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Trans-Cendence International Incorporated 
Corporate Standard Operating Procedures 

 
 

Purpose: The purpose of this document is multi-faceted but ultimately serves to ensure 
that the operations and functions of Trans-Cendence International Inc. and its affiliated 
Chapters maintain integrity to the organizational bylaws and hallmarks of Trans-Cendence 
as it was originally conceived upon founding.  
Trans-Cendence as an organization began with the desire and goal to support, advocate for, 
and educate for the transgender community and the families, friends and allies of the 
transgender community with a holistic understanding and a holistic practice to address the 
needs of all those involved in and with gender-queer paradigms.  

 
The first hallmark of Trans-Cendence International Inc. is the understanding that 

gender is a fluid construct and we intend to meet and address each and every form of 
gender expression to the best of our ability. The second hallmark, based on the first, is that 
all members of a community are called to a level of transformation when a community 
member identifies outside of gender/sex normative standards and in our holistic approach 
we intend to meet the transformation of all members of the community to the best of our 
ability. Lastly, it is only by inclusion and not by exclusion that we develop a healthy and 
balanced life and community, through the sharing of knowledge and the use of appropriate 
boundaries we can assist in strengthening singles, couples, families, and the communities 
to whom they each belong.  

 
This document, in accordance with these hallmarks, while a living document (it is open 

to future amendments), is designed to regulate the organizational operations of Trans-
Cendence International Inc. and its affiliated Chapters in the most comprehensive, but not 
overly burdensome manner. As such, it will address the following areas: 

 
(1) Board of Directors 

(a) Terms and Voting 
(b) Board Meetings 

(i) Board Attendance 
(ii) Reports 

(c) Board Member Removal 
(2) Financial Internal Controls 

(a) Annual Budgets 
(b) Corporate Allocation of Funds 

(i) Check Writing 
(ii) Debit Card Use 

(iii) Spending Limits and Approval 
(c) Fundraising Records and Record Keeping 
(d) Corporation and Chapter Financial Record Keeping 

(i) Tax Requirements  
(3) Chapters 
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(a) Administrative Requirements 
(i) Attendance and Volunteer Records 
(ii) Donation Records 

(iii) Reporting back to the Board of Director 
(b)  Group Meetings 

(i) Intent 
(ii) Structure 

(4) Non-Discrimination Policy 
(5) Conflict Resolution 

(a) Board of Directors 
(b) Chapters 
(c) Individual Group Attendees 

(6) Social Media and other forms of Public Relations Communication 
(a) Inclusive Language Requirements 
(b) Branding Requirements 

(7) Amendments 
 
According to each of these areas, this document along with associated documents will serve 
as a baseline for organization wide procedures. This is to include a number of facets on the 
organizational and chapter level:  the methods in which all things that must be documented 
are appropriately and accurately documented, meeting procedures, and how to address 
conflicts, and carry out changes as they apply to both to this document and the operations 
of the organization in part and/or as a whole.  
 
The comprehensive nature of this document serves not only as a baseline for operations, 
but will as well in the future serve as a document for training purposes and the 
development of further training materials.  
 
While the best effort has been made to ensure that all parts of this document are exactly in 
accordance with the Trans-Cendence International Inc. governing corporate bylaws, no 
parts of this document shall supersede Trans-Cendence International Inc. Bylaws. Should 
there be any discrepancies, all decisions and votes must be made in accordance to Trans-
Cendence International Inc. Bylaws. 
 
(Finally, let me bring the beginning forward and say that each defined operation listed 
below serves to meet the purpose and the hallmarks of the organization. As I proceed, I will 
attempt to attend to the “what,” “why,” and “how” in each area while trying to be the least 
wordy as possible.) 
 
 
 
 
 
1. Board of Directors- according to organizational bylaws Article IV and Article VI: 
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i. Number of Directors: Trans-Cendence International Corporation shall have a 
board of directors consisting of at least 4 and no more than 15 directors.  Within 
these limits, the board may increase or decrease the number of directors serving 
on the board, including for the purpose of staggering the terms of directors. 

ii. Executive Officers: The Board President, Vice President, Secretary, and Treasurer 
serve as the Board of Director’s executive officers and their duties are according to 
the Trans-Cendence International Inc. Bylaws as follows: 

a. President- The board president shall be the chief volunteer officer of the 
corporation. The board president shall lead the board of directors in performing 
its duties and responsibilities, including, if present, presiding at all meetings of 
the board of directors, and shall perform all other duties incident to the office or 
properly required by the board of directors. 

 
b. Vice President- In the absence or disability of the board president, the ranking 

vice-president or vice-president designated by the board of directors shall 
perform the duties of the board president. When so acting, the vice-president 
shall have all the powers of and be subject to all the restrictions upon the board 
president.  The vice-president shall have such other powers and perform such 
other duties prescribed for them by the board of directors or the board 
president.  The vice-president shall normally accede to the office of board 
president upon the completion of the board president’s term of office. 

 
c. Secretary- The secretary shall keep or cause to be kept a book of minutes of all 

meetings and actions of directors and committees of directors.  The minutes of 
each meeting shall state the time and place that it was held and such other 
information as shall be necessary to determine the actions taken and whether the 
meeting was held in accordance with the law and these Bylaws.  The secretary 
shall cause notice to be given of all meetings of directors and committees as 
required by the Bylaws. The secretary shall have such other powers and perform 
such other duties as may be prescribed by the board of directors or the board 
president.  The secretary may appoint, with approval of the board, a director to 
assist in performance of all or part of the duties of the secretary. 

 
d. Treasurer- The treasurer shall be the lead director for oversight of the financial 

condition and affairs of the corporation.  The treasurer shall oversee and keep the 
board informed of the financial condition of the corporation and of audit or 
financial review results.  In conjunction with other directors or officers, the 
treasurer shall oversee budget preparation and shall ensure that appropriate 
financial reports, including an account of major transactions and the financial 
condition of the corporation, are made available to the board of directors on a 
timely basis or as may be required by the board of directors.  The treasurer shall 
perform all duties properly required by the board of directors or the board 
president.  The treasurer may appoint, with approval of the board a qualified 
fiscal agent or member of the staff to assist in performance of all or part of the 
duties of the treasurer.  
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A. Terms and Voting- according to bylaws Article VI: 
 

i. Terms: Each officer shall serve a two-year term of office and may not serve 
more than three (3) consecutive terms of office. Unless unanimously elected by 
the board at the end of his/her three (3) two-year terms or to fill a vacancy in 
an officer position, each board officer’s term of office shall begin upon the 
adjournment of the board meeting at which elected and shall end upon the 
adjournment of the board meeting during which a successor is elected. Director 
terms shall be staggered so that approximately half the number of directors will 
end their terms in any given year. 

i. Voting- All Board of Directors to include Executive Officers must be elected by a 
simple majority vote. (It is not specified in the bylaws if only a quorum or a full 
board is required to elect directors. Do we need to change this?) 

 
B. Board Meetings- According to Article IV of Bylaws 

a. Conduct- All Board Meetings Shall be conducted according to Robert’s 
Rules of Order 
(http://uni.edu/recreation/sites/default/files/documents/roberts_rules.
pdf) 

b. Regular Meetings- shall, at least, be held quarterly (4 times a year). . Board 
meetings shall be held upon four (4) days notice by first-class mail, 
electronic mail, or facsimile transmission or forty-eight (48) hours notice 
delivered personally or by telephone.  If sent by mail, facsimile 
transmission, or electronic mail, the notice shall be deemed to be delivered 
upon its deposit in the mail or transmission system.  Notice of meetings 
shall specify the place, day, and hour of meeting.  The purpose of the 
meeting need not be specified. 

c. Special meetings- of the board may be called by the president, vice 
president, secretary, treasurer, or any two (2) other directors of the board 
of directors.  A special meeting must be preceded by at least 2 days notice 
to each director of the date, time, and place, but not the purpose, of the 
meeting.  

i. Waiver of Notice.  Any director may waive notice of any meeting, in 
accordance with Texas law. 

d. Attendance- it is expected that Board Directors will attend all Board 
meetings. Two or more unexcused absences from Regular Meetings, 
granted by Board President except when the President is unavailable then 
by the Vice President, is ground for removal by a two-thirds vote of the 
Board of Directors.  

e. Agenda- shall be composed by the Board Secretary, unless otherwise 
specified. Ideally, the agenda will be distributed the night before the 
meeting on the following day. This is to ensure proper time for 
preparation for Board Directors and efficiency of meetings. Further to that 
point, ideally each Director should bring a copy of the agenda to the 
meeting.  

http://uni.edu/recreation/sites/default/files/documents/roberts_rules.pdf
http://uni.edu/recreation/sites/default/files/documents/roberts_rules.pdf
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i. The agenda, shall be comprised of, at least, director reports, 
committee reports, Chapter reports, new and old business.  

f. Reports- shall be delivered or presented in print for each director by each 
of the Executive Directors, Committees, and Chapters.  Additionally, 
anyone conducting business on the behalf of Trans-Cendence 
International Inc. shall provide a written or verbal report to the Board of 
Directors. This is to ensure that all business conducted on behalf of Trans-
Cendence International Inc. is according to the Bylaws and inline with the 
hallmarks stated above.  

g. Removal from Meeting: The Board of Directors reserves the right to 
remove any Board meeting attendee at the Presidents discretion and upon 
a simple majority vote. 

i. Should an unresolved conflict arise in this instance, the 
complainant can pursue the Conflict Resolution process, detailed in 
Section 6 of this document: Trans-Cendence International Inc. 
Corporate Standard Operating Procedures. 

h. Executive Sessions- is called at the discretion of the President and/or 
Secretary as a measure of confidentiality in order to discuss sensitive 
topics such as personnel, Directors performance, finances, and so on. 

C. Board Member Removal- requires a two-thirds vote by the Board of Directors. 
Removal is considered on the grounds of missing two or more meetings without 
an excuse approved by the President, and/or any reason deemed fitting by the 
Board President. 

 
3. Internal and Financial Controls 

a. Mail, Invoices, and statements-  
i. Mail- all mail may be opened by the receiver, but it must be turned 

over to the secretary for record keeping purposes. The secretary will 
provide the appropriate mail to the appropriate director. Ex. All bank 
statements should be submitted to the Treasurer. 

ii. Invoices-  
1. Ensure that the amounts listed add up to the invoiced amount. 
2. If the invoice regards a not already approved amount, is not set 

up for autopay, and is an otherwise irregular expense. Submit 
to Secretary for record and Treasurer for further investigation. 
Ex. Wix invoices are anticipated and do not require a vote or 
further investigation and approval of accuracy, unless they 
exceed the anticipated cost, thus they will only need to be 
submitted to the secretary for record. 

3. For regular and irregular expenses- Any expense over $50 
requires Board of Director’s approval by a simple majority.  

4. To pay invoice see following section on “Debit card use and 
Check writing.”  

iii. Statements- all statements shall be submitted to Secretary for record 
keeping purposes. 
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1. Secretary will check the statement for accuracy, and then 
submit the statement to the Treasurer for reconciliation. 

b. Debit Card Use and Check writing- 
i. Debit card use- all debit card use is to be preapproved by a simple 

majority of the directors.  
1.  In the instance of an emergency, one (1) purchase under $50 is 

permitted per month. It must be reported to the Treasurer 
immediately and presented as a report at the next following 
Director meeting. 

ii.  Check Writing- 
1. Upon receiving an invoice, treasurer approval and completing 

the necessary vote, the actual allocation of funds by check are 
as follows: 

a.  The Treasurer will prepare the numbered check 
according to the invoice. 

b. The secretary should validate the check. 
c. The check is to be signed by two (2) of the authorized 

signers. 
d. The secretary is to give the check duplicate to the 

treasurer and mail the check to the invoicing party. 
c. Deposits- 

i. All deposits at this point shall be donations and will need to follow the 
record keeping procedures listed below. In all other instances the 
deposit needs to be recorded as the Treasurer defines. 

ii. Checks- upon receipt and record, checks are to be signed by the 
President for deposit. 

iii. Cash- upon receipt and record, cash is to be listed as such on the 
deposit form. 

iv. A deposit slip, whether used or not in the automated machine will be 
prepared by the Treasurer. 

v. The deposit slip is to be validated by the Secretary for accuracy. 
vi. Deposits are to be made monthly, when necessary, by one (1) of three 

Executive officers: President, Vice President, and/or Secretary, and/or 
by one (1) of the four designated signers on the account. 

vii. Upon receipt of deposit it should be provided to the Secretary for 
record and the Treasurer for reconciliation purposes. 

d. Expenses- 
i. Expenses shall primarily be defined by the annual budget. 

ii. All other expenses shall be pre-approved by a simple majority of 
Directors. 

e. Annual Budgets- 
i. Annual budgets are to be drawn up in November before the following 

fiscal year (1/1-12/1).  
ii. -must be approved by a simple majority of directors. 

iii. -should consider the expenses of the prior fiscal year. 
iv. -should consider the fundraising of the previous year. 
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f. Donations- 
i. Fundraising Events and Meetings- 

1. Every meeting and Fundraising Event will have a record sheet 
for donations, where all donations are to be recorded with date 
and name or anonymous. 

2. If donations are made anonymously, then it is recorded as such 
with a date. 

3. If donations are made by name, then the name is recorded. If 
requested a receipt must be provided. 

ii. Records- 
1. Ledger- a master ledger will be kept of all funds, both debits 

and credits. 
2. Donation Ledgers- 

a. The Treasurer will keep a ledger that is a record of only 
donations. 

b. Additionally, an individual ledger will be kept for each 
name donating. This is for annual statements for tax 
purposes. 

iii. Deposit Reconciliation- Monthly Deposits are to be reconciled with 
the Master ledger and the donations ledger. 

g. Taxes 
i. The Fiscal Year is between January 1 and December 31. 

ii. Annual Statements- Each Year in the months of January and February 
statements will be sent to each name according to their donation 
ledger.  

1. Statements will list the total amount donated for the fiscal 
year. 

iii. Both the Master Ledger and the Donation Ledger will be used to fill 
out and submit IRS Form 990 by mail or Form 990-EZ electronically. 

4. Chapters (Separate SOPs will be developed to meet the full breadth of requirements 
here.) 

a. Structure- 
i. Chair- Each Chapter will have a Chair or responsible leader. It is their 

responsibility to ensure that the chapter is adhering to the purpose, 
mission, vision, and hallmarks of Trans-Cendence International Inc. 
Additionally the Chair is responsible for supplying all records to the 
Trans-Cendence International Inc. Board of Directors. 

ii. Chapter Committee(s)- Should the Chair choose they can establish a 
Chapter Committee(s) to facilitate programing, fundraising, and so on. 
The Chapter Chair is responsible for reporting all activities back to the 
Trans-Cendence International Inc. Board of Directors. 

iii. Funds- All funds raised by the Chapter belong to the Chapter, unless 
such a time should arise that the Board of Director institutes Chapter 
dues.  

1. All Funds received and spent should be recorded according to 
the Record keeping procedures listed below. 
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iv. Attendance and Volunteer Records- A record shall be kept of 
attendance at every meeting. As well, a record of volunteer hours by 
the Chapter Chair and Committee members shall be kept whenever 
applicable. This is for future fundraising and grant purposes. As well 
as to monitor growth or decline. 

1. These records will be submitted to Trans-Cendence 
International Inc. Board of Directors quarterly. 

b. Fiscal Internal Controls 
i. A Master Ledger will be kept of all debits and credits. 

ii. A Donation Ledger will be kept of all donations. 
iii. A Ledger will be kept according to each name donated. 
iv. Each Ledger will be provided to the Trans-Cendence International Inc. 

Board of Directors quarterly.  
c. Group Meetings- In addition to the requirements listed above, each Chapter 

is expected to adhere to the following. 
i. Intent- Group meetings are primarily a source of support for the 

transgender, gender non-conforming, significant others, friends, 
families, and allies (SOFFAs). As such, in conjunction with the mission, 
vision, purpose, and the hallmarks listed above, each of the Group 
Meeting are to function as a support Group according to the structure 
listed below. Further the intent of providing support is to assist in 
developing healthy communities and balanced Healthy lives for 
individuals. 

ii. Structure 
1. One (1) meeting a month: 

a. Part 1: Each meeting will begin with a 30-45 minute 
guest speaker or general topic for group wide 
participatory discussion and/or exercise. 

b. Part 2: SOFFAS and transgender/gender non-
conforming groups will split into their respective 
groups to continue the discussion and/or to address 
other individual issues. 

i. A leader will be designated to lead each group. 
ii. Should anyone from the respective groups 

choose to join the other group, it must be with 
the permission of the group leader. 

2. One (1) meeting a month: 
a. Part 1: The initial 15-30 minutes will serve as time for 

group wide discussion. 
b. Part 2: SOFFAS and transgender/gender non-

conforming groups will split into their respective 
groups to continue the discussion and/or to address 
other individual issues. 

i. A leader will be designated to lead each group. 



 

  Trans-Cendence International Inc. 2016 

9 

ii. Should anyone from the respective groups 
choose to join the other group, it must be with 
the permission of the group leader. 

3. Statement of Inclusion: Trans-Cendence International Inc. 
values people of all cultures, nationalities, ethnicities, races, 
and religions, with regard to characteristics such as sex, 
gender, sexual identities, social class, age, and differing 
abilities. We are committed to promoting a diverse and just 
environment, in which language and practices support the 
achievement of inclusion. Trans-Cendence International Inc. 
seeks to remove all barriers to the maintenance and 
aspirations of its Mission Statement and Non-Discrimination 
Statement. 

a. Principle of Inclusion- All activities are to be conducted 
on the basic principle of inclusion. The principle of 
inclusion ensures that all members of the group are to 
be included and engaged within each facet of the 
meeting. 

b. Activities that single a person or a group of people out 
either in what is deemed a positive or, a negative 
manner is to be avoided. 

5. Non-Discrimination Policy: According to the above stated principle of inclusion, 
the hallmarks of Trans-Cendence International Inc., our mission, our vision, and our 
purpose, no volunteer, group attendee, and employee shall face unlawful discrimination 

on the basis of race, color, national origin, ancestry, sex, sexual orientation, gender 

identity or expression, religion, age, pregnancy, disability, work-related injury, covered 

veteran status, political ideology, genetic information, marital status, or any other factor 

that the law protects from discrimination.  
 

6. Conflict Resolution: 
 

a. In extreme instances, in which a conflict cannot be resolved through person-
to-person communication the conflict shall be addressed by submitting a 
Conflict Resolution Form to the Board of Directors by the complainant within 
30 days of the complaint. 

b. Conflicts are to be resolved within 30 days of the next Board of director’s 
meeting after the incident. 

i. During this time, the person(s) addressed in the conflict will be 
contacted, read the narrative from the Conflict Resolution Form and 
given a Conflict Response Form. 

ii. The mediators, indicated below will resolve or come to a decision 
within 30 days of the Director’s meeting that the complaint is heard. 

c. Mediators- 
i. Board Members: Submitted conflicts resolution forms regarding 

board directors shall be resolved in an Executive Session. 



 

  Trans-Cendence International Inc. 2016 

10 

1. If it includes Executive officers, then the 1-3 substitutes will be 
chosen from other directors at the discretion of the remaining 
Executive Officers. 

2. It is strongly advised that substitutes are selected from those 
directors not directly impacted by the decision.  

ii. Chapters- Submitted conflicts resolution forms regarding Chapter 
Chair’s shall be resolved by the Trans-Cendence International Inc. 
Board of Directors. 

iii. Group Attendees- The Trans-Cendence International Inc. Board of 
Directors shall resolve all submitted conflict resolution forms 
regarding group attendees. 

1. The leader of the group should be consulted for context. 
2. Chapters shall carry out their own conflict resolution according 

to the above standards along with the advice of Board of 
Directors of Trans-Cendence International Inc. 

7. Public Relations and Social Media- 
a. All Trans-Cendence International Inc. public relations and social media shall 

be the responsibility of the designated Director under the advice of the Board 
of Directors. 

b. Chapters’ public relations and social media shall be under the direction of the 
Chapter Chair. 

i. All Chapter PR and social media is to be inline with the Brand 
established by Trans-Cendence International Inc. corporate 
standards. 

c. Branding Requirements- All Branding Requirements are to be established by 
Trans-Cendence International Inc. Board of Directors. 

d. Inclusive Language- Trans-Cendence International Inc. promotes inclusive 
language. This includes such matters as language about humanity, cultures, 
nationalities, ethnicities, races, and religions, with regard to characteristics 
such as sex, gender, sexual identities, social class, age, and differing abilities. 
We are committed to promoting a diverse and just environment for all, in 
which language and practices encourage inclusion.  

8. Amendments- Any and all amendments to this document, Trans-Cendence 
International Inc. Corporate Standard Operating Procedures, must be approved by a 
two-thirds vote of the Trans-Cendence International Inc. Board of Directors and 
may be done so at any regular or special meeting. 

 


