
OPERATIONAL	GUIDELINES	
OF	

CINCINNATI	MUNICIPAL	EMPLOYEES	RETIREMENT	ASSOCIATION	

The purpose of this document is to provide opera3onal guidance. 

1.	ORGANIZATION  

See By-Laws. 

2.	MEMBERSHIP	AND	DUES 

 Ac$ve Member: 

 See By-Laws. 

 Associate Member: 

 See By-Laws. 

 Membership Mee$ngs: 
  
 See By-Laws 

 Membership Dues: 
• Dues may be paid for mul3ple years. 
• Dues paid at, or a@er the October Membership Mee3ng shall cover the remaining part 

of the current year and the following year. 
• Dues paid, and accepted shall en3tle full privileges of ac3ve membership. 
• Dues paid with a check that is returned from a financial ins3tu3on as having insufficient 

funds, shall immediately forfeit ac3ve membership. 
• A CMERA membership card shall be issued upon payment of dues. 

3.	OFFICERS	AND	THEIR	DUTIES	

 President: 
• Shall call, set the 3me and place, and prepare the agenda for Execu3ve CommiKee, 

Governing Board and Membership Mee3ngs. 
• Shall represent CMERA in all public and official maKers. 
• Shall present Policy CommiKee recommenda3ons to the Governing Board. 
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• Shall be responsible for renewal of the corpora3on’s Cer3ficate of Con3nued Existence 
with the State of Ohio every five (5) years star3ng in 2010. 

• Shall provide an annual report summarizing CMERA’s accomplishments,  
• major ac3vi3es and financial status. 
• Shall obtain all records from his/her predecessor, maintain a copy of all new documents 

he/she receives or creates, and pass all of these records on to his/her successor. 
• Shall aKend all Execu3ve CommiKee, Governing Board and Membership Mee3ngs. 
• Shall no3fy a member of the Execu3ve CommiKee if circumstances prevent aKendance.  

 Vice President: 
• Shall aKend all Execu3ve CommiKee, Governing Board and Membership Mee3ngs. 
• Shall no3fy a member of the Execu3ve CommiKee if circumstances prevent aKendance. 
• Shall aKend the regular mee3ngs and CommiKee mee3ngs of the Re3rement System of 

the City of Cincinna3 Board of Trustees, and advise the President or the Execu3ve 
CommiKee of any concerns, as well as any recommenda3ons. 

 Treasurer: 
• Shall be a member of the Finance CommiKee. 
• Shall report the financial status of CMERA at all Execu3ve CommiKee, Governing Board 

and Membership Mee3ngs. 
• Shall present an annual budget proposal by November 1st of each year for the Execu3ve 

CommiKee’s review and approval. 
• Shall be responsible for reserving a loca3on, providing refreshments and  coordina3ng 

suppor3ng tasks for Membership Mee3ngs. 
• Shall assume the responsibili3es of the Presidency in the absence of the President and 

Vice President. 
• Shall review the amount of bonding coverage annually. 
• Shall obtain all records from his/her predecessor, maintain a copy of all new documents 

he/she receives or creates, and pass all of these records on to his/her successor. 
• Shall aKend all Execu3ve CommiKee, Governing Board and Membership Mee3ngs. 
• Shall no3fy a member of the Execu3ve CommiKee if circumstances prevent aKendance.   
• Shall receive and deposit all dues and contribu3ons and make payment of all bills in a 

3mely manner.  
• Shall insure that CMERA’s tax exempt status is maintained. 

 Secretary: 
• Shall be a member of the Communica3ons CommiKee. 
• Shall assume the responsibili3es of the Presidency in the absence of the President, 
• Vice President and Treasurer. 
• Shall maintain a term limita3ons chart for all Officers and Directors. 
• Shall maintain a commiKee assignment chart, including names, chairperson and star3ng 

date of all commiKee members. 
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• Shall obtain all records from his/her predecessor, maintain a copy of all new documents 
he/she receives or creates, and pass all of these records on to his/her successor. 

• Shall aKend all Execu3ve CommiKee, Governing Board and Membership Mee3ngs. 
• Shall no3fy a member of the Execu3ve CommiKee if circumstances prevent aKendance. 
• Shall maintain documents for historical purposes, including the President’s annual 

report, commiKees’ annual reports, newsleKers, mee3ng minutes and audio files, 
directory of the Governing Board with term dates, directory of commiKee members with 
term dates, financial records and other important correspondence. 

 Immediate Past President: 
• Shall serve as the parliamentarian at all mee3ngs. 

Sergeant at Arms: 
• Shall be involved in Administra3ve func3ons as assigned by the President. 

4.TERMS	AND	LIMITATIONS 

 See By-Laws. 

5.BONDING	AND	AUDITING 

 Coverage for each bonded posi3on shall be a minimum of $5,000. 

6.	EXECUTIVE	COMMITTEE 

• Shall be required to have at least three (3) Execu3ve CommiKee members present at any 
mee3ng to conduct official business. 

• Shall be required to have at least three (3) Execu3ve CommiKee members par3cipate 
and vote, to conduct official business via e-mail and/or telephone, when the President 
determines that the business jus3fies prompt considera3on and resolu3on, for which a 
3mely mee3ng is not prac3cal. See Appendix A for E-Mail/Telephone Procedure. 

• Shall approve the agenda for all Membership Mee3ngs. 
• Shall review and approve/disapprove the annual budget proposal submiKed by the 

Treasurer. 
• Shall review the recommenda3ons of all CommiKees. 
• May remove Directors from office by a simple majority vote for three (3) consecu3ve 

absences from Governing Board mee3ngs or for inappropriate conduct. 

7.	DIRECTORS	

• Shall aKend and par3cipate in all Governing Board and Membership Mee3ngs. 
• Shall no3fy a member of the Governing Board if circumstances prevent aKendance. 
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8.	ASSOCIATE	DIRECTORS 

 See By-Laws. 

9.	GOVERNING	BOARD 

• Shall be required to have at least one half (1/2) plus one (1) of the filled Board posi3ons 
present at any mee3ng to conduct official business 

• Shall be required to have at least one half (1/2) plus one (1) of the filled Board posi3ons 
par3cipate and vote, to conduct official business via e-mail and/or telephone, when the 
President determines that the business jus3fies prompt considera3on and resolu3on, for 
which a 3mely mee3ng is not prac3cal. See Appendix A for E-mail/Telephone Procedure.   

• Shall hold mee3ngs not less than two (2) 3mes a year, with such mee3ngs generally 
being held one (1) month prior to the required Membership Mee3ngs. 

• Shall review for approval/disapproval by majority vote the Nomina3ng CommiKee’s 
recommenda3ons for candidates. 

• Shall review for approval/disapproval by majority vote CMERA’s annual dues based on 
the Financial CommiKee’s recommenda3on.           

• Shall review for approval/disapproval the Policy CommiKee’s recommenda3ons for 
changes or amendments to the Cons3tu3on, By-Laws or Opera3onal Guidelines. Any 
changes require an affirma3ve vote of at least ten (10) members of the Governing 
Board.  

10.	COMMITTEES 

Standing CommiKees and their responsibili3es shall be: 
   
 Nomina$ng Commi@ee: 

• To seek candidates from Ac3ve Members to fill any current or pending Execu3ve 
CommiKee or Director vacancies, using CMERA’s communica3on resources. 

• To document the candidates’ qualifica3ons for the office or posi3on. 
• To present the names of all candidates for scheduled elec3ons to the Governing Board 

no later than July 15th. 
• To prepare the elec3on ballot and include it in the Fall newsleKer with instruc3ons to 

mail the ballot so it is received by the day prior to that October Membership Mee3ng, or 
to return the ballot on the day of and prior to the mee3ng. 

• To count all ballots expedi3ously and announce the results at that mee3ng. 
• To retain all returned ballots un3l the next elec3on. 
• To prepare a summary report of the elec3on results and present it to the Governing 

Board. 
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 Policy Commi@ee: 
• To develop and/or review all policy posi3ons rela3ng to the Cons3tu3on, By-Laws, and 

Opera3onal Guidelines in collabora3on with other CommiKees, and to present such to 
the President or Execu3ve CommiKee. 

• To maintain a library of CMERA’s policies. 
• To insure that CMERA’s purposes, policies, and ac3vi3es are consistent with the 

Cons3tu3on, By-Laws, and Opera3onal Guidelines. 
• To convene no less than once every five (5) years, beginning in 2017, for the purpose of 

reviewing and developing recommenda3ons pertaining to the Cons3tu3on, By-Laws, 
and Opera3onal Guidelines. 

 Membership Commi@ee: 
• To communicate with all new re3rees, whenever possible, regarding CMERA.   
• To develop crea3ve and cost effec3ve ways to encourage Associate Members to become 

Ac3ve Members of CMERA. 
• To no3fy Ac3ve Members that CMERA membership will expire if their annual dues are 

not paid. 
• To maintain a master electronic spreadsheet of all current re3rees and beneficiaries. 
• To promote on going membership at general mee3ngs. 
• To establish and maintain contact as appropriate with other organiza3ons that support 

similar objec3ves to CMERA (e.g. Unions, CODE, AARP). 

 Finance Commi@ee: 
• To work with the Treasurer in the prepara3on of the one-year, projected budget. 
• To recommend to the President no later than January 15th of each year, any changes in 

procedures, expenditures or prac3ces to maximize cost effec3ve spending. 
• To review the status of membership dues every two years star3ng in 2017 and make 

recommenda3ons to the President or the Execu3ve CommiKee regarding any changes 
that may be required. 

• To prepare a per member cost breakdown for each budget line item. 
• To insure that an annual audit is conducted by members other than those serving on the 

Execu3ve CommiKee, and that the results are reported to the Governing Board. 

 Communica$ons Commi@ee: 

• To develop and recommend to the President or the Execu3ve CommiKee cost effec3ve 
means to communicate annually with CMERA Membership. 

• To establish and maintain a CMERA web page and a CMERA e-mail message service 
(CMERA-QT). 
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• To recommend to the President a “Web-Master” to be responsible for maintaining the 
web page. 

• To maintain CMERA’s domain name. 
• To seek the most cost effec3ve prin3ng and mailing process. 
• To work with the President regarding composing, edi3ng and mailing of any newsleKer 

or other communica3ons to the Membership. 
• To issue newsleKers not less than two (2) 3mes a year with such publica3ons generally 

being mailed approximately three (3) weeks prior to the required Membership 
Mee3ngs. 

• To recommend to the Execu3ve CommiKee, for each newsleKer to be issued, whether it 
shall be sent to all Ac3ve and Associate Members, to Ac3ve Members only, or to some 
other recommended distribu3on list. To develop a budget and recommend to the 
President or the Execu3ve CommiKee social ac3vi3es to promote the well-being and 
camaraderie of the Membership. 

• To make recommenda3ons pertaining to U. S. Postal Services to maximize the cost 
effec3veness of all CMERA communica3ons. 

 Awards Commi@ee: 
• To create as appropriate, and recommend to the President or the Execu3ve CommiKee, 

the establishment of Awards recognizing efforts furthering the purpose of CMERA. 
• To develop the guidelines for each Award, such as criteria for nomina3ons, and the 

selec3on process. 
• To prepare as appropriate, Award Announcements with per3nent criteria and arrange 

for their communica3on to the Membership to solicit nomina3ons. 
• To receive and evaluate nomina3ons and present Award recommenda3ons to the 

Execu3ve CommiKee for approval. 
• To make arrangements for the Awards and presenta3ons. 
• To annually review the process for each Award. 
• To maintain the annual Norb Miller Award, established in 2005. 

11.	ELECTIONS			

 See By-Laws. 

12.	AMENDMENTS	

 See By-Laws. 
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13.	REIMBURSEMENTS 

• Necessary expenses incurred by Officers, Directors and others for CMERA-related 
services must be pre-approved by the President or Vice-President. Reimbursements shall 
be paid for pre-approved expenses, by submijng a receipt to the Treasurer for 
payment.           

• Reimbursements shall not be for single expenses of less than $5.00. 

14.	SPECIAL	MEETINGS	

 See By-Laws. 

15.	OPERATIONAL	GUIDELINES	

 See By- Laws. 

16.	INDEMNIFICATION	

 See By-Laws. 

17.	CONFLICT	OF	INTEREST	POLICY	

 See By-Laws. 

18.	DISSOLUTION	

 See By- Laws. 
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APPENDIX	A	

EXECUTIVE	COMMITTEE	E-MAIL/TELEPHONE	PROCEDURE	
The President may, whenever he/she determines it necessary or expedient, conduct official 
Execu3ve CommiKee business via telephone or email instead of in a mee3ng of the CommiKee.  
In such a case, the following shall apply: 

• When the e-mail/telephone vo3ng process is used, the President shall transmit the 
issue/ques3on to all Execu3ve CommiKee members. 

• The President shall instruct Execu3ve CommiKee members to respond with their 
comments by e-mail “Reply All”, or by telephone, within a specified period of 3me. 

• When the President determines the issue/ques3on is ready for a vote, he/she shall 
instruct the Execu3ve CommiKee members to respond with their votes by e-mail “Reply 
All”, or by telephone, within a specified period of 3me. 

• The President shall send a tally of how each member voted to all Execu3ve CommiKee 
members indic3ng the results. 

• The results of the vote shall be reported at the next Execu3ve CommiKee Mee3ng and 
entered into the minutes. 

GOVERNING	BOARD	E-MAIL/TELEPHONE	PROCEDURE 
The President may, whenever he/she determines it necessary or expedient, conduct official 
Governing Board business via telephone or email instead of in a mee3ng of the Board.  In such a 
case, the following shall apply: 

• When the e-mail/telephone vo3ng process is used, the President shall transmit the 
issue/ques3on to all Governing Board members and Associate Directors. 

• The President shall instruct the Governing Board members and Associate Directors to 
respond with their comments by e-mail “Reply All”, or by telephone, within a specified 
period of 3me. 

• When the President determines the issue/ques3on is ready for a vote, he/she shall 
instruct the Governing Board members to respond with their votes by e-mail “Reply All”, 
or by telephone, within a specified period of 3me. Associate Directors shall not vote. The 
President shall send a tally of how each member voted to all Governing Board members 
and Associate Directors indic3ng the results.  

• The results of the vote shall be reported at the next Governing Board Mee3ng and 
entered into the minutes. 

Revised/Approved by the Governing Board on the 17th day of April, 2020.
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