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SECTION 1 VISION, MISSION AND GUIDING PRINCIPLES 
 
 
SNE VISION 
 
To promote healthy communities through nutrition education and advocacy. 
 

SNE MISSION 
 
The Society for Nutrition Education promotes effective nutrition education 
and communication to support and improve healthful behaviors. 
 

SNE GUIDING PRINCIPLES 
 
� Equality among members 
 
� Excellence and lifelong learning 
 
� Fiscal Responsibility 
 
� Inclusiveness in membership 
 
� Knowledge-based decisions 
 
� Professionalism and integrity 
 
� Respect for diversity of opinions and perspectives 
 
� Rewarding and enjoyable experiences for volunteers and supporters  
 
� Trust and willingness to communicate openly and respectfully 
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ARTICLE 1 - Name, Mission, and Vision 
 

1.1 Name 
The name of this non-profit, mutual benefit corporation shall be the Society for Nutrition 
Education (SNE). 
 

1.2 Mission and Vision 
The mission of SNE is to enhance nutrition educators’ ability to promote healthful 
sustainable food choices and nutrition behaviors.  The vision of SNE is healthy people in 
healthy communities. 
 

ARTICLE 2 - Membership 
 

2.1 Classes of Membership 
 
Classes of membership shall include Professional Member, Member, Retired Member, 
Student Member, and Corporate Member. 
 

2.2 Qualifications 
The specific qualifications required for each class of membership shall be established by 
the SNE Board and changed as necessary by the SNE Board. 
 

2.3 Dues 
The dues for each class of membership shall be established by the SNE Board and shall 
be paid annually.   
 
2.4  Rights of Membership 
All classes of members shall be eligible to vote.  The SNE Board shall establish in 
advance the cutoff date of record required for members to be eligible to vote. 
 

2.5 Termination of Membership 
Failure to pay dues shall result in termination of membership. 
 

2.6  Ballot 
Annual election by the members may be conducted by mail, fax or electronic ballot.  Any 
other business requiring the vote of the membership may be conducted by mail, fax or 
electronic ballot.  At least fifteen (15) percent of the membership's ballots shall be 
returned for the results to be valid.  A majority shall be necessary for the vote to pass. 
 

2.7  Member Resolutions 
Members of the corporation may initiate and submit for a vote by the membership 
resolutions regarding matters on which the members advocate that the corporation take a 
position or action or advocate that the corporation establish a policy.  Resolutions are 
advisory to the SNE Board. 
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ARTICLE 3 - Governance 
 

3.1 Officers 
The Officers of the corporation shall include a President, President-elect, Vice President, 
Secretary, and Treasurer.  These Officers are the Executive Committee of the 
corporation. 
 

3.2 Board of Directors 
 
3.2.1 Composition 
The SNE Board shall have at least nine (9) elected voting members.  The SNE Board 
shall be composed of the Officers and four (4) Directors at Large.  The Executive 
Director, the Editor of the Journal of Nutrition Education and Behavior, the ACPP Chair 
and the President of the Society for Nutrition Education Foundation shall serve as ex-

officio non-voting members of the SNE Board.  Members of the SNE Board shall serve 
without compensation.   
 

3.2.2 Qualifications 
All SNE Board members shall have been Professional Members of the corporation for at 
least two (2) consecutive years immediately prior to nomination. 
 

3.2.3 Duties 
The responsibilities of Directors and Officers are described in the SNE Policy Manual. 

 
3.2.4 Terms of Office 
Terms of office of SNE Board voting members shall be three (3) years, beginning at the 
annual business meeting following their election.  No SNE Board voting member shall be 
elected to serve more than two (2) consecutive terms. 
 

3.2.5 Removal 
Any member of the SNE Board may be removed by a two-thirds (2/3) majority vote of 
the SNE Board members.  Any member of the SNE Board may be removed by a mail, 
fax or electronic ballot vote of the SNE members provided that the ballot of every voting 
member is solicited; ballots are received from the number of members who would 
constitute a quorum (see 2.3.2); and a majority of the aggregate number of ballots cast 
approve such removal.   
 

3.2.6 Vacancy 
Any vacancy occurring on the SNE Board may be filled by an affirmative vote of a 
majority of the remaining SNE Board members.  An SNE Board member elected to fill a 
vacancy shall serve for the unexpired term of the predecessor in office. 
 

3.2.7 Meetings 
The SNE Board shall hold no fewer than two (2) regularly scheduled meetings annually.  
One meeting shall be held during the Annual Meeting of the corporation.  All regular 
meetings shall be open meetings. Meetings of the SNE Board shall be called by the 
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President of the SNE Board or upon the written request of any three (3) SNE Board 
members. SNE Board members can participate in any meeting through the use of 
electronic communications equipment provided all Board members can participate fully.  
Participation in a meeting by teleconference or other communications technology 
constitutes presence in person at such a meeting. 
 

3.2.8 Quorum 
A majority of the SNE Board members eligible to vote shall constitute a quorum for the 
transaction of business.   
 
 

3.2.9 Action Between SNE Board Meetings 
The SNE Board may act between meetings based on written, oral or electronic vote by 
the members of the SNE Board.  Results of such votes shall be filed with the minutes of 
the proceedings of the SNE Board. 
 

ARTICLE 4 - Corporation Meetings 
 

4.1 Annual Conference 
An Annual Conference shall be held each year.  The SNE Board shall approve the site 
and dates. 
 

4.2 Business Meeting 
There shall be a regularly scheduled business meeting of the members at the Annual 
Conference. 
 

4.2.1 Special Meeting 
A special business meeting for any lawful purpose may be called by the SNE Board, the 
President, or fifteen (15) percent or more of the voting members. 
 

4.3 Quorum 
The presence of fifty (50) of the voting members of the corporation shall constitute a 
quorum for transaction of business at a membership business meeting.  No proxy voting 
shall be valid.  
 

ARTICLE 5 – Executive Committee 
 
The Executive Committee shall be composed of the Officers of the corporation: 
President, President-Elect, Vice President, Secretary, and Treasurer.  The Executive 
Director shall be an ex-officio member of the Executive Committee.  The Executive 
Committee is authorized to act for the SNE Board of Directors between regular meetings 
of the Board of Directors.   A majority vote is required for any business before the 
Executive Committee.   
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ARTICLE 6 – Standing Committees 
 
6.1 Nominating Committee 
The Nominating Committee is responsible to the SNE Board for preparation of the slate 
of qualified nominees by the established deadline. 
 

6.1.2 Composition 
The Nominating Committee shall be composed of four (4) voting members elected by the 
SNE members and an SNE Board Liaison, as a non-voting member, appointed by the 
President. 
 

6.1.3 Term 
The Nominating Committee members shall serve a two-year term.  There shall be 
staggered terms.   
 

6.1.4 Committee Co-Chairs 
The Co-Chairs of the Nominating Committee shall be the two voting members serving 
the second of their two-year terms. 
 

6.2 Special Committees 
Advisory and/or ad hoc committees or taskforces shall be established by the SNE Board 
or President as needed. 
 

ARTICLE 7 – Divisions 
 
The SNE Board may grant recognition as a Division of the corporation to organized 
groups of members in special interest areas.   
 

7.1 Governance and Limitations 
 

7.1.1 Governance 
Divisions shall be governed by the corporation's Bylaws and by the corporation's policies 
and procedures as described in the SNE Policy Manual.  Divisions also may develop 
governing documents that are consistent with the corporation's Bylaws and the SNE 

Policy Manual. 
 

7.1.2 Limitations 
Divisions shall not make statements or act on behalf of the corporation without the prior 
approval of the SNE Board for each statement or action. 
 

ARTICLE  8 – Affiliates 
 
The SNE Board may grant affiliate status to an organization that supports the mission, 
vision, values, and goals of SNE. 
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8.1.1 Limitations 
Affiliates shall not make statements on behalf of SNE without prior approval or each 
statement by the SNE Board 
 

8.1.2. Council of Affiliates Composition 
Each affiliate shall designate an affiliate member who is an SNE member to represent 
that affiliate on the Council of Affiliates.  Each member of the Council of Affiliates shall 
serve at the discretion of the affiliate he/she represents. 
 

ARTICLE 9 - Parliamentary Authority 
 
The corporation recognizes the parliamentary authority as described in Robert’s Rules of 

Order.  

 
ARTICLE 10 - Bylaws Amendments 
 

10.1  Amendment Initiation 
Proposals to amend the Bylaws shall be initiated by the Bylaws Committee, a majority of 
the SNE Board, at least twenty-five (25) members entitled to vote, or a resolution vote of 
the membership. 
 

10.2  Amendment Adoption 
 

10.2.1 Adoption 
An amendment to the Bylaws shall be adopted by a two-thirds (2/3) vote of the SNE 
Board.  
 

10.2.2 Restrictions 
The SNE Board may not adopt, amend, or repeal a Bylaw fixing a quorum for meetings 
of members, prescribing procedures for removing directors, filling vacancies on the 
Board, or fixing the number of directors or terms of office.  These types of Bylaws must 
be approved by at least a majority of members once a quorum is reached. 
 

10.2.3 Notification 
Members shall be notified of all changes in the Bylaws in a timely manner. 
 

ARTICLE 11 - Limitation of Liability 
 

11.1 Indemnification 
The corporation shall indemnify any Officer, Director, employee, or other agent for 
expenses actually and reasonably incurred, including attorney's fees due to his/her being 
made, or threatened to be made, a party to a proceeding by reason of his/her capacity as 
Officer, Director, employee, or other agent of the corporation.  Such indemnification 
shall be made according to the provision of applicable Minnesota law. 
 



SNE POLICIES & PROCEDURES MANUAL 
SECTION 2  BYLAWS 
  

 9 

11.2 Liability Insurance 
The SNE Board shall authorize the purchase and maintenance of insurance on behalf of 
any Officer, Director, employee, or other agent of the corporation against any liability 
asserted against or incurred in such capacity or arising out of his/her status as such, 
whether or not the corporation would have the power under Minnesota law to indemnify 
such Officer, Director, employee, or agent. 
 
All reference to sections of the law refers to sections of the Minnesota Corporation Code 
pertaining to Mutual benefit corporations. 
 

ARTICLE 12 - Dissolution 
Upon dissolution of the corporation, assets shall be distributed in equal shares to a non-
profit fund, foundation or corporation, for one or more exempt purposes within the 
meaning of Section 501(c)6 of the Internal Revenue Code, or corresponding section of 
any future federal tax code, or shall be distributed to a state or local government for a 
public purpose.  Any such assets not so disposed of shall be disposed of by the District 
Court of the County in which the principal office of the corporation is located, 
exclusively for such purposes or to such organization, as said Court shall determine, 
which are organized and operated for such purposes.  
 
 
Reviewed by the SNE Board of Directors, November 1995. 

Revised and approved, 7 April 1999. 

Revised and approved, 4 September 2002 

Revised by SNE Bylaws Committee, 5 November 2003; reviewed by SNE Executive 

Committee 13 November 2003; Approved by SNE Board 3 December 2003. 

Revised by vote of SNE membership March 2007. 

Revised by the SNE Board of Directors September 19, 2008
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SNE is a not-for-profit corporation under IRS code section 501(c)(6) and files tax return 
form 990 with the IRS on an annual basis.  The tax determination letter is on the 
following page. 
 
SNE is incorporated in Minnesota.  This requires annual filings with Minnesota Secretary 
of State.  There is no fee charged.  The filing may be done any time after January 1 and 
before December 31 each year.  See example attached form. 
 
SNE is registered as a “foreign” corporation doing business in Indiana.  This requires 
annual filings in July of each year with the State of Indiana.  There is a $10 filing fee.   
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POLICIES 
 
4.1.1  SNE maintains is accounting records on the accrual basis of accounting.    
 
4.1.2 SNE’s fiscal year is August 1 – July 31, effective August 1, 2004. 
 
4.1.3 Budgets  
Sound financial planning is essential to assure the availability of resources to advance the 
mission and strategic plan of the Society. 
 
A. It is the responsibility of the Board of Directors to establish the priorities to be 

reflected in the financial plans of the society. 
B. There shall be two levels of financial planning: short-term or annual plan as reflected 

in the annual budget and long-term reflecting plans for three to five years. 
C. The Executive Director shall develop and implement the financial plans. 

1. Annual Plan:  The Executive Director shall confer with the finance committee as 
needed in developing the plan and at anytime when a significant deviation from 
the plan seems imminent.  The Board of Directors shall approve the annual plan. 

2. Long-term Plan:  The Executive Director shall work with the finance Committee 
in developing and revising the long-term plan.  The Board of Directors shall 
approve the long-term plan. 

3. Any member of the Finance Committee or Board of Directors can request that the 
Executive Director present a statement of the society's financial status to the full 
committee or Board at its next meeting. 

 
Monitoring:  The Finance Committee, under the leadership of the Society's Treasurer, 
shall annually evaluate the soundness of the financial planning, using the following 
criteria: 
 
Annual Plan - Budgets are drafted for each department on an annual basis usually in 
October. This should be a different month…given the new fiscal year The draft is 
initially reviewed by the SNE Treasurer then by the SNE Finance Committee.  Final 
approval of the budget is given by the full SNE Board of Directors.   
 
1. Expenditures shall not have exceeded income. 
2. Each major Program Center shall have contributed to the financial stability of the 

Society. 
3. Overhead costs shall have been considered as part of the costs of each Program 

center. 
4. The cash flow shall have permitted the timely meeting of obligations. 
5. Unearned revenues (obligated funds) shall have been reserved for their intended 

purpose. 
6. Funds shall have been set aside to contribute to the Society's reserves 
7. Deviations from the plan shall have been minimal.  
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Long-term Financial Plan (LTFP) 
1. The LTFP shall reflect the mission of the Society. 
2. The LTFP shall be revised every two to four years or as necessary to reflect changes 

in the in the Society. 
3. The LTFP shall incorporate the accumulation of a reserve fund of 40-100% of the 

annual expenditures typical of that time period. 
4. Society funds shall not be placed at undue risk. 
5. The LTFP shall forecast changes in the size and nature of headquarters staff, major 

equipment acquisitions, and expenditures associated with new contracts for the 
editing and publishing of the Journal. 

6. Membership dues shall have reflected the services received. 
7. Systems of reporting and of checks and balances shall be adequate to protect the 

interests of the Society. 

 
4.1.4  Financial Decision Making 
 
The Board of Directors will approve an annual budget for the organization.  The 
development of the budget will follow this process: 

In the fall of every year, the treasurer and SNE financial staff will draft a budget for 
the organization.  The treasurer will talk with project liaisons prior to drafting the 
budget with SNE staff about anticipated revenue and expenses for the new year.  This 
budget will be based on estimated revenue, financial goals of the organization, and 
program priorities of the organization.  To accompany the budget, the treasurer and 
staff will produce a budget assumptions list, which includes a description of major 
expenditures.   

 
The Finance Committee will review the draft budget.  The Finance Committee will 
then submit a proposed budget to the Board of Directors for review, changing if 
necessary, and approval. 

 
A board member will be assigned to every program/budget schedule in the budget when 
the budget is approved.  (This board member is referred to as the project chair/liaison in 
this document.)  These assignments will be based on board members’ program 
responsibilities.  For example, the president-elect will be assigned to the annual meeting 
program/budget schedule. 

Guiding Principles for Financial Decisions 

Several SNE policies and guidelines need to be considered with most financial decisions.  
In particular board members and staff should adhere to the SNE Sponsorship Guidelines 
and the SNE Partnership Policy. 
 
Financial decisions that maximize revenue and reduce costs are encouraged. 
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Guidelines for Making Expense Decisions 

1. The project chair/liaison and the executive director are responsible for operating a 
program or project consistent with the board-approved budget and consistent with 
SNE policies.  In most instances, a project chair/liaison and the executive director 
have authority and flexibility to spend money within the limits of the board-approved 
total budgeted expenses for the specific project.   

2. Any contract and/or service not in the approved budget as defined by budget 
assumptions requires full board approval, even if the expense for this contract or 
service is within the board-approved budgeted expenses.   

3. If all the budgeted expense funds have been spent on a program or project, and 
additional money, up to $1,000, is needed, then the project chair/liaison, executive 
director, and the treasurer together have authority to approve that expense or not.   

4. If all the budgeted expense funds have been spent on a program or project, and 
additional money, more than $1,000, is needed, then the Finance Committee has 
authority to approve that expense, deny that expense, or refer the decision to the full 
board. 

5. Any board member at any time can ask the Finance Committee to closely examine the 
finances of a program or project. 

 
Approved SNE board, 5/02 

 
4.1.5  Indirect costs  
 
The Society for Nutrition Education from time-to-time enters into contracts vendors for 
outside services.  Fee included in such contracts should include only direct costs of the 
projects.  As a not-for-profit organization, SNE does not pay indirect costs.   

 
Approved SNE board, 06/25/08 

 

PROCEDURES  

4.2 Dues Accrual Recognition   

All cash related to membership dues is recorded on a spreadsheet by month received.  
This amount is then recorded as revenue over a 12-month period in equal amounts each 
month.   
 
EXAMPLE:  If SNE received $12,000 cash in January, $1,000 would be recorded as 
revenue in each month starting in January through December.  In February, assuming 
$9,600 of cash was received that month, SNE would recognize revenue of $800 each 
month starting in February through January (of the next year).   
 
Please note:  The total revenue recognized each month also includes 1/12 of each 
preceding 12 months.  In this example, February’s total revenue would be $1,800 plus 
1/12 of the cash receipts for each of the months March through December of the previous 
year. 
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4.3 Financial Reporting  
Financial statements, including budget versus actual results, are prepared monthly by the 
17th day of the following month.  The statements are reviewed and revised by the 
Executive Director.  Financials are then forwarded to the SNE Treasurer for review.  
Monthly financial highlight reports are prepared by the SNE Treasurer and submitted to 
the SNE Board of Directors at monthly Board Meetings.   
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4.4 Check Procedures 
 

4.4.1 Check Writing  
All checks require two signatures.  At least one must be by either the SNE President, 
President Elect or Treasurer.  SNE staff may be the second signature.  Bank signature 
cards should be signed by the President, President Elect, Treasurer, Executive Director 
and one other staff member.  Signature cards should be updated annually in July 
following installation/election of new officers. 
 

4.4.2 Checking Account  
The National Bank of Indianapolis 
Account #1211481 
One American Square, Suite 100 
Indianapolis, Indiana 46282 
Telephone: 317-261-3255 
Joanna Neihoff, Vice President 
Opened October 2001 

4.5 Audits/Reviews 
SNE does not have a requirement for annual audits or reviews of financial information.  
However, it is the intent of the Board to have audits performed every other year, with 
reviews performed each year between audits.   
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POLICIES 
 
Membership dues provide a primary source of revenue for the society.  Dues for individual members will be set 
at a level at which the collective contribution of all individual membership categories will cover the annual cost 
of administration and governance. Accordingly, 
 
A. Annual dues assessed of Professional Members and Members will be maintained at a level that will: 

1. Cover the cost of JNEB subscription fulfillment; 
2. Cover the cost of membership development and servicing; 
3. Cover the costs of membership to one Division; 
4. Contribute to the cost of the public policy program; and 
5. Contribute to the Society's cash reserve. 

B. Annual dues assessed of Student Members will be maintained at a level that will: 
1. Cover the cost of JNEB subscription fulfillment;  
2. Cover the costs of membership in one Division; and 
3. Cover the cost of membership development and serving. 

C. Annual dues assessed of Retired Members will be maintained at a level that will: 
1. cover the cost of JNEB subscription fulfillment; 
2. Cover the costs of membership servicing; 
3. Contribute to the cost of the public policy program; and 
4. Contribute to the cash reserve. 

D. Annual dues assessed of International Members will be maintained at a level that will: 
4. Cover the cost of JNEB electronic subscription fulfillment;  
5. Cover the costs of membership in one Division; and 
6. Cover the cost of membership development and serving. 

E. Individual and corporate member dues will be reviewed annually by the Finance Committee. 
F. Annual dues can be collected for multiple years or in installments for one year at the discretion of the 

Executive Director after consultation with the President or Treasurer.   
 

PROCEDURES 
 
5.1 New Member Packets 

1. Packets are mailed out at the beginning of the following month (i.e. all new members in April will be mailed out in 
May) 

2. Packets include the following documents - F:\DATA\sne\membership shared\new member packets\ 
� Welcome letter.doc (on letterhead) 
� Division fact sheet.doc 
� Presidents column.doc (most recent – found under:  sne\board shared\president’s column) 
� SNEEZE.doc 
� JNEB mission letter.doc 
� Division descriptions.doc 

3. The board also receives a list of new members via email 
� Send the Excel file to them – try to give each board member an equal number of new members to follow up 

with 
� They also get the “talking points” document (found under new member packets folder) 
� See sample email format – “SNE new members email to board (sample).htm” 
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See Appendix A for the Membership Application 
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POLICIES 
 
6.1  GOVERNING POLICY 
 
A. The Board will approach its task in a manner that emphasizes mission and vision, 

encouragement of diversity in viewpoints, strategic leadership (rather than 
administrative detail), clear distinction of Board and staff roles, collective (rather than 
individual) decisions, future (rather than past or present) orientation, and proactivity 
(rather than reactivity). 

 
B. More specifically, the Board will: 
 

1. Operate in all ways mindful of its obligation to the members. 
 
2. Enforce upon itself and its members whatever discipline is needed to govern with 

excellence.  Discipline will apply to matters such as attendance, policymaking 
principles, respect for clarified roles, speaking with one voice, and self-policing of 
any tendency to stray from governance adopted in Board policies.  The Board will 
be responsible for Board performance. 

 
3. Direct and inspire the organization through the careful establishment of the 

Board's organizational values, policies, and perspectives. 
 

4. Focus chiefly on choosing and defining the long-term impacts or ends that are 
sought by the organization.  The focus will not be on the administrative or 
programmatic means of attaining those effects. 

 
5. Use the expertise of individual members to enhance the ability of the Board as a 

body to make wise policy, rather than to substitute their individual values for the 
group's values. 

 
6. Ensure the continuity of the Board's governance capability by its training and 

development. 
 

7. Be accountable to the membership for competent, conscientious, and effective 
accomplishment of its obligations as a body.  It will allow no officer, individual, 
or committee of the Board to usurp this role or hinder this commitment. 

 

6.2 BOARD RELATIONSHIP TO MEMBERS 
 

A. The Board represents the members who are recognized as the owners of the Society. 
 
B. The Board will educate itself regarding the values and perspectives held by members. 
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C. Periodically, the Board will report on its stewardship to the members/owners.  At 
least once each year, the Board will disseminate a statement of the vision, mission, 
guiding principles and goals and give an accounting of its financial resources and the 
extent to which these resources have been directed toward the achievement of the 
Society's goals. 
 

6.3 BOARD JOB DESCRIPTION 
 
The job of the Board is to lead the Society.  The Board's specific contributions are unique 
to its trusteeship role and necessary for proper governance and management.  
Consequently, the "products" or job contributions of the Board shall be: 
 
A. The link between the organization and its members. 
 
B. Governing policies that are written, monitored, and reviewed, and that at the broadest 

levels address: 
 

1. Ends:  Organizational products, impacts, benefits, outcomes (what good for which 
needs at what cost). 

2.   Executive  Limitations:  Constraints on executive authority which establish the 
prudence and ethical boundaries within which lies the acceptable arena of 
Executive Director activity, decisions, and organizational circumstances. 

3. Governance Process:  Specification of how the Board conceives, carries out, and 
monitors its own tasks, as well as the tasks of ad hoc committees, advisory panels, 
and taskforces it creates. 

4. Board-Executive Director Relationship:  How power is delegated and its proper 
use monitored. 

 
C. The assurance of Executive Director performance (against policies in B1 and B2). 
 
D. Explicit methods for carrying out the functions described in paragraphs, A, B, and C. 
 

6.4 BOARD RESPONSIBILITIES 
 
The Board member will participate in shared leadership of SNE, acting honestly, in good 
faith, and in the best interests of the Society as a whole.  The Board member is 
accountable to the members and others who are served by SNE.  Specifically, 
 
A. The Board member shall be knowledgeable of and adhere to the Articles of 

Incorporation, Bylaws, and SNE Policy Manual. 
 
B. The Board member shall demonstrate a commitment to the vision, mission, guiding 

principles, and goals of the society. 
 
C. The Board member will behave legally and ethically. 
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D. The Board member will carry out his/her fiduciary responsibilities, observing the 
duties of care and loyalty, and remain within the boundaries of legitimate authority. 

 
1. The duty of care asks a Board member to be reasonably informed, to participate in 

decisions, and to decide with the consideration of an ordinarily prudent person in 
similar circumstance.  Care implies willingness to devote time and to follow 
through on commitments made. 

 
2. The duty of loyalty requires exercise of power in the best interest of the 

organization not in the Board member's own best interest or the interest of another 
entity or person.  The legal principle to be observed is that the Board member 
shall not use Board position for personal advantage. 

 
3. The duty of obedience expects that the Board member will not attempt to exercise 

individual authority over the organization. 
 

a. The Board member as an individual shall have no authority over the Executive 
Director or any other staff person. 

b. The Board member shall not supersede the authority of the President. 
c. The Board member shall not speak for the Society with the public, press, or 

other entities unless specifically designated to do so. 
 
E. The Board member shall declare any conflict of interest.  See conflict of interest 

policy. 
 
F. The Board member shall maintain the confidentiality of Board discussion and abide 

by the decisions of the majority. 
 
G. A Board member has the individual right to express a minority or majority opinion on 

any decision and record it in the minutes. 
 
H. The Board member who is also an Officer is responsible for performing all duties 

associated with the office to which elected. 
 

6.5 PRESIDENT’S RESPONSIBILITIES 
 
A. The President has all the responsibilities common to Board of Directors members. 
 
B. The President speaks for the Society and has the authority to appoint a spokesperson 

for the society. 
 
C. The president is empowered to chair Board meetings with all of the commonly 

accepted powers of that position, e.g., ruling, recognizing. 
 
D. The President shall have the power to make decisions on behalf of the Board of 

Directors that are consistent with any reasonable interpretation of Board policies. 
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6.6 BOARD LIAISON RESPONSIBILITIES 
 
Board members serve several important roles as representatives of the members who 
elected them. Among them is liaison to organizational units - Divisions, committees, and 
taskforces.  In the liaison role, Board members exercise a primary responsibility, linkage 
to the members.  The Board Liaison both educates and is educated by the organizational 
unit.  Accordingly, the Board Liaison: 
 
A. Facilitates communication between the Board of Directors and the organizational unit 

by communicating decisions of the Board and Executive Committee to the 
organizational unit and by conveying requests for action, proposed policies and their 
rationale, and other matters to the Board of Directors. 

 
B. Promotes clarity within the organizational unit on the unit's role and how it supports 

and fits within the interests and objectives of SNE. 
 
C. Serves as an informed resource person to the organizational unit and its chair.  Works 

with the chair and the staff liaison to ensure the unit's work is consistent with the 
Board's priorities, goals, and objectives and the SNE mission, vision and guiding 
principles.. 

 

6.7 EX-OFFICIO BOARD MEMBER RESPONSIBILITIES 
 
A. Ex-officio members shall attend all board meetings. 
 
B. Ex-officio members are expected to address only those issues specific to his/her 

assigned committee and are not required to read all board materials provided for each 
meeting. 

 
6.8 DELEGATION TO EXECUTIVE DIRECTOR 
 
While the Board job is generally confined to establishing the broadest policies, 
implementation and subsidiary procedural development is delegated to the Executive 
Director. 
 
A. Authority and accountability of staff is considered to be the authority and 

accountability of the Executive Director. 
 
B. Ends policies direct the Executive Director to achieve certain results.  Executive 

limitations policies constrain the Executive Director to act within acceptable 
boundaries or prudence and ethics.  With respect to ends and executive means, the 
Executive Director is authorized to establish procedures, make decisions, take 
actions, and develop activities as long as they are consistent with any reasonable 
interpretation of the Board's policies. 
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C. The Board may change its policies, thereby shifting the boundary between Board and 
Executive Director domains.  Consequently, the Board may change the latitude of 
choice given to the Executive Director, but so long as any particular delegation is in 
place, the Board and its members will respect and support the Executive Director's 
choices.  This does not prevent the Board from obtaining information in the delegated 
areas. 

 
D. The Board, by majority vote has authority over the Executive Director.  No Board 

member, Officer, or committee has authority over the Executive Director. 
Information may be requested by individuals or groups, but if such a request (in the 
Executive Director's judgment) requires a material amount of staff time or funds or is 
disruptive, it may be refused. 

 

6.9 CONFLICT OF INTEREST POLICY 
 
All Board members, committee and division chairs, staff, contractors, JNE Editors, and 
others (hereinafter referred to as “individuals”) who develop and implement SNE policy 
will avoid conflicts between their personal/professional interests and the interests of SNE 
when representing SNE: 
 
A. A conflict of interest may arise in the following examples: 
 

1. If an individual is involved in developing SNE policy has a financial interest 
affected by such policy.  Such financial interest may arise in their capacity as an 
employee or paid consultant, of a non-profit or profit organization or government 
agency whose finances may directly benefit or be negatively impacted by the 
policies and decisions of SNE. 

 
2. If an individual is involved in IMPLEMENTING SNE policy has a financial 

interest which would be negatively affected by such policy.  Such financial 
interest may arise in their capacity as an employee or paid consultant, of a non-
profit or profit organization or government agency whose finances may be 
negatively impacted by the policy being implemented by SNE.  

 
The fact that an individual may realize financial gain for themselves or their 
organization in implementing an SNE policy does not constitute a conflict of 
interest so long as the source of the gain is consistent with or supportive of the 
SNE policy implementation.  

 
3. If an individual involved in creating SNE policy or in implementing such policy is 

employed by or is a paid consultant for any organization  that has formally 
embraced or advocated a policy position contrary to the policy position being 
advocated by  SNE. 
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B. Disclosure of Potential or Actual Conflict of Interest: 
 
1. Annual Disclosure Form –  All Board members, volunteers serving on SNE 

committees, staff members, contractors, JNEB Editor, division leadership and 
others representing SNE will be required to complete and submit the SNE 
Conflict of Interest form annually.  Should ones employment status change 
during the course of the year, a new form should be submitted. 

 
2. Self Disclosure in Policy Discussions – Whenever a policy making group 

within SNE initiates discussions on creating or modifying SNE policy, the 
President / Chair / Executive Director will request members/volunteers to 
disclose any potential or actual conflict relative to the policy under discussion.  
Minutes of the meeting shall indicate those individuals disclosing a potential 
or actual conflict of interest. 

 
3. If  a Board member, volunteer, staff member, contractor, JNEB Editor, or 

another representing SNE is aware of or questions a potential or actual 
conflict of interest related to an existing policy/issue  or  a policy /issue under 
consideration by SNE, the individual will immediately disclose to the 
President,  chair, or Executive Director the existence or question of  potential 
or actual conflict.  The subject of the alleged conflict will be advised and 
provided with an opportunity to respond. 

 
 
C. The following will guide the process of determining whether a conflict of interest 

exists: 
 

1. For a Board member, the President and other board members will have final 
authority in determining whether a conflict of interest exists, and if so, in 
resolving it.  For the President and the President-Elect, the Board of Directors will 
have the final authority in determining whether a conflict exists, and, if so, in 
resolving it.  This would include discussion with the relevant parties. 

 
2. For all other volunteers and staff, the organizational unit chairperson and/or unit 

members will report the issue to the Board and the Board will have final authority 
in determining whether a conflict of interest exists, and, if so, in resolving it. 

 
3. Resolution of a potential or actual conflict of interest may include but is not 

limited to: 
a)  If the potential or actual conflict arises in creating SNE policy: 

• Revealing the potential or actual conflict to the decision making group 
and permitting the person to engage in the related policy  discussion 

• Restricting the individual from voting 
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b) If the potential or actual conflict arises in implementing SNE policy: 

• Restricting the individual from relevant discussions, planning, and 
implementing activities 

• Removing the individual from the committee or organizational unit 

• Retracting the individual’s SNE membership 
 
Approved by the Board of Directors, 7/95 
Reviewed and approved, 7/97 
Revised and approved, 4/99 
Reviewed, revised and approved by SNE Executive Committee 3/04 
Reviewed, revised and approved by the SNE Board 6/04 

 
6.9.1 CONFLICT OF INTEREST PROCEDURES 
 
Annual Written Disclosure 
Each Board or Committee member submits a conflict of interest form annually.  These 
conflict of interest forms for the full body are shared with the Board or Committee Chair 
and Co-Chairs.  It is the responsibility of the member to update changes in conflict of 
interest that occur during the year.  
 

Self Disclosure for Board/Committee Meetings/Sub-Committee/Ad-Hoc Committees 
The President/Chair/Co-Chair implements the process at the opening of each meeting. 
 
Responding to concerns expressed in September 04 relative to the failure of some ACPP 
members to disclose a potential conflict, we are suggesting the following procedure: 
 

1. Board/Committee agenda will reflect the issues/topics where conflict disclosure 
will be requested by noting “COI to be reviewed.” 

2. At the beginning of each discussion on a relevant topic / issue the Chair shall read 
the agenda item to be discussed.  

3. The Chair will read the Potential for Conflict standard(s) that apply/ies to the 
discussion as noted in section 3A 1-3 below.  

 
D. A conflict of interest may arise in the following examples: 
 

A.1. Developing SNE Policy and a Financial Interest Exists 
If an individual is involved in developing SNE policy and has a financial 
interest affected by such policy.  Such financial interest may arise in their 
capacity as an employee or paid consultant, of a non-profit or profit 
organization or government agency whose finances may directly benefit or be 
negatively impacted by the policies and decisions of SNE. 

 
A.2. Implementing SNE Policy Would Have Negative Financial Impact 
If an individual is involved in implementing SNE policy and has a financial 
interest which would be negatively affected by such policy.  Such financial 
interest may arise in their capacity as an employee or paid consultant, of a 
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non-profit or profit organization or government agency whose finances may 
be negatively impacted by the policy being implemented by SNE.  

 
The fact that an individual may realize financial gain for themselves or their 
organization in implementing an SNE policy does not constitute a conflict of 
interest so long as the source of the gain is consistent with or supportive of the 
SNE policy implementation.    
 
A.3. Developing or Implementing Policy Contrary to SNE Position 
If an individual involved in creating SNE policy or in implementing such 
policy is employed by or is a paid consultant for any organization  that has 
formally embraced or advocated a policy position contrary to the policy 
position being advocated by SNE.  An example of this is a sign-on letter from 
other organizations. 

 
4. The Chair will announce a roll call for purposes of disclosing a potential conflict  
 
5. The Chair will advise that:  “The roll call will be recorded and if inquiry is raised 

during or after the roll call, that information will also be recorded.“ 
 
6. The Chair will state “any member may make an inquiry as the roll call is taken or 

at the end of the roll call regarding the potential of conflict of another member 
who denies such.“  

 
7. Each name is called by the President/Chair and recorded by the 

Secretary/CoChair as affirm, deny or absent regarding the existence of a potential 
conflict.  Any person acknowledging a potential conflict in the development or 
implementation of policy will be permitted to engage in discussion but be 
restricted from voting. 

 
8. At the end of the roll call the Chair or their designee will then ask: “Are there any 

inquiries?  If so, please specify the nature of the potential conflict.” 
 

9. If an inquiry is raised and answered, and is still in question, the Chair responds 
with: ” Is the response satisfactory?”  If the response is “yes” from the person 
raising the question, the Chair will proceed to a vote. 

 
If the response is “not satisfactory,” the Chair will state: “The inquiry has been 
asked, answered and questioned.  The challenged inquiry is noted in the minutes.   
 

10. If anyone enters the discussion late, they need to disclose and it is recorded.  The 
record is maintained for each item noted on the agenda or, where appropriate, an 
item added late to the agenda.   

 
11. The Vote will be taken.   
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A)  If the individual who has been questioned as having a potential conflict votes 
AND that challenged vote is determinative in the final decision on policy or 
implementation: 
1)  The Chair will ask the person to withdraw their vote. 
2)  If the person refuses to withdraw, the final result of the vote will be held in 
abeyance pending a final determination from the Board.  The issue of COI 
will be referred to the Board. 

 
B)  If the individual who has been questioned as having a potential conflict votes  
AND that vote is NOT determinative in the final decision on policy or 
implementation, the final vote stands and the issue of COI stands in the minutes. 

    
This should all take only moments during the meeting. 
 
The process is designed to keep the vote moving unless there is actual impact on the final 
vote.  Only then would the matter go to the SNE Board.     
 
Approved by SNE Board April 11, 2005. 

 
See Conflict of Interest Form in Appendix B 
 

6.10 POLICY REVIEW AND EXPIRATION 
 
The Board assumes full responsibility for ongoing, rigorous examination, debate, and 
revision of its policies.  This dynamic formulation of policy "products" from value 
considerations and member perspectives is the essence of the Board's role as an outward-
looking and future-oriented governing body.  Accordingly, 
 
A. The Board can review and revise policies at any time. 
 
B. The statement of mission, vision, guiding principles, and goals will be reviewed at 

least annually and approved by the Board of Directors with (or without) changes. 
 
C. End policies are outcome-based, and because a variety of outcomes are not only 

possible but desirable  
given the articulated mission and the rapidly changing environment, their revision as 
well as the development of new Ends policies will be a continuing obligation of the 
Board. 

 
D. The President will appoint teams of Board members to review selected policies and 

present to the Board as a whole the implications of continuing to govern with them. 
 

6.11 MEETING MINUTES 
 
Minutes are the legal record of regularly constituted meetings of SNE and its Board of 
Directors.  In addition to being legal documents, the minutes serve Board members, 
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Executive Committee, the Executive Director, external auditors, and members as 
important sources of information about the conduct of the Society's affairs.  Accordingly, 
 
A. Minutes for subsequent approval by the Board will be distributed within four (4) 

weeks of the date of any meeting or teleconference. 
 
B. Approved final copies of all meeting minutes and a list of attachments will be 

distributed in a timely manner to each Board member.  Minutes with the full set of 
attachments will be kept on file in the SNE Office.  The Society's Secretary will 
retain a copy of the minutes and attachments in files outside of the headquarters 
office. 

 
C. Newly-elected Board members will receive minutes of the meetings held during the 

Annual Meeting at which they assumed office. 
 
D. Copies of minutes will be available to the SNE members, legal counsel and financial 

auditor upon request. 
 

6.12 TRAVEL POLICY 
 
Board members are responsible for making their own travel and hotel/housing 
arrangements.   
 
SNE reimbursement forms are to be used when requesting travel reimbursement, and 
receipts are required to receive reimbursement.  A reimbursement request is to be 
submitted within 30 days of attending a meeting. 
 
Reimbursement can be made only with the understanding that the recipient will not seek 
or obtain duplicate reimbursement from any other source. 
 
I. Board Meetings 

Prior to the board meeting, the SNE office will notify board members of the details of the 
board meeting, including relevant hotel and travel agent information.   
 
Transportation: SNE will pay up to $600 total for transportation to and from a board 
meeting.  This total amount covers travel by auto, taxi, shuttle, bus, train, and air.  Air 
travel is limited to coach fare.  Whenever possible, travel should be booked at least 21 
days in advance to ensure the lowest fares.  Mileage will be reimbursed according to the 
current IRS regulations.  Exceptions must be authorized by the President and Executive 
Director before the expense is incurred.  If travel is booked with SNE’s designated travel 
agent, it will be billed directly to the Society.  Otherwise, a reimbursement request is to 
be submitted.   
 
Accommodations: SNE will pay for overnight accommodations necessary for attending 
the board meeting.  SNE strongly encourages board members and staff to share rooms.   
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Meals: SNE will pay for meals while traveling to and from board meetings and for the 
meals not provided while attending board meetings.  The maximum reimbursement per 
meal will be based on IRS regulations.  Receipts are required.    
 
II. Annual Conference 

Transportation:  SNE will pay for transportation for board members to the Annual 
Conference (AC) so long as they attend the board meetings before and after the AC as 
their term requires.  The transportation guidelines in the previous section apply. 
 
Accommodations: SNE will provide overnight accommodations throughout the AC for 
the President, President-Elect, (and one conference co-chair).  These accommodations are 
managed by the SNE Office.  SNE will provide overnight accommodations for staff 
members from set-up through tear-down at the AC.  SNE will pay for overnight 
accommodations and meals for board members for the time required to attend board 
meetings before and after the AC but not during the conference. 
 
Board members who have access to grant or institutional money to cover meeting 
expenses are urged to use those resources. 
 
Annual Conference speaker transportation and accommodations are handled by the AC 
speaker travel policies. 

 
6.13 ANTITRUST STATEMENT   
 
An association and its individual volunteers and employees who cause the association to 
violate the antitrust laws are potentially at legal risk.  Antitrust in one area in which there 
are many precedents for both civil and criminal action brought not only against 
association entities but also against association members and staff when there is evidence 
that they participated personally in antitrust violations.  Specific areas of concern for 
associations include, for example, self-regulation programs, professional practice 
programs, and business price and cost programs.   
 
There are two types of antitrust violations – per se violations, or actions that are unlawful 
without regard to their actual impact on competition and Rule of Reason violations, 
actions that are not necessarily unlawful, but may be so, depending on their actual impact 
on competitive conditions.   
 
Actions that are likely per se unlawful include the following: 
� Agreements fixing prices or fees or setting floors or ceilings on prices or fees; 
� Agreements to boycott competitors, suppliers, third-party payers, or 

customers/patients/clients; 
� Agreements among competitors dividing or allocating markets; and, 
� Agreements coerced by a provider with a dominant market position typing the 

purchase or provision of one product or service to the purchase or provision of 
another product or service. 
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Explanations and definitions excerpted from Legal Risk Management for Associations, 

Jerald A. Jacobs and David W. Ogden, 1995.  Copyright: Legal Risk Management for 

Associations, used with permission of the American Society of Association Executives. 

 

6.16 WHISTLE BLOWER  
 
The Society for Nutrition Education (SNE) is committed to preventing reprisals against 
employees and members who report activity undertaken by other SNE employees or 
members in connection with: (i) the performance of official SNE activity that may be in 
violation of any state or federal law or related regulation; or (ii) the SNE’s corporate 
accounting practices, internal controls, or audit (collectively referred to as “Protected 
Disclosure”). 
 
The SNE, and any individual associated with the SNE, will not: 
▪   Retaliate against an employee or member who has made a Protected Disclosure or 

who has refused to obey an illegal or unethical request, or otherwise harass or cause 
such persons to suffer adverse employment consequences; or 

▪   Directly or indirectly use or attempt to use the official authority or influence of their 
position for the purpose of interfering with the right of an employee or member to 
make a Protected Disclosure to Association leadership. 

 

Reporting Responsibilities 
Each officer, director, volunteer, and employee of the SNE has an obligation to report in 
accordance with this Whistleblower Policy: 
 
a) questionable or improper accounting or auditing matters; 
b) any improper activities including, but not limited to, corruption, malfeasance, bribery, 

theft of SNE property, fraudulent claims, fraud, coercion, conversion, misuse of SNE 
property or willful omission to perform duty; or 

c) an order or directive to violate or assist in violating a law, rule, regulation, or SNE 
Bylaw or Policy. 
(Hereinafter collectively referred to as “Concerns”) 

All reported Concerns will be forwarded to the President.   The President of the Board 
shall be responsible for assigning an investigation and making appropriate 
recommendations to the Board of Directors with respect to all reported Concerns.  
Reports and copies of Protected Disclosures shall be retained by the SNE in accordance 
with its record retention policy. 

No Retaliation 
This policy is intended to encourage and enable officers, directors, volunteers and 
employees to raise Concerns within the organization without fear of retaliation.   No 
officer, director, volunteer or employee who, in good faith, reports a Concern shall be 
subject to retaliation, or in the case of an employee, adverse employment consequences. 
Moreover, a volunteer or employee who retaliates against someone who has reported a 
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Concern in good faith is subject to discipline up to and including dismissal from the 
volunteer position or termination of employment. 
 

Reporting Concerns 
An employee should first discuss their Concerns with their immediate supervisor unless 
the employee is uncomfortable speaking to their supervisor or the supervisor is the 
subject of the Concern, then the employee should report their Concerns directly to the  
 
Executive Director.   If the Executive Director is the subject of the Concern, the 
employee should report directly to the President of the Board and if the President is the 
subject of the Concern, the employee should go directly to the President-elect.   If the 
Concern is given verbally, it should then be put in writing and promptly forwarded to the 
President for review and investigation.   Concerns may also be submitted anonymously. 
Such anonymous Concerns should be in writing by the recipient of the complaint and sent 
directly to the President. 
 
Officers, directors and other volunteers should submit their Concerns in writing directly 
to the President.   

 
The President, Executive Director or other members of the Executive Committee shall 
address all Concerns.  The President and Executive Director will notify the sender and 
acknowledge receipt of the Concern within 5 business days, if possible. It will not be 
possible to acknowledge receipt of anonymously submitted Concerns. 

 
All reports will be promptly investigated as assigned by the President or President-elect 
and appropriate corrective action will be recommended to the Board of Directors, if 
warranted by the investigation.   In addition, action taken must include a conclusion 
and/or follow up with the complainant for complete closure of the Concern. 

 
The President, President-elect or Executive Director has the authority to retain outside 
legal counsel, accountants, private investigators, or any other resource deemed necessary 
to conduct a full and complete investigation of the allegations. 
 

Acting in Good Faith 
Anyone reporting a Concern regarding a violation or suspected violation under this 
Whistleblower Policy must be acting in good faith and have reasonable grounds for 
believing the information disclosed indicates a violation has occurred.   Any allegations 
that prove not to be substantiated and which prove to have been made maliciously, 
recklessly or with the foreknowledge that the allegations are false will be viewed as a 
serious disciplinary offense and may result in discipline up to and including dismissal 
from the volunteer position or termination of employment.    
 

Confidentiality 
Reports of Concerns and investigations shall be kept confidential to the extent possible, 
consistent with the need to conduct an adequate investigation. 
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Disclosure of reports of Concerns to individuals not involved in the investigation will be 
viewed as a serious disciplinary offense and may result in discipline up to and including 
dismissal from the volunteer position or termination of employment.    
 
For purposes of this Whistleblower Policy only, employees of the SNE's management 

company who provide services directly to or on behalf of the SNE shall be considered 

employees of the SNE. 

 
Approved by SNE Board September 19, 2008 

 
6.17 RECORDS RETENTION 
 
The Society for Nutrition Education (SNE) shall retain records for the period of their 
immediate or current use, unless longer retention is necessary for historical reference or 
to comply with contractual or legal requirements.  Records and documents outlined in 
this policy include paper, electronic files (including emails) and voice mail records 
regardless of where the document is stored, including network servers, desktop or laptop 
computers and handheld computers and other wireless devices with text messaging 
capabilities.  Any employee of the SNE, or any other person who is in possession of 
records belonging to the SNE who is uncertain as to what records to retain or destroy, 
when to do so, or how to destroy them, should seek assistance prior to taking any action.  

In accordance with 18 U.S.C. §1519 (Destruction, alteration, or falsification of records 

in Federal investigations and bankruptcy) and the Sarbanes Oxley Act, the SNE shall 
not knowingly destroy a document with the intent to obstruct or influence an 
“investigation or proper administration of any matter within the jurisdiction of any 
department, agency of the United States…or in relation to or contemplation of such 
matter or case”.  If an official investigation is under way or even suspected, document 
purging must stop in order to avoid criminal obstruction.  In order to eliminate accidental 
or innocent destruction, the SNE has the following document retention policy: 

Permanent Records 

Articles of Incorporation 
Audit records  
Bylaws 
Canceled check for important payments 

Chart of accounts 
Charter 
Copyrights 
Correspondence on legal and other important matters 
Depreciation schedules 
Employee benefits records --Life of the Employee 
General Ledgers 
Insurance records, current accident reports, claims, policies, etc. 
Minutes of board of directors and general membership meetings 
Record of actions by members or directors without a meeting 
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Record of actions by committees of the board of directors 
IRS Determination Letter 
Tax returns and worksheets 
Trademark registrations 
Year-end financial statements 

 
Keep 7 Years 

Accident reports and claims (settled) 
Accounts payable ledgers and schedules 
Accounts receivable ledgers and schedules 
Bank statements 
Canceled checks 
Contracts, leases and agreements 
Deposit and general ledger books 
Employment tax reports 
Expired contracts and leases 
Expense analysis and expense distribution schedules 
Expense reports 
General journals 
Invoices to members and vendors 
Payroll records and summaries 
Policy statements 
Sales records 
Subsidiary ledgers 
1099 and 1042 Reports 
 
Keep 3 Years 

Bank reconciliations 
Duplicate bank deposit slips 
Employment applications 
Expired insurance policies 
General correspondence 
Individual personnel files - While active + 3 years 
Internal audit reports 
Inventory records 
Membership applications 
Employment applications 
Terminated employee records 

 
Keep 1 Year 

Purchase orders 
Job announcements and advertisements 
Budget records 
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The retention periods described herein are guidelines.  There are circumstances under 
which a record or document may have to be maintained longer than the guidelines.  This 
will be a decision made by the Executive Director. 

 
Approved by SNE Board September 19, 2008 
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POLICIES   

7.1 General Policies   
Divisions represent the special, focused interests of members and provide an important 
link between the Board of Directors and the Society's members.  Accordingly, 
 
A. Divisions are governed by the Bylaws of the society.  As specified in the Bylaws, 

Divisions also may develop operating procedures that are consistent with the 
corporation's Bylaws, policies, and procedures as described in the SNE Policy 

Manual. 
B. The activities of Divisions shall advance the mission, vision, guiding principles, and 

goals of the Society. 
C. Divisions have the right to organize themselves to meet member needs within existing 

SNE policies, structure, and function.  However, the Board is obligated first to protect 
and sustain the integrity of the society as a whole. 

D. Division leaders and members will collaborate with the Division Coordinator and 
Executive Director to establish and maintain administrative procedures that support 
their organization and efforts. 

E. Divisions shall annually elect officers using the SNE ballot.  The deadline for ballot 
submissions to the SNE office is January 15.  Failure to use the SNE annual online 
balloting process will result in withholding of division funding (as described in 7.2.1)  
for the following fiscal year.    

F. Refer to the Division Leader Responsibilities document for specific activities and 
timelines expected of each division. 

7.2 Financial Stability 
7.2.1    Yearly Budget   

A. The annual amount allocated to a division will be $200 plus $2/member. 
B. The number of members in a division for budget allocation purposes will be 

based on membership at the time the SNE budget is being developed.  
Division budgets will be set no later than July 1 each year. 

C. This annual allocation follows SNE’s fiscal year, which is August 1 to July 
31.   

D. Division Budget Spending Goals 
� Support specific Division Goals 
� Support Division role in Strategic Plan 

E. Possible Division Budget Items 
� Division Teleconferences  
� Publish Division Resources 
� Create Division Display for Annual Conference 
� Division Newsletters 
� Annual Conference Speakers (in accordance with SNE Policy)  
� Activities/Resources Supporting Division’s Role in Strategic Plan 

o Elevate nutrition education profession 
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o Grow and maintain a dynamic society that serves members/profession 
o More effectively translates the passion and excitement of our members 

into an image that attracts and retains members 
F. Unspent funds at the end of the fiscal year are not carried over. 

 
7.2.2 Mini-grants 

A. Divisions will be able to apply for mini-grants for special projects that support 
SNE’s mission and vision.   

B. These monies would be in addition to the money described in 7.2.1 above. 
C. Mini-grants will be accepted in the fall for funding to begin the following 

fiscal year. 
D. Grants will be awarded subject to availability of funds in the SNE budget and 

the ideas being proposed. 
E. This mini-grant funding follows SNE’s fiscal year, which is August 1 to July 

31. 
F. Unspent funds at the end of the fiscal year are not carried over. 

 
7.2.3 Annual Conference Workshop Revenue 

A. Divisions may offer education opportunities as pre- or post-workshops of the 
SNE Annual Conference.   

B. The educational content of the workshop is handled by the divisions and in 
conjunction with the annual conference planning committee. 

C. Workshop organizers are to submit a budget, with revenue and expenses, to 
the Executive Director in accordance with annual conference program 
planning timelines. 

D. The workshop registration fee shall be set at an amount to at least cover 
expenses. 

E. Divisions shall not solicit direct financial support or in-kind contributions for 
the workshop without prior approval of the Executive Director. 

 
7.2.3 Other Non-SNE revenue. 

A. Divisions may engage in activities that generate funds for special projects that 
support SNE’s mission and vision.  Such activities may include soliciting 
direct financial support from other organizations, soliciting in-kind 
contributions, or offering workshops not in conjunction with SNE’s annual 
conference. 

B. Divisions shall not solicit direct financial support or in-kind contributions (for 
example, newsletter support, meals, or honoraria for speakers) without prior 
approval of Executive Director.  The solicitation of potential sponsors for 
Society programs and events must have priority over solicitation for support 
of the activities of any single Division. 

C. If there is a net revenue, then divisions shall communicate with the Executive 
Director their plans on using these funds. 

D. Funds raised by Divisions may be carried over only until the immediate next 
fiscal year.  At the end of the carry-over period, unspent funds will be 
absorbed by SNE.  
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Amended by the SNE Board of Directors on 4/24/2008 
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POLICIES 

8.1 General Committee Policies  
A. The Board may establish committees to help carry out its responsibilities.   
B. No Board committee will operate without product, limitations to authority, time, and 

monitoring delineated. 
C. Board committees may not speak or act for the Board except when formally given 

such authority for specific and time-limited purposes. Expectations and authority will 
be carefully stated to avoid conflict with authority delegated to the Board President or 
the Executive Director. 

D. Board committees are to help the Board do its job, not to help the staff do its jobs.  
Committees ordinarily will assist the Board by preparing policy alternatives and 
implications for Board deliberation. Board committees are not to be created by the 
Board to advise the Executive Director with the exception of the Finance Committee. 

E. The SNE Executive Director and staff report directly to the Board, not SNE 
Committee leadership.  

F. Chair’s role in voting:  When voting, the Chair or any officer shall vote: 
� Last, after all other members able to vote have done so; 
� Votes only to create or break a tie; and, 
� Votes via the Executive Director and/or designee by ballot so as to not influence 

the vote. 
G.  Majority/Quorum in voting:  The total number of votes must be a quorum, and then 

the majority rule applies.   
� A quorum must be present to transact business in a committee.  A quorum is the 

majority of committee members able to vote, or one more than half.    
� Once a quorum is established, a majority vote is required on any issue.  Again, 

more than one half the number present to vote or one half of the quorum.   
� For purposes of calculating a majority, abstentions constitute votes.  Abstentions 

are neither for nor against and are recorded to confirm the presence of a quorum.   
� The same applies to electronic voting, as long as the votes are recorded within the 

time allotted. 
 
Approved  1/26/06 by the full SNE Board. 

8.2 Policies for Advisory Committee on Public Policy (ACPP)   

The primary purpose of SNE’s Public Policy Program is to make recommendations on 
member identified national level priority public policy issues (e.g., Child Nutrition 
Reauthorization, Food Guide Pyramid, and IMPACT Legislation) to Congress, the White 
House and government agencies.  By 2010, SNE will establish a plan to expand the 
purpose of SNE’s Public Policy Program to include building the advocacy skills of SNE 
members. 

 

8.2.1 Role of SNE Board and Advisory Committee on Public Policy Matters 



SNE POLICIES & PROCEDURES MANUAL 
SECTION 8     COMMITTEES  
 

 

38 

38 

 
SNE Board of Directors: 
The Board has general supervision, management, and control of the business of the 
society.  A member of the SNE Executive Committee shall serve as liaison to the ACPP.  
The Board has the final decision regarding any action taken by the Advisory Committee 
on Public Policy (ACPP) on any federal-related activity that reflects SNE’s 
organizational perspective.  Board approval is by majority vote.  In regards to public 
policy: 
 

� The Board must approve any communication to national legislative, regulatory, 
and/or judicial bodies including, but not limited to, the specific items listed below. 

� The Board reviews and votes on the recommendations of ACPP concerning key 
federal-related activities;  

� The ACPP Chair, as ex-officio board member, will present ACPP public policy 
matters to the SNE board and answer questions directly to the board.  The ACPP 
chair may also call on the Subcommittee chairs to assist in presenting specific 
subcommittee policy documents to the Board via teleconference or in the most cost-
efficient manner possible. 

� The Board hires a public policy consultant to assist with the needs of SNE’s public 
policy program. 

 
The following federal policy actions/activities require SNE Board approval:   
� SNE priority issues 
� Endorsements of legislation and/or agency proposals 
� Letters on behalf of SNE 
� SNE position papers 
� Correspondence (letters, comments, thank you notes) on behalf of SNE to lawmakers, 

congressional staff and agency officials 
� Coalition Letters 
� Grassroots correspondence with SNE membership, including Action Alerts 
� Testimony 
� News/Press Releases 
� Editorials 
� Surveys 
� Nominations that relate to federal lawmakers, i.e., commissions, agencies, advisory 

groups, and coalitions. 
 

SNE Executive Director:   
The Executive Director oversees the internal processes and communications among SNE 
Board members and committees.  In regards to public policy matters, SNE’s Executive 
Director: 
 

� Advises ACPP as necessary; 

� Assists in facilitating ACPP recommendations to Board; 
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� Provides deadlines for Board meetings and includes ACPP recommendations in 
Board packets;  

� Serves as the key contact and will receive all documents created by SNE’s public 
policy consultant; and,  

� Participates on ACPP conference calls as necessary and is copied on all major ACPP 
communications, documents and activities.   

� Operational and supervision responsibility for evaluation of public policy consultant. 
 

Advisory Committee on Public Policy (ACPP): 
ACPP is a very active committee that focuses their efforts on the established public 
policy priority issues of the Society.  ACPP holds regular telephone conference calls and 
provides input on a variety of matters relating to SNE’s public policy priorities.  ACPP is 
advisory to the SNE Board on public policy issues in which SNE should participate on 
some level.   
 
The purpose of SNE’s ACPP is to: 
� Advise and recommend policies to the SNE Board concerning nutrition education 

related public policy matters on which SNE should have a voice; 
� Develop SNE’s Public Policy Survey, in conjunction with SNE’s Public Policy 

Consultant.  [The survey is sent every 2 – 4 years to the entire SNE membership to 
determine the society’s public policy priority issues.]; 

� Develop legislative and regulatory positions based on SNE’s priority issues, with 
input from all relevant Divisions and members to reflect the diversity of the 
organization;  

� Develop work plan for SNE’s priority issues; 
� Draft written communications such as outlines, timelines, position paper, testimony, 

letters, and backgrounders that support SNE’s priority issues; 
� Bring forth opportunities such as endorsing coalition letters, testifying before 

Congress and agencies concerning SNE priority issues; and,  
� Cooperate with representatives of other nutrition education associations on issues of 

mutual interest.  

 
ACPP Chair Role & Responsibilities 
The ACPP Chair acts as the communication link between the SNE Board of Directors 
and ACPP 
� Serves as an ex-officio member of the SNE board and is the main communications 

link between the Board, Executive Director and ACPP; 
� Participates on monthly SNE Board calls and provide ACPP updates and seek 

approval on variety of ACPP actions; 
� Drafts and send out agenda for monthly ACPP calls; 
� Leads monthly ACPP calls; 
� Provides general oversight of all activities [Chair and co-chair]; 
� Reviews and comments on ACPP priority issues documents as needed; 
� Assists in the development of SNE’s legislative and regulatory positions; 
� Provides advice and counsel on process for approval with Board  on public policy 

matters; 
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� Reviews regularly issued Legislative & Regulatory Bulletins (up to five per year) 
provided by SNE’s public policy consultant; and, 

� Serves as main liaison between SNE’s public policy consultant and ACPP. 
 

ACPP Member Roles & Responsibilities 
Committee members represent a cross-section of SNE’s membership. ACPP is comprised 
of 8 to 12 members, selected through SNE’s ACPP Membership selection criteria and 
process (attached document).  They live in different regions of the country and work in 
various segments of nutrition education.   
 
Listed below is a general overview of the specific roles and responsibilities of ACPP 
members: 
� Participate in monthly conference calls (up to 2 hours); 
� Provide input/comments on SNE priority issues; 
� Serve actively as a Chair or co-chair for an SNE priority issue subcommittee (1 issue) 

[as needed]; 
- review and draft appropriate documents (including and not limited to 

comments, testimony, cover notes, letters, backgrounders, e-mails) to support 
SNE’s priority issues 

- send out notices and reminders concerning due dates for comments on 
position papers… 

- review comments/input and draft into final form 
- circulate comments to appropriate divisions, ACPP members and other SNE 

members as needed 
- obtain approval and support of Board on all policy actions 
- assist in developing time lines and list of action items 
- provide names of key agency officials, members of Congress and hill staff to 

distribute SNE priority issue documents 
- assist in distributing final product to appropriate officials 
- assist in drafting and reviewing testimony 
- serve as an informal liaison to divisions 
- draft press releases 

� Serve actively on priority issue subcommittee; 
� Draft letters or other types of correspondence as needed; 
� Review and comment on Coalition Letters as needed; 
� Review testimony; 
� Draft support letters for legislation and/or agency proposals; and, 
� Share information on SNE priority issues. 
 

Approval Process for Public Policy Documents 
� When seeking approval on position papers, letters and other critical tools that will be 

utilized to communicate an SNE position, the ACPP will follow the steps identified in 
the official “Written Communication Guidelines” (separate document).  

� The ACPP Chair, as ex-officio board member, presents documents to the SNE board 
for review and approval, answering questions directly to the board.   
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� The Executive Director, ACPP Chair and ACPP Co-Chair will be copied on all ACPP 
requests to the Board.  

� The ACPP Chair (or an ACPP member upon delegation from the Chair) will prepare 
a board report form requesting the specific action required of the board. 

� The SNE Board will respond to the written request during the next regularly 
scheduled board meeting or via email if a more timely response is required.   

� At the board meeting, the ACPP Chair will compile board feedback/questions, etc., 
and prepare a written report to ACPP with the results of the board 
discussion/decision.  This report will include specific areas needing revision, etc.  

� If revisions are to be done, the ACPP Subcommittee will incorporate the board 
feedback into the revisions process and once input is appropriately gathered and 
incorporated, re-submit the final document to the board for approval using the same 
method as stated above. 

� Once the SNE Board has approved the ACPP recommendation, the appropriate ACPP 
group or membership will follow up with the specific action, etc.   
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Fast Track Feedback 

Priority Issues 

A fast track process is followed when a quick turnaround is needed to respond to a 
request for support or to take advantage of an opportunity, including coalition letters, 
alerts re: SNE public policy priorities with an established position, piggybacking on 
another organization’s call to action, or sending an alert from SNE as an organization, 
and/or asking members to respond in some manner.  If the response needed is consistent 
with SNE’s public policy priority areas, there is no need for getting additional input.  
Please note:  If the process has begun and it is determined that an immediate response is 

not needed, ACPP Chair and/or Co-Chair may route the issue through the regular ACPP 

review process.   
 

The process for SNE’s public policy priority issues is as follows:  
 

� The ACPP Co-Chair or designee drafts the communication as they are well-versed on 
the issue and sends it to the full ACPP committee for review, comment and vote with 
a tight turnaround time (e.g., 48 - 72-hours).  Clarify the issues to review: timing of 
letter and the evaluation of the collective power of signing onto the letter presented 
versus writing a letter of our own. 

� All SNE leaders have the opportunity to discuss and dialogue on the draft 
communication via SNE’s bulletin board system (BBS).  The ACPP Co-chair will 
communicate a specific time someone will be online to monitor the BBS discussion.  
A deadline will be posted after which comments will no longer be considered.   

� The ACPP Co-Chair or designee sends the results and recommendation to the ACPP 
Chair, Co-Chair (if appropriate) and SNE Executive Director, along with any relevant 
background information in 24 hours.   

� This communication is sent via urgent email (again with a distinct subject line) from 
the SNE Executive Director to the SNE Executive Committee as soon as it is received 
from the ACPP Chair or ACPP Co-Chair.   

� Executive Committee has 48 hours to review and respond with comments.  The 
Executive Committee members will include specific wording for edits they would 
like to be incorporated into the revised document. A majority of the Executive 
Committee must approve the communication for it to move forward.  

� SNE Executive Director compiles, edits and informs the ACPP Chair, ACPP Co-
Chair or designee.  If the Executive Committee decides SNE should draft a separate 
letter from the organization on the issue, the ACPP designee is responsible for 
drafting the communication. 

� SNE Executive Director and President or designee prepare final document.  The 
Executive Director will send it out with the President’s electronic signature in 24 
hours. 

Non-priority Issues 

� If an SNE member brings a new issue forward for SNE to consider, they must chair 
an ad-hoc Subcommittee to quickly research the opportunity and present the 
opportunity to ACPP and SNE Division public policy point persons for their review 
and vote. 
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� If an organization approaches SNE with an opportunity for involvement, the 
Executive Director will facilitate this process and get the relevant information to 
ACPP and SNE Division public policy point persons for their review and vote. 

 
If the topic is not easily identifiable AS one of SNE's public policy priority issues the 
opportunity must be reviewed by the ACPP Chair/Co-Chair, at least one of the three 
presidents, and the SNE Executive Director and meet the following criteria.  These 
established criteria are to allow SNE the flexibility to respond to opportunities that are 
appropriate to nutrition education, but may not fall within the established public policy 
priorities: 

1. It must fit with SNE's vision and guiding principles. 
2. It will not detract from resources dedicated to SNE's public policy priority issues. 
3. It can be accomplished with volunteer efforts only. 
4.   It is not a controversial issue or one on which SNE members are divided.  A 
controversial issue is noted by a discussion marked by the expression of opposing 
views. 
5.   An urgent (less than two weeks) response is needed.  

  
Once the issue has been assessed according to these criteria and deemed appropriate to 
move forward, SNE leadership follows the above outlined process. 
 

If there is not majority vote supportive of the action, if an urgent response is not 
warranted or if it is on a controversial topic on which SNE does not have an established 
position, the communication does not move forward and the topic is brought back to 
ACPP for additional discussion, review and/or recommendation to the SNE board for 
future opportunities on the same topic. 

Approved by SNE Board of Directors 12/3/2003 
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SNE’s Public Policy Consultant assists the ACPP/SNE in the following ways: 
The Board contracts with Waterman and Associates to provide counsel, advice and assist 
ACPP in setting objectives for an annual plan of work; prioritizing issues; and outlining 
strategic courses of action for SNE to implement. 
 
� Advises and consults with ACPP, Executive Director, and Board members 

regarding SNE’s top three priority issues, strategy and tools for communicating 
positions; 

� Monitors and reports on SNE’s top three priority issues; 
� Provides regular updates on SNE’s top three priority issues; 
� Alerts SNE regarding key legislative and regulatory developments, opportunities to 

testify… concerning nutrition education; 
� Reviews letters, position papers and other communication tools for ACPP; 
� Develops a monthly e-newsletter which provides a brief overview of association-

related policy and legislative developments on the federal level specifically related 
to nutrition education; 

� Participates in ACPP conference calls; and, 
� Provides Board reports as necessary. 
� Reference: Waterman and Associates contract. 
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SNE President 

Executive 
Committee 

Executive Director 

Waterman & Associates 

SNE Board of Directors 
ACPP Chair ex-officio member 

 

ACPP CoChair 

ACPP 

Public Policy Priority 
Subcommittees 

 

 

 

8.2.2 Criteria & Process for Selection of ACPP members 
 

The following criteria will be used to identify new members of the committee:   

CRITERIA: 

1) Nutrition policy experience: the majority of members should have some 
experience in food and nutrition policy, and should represent a variety of 
backgrounds including but not limited to international, corporate, and state/local 
advocacy efforts.  SNE members with less experience who have a strong interest 
should also be considered.   

2) SNE experience: former or current leaders, preferably with some SNE Board 
experience, should be considered. 

3) Federal nutrition education programs: the committee should include members 
who have expertise in a variety of federally funded nutrition education programs.  

4) Geographic spread: the committee should include members who are based in 
Washington D.C., and also include people from other regions of the country. 

SNE ACPP, Board, Staff and Public Policy Consultant Communication Flow 
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5) SNE Divisions: the committee will attempt to suggest representatives from as 
many of SNE Divisions as possible.  Input from division and division leadership 
will be sought as policy issues arise. 

6) Public Policy Priority Areas: the committee will attempt to recruit 
representatives that have specific experience in the SNE public policy priority 
areas. 

 

PROCEDURES 

� The ACPP Chair and Co-Chair assemble the list of potential ACPP committee 
members, using the above selection criteria, including each candidate’s 
background and relevant experience.   

� This information will be presented to the Board and Division leaders in grid 
format to illustrate representatives’ experience levels and balance on the 
committee. 

� The ACPP Chair and Co-Chair will solicit potential members from the Board of 
Directors and Division leaders.    

� If the list has more than 12 potential members, the ACPP will prioritize suggested 
members names according to the strength of the selection criteria.   

� ACPP members serve a two-year term (serving July 30-July 30 for two 
consecutive years) and terms are staggered. 

� All members are eligible for a maximum of (2) consecutive two-year terms.   
� The ACPP chair will submit the list of potential ACPP members to the Executive 

Committee by June 1st of each year.   
� The SNE Executive Committee will review and vote on the list of suggested 

members by June 30th of each year.  
� The Executive Committee will notify the ACPP Chair with their vote.   
� The ACPP Chair and/or Co-Chair will contact these individuals to invite them to 

serve on ACPP.   
� ACPP Chair will provide a written summary of the final ACPP membership to the 

Board by July 15th of each year.  
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8.3 NOMINATING COMMITTEE  
 

POLICIES 
The Nominating Committee consists of four elected representatives and one ex-officio 
member (liaison) from the Board of Directors.   

Bylaws: Articles 6 – Committees 
6.1 Nominating Committee 
The Nominating Committee is responsible to the SNE Board for preparation of the slate 
of qualified nominees by the established deadline.   

6.1.2 Composition 
The Nominating Committee shall be composed of four (4) voting members 
elected by the SNE members and an SNE Board Liaison, as a non-voting 
member, appointed by the President. 

6.1.3 Term 
The Nominating Committee members shall serve a two-year term.  There shall be 
staggered terms.  

6.1.4 Committee Co-Chairs 
The Co-Chairs of the Nominating Committee shall be the two voting members 
serving the second of their two-year terms. 

 
The Nominating Committee shall:  

A. Solicit, from the organization’s membership, names of persons to be considered for 
elected positions of officers, directors, ACPP co-chair and members of the 
Nominating Committee of the organization. 

B. Prepare a slate of at least two nominees for each office. 
C. Obtain information, from candidates for office including a list of affiliations during 

the preceding two years. 
D. Assist the SNE office in preparing a ballot including information cited above. 
E. The Chair of the Nominating Committee shall notify other committee members of 

election results. 

 
Potential as a Ballot Candidate  (Not included in Bylaws) 
Nominating Committee members may accept a nomination to run on a ballot for which 
their own committee seeks candidates.  Immediately upon consideration for the slate, 
they must resign their position on the Nominating Committee.  When applicable, the SNE 
Board will identify and vote on a successor to the vacant Nominating Committee position 
for the unexpired term of the predecessor's office. 

 
PROCEDURES 
 

Committee Co-Chairs  
The two co-chairs will determine which one of them will be responsible for each of the 
co-chair duties. 
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During the Annual Conference: 
A. Ensure that during key points of the Annual Conference(i.e., general sessions, 

Division and Leadership meetings), an announcement is made to encourage 
submission of nomination forms which can be found in all participant packets.  Make 
sure NC members are introduced at the annual business meeting and allowed a 
minute to speak to the membership.  Request that NC members have a special ribbon 
on their name tags identifying them as such so SNE members can easily identify 
them. 

B. Arrange for and lead a committee meeting at the Annual Conference. 
C. At the committee meeting, guide group through the agenda and delegate 

responsibilities as needed. 
D. Set tentative times for the first conference call with committee members.  
E. Collect all nomination forms at the close of the meeting. 
 

After the Annual Conference: 

A. Serve as primary contacts for nominations. 
B. Provides Nominating Committee members with resources for their tasks: 

� Operating procedures 
� Nominating Committee timeline 
� Set of questions for candidates 
� SNE Election Overview grid (i.e. the grid showing who has run over the past 

years, who was elected, etc.) 
� Lit of current and recent divisions chairs 
� Position description document 

C. Develop complete list of nominees and send it to committee members with requests 
for feedback on the top four to five choices per office.  Note: With some offices (i.e., 
Vice-President), it may be helpful to rank the top eight to 10 nominees.  
Alternatively, the committee as a whole may instead do this. 

D. If a member is currently serving in an SNE leadership position and is a candidate for 
the Board, once elected to the Board, they must forfeit their other position once the 
Board term begins. 

E. Based on committee’s feedback of top choices, develop a “short list” of the top four 
to five nominees per office and send a copy to each committee member.  
Alternatively, the committee as a whole may instead do this. 

F. During the process of committee’s calls to nominees to develop the slate, keep track 
of who has been called and who has accepted/declined to run. 

G. Initiate, or arrange for initiation of, conference calls with all committee members to 
develop of a slate of candidates. 

H. Forward slate to Board of Directors through Board liaison, or directly to SNE 
headquarters. 

I. Notify the other nominating committee members of the election results. 
J. Submit a year-end summary report of committee activities for the summer Board 

meeting  
 

Committee Members 
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Attend the Annual Conference and: 
A. Speak with broad base of members to elicit possible candidates for position.   
B. Participate in the Nominating Committee meeting. 
C. Encourage SNE members to nominate individuals and distribute Call for Nominations 

Forms where feasible. 
D. Try to meet and speak with as many potential nominees as possible at annual 

meeting. 
 
After Annual Conference: 
A. Participate in Nominating Committee conference calls. 
B. Carry out tasks requested by Committee Chairs, including contacting candidates for 

positions assigned. 
C. Meet committee deadlines. 
D. Keep all information about nominees confidential within the committee. 
 

Board Liaison 
A. Serves as the primary contact between the Committee and the Board of Directors. 
B. Guides the Committee Chairs, as needed, throughout the year. 
C. Receives input from Board for names for consideration by Nominating Committee. 
D. Helps ensure that deadlines are met. 
E. Reports Committee activities at Board Meetings. 
F. Participates in conference calls of the committee. 
G. In a general session at the Annual Conference, introduces Nominating Committee 

members and speaks to membership about submitting nominations. 
 

Headquarters Staff  
A. Provides at Annual Conference special names tag or ribbons identifying the 

Nominating Committee members so SNE members can easily identify them. 
B. Develops Call for Nominations form and makes copies available at the Annual 

Conference, including in participant packets and various session venues.  Provides a 
box at Annual Conference in which members can place forms. 

C. Assists with the collection of information from the candidates for each position. 
D. Executive Director participates in Nominating Committee meetings in an advisory 

capacity. 
E. As soon as possible after the elections (at annual conference), provide nominating 

committee update Leadership Directory. 
F. SNE elections are now conducted via a web-based system.  Develops ballot from 

profile forms provided by each of the candidates.  Mails or sends in electronic format 
the ballot to all SNE members. 

G. Sends two reminder notices to members one week prior to election deadline and 3 
days prior to election deadline. 

H. The online web ballot system automatically tabulates the votes and is the third party 
confirmation.  For validating the count of any paper ballots a third party review by a 
teller’s committee/group will be assembled under the supervision of the Executive 
Director. 
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I. Executive Director works with SNE President and/or President-Elect to notify 
candidates, the board, nominating committee, and division leadership of election 
results. 

 

Suggested Steps for Notification of Election Results 
A. President or President-Elect notifies the winning candidates verbally and/or by Fax.  

This communication will indicate that written notification is forthcoming.   
B. As soon as the new officers are notified, those who didn’t get elected should be 

contacted the President or President-Elect verbally and/or by fax, thanking them for 
willingness to serve, advising it was a strong/competitive race, hope they will 
continue to be actively involved with SNE, consider future leadership positions and 
indicating that letters of appreciation will follow.  The Executive Director coordinates 
the writing of all notification letters so that all letters are mailed on the same day. 

C. Copies of the notification letters are sent to the members of the Nominating 
Committee and the Board Liaison in order for those individuals to be aware of the 
progress made in notifying candidates whose names appeared on the ballot. 

D. Concurrently with the letter writing to the candidates, the Executive Director works 
with the SNE President and/or President-Elect to notify the board, and the division 
leadership of the election results. 

E. Nominating Committee Members, once notified of results, can then contact and 
congratulate winning candidates and express appreciation to those individuals who 
agreed to run on the ballot, but were not elected to the office. 

F. SNE office announces election results to SNE membership via blast email, SNEEZE, 
eCommunicator, SNE website, etc. 

 

Committee Timeline 
 

 
Target 
Date 

 

 
Task/Activity 

 

Mid-
August 
 

Committee members receive Call for Nominations forms collected at annual conference 
from SNE headquarters. 

Aug. 30 
 

Initial conference call to begin identifying nominees to call to develop a slate of two 
candidates per office. 
 

Sept - 
Nov 

Conference calls as needed to coordinate which members will call potential candidates.  
Via email or during conference calls, committee members communicate their top choices 
for each office and the committee comes to a consensus regarding the order of calling 
potential candidates.  Assignments for calling candidates are distributed among the 
committee members.  Once a candidate is called and provides a response, the committee 
member communicates the result to the rest of the nominating committee via email. 
 

Nov. 15 Slate finalized and communicated to Board. 
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Dec. 6 Candidates, including nominated division chairs, receive profile forms from SNE 
headquarters to fill out and return to SNE headquarters. 
 

Jan. 15 All candidate profile forms received at headquarters. 
 

Feb. 15 Ballot distributed with at least 30-day turn-around date.   
 

Mar. 21 
 

Ballot return deadline; votes (electronic and paper) tallied. 

Mar. 25 
 
 

Candidates called and notified of election results.  Nominating Committee & SNE 
leadership notified of election results.   

Apr. 1 Election results publicized to membership via blast email, JNEB, website, SNEEZE, 
eCommunicator, etc.   

 
Amended August 2006 

 

8.4 AWARDS COMMITTEE  
 

POLICIES 
 

8.4.1 SNE/SNEF Helen Denning Ullrich Award of Excellence in Nutrition 
Education  

 
Committee Charge:  Each year the SNE/SNEF Ullrich Award Committee will 
disseminate announcements to the Society’s membership requesting nominations and will 
review submitted nominations to select a winner for presentation of the award at the 
annual conference.  This document describes the process to be followed 
 
Award Context:  The Helen Denning Ullrich Annual Award of Excellence will be given 
for outstanding achievement in the field of nutrition education.  The endowment for this 
award was established by a donation from the California Nutrition Council. 
 
Criteria for Selection: 
The following four criteria are used to evaluate nominations for the Ullrich Award: 
1) Recipients must be nominated and sponsored by a current SNE member in any 

membership category. 
2) Nominator/sponsor must provide a letter stating reasons for consideration of a 

candidate and provide additional evidence and documentation in support of the 
nomination. 

3) Recipients must be a member of SNE for at least 5 years. 
4) Recipients must have a record of outstanding achievement in the field of nutrition 

education and acknowledged contributions to the field. 
5) The award may be given posthumously. 
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Award Process Timeline: 
1. The sub-committee shall have a minimum of three members.  One seat shall be 

allotted to a representative of the California Nutrition Council (CNC), one shall be 
from the SNE membership and one from the SNEF membership.  In future years, past 
award recipients are likely candidates to serve on this Awards committee.  For 2005, 
all subcommittee members must be appointed by April 20. 

2. A call for nominations is distributed in time to have nominations due at the same time 
all SNE Awards Nominations are due (determined annually).  A nomination form 
(see attached) should be made available along with the announcement on the SNE 
website, attached to an e-mail distributed on SNEEZE, and be published in the JNEB. 

3. The sub-committee must abide by the award criteria when reviewing the applications.   
4. The sub-committee shall select a recipient from nominations received from the SNE 

membership.  If no nominations are received, the award will not be given until the 
following year. 

5. Nominations are sent to SNE headquarters by April 22, 2005.  SNE headquarters 
verifies the membership history of each applicant regarding the membership criteria 
for the award.  Verification of membership history is noted on each application.  
Those applications meeting the membership criteria are copied and distributed to the 
committee members per the annual timeline by April 25, 2005. 

6. The committee reviews the nominations using the attached (suggested) application 
review form and selects one winner by the end of February (by end of April for 
2005).  All committee members review each application and quantitatively score the 
criteria for professional accomplishments and contributions to the mission of SNE.  
The committee also checks to see that the nominee’s years of professional work in 
nutrition education fits within the award criteria. The winner is selected by the top 
ranking of scores (see the attached Excel spreadsheet for averaging and ranking the 
scores).  The committee chair notifies the board of the selection prior to contacting 
the awardee.  All committee score sheets and the summary Excel spreadsheet should 
be sent to the SNE headquarters for filing with the nominations.  

7. The awardee is notified no later than mid-April (by May 15 for 2005) by the award 
committee chair.  The awardee is given clear information on expectations for the type 
of comments/speech and length (probably less than five minutes) that is expected 
when accepting the award at the annual conference.  If the awardee cannot attend the 
conference, he/she needs to assign a proxy and notify the SNE headquarters about 
who will accept the award and read his/her comments at the award ceremony. 

8. Email SNE award nominators re: results: 
A. Your nominee was selected as a recipient; please contact any co-nominators.   
B. Thank you for nominating _______.  All nominees were highly qualified, but 

_____ was not selected.  However, we'll keep them in the pool for the next two 
years.  If you want to supply additional info, deadline for next year is Feb 1. 

9. An award (see below) is purchased by the SNE headquarters in collaboration with the 
award committee. 

10. Information about all SNE awards should be included in the annual conference onsite 
program, in the general information section near the beginning and briefly in the 
session/event part of the agenda/schedule. 



SNE POLICIES & PROCEDURES MANUAL 
SECTION 8     COMMITTEES  
 

 

53 

53 

11. The awardee (or designee) accepts the award with a brief statement at the annual 
conference in July.  If the award includes a financial donation, the presentation of 
award must include acknowledgement of the funder at the annual conference verbally 
when the award is made and in the program book.  When giving this and other 
awards, the presenter (preferably the SNE President) should include information on 
the award criteria when announcing the winner.  The acknowledgement of the award 
funder, presentation of the award, plus the recipient’s comments for the mid-career 
award should take 5-10 minutes. 

 
Award Type:  

• SNE will notify the membership of the award and invite nominations. 

• Sub-Committee shall notify the Award Committee Chair of the recipient. 

• Award Committee Chair shall notify the recipient of the award and the contents of 
the award.   

• The award shall consist of an award plaque this year.  If approved, SNEF will 
provide complimentary registration for the SNE Award recipient.  In the future, 
the award will include an award plaque and flowers using the endowment fund 
earned interest, plus the SNEF complementary registration.  When the fund is 
built up sufficiently, the goal is for the fund’s interest to cover the plaque, flowers 
and the Annual Meeting registration.   

 
Fundraising to increase the Helen Denning Ullrich Endowment Fund: 

• Provide notification and opportunities for SNE members to donate to the Ullrich 
Endowment Fund.   

CNC will also provide opportunities for CNC members to donate to the Ullrich 
Endowment Fund using SNEF’s Levels of Giving to send donations. 

 

8.4.1.1 SNE/SNEF Helen Denning Ullrich Award Nomination Application Form 
 
The Helen Denning Ullrich Annual Award of Excellence will be given for outstanding 
achievement in the field of nutrition education.   
 

Criteria for Selection: 
An award committee is appointed by the SNE Board, SNEF Board of Trustees and the 
California Nutrition Council to evaluate nominations using the following four criteria: 
6) Recipients must be nominated and sponsored by a current SNE member in any 

membership category. 
7) Nominator/sponsor must provide a letter stating reasons for consideration of a 

candidate and provide additional evidence and documentation in support of the 
nomination. 

8) Recipients must be a member of SNE for at least 5 years. 
9) Recipients must have a record of outstanding achievement in the field of nutrition 

education and acknowledged contributions to the field. 
 

The award may be given posthumously 
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Instructions:  To nominate a person (or yourself) for the SNE Ullrich Award, please 
complete the application and mail, fax, or e-mail it to SNE headquarters to be received by 
January 31 for consideration in that year.  At least one letter of support is required.  
Address: Society for Nutrition Education 
  7150 Winton Drive, Suite 300 
  Indianapolis, Indiana  46268 
Fax:  317-280-8527 
E-mail: info@sne.org 

Nominator's name (your name): 
 

Nominator’s telephone  
Home:                                                                          Office: 

Nominator’s e-mail address:  
 

Nominee's name: 
 

Nominee’s address: 
 
 

Nominee’s telephone: 
Home:                                                                          Office: 

Nominee’s e-mail address: 
 

Ullrich Award Criteria (please check the award criteria below that the nominee 
meets) 
_____  An acknowledged record of outstanding achievement of professional work in 
nutrition education. 
_____ Current professional membership in SNE and professional member status for at 
least 5 years, not necessarily consecutive.   (Note: The SNE office will verify the 
nominee’s membership status.) 
[SNE use only:  The nominee ( ___ does) ( ___ does not) meet membership status criteria. Staff initials:___] 

Nominee’s Name: 
 

Professional accomplishments in the field of nutrition education 
 

Instructions: On this page, please provide a summary of the nominee’s record of 
outstanding achievement in the field of nutrition education and acknowledged 
contributions to the field.  (2-page maximum). 
 

Letter(s) of Support: A minimum of one letter of support is required to further describe 
the nominee’s professional accomplishments and contributions to the nutrition education 
profession.  (2-page maximum).  Up to two additional letters of support may be included, 
if desired. 
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#1 letter submitted by:  
 

#2 letter submitted by: 
 

#3 letter submitted by: 

 
 

8.4.2 SNE Mid Career Award  
 
Committee Charge:  Each year the SNE Mid-Career Award Committee will disseminate 
announcements to the society’s membership requesting nominations and will review 
submitted nominations to select a winner for presentation of the award at the annual 
conference.  This document describes the process to be followed, with suggested due 
dates for required activities after this first year (2004). 
 
Award Context: This award fits a specific "niche" in terms of SNE's and SNEF's broader 
recognition at the annual conferences.  There are student travel awards from SNEF, 
student paper awards selected and presented by the higher education division, and an 
outstanding JNEB paper award. The mid-career award is presented to recognize an SNE 
member in “mid-career” regarding his/her professional accomplishments in the field of 
nutrition education and for significant contribution to the mission of SNE.  In the future, 
SNE fellows awards should be re-instituted for a more complete awards “package.” 
 
Criteria for Selection: 
The following four criteria are used to evaluate nominations for the mid-career award: 
1) At least seven but not more than 20 years of professional work in nutrition education   
2) Current professional membership in SNE and professional member status for at least 5 
years (not necessarily consecutive) 
3) Professional accomplishments in the field of nutrition education 
4) Significant contribution to SNE, as a volunteer leader or in another capacity that 
fosters SNE's mission (to advance the food and nutrition education profession to impact 
healthful food choices and lifestyle behaviors at the individual, community and policy 
levels). 
 
Award Process Timeline: 
The following is the suggested protocol for the mid-career award committee: 
1. The SNE President appoints a chair in September. 
2. Three other committee members are appointed by the chair, in consultation with the 

SNE President by the end of October. 
3. A call for nominations (see attached announcement) is distributed in time to have 

nominations due at the same time the annual conference abstracts are due (mid-
January in future years). A nomination form (see attached) should be made available 
along with the announcement on the SNE website, attached to an e-mail distributed 
on SNEEZE, and be published in the JNEB. 
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4. Nominations are sent to SNE headquarters.  The headquarters logs the receipt of each 
application using the attached log sheet.  SNE headquarters verifies the membership 
history of each applicant regarding the membership criteria for the award.  
Verification of membership history is noted on each application.  Those applications 
meeting the membership criteria are copied and distributed to the committee members 
by the end of January.  The SNE headquarters also provides the committee chair with 
a list of applications that did not meet the membership criteria.  (NOTE: Nominations 
not selected in the previous two years should be considered only after both nominator 
and nominee are contacted to determine if 1) they still want the nomination to be 
considered and 2) they would like to update the nomination package. This contact 
should be made by the Award Committee chair or SNE office at the time that the 
solicitation for nominations goes out.) 

5. The committee reviews the nominations using the attached application review form 
and selects one winner by the end of February.  All committee members review each 
application and quantitatively score the criteria for professional accomplishments and 
contributions to the mission of SNE.  The committee also checks to see that the 
nominee’s years of professional work in nutrition education fits within the award 
criteria. The winner is selected by consensus of the committee members after 
reviewing and ranking the applicant packages.  The committee chair notifies the SNE 
President or designee of the selection prior to contacting the awardee.  The SNE 
President sends a letter of congratulations to the recipient with a copy to the 
awardee’s supervisor. All committee member score sheets should be sent to SNE 
headquarters for filing with the nominations.  

6. The awardee is notified no later than mid-April by the award committee chair.  The 
awardee is given clear information on expectations for the type of comments/speech 
and length (probably less than five minutes) that is expected when accepting the 
award at the annual conference.  If the awardee cannot attend the conference, he/she 
needs to assign a proxy and notify the SNE headquarters about who will accept the 
award and read his/her comments at the award ceremony. 

7. Email SNE award nominators re: results: 
A. Your nominee was selected as a recipient; please contact any co-nominators.   
B. Thank you for nominating _______.  All nominees were highly qualified, but 

_____ was not selected.  However, we'll keep them in the pool for the next two 
years.  If you want to supply additional info, deadline for next year is Feb 1. 

8. An award (see below) is purchased by the SNE headquarters in collaboration with the 
award committee. 

9. Information about all SNE awards should be included in the annual conference 
program, in the general information section near the beginning and briefly in the 
session/event part of the agenda/schedule. 

10. The awardee (or designee) accepts the award with a brief statement at the annual 
conference in July.  If the award includes a financial donation, the presentation of 
award must include acknowledgement of the funder at the annual conference verbally 
when the award is made and in the program book.  When giving this and other 
awards, the presenter (preferably the SNE President) should include information on 
the award criteria when announcing the winner.  The acknowledgement of the award 
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funder, presentation of the award, plus the recipient’s comments for the mid-career 
award should take 5-10 minutes. 

 
Award Type: A solid plaque or gift with symbolic value should be presented, not just a 
paper certificate in a frame.  An inscription should be included on the award.  A 
certificate can accompany the plaque/gift.  An additional financial award is possible if a 
funder is available.   
 

8.4.2.1 SNE Mid-Career Award Nomination Application Form 
 

The mid-career award is presented to recognize an SNE member in “mid-career” 
regarding his/her professional accomplishments in the field of nutrition education and for 
significant contribution to the mission of SNE. 
 

Criteria for Selection: 
An award committee is appointed by the SNE Board to evaluate nominations using the 
following four criteria: 
1) At least seven but no more than 20 years of professional work in nutrition education   
2) Current professional membership in SNE and professional member status for at least 5 
years (not necessarily consecutive) 
3) Professional accomplishments in the field of nutrition education, including a 
description of the breadth of your accomplishments (e.g., teaching, curriculum and 
materials development, work with media, industry, collaborators, etc.); the success or 
impact of the nutrition education; and any resources or grants garnered in support of the 
nutrition education to assure sustainability and/or growth of the program, intervention, or 
other type of nutrition education effort. A brief descriptive narrative (rather than a list of 
accomplishments as in a curriculum vitae) is requested. Limit to two pages in 12-point 
minimum font size and 1” margins. 
4) Significant contribution to the mission of SNE, as a volunteer leader or another 
capacity that fosters SNE's mission (i.e., to enhance nutrition educators' ability to 
promote healthful sustainable food choices and nutrition behaviors) 
 

Instructions:  To nominate a person (or yourself) for the SNE Mid-Career Award, please 
complete the application and mail, fax, or e-mail it to SNE headquarters to be received by 
January 31 for consideration in that year.  Up to 2 letters of support are optional. 
Address: Society for Nutrition Education 
  7150 Winton Drive, Suite 300 
  Indianapolis, Indiana  46268 
Fax:  317-280-8527 
E-mail: info@sne.org 

Nominator's name (your name): 

Nominator’s telephone  
Home:                                                                          Office: 

Nominator’s e-mail address:  

Nominee's name: 

Nominee’s address: 
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Nominee’s telephone: 
Home:                                                                          Office: 

Nominee’s e-mail address: 

Mid-Career Award Criteria (please check the award criteria below that the 
nominee meets) 
_____  At least seven but no more than 20 years of professional work in nutrition 
education 
_____ Current professional membership in SNE and professional member status for at 
least 5 years, not necessarily consecutive.   (Note: The SNE office will verify the 
nominee’s membership status.) 
 
[SNE use only:  The nominee ( ___ does) ( ___ does not) meet membership status 
criteria. Staff initials:___] 

Nominee’s Name: 
 

SNE Mid-Career Award Criteria: Professional accomplishments in the field of nutrition 
education 
 

Instructions: On this page, please provide a summary of the nominee’s professional 
accomplishments in the field of nutrition education (2-page maximum). 
 

Nominee’s Name:  
 

SNE Mid-Career Award Criteria: Significant contribution to the mission of SNE, as a 
volunteer leader or another capacity that fosters SNE's mission (to enhance nutrition 
educators' ability to promote healthful sustainable food choices and nutrition behaviors). 
 

Instructions: On this page, please provide a description of the significant contributions 
that the nominee has made to the mission of the Society for Nutrition Education (2-page 
maximum). 
 

Nominee’s Name:  
 

Letters of Support: Up to two letters of support can be submitted to further describe the 
nominee’s professional accomplishments and contributions toward the mission of SNE.  
Each letter can be up to two pages in length. 
 

#1 letter submitted by:  
 

#2 letter submitted by:  
 
Amended July 2006 
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8.5 DEVELOPMENT COMMITTEE 
 
The purpose of the development committee shall be to raise funds for SNE through 
promotion of organizational membership and sponsorships.   
 
The committee shall be ongoing in nature and terms shall be staggered to ensure 
continuity from year-to-year.  The committee shall be comprised of six (6) members 
serving 3-year terms and be appointed by the SNE President.  SNE Foundation shall 
nominate a representative to serve on the committee.   
 
The committee chair shall be appointed by the SNE President and serve a 2-year term.   
 
The Development Committee will act in coordination with the Membership Committee.    
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POLICIES       
 

9.1 Affiliate  
In lieu of state chapters, State and local affiliate groups offer SNE members and non-
members the opportunity to network locally and to be represented in the SNE Council of 
Affiliates 
 
To be recognized as an SNE affiliate, an organization must be formally established by 
having at least two planned and organized meetings of its members or leadership each 
year and will support the mission and vision of the Society. 
 
The Affiliate representative to the Council of Affiliates must be a member of SNE. 
 
SNE will offer each affiliate 

• The opportunity to network at the Annual Conference 

• A page and reciprocal links on the SNE website 

• A list of SNE members in their state or region to be used only to invite them to 
membership and communicate information about the affiliate’s activities. 

• Regular communication about SNE activities 
 
Affiliates will 

• Distribute SNE membership materials to their members 

• Give SNE a list of their members every year to be used only to invite them to 
membership and communicate information about the Annual Conference and 
other SNE activities in their region 

• Designate a representative to the Council of Affiliates 

• Provide a meeting calendar and information about affiliate activities for the SNE 
eCommunicator and website. 

 
The Petition for Affiliation is contained in Appendix C. 
 

9.1.1 Affiliate pages on the SNE web site 
 
A. Each affiliate of SNE may put have a page on the SNE web site to convey 

information about its organization and activities. 
B. Affiliate pages will be accessed through an “Affiliates Page” which will contain 

information defining affiliates and giving contact information for organizations 
interested in affiliating with SNE. 

C. Each affiliate will be responsible for submitting its information to the SNE office for 
creating and updating its web page. 

D. All content on the affiliate’s web page will be consistent with SNE’s mission, vision 
and guiding principles. 

E. Any questions or concerns about the web page should be addressed to the chair of the 
Council of Affiliates or the Board Liaison to the Council. 
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9.2 Partner Policies 
Partnerships represent a spectrum of opportunities to create synergy with other 
organizations in the public, private, and voluntary sectors.  SNE will promote and 
actively seek principled partnerships that advance SNE's mission and vision, meet the 
articulated guidelines, and reflect its organizational values.  Neither SNE nor its 
organizational units will undertake partnerships that jeopardize its financial stability or 
compromise its organizational integrity. 
 
A. Partnerships will be based on the following principles: 

 
1. Mutual Goal - Partnerships will be based on outcome goals held in common by 

the partners. 
2. Mutual Benefit - Partnership outcomes will benefit the Society's members, the 

partner organization(s), and, ultimately, the public. 
3. Equity Among Partners - The Society and its partners will share resources in the 

partnership process and share influence over the outcome. 
4. Integrity - The Society will maintain its integrity and respect the integrity of 

partners. 
5. Independence - The Society will retain independence in judgment and decision-

making. 
6. Equal Access - market competitors will have equal opportunity to be partners and 

will have equal access to the Society's members and leaders. 

B. Outcomes of partnerships. Partnerships will lead to one or more of the following 
outcomes:  

1. Increased public and professional visibility for members and for SNE as a whole 
2. Improved organizational strength and sustainability 
3. Achievement of progress toward SNE mission and goals 
4. Support for educational programs and materials that assist members in serving the 
public 
5. Enhanced capacity to support nutrition education programs in cooperation with 
allied organizations. 

 
C. Partnership Program Definitions 

 
A partnership is defined as a relationship in which two or more participants collaborate as 
joint principals in carrying on any activity with a view to joint benefit.  The term 
“partnership” is sometimes used interchangeably with “alliance”, another general term 
for a relationship in which all parties in the relationship are committed to the effort the 
achieve the desired goal or outcome. There is wide use of these generic terms to describe 
models of joint ventures or relationships between organizations.  The Partnership 
Program is the umbrella term used to describe the agreements that SNE may make to link 
and enhance organizational efforts or interests for specific purposes/outcomes as 
described below: partnership or alliance, project partnership, coalition, and affiliation.  
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Partnership or Alliance: a term meaning that SNE and at least one other group 
agree to associate to achieve a mutually planned and beneficial goal or strategic 
outcome. All parties usually contribute expertise, talent and resources. The 
relationship requires clear understanding of expected outcomes and roles of the 
affiliated parties, with a formal agreement identifying their cooperative efforts 
and responsibilities.   

Project partnership: Created specifically to coordinate efforts around a shared project 
within a defined timeline. Each participant has equivalent responsibilities, and the 
purpose is to carry out a specific function or project only. Accomplishment focused and 
disbands when work is completed.  
 
A coalition or consortium relationship commits SNE to sharing in efforts toward a 
common goal of the utilizing the collective resources of the coalition/consortium which is 
“owned” in part by all partners. The participants in the coalition/consortium are separate 
agencies and groups that join together to support a common goal or form a new 
freestanding entity. Requirements may include minimal financial support or in-kind 
services and agreements on coalition structure and processes. Visibility for the coalition 
members is moderate to high.  Examples:  Maternal and Child Health Inter-

organizational Nutrition Group (MCHING), National Cholesterol Education Program 
(NCEP), National High Blood Pressure Education Program (NHBPEP)  
 
An affiliation is a relationship for the purpose of facilitating communication and to 
exchange materials and ideas in association with another group. Example: SNE affiliates 

[see section 10.1] 

 
D. All partnerships must meet the following criteria: 
 

1. Promote SNE's mission and vision and values; be concordant with SNE’s ethical 
standards and public policy priorities.  

2. Promote and protect the professional role and image of nutrition educators. 
3. Be consistent with SNE's Conflict of Interest Policy for volunteers and staff. 
4. Be consistent with SNE's strategic goal to provide leadership in educating the 

public. 
5. Maintain SNE’s financial stability. 
6. Require minimal administrative resources or provide overhead for administration 

of the project in addition to compensation for direct costs  
7. Clearly establish SNE's roles and responsibilities in the process and outcome. 
8. Enhance the visibility of SNE and its members with targeted or special interest 

groups. 
 
E. Partnership relationships will also meet the following additional criteria as required 
and appropriate: 
 

1. An outcome evaluation to include such indicators as a) impact on SNE's 
visibility and influence b) contribution to mission and goals, c) impact on public 
policy priorities, and d) impact on the professional role of the nutrition educator. 
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May contain additional evaluation components appropriate to the project and to 
the field of nutrition education.  

2. The use of a nonendorsement disclaimer on project materials: "SNE's 
participation in this project does not indicate or imply the Society's endorsement 
of other programs, products, or services of any corporate, public, or non-profit 
partner." 

3. If educational materials and resources for member use are partnership project 
outcomes, then: 

• Educational programs and materials will meet standards, such as those 
established by the Society for Consumer Affairs Professionals and 
those of Consumers Union for corporate sponsored materials, 
addressing dimensions of accuracy, objectivity, completeness, 
language literacy, ethnic/cultural sensitivity, and commercial 
identification. 

• Educational programs and materials must have a well-defined target 
audience.  There must be clearly defined educational objectives for 
each of the materials produced.  The partnership must use market 
research to properly direct the material to the target audience and 
devote sufficient resources to promote and distribute the materials.  

• The society retains editorial control over the nutrition, health, and 
educational content of any final product. 

 
F.  Final disposition of all partnership proposals rests with the SNE Board of Directors. 
 
Cross references: sections1.6a [endorsements], 1.6b [external liaisons],1.6c 
[sponsorship], section 2.5  [Conflict of Interest Policy for Board Members, Volunteers, 
Staff, JNEB Editors, Contractors, and Others Representing SNE], section 1.16 
[Advertising in Publications], section 2.1  [Policy Development] 
 

9.2.1 Organizational Integrity (Endorsements) 
 
An endorsement is an action that demonstrates SNE's support and visible approval for an 
established program, project, or position which SNE may or may not have helped to 
develop. Financial commitment on SNE's part is usually not required.  Example:  SNE 
endorsed the Team Nutrition initiative of USDA and the 2002 Healthy School Summit. 

 
9.2.2 Organizational Integrity (External Liaisons) 
 
An external liaison is a relationship with another group or organization that has a mission 
and goals relevant to those of SNE. Requires minimal organizational involvement and 
may be carried on by personal involvement with reporting.  
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9.2.3  Organizational Integrity (Sponsorships) 

Sponsorship describes financial or other support to a project or event of the Society, 
usually understood to give benefit to the sponsor in terms of a marketing or publicity 
opportunity. Example: sponsorship support for the SNE annual conference.  

9.2.4 Financial Stability 

Partnerships contribute to the long-term financial health of the Society through direct 
funding for projects that are consistent with the Board's strategic initiatives, 
organizational priorities, and the Society’s guiding principles through indirect benefits 
such as enhanced visibility for the Society.  The Society will undertake partnerships that 
present minimal financial risk.  Each partnership opportunity will be reviewed by the 
SNE Board.  Accordingly: 
 
A. Funding proposals for collaborative projects must cover all direct costs, include an 

overhead cost for SNE' administration of the project and provide additional monetary 
compensation for the Society at a level that represents fair market value for the effort 
and the outcome.  The Board of Directors may waive the requirement that projects 
include administrative costs and additional monetary compensation. 

 
B. Funds and in-kind resources such as marketing assistance, staff time, space, and 

materials can be accepted from public, private, and voluntary sector partners provided 
the contribution does not compromise the Society's integrity or credibility. 

 
C. If an organizational unit of the Society such as a Division enters into a partnership to 

raise funds in its own behalf, it will observe existing policies regarding the raising 
and retention of funds. 

See also: SNE sponsorship guidelines (Section 13).  

9.3 External Liaisons to Other Groups/Organizations 

A. Society for Nutrition Education (SNE) may be asked by an organization or group to 
provide a liaison to participate in meetings, conference calls, or other activities of the 
organization/group.  The request for SNE representation may also come from an SNE 
Board member or other SNE member.  The purpose of SNE representation is to 
increase communication between SNE and the organization/group. 

 
B. The SNE Board shall approve the appointment of external liaisons. 
 
C. At the beginning of the year, each liaison will be asked to prepare a short paragraph 

regarding the organization/group, the type of relationship, and any current updates.  A 
master list of SNE external liaisons and organizations/groups will be prepared and 
this information will be available on the SNE website for members’ information.  The 
duties of the SNE liaison will be to: participate in conference calls and/or to attend 
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meetings of the organization/group; to report back to the Board and the general 
membership (e.g., via SNEEZE) at periodic intervals; and to prepare an end-of-year 
report regarding activities and accomplishments. 

 
D. Because SNE members have diverse opinions on almost all nutrition-related topics, 

the SNE representative should make it clear when she/he is voicing a personal 
opinion vs. speaking for all or SNE.   The Board of Directors will review the list of 
SNE representatives each year to fill in vacancies and appoint or reappoint liaisons as 
appropriate.  The Board may establish a process to nominate, obtain background 
information, and vote on candidates for a liaison position. 

 
E. If the SNE representative is asked for SNE’s support or endorsement of a position, 

the representative will refer the question to the SNE Board, with advice from ACPP, 
as appropriate, for Board approval. 

 
F. SNE is not responsible for the costs incurred by SNE representatives.  The 

representatives may request funding as needed, but it will only be granted on a case-
by-case basis upon approval by the Board of Directors. 
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POLICIES 

10.1 General Policies 
The Annual Conference will be the premier continuing education opportunity for 
nutrition educators and will create a unique niche among continuing education 
conferences.  Accordingly, the Executive Director and the Annual Conference chair 
(SNE President Elect) will maximize the meeting's capacity to: 

• Advance the Society's strategic goals: 

• Reflect organizational guiding principles;   

• Innovate in process and content; 

• Recruit new members; 

• Recognize achievements of members; 

• Foster meaningful partnerships with organizations in the public, private, and 
voluntary sectors; 

• Recognize partnerships; 

• Maintain substantive dialogue between and among organizational units; and 

• Foster meaningful communication between the members and the Board. 
 

10.2 Financial Stability 
 
SNE's Annual Conference is a significant source of revenue for the Society.  The 
Executive Director and/or staff designate and the Annual Conference Chair will plan and 
execute a conference that will maximize its revenue-generating capacity without 
compromising its integrity.  Accordingly, 
 
A. The Annual Conference budget will be planned to meet the following specifications: 

generate sufficient revenue to cover all of the fixed and variable costs of the meeting 
and administrative overhead and provide for a net margin in addition that is equal to 
at least 10% of total expenses. 

B. The Annual Conference site will be selected by the Board of Directors in consultation 
with the Executive Director and designated staff.  The site selected will be consistent 
with the strategic thinking of the Board of Directors. 

C. No volunteer, including the Annual Conference Chair, can obligate the Society to any 
expenses associated with producing the conference.  

D. Board members will pay meeting registration fees.  Members who present at plenary 
or concurrent sessions or who facilitate workshops will pay meeting registration fees.  
One-day registration fees will be waived for member and nonmember speakers who 
attend only to present. 

E. The Annual Conference registration fees will be established at a level that will 
1. Reflect a preferential rate for members over nonmembers; 
2. Maintain a cost per CEU ratio that is competitive with allied organizations; and 

F. Speaker-associated costs (honoraria, travel, lodging, and per diem) will be minimized.  
The maximum honorarium offered by SNE to any speaker will be $500 for a plenary 
session or $200 for a concurrent session.  In exceptional circumstances, the Executive 
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Director, in consultation with the Annual Conference Chair, may approve a deviation 
from this policy. 

G. SNE members who present in plenary or concurrent sessions or facilitate workshops 
will receive no honorarium.  They are expected to pay registration fees and travel 
expenses; however, in exceptional circumstances, SNE may provide some financial 
assistance so that they can attend the Annual Conference. 

H. Discounted fees for members of the Local Arrangements Committee and volunteers 
will be determined annually by the Executive Director in consultation with the 
Annual Conference Chair. 

 

PROCEDURES 

10.3 Program Planning 
Program planning is done through the conference planning committee, chaired by the 
President Elect.  A Call for Program proposals is issued and posted on the SNE website.   
 

10.3.1 JNEB Workshops 
The program for each annual conference will include a 3-hour workshop for the benefit 
of authors and reviewers.   

10.4 Oral and Poster Abstracts 
Oral and poster abstracts are submitted using the online submission form.  The deadline 
for submission is around January 20.  The conference committee may also accommodate 
“late-breaking” abstracts, which follows the same process.  The online submissions are 
exported from the database by the SNE webmaster.  The file can be opened either in 
Excel or Word.  Excel cannot be used to format/edit the files, but is useful for tracking 
purposes.  The abstracts are blinded by SNE staff and sent to the volunteer abstract chair 
for review.  Once reviewed, acceptance and rejection letters are sent by SNE staff.  
 
There are typically a total of 80 accepted oral abstracts with 4 – 5 scheduled in each of 
four concurrent sessions over the course of the conference.  There are typically 75 – 80 
poster abstracts accepted.  The posters are presented in 4 different sessions throughout the 
conference.       

10.5 Continuing Education Credits 
SNE obtains pre-certification from 3 accrediting organizations for sessions held at the 
annual conference:  American Dietetic Association; American School Food Service 
Association; and American Association of Family and Consumer Sciences.  Each group 
typically requires 45 – 60 days for approval.  Credits for each session are listed in the 
onsite program.   
 

10.6 Sponsorship Guidelines 
Also see section 13 – Sponsorship.  Important considerations for SNE members and staff 
when entering sponsorship arrangements include: 
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A. For implementing and monitoring compliance, include items or questions on 
evaluation forms for the Annual Conference and other events that ask/indicate 
whether participants felt there was adequate time for hearing opposing viewpoints on 
controversial issues. 

 
B. Instructions to moderators, session proposers, and Annual Conference planners 

should emphasize the importance of allowing ample time for discussion or a 
question/answer period, especially for presentation(s) that emphasize one point of 
view regarding a controversial issue and/or cover only part of a more conceptually 
complex topic. 

 

10.7 Annual Conference Chair Criteria: 
DELETED 9/10/2006 
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POLICIES         

11.1 Journal of Nutrition Education and Behavior  
 
Aim: The Journal of Nutrition Education and Behavior (JNEB), the official journal of the 
Society for Nutrition Education, is a refereed, scientific periodical that serves as a 
resource for all professionals with an interest in nutrition education and dietary/physical 
activity behaviors. The purpose of JNEB is to document and disseminate original 
research, emerging issues and practices relevant to nutrition education and behavior 
worldwide. Amended November 6, 2006 
.  
Scope:  JNEB welcomes evidence-based manuscripts that provide new insights and 
useful findings related to nutrition education research, practice and policy. The content 
areas of JNEB reflect the diverse interests of health, nutrition, education, Cooperative 
Extension and other professionals working in areas related to nutrition education and 
behavior. As the Society's official journal, JNEB also includes occasional policy 
statements, issue perspectives, and member communications. Amended November 6, 

2006 
 
Important supplementary goals include enhancing JNEB's capacity to 
 

1. Reflect organizational values 
2. Meet subscribers' and author's needs; 
3. Aid in member recruitment and retention; 
4. Disseminate world-wide cutting edge information about nutrition education; 
5. Encourage publication, and thus, lasting contributions, of both researchers and 

practitioners; 
6. Foster meaningful partnerships with organizations in the public, private, and 

voluntary sectors worldwide. 
 

11.1.1 Financial Stability 
 
The Journal of Nutrition Education and Behavior is a significant source of revenue for 
the Society.  The Editor will operate the Journal in a sound and prudent fiscal manner 
and maximize its revenue-generating capacity without compromising its integrity.  
Accordingly, s/he will: 
 
A. Allow advertising and marketing initiatives that extend the reach of the Journal and 

the visibility of the Society, provided such initiatives are in compliance with existing 
policies. 

 
B. With the concurrence of the Journal Committee and the Editor, undertake the 

development of special project publications related to the periodical, provided such 
projects are consistent with the missions of JNEB and the Society, and do not 
compromise the editorial standards or reputation of JNEB. 



SNE POLICIES & PROCEDURES MANUAL 
SECTION 11 PUBLICATIONS  
 

 

70 

70 

 
C. Prepare or accept only those funding estimates or proposals for any additional 

publication that include funds sufficient to compensate the Editorial Office and the 
Society for the additional effort required to produce the publication. 

 
D. Prepare or accept only those funding estimates or proposals that stipulate a payment 

schedule that does not risk the Society's resources upfront.   
 

11.1.2 Policy Guidelines for Guest Editors 
Guest editors are sometimes involved in handling review and disposition of manuscripts 
for special or supplemental issues of the Journal.  The policy guidelines presented below 
are designed to clarify responsibilities of Guest Editors and Journal staff working with 
them.  
 
The Guest Editor will be responsible for drafting a plan for the special or supplemental 
issue including:  
 

• an outline of sections to appear in the issue (if different from existing sections of the 
Journal as outlined in JNEB Information from Contributors),  

• specification of authors to be invited to submit manuscripts for each section (if 
applicable),  

• specification of reviewers with relevant expertise who will be asked to evaluate 
manuscripts for the special issue.  Some potential reviewers may already be on our ad 
hoc reviewer list.  If so, they may be assigned only on consent of the Editor.  For 
others, contact information will be required from the Guest Editor.  

• specification of recommendations for "front" and "back" material to be solicited and 
from whom including: From the Editor column, From the Guest Editor column, 
Foreword, Executive Summary, Appendices, Educational Materials In Review, and 
other relevant pieces; 

• specification of a timeline/deadlines for accomplishing primary tasks and person(s) 
responsible for each task   

• recommending/pursuing funding for the special issue from interested 
individuals/organizations/agencies, including funding for extra pages if needed; 

• providing names, addresses, phone/fax numbers and email addresses for all non-
JNEB staff assisting with the project;  

• drafting a Call for Papers to appear in the Journal of Nutrition Education and 

Behavior and circulating the Call for Papers to relevant journals and listservs/Web 
pages;   

• selecting/inviting manuscripts from experts on topics covered in the Special issue 
(please see Policy Guidelines for Invited Authors); 

• confirming potential reviewers prior to assignment 

• assigning four reviewers to each incoming manuscript for the Special issue--at least 
one Editorial Board reviewer and the rest ad hoc reviewers; Replacement reviewers 
may be needed for dropouts; again, reviewer availability must be confirmed with the 
Editor and with the reviewer prior to assignment  
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• preparing a cover letter for reviewers which describes specific considerations in 
reviewing articles for the Special issue; 

• working with the Editor or her assistant to ensure that any given reviewer isn't 
overwhelmed with manuscripts for the special issue and regular issues; 

 
In the case or Research articles, Reports and Briefs, reviewers are given four weeks to 
evaluate a manuscript, two weeks if it is an invited paper (please see Policy Guidelines 
for Invited Authors).  One additional week is allotted in each case for reviewers outside 
the U.S.  This may be adjusted for special or supplementary issues via consultation with 
the Editor prior to launching the project. 
 
In the case of Great Educational Materials (GEMs), reviewers are given ___ weeks to 
evaluate a manuscript, ___ weeks if it is an invited paper.  This may be adjusted for 
special issues via consultation with the Editor prior to launching the project. 
In the case of Educational Materials in Review (EMIRs), reviewers are given ___ weeks 
to evaluate the material and they keep the material as a token of appreciation.  EMIRs 
should be limited to material published within one year of the date of the special or 
supplemental issue unless exceptions are fully justified.   
 
Disposition may be decided on the basis of three reviews if they are in general agreement 
and the fourth review is late.  If the first three on-time reviews are not in agreement, the 
Guest Editor should follow up directly with the late reviewer to determine whether/when 
the evaluation is forthcoming.  If a fourth review is not forthcoming in a timely manner, 
the Guest Editor will make a disposition based on the available reviews.    
  
Late reviews are considered if the letter of disposition is not yet written when they arrive.  
If the letter of disposition has already gone out, the late review is marked "late"/filed and 
the reviewer is struck from the list of those designated to receive the revised manuscript.  
 
Authors are given 12 weeks to revise a paper for regular issues of the Journal.  This may 
be adjusted for Special Issues via consultation with the Editor prior to launching the 
project. 
 
If the guest editor wishes to submit a manuscript for consideration for the Special issue, 
review of that manuscript will be handled exclusively by the Editor and Assistant Editor 
to avoid breach of the anonymous peer review process.   
 

• consolidating incoming reviews and synthesizing a letter of disposition for each 
manuscript/revised manuscript. (We are happy to provide templates of "standard" 
letters of disposition  to use "as is" or with modifications). 

• maintaining a database of manuscripts and reviewers, recording each manuscript's 
progress through the system, and providing routine updates to the Editor (an outline 
of the database used for regular issues of the Journal is available upon request); 

• maintaining confidential files of all manuscripts and correspondence including 
telephone logs 

• handling review of revisions; 
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• following up on final revisions of tentatively accepted papers to ensure that they were 
made by the authors as requested before the package is sent to the publisher (Decker); 

• referring promising manuscripts to the Editor for consideration in regular issues when 
a) those manuscripts are of merit but fail to fit the  (in this and other places remove 
2nd person construction and keep it in third person  vision for the Special issue or b) 
more acceptable manuscripts are received than can be published in a single Special 
issue;  writing letters to the authors of such manuscripts to let them know that their 
manuscripts have been forwarded for consideration for a regular issue. 

 
PLEASE NOTE:  The editor reserves the right to decide, on a one-by-one basis, which 
referred manuscripts (if any) will be considered for a regular issue of the Journal.   
 
The typical, 64-page issue usually includes front and back material, 2-3 Research articles, 
2-3 Reports, 1-3 GEMs and 6-10 reviews of Educational Material. The Editor will assist 
in estimating  the number of pages needed for the material for publication and how it 
might be adjusted to "fit."  Extra pages are expensive but available if costs are covered by 
funding. 
 

• preparing the column, From the Guest Editor; 

• sending final manuscripts/front and back material on diskette for publication along 
with a cover letter outlining the enclosed material and specifying the Journal section 
for which each is intended; 

• reviewing first pages for last minute, emergency changes and communicating those 
changes to the publisher; 

• recommending potential advertisers to the Editor; 

• confirming availability of JNEB staff time with the Editor (if applicable); 
 
Journal Staff will be responsible for: 

• logging in, numbering and forwarding copies of incoming manuscripts and cover 
letters to the Guest Editor; 

• sending authors confirmation of receipt of the manuscript and Copyright Release 
forms; 

• copying and sending manuscripts and reviewer materials to reviewers assigned by the 
Guest Editor, along with the cover letter from the Guest Editor describing his/her 
vision, objectives, and special criteria for the issue;  

• copying and sending incoming reviews to the Guest Editor; 

• printing and forwarding letters of disposition to authors along with relevant 
enclosures from the JNEB office, e.g., Editorial Office Article Checklist, JNEB 
Information for Contributors, etc. 

 
For regular issues of the Journal, letters of disposition are sent from the Editor to the 
editorial assistant via email.  The assistant cleans up formatting, prints the letter on 
letterhead, signs the Editors' names, and initials the signatures.  It is recommended that 
Guest Editors "test" this system with the editor and editorial assistant early in the process 
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to work out any bugs that may occur in transferring letters from one platform/word 
processing package to another.   
Guest editors who prefer to use their own staff to produce/print/mail letters must ensure 
that JNEB has copies of such correspondence for JNEB files.   
 
The Editor or Associate Editor will be responsible for: 

• responding to questions as needed; 

• providing advice/recommendations as needed; 

• handling any manuscript(s) submitted by the Guest Editor for the Special issue. 
 

11.1.3 Policy Guidelines for Invited Authors 
 
The Journal of Nutrition Education and Behavior frequently invites manuscripts from 
authors known to be experts in certain areas of the field and/or who are conducting 
leading-edge research/programming that we think would be of interest to our readers.  
The policy guidelines presented below are designed to clarify responsibilities of invited 
authors and the Journal staff who handle their manuscripts. 
 
*Invited manuscripts undergo the same peer review as uninvited  manuscripts.  An 
invitation to submit a manuscript does not constitute a guarantee of publication.  
Reviewers must be satisfied before the paper can be accepted. 
 
*For regular issues of the Journal, an invited manuscript should fit the description and 
page limitations of one of the existing sections of the Journal as outlined in JNEB 
Information for Contributors: Research Articles, Reports, Viewpoints, or GEMs.  Authors 
should indicate the intended Journal section in their cover letter and note that it is an 
invited paper so that we can expedite review.     
 
In some cases, an invited manuscript may be presented as a Special Article.  This 
decision should be negotiated with the Editor prior to submission. 
 
*For Special issues, alternative Journal sections may be planned as outlined in the Call 
for Papers.  Invited manuscripts submitted for Special issues should fit the description of 
articles presented in the Call for Papers and authors should indicate, in their cover letter, 
the section for which the manuscript is intended. 
 
*Invited papers for regular issues will undergo expedited review as a gesture of 
appreciation from the Journal and to preserve the timeliness of cutting-edge information.  
Reviewers will be contacted in advance to ensure that they are willing to provide an 
evaluation within two weeks of receipt of the manuscript.  Incoming reviews for invited 
papers will be "flagged" for immediate consideration by the Editors. 
  
*Invited papers for special issues will be handled by the Guest Editor (if applicable), who 
will be encouraged, but not required, to expedite review as outlined above. Manuscripts 
submitted in response to a Call for Papers are not considered "invited" and will be subject 
to the regular review timeline. 
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11.1.4 Roles and Responsibilities of SNE Staff and Volunteers Who Work to 
Support JNEB 
 
Authored by Jane Voichick, August 7, 2002 
Revised by Sandra Shepherd , October 25, 2006 
Approved by the Journal Committee, November 6, 2006 

  
All SNE members receive a subscription to the Journal as part of their membership 
benefits. Data from membership surveys indicate that receiving the journal is a much-
valued benefit of membership.  In addition to providing professional development in 
nutrition education thereby supporting the mission of SNE, it also is a vehicle for 
publishing the results of research conducted by many SNE members. 
 
Providing the JNEB to SNE members requires mutual cooperation and support from 
many individuals and groups.  Care must be taken to maintain high standards of quality, 
to ensure financial stability and to maximize revenue-generating capacity of the Journal.   
A primary role is provided by the JNEB Editor-in-Chief (EIC) and his or her staff, but  
important supporting roles are provided by the Executive Director, the Board of 
Directors, the Journal Committee, the Board of Editors, and the Publisher staff.  In 
addition to these groups, acknowledgment must be made of the critical support provided 
by many SNE members and others who serve as ad hoc reviewers.  This document is 
proposed to clarify each group’s responsibility. 
 

SNE Board of Directors 
The SNE Board of Directors (BOD) is an elected body responsible for providing 
leadership to SNE.  Members of the board are responsible for examination and revision 
of broad policies governing the organization.  Policies should integrate organizational 
values with member perspectives and reflect the Board’s collective judgment.  
Organizational values include, among others, fiscal responsibility and integrity.  The SNE 
BOD is ultimately responsible for selecting and evaluating the performance of the JNEB 
EIC.  The SNE BOD is responsible for selecting a publisher for JNEB.  The SNE BOD is 
also responsible for monitoring the financial stability of JNEB and determining 
expectations for financial performance.  The SNE President appoints a Journal 
Committee Chair who can be any member of SNE with interest in and experience with 
JNEB.  The EIC is not eligible to serve in this capacity.  The Committee also includes the 
Journal EIC and one or two additional board members to serve as formal Board liaisons 
to the Journal Committee. The BOD approves nominees for the Board of Editors after 
approval by the Journal Committee.  The SNE President prepares an editorial for each 
issue of JNEB and submits it to the Executive Director on an agreed–upon schedule. 
 

Journal Committee 
The Journal Committee is responsible for reviewing policies and practices related to 
JNEB in the context of adherence to the values of SNE and meeting the needs of SNE 
members.  Associated duties include formulating and revising all SNE policy in regard to 
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the journal and investigating concerns about the journal as requested by the Board of 
Directors (BOD). The Committee handles decisions about use of indexing services and 
modifications to the journal including changes in layout, cover, advertising policy, 
special issue approval or a change in the general allocation of pages given to research 
articles versus GEMS and educational materials reviews.  The Committee prepares the 
Readership Survey, which is implemented by the publisher at least once every five years.  
Survey results are reviewed by the Committee and action is taken as appropriate.  Board 
members, JNEB staff, SNE staff or individual members can suggest issues for committee 
discussion.  Any specific charges from the BOD will be delivered by the BOD liaison 
member.  
 
The Journal Committee approves nominations for the Board of Editors based on names 
with vitas submitted by the Editor-In-Chief (EIC).  Once approved, the names are 
submitted to the BOD by the EIC. The Committee conducts searches, as necessary, for a 
publisher and for the EIC, and then makes recommendations to the BOD. 
 
The Journal Committee is responsible for conducting a yearly formal performance 
evaluation of the EIC .  Input is requested by use of a survey from members of the Board 
of Editors, Board of Directors, JNEB publisher and the Journal Committee.  .  Results of 
the evaluation are presented to the EIC for review and comments and then presented to 
the SNE Executive Board.  The Journal Committee Chair is responsible for preparing an 
annual report and presenting the report to the BOD during the annual conference.  

The Journal Committee, in addition to the Chair, the JNEB EIC and the Board liaison(s), 
will consist of at least 3 other people including an academic researcher and a practitioner.  
These individuals will be nominated by the Chair of the Journal Committee after 
consultation with the Board liaison(s) and the JNEB EIC. Appointment of the Committee 
members will be made by the President of SNE.  Committee members shall serve for a 
two-year term with possible re-appointment of additional terms.  Terms shall be 
staggered to allow for continuity in committee membership, The Chair shall serve a two-
year term. 
 
In order to avoid potential conflicts of interest, members of the Journal Committee shall 
not serve on the Board of Editors or in other policy-making roles of competing journals.  
This does not preclude Journal Committee members from serving as reviewers on an ad 
hoc basis for competing journals. 
 
In addition to the voting membership of the committee additional members of SNE may 
serve as advisors to the group for terms to be agreed upon by them and the Chair of the 
Journal Committee.  These members are welcome to participate in all meetings of the 
Journal Committee as their schedule and interest permits. They will receive 
announcements and minutes of all Journal Committee meetings.  (They will not be 
considered to constitute part of a quorum.) 
 
Also the voting members of the Journal Committee may wish to request input and/or 
involvement on specific projects. Advisory members may represent specific experience 
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with SNE, for example:  member of the Briggs family, SNE staff, Associate Editors of 
JNEB, past SNE Presidents, past JNEB editors, and/or past Journal Committee Chairs. 
 
The Journal Committee meets through teleconferences, usually the first Monday of each 
month, except for once a year, when the committee meets during the SNE Annual 
Conference.  A subcommittee structure is used to accomplish much of the committee’s 
work.  Examples of subcommittees include: Accreditation for Commission on Dietetic 
Registration (CDR); JNEB Best Article Award; JNEB GEMs Best Article Award;; JNEB 
Readership Survey; Marketing; Manuscript Reviews; and Ad Swap Program. 

 
Revised June 1, 2008 

 

Editor-in-Chief (EIC) 
The EIC must work cooperatively with the publisher, Executive Director, and the  

Board of Directors.  The EIC is responsible for the substantive content of the JNEB.  
This includes submission of nominees for the Board of Editors to the Journal Committee.  
Upon their approval, the EIC then submits these names to the BOD for approval.  
Furthermore, the EIC is responsible for recruiting ad hoc reviewers, and selecting and 
managing the associate editor(s) and other support staff. The EIC or his/her Associate 
Editor or Guest Editor designee is responsible for attracting quality submissions, 
arranging for blind peer review of each submission and providing critical feedback to 
authors including a decision to accept or reject the paper.  The EIC or his/her Associate 
Editor or Guest Editor designee is responsible for making these decisions based on sound 
criteria, which will withstand challenge and scrutiny.  The EIC is ultimately responsible 
for all decisions made by his/her designees.  
 
The EIC is responsible for making the final decision about which articles will appear in a 
specific issue and preparing or commissioning an editorial for each issue.  The EIC is 
responsible for providing the publisher with copy for the journal in an agreed-upon 
format and on an agreed-upon schedule. 
 
The EIC is responsible for selecting at least one Continuing Professional Education 
article for each issue, following up with authors to generate draft test items, and 
forwarding draft test items to the Chair of the JC subcommittee for review. 
 
The EIC is responsible for preparing an operations budget that meets the fiscal 
requirements of SNE.  This budget is prepared in collaboration with the BOD and the 
Executive Director.  The SNE BOD must approve the budget.  The EIC is responsible for 
operating within the established budget. 
 
The EIC serves ex officio on the SNE BOD and serves as a member of the Journal 
Committee.  The EIC is responsible for preparing an annual report for the SNE BOD that 
includes statistics about number of submissions, number of acceptances, and time lag 
between submission and publication. 
 
The EIC is also responsible for a number of annual and ongoing projects: 
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*coordinating the vote among members of the Board of Editors for the JNEB Best Article 
Award, arranging for the plaque and check and presenting it to the winner at the SNE 
Annual Conference (AC), and arranging for an announcement about the Award winner in 
JNEB, September/October issue. 
 
*arranging an annual luncheon meeting at the AC for members of the Board of Editors 
and special guests to acknowledge their contributions, bring them up to date on Journal 
business, and invite input.  Minutes of the luncheon meeting go to all members of the 
Board of Editors.  
 
*arranging and staffing an exhibit at the AC to promote JNEB and recruit prospective 
authors and reviewers.   
 
*updating and presenting the JNEB Workshop for Authors and Reviewers at each AC.  
The EIC recruits panel members and facilitators for the workshop from the Board of 
Editors and may include others as needed. 
 
*working with the publisher to identify potential supplemental issues and sponsors as 
well as advertisers for regular issues of the Journal.    
 
*working with the SNE Executive Director (ED) to generate and refine contracts with the 
publisher, JNEB staff, and sponsors of supplemental issues and to supervise contractor 
performance on an ongoing basis. 
 
*ensuring that the Journal office secures Conflict of Interest statements from all staff and 
members of the Board of Editors and updates them annually. 
 

Associate Editors 
Associate Editors are responsible for previewing manuscripts, prejecting those outside 
the scope of the Journal or not fitting Guidelines for Authors, assigning reviewers to 
eligible manuscripts, handling decisions on manuscripts and proofreading typeset 
versions of those accepted for publication.  Associate Editors consult with the Editor-in-
Chief on an as-needed basis and vice versa.  The Editor-in-Chief supervises their work 
and conducts a performance review for each AE at least one time per year. 
 
 

Executive Director 
The Executive Director is responsible for fiscal management of JNEB.  This includes 
monitoring publisher and EIC compliance with the contractual relationships with SNE.  It 
also includes working with the publisher to maximize the revenue-generating potential of 
JNEB in marketing and advertising, keeping within existing policies of SNE.  The 
Executive Director is responsible for providing and reviewing (according to an agreed-
upon schedule) all SNE related copy which will appear in JNEB including but not limited 
to membership application forms, annual meeting announcements, abstract submission 
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forms, election results, and names of all corporate contributors who are acknowledged in 
the front-matter of the journal.  

 
Board of Editors 
The Board of Editors consists of a group of individuals, each of whom serves one or two 
three-year terms.  The EIC nominates people on the basis of review experience, diversity 
and specific expertise, and forwards names of the se nominees for approval by the 
Journal Committee and BOD. The EIC uses the Board of Editors as a “think-tank”, 
meeting with them at least annually and raising issues related to journal content.  The 
Board of Editors is involved in reviewing documents prepared to assist contributors and 
reviewers and serving as facilitators or discussants at workshops for potential authors. 
 
In order to avoid potential conflicts of interest, members of the Board of Editors shall not 
serve on the Board of Editors or in other policy-making roles of competing journals.  This 
does not preclude Board of Editor members from serving as reviewers on an ad hoc basis 
for competing journals. 
 

Publisher 
The publisher has a contractual relationship with SNE.  The contract includes information 
about the financial arrangements and production schedules.  The publisher provides 
specific services including manufacture, promotion, sales and distribution of the journal. 
 

11.2 Continuing Professional Education for CDR 
 
The JNEB is certified to provide continuing education credits for the Commission on 
Dietetic Registration.  Following are the procedures and a sample timeline associated 
with that process: 
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CPE PROCESS 
Task Timing Responsibility 
Select an upcoming article based on ADA Learning 
Needs Codes 

 Editor 

Contact the author with request for draft test items.  
Route CPE test item guidelines to authors. 

 JNEB Staff 

Follow up with invited lead authors who fail to 
respond to the invitation within 3 days. 

 JNEB Staff 

Follow up with committed lead author to secure test 
items by deadline 

 JNEB Staff 

Forward the article, test items, and related ADA 
learning codes to the lead test reviewer. After refining 
the test, the lead reviewer forwards it to 2 test 
reviewers from the panel of reviewers selected by the 
JC for one-year terms.  The processes of refining, 
reviewing and finalizing the test shall be accomplished 
in three weeks with each stage taking not more than a 
week. A three-day extension approved on request. 

 JNEB Staff 

Follow up with reviewers to secure the test by 
deadline. 

 JNEB Staff 

Refine the test items as needed and finalizes test items 
to be used. on CPE sends them to Danielle Rudolph at 
drudolph@sne.org.   

 Review Panel 

Forward the finalized test to the SNE Office to 
forward to ADA.  Create test as a .pdf file and add 
expiration date of one year from the submission date 
to ADA. 

 Danielle Rudolph  

Forward test to ADA.  Danielle Rudolph 

Post finalized test to SNE website as .pdf file.  
Instructions for faxing the test to SNE and payment 
options will be on the SNE website, not in JNEB.   
 

1 week prior to 
publication of 
JNEB issue in 
which CPE article 
appears. 

Andrea Danz 

Print test and submission forms, complete exam and 
submit to SNE offices with payment. 

Ongoing CPE Applicants 

Process payment and email certificate of completion. Within 5 business 
days of receiving 
test. 

Danielle Rudolph 

Work with Elsevier to ensure that the article is 
identified as a CPE article in the Table of Contents and 
title page and that instructions for finding the test on 
the website are included.   

 Editor & JNEB 
Staff 

Alert Elsevier's production manager so he knows to 
include the CPE logo next to the title in the Table of 
Contents and on the title page of the article 

 JNEB Staff 
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SAMPLE TEST SCHEDULE 
 

Wed  4/5/2006 SS to designate CPE article for 38.4 
 
Fri  4/7/2006 SW to contact AU for draft test items for 38.4 

 
Fri  4/21/2006 38.4 draft test items from AU to SW 

 
Wed   5/3/2006 38.4 CPE manuscript and test due to Ellen Parham from SS 
 
Fri  5/12/2006 38.3 CPE test and instructions to be posted on www.sne.org  
 
Wed  5/17/2006 38.4 refined test items from Ellen Parham to Jackie 
 
Wed  6/14/2006 SS to designate CPE article for 38.5 
 
Mon  6/19/2006 SW to contact AU for draft test items for 38.5 
 
Tues   6/27/2006 38.4 CPE test and instructions to be posted on www.sne.org 
 
Mon  7/10/2006 38.5 draft test items from AU to SW 
 
Fri   7/21/2006 38.5 CPE manuscript and test due to Ellen Parham from SS 
 
Mon  8/7/2006 38.5 refined test items from Ellen Parham to Jackie 
 
Fri  8/18/2006 SS to designate CPE article for 38.6 
 
Wed  8/23/2006 SW to contact AU for draft test items for 38.6 

 
Wed  9/13/2006 38.6 draft test items from AU to SW 
 
Thurs  9/14/2006 38.5 CPE test and instructions to be posted on www.sne.org 
 
Fri   9/22/2006 38.6 CPE manuscript and test due to Ellen Parham from SS 

 
Wed  10/11/2006 38.6 refined test items from Ellen Parham to Jackie 
 
Tues   11/14/2006 38.6 CPE test and instructions to be posted on www.sne.org 
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11.3 Advertising Policy 
 
The advertising policies for JNEB and its supplements, in print and online, are set 
through mutual agreement of SNE and the Editors of JNEB and are endorsed by the 
Journal Committee of SNE/JNEB.  
 

Acceptable Advertising 
  
1. Advertising is accepted if it represents products and services pertaining to the practice 
of nutrition education or to the promotion of good health, such as: 

• products and services appropriate to the practice of nutrition education, including 
general legal and financial services of interest to nutrition professionals 

• books and journals and other products and services related to the acquisition of 
information on nutrition, health, foods and agriculture, and the behavioral 
sciences 

• classified ads 
 
2. Display and classified advertisements should not be deceptive, exaggerated, or 
misleading nor should they promote products that have proved to be seriously harmful to 
health (for example, tobacco). 
 
3. Claims must be supported by evidence available to the editors or reader on request, 
before acceptance for publication. The references cited should be to material published or 
in press, not to articles ‘submitted for publication’ or to ‘data on file’ if such data are not 
available on request.  
 
4. All advertisements must conform to applicable laws, rules, and industry codes. 
 

Editorial Independence/Journal Integrity  
 
1. The Editor-in-Chief of JNEB reserves the right to reject or request revision of any 
advertisement she/he deems inappropriate or not in compliance with the Advertising 
Policy or with SNE’s mission related to healthful food choices. The Editor-in-Chief also 
retains the right to insert the word "advertisement" on any accepted advertisement and to 
discontinue posting of any advertisement previously accepted. Advertising carries no 
influence over editorial decisions.   
 
2. Layout artwork and format shall be such as to avoid confusion w/ the editorial content 
of the publication.  
 
3.  Editorial content will not be influenced by advertising sales.  Advertising in each issue 
will only be dispersed within front matter (ie Masthead, Table of Contents, Editorial 
Board, Journal/Publisher Information Page, etc.) and within advertising wells located in 
the front and the back of the journal, not to appear within or between any featured 
articles.  The Editor-in-Chief has final authority to review and revise advertising 
placements. 
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4. Interests of sponsoring organizations or agencies do not control classified or other 
advertising.   
 
5. The fact that an advertisement for a product, service, or company has appeared in 
JNEB shall not be referred to in collateral advertising or marketing efforts promoted by 
same company without written permission from JNEB editors and SNE.   
 
6. Acceptance of advertising by JNEB/SNE does not indicate or imply endorsement.  
SNE is not responsible for any claims made in advertisement.   
 
7. The Editor-in-Chief has the right to consult with the SNE Executive Director and 
SNE’s Journal Committee in determining the eligibility of potential advertisements and 
the suitability of claims. 
 
Procedures:   
1. Elsevier is responsible for securing all advertising and for ensuring implementation of 
this advertising policy.   
2. SNE membership may provide input on potential advertisers through the SNE office. 
3. Advertiser is required to send all advertisement for review. All new or revised 
advertisements should be submitted by advertisers to Elsevier at least 2 days prior to the 
materials’ due date in order to allow time for the review process and corrections and 
additions if needed. 
4. Publisher is required to send potential advertising to the SNE Executive Director and 
Editor-in-Chief for review at least two business days in advance of the materials’ due 
date. If approval is not received from SNE leaders in two business days, the 
advertisement is considered approved.  
 

 
Approved by SNE Executive Committee, 4/25/07 

Approved by JNEB Advertising Subcommittee, 6/12/07 

Approved by the Journal Committee, 7/2/07 

Approved by the SNE Board, 7/28/07 
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POLICIES 
 
12.1 Written Communication Guidelines 
 

12.1.1 Directions for submitting documents for consideration by the SNE Board of Directors 

All documents submitted to the SNE Board for approval by Divisions, committees, or 
subcommittees, must be accompanied by the following completed form.  The information 
provided in this from will help the Board make a timely and informed decision regarding 
the disposition of official written communications from the Society. 

Please fill in all items below and attach a copy of the document that is being submitted 
for consideration as an official statement from SNE.  Please number each line of the 

document.  It is expected that all submissions will be articulated in a professional style 

and that the document will be edited in final format. 

Documents submitted at least three weeks prior to a scheduled Board meeting will 
normally be considered at that Board meeting.  To check on the Board meeting schedule, 
please contact SNE office. 

 

1.  Title of paper:  
 

2.  Type of written communication (please check only one; see attached addendum for descriptions of 
each): 
 

 Platform/policy statement  Position paper  SNE  Division (specify): 
 

3.  Date of Draft:   Draft form  Final copy 
 

4.  Corresponding author or representative (include name, address, email, phone, fax): 
 

5.  SNE division/committee/subcommittee submitting request: (Designate the committee or 
division and subcommittee, if appropriate and attach a copy of the form on the next page that documents 
division involvement in preparing the paper) 
 

6.  List SNE members authoring paper: (Please provide a signed disclosure form for each author – 
form enclosed) 
 

7.  List people/groups from whom authors have sought input and designate comprehensiveness of 
viewpoints [names and affiliations]: (Please provide a signed disclosure form for each person/group 
– form enclosed) 
 

8.  List SNE members who reviewed the paper, specifically individual members who 
responded to the draft document: 
 

9.  Identify primary audience (please check all that apply):  Federal legislators  State legislators 
 

 Health professionals (if only specific ones, please describe): 
 

 Nutrition educators  Consumers  Other (please describe): 
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10.  Describe projected outcome(s) on primary audience(s): 
 

11.  Identify the relevance of the paper’s content and specific intended outcomes related to 
SNE’s mission, priorities or activities: (Cite significant support for or variance from SNE’s 
mission/activities/priorities) 
 

12.  Identify ways this paper will be used (check all that apply): 
 

 Policy development  Public education through media  Other (please describe): 
 

13.  Identify products that might result from the distribution of this paper (check all that 
apply): 
 

 Media messages  Educational materials that target certain populations (describe audience): 
 

 Training materials (describe audience):  Policy changes (please describe): 
 

14.  Describe additional support needed from SNE’s administrative staff or volunteers.  For 
consensus positions, viewpoints, etc., reflective of SNE membership perspective(s) and requiring member 
input, please send your draft document to each SNE division for review.  (Specify what would be requested 
from SNE, e.g. inclusion within JNEB, inclusion within website, distributed to SNEEZE, etc.) 

 
12.1.2 SNE Review Process 
 

For Reviewers:  To Be Completed by each Division/Committee to report their review of the 
submitted material (not to be completed by those submitting the paper). The goal of the 
SNE review process is to produce documents that are 1) professional in style and tone; 2) 
represent a comprehensive viewpoint; 3) are relevant to the SNE mission and vision; and 4) 
are evidence based. 
 

1.  SNE division/committee/subcommittee reviewing and providing input: 
 

2.  Paper relevant to SNE mission/goals/activities:  Yes  No 

If no, please provide rationale for consideration as an SNE document: 
 

3.  Paper cites peer-reviewed literature or authoritative documents:  Yes  Not sure  Not applicable 
 

 No If no, please provide rationale why this is not necessary: 
 

4.  Current draft of paper reflects comprehensive viewpoints:  Yes  Not sure  Not applicable 
 

 No If not applicable or no, please provide rationale why this is not necessary: 
 

5.  Paper articulated in a professional style and tone:  Yes  No 
 

6.  Indicate your recommendation regarding the status of this paper:  Ready to be passed to Board for consideration 
 

 Ready after minor revisions (please indicate required changes) 
 Has merit but needs major revisions (please indicate and provide input) 

 Not appropriate in this format (please provide input) 

 
Each division is responsible for ensuring that the individual reviewers have no conflict of interest with 
respect to evaluating the paper.  Conflicts of interest include commercial, proprietary, or financial interests 
that are, or could appear to be, in conflict with an unbiased evaluation. 
 
Respond to Corresponding Author by:  ___ /___ /___ 
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ADDENDUM: Types of Written Communications 
Description and content of various forms of Written Communication: 

 
1. Policy Statement: A policy statement is used to provide a straightforward statement or 

declaration of SNE policy on a particular topic. Typically, policy statements are concise, do not 

include background information or discussion related to the organization’s position, do not quote 

facts and figures developed by outside sources, and do not utilize a bibliography. The policies 

approved by the SNE Board may serve as the basis for the development of position papers. 

However, in some cases a position paper may be developed prior to SNE Board consideration of a 

policy statement.  

a. Platform Statement: A compilation of all SNE policy statements.  

 

2. Position Paper: A position paper provides a comprehensive discussion of SNE’s policy on one or 

more topics. It contains background information and analysis in order to provide a more complete 

understanding of the issues and the reason behind the positions(s) set forth by the organization. A 

position paper can include outside authoritative sources, including a bibliography, and should be 

reviewed by at least 3-5 experts in the field. 

 

3. SNE Issue Fact Sheet (1-2 pages): SNE Issue Fact Sheets are developed to facilitate advocacy on 

SNE’s top priority issues. The primary audience for Fact Sheets are Congress and the federal 

agencies. These fact sheets are intended to communicate the SNE position and provide and 

understanding of how specific legislation and/or regulation will affect nutrition educators. Fact 

Sheets should contain the following sections: 1) Issue 2) Requested Legislative Action 3) SNE 

Position 4) Description of SNE. 

 

4. SNE Priority Issue Bulletin: A SNE Priority Issue Bulletin should provide SNE members with 

updates on SNE’s Federal Government Priority Issues. The bulletins are posted on SNE’s Web 

site. SNE Priority Issue Bulletins contain the following sections: 1) Significance 2) SNE Action 

and Position 3) Status/Outlook and 4) Background. 
 

5. Congressional Testimony: A document created by the organization to convey a position on 

specific legislation that is the focus of a congressional committee hearing. The testimony will be 

included in the committee hearing report. Congressional testimony is developed from a position 

paper and is a detailed, thorough analysis of an organization’s policy on one of the organization’s 

priority issues. The testimony is submitted to a congressional committee and serves as the 

organization’s formal remarks for a congressional hearing being conducted on a specific SNE 

priority issue. The testimony should clearly state the organization’s name, contact information, the 

congressional committee to which the testimony is being submitted, date, and title of the hearing. 

The body of the testimony should include: 1) Introduction 2) SNE Description 3) Purpose 4) 

Identification. It is important to check on the particular committee format for both written and 

oral testimony and to adhere to page or time limitations specified by the committee. 
a. Written Testimony: The organization’s congressional testimony in written form 

submitted for the hearing record. Written testimony can be submitted even without the 

organization serving as an official hearing witness. Oral Testimony: A summary of the 

organization’s written testimony vocalized through an official witness at a congressional 

hearing. Customarily a five minute time limit on oral testimony. 

 

Regulatory Comments: Testimony [as defined above] submitted in a written format to a federal regulatory 

agency. Response to Federal Register notices fall under this category.



SNE POLICIES & PROCEDURES MANUAL 
SECTION 13 SPONSORSHIP GUIDELINES  
 

 86 

PROCEDURES       
 

13.1 Internal Sponsorship Guidelines 
 
SNE seeks to secure sponsorship arrangements that further SNE’s mission and vision and 
guiding principles, retain SNE’s independence, maintain objectivity, promote trust, avoid 
conflicts of interest, and guard our professional values.  The SNE Sponsorship Guidelines 
will be used in negotiations of sponsorship arrangements, as needed, and shared when 
entering in sponsorship activities with individual, group, and organization sponsors.  
Examples of sponsorships can include financial or other contributions of value to the 
SNE Annual Conference, presentations, exhibitions, and electronic/print publications 
including Journal of Nutrition Education and Behavior (JNEB) and JNEB supplements. 

 
Important considerations for SNE members and staff when entering sponsorship 
arrangements include: 
 

A. SNE will seek sponsorship agreements for activities of the Society that mutually 
serve the interests of both the sponsor and SNE. 

 
B. SNE will strive for balance by providing sufficient opportunities for the sharing of 

different opinions and securing sponsorship arrangements with a variety of 
companies, groups, organizations or individuals.   

 
C. A sponsorship arrangement with an individual sponsor does not restrict SNE’s 

ability to secure additional sponsors for a specific activity, nor does it imply that 
sponsors will be required to provide extra funding or financial support for these 
alternative viewpoints. 

 
Although the business practices and products of a sponsor’s parent company are of 
potential concern, it is not practical to “screen” all potential sponsors with this specific 
criterion. 

 
13.2 External Sponsorship  
A sponsorship is an arrangement where an individual, group or organization agrees to 
provide financial or in-kind support for an activity of SNE.  SNE is committed to 
collaborating on sponsorship agreements that SNE values the free exchange of ideas, 
opinions, and research that advances knowledge in nutrition and health.  SNE provides a 
unique forum for organizations to experience innovative strategies in nutrition education 
and participate in expressing a range of views on important nutrition issues. 
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POLICIES    LINDA BERLIN 
 
14.1  Purpose of the Resolutions Process:  Resolutions provide a route for members 

to propose that SNE adopt a position, take an action, or endorse a policy or 
principles in a formal manner.  The SNE Bylaws (2.4) state that:  Members of the 

corporation may initiate and submit for a vote by the membership resolutions 

regarding matters on which the members advocate that the corporation take a 

position or action or advocate that the corporation establish a policy. 
 
14.1A Background and history:  Since the early days of SNE, there has been support 

among the membership for the Society to take an active role in educating 
members about nutrition policy.  The membership has supported establishing and 
maintaining an active public policy program, currently carried out by the 
Advisory Committee on Public Policy.  The resolutions process has been one of 
the mechanisms for members or groups of members to bring forth policy positions 
for discussion and vote by the membership.  This process incorporates several 
approaches used by other professional nutrition and public health organizations. 

 

14.2 Examples of resolutions 
The membership has passed many resolutions in support of public policies relating to 
food and nutrition programs and nutrition education.  Many have been ahead of the curve, 
advocating positions that later became widely adopted. Several examples (resolved 
clauses only) are: 
 

• In 1979:  SNE urges the National Health, Lung, and Blood Institute to mount a 

nationwide campaign to inform Americans of the presently recognized relationship 

between saturated fat, cholesterol, sodium, obesity, and the risk of cardiovascular 

disease. 

 

• In 1984: SNE urges its members to support through advocacy in such 
organizations as Parent Teacher Associations, local school boards and 
government and through personal example the goals of the President’s Council on 
Physical Fitness and Sports, including daily physical exercise, physical education 
in schools, and a continuing emphasis on these areas in our nation’s schools, 
parks and recreation facilities. 

 
14.3 Directions for submitting a resolution for consideration by the SNE 
membership 
An individual, group of SNE members, SNE Division or SNE committee may submit a 
resolution for consideration by the membership. SNE members on the Board of Directors 
or is a Board Member-Elect will not be eligible to author, or be a signatory on, any 
resolutions during their terms in office.    
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Drafters are encouraged to prepare concise, well-organized resolutions.  To make a 
resolution readable and easy to understand, authors may not wish to include every 
rationale or fact that supports the proposed motion.  Authors are welcome to provide 
longer statements during the comment process, especially if the topic is complex, to help 
assure that members can make a well-informed judgment about the resolution 
 

The resolution must be submitted by e-mail and/or fax (electronic copy strongly 
encouraged) to the SNE office by [September 1in 2005, April 1 in subsequent years.] 
 

Each resolution must follow the format below.   

 
14.4 Required Format for a resolution: 
 

1. Title of resolution 
 

2. Date of draft 
 

3. The body of the resolution, providing three or more sentences or clauses 
stating the rationale for the resolution. These statements provide the author’s 
reasoning for the proposal that will be made in the final “resolved” clause.  
The rationale should include a brief statement of why the author(s) believe the 
issue is important to SNE.  

 

If appropriate to document assertions made in these statements, authors should 
include references to the nutrition/nutrition education literature, in parentheses 
or as footnotes.  Note: Statements in this part of the resolution do NOT have 
to start with “whereas.” A less formal style can be used.  

 

4. A “resolved” statement that contains the proposal to be adopted.   
 

5. List of SNE members endorsing the resolution: At least 10 names required. 
 

6. Contact person for future communications: Include name, e-mail, phone, fax, 
and mailing address. 

 

7. List of people/groups from whom the author(s) sought input.  Note whether 
alternative viewpoints have been considered. 

 

8. Identify the primary audience(s) for the resolution. 
 

9. Briefly describe the relevance of the resolution to SNE’s mission and vision. 
 

10.  State ways in which the author(s) anticipate the resolution will be used (e.g., 
policy development, public education, etc.) and the products that might be 
developed after passage of the resolution 
� For example, this could include local, state, or federal policies, media 

messages, educational materials, or training materials. 
 

11.  Specify what support or action would be required from SNE’s administrative 
staff or volunteers and an estimate of the cost to SNE of carrying out the 
actions specified by the resolution (if any). 
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If the resolution is passed by the membership, an “effective” date will be added, as well 
as a recommended date for renewal, revision, or completion of the resolution. 
 
14.5 Process for Resolution Review: 
The Issues/Resolutions Review Committee will review each resolution for: 

• Factual and scientific basis and accuracy;  

• Clarity of language and presentation; 

• Relevance to SNE’s mission and vision; and 

• Identification of potential overlap with the Advisory Committee on Public Policy’s 
(ACPP) recent or planned efforts. 

 

Recommendations pertaining to the operation of the Society will not be handled through 
the resolutions process. 
 
The Review Committee shall reply to the primary contact person for the proposed 
resolution by [October 1 in 2005, May 1 in subsequent years] with one of three 
responses: 

1) The proposed resolution has been approved to be posted on the SNE Website, and 
should be posted by [October 15 in 2005, May 31  in subsequent years]; 

2) The proposed resolution meets some of the review criteria, but approval is 
contingent on certain modifications being made by the resolution authors (details 
will be provided); or 

3) The proposed resolution does not meet one or more of the criteria required for 
approval, and therefore will not be posted (details will be provided).   

 
The Issues/Resolutions Review Committee shall consist of: 

• a Chair who is appointed on an annual basis by the Executive Committee of the 
SNE Board of Directors (it will be the Chair’s responsibility to get advice from 
other SNE members as necessary regarding scientific accuracy, if the expertise to 
judge accuracy of a given resolution is not on the committee);  

• the Board liaison to ACPP; and 

• the Chair, Co-Chair, or a designee from each of the SNE Divisions. 

• a review committee member cannot be an author of a resolution s/he is reviewing 
 
The Issues and Resolutions subcommittee may conduct training sessions to communicate 
resolution and position paper procedures; compile, review, and archive Society 
resolutions and position papers; coordinate effective dates/need for updates; and 
determine/recommend topics for position papers/resolutions.   
 

14.6 Procedures for Discussion of proposed Resolutions: 
Process for Electronic Discussion: The Review Committee will inform the primary 
author of a proposed resolution that the resolution will be emailed to members and posted 
on the SNE website for review and comment by the membership.  The SNE membership 
will receive the resolution by email, along with information on how the process for 
commenting, education, and voting on the resolution will take place.  Members will be 
directed through a link to the password-protected members-only bulletin board on the 
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SNE website where members can post comments, provide additional information directly 
or via links to articles and other resources, and have discussion.    

 

For resolutions introduced in 2005, the Review Committee will summarize the electronic 
comments received by January 20 2006.  The authors of the resolution will have the 
opportunity to amend the resolution if they wish in response to the comments. The final 
Proposed Resolution will be posted to the SNE website by February 1 

 

In years after 2005, the Review Committee will summarize the electronic comments 
received up to one week before the annual conference. The summary will be made 
available at the annual conference I/R forum.   

 
Process for education and discussion at the Annual Conference:   
 

1. In 2005, a workshop on the SNE resolutions process will be offered at the Annual 
Conference.  Interested members will receive orientation in the process and 
hands-on practice in how to formulate resolutions.  In 2005, resolutions will be 
due at the SNE office by September 1, as described above. 

 

2. In 2006 and beyond, the Review Committee will inform the Chair of the 
upcoming annual conference if one or more resolutions have been approved to 
move forward into the discussion phase.  A representative of the conference 
committee will work with the author to identify a time slot, during the annual 
conference, when a forum can be held to discuss the proposed resolution. 

 

On the first full day of the annual conference, an opportunity will be provided for 
the primary author of each resolution to present a prepared statement, no longer 
than one page, on the content of the resolution.  Key pro and con points will be 
summarized.  No further discussion will be held at this time. The time of the 
issues and resolutions forum will be announced and publicized.   

 

The issues and resolutions forum should be planned to provide opportunities for 
different perspectives to be heard, when they exist.  If different viewpoints have 
arisen during the comment process on the web forum, the Review Committee will 
be responsible for identifying in advance at least one individual who will present 
viewpoints that differ from those of the author(s).    Notes from the forum shall be 
taken by a 3rd party (not part of the review committee or the resolution submitters) 
and provided to the Chair of the Review Committee.  Following the forum, the 
Chair of the Review Committee will be responsible for ensuring that a summary 
of comments made at the forum is posted on the SNE Website by September 1.   

 

Authors of the Resolution will have the opportunity to amend the Resolution as 
they see fit after the forum.  The final proposed Resolution will be posted on the 
SNE Website by the 1st of October.  Members can post additional comments and 
discussion until the February 1. 
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14.7 Procedures for voting on proposed Resolutions: 
The resolutions ballot will be incorporated with the annual on-line ballot for election of 
SNE officers, Board members, and Division leaders.  A resolution will be approved if at 
least 15% of the members cast ballots and a majority of those voting approve the 
resolution.   

 
      14.8 Communication and Implementation of an Approved Resolution: 

The results of voting on resolutions will be communicated to the SNE membership via 
email (in a separate message or as part of the e-Communicator) in order to reach the 
greatest number of SNE members.  All approved resolutions will be posted in the 
appropriate section of the SNE Website. All resolutions that are adopted will be archived 
in the Society files.   
 

The author(s) of approved resolutions will submit to the Issues and Resolutions 
Subcommittee for review and consideration an outline of actions that includes the initial 
steps and timelines for addressing the resolution.  As appropriate to the resolution, the 
authors’ outline will include, at a minimum, actions required of the SNE Board and 
membership.  In addition, the author’s outline may include other items such as the need 
to create a subcommittee that includes a variety of perspectives to develop the entire 
range of activities necessary for communicating and implementing the resolution. 
 

If the development of a position paper is requested in a resolution, and the resolution is 
adopted, the position paper procedure will then be used.  A call to develop a position 
paper may be initiated through the resolution process, but it is not required.  In addition, a 
resolution may recommend a Society position on an issue, using the resolution format. 
 

Board approval will be required before an approved resolution can be fully adopted if any 
of the following criteria exist: 
1. The resolution obligates/has a fiscal impact of more than $500 in Society expenses. 
2. The Board determines that a burdensome amount of Board or staff time will be 

required to implement the Resolution. 
3. A resolution is passed which conflicts with another resolution or policy currently in 

effect.    
 

Approved, SNE Board, May 13, 2005, amended July 14, 2006 
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Membership Application 
Mail your membership application and payment to SNE, 7150 Winton Drive, Suite 300, Indianapolis, IN 46268 or fax (credit card payments only) to 317-280-8527.  
Please type or print clearly. 

 
_______________________________________________________________________________________________________________________ 
Last    First    MI    Degree/Credential 
 
Please indicate:  � Home Address � Work Address 
 
_______________________________________________________________________________________________________________________ 
Street Address 
 
_______________________________________________________________________________________________________________________ 
City    State    Postal Code    Country 
 
_______________________________________________________________________________________________________________________ 
Daytime Telephone   Fax    Home Telephone     
 
_______________________________________________________________________________________________________________________ 
Organization       E-mail 
 
Education Experience 
 
_______________________________________________________________________________________________________________________ 
Accredited Institution   City   State   Country 
 
_______________________________________________________________________________________________________________________ 
Major     Year of Graduation     Degree 
 
_______________________________________________________________________________________________________________________ 
Membership in Related Organization (Please spell out, do not abbreviate.  Use separate sheet if necessary.) 
 
_______________________________________________________________________________________________________________________ 
Related Experience (Please include years.  Use separate sheet if necessary.)
 
Divisions 
You are eligible to join one division without charge.  Please 
indicate your primary division by marking it with a “P” and 
check any additional divisions.  Please note that additional 
divisions cost $10 each. 
 
___ Communications 
___ Food and Nutrition Extension Education 
___ Higher Education 
___ International Nutrition Education 
___ Nutrition Education with Industry 
___ Nutrition Education for Children 
___ Public Health Nutrition 
___ Social Marketing Networks 
___ Sustainable Food Systems 
___ Weight Realities 

Student Members ONLY 
Please have a faculty member sign your application certifying that you 
are currently registered as a full-time student or actively working on a 
degree. 
_____________________________________ 
Faculty name 
 

_____________________________________ 
Faculty signature 

Payment Information 
Professional Member $170       ____ 
Member   $170       ____ 
Retired Member   $94       ____ 
International Member* $85       ____ 
Student Member  $69       ____ 
Additional Division(s) $10 (each)      ____ 
Foreign Postage  $20       ____ 
 
*Please go to the following website to view the designated 
countries that meet the criteria for this category: 
http://www.worldbank.org/data/countryclass/classgroups.htm 
 

Method of Payment 
All checks/money orders must be in US dollars and payable to 
the Society for Nutrition Education. 
 
�  Check no. _____ enclosed 
�  MasterCard       �  Visa      �  American Express  
 

_____________________________________ 
Card number     exp. date 
 
 

_____________________________________
Signature of card holder



SNE POLICIES & PROCEDURES MANUAL 
APPENDIX B  
 

Revised 4/04 

 
 

SOCIETY FOR NUTRITION EDUCATION 
 
 

CONFLICT OF INTEREST 
 
 

 
 
I hereby declare that: 
 
� As an employee and/or paid consultant, I am not aware of any potential or actual conflict 

between the policies and interests of my employer, organization(s) or client(s) and the 
policies and interests of SNE.  See paragraphs A1, A2, and A3 of “Conflict of Interest Policy 
for Board Members, Volunteers, Staff, JNE Editors, Contractors, and Others Representing 
SNE.” 

 
� I will bring disclose any potential or actual conflict of interest when and if any arise  at the 

beginning of any SNE meeting wherein discussions take place on relevant policy.   
 
� I will submit an amended Conflict of Interest form if my employment status changes during 

the next twelve months. 
 
     ________________________________________________ 

      (signed) 
 
     ________________________________________________ 
      (date) 

 

 

 

06/04 
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Petition for Affiliation with the Society for Nutrition Education 
 
We ______________________________________________________ (type or print clearly the full name of 
organization) apply for affiliation with the Society for Nutrition Education (SNE). We agree to maintain our Bylaws 
and other organizational documents so they are not in conflict with SNE’s Constitution and Bylaws. 

_______________________________ ________________________________________________ 

Signature of Officer                         Date  Print Name and Organizational Title 

_______________________________ ________________________________________________ 

Signature of Officer                         Date  Print Name and Organizational Title 

 
Organization Address: _________________________________________________________________ 

Telephone: _________________________                                      Fax: __________________________ 

Website: __________________________________________________________ 

 
Name of Individual Submitting Application: _______________________________________________ 

Submitter’s Telephone: ________________________________________________________________ 

Submitter’s E-mail Address: ____________________________________________________________ 
 

Year Incorporated: ____________________  Current Number of Members: ___________________ 

Number of Members Who Belong to SNE: _______________________________________________ 
 
Clearly State Organization’s Mission: ____________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 
 
Organization’s Vision: ________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 

___________________________________________________________________________________ 
 

The following documents are attached to this position: 

� A complete list of officers, including titles and contact information. 
� A copy of the organization’s bylaws. 
� A copy of the organization’s articles of incorporation. 
� Minutes and agenda from recent organizational meeting. 
� An up-to-date membership list or membership directory, which clearly indicates individuals belonging 

to SNE.  
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SPONSORSHIP GUIDELINES 

 

SNE looks forward to working with your organization to secure sponsorship arrangements that 
meet both our needs. It is critical that SNE continue to promote its vision, mission and values, 
uphold its independence, maintain objectivity, promote trust and avoid conflicts of interest in all 
relationships. The sponsorship guidelines listed below serve as guiding principles as we enter 
into arrangements with individual, group or organization sponsors. 

1) SNE seeks sponsorship agreements for activities of the Society that mutually serve the 
interests of both the sponsor and SNE. 

2) SNE strives for balance by providing sufficient opportunities for the sharing of different 
opinions and securing sponsorship arrangements with a variety of companies, groups, 
organizations or individuals.  A sponsorship arrangement with an individual sponsor does not 
restrict SNE’s ability to secure additional sponsors for a specific activity.  

3) A sponsorship agreement pertains specifically to the arrangement itself and does not imply 
SNE’s endorsement of the products or services of a specific company, group, organization, or 
individual. 

4) SNE will acknowledge sponsorships with written or oral statements that are consistent with 
these guidelines.  This may include printing the company/organization/individual’s name 
and/or logo on relevant materials and a statement such as “SNE gratefully acknowledges the 
unrestricted underwriting of ____ by the following ____ (organization or other categorical 
description, followed by the name/logo) ____. 

5) Sponsorship agreements may be negotiated to include specific use of SNE’s name or logo. 
SNE retains the right to refuse any sponsorship. 


