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Policies and Procedures (P&Ps) for INFORMS Communities Template

Why Create P&P?

INFORMS supports the use of P&Ps to promote good governance and efficient operations. As stated in the preface to INFORMS' own P&P:

“The INFORMS Board believes in and advocates the use of published policies and procedures to promote good business practice and efficient operation of the Institute.”

Documented policies and procedures help communities:
· Maintain consistency and continuity during leadership changes or unexpected events.
· Clarify roles, responsibilities, and expectations.
· Reduce disruptions and improve accountability.
· INFORMS supports the use of P&P to promote good governance and efficient operations.

Definitions
· Policy: A formal, concise statement of principles or positions. It answers what and why.
· Procedure: A detailed, practical guide for carrying out tasks. It answers how and when.

Recommendation

Communities are encouraged to create their own P&P documents to support operations and leadership transitions. These documents are optional but can be highly beneficial.

Possible Topics to Include

· Timeline: Key annual milestones (e.g., officer nominations, elections).
· Awards: Submission process, selection criteria, committee roles, and recipient recognition.
· Events: Regular events (e.g., receptions), logistics, ticketing, and pricing.
· External Conferences/Sponsorships: Affiliations, responsibilities, and stakeholders.
· Journal Activities: INFORMS and external Journal affiliations, responsibilities, and points of contact.
· INFORMS Annual Meeting: Activities, cluster organization, business meetings, and planning.
· Elections: Processes not covered in bylaws.
· Leadership Transition: Onboarding, access to historical materials, and account credential handover (e.g., social media, email, etc.).


FAQs for Community Policies and Procedures
Is this required?
· No. Creating policies and procedures (P&P) is optional, but it can help your community operate more smoothly and consistently.
Who should have access?
· Your leadership team should have access. It’s also helpful to share access with INFORMS staff in case of transitions or emergencies.
Do we need to include everything listed?
· Not at all. Include only what’s relevant and useful for your community.
Can we add other items?
· Yes! Feel free to include anything that supports your community’s operations and goals.
What’s the difference between bylaws and P&P?
· Think of bylaws as the structure of a house, stable and harder to change. P&P are like the furnishings, flexible and easier to update as your community evolves.
Who is responsible for maintaining the P&P document?
· Assign a specific role (e.g., Secretary or Chair-Elect) to keep the document updated and ensure continuity.
How often should we review or update our P&P?
· Ideally, review it annually, especially during leadership transitions or strategic planning.
Can we reference our bylaws in the P&P?
· Yes, linking/referencing bylaws can help clarify how formal governance intersects with day-to-day operations.
What if our P&P conflicts with INFORMS policies?
· INFORMS policies take precedence. If unsure, consult INFORMS staff for guidance.
Should we include financial procedures?
· If your community manages funds (e.g., for events or awards), it’s helpful to outline budgeting, reimbursements, and approval processes.
Can we use templates from other communities?
· Absolutely. Reviewing examples from other INFORMS communities can be a great starting point. The Transportation Science and Logistics Society already has P&Ps.
What format should we use?
· Use a format that’s easy to edit and share, such as a Word or Google. Avoid locking it in a PDF unless it’s a finalized version intended for public posting. It’s perfectly fine to create and distribute a PDF for visibility, but your future self (or your successors) will appreciate having an editable version for updates down the road.
Where should we store our P&P?
· Anywhere that is easily accessible and editable, such as a shared document or cloud-based folder.
Whom do we contact if we have questions?
· Sections & Societies: Beth West at bwest@informs.org
· Chapters & Forums: Chelsea Teimoori at cteimoori@informs.org
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