget?   �  Yes  �  No 

 

5.   What services and activities are available at the facility that the team would/may use? 

 

 __________________________________________________________________________ 

 

 ___________________________________________________________________________ 

 

 

6. Is there potential areas for fee negotiation? 

 

 __________________________________________________________________________ 

 

 ___________________________________________________________________________ 

 

7. Other Comments/Notes 

 

 __________________________________________________________________________ 

 

 ___________________________________________________________________________ 

 

 

FACILITY STATUS RECOMMENDATIONS 

 

�  Do not recommend �  Further investigation needed �  Recommend contract negotiation 
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Meeting Planning Specification Sheet 

 
Identifying your meeting specifications will facilitate your contact with prospective meeting facility staff. 

 

Main meeting Room - Identify specifications for your main meeting room space. 

Day Date Time Setup # of People A/V Needs 

Sunday      

Monday      

Tuesday      

Wednesday      

Thursday      

Friday      

Saturday      

 

Breakout/Workshop Rooms - Identify specifications for your breakout rooms. 

Day Date Time Setup # of People # of Rooms A/V Needs 

Sunday       

Monday       

Tuesday       

Wednesday       

Thursday       

Friday       

Saturday       

 

Meal Functions - Identify specifications for your meal functions. 

Day Date Breakfast Lunch Reception Dinner # of People 

Sunday       

Monday       

Tuesday       

Wednesday       

Thursday       

Friday       

Saturday       

 

ABBREVIATIONS 

Setup - SR/Schoolroom; TH/Theater; BR/meeting room; HS/Hollow Square; U/U-Shaped; R/Rounds. 

Audio-visual equipment - SCR/Screen; SL/Slide projector; FC/Flipchart; OH/Overhead; COM/Computer; 

LCD/LCD Panel; LP/Laser Pointer; VCR/Video Cassette Recorder.  
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Sample Speaker Invitation 

Dear (Speaker): 

 

Thank you for agreeing to present at (meeting name) on (date), from (time) at (location).  Your presentation 

topic is (title or subject).  I have enclosed some sample guidelines you may find helpful as you begin planning 

your presentation. 

 

If you have any handouts that you would like distributed to the audience, please send copies to me by 

(deadline), so that they can be distributed prior to the event.  (You may want to specify the handout format in 

the letter as well, i.e., clean, reproducible copy, etc.).  You may also bring your handouts with you.  Also, please 

provide an original copy of your handout to (meeting contact person), so we have this information for our files. 

 

Also, please let us know of any audio-visual needs, preferences, and specifications for your presentation. 

 

So that we can make your hotel arrangements, please complete and return the enclosed form.  Also, our 

expense and travel reimbursement policies for our presenters are enclosed. If you have any questions about 

these policies, please contact (meeting contact person) before you make any arrangements.  This contact will 

ensure that there are no misunderstandings later. 

 

If you have any questions about any of these materials, please do not hesitate to contact me. 

 

We look forward to your presentation! 
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Sample Speaker Expense and Travel Policies 

The following sections specify the reimbursement policies for (meeting sponsor).  If you have any questions 

about these policies, please contact (meeting contact person) before making any arrangements. 

 

Room and Tax Charges.  We will arrange for your hotel accommodations and have the room charges and taxes 

only directly billed to our master account.  The hotel staff will ask you to provide a personal credit card for any 

incidental expenses charged to your room account. 

 

Meals. We will reimburse meal expenses at a per diem rate of (amount).  (Note whether any meals that are 

provided for the speaker by the sponsor that would be deducted from the per diem). 

 

Air/Train Travel.  We will reimburse you for reasonable travel-related costs, including coach air or train fare.  

So that we may take advantage of special discounts, we ask that you make your travel reservations at least 30 

days in advance of the meeting.  (Specify whether the speaker must use a designated travel agency).  Travel 

expenses over (amount) need to be pre-approved for reimbursement by (contact person) before being 

confirmed. 

 

Ground Travel.  We will reimburse you for any ground travel expenses, such as taxi, airport shuttle, or parking 

fees.  Please be sure to obtain receipts for these expenses. 

 

Personal Car.  We will reimburse you for the use of your personal car for travel at a rate of (amount). 

 

Miscellaneous Expenses.  Expenses incurred outside of the above listed areas must be approved in advance by 

(meeting contact person).  Such expenses may include (but not limited to) photocopying, supplies, or special 

equipment costs.  Expenses that are not pre-approved may be reimbursed at the sole discretion of (meeting 

sponsor). 

 

REPORTING OF EXPENSES 

 

Please prepare a memorandum to the attention of (meeting contact person) documenting your expenses.  

Please include receipts for each expense item. 

 

QUESTIONS ABOUT THIS POLICY 

 

Please direct any questions about this policy to (meeting contact person). 

Additional Resources for Chapters 

SCTE Membership 

SCTE is dedicated to advancing the careers of engineering and technical professionals in the cable 

telecommunications industry through professional development opportunities, information sharing, 

and networking and industry recognition programs. 

 

There are a variety of benefits of becoming an SCTE member.  Those include professional 

development, certification, leadership opportunities, industry publications, InfoScopeTM, Custom 

JobConnectTM, chapters, MemberLINK, membership directory, awards, SCTE Foundation and much 

more.  

 

A PowerPoint presentation, ideas on recruiting and samples are available online 

(http://www.scte.org/content/index.cfm?pID=1535) that chapters can use to inform others on the 
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benefits of joining SCTE.   Also, SCTE has a video that touches on all of the ways that SCTE benefits 

both technical professionals and the industry.  The presentation provides a brief summary of SCTE’s 

history, membership structure, member benefits, flagship events, Standards program, the SCTE 

Foundation and the effect our members have on the future of the industry 

(http://www.scte.org/SCTEVideos/video1.cfm).  

 

Chapter Websites 

SCTE offers chapters an easy way to have a stylish and functional chapter website.  If you are 

interested in a pre-built website, contact chapters@scte.org. 

 

These templates come preprogrammed with all of the necessary HTML code.  All you need to do is be 

able to type and hit save.  SCTE will host these websites for you on our server, free of charge.   

 

The SCTE website has additional information including helpful resources, tools and tips when working 

with your chapter website (http://www.scte.org/content/index.cfm?pID=1205).  

 

Chapter Leadership Access Site (CLAS) 

The Chapter Leadership Access Site (CLAS) is a site in which chapter leaders can view their chapter 

membership and event registration for those that registered online through the SCTE website.  Each 

chapter is allowed two representatives that have access to the site.  These representatives must sign 

confidentiality agreements and go through 30 minute training before having access to the site.  The 

following are some frequently asked questions concerning the site: 

• What is CLAS? 

CLAS stands for Chapter Leadership Access Site and it is an internet site in which chapter 

leaders can access SCTE Headquarters association management system and displays the 

chapter membership information and chapter event registration information.  

 

• Who has access to CLAS? 

Only two chapter leaders from each chapter can have access to CLAS.  The two individuals 

must be willing to sign confidentiality agreements and undergo training before having access 

to the site. 

 

• How do I access CLAS?  

CLAS can be found at (http://www.scte.org/devams_chapter/login.cfm).  You will need your 

SCTE User Name and Password in order to log into the site. 

 

• What does SCTE staff need to activate an online event? 

SCTE staff needs the final information and notification that the chapter would like to activate 

an online event.  Final information needs to include all prices (both member & nonmember 

rates) and all event information and details. 

 

• Why do you need member & non-member rates for all events? 

The system is set-up specifically to handle member & non-member information separately.  A 

duplicate record is created in our system when a member registers for an event as a 

nonmember.  Therefore, we require chapters to submit a member and non-member rate for 

all events to encourage registers to login prior to registering for the event. 
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• Will SCTE still charge 3% for credit card processing? 

Yes, SCTE will still be taking out 3% per credit card purchase.  The 3% is the fee that Visa, 

MasterCard and American Express are charging per credit card purchase. SCTE is merely 

passing along the charge from the credit card purchase to the credit card company. 

 

• I’m unable to enter or update information about my event such as times or speakers? 

All event information such as dates, times, prices, speakers and descriptions needs to be 

entered into the main module which is at SCTE headquarters.  If you have a new event or 

updates to an existing event forward that information to chapters@scte.org.  

 

• What if an SCTE member is not listed on the roster from my chapter? 

The member may be associated with a different chapter or not associated with a local 

chapter.  If the individual does not display during a chapter search, you may want to search 

the member directory. 

Chapter Recognition & Rewards 

Chapter Awards: Honoring Excellence in Local Leadership 

SCTE’s Chapter Awards Program enables members to acknowledge and recognize excellence among 

the chapters, meeting groups, and local leaders who contribute substantially to the industry by 

providing local educational opportunities, certification testing, outreach, membership support, and 

networking opportunities for cable telecommunications professionals. 

 

Selection Criteria: 

Awards are based upon the successful implementation of the Compliance and Awards Matrix in the 

following categories (the details of each item on the matrix are available in Appendix E): 

 

Chapter Compliance:  

Honoring those that have completed all requirements set forth in the chapter bylaws.  All 

items received and a chapter is in compliance the chapter wins the Compliance Certificate & 

one Free Cable-Tec EXPO registration.  All items received and earn 80 points the chapter wins 

the Compliance Certificate & receives two Free Cable-Tec EXPO registrations. The chapter 

with the highest point total wins the Chapter Compliance Award.  The chapter with the 

greatest improvement from the previous year wins the Most Improved Chapter Compliance 

Award. 

 

Chapter Recruitment:  

The recruitment award honors those chapters that have successfully completed recruitment 

and retention of SCTE members.  Chapters that earn 30 points or more win the Chapter 

Recruitment Certificate. The chapter with the highest amount of points wins the Chapter 

Recruitment Award. The chapter with the greatest improvement wins the Most Improved 

Chapter Recruitment Award. 

 

Chapter Professional Development:  

The professional development award honors those chapters that have successfully provided 

training and certification testing in their local area.  Chapters that earn 25 points or more win 

the Chapter Professional Development Certificate. The chapter with the highest amount of 
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points wins the Chapter Professional Development Award.  The chapter with the greatest 

improvement wins the Most Improved Chapter Professional Development Award. 

 

Striving for Excellence:  

The Striving for Excellence award honors chapters that have gone above and beyond 

traditional requirements, reaching out to other chapters and industry participants to further 

advance the mission of SCTE. Chapters that earn 150 points or more win the Striving for 

Excellence Certificate.  The chapter with the highest amount of points wins the Striving for 

Excellence Award. The chapter with the greatest improvement wins the Most Improved 

Striving for Excellence Award. 

 

Chapter of the Year: 

The Chapter of the Year award will be given to the top 10% of chapters that have completed 

all compliance requirements and earn the most points across all of the award categories.  The 

chapter with the greatest improvement from the previous year wins the Most Improved 

Chapter of the Year.   

 

Chapter Achievement Award: 

Chapters that rank in the top 25% for the past three years in a row will receive Chapter 

Achievement Certificates.  These chapters must be in full compliance during those three years 

and did not receive chapter of the year awards during the three years. 

 

Chapter Member of the Year Award  

Purpose: To identify and recognize the SCTE chapter member who has made the most significant 

contribution to his or her chapter through active participation in its programs and efforts during the 

past year. 

 
Eligibility: Any volunteer leader from an SCTE chapter or meeting group who is an active SCTE 

member affiliated with a chapter or meeting group in good standing (see below): 

Submission of meeting reports (one must be a testing session) within 30 days of the meeting, 

totaling a minimum of 30 training/testing hours for the year;  

Submission and acceptance by headquarters of financial reports within 30 days of each 

quarter (including bank reconciliations and copies of bank statements); and  

Current bankcard on file at headquarters containing the director of finance and 

administration’s signature 

 
Selection Criteria: The Chapter Awards Review Panel will select recipients based on:  

Active participation in chapter/meeting group activities  

Commitment to the SCTE mission on local and national level  

Exhibits outstanding leadership  

Works with other chapters and organizations  

Innovator in developing programs, policy and processes to benefit the chapter  

 
 
 
Nominations: Nominations must be received in SCTE headquarters by January 31 for consideration 

and may be submitted by any active SCTE member.  
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Recognition: The winner will be announced at the Chapter Awards presentation ceremony at the 

Chapter Leadership Conference, recognized at Cable-Tec Expo®, publicized in Interval and published 

on the Web site at www.scte.org. The Chapter Member of the Year will receive one complimentary 

full registration and one complimentary hotel room for three nights’ stay at Cable-Tec Expo®. 
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Appendix A: Personal Leadership Assessment 

To be completed by each incoming chapter leader. 

 

This is not a test, but a snapshot of areas to consider as you evaluate your leadership skills and prepare for 

your new role. To assess your leadership readiness and identify where to concentrate your efforts, consider 

each of the following statements, which are categorized by key aspects of leadership preparation. For each 

statement, answer “yes” only if you have completed all of the tasks or always exhibit the characteristic 

described. For those questions to which you respond “no,” you may want to prioritize these items for 

immediate action to help build your leadership skills and competency. 

 

SECTION A:  Preparing for office 

Yes No 

� � I have reviewed my chapter’s bylaws. 

� � I am familiar with SCTE’s member services. 

� � I am familiar with existing board policies and have reviewed the chapter policy manual and/or past 

  board minutes. 

� � I have thoroughly reviewed and understand the budget and reporting procedures my society uses. 

� � I have spoken with past officers and other key members and leaders to obtain their valuable  

  perspectives on what needs to be done this year. 

� � I have read my job description and have a clear understanding of my duties. 

� � I have read my chapter’s long-range or annual plan. 

� � I am thoroughly familiar with the resources available to me to do my job and achieve my goals for the 

  year. 

 

SECTION B: Implementing roles & responsibilities 

Yes No 

� � I stay current on the most recent developments affecting SCTE and my industry. 

� � I routinely read all of the correspondence and publications SCTE sends to chapter board members as 

  well as its members. 

� � I advocate short- and long-range planning as a priority in my chapter. 

� � I come to chapter meetings prepared to discuss items on the agenda. 

� � Whenever I need more information or have a question about a decision I am asked to help the chapter 

  make, I pursue the answers until I receive them. 

� � I am familiar with the specific duties of my position. 

� � I analyze the resources needed and ramifications of any proposed activity before I act. 

� � I am in touch with members’ changing needs for programs and services from the chapter and consider 

  them prior to making any decisions. 

� � I only make commitments that I know I can fulfill. 

� � I always follow through on what I agree to do in a timely manner. 

� � I keep my personal goals and/or business needs secondary to those of the chapter when acting in a 

  leadership role. 

� � I support the decision of the group, even if it is not the solution I had in mind. 

� � I actively participate in chapter programs and activities that I have encouraged others to support. 

� � I identify members to get involved who have the right skills for the job. 

� � I personally ask members to serve, clearly explaining what is expected, roles and responsibilities,  

  resources available, and why they are right for the job, so that they can effectively carry out their tasks. 

� � When making plans, I make sure to gather input from all segments of the membership and leadership. 

� � I know what types of legal and tax reports need to be prepared by my chapter. 

� � I understand how policy is set and resources are appropriated in my chapter. 

� � I identify fellow members with leadership potential and encourage them to develop their skills and 

  pursue further involvement in the chapter. 

 

SECTION C: Exhibiting leadership skills 

Yes No 

� � I encourage input and participation from others when making decisions. 
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� � I work to create an environment that allows others to express new ideas, even if there is a chance for 

  failure. 

� � I am aware of my strengths and weaknesses and ask for help when I need it. 

� � I openly express my intentions in dealing with others. 

� � I am sensitive to the needs of others and encourage them to express their points of view. 

� � I give special recognition to all activities accomplished through teamwork. 

� � I instill in others a sense of how their efforts have contributed to the overall good of the chapter. 

� � I am careful to share the credit for successful projects. 

� � I encourage others to challenge themselves professionally and personally through their involvement in 

  the chapter. 

� � I bring enthusiasm and encouragement to every meeting I attend. 

� � I share my vision of the chapter with others. 

� � When communicating with others, I stress the positive, even when facing a negative situation. 

� � I clearly express my expectations for others’ support and performance. 

� � I provide frequent and specific feedback to others, focusing on the positive. 

� � I do not let personalities affect the decisions I make about chapter issues. 

� � I am familiar with the basics of parliamentary procedure. 

� � I have taken steps to enhance my skills as a leader. 

 

 

 

Modeled after a process used by the National Association of Home Builders, Washington, DC 
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Appendix B: Leadership Transition Checklist 

 

Additional items can be added as they pertain to your individual chapter. 

 

PRESIDENT 

Items Transferred from the Outgoing to the Incoming President 

_____ Copies of all official correspondence held by the outgoing president 

_____ Copies of all official chapter documents (e.g., bylaws, etc.) 

_____ Other items to be determined during review with outgoing president 

 

Leadership “To Do” Items for Incoming President 

_____ Review position descriptions for president, other officers, and board members  

_____ Ensure the secretary has informed headquarters of the leadership transitions on the chapter’s board 

_____ Meet with the treasurer to handle any necessary business: 

_____ Sign new financial account signature cards, if applicable 

_____ Handle other items to be determined during review with treasurer 

_____ Ensure that all leadership transitions occur smoothly and in a timely manner 

 

PRESIDENT-ELECT/VICE PRESIDENT 

Items Transferred from the Outgoing to the Incoming President-Elect/Vice President 

_____ Copies of all official correspondence held by the outgoing president-elect/vice president 

_____ Copies of all official chapter documents (e.g., bylaws, etc.) held by the outgoing president-elect/vice 

 president 

_____ Other items to be determined during review with outgoing president-elect/vice president 

 

Leadership “To Do” Items for Incoming President-Elect/Vice President 

_____ Review position descriptions for president-elect/vice president, other officers, and board members 

_____ Discuss and clarify duties and assignments with the new president 

_____ Schedule orientation sessions with the officers to learn about chapter documents, financial 

 procedures, etc.: 

 _____ New President 

 _____  Secretary 

 _____ Treasurer 

 _____ Past-President 

 _____ Assist the president with the leadership transition process 

 _____ Become familiar with chapter operations: 

 _____ Important items/information to send to headquarters 

 _____ Chapter membership meeting process/requirements (see chapter bylaws; talk with president) 

 _____ Quarterly and year-end financial report filing requirements (check with treasurer) 

 _____ Meeting report filing requirements (check with secretary) 

 

SECRETARY 

Items Transferred from the Outgoing to the Incoming Secretary 

_____ Original copies of all official chapter documents: 

 _____ Chapter bylaws (current and all past, if available) 

 _____ Board and membership meeting minutes (current and all past, if available) 

 _____ Correspondence held by the outgoing secretary (current and all past, if available) 

 _____ Certificates of insurance (current and all past, if available) 

_____ Other items to be determined during review with outgoing secretary 

 



4/10/09 64 

Leadership “To Do” Items for Incoming Secretary 

_____ Review position descriptions for secretary, other officers, and board members 

_____ Inform headquarters of leadership transitions on the chapter’s board 

_____ Become familiar with all current organizational documents, and recent board and membership 

 meeting minutes 

_____ Ensure that copies of important documents are properly filed with headquarters and that the originals 

 are stored, labeled, and secured by the chapter 

_____ Review meeting report filing requirements 

 

TREASURER 

Items Transferred From the Outgoing to the Incoming Treasurer 

_____ Original copies of all official chapter financial records: 

_____ Bank account information 

_____ Bank statements (all past and current) 

_____ Annual financial statements (all past and current) 

_____ Audited financial statements, if applicable (all past and current) 

_____ Other financial records (e.g., ledger sheets, current financial reports, etc.) 

_____ Information related to chapter fiscal policies (e.g., reimbursement policy, petty cash handling, etc.) 

_____ Copies of any finance-related forms (e.g., expense reimbursement request forms, check requests, etc.) 

_____ Other items to be determined during review with outgoing treasurer 

 

Leadership “To Do” Items for Incoming Treasurer 

_____ Review position descriptions for treasurer, other officers and board members 

_____ Review current financial records with outgoing treasurer 

 IMPORTANT NOTE:  The incoming treasurer should not assume responsibility for financial 

management until all records are released to the new treasurer, and the new treasurer is satisfied that 

the chapter’s finances are consistent with the outgoing treasurer’s records.  If there are significant 

discrepancies in the outgoing treasurer’s records, the incoming treasurer should work with the 

outgoing person to resolve the discrepancies. 

_____ Review financial management policies and procedures and follow them until the board of directors 

authorizes changes; may want to recommend policy additions or changes as part of the review 

process. 

_____ Take necessary steps to assume control of organizational finances: 

_____ Open new accounts or change signatories on existing accounts as needed (make sure SCTE HQ 

authorized signatory is on the account) 

_____  Establish a financial management system (preferably computer-based) 

 

BOARD MEMBER 

Items Outgoing Board Member Should Return to the Secretary 

_____ All correspondence or material requested by the board of directors or required by chapter policies 

(e.g., confidential items, handbooks, etc.) 

 

Leadership “To Do” Items for Incoming board member 

_____ Review position descriptions for board members and officers 

_____ Obtain and review copies of the following items: 

_____ Leadership orientation or briefing books, if applicable (check with secretary) 

_____  Minutes from recent board and membership meetings (check with secretary) 

_____ Recent chapter financial statements (check with treasurer) 

_____ Other material (check with the president or president-elect/vice president) 

 



 

Appendix C: Reporting Checklist 

The following checklist is designed to help chapter and meeting group leaders assign responsibility for fulfilling the local group’s reporting requirements as outlined in the 

Chapter Handbook. 

 

Chapter Activities 

Individual 

Responsible 

Date 

Completed Notes 

Prepare 1st Quarter Financials & Submit to SCTE by April 31       

Prepare 2nd Quarter Financials & Submit to SCTE by July 31       

Prepare 3rd Quarter Financials & Submit to SCTE by October 31       

Prepare 4th Quarter Financials & Submit to SCTE by January 31       

Update Bank Signature Card if necessary & notify National if bank signature card is 

updated or remains the same       

Makes sure bylaws are reviewed by entire chapter, if changes submits to National, if 

no changes notifies National       

Elections - Submits Request to Chapter Members for Nominations       

Elections - Sends out the election ballots       

Elections - Records results, notifies Chapter Members & National       

Board Meetings - Set's Agenda & notifies chapter board on date & time for 1st 

quarter meeting       

Board Meetings - Records Meeting Minutes 1st Quarter & submits to chapter board 

& National within 10 days       

Board Meetings - Set's Agenda & notifies chapter board on date & time for 2nd 

quarter meeting       

Board Meetings - Records Meeting Minutes 2nd Quarter & submits to chapter board 

& National within 10 days       

Board Meetings - Set's Agenda & notifies chapter board on date & time for 3rd 

quarter meeting       

Board Meetings - Records Meeting Minutes 3rd Quarter & submits to chapter board 

& National within 10 days       
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Board Meetings - Set's Agenda & notifies chapter board on date & time for 4th 

quarter meeting       

Board Meetings - Records Meeting Minutes 4th Quarter & submits to chapter board 

& National within 10 days       

Training - Organize 1st Quarter Training - Presenter       

Training - Organize 1st Quarter Training - Facilities       

Training 1st quarter - Send Meeting Notice to Chapter Board, Chapter Membership 

& National 30 days before training       

Training 1st quarter - Send Meeting Report & Attendance sheet from Training to 

National within 30 days       

Training - Organize 2nd Quarter Training - Presenter       

Training - Organize 2nd Quarter Training - Facilities       

Training 2nd quarter - Send Meeting Notice to Chapter Board, Chapter Membership 

& National 30 days before training       

Training 2nd quarter - Send Meeting Report & Attendance sheet from Training to 

National within 30 days       

Training - Organize 3rd Quarter Training - Presenter       

Training - Organize 3rd Quarter Training - Facilities       

Training 3rd quarter - Send Meeting Notice to Chapter Board, Chapter Membership 

& National 30 days before training       

Training 3rd quarter - Send Meeting Report & Attendance sheet from Training to 

National within 30 days       

Training - Organize 4th Quarter Training - Presenter       

Training - Organize 4th Quarter Training - Facilities       

Training 4th quarter - Send Meeting Notice to Chapter Board, Chapter Membership 

& National 30 days before training       

Training 4th quarter - Send Meeting Report & Attendance sheet from Training to 

National within 30 days       

Keeping the board contact information updated with National       

Type up the strategic plan and send to National       

Keep the website updated       

 



 

Appendix D: Year-End Strategic Evaluation  

Please evaluate how well you feel your chapter or meeting group has achieved the objective(s) that you set at 

the beginning of the year in each of the following areas. 

 
 

Name of Chapter/Meeting Group:         

 

For the Year Ending:           

 
Short-term Objective #1:           

 

              

o Fully achieved                 

o Significant progress   

o Moderate progress  

o Limited progress 

o No progress    

 

Short-term Objective #2:           

 

              

o Fully achieved                 

o Significant progress   

o Moderate progress  

o Limited progress 

o No progress    

 

Short-term Objective #3:           

 

              

o Fully achieved                 

o Significant progress   

o Moderate progress  

o Limited progress 

o No progress    

 

1.  How would you rate headquarters support of your chapter/meeting group? 

 �  Excellent  �  Very Good  �  Good   �  Average �  Poor 

 

2.  How many membership/educational board did you hold over the past year? ____________ 

 

3.  Approximately how many written communications did you send to your members this year?   

      ______________ 

 

4.  Have you filed meeting report forms for each event with headquarters?  �  Yes     �   No 

5.  Did your meeting review the quarterly financial reports?    �   Yes     �   No 

6.  Were your financial reports submitted to headquarters?     �   Yes     �   No 

7.  Did you update the chapter’s bylaws this year?     �   Yes     �   No If yes, 

did you send a copy to headquarters for approval?      �   Yes     �   No 

8.  Have you recruited any new volunteer leaders this year?     �   Yes     �   No 

9. Do you need help from headquarters to revitalize?     �   Yes     �   No 
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10.  What was the biggest challenge (s) your chapter/meeting group faced this year? 

 

 

 

 

 

11.  What do you expect will be the biggest challenges for your chapter/meeting group in the upcoming year? 

 

 

 

 

12. In what ways could headquarters be more helpful to your chapter or meeting group in the future?  Please 

be as specific as possible. 
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Appendix E: Chapter Awards Matrix Information 

The following detail is also available on the SCTE website 

(http://www.scte.org/content/index.cfm?pID=1544).  

 
AREA OF FOCUS METRIC HOW DO WE MEASURE

C
h

a
p

te
r 

o
f 

th
e

 Y
e

a
r*

*

HOW DO WE SCORE 

All Compliance 

requirements 

received to win 

certificate and one 

free EXPO Comp 

registration. 

Compliant and 80 

points receives 2 

EXPO comps.

Grand Award Award

C
hap

te
r 
C
om

plia
nce

 A
w
ar

d

Financial Reporting

National to receive reports within 30 days 

after the close of a Quarter. At an absolute 

minimum all financial reports must be 

turned in by January 30th.

Compliance & Bonus 5 points 

for having it in within 30 days 

after close of Quarter

National to receive reports within 15 days 

after the close of a Quarter
10 points

Bank Signature Card current

Copies received in Exton with current 

Board and signators on account. Approved 

SCTE staff member Must be a signer on 

account.

Copy of new Card received by April 30 or 

Email notification received noting that no 

changes were made

Compliance

Chapter Board

Bylaws
Annual review and/or update of Chapter 

Bylaws

Notification of review, changes or new 

bylaws  submitted to National by Jan. 30 or 

within 30 days of election

Compliance

Meets Regularly Minimum of 4 times per year Copy of minutes sent to National Compliance

Copy of minutes sent to National within 10 

days; Points awarded for 4 meetings max
5 points  

SCTE membership Entire board are current SCTE members
When election results submitted, National 

will check quarterly
Compliance

Election Results
Yearly election dates, candidates and 

results are submitted.

Report submitted to National by Jan. 30 or 

within 30 days of election
Compliance

Officers
All Officers positions are filled (Pres, VP, 

Sec, Treasurer)

Report submitted to National by Jan. 30 or 

within 30 days of election
Compliance

Professional Development

Minimum of 30 technical training hours to 

be provided per year

Meeting reports and attendance rosters 

submitted to National within 30 days of the 

close of each Quarter

Compliance

Meeting Reports and attendance rosters 

submitted to National within 30 days of the 

meeting

10 points

C
hap

te
r 
 R

ec
ru

itm
en

t A
w
ar

d

30 points to receive 

award (certificate). 

Highest point winner 

to receive trophy.

C
h

a
p

te
r 

o
f 

th
e

 Y
e

a
r*

*

Quarterly Reports
Financial report, schedules and bank 

statements completed and submitted

Technical Training

All Compliance 

requirements 

received to win 

certificate and one 

free EXPO Comp 

registration. 

Compliant and 80 

points receives 2 

EXPO comps.
C
hap

te
r 
C
om

plia
nce

 A
w
ar

d

Membership

New Members
Number of new members added with 

chapter affiliation

Percentage Growth of chapter. Membership 

numbers pulled on Jan 1 and December 31

Percentage Growth as a 

numeral

Retaining chapter members
Number of individuals retained by the 

chapter for the entire year.

Chapter Membership lists are pulled on 

January 1st and December 31st.  Lists are 

compared and the individuals that are on 

both lists are counted.

60 - 70% retain = 10 points

70 - 80% retain = 20 points

80 – 90% retain = 30 points

90 – 100% retain = 40 points

Recruitment Marketing

Brochure or recruitment piece created and 

distributed by chapter. Outreach visit 

documented

Copy of material sent to National; 

Information detailing outreach submitted
10 points per occurrence

C
hap

te
r 
 R

ec
ru

itm
en

t A
w
ar

d

C
hap
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r 

P
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nal

 

D
ev

el
opm

en
t 

A
w
ar

d

30 points to receive 

award (certificate). 

Highest point winner 

to receive trophy.

C
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p
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e

a
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*
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e
 Y

e
a

r*
*

Certifications

Chapter affiliates fully certified
Number of Certified members in each 

chapter annually

Information pulled from database quarterly 

based on date ranges and averaged at the 

end of the year

1 point for each certified 

chapter affiliate

Testing Opportunities
Number of chapter testing sessions held in 

which individuals tested during the session

Chapters send testing session 

announcement & list of individuals that 

tested to National

10 points per session

Promoting a Chapter Technical 

Training as preparation for SCTE 

certification

Linking a specific SCTE certification with 

the chapter training topic on the meeting 

announcement

Meeting Announcements sent to National 5 points per occurrence

Additional Technical Training
Number of hours over the mimimum 30 

technical training hours required

Number of training hours in the compliance 

section subtracted by 30.
1 point per hour

C
hap

te
r 

P
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ss
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nal

 

D
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t 

A
w
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d

S
tr
iv

in
g fo

r 
E
xc

el
le

nce
 A

w
ar

d

25 points to receive 

award (certificate). 

Highest point winner 

to receive trophy.

150 points to receive 

award (certificate). 

Highest point winner 

to receive trophy.

C
h

a
p

te
r 

o
f 

th
e

 Y
e

a
r*

*

Marketing/Communications

Web site
If the chapter have one w/current year's 

events and board leaders listed
National to check each site annually 50 points

Newsletter If this chapter has one Copy sent to National 5 points per occurrence

Published Articles Article published that mentions the chapter Copy sent to National 5 points per occurrence

Scholarship Program If this chapter has one Copy sent to National 5 points

Local school outreach program If this chapter has one Copy sent to National 5 points

Community Charitable Program(s)
Donation made to an approved 501c3 

charity
Information sent to National 5 points

Chapter Participant Appreciation 

Event
Was one hosted with Chapter support Meeting report and roster sent to National 10 points

Chapter Budget If this chapter has one Copy sent to National prior to June 30th 15 points

Was one hosted with Chapter support Meeting report and roster sent to National 30 points

Technical session at Vendor show Meeting report sent to National 5 points

Cable-tec Games Scores and winners sent to National 10 points

Chapter Teamwork

Chapter holds co-meeting/event or shares 

resources with another chapter or industry 

related association.

Meeting report or written notification sent to 

National.
10 points per occurrence

Annual Strategic Planning Meeting One per year with plan completed Meeting report and copy of plan submitted 50 points

**Chapter of the Year Award given to Chapter who achieves highest amount of points and is in Compliance

S
tr
iv

in
g fo

r 
E
xc

el
le

nce
 A

w
ar

d

Vendor Event

150 points to receive 

award (certificate). 

Highest point winner 

to receive trophy.

The maximum amount of points a chapter can receive per line item is 300 points per year.  A line item refers to a specific item on the matrix and does not include section totals.
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