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Policies 
Version 2026/March/19 

 
What are policies? 

 
JALT has four levels of rules. The highest level of rules consists of those in our constitution, which 
define JALT and how we do the “big” things, in general. These can only be changed by a vote of 
the entire membership and after approval by the Tokyo Metropolitan Government. 

Our Bylaws comprise the second level of rules. These further define the rules in the constitution 
and state particulars about how we do things. These can only be changed by a vote of the entire 
membership. 

 
We call the third level of rules “Standing Rules.” These further define the rules in the Constitution 
and Bylaws and help us know what to do in day-to-day operations. These are created, amended, 
and repealed through motions approved by the Executive Board. 

 
The lowest rules are usually called policies. These are set by an officer or group of officers and 
communicated to members in reports, through the TLT, in minutes of meetings, or verbally. These 
policies concern “how we usually do things” in JALT. Since JALT’s beginnings in 1977, many 
policies have been made, many have been changed, and many have been discarded. This 
handbook results from an attempt to find the sources of those policies for which there is written 
documentation. 

Many other policies exist. Among these are those policies set for publications by the Publications 
Board, those set for Sponsors by the Business Manager, those set for day-to-day operation of the 
JALT Central Office set by the Vice President or Office Manager, and those set by individual 
chapters and SIGs for their own operation. Many, if not most, of these other policies have never 
been written down. These will be documented, evaluated, and included in this manual at a future 
date. 

 
If you know of other JALT policies that are not included in this handbook, please inform me about 
them – even if you don’t know the source (JALT Auditor). 



2  

All Current JALT Policies 

Chapters and SIGs 

Budget due date 2011-61 
The due date for Chapter and SIG budgets is April 10, which is the beginning of the fiscal year. 

Constitutions: Goals 2005-44 
Chapters and SIGs must review their constitutions and submit them for approval by the Executive 
Board. There are three goals: 

1. The constitutions don’t contain articles that contradict NPO-JALT’s Constitution and 
Bylaws. 

2. Both English and Japanese versions exist and are up-to-date. 
3. JCO and the Director of Records have copies for archiving. 

Contacting Sponsors 2016-23 
Chapters and SIGs should contact the Business Manager if they need help in contacting all the 
Sponsors. Please do not contact JCO. For more information, see Working with JALT Sponsor 

CRL/SRL election reports 2016-04 
CRL and SRL elections should be reported in the JENL following the election. 

Donations within JALT 2000-17 
Organizations in JALT can donate any portion of their currently held funds to another sector of 
JALT. (Checked by DoT) 

Donations: Receipts required 2006-12 
Donations written out to individuals are not acceptable expenses unless they are scholarships that 
have accompanying documentation of expenses. If a donation is made to another organization, it 
is necessary to have a registered receipt of the sponsoring organization with their inkan on it. 
Donations to other groups in JALT or other organizations recorded in the passbook do not require 
a receipt since the organization name is in the bank record. A regular stationary receipt (i.e., 
kokuyo receipt) filled out by the chapter or SIG is not acceptable for documentation of donations. 
(Checked by DoT) 

Financial report changes 2006-14 
Chapter and SIG Presidents should not adjust financial records without consulting the treasurer. 
The monthly reports file should be submitted by the treasurer unless the treasurer has requested 
the President to alter the file and has agreed to the changes before it was submitted. Treasurers 
are directly responsible for the monthly reports they sign and it is necessary for the President to 
send the reports back to the treasurer to sign if changes are made. Exceptions to this case are 
when the treasurer has resigned or is sick and has informed JCO that the President or Coordinator 
will be filling out the report instead. 

Financial reporting 2001-09 
Chapters and SIGs must report all bank and postal accounts and PayPal balances. 

A bank card must be provided to JCO for any account in addition to the regular bank account. 
Unless a reason in writing has been provided, a maximum of 50,000 yen can be held as cash on 
hand. Financial reports must be submitted every month. In the absence of a report from any 
Chapter/SIG for 3 consecutive months, all money will be held in escrow at National. 
The Monthly Accounting Statement (MAS) and supporting documentation is due on the 10th of the 
following month, except for the March MAS which is due on April 15th. 

Financial reports: Subscription sales 2005-07 
On monthly accounting statements (MAS), all subscription sales must be for subscriptions only. 
People that join SIGs as subscribers only are not registered SIG members, they are SIG 
subscribers. They receive the newsletters and can, if the SIG agrees, access the group email list. If 
chapters or SIGs enter sales in the subscriptions column, they must enter the subscription 
definition in the explanation column. Chapters that have subscription sales without explanations 
might be asked to provide copies of the subscription they sold. Therefore, all groups should keep 
copies of newsletters or journals they sell at subscription rates. 

https://docs.google.com/document/d/1gDjEFEGiNA3_4oVh2_jUHg4dqR61OfR_tVLYUfMlQmA/edit?pli=1
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Hanko 2009-09/2011-06 
Chapter and SIGs cannot have their own official stamps (hanko) because they are semi- 
autonomous. Chapters and SIGs can manufacture their own local stamps, but these should not 
resemble the JALT hanko. 

Internal examination procedures 2014-17 
Treasurers will submit all their monthly accounting statements (MAS) by email to JCO on a 
monthly basis, where they will be checked by the accounting secretary. At the same time, 
treasurers will send the records to a pair treasurer, who will also offer feedback. The financial 
records will be checked by an accounting professional at JCO. Rationale: As all supporting 
documents will also be submitted each month, it will be much easier to catch mistakes and 
problems early, instead of waiting for the end of the fiscal year. Finally, by sending the documents 
to a pair treasurer as well, there will be more transparency, as well as a chance for treasurers to 
learn from each other and for chapters and SIGS, especially adjacent chapters, to cooperate with 
one another when holding an event. 

Internal examination status report 2015-27 
An Internal Examination Status Report will be included in the Director of Treasury's report in the 
JENL. 

Managing domain names 2016-22 
JCO will not maintain domain names for Chapters and SIGs. 

Hosting on jalt.org is available to all JALT groups. Current pricing is 5,000 yen per year. Groups 
that choose to take on other/additional domain names and other/additional hosting are responsible 
for management. 

Membership issues: Chap/SIG officers 2009-13 
JCO Membership Secretary will check before every Executive Board Meeting for membership 
compliance for all attendees. People who attend the Executive Board Meeting must be current 
members in order to be reimbursed for EBM attendance. 

Membership issues: Chap/SIG officers 2011-09 
JCO will send out a renewal reminder 2 months before membership expires, and another 
notification 1 month before. A further reminder will be sent 1 month after (with a cc to membership 
chair and president). If membership is not renewed within 3 months of expiration, the renewal date 
will be the date it originally expired. 

Membership lists: Authorized access 2016-45 
In principle, only the Membership Chair and the chapter president or SIG president should be 
allowed to possess the Chapter /SIG membership list. This limitation exists so as to avoid having 
numerous copies of the membership file floating around within a Chapter /SIG officer pool. 

Membership lists: Availability 2016-44 
For convenience at SIG conferences, it is recommended that SIGs order a copy of the entire JALT 
membership list showing names and membership numbers in order to verify membership in JALT. 
Lists are available in electronic or paper form and should be ordered at least two weeks before the 
conference date. 

Membership lists: Handling, distribution, and storage 2016-43, 47 
The JCO receives a lot of requests from officers for the monthly membership files. No one should 
request these files from the JCO. Under no circumstances will the JCO release membership files 
after receiving a request by phone or in person. Membership Chairs have the sole authority to 
provide the Membership details upon request. If a Chapter or SIG officer requests membership 
data, it must be sent in a password protected format. 

When sending the membership list electronically, password protect the .xls file (Save As. .... > 
Options .. ) or encrypt the file. Also, be sure to not include the password along with the message 

that has the membership list attached. 
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Membership lists: Information provided 2016-46 
Whenever membership data is shared with another officer, it should be pursuant to Chapter/SIG 
business, and the membership data should always be redacted to show only the data 
requirements for the task at hand. For example, a file containing only names and postal address 
data should be sent if the membership file will be used to support the mailing of a publication. 

Membership lists: Safeguarding JALT members’ personal information 2016-41 
Officers are entrusted with personal member information and as such are responsible for keeping it 
private. Membership lists should be used to inform or contact members of JALT events and the like 
and are restricted to the mission and business of the chapter or SIG. No parties outside of JALT 
should be given any member information. 

Membership lists: Usage of data after completion of the project 2016-48 
All recipients of a membership list are instructed to expunge it from their computers immediately 
after they have finished using it. Under no circumstances should the list be sold, rented, or loaned 
out to anyone. This includes non-JALT groups, JALT Sponsors, and other language or teaching 
associations. 

Membership lists: Usernames and passwords 2016-42 
Membership chairs will be given access to the JALT Member’s Area at http://jalt.org/members/ 
once the Chapter or SIG President has listed them as an Officer on the jalt.org website. After 
Membership chairs receive their username, they will be able to request a new password from that 
webpage. The JCO Membership Secretary will send an email explaining how to set the password. 
Membership officers are responsible for safeguarding access to the monthly membership list. The 
username and password should not be given to anyone except the Chapter or SIG President. 

Officers: Sponsors as chapter or SIG officers 2010-03 
A Sponsor cannot be a National Officer, SIG, or chapter officer. 

Ordering supplies 2013-06 
The JALT Cupboard is open only to JALT officers. Business cards are 100 for 2,400 yen. The 
current price is as below. This will be charged from your Chapter or SIG account. 

● Business Card (100): 2,400 yen 
● Data Design: 2,000 yen 
● Shipping: 360 yen 
● Total: 5,236 yen (including consumption tax) 

Ordering supplies from JCO 2009-14 
Everything that is available and can be ordered through the JCO (stationery, binders, publications, 
etc.) will go on the top page of the officers’ resource page. Only the president can place the order. 

PanSIG accounting 2013-02, 03, 04 
Time Frame / Responsible Party / Duty / Description 

1. Dec - Jan / JCO / Open Shinsei Bank account and PayPal account - both accounts will be 
in JALT’s name and will be used exclusively for PanSIG 

2. the entire period of pre-registration / JCO / Monitor PanSIG pre-registrations - JCO will 
periodically check the payments coming into the Shinsei Bank account and the PayPal 
account. - JCO will periodically send a list of payments to PanSIG registration chair 

3. before PanSIG conference / JCO / Transfer cash float and cash for onsite expenses 
(the Shinsei Bank account is a corporate account, and cash withdrawals and deposits can 
only be made at the branch where it was opened) - funds necessary for PanSIG cash float 
and for covering expenses onsite will be transferred to the PanSIG treasurer’s Shinsei 
account 

4. before and after PanSIG conference / JCO / Pay invoices issued to PanSIG - all invoices 
received by PanSIG officers should eventually be forwarded to JCO who will make the 
payments using the funds from pre-registration 

5. at PanSIG conference / PanSIG Treasurer(s) / Collect revenue and revenue receipts onsite 

- the PanSIG treasurer(s) will collect all revenue from onsite registrations etc., as well as 
revenue receipts 

http://jalt.org/members/
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6. at PanSIG conference / PanSIG Treasurer(s) / Pay expenses, collect expense receipts 
(ryoshusho and invoices), and OECs - the PanSIG treasurer(s) will make all payments 
onsite - the PanSIG treasurer(s) will collect all the receipts: ryoshusho and invoices - the 
PanSIG treasurer(s) will make sure OECs are filled out for all expenses 

7. during and after PanSIG conference / PanSIG Treasurer(s) / Deposit all remaining cash 
- the PanSIG treasurer will deposit all remaining cash from paying expenses and all the 
cash collected as revenue into his/her Shinsei account 

8. as necessary / PanSIG Treasurer(s) / Fill out “Cash Statement” - the PanSIG treasurer will 
keep the “Cash Statement” up to date with all incoming and outgoing cash 

9. after PanSIG conference / PanSIG Treasurer(s) / Send all paper documentation to JCO - 
all revenue and expense receipts, OECs, & other relevant paper documentation should be 
mailed to JCO 

10. after PanSIG conference / JCO / Withdraw all PanSIG funds from PanSIG treasurer’s 
Shinsei account - after the PanSIG treasurer has finished depositing all funds from the 
PanSIG conference into his/her account, JCO will transfer those funds back to the JALT 
Shinsei account 

11. after PanSIG conference / JCO / Compile PanSIG Accounting Statement (PAS) - JCO will 
compile the accounting statement based on the Cash Statement, revenue receipts, 
expense receipts, and OECs - JCO will submit the PAS to the PanSIG committee 

12. after PanSIG conference / JCO / Distribute profits to participating SIGs - JCO will calculate 
the profit share for each participating SIG - JCO will transfer the profit share to the 
participating SIGs 

13. after PanSIG conference / JCO / Manage PanSIG reserve cash for following year’s 
conference - 100,000 yen of the profits will be kept in the JALT Shinsei account to use as 
necessary for expenses incurred for following PanSIG conferences 

Shinsei bank accounts: Opening 2011-43 
People should open Shinsei Bank accounts using the online system, not by going to a local 
branch. 

SIG memberships 2011-36 
SIG memberships can be processed by postal transfer or online. Only current JALT members (this 
includes regular, joint, group, and student) can join SIGs. SIG membership expires along with 
JALT membership. Currently, JCO processes SIG membership only for members whose 
membership is valid for at least 4 months. If 3 months or less is left on a member’s current JALT 
membership, the SIG membership application is put on “pending status” until the JALT 
membership is renewed. 

SIG subscribers 1 1995-06 
SIGs are allowed to offer their publications to nonmembers of JALT in Japan or overseas, on an 
order or direct purchase basis, as long as the cost is equal to or higher than the actual cost to the 
SIG (including stationery, copying, printing, binding, enveloping, and mailing). SIGS may also offer 
publications to nonmembers of JALT on a complimentary basis, provided that actual costs to the 
SIG are justified in the SIG’s end-of-year accounts. Subscriptions may also be offered to 
nonmembers of JALT, provided that the subscription cost is significantly higher than the current 
SIG membership fee for JALT members. 

SIG subscribers 2 2011-39 
SIG subscriptions are processed and maintained by each SIG. Subscribers are not entitled to 
JALT member benefits and should be urged to join JALT as members in order to fully participate in 
the SIG as an officer or attend SIG sponsored conferences and activities at member rates. 

SIG subscribers 3 2011-35 
Non-members and local members may subscribe to SIG publications but cannot be SIG members. 

SIGs paying taxes 2012-13 
According to our tax accountant, chapters and SIGs don’t have to pay the 10% sales tax on money 

they get from Sponsors. They are not registered as entities. 
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SRL as a member of all SIGs 2016-15 
The SIG Representative Liaison is to be a member of all SIGs. 

Student memberships: Processing 2011-37 
Student memberships can only be processed online or through postal transfer. Verification from 
the institution is required indicating full-time status. Applicants must submit the Verification of Full- 
Time Status for JALT Student Membership form which can be downloaded from: 
http://jalt.org/main/join. Student ID is insufficient. The Verification of Full-Time Status for JALT 
Student Membership form must be forwarded to JALT Central Office within 2 weeks following 
payment before processing can proceed. 

Use of JALT logo 2012-09 
Chapters and SIGs are encouraged to use the JALT logo on all publications and websites, to 
encourage branding. In addition, the JALT logo cannot be altered when being used by a chapter or 
SIG. 

Publications 

Ads discount for JALT groups 2006-16 
A discount on back cover ads is available to JALT groups when we have no paying ads. 

Ads for non-Sponsors 1994-09 
Non-Sponsors may advertise in JALT publications on a single insertion basis at a non-member 
rate that is 50% more than member rates. A maximum of four space ads per annum will be allowed 
providing there is space remaining in the issue(s) in question after all Sponsors have placed their 
reservations. Only organizations and companies that conform to JALT policies on Sponsors may 
take advantage of these limited advertising privileges. 

Complimentary copies: JALT Journal 2002-19 
Each contributing author of published articles and book reviews will receive one complimentary 
copy of the Journal and a PDF of the article (book reviews are compiled together as one PDF). 
JALT Journal does not provide off-prints. Contributing authors have the option of ordering further 
copies of JALT Journal (contact JALT Central Office for price details). [JALT Journal Information 
for Contributors] 

 

JALT PostConference Publication: Selected papers 2017-06 
The JALT Publications Board has added a Selected Papers section to the Post Conference 
Publication (PCP) in order to reward several of the stronger submissions with a special 
acknowledgment. It was decided that a three-person selection committee would be formed in 
consultation with the PCP editors. This committee will consist of one current or former JJ editor, 
one current or former TLT editor, and one former PCP editor, or some combination thereof. The 
PCP editors will put forward seven to ten of the best submissions, and the selection committee will 
then choose five to be included in the Selected Papers section. 

 

Copyright agreements 2003-27 
Pub Board Chair is responsible for sorting out the status of authors’ agreements. 
There are several types of copyright: print, display, translation, CD/digital media, etc. 

We are building a database of past copyright agreements. For author’s agreement, we will use the 
“transfer” style, which transfers all rights to publish in any form to JALT, but also allows the author 
to reprint. This is available as a downloadable document online, available for submitters to TLT, JJ, 
Postconference Publication, SIG publications, etc. 

 

Envelopes for publications mailing 2013-28 
We have explored options for the envelopes that are used to mail out JALT publications. We will 
keep the current media. The envelopes will be similar to the current ones but will also include 
conference details (date and venue). 

http://jalt.org/main/join
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Issuer of JALT publications 2001-33 
Got the approval from Kinki Yuseikyoku (Main Post Office) for changing hakkonin (the issuer) of 
JALT's publication from individual person to NPO JALT 

Journal 1979-06 
JALT establishes its own journal. 

Journal as semi-annual publication 1982-02 
JALT Journal will be a semi-annual rather than an annual publication. 

Obituaries in TLT 1984-05 
The decision whether to include obituaries of JALT members in The Language Teacher will be left 
to the discretion of the editors. 

Publications Board plan and budget 1985-01 
The Publications Board will submit its budget plan for the coming year’s operations to the 
Financial Steering Committee..This will be incorporated into the JALT National budget and 
presented to the Executive Board for approval. 

TLT reorganisation 2015-15 
Since the most effective way to reduce costs is to decrease page count, several columns featuring 
time-sensitive JALT-related information will be moved over to the jalt.org website. By moving SIG 
News, Conference News, Chapter Reports, and Chapter Events online, room for a series of new 
columns will be created around the theme of “JALT Praxis.” This new content, which can be 
delivered in fewer pages, will offer our readership helpful information and guidance on topics such 
as career building, academic writing, and developing basic research skills. At the same time, 
jalt.org will see an influx of fresh, regularly updated content, which will hopefully help to increase 
traffic. 

While SIGs and Chapters will be responsible now for updating their own news and events, there 
will still be some JALT-related content within TLT. For example, the annual Pre-Conference issue 
will be turned into a column that spreads content out throughout the year, thus providing constant 
exposure on JALT’s biggest event. In addition, the SIG News column will morph into a “SIG Focus” 
that shines a spotlight on the goings-on of one or more SIGs within each issue. Progress has 
already been made via a refresh of the journal’s layout and design. New, more compact fonts and 
a more efficient layout have already enabled us to maintain current levels of content while 
simultaneously lowering page count. 

Conference 

All presentations in database 2003-17 
Every conference event must be entered in the database with an ID number so that this database 
may be passed on to the Conference Chair for slotting. SIG Chairs, Sponsors, VIPs, and others 
must follow this norm. 

Asian Scholar protocols 2005-14 
Arrangement details: 

1. The speaker is required to make 2 talks - a 60-minute talk and 30-minute workshop. 
2. They must attend the international forum. 
3. They should be ready to make the travel arrangements themselves and JALT will 

reimburse them later. We would prefer paying after, but due to financial situations we 
usually send the required amount to the person in advance to pay for the tickets. In recent 
years we have used JTB to book tickets and the e-ticket gets sent to the scholar. 

4. They arrange for the visa themselves and JALT provides them with all the necessary 
paperwork for processing. 

5. JALT provides for someone to meet them at the airport and bring them to the conference 
site. 

6. JALT arranges and pays for the hotel. 
7. JALT waives the conference fees. 
8. They are required to write up a conference report of their experience for the TLT. 
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9. They are required to submit an article for the conference proceedings. 
10. They are invited to all VIP social events. 

Michele Steele Best of JALT guidelines 2013-01 
Best of JALT nominations can be made by chapters and SIGs for what is deemed to have been 
“the best” presentation in that chapter or at a local or regional SIG-sponsored event for that year. It 
is also possible to nominate an article in lieu of a presentation. Chapters and SIGs can make their 
Best of JALT nominations in any way that makes sense to them. However, the nominations must fit 
within the following guidelines: 

1. Only one presentation or article can be nominated for a Best of JALT award by each 
chapter or SIG. 

2. This means that multiple presentations given on the same evening or at the same 
event/conference are not eligible to all get a certificate--the chapter or SIG must choose 
one of them. Nor are multiple articles in an edited volume eligible; only one article from a 
SIG or chapter may be nominated for a Best of JALT award. 

3. One presentation or article with multiple presenters/authors is eligible and all presenters or 
authors' names will appear on the certificate. (A duplicate certificate will be given to each 
presenter or author). 

4. The conference planning committee will revisit these guidelines after each conference to 
see if they need tweaking. 

One final note: Best of JALT awards should only be given to people who have made presentations 
or written articles—they are not given for other areas of volunteerism. If you want to acknowledge 
other hard workers in your SIG or chapter, you can, but not with a Best of JALT award. 

Conference Cancellation policy 2009-16 
Cancellation by Thursday, 2 weeks prior:  refund – handling charge 3000 yen 
Late cancellation by Thursday, 1 week prior:refund - handling charge 5000 yen 
After the above deadlines: no refund 

Categories of conference events 2015-24 
Category 1: Independent, invitation event 

This is what Macmillan and some alumni groups do. They plan the event, it is by invitation only, 
based on their lists, etc. No support, no advertising from JALT, no sponsorship credit. Coincides 
but is not part of the conference. 

Category 2: Conference related, open invitation 
Smaller events that may be by invitation that can start as a developed list, but any and all 
conference participants can join in (by dropping by the booth and getting an invitation, and / or by 
signing up / dropping off a meishi at the door.) These are events by their nature that are seen as 
part of the conference (book signings by a plenary, book launch by a sponsor, etc.). JALT can 
assist with advertising and promotion, but not with financial or human resources (Should we 
provide a room at no cost, possibly as a goodwill gesture, but depends on the cost). No 
sponsorship credit. 

Category 3: Conference event, open invitation, sponsorship 

An event in this category would be similar to Category 2 but would be a bigger event, one with 
food, drinks, and therefore requires much more logistical support and coordination on JALT's part. 
Again, would be open to all conference participants (but could be based on some type of open 
invitation system so that the sponsor could collect contacts, such as what OUP did at the Welcome 
Reception). Such an event should be supported by the sponsor, at a flat rate (like the conference 
Social Events in the evenings), and that amount should be credited to the Sponsor total annual 
contribution if applicable. 

Chapter sponsored presentations 2011-63 
The purpose of the chapter-sponsored (aka unvetted) presentation program is to encourage first 
time national presenters. 

1. It is a program for first time presenters. 
2. Chapters can submit one presenter. 
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3. Chapters are free to decide how they will select their presenter. Note: There is no reason 
that an officer cannot be selected as the first-time presenter; that is a chapter choice. 

4. Chapters can choose to provide financial support to their speaker; however, should their 
speaker be a chapter officer, the support cannot be used to pay conference fees which is 
prohibited by Standing Rule 1.7. 

 
To recap, this program is one designed for first time national presenters. Although we administer it 
by asking the chapters to nominate qualified first-time national presenters who can skip the vetting 
process (hence the working name – chapter unvetted presentations), it is a program for first-time 
national presenters. What can a chapter do if it does not have a first-time presenter? One thing is it 
can submit a proposal for a Featured Speaker Workshop. 

Distribution of promotional materials 1988-11 
Promotional materials may be distributed only in the specially designated display areas, except for 
(a) items offered by Sponsors for inclusion in the official JALT Conference bag; and (b) handouts 
for distribution at presentation sessions. 

Embassy panel discussion invitation letters 2011-56 
Every year the OLE SIG President invites a number of different ambassadors. We need an official 
letter from JCO to help persuade diplomats to attend the JALT conference. JCO Supervisor and 
President made the letter and are sending letters to the relevant embassies (i.e., the ones that the 
OLE SIG Coordinator tells us have accepted our invitation to send a representative). 

Entry visas for conference attendees 2016-33 
The letter for conference attendees who request entry visas is here 

Featured Speakers: Non-JALT groups 2011-15 
1. JALT's main objective with Featured Speaker (FSs) is to provide quality workshops by 

interesting speakers and to have those workshops underwritten at no cost to JALT 
2. Cosponsorship helps spread the costs, which may encourage smaller SIGs to consider 

helping out 
3. Non-sponsors are not allowed to solely sponsor an FS as this is a privilege reserved for 

sponsors. Non-sponsors can co-sponsor an FS with a chapter, SIG, or Sponsor. We don’t 
consider this will be a problem with JALT sponsors. 

 

Featured Speakers: Presentations 
We require Featured Speakers to do an extra presentation. 
We no longer label presentations as commercial or noncommercial. 

2016-32 

Featured Speakers: SIG sponsorship 
If sponsors do not completely fill the 10 slots normally reserved for the Featured Speaker 
workshops, the SIGs are then eligible to sponsor a speaker of their choice. 

2000-21 

General template for future conferences 2003-20 
1. Conferences, where possible will be over 3 days. 
2. The day before the conference will be a set-up day, perhaps including a reception and/or a 

free public event. 
3. At some point during the conference, preferably as early as possible, a free, public event 

will be held to attract local teachers and raise the profile of JALT among the general public. 
4. Featured Speaker Workshops shall be held on the afternoon of the 3rd day. 
5. There will be an opening and closing ceremony. The opening ceremony will be held just 

before lunchtime on the first day. The closing ceremony will be at the beginning of 
lunchtime on the 3rd day. These ceremonies will be brief (5-10 minutes). 

6. There will be four Plenaries including a Participants’ Plenary. No other presentations will be 
scheduled during the plenaries. 

7. There will be a range of Forums as a permanent part of the conference schedule. 
Coordinators of these forums will liaise directly with forum participants on behalf of the 
Program and Conference Chair. All decisions regarding these Forums are the ultimate 
responsibility, including budget and scheduling of the Conference and Program Chairs and 
close liaison with them on all issues is necessary: 

https://docs.google.com/document/d/1ssEP9m68bzElZkwPLR1Tpl1x4MXeeWK5GrrShTOE1bk/edit?usp=sharing
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a. Domestic Forum: with notable panelists from within Japan focused on the state of 
English language learning in Japan. 

b. International Forum: with representatives from JALT’s international affiliates focused 
on English language education issues in their countries. 

c. Ambassadors’ Forum: with representatives from various embassies in Japan 
focused on wider language issue in their countries. 

8. A party will be scheduled for the Saturday evening as a permanent part of the schedule. 
This party will be either fully or partly Sponsor sponsored. 

9. Other social events may be scheduled but should be sponsored where possible. 
a. Presidents’ Reception 
b. sponsored lunch 
c. coffee periods/free coffee 

10. The OGM will be scheduled for the afternoon of the second day after the Participants’ 
Plenary to ensure meeting attendance. No other presentations will be scheduled during this 
period. 

11. The EBM will be scheduled directly before the OGM for a time period not less than two 
hours. 

12. All officer-specific meetings should be scheduled before the EBM. 
13. All SIG meetings should be scheduled near the end of the first day of the conference. 
14. All major program decisions will be made before March of the previous year of the 

conference to ensure consistency across the Pre-Conference Supplement, JALT 
publications, website and external advertising. 

15. Where possible, an International Food Fair should be organised to coincide with the 
conference and should be open to the public. 

16. A basic principle of choosing a site will be that the chapter in which the site resides is on- 
board and willing to support the conference. A further principle is to leave a stronger 
chapter in the wake of the conference. 

Guarantee letters 2016-31 
We do not provide guarantees with the exception of our invited Asian Scholar. 

Handbooks for Sponsors 2009-12 
Previously, sponsors got two copies of every TLT, one journal, and two copies of conference 
handbook. Sponsors will only get one copy of the conference handbook from now on. 

Interns serving alcohol at conference parties 2016-39 
Interns cannot serve alcohol at JALT conference parties. 

Invitation letters 2016-18 
We don't send an invitation letter to the ordinary attendees. We provide an official invitation letter 
and documents to the Asian scholar for an entry visa. The International Affairs Committee Chair 
also sends a letter of Invitation to PAC representatives if they ask. It is the letter only and no other 
documents. 

Local chapter consultation re Conference 1999-03 
Local chapters will be consulted by the Conference Site Committee if their area is being 
considered as a conference venue. 

Open EME 2015-19 
Director of Conference and Director of Public Relations will create a plan to open the EME to the 
public. 

Planning: At least 18 months in advance 1985-04 
It is JALT policy to determine the site and select at least a skeleton committee for all annual 
conferences at least 18 months in advance. 

Presenters who cannot come 2003-18 
Concerning the cases of vetted and approved presentations whose presenters are unable to 
attend the JALT conference: A typical case is that of a presenter who wants to send his wife or 
friend to present in his place. As long as the authorship, title, and content that were submitted for 
evaluation are not changed, anyone can come and read the paper. The reader, of course, will 
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simply play the role of a tape-recording; s/he cannot present an entirely new paper that has not 
been vetted. Neither will the reader get any credit or be listed anywhere in conference-related 
information, for the paper has to be by the author who was vetted and approved. 

Security issues 2005-48 
Proper locking cash bags should be purchased and used at future conferences. A petty cash box 
should be maintained for making conference payments: payments to student volunteers, plenary 
speakers, vendors, etc. 

Speakers: JALT Junior plenary 2012-03 
JALT Junior (JJ) is a satellite conference. The JJ plenary speaker should be a REAL plenary 
speaker. Handbook: There should be a separate handbook – or a section in the main handbook. 
JALT will pay for it. 

Speakers: Main/designated/featured 1985-09 
It is JALT policy that “featured speakers” are not entitled to hotel or other special privileges at JALT 
expense. Exceptions may be made only in consultation with the JALT president and treasurer. A 
budget will be established for provision of handouts to speakers and the conference committee will 
establish guidelines for provision of copies. The JALT conference committee in its budget will 
include a category for finalizing main and featured speakers and others on a case by case basis 
with copies of handouts as requested. 

Speakers: Plenary airline reservations 2011-62 
A sponsor normally pays about ¥300,000. JALT usually pays only for economy class. Some 
speakers have used flight miles and such. We always pay for part of plenary speakers' costs. We 
encourage SIGs and chapters to contribute. 

Speakers: Special guests 2000-22 
The normal quota for Main Speakers at JALT is two. However, from time to time, a SIG may 
indicate its interest and determination to sponsor a Special Guest Speaker at our conference. 

Student discounts 2001-11 
Students must be preregistered for the conference in order to take advantage of these rates and 
they must be full-time students. There is no student discount available for onsite registration. When 
they preregister, they must present proof of their enrollment as a full-time student. 

TnT workshops 2012-02 
Honoraria are paid, but the presentations aren’t vetted. There are also other costs like coffee and 
refreshments. 

Vendors: Conflict of interest 2005-47 
Conference team members should not be engaged in commercial activities at the conference. 
Commercial vendors should pay for their own student helpers. 

Officer Meetings 

BOD and Executive Board Meeting dates 2016-37 
The Director of Records will include all set dates for Board of Director meetings and EBMs in each 
JENL. 

BOD PoAs for all meetings 2016-38 
If a Director will be absent from an Executive Board Meeting, he/she must be sure to submit a 
Power of Attorney. 

EBMs: TLT and JJ editors 2013-27 
Funds are available to bring several (perhaps three or four) members of the Publications Board to 
Executive Board Meetings if they would like to attend. 

EBMs: Travel costs 2012-14 
JALT will reimburse travel expenses for the official Chap/SIG rep and invited national officers to 
attend Executive Board Meetings; Chapters and SIGs will cover the travel expenses of additional 
workshop participants. 
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EBMs: Travel to 2004-07 
If you can get to the Executive Board Meeting on time by getting on the first flight or shinkansen, 
Friday night hotel isn’t covered (except for members of FSC, who have a meeting early Saturday 
morning). 

National Officer (BoD) Meetings: Frequency 1988-09 
The national officers and others as needed will meet in principle an additional three times annually 
to carry out interim business on behalf of the Executive Board. 

EBM and FSC meetings: Attending 2016-09 
JALT members may request to observe Executive Board Meetings. Executive Board members 
may request to observe meetings of the Financial Steering Committee. Observation is at the 
chair’s discretion. Participation in these meetings is limited to the official committee members. 
Members who wish to observe a meeting should inform the committee chair prior to the meeting. 

Committees 

Conference Planning Committee 1981-05 
The Conference Planning Committee is a standing committee of JALT. 

Domestic Affairs Committee 1987-10 
The Executive Committee has created a standing committee on Domestic Affairs, charged with: (a) 
coordinating at a hands-on working level with other Japanese language teaching organizations and 
institutions, including the Ministry of Education, and (b) making recommendations to the Executive 
Committee on matters of domestic policy. 

Domestic Affairs Committee members 2010-06 
The Domestic Affairs Committee is an internal JALT committee. As such, the DAC does not have 
members of other groups outside of JALT as committee members. The DAC can liaise with groups 
outside of JALT. 

Ending date and appointing a leader 2015-36 
All new working groups and committees must include an end date and must be assigned a leader. 

International Affairs Committee membership 2005-31 
We have been working to strengthen links with our regional PAC partners. To facilitate this, and to 
broaden interest among members, we are expanding the International Affairs committee. 

International Affairs Committee statement of purpose 2009-17 
The International Affairs Committee (IAC) of the Japan Association for Language Teaching (JALT) 
will support JALT by establishing, maintaining, and developing international contacts and joint 
activities between JALT and other partner organizations and groups. The responsibilities of the 
IAC fall into six categories: 

1. Ensure that Reciprocal Agreements are kept up to date and are satisfactory based on the 
interests of JALT and our Partner organizations; Note: Partner organizations include 
national or international language teaching associations (Pan-Asian Conference [PAC] 
organizations are classified as Partner organizations by JALT; JALT is considered an 
Affiliate organization of IATEFL and an Associate organization of TESOL: For the sake of 
clarity in this document, all organizations with which JALT has reciprocal relationships will 
be termed Partner organizations) 

2. Investigate potential partnerships and collaborative opportunities with non-traditional 
partners in the region; Note: Traditionally, Partner organizations have included national or 
international language teaching associations. Developing relationships with other non- 
national association groups (i.e., AsiaTEFL is a regional organization which is not based in 
one country; CamTESOL is a conference series based in Cambodia where a national 
teaching association has yet be established) could also be mutually beneficial. For the sake 
of clarity in this document, these non-national association groups with which JALT could 
develop mutually beneficial relationships will be termed non-traditional partners. 

3. Organize and help to coordinate JALT representation at Partner conferences, and liaise 
with the Board of Directors in organizing Partner representatives and/or speakers at JALT 
conferences. JALT representatives at Partner conferences will: 
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● Meet with key Partner organization executives; 
● Gather information to add to each Partner organization profile; 
● Promote JALT activities and publications; and, 

● Investigate possible collaborative activities between JALT and the Partner 
organization and / or our membership. 

Regarding Partner organization representatives at JALT conferences, the IAC will 
coordinate with the JALT Conference Program Chair / Organizing Committee in the 
disseminating of information to Partner organization representatives including: 

● Schedules for activities related to Partner organization representatives; 
● Conference venue (including location and access); 
● Accommodation (including duration, location, and access); 
● Conference fees waiver; and, 
● Information/publicity tables (possibly shared). 

Regarding international attendees at JALT conferences, the IAC will endeavor to support 
international attendees by: 

● Providing language and logistic support during the conference; and 
● Helping to find solutions to problems encountered by the Partner organization 

representatives. 
4. Disseminate relevant information with the goal of encouraging the involvement of the JALT 

membership at large in international activities by: 
● Providing information related to international Partner organization representative 

presentations at Annual JALT Conferences to SIGs and Chapters; 
● Providing information about international collaborative opportunities to members of 

the EBM; and 
● Advertising international collaborative opportunities through JALT publicity outlets. 

5. Assemble and keep up to date a profile of each Partner organization. Each profile may 
include, but not be limited to, the following relevant information about each Partner 
organization: names of executive members, membership numbers, interest groups, names 
of publications, publication deadlines (in order to publicize JALT activities), and annual 
national conference information. 

6. Investigate / encourage possible opportunities to collaborate on projects between JALT and 
our Partner organizations, such as promoting joint research by our members, co-authorship 
of papers by our members, hosting conference panels, and/or supporting the Pan-Asian 
Conference series. 

Nominations and Elections Committee 1986-07 
Members of the nominating committee (NEC) will be prohibited from holding consecutive terms of 
office and members of the committee may not stand for nomination themselves. 

Nominations and Elections Committee: Members 1987-14 
If a person is nominated for national office and agrees to run, she/he should have nothing to do 
with any part of the nomination and election process and must resign from the Nominations and 
Elections Committee. 

Nominations and Elections Committee: Reporting nominations 2014-03 
The NEC Chair in future Board of Director elections should report publicly on nominations as they 
are made. 

Research Grant Committee: Chair responsibilities 2004-13 
1. correspondence with JALT members who inquire about the grants in the application period 

prior to the annual deadline 
2. preparation of grant application forms and explanations for the JALT website (in 

consultation with the wider committee) 
3. communication with committee members about matters arising in the application period 
4. acknowledgement of receipt of applications from applicants 
5. distribution of grant applications to members of the committee for evaluation 
6. synthesis of the committee members’ recommendations 

7. informing applicants of the final decisions of the committee 
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8. informing grant recipients of their responsibilities and reporting requirements 
9. managing and monitoring the quarterly reporting of the successful applicant(s) 
10. writing brief reports for the JENL to keep Executive Board properly informed 

11. keeping BoD informed of ongoing developments throughout the year 

Research Grant Committee: Member responsibilities 2004-14 
1. regular communication with rest of committee about matters arising 
2. evaluation of grant applications 
3. submission of written recommendations regarding each grant application 
4. co-writing and revising documents prepared by the committee for wider distribution 

5. giving feedback (such as comments or questions) to the quarterly reports of the successful 
applicant(s) 

6. (possibly) acting as peer support for successful applicant(s) by mutual agreement with the 
applicant (and after approval of/negotiation with the committee) 

Research Grant Committee: Public liaison responsibilities 2004-15 
1. updating the research grants announcement in the TLT April Supplement 

2. preparing (in early 2005) a 750-word Perspectives column for the April 2005 issue of the 
Language Teacher (for use also in the JALT Journal) 

3. creating shorter blurbs for publicity at the chapter and SIG level through the next 2-year 
period 

Membership 

5 years for price of 4 2000-24 
JALT will create a long-term regular membership category that would accept 4 years of dues and 
give JALT membership for 5 years. 

Complimentary members 2009-08 
1. Conference Plenary speakers get 2 years. This is automatic. As soon as JCO gets their 

names, they are put in and left in for 2 years. 
2. Each international partner gets a complimentary membership. The International Affairs 

Committee needs to watch this and check addresses if TLTs are returned. 
3. Others are added to the complimentary member list as necessary. 

● Whenever new people are added to this list, JCO will tell the Directors. The Director 
of Records will keep track of the list. 

Complimentary memberships for plenary speakers 2016-25 
Plenary speakers are given complimentary memberships, but without membership in a chapter or 
SIG. 

Date of membership expiration 1979-40 
JALT will notify members directly of the date of the expiration of their membership. 

Direct mail: Opt-out policy 2003-12 updated 2017-02 
Regarding complaints about unsolicited mail received by JALT members from JALT’s sponsors 

1. The opt-out policy will be maintained. 
2. The opt-out information will be made more prominent on the furikae form. The furikae will 

have a check box and the text “No Direct Mail” – the instructions for this would be explained 
more clearly on the back of the form. 

3. Sponsors can access the JALT Member List once, free of charge, during their annual 
membership period. 

4. Any complaints about the misuse of mailing lists will be followed up by the Business 
Manager and the Director of Public Relations. 

Group members: Changing SIG affiliation 2016-19 
Members cannot change their chosen SIG during their membership year. 5-year members can 
only change their chosen SIG on their anniversary date. 

Group members: Defining 1994-07 
A minimum or 5 memberships is required for each mailing address. 
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Group members: Faculty 2001-02 
Japanese faculty at institutions that take an institutional subscription will be allowed to join as 
group members. 

Group members: Joining and renewing 1992-01 
1. In any Group, all members must join and pay their dues at the same time. Each group has 

a liaison and a single address, so this would be done through this one person. 
2. Extra people may not join an existing group, except at the time of the group’s renewal. 
3. An individual’s membership type may only be changed at renewal time (except for the 

change to and from Overseas. 
4. There is to be a ¥2,500 fee for an extra copy of publications. 

Honorary membership 1981-09 
Honorary (lifetime) membership will be provided for Thomas Pendergast. 

Institutional subscriptions 2017-03 
There are two price schedules: 

1. Normal rate: Print only: 25,000 yen; Print & online: 30,000 yen 
2. Discount rate for the agents who have the contracts with more than 10 institutions: Print 

only: 22,500 yen; Print & online: 27,000 yen 

Members who don't get publications 2012-26 
Regarding a membership extension for the members who claim that they haven’t received any 
publications. Since frequent extensions affect the membership advanced dues, we would like to 
give this option to the members under the following conditions. If they haven’t received their 
publications for more than 6 months and it is due to JCO’s mishandling, we will give the members 
their choice of: 

1. sending them the publications they have missed, or 
2. extending their membership. 

● In cases when members have not informed us about their new address even though 
we asked them many times after the publications have been returned to us, the 
membership extension doesn’t apply. 

Membership list security 2007-11 
In response to some concerns about the security of JALT membership data and in adherence to 
the Act on the Protection of Personal Information Articles 11, 20, 21, 22, 43, and 44 (Law No. 57, 
2003) by all NPOs, the membership lists were moved to a new members area on the JALT server. 

Overseas members: Assigned to chapters 2000-26 
JCO assigns overseas members to particular chapters when requested to do so by the members. 

Overseas members: Leaving the country 1979-37 
Chapter members who leave the country will become members-at-large and may continue to 
receive JALT publications until their membership expires 

Postal furikae through bank furikomi 2009-10 
The post office accepts furikomi through banks, but the information is insufficient for a JALT 
membership. A warning has been added to the furikae form that a bank transfer will not be 
accepted by JCO. 

 

SIGs for group members 
Each group member will be able to join a different SIG within a group membership. 
(JCO confirms that this is our policy, but there is no other policy documentation.) 

2015-32 

Student members: Length 
A student membership may be used for only 3 years. 

2000-10 

TLT and membership start dates 2010-01 
The TLT publication date used to be the main determiner of when a new member became a 
member of JALT. If people joined before the 15th, they got that same month’s issue and their 
membership started on the 1st of that month; if they joined after the 15th, they were a member 
from the 1st of the next month and their first TLT issue was for the next month. Now with 
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bimonthly TLT, this situation may be confusing. If people join before the 15th of an odd month, they 
will receive the TLT for that month and their membership will begin with the beginning of that same 
month. If they join after the 16th or during an even month, they will get the TLT for the next odd 
month. In this case, their membership will start the 1st of the month they join. 

Appointments 

Business Manager 2004-10 
The JALT Business Manager is accountable to the Director of Conference, the Director of 
Treasury, and the Vice President. The Business Manager also needs to be comfortable working 
with JCO. A person who has their own private business could have a conflict of interest. The 
Business Manager needs to be able to speak Japanese and English and have experience working 
with a company in both Japanese and international situations. Business Manager duties include 
organizing the Conference EME (including rates), handling annual contracts with sponsors, and 
giving info to prospective sponsors. 

Sponsors 

Ad submission 2003-02 
When we changed printing companies, we also changed the way Associate Members submit ads. 
When JALT makes changes that are going to affect the Associate Members, we should talk to 
them first. 

Sponsor contracts 2015-08 
We need one general contract for Sponsors, which we can modify to fit the needs of the Sponsors. 
We also need a special contract for catering. 

Sponsor forms online 2007-01 
The application forms for the conference EME are online. The speaker application form is also 
online. Orders for advertisements in JALT publications will soon be online, too. The Sponsor 
webpage will be reorganized so that both current and potential Sponsors will have easier access to 
more information in a timely manner. Promotional materials to encourage new Sponsors to join, as 
well as former Sponsors, will be made. 

Sponsor privileges 1979-41 
Upon joining or renewing, information will be sent to the associate member outlining their privileges 
and specifically how and when to order. 

Sponsor-related requests 2015-23 
All Sponsor related requests or emails need to be sent to the Business Manager for final approval 
first, before sending anything out to the Sponsor list. 

Sponsors and SIG membership 1990-02 
It is not appropriate for Associate Members to become members of SIGs. SIG membership is open 
only to individual members of JALT. 
Associate Members, as members of JALT, may elect to advertise in and/or partially or completely 
underwrite an issue or issues of a SIG newsletter. These advertisements should be printed in the 
newsletter itself, not sent as separate items or in Associate Member envelopes. 
Advertisements in SIG newsletters must follow JALT Publications Board Policy. The Publications 
Board Chair should be contacted for information. 

Sponsors and SIG membership 2014-12 
Organizations are distinct from individuals who represent organizations. Sponsors (organizations) 
cannot be members of SIGs. Individuals from the organizations who are JALT members can join 
SIGs. Individuals can join as subscribers if SIGs offer the option. 

Sponsors as SIG officers 2011-02 
Associate Members can’t be officers of a SIG or a chapter. SIG officers have to hold a regular 

JALT membership. 
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If a person works for a Sponsor but takes out a regular JALT membership, they may be an officer. 
If problems occur about conflicts of interest, such problems need to be handled separately. 
Officers are elected, so that should take care of it. 

Categories of Sponsors 1993-06 
All organizations that apply for Associate Membership must be involved in the production or quality 
products or provide reputable services in or directly related to the language education field. The 
types of organizations and companies welcomed by JALT include publishers of teaching materials 
(books, videos, computer software, audio etc.), producers of equipment used for language 
education (computers, audio & video etc.), reputable sellers of the aforementioned language 
education materials, the providers of overseas and domestic study opportunities and courses for 
Japanese students and language educators, recognized and reputable language schools, and 
institutions of research. Current Associate Members in good standing who do not conform to these 
standards will not be permitted to remain Associate Members. 

Commercial Membership: No more 2014-08 
The Commercial Membership category is discontinued. JALT will remove mentions of the 
commercial membership category from public JALT documentation (website, paperwork, etc.). 

Conference charges for Sponsors 2014-10 
Projector and screen fees are still being charged. These charges will be waived for Sponsors this 
year. In 2015, these services will be part of an overall package, including wireless Internet and 
electricity dependent on the costs associated with the venue. 

Conference sponsorships 2014-14 
We want to move away from first-come, first-served sponsorships (i.e. name tags, conference 
bags, conference social events) so that all Sponsors have an equal opportunity to bid for 
sponsorships. Bids should be open, based on reserve (minimum) sponsorship amounts, and the 
highest bid should be accepted. Bids should be conducted over email; split bids will be accepted. 

1. Booths in the EME should be allocated no later than July 1. Priority is based on 
contributions during the conference in the previous calendar year. Top levels of 
sponsorship are determined by contribution amount, remaining sponsors to be decided by 
lottery in each level. 

2. Business Committee should handle the sponsorship process. Business Committee consists 
of Vice President, Director of Program and Business Manager. 

3. Conference Business Manager and Conference Manager take the lead during the 
conference, but Business Manager takes the lead during the rest of the year. 

4. Private onsite parties are problematic; suggest not having them at all. 
5. Plenaries are outside of the bidding process. 
6. Unvetted presentation slots can be exchanged for an advertising credit to be determined 

later. 

Contacting AMs about sponsorship 2015-30 
SIGs should not contact AMs directly. Communication should go through the Business Manager. 

Delinquent payments 2014-04 
Some Associate Members are delinquent on their memberships. Back membership dues must be 
paid when renewing membership. 

Delinquent payments: Procedure 2016-34 updated 2017-04 
How to handle Associate Member uncollected sales (excluding annual membership fee) 

1. Step 1: After a regular invoice has been issued, if JALT has not received a payment for a 
sale (excluding annual membership fee) from an Associate Member (AM) after two months 
from the invoice date, send a reminder to the AM. 

2. Step 2: If payment is not received 30 days after the reminder and the payment is not made 
yet, consult with the Business Manager if JALT should issue another invoice with 10% 
penalty added per annum on any outstanding Sponsorounts. 

3. Send additional reminders as warranted. 
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4. Final Step: If payment is still not received, a letter requesting payment should be sent to the 

Sponsor by Special Postal Registered Service (内容証明), and copies of the certified and 

stamped letter (謄本) are kept: 

a. One copy of the letter (謄本) at Japan Postal Service; 

b. One copy of the letter (謄本) on file in JCO. 

Email addresses for Sponsors 2012-23 
Currently the membership list to Sponsors includes only name and mailing address. 

Groups of Sponsors 1993-07 
All member companies or organizations in the same group or consortium of companies must take 
out individual associate memberships if they wish to advertise or display using the member 
company's or organization's name. Furthermore, JALT Sponsors cannot represent or display for 
another company or organization unless the associate member has entered into a distributor's 
agreement with said company or organization and can prove it. 

Items for Sponsor list 2015-31 
Sponsors related requests or emails need to be sent to the Business Manager for final approval 
first, before such are sent out to the Sponsor list. 

Procedures and regulations for JALT membership list usage 2017-05 
The JALT Membership List is the list of postal addresses for the JALT Members who agreed to 
receive direct mails. Only a valid Associate Member will have the right to access the JALT Member 
List. An Associate Member has a right to access a JALT Membership List free of charge once a 
year during their membership period. The list is provided in the format of a spreadsheet via an 
online storage box with password protection after an Associate Member presents a request. The 
list has to be downloaded within one week. 

The aforementioned list may not be sold or provided to any other company or organization. Each 
membership list may be used for only ONE mailing, unless express written approval is given by the 
Business Manager. The list is valid for 3 months from the date of issuance. 

Sampler Sponsor payment 2015-22 
Sampler Sponsors will pay in advance for membership and conference exhibition. 

Sampler Sponsor rights 2014-11 
Sponsor Samplers will receive all rights and privileges as a presenting Sponsor except limited to 
two display personnel for the EME, made retroactive to January 1st. 

Unvetted conference slots 2005-43 
Sponsors get complimentary presentations at the conference for their level of contribution in the 
previous calendar year. 

Unvetted conference slots: Not transferable 2016-24 
Sponsor unvetted slots are non-transferable. 

Unvetted conference slots: Trading in 2016-28 
Sponsor unvetted slots can be turned in for advertising in TLT, but cannot be turned in for an ad in 
the conference handbook. 

Partnerships 

Agreements with domestic partners 2011-51 
Agreements with domestic partners need to be individualized, that is, written with the particular 
partner in mind. 

Agreements with partners 2013-26 
All partnership agreements will begin in January. These agreements stipulate the responsibilities 
each organization undertakes, typically including the exchange of publications, waiving the fees for 
a representative to attend each other’s annual conferences, presenting at each other's 
conferences, assistance with publicity, and providing an information table at each other’s 
conferences. Each organization must also designate a liaison to the other group. 
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AJET requests for speakers 2013-24 
When AJET requests a speaker from JALT, the DAC Chair will contact chapters in the area to find 
a speaker. 

Attending partner conferences 2015-02 
Anyone representing JALT, especially abroad, should make a presentation. 

Compensation for conducting JET workshops 2011-48 
The DAC chair is authorized to use DAC funds to compensate JALT members who do JET 
workshops. Reports about such presentations are requested. 

Complimentary JALT memberships 2012-34 
All complimentary memberships for domestic partners should start in January. If a contract ends 
mid-year, the complimentary membership ends in December. 

Conference: Partner representatives' attendance 2010-09 
The main responsibility of the International Affairs Committee (IAC) is to maintain relationships with 
JALT's partner organizations outside of Japan. We send reps to their conferences and invite them 
to ours, as well as arrange the PAC conference when it is our turn. Each organization can send a 
rep to all other partners’ conferences as well as a featured speaker. We give them free conference 
admission, accommodation, and admission to events. Packets for international reps detailing the 
events should be produced and distributed by the IAC. 

Cooperation between IAC and BOD 2005-17 
IAC agreements with international partners need to be put into a central location where they can 
be accessed by Directors. 

Domestic partner agreements 2013-29 
Partners may be directed to partner with SIGs or chapters instead of with JALT as a whole, as 
appropriate. 

Domestic partnerships: Levels of affiliation 2011-40 
Domestic partnership agreements should not include a clause about inviting each other to 
conferences, as many domestic partners do not have a conference. 

ERIC partnership 1997-03 
JALT entered into a partnership with the Educational Resources Information Center (ERIC) 

International partnerships: Form 2016-06 
International Partnership Proposal: Justification and Goals 
(The form will include the following information.) 

1. Name of organization 
2. Who proposes we establish this relationship? 
3. A brief description of the organization 

4. What previous association or connection has there been between this organization and 
JALT? 

5. How can a relationship with the organization serve JALT and its members? 
6. How can JALT serve the proposed partner organization? 
7. What communication has there been with this organization about establishing this 

relationship? With whom? 
8. A list of names, positions, and email address for the people who we should contact to 

continue this process. 

International partnerships: Steps for new 2016-07 
Basic Steps for forming a new international partnership 

1. Complete the International Partnership Proposal form. 
2. Completed proposal is sent to IAC Chair. 
3. Chair sends proposal to Vice President. 
4. Proposal is reviewed at BOD meeting; the Vice President may contact proposing party for 

more details. 
5. BOD will vote (If proposal is rejected, an explanation will be given). 
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6. Approved proposal is sent back to IAC chair. 
7. IAC chair sends invitation to proposed partner. 
8. IAC chair modifies standard agreement. 
9. Agreement draft is sent to Vice President and President for review and revision. 
10. Revised agreement is presented at EBM and approved. 
11. IAC chair prepares actual agreement and President signs it. 
12. Two copies of agreement are sent to partner organization for signing. 
13. After agreement is signed by both parties, JCO keeps an original and IAC chair and 

Director of Records get a pdf copy. 
(Steps 11-12 may vary.) 

International partnerships: Steps for renewing 2016-08 
Basic steps for renewing an international partnership 

1. IAC chair prepares the agreement and the President signs it. 
2. Two copies of agreement are sent to partner organization for signing. 
3. After agreement is signed by both parties, JCO keeps an original and IAC chair and 

Director of Records each get a pdf copy. 

Linking to JALT website 2011-47 
JALT partners may link to anything on the JALT website that is open to nonmembers. 

PAC mission statement and objectives 1999-04 
JALT accepted the following Mission Statement and Objectives from Pan Asia Conference (PAC). 
Preamble: Recognizing the evolving role of English as an international language in Asia, PAC (the 
Pan-Asia series of Conferences), an international forum for English Language Teaching (ELT) 
professionals in Asia, is committed to forging an identity which encompasses the commonalities 
and diversity inherent in the teaching and learning of English in the Asian context. 
With a will to realize this responsibility, PAC is committed to the following objectives: 

1. to explore and investigate ELT in the Asian context 

2. to create opportunities for collaboration among native ELT professionals and nonnative with 
respect and appreciation for the distinctive contributions all make 

3. to enhance professional development for all educators engaged in ELT within and among 
countries 

4. to advocate equal access for ELT professionals in Asia to all PAC activities regardless of 
socioeconomic background, race, gender, religion or creed 

5. to promote cross-cultural awareness, understanding, and appreciation 
6. to identify and articulate issues and problems impacting effective teaching and learning in 

the Asian classroom 
7. to pursue methodology appropriate to the Asian context 
8. to provide a forum to support cross-cultural collaborative efforts via: 

● conferences 
● theoretical and classroom-based research projects 
● materials development 
● networking opportunities 
● exchanges 
● publications 
● other programs 

PAC website 2015-07 
JALT will host the PAC website. The member group that is holding the yearly PAC conference will 
pay the 7000 yen hosting fee. 

PAC website: Invoice 2016-27 
The Vice President will coordinate with JCO to develop an invoice & receipt (in US$) for use at 
each PAC Conference, which will cover the cost of hosting the website. 

Papers and publications from partners 2011-22 
There should be a dedicated place in the JALT Office for papers and publications received from 
domestic and international partners. JCO should not send them to a Director. 
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Representing JALT at international conferences 2010-08 
The first choice of who should represent JALT at international conferences is the President or 
other Director, then the IAC chair, followed by other IAC members. Especially at PAC meetings, 
we need to be represented by someone who understands the current JALT situation and can 
speak officially for JALT. 

Role of partner reps at conference 2016-10 
The representative of a JALT partner is the person who gets the waiver, attends the VIP meeting, 
and makes a presentation on their organization. We can offer these aspects as part of a whole and 
the affiliate can choose how to allocate. 
We highly recommend that the representative to JALT should fill all the roles, but that if affiliates 
want to split up the functions, they will need to let us know, and that they will only get one waiver. 
We also suggest that they present things related to their organization. 

UALS at JALT conference 2011-21 
We will invite the United Association of Language Societies to have a table at the conference to 
represent all the organizations in UALS. They might want to be in the SIG area so they could talk 
about the different groups. Treatment should be the same as a domestic partner – offer one 
person from UALS free admission as the rep and then other organizations can send people at the 
JALT member rate. This would be a good way to make contacts with national organizations. 

UALS members: Benefits to offer 2011-12 
We will assemble a list of embassies with educational officers as well as institutes that provide 
language classes, then write them and send a complimentary TLT and a letter about offering them 
a complimentary membership or a visit from our Director of Public Relations. We will not simply 
offer complimentary memberships to all organizations in the United Association of Language 
Societies, but can offer a table at the International Conference. 

JCO 

Accounting system 2017-06 
National Accounting 

We are currently using the Kaikeio (会計王) accounting software. 

1. The Accounting Secretary posts monthly JALT National related accounts into the Kaikeio. 
2. The Accounting Secretary updates the monthly P/L statement against the budget based on the 
summary report which is generated by the Kaikeio and sends the P/L statement to the Directors. 
3. The Accounting Secretary sends the financial data to the external tax accountant for closing 
books for that FY. 
4. The external tax accountant prepares the financial statements which will be submitted to the 
Tokyo Metropolitan Government along with NPO related documents. 
Chapter/SIG Accounting 
1. Chapter/SIG Treasurers submit the MAS (Monthly Accounting Statement) to JCO by the 10th 
day of the following month by email. 
2. The Accounting Secretary conducts a monthly internal audit for all Chapters and SIGs. 
3. The Accounting Secretary sends the Chapter and SIG Internal Examination Report to both the 
Director of Treasury, FSC, and the Treasurer Liaison every month. 

 

Database development 2014-07 
The proposed contracts (for the database development) will be limited, short-term, and outcome- 
based. 

Equipment replacement and upgrades 2014-20, 2014-06 
A plan that will allow JCO to replace / upgrade technology on a 3- to 5-year cycle will be developed 
and implemented. Periodic upgrades (every 3 years) of JCO equipment should be added to the 
budget. 

Office regulations 2011-20 
The Board of Directors decided to go back to the 2009 provisionally accepted office regulations 
and rework them. The NPO Liaison has found out these do not need to be approved by the OGM 
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or the EBM, as they are internal JCO documents. They are in Appendix B (BOD Meeting Minutes, 
March 25-27, 2011). 

Security issues 2017-01 
JALT credit card: Only (JCO Supervisor) can use/sign with this credit card. It will be kept in a 
safety deposit box at Mizuho Bank (Asakusabashi Branch) under (JCO Supervisor's) name. The 
card can be used for the items that were approved by the Director of Treasury. * JCO keeps the 
jitsuin (officially registered JALT inkan), bank related seals, copies of staff's my number cards, card 
for seal registration certificate, and bank passbooks of fixed-term deposit in safety deposit box. 

Staff: Alternate work schedules 2011-52 
All special projects/work schedule, etc., not included in contractual or office regulations documents 
must be formally proposed to the Board of Directors for consideration. Submit written proposals 
with rationale to the Vice President. Effort should be made to not put undue stress on the 
operations of the office. 

1. We have to be careful about Japanese labor law – staff members can’t work extra time 
without needing to get overtime (for more than 40 hours a week). 

2. Japanese labor allows for a flextime system whereby time can be spread out over a month 
and time reorganized to total the same number of working hours. 

3. There was the feeling that staff members who want to do volunteer work should be real 
volunteers and use their own vacation time. 

4. When the office regulations and contracts were being negotiated, the office was given the 
opportunity to have Super Flextime – meaning hours could be rearranged over a month so 
there might be weeks when they would work less than 40 hours and other weeks when 
they would work more than 40 hours. The office staff chose not to do this and wanted 
overtime for any hours over 40 in a week. 

5. Staff members who want to take time off should either use their paid holidays or take 
unpaid time off with a correspondingly reduced salary for that month. Either can only be 
done after submission of a written proposal to the Vice President and Office Supervisor, 
who will consider the effect on the office in granting the time off. 

Staff: Contracts 2009-11 
We need to be much clearer just what the JCO expenses are, including salaries and contracts. But 
we don’t need to publish JCO salaries and contracts in the JENL. 

The Administrative Committee will draw up the contracts, which are then reviewed by the BOD. 

Staff: Cross-training 2006-22 
Cross training of duties by the office staff was implemented, to allow greater flexibility to staff duty 
assignment and ensure that all staff members have the support that they require and are able to 
take leave (with peace of mind) when necessary. 

Staff: Handbooks and cross-training 2005-28 
JCO has completed a detailed procedure manual for the work of each staff member. 

Staff members have been training each other to learn the jobs being done by other members. 

Staff: Office Supervisor job description 2000-13 
The title of Central Office Manager was changed to Office Supervisor and the new job description 
is as follows: 

1. Supervising the entire operation of the JALT Central Office, both administrative and 
financial. 

a. Managing the staff - producing job descriptions for all staff members, and modifying 
them when necessary 

b. Supervising the staff's work. 
c. Assigning the following jobs to the staff; Jobs required by National Officers, Jobs 

required in the JALT Central Office, and Jobs required by outside organizations. 
d. Supervising incoming and outgoing correspondence including mail, faxes and 

emails. 
e. Planning and controlling the JALT Central Office's operations - making and 

supervising the entire Office's yearly, monthly and weekly schedules. 
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f. Reviewing the JALT Central Office's operations and reporting to National Officers 
periodically. 7) Attending all JALT Executive Board meetings and the annual 
international conference and other meetings as required. 

2. Supervising the personnel of the JALT Central Office, administrative and financial. 
a. Hiring staff 

i. Proposing the Administrative Committee to hire staff when necessary. 
ii. Participating in the screening process of the hiring, and submitting 

evaluations to the Administrative Committee after the trial period. 
iii. Duties mentioned in the Office Regulations. 

3. Giving approval to the staff in the following cases; 
a. When a staff member wants to be absent or take annual paid holiday(s), 
b. When a staff member requests arriving late, leaving early or going out privately, 
c. When a staff member needs to work overtime or on holiday(s). 

4. Participating in the discussion of a staff member's dismissal. 

Staff: Overtime for part-time employees 2010-12 
For full-time workers, of course we pay overtime if they work more than 8 hours. As far as part-time 
workers are concerned, their work is more irregular. The term used to describe this is “henkei 
gata”. The staff were all advised verbally of this and their contracts said that they work “up to 21 
hours” that their work is based 40% on regular office duties and 60% on conference work.” We 
have been using this regulation. The problem is that this needs to be a formally written regulation 
and even though it was verbally conveyed to the staff at that time, we didn’t have the written 
regulation in document form. JALT needs to have two written regulations prepared, one for full- 
time and one for part-time workers. The advice received was that the original should be in 
Japanese and then translated into English. A professional who knows the labor regulations law 
should write this regulation. Also it was suggested that a professional translator should be 
employed to then translate it back into English. This is necessary in the case that JALT is sued or 
another problem comes up. 

Staff: Professional development 2011-53 
JALT encourages JCO staff members to take classes to improve their skills. 
One thing we can see is something like someone coming into the office and setting up a one-day 
web course. We would like to do things in-house if we possibly can. If a course is really expensive, 
maybe we can work out a sliding scale of partial payment. 
* The Vice President will put together a proposal for supporting plans for professional 
development. There is a budget for training. Tell the staff that this is available. 

Financial 

Accounting system 2001-26 
JALT has hired a bookkeeper and contracted with an external accounting firm to support the 
internal and external financial operations of JALT. We installed Japanese accounting software in 
the computer at JCO in order to make accounting books in Japanese upon their advice so that all 
of the financial reports to be submitted to the Tax Offices and Tokyo Metropolitan Government will 
be easily made in Japanese based on the accounting books. An audit report will be made in both 
English and Japanese. 

Consumption tax 1996-09 
In compliance with Japanese Laws, the 10% consumption tax will be applied to all moneys 
collected except for membership fees and be sent to the appropriate government agency. 

Contracts over 1 million yen: External review 2014-19 
A policy of requiring external review of any contract between JALT and another company in an 
amount exceeding JPY 1 million has been approved and enacted by the Board of Directors. 

Development fund 2016-02 
The Financial Steering Committee reached a consensus to aim to get the Development Fund to 3 
million yen. 
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Financial reports not to be in the conference handbook 2012-07 
Problem is that every year after the conference, the handbook gets sent to all groups that have 
given us a koen meigi. We also send a sheet that details expenses, etc. but it would not agree with 
the budget and the financial results in the handbook. But they are two different years and two 
totally different events, so it shouldn’t matter. If they ask, we could send them the report with the 
“managing accounting” figures, showing how a good part of the office accounts are expenses to 
the conference. It would not be a good idea to try removing pages from the handbook. 
In the future, the financial report should not be in the handbook, but issued separately. 

Payment by overseas members/subscribers 2017-07 
Payment by overseas members: Even though an international postal money order and transfer of 
the fee to SMBC Trust Bank (former Citibank) as the payment methods for non-credit cards on the 
website <http://jalt.org/main/join>, they are rarely used anymore. The great majority of overseas 
members use their credit card. 
Payment by overseas sponsors/International subscribers: As for overseas sponsors/International 
Subscribers, we offer two payment methods, transferring to SMBC Trust Bank and credit card. We 
don’t accept bank checks due to the high bank charge to deposit. If they send the bank check, we 
normally send it back to them and ask them to pay by one of the other two methods. 

PayPal 2012-12 
A lot of SIGs are using PayPal now. PanSIG is using an account that the Director of Treasury 
opened in her own name. 
Director of Treasury is working on opening a JALT Shinsei account to open a PayPal account 
through it, which could be then lent out to other groups. 

Reserve fund 2016-01 
The Financial Steering Committee reached a consensus to aim to get the Reserve Fund to 30 
million. This is the cost of a conference and JCO for one year. 

Expenses 

Authorization for expenses for IAC work 2010-04 
Directors who go on an international trip for JALT should send a copy of their OEC to the IAC 
Chair. 

Credit card expenses 2010-05 
What about receipts for automatic credit card deductions for Shinkansen? No receipts are 
available for these. It is only necessary to turn in a copy of a credit card statement. 

Communication/JENL/Mailing Lists 

Announcement list: Adding people 2013-22 
Whenever possible, the Director of Public Relations adds people (to the announcement list) who 
have given their email address to JALT such as nonmembers who pre-register for the conference. 
Even if people do not join immediately, JALT news is going out to more potential new or renewing 
members. Most people subscribed to the list in this way do not unsubscribe. A short, direct 
introduction message explaining why they have been added and offering to remove them 
immediately seems to work well. 

Announcement list: How does it work? 2013-13 
Director of Public Relations manages it on behalf of the Board of Directors. It is communication 
from the National organization to all members. 

1. Director of Public Relations asks the Board of Directors, JCO, Chapter Liaison, SIG 
Liaison, International and Domestic Affairs Committee Chairs for suggestions. That covers 
most aspects of JALT. 

2. Suggestions are compiled and a draft message sent out to the Board of Directors for 
approval. 

3. Messages are sent out once a month. 
4. Director of Public Relations then receives complaints about the message from the 

membership for ... receiving it at all, for the length, for the content, for the writing style, or 

http://jalt.org/main/join
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just generally about something people don't like about JALT. Several people then 
unsubscribe from the list. 

Announcement list: What does not go in? 2013-15 
1. Most international and other conference announcements don't go in. TLT runs a conference 

calendar. An exception would be when we want to support an international partner. 
2. Local events generally don't go in. The local chapters are in a better position to promote. If 

something is sponsored by more than one group, like a two-SIG conference, that may have 
broader appeal and may go in. There are other ways in JALT to share information, like TLT. 

3. Only include things that people can actually do. If a website is still under construction, or an 
abstract submission page is "coming soon," it is not announced. 

4. No individual requests. There are too many and we shouldn't have to make a decision 
about which are good. 

Announcement list: What goes in? 2013-14 
A few goals: 

1. Don't spam people. Don't duplicate. 
2. Keep it short and simple. 
3. Give people something they act on. 

4. Be a resource. Try to provide information that is truly new, or something that people might 
not already know about through JALT. Look for things from outside JALT that we can 
provide to our members as something they might benefit from. 

5. Emphasize professional development whenever possible. 
6. Try to keep it relevant to all, most, or at least many members. 
7. Be clear. 
8. Try to be helpful. 

● Support our partners whenever possible. Sometimes requests are received from the 
US Embassy, some other NPO, JET Programme people, IATEFL, etc. 

● The annual conference is the biggest and financially most important part of the 
JALT year, so include something new about the conference each month as a 
reminder. 

● Make sure individuals or companies do not gain personally or commercially. Watch 
out that no single Associate Member gets promotion unless all of them do equally. 

● Remember: Keep it short. This is also in line with the policies at TLT. Sometimes 
the BoD requests announcements about an individual. Sadly, these are usually 
obituaries. As JALT ages, we may see more and more of these. 

BOD guidelines 2015-05 
Some guidelines for BOD members 

1. Send everything out to all the directors, since there have been times when people have not 
been included and there have been difficulties. 

2. Try not to send anything out the same day you write it to the EBM. Let it rest overnight and 
then read it again. 

3. Don’t be sarcastic on Basecamp and in emails. It reflects poorly on the BOD. 
4. Even if it’s your own area, put your info out. Maybe people can help. Maybe someone else 

will know a piece of the puzzle. 

BOD protocols 2004-06 
1. Central Office Supervisor must be included in all BOD meetings 
2. Important principle of communication – Tone of communications between the board and 

Executive Board members and with each other must be positive, in order to create a 
supportive and cooperative working atmosphere. (It’s better to say no with a smile than to 
say yes grumpily!) 

3. Remember that posts and responses by individual Directors on Basecamp and in emails 
will likely be read as official policy statements by the board. When in doubt, consult with the 
other Directors. 
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Director of Records duties 2000-04 
The Director of Records coordinates information between the Board of Directors, the National 
Committees & National Liaisons, the JALT Central Office (JCO), and the Chapters and SIGs. The 
Director of Records also compiles and publishes the JENL (JALT Executive Newsletter) and keeps 
records of communications and procedures. 

JCO reference numbers 2000-12 
Central Office has started to record correspondence by adding a reference number, which is 'JCO- 
00-serial number' for 2000. All communication from Central Office should include a reference 
number. 

JCO with officers 2004-08 
1. JCO reports membership numbers and financial reports to all Directors every month. 

2. JCO sends Chapter and SIG Account balance information to the Director of Treasury and 
Chapter and SIG Treasurer Liaisons. 

JENL numbering 2003-01 
An attempt to make JALT’s Executive Board process a bit easier to follow is in the numbering of 
the motions. Each motion in the agenda has been given a distinct number that we can use to refer 
to that motion in subsequent documents, and the order in which it was included in the JENL for 
which it was originally proposed. 

JENL: EBM agenda and reports 2000-05 
The President makes the Executive Board Meeting agenda. The Director of Records compiles the 
JENL and aids the President in making the agenda. All communication for the JENL must be 
handled initially by the Director of Records whether it concerns proposals or reports. To ensure the 
material for the agenda and the JENL in general is clear and falls within the purpose of the JENL, 
all proposals and reports need to be sent to the Director of Records who will be able to sort 
through them and make sure they are labeled and then distributed appropriately. 

Mailing list: JALT Communications 2015-14 
JALT Communications is a group for JALT Chapter Publicity Officers, SIG Publicity Officers (if they 
have one), website admins, social media people, and publications managers. This is for anyone 
and everyone who has a role in how Chapters and SIGs present themselves and JALT to their 
members and to the public. <https://groups.google.com/d/forum/jalt-communications>. 
This is an opt-in list. Opt-in is generally preferable to just adding people to email lists. 

Mailing list: Program list reactivation 2008-04 
The Program Directors List has been reactivated in order to keep in touch with both Chapter and 
SIG Program Officers directly. 

Mailing lists: Chap-SIG-pubs and ChapSIG-weblist 2013-16 
JALT has two mailing lists to support volunteers. 

chap-sig-pubs-list@jalt.org is for editors and publications officers from JALT chapters and SIGs. 
This list has several purposes: get important information out to editors; give group publications 
people a place to ask questions and get help from peers; improve communication between 
volunteers who have often worked in isolation. Establishing more frequent communication between 
chapter and SIG pubs people should result in more and better publications with less stress. 
chapsig-weblist@jalt.org is for group webmasters or chapter or group members who wish to 
become webmasters. This will become more important as we move more and more online. 
Joining: All relevant officers listed in the JALT Directory were added. The new lists were 
announced on the chap-prez and signif lists and on EBM-Net. Group webmasters, editors, or 
publications officers who are not on the relevant list should contact the Director of Public Relations 
to be added. 

Officer reports in JENL 2000-06 
All National Committees have Chairs. We have many National Liaisons who travel to other 
organisations and act alone. Those National Committees and National Liaisons must make timely 

mailto:chap-sig-pubs-list@jalt.org
mailto:chapsig-weblist@jalt.org
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reports to the Director of Records so that the Board of Directors, the Chapters, the SIGs, and the 
JCO are informed of their work, needs, and opportunities they can provide JALT. 

Officer reports and Basecamp subscription 2016-26 
It has long been an unwritten policy that elected and appointed officers write a report for the JENL 
and be subscribed to Basecamp. This is hereby changed into an official policy. 

Personal vs. JALT emails access 2016-29 
JCO policy is not to give out personal emails. However, JCO staff always attempt to forward 
inquiries to appropriate officers. 

Website 

jalt-publications.org 2005-15 
1. Domain name will stay, but the site will be carried over to jalt.org server 
2. Will host its own forum dealing only with articles published by TLT/JJ, info for people 

needing help with getting published, “Best Of” forum, etc. 
3. TLT will be put online as downloadable PDFs (instead of converting articles to html, which 

takes too much time). All electronic versions since 2000 will be available on a password- 
protected site. Pre-2000 files will be available for free. 

 

Photos on the JALT website 2011-16 
The Auditor is looking into the question of privacy issues for using people’s photos on the website. 
We are putting disclaimers that say if you come to our conference you are giving us permission to 
use your photo. 

● For a conference, on the registration form at the bottom we need to say that 
photographs will be taken for advertising and so on. 

Grants and Donations 

Raising funds for other organizations 2016-11 
JALT does not raise funds for other organizations. JALT is not a registered charity, and cannot 
adequately vet other organizations. It is outside our mission. 

Research grants: Carry over of funds 1979-43 
Any money left over after the research grant is allocated will be carried over to the next year. 

Research grants: Funding 1979-33 
An annual fund of ¥100,000 be established to be used by JALT members for the purpose of 
research in the field of language study. Allocations from this fund shall be made available to JALT 
members upon submission of a proposal to, and subsequent approval by the JALT ExCom. 

Research grants: Guidelines 2004-12 
Rationale for JALT Research Grants: 

1. The annual awarding of research grants to JALT members is one important way in which 
JALT may encourage the professional/career development of its membership and further 
contribute to the wider field of language education. 

2. The grants should be made available as a once-in-a-lifetime opportunity to any member of 
JALT who does not already have access to institutional support and research grant funding 
from their place(s) of employment. This includes part-time teachers at the tertiary level, all 
teachers at lower school levels, and company or language school teachers. Grant 
recipients would be required to present on their research either locally or nationally, as well 
as to submit a total of 4 reports on the development of their research. 

3. Type of Grant Available: A and B 
● Type A would require presentation of the research at a local chapter or SIG 

meeting. 
● Type B would require a presentation at the annual JALT National conference. 

4. The research grants need not be limited to an individual; co-authored research projects 
would also be welcome. However, the amount of research grant would be fixed, no matter 
how many .... were involved. 
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Amount of Grant Available 
 

1. There would be four grants available annually: two for Type A, and two for Type B. 
2. Type A grants would involve a one-time payment of 50,000 yen. 
3. Type B grants would involve a one-time payment of 100,000 yen. 

4. Restricting the amount of grant money to four annual awards (2 x 50,000, and 2 x 100,000, 
to four different research projects) should allow more members of JALT to apply for these 
awards. 

5. Administratively, such one-off payments should also help keep annual expenditure to the 
fixed sum of 300,000 yen, as well as make grant payment simple to manage. 

Other 

Academic fraud claims 2016-14 
The Japan Association for Language Teaching and its Board of Directors and other officers do not 
respond to anonymous claims against or reports of the actions of third parties. 

Benefits list 2011-50 
The following rationales were adopted (for the Conference benefits list): 

1. People who are necessary for the running of JALT (national elected and appointed officers) 
get membership and full conference benefits, including travel, 

2. People who are necessary for the conference must have full conference benefits, including 
travel 

3. Number of nights depends on how many days they have to work at the conference, 
4. Plenary speakers get full support. Featured speakers get less because they are supported 

by outside groups. 

BOD approval: Meaning 2016-20 
BOD “approval” must constitute 5 out of 8 directors, one must be the Vice President or President, 
and one must also be Director related to the item or subject. 

Display table supplies 2011-54 
Boxes for display have tablecloth, banner, TLTs, tape, stapler, pins, clipboards, sign in forms (or 
online address for where to find info). JCO will have two boxes and they also plan to offer them for 
sale to chapters and SIGs. Domestic Affairs Committee (DAC) Chair does not get a box. 

Koen meigi: Guidelines for giving one from JALT 2016-35 
A koen meigi is a letter of endorsement from a government body, media group or organization that 
sees merit in a program or event that is being held by another organization. This letter is offered as 
a way to increase visibility and raise the status of the event in the eye of the general public. The 
organization sending the koen meigi generally has no financial interest in or legal responsibility for 
the event. 

1. The organization and proposed program should be in line with JALT's Purpose 
(Constitution, Article 3). 

2. Any koen meigi request will be brought to the attention of the JALT Board of Directors. For 
acceptance, it must be approved by three directors: President or VP, Director of Program, 
and Director of Public Relations. 

3. The event should produce some tangible benefit to JALT, its members, and/or the 
language teaching profession. Ideally, the event should also be supported by other 
organizations, through their donations or endorsements. The organization needs to submit: 

a. proposed budget, 
b. potential number of participants. 

4. JALT will provide the following: 
a. official endorsement, 
b. publicity to its members. 

5. JALT will not give any financial support. 

6. A report, including both a financial report and a summary of the program must be submitted 
to the President within 2 months of the conclusion of the meeting. 

7. JALT cannot be held responsible for any financial losses incurred. 
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Official JALT logo use JALT Logo Read Me 
These versions of the official JALT logo are provided for use within JALT by chapters, SIGs, and 
other JALT groups. Their primary use is for publications, posters, and web pages. 

 
CONDITIONS OF USE 
Use of these graphics is given under the following conditions: 

1. They will only be used within the organisation for official and sanctioned JALT purposes 
2. They will not be altered in any way without the permission of the organisation (see contacts 

below) 
3. Use of these images implies acceptance of the conditions outlined above. 

COLOURS 
1. The colours used in the logo are the officially designated colours and must not be altered. 

The colours are: 
a. BLUE: CMYK 100 / 80 / 0 / 0 (nearest websafe colour is #003399) 
b. RED: CMYK 20 / 95 / 70 / 0 (nearest websafe colour is #CC3333) 

CONTACTS 
1. For enquiries on acceptable use of these images, please contact: JALT Central Office 

<jco@jalt.org> 
2. For enquiries about other formats, graphics, etc, please contact: Malcolm Swanson 

<graphics@pukeko.ws> 

Deaths in JALT: What we will do 2015-37 
When past directors pass away, President/Vice President/JCO will handle the details: 

● Former Presidents: flowers 
● Current Directors: flowers 
● Former Directors: acknowledged in the memorial board 

● Current Chap/SIG or national officers: message of condolence from President to 
chapter/family (to funeral if we learn in time) 

● Former officers: acknowledged in the memorial 
Necessary official work if a standing President, Director, or Auditor passes away: 

● Presidents: New membership cards. Change the name to the Vice President's 
name. Change bank accounts. Immediately contact our legal counsel. 

● Webmaster: Send out password protected PDFs with all the server passwords on 
them if something happened to him. 

● Affiliates are sent a message if any of the following pass away: President; Vice 
President; Current Director; IAC/DAC chair. 

Memorial board at the Conference 2015-01 
When JALT officers or other members become aware that we have lost a member, contact the 
Director of Membership (membership@jalt.org). 

Memorial board: 2015-38 
1. In January and again in July, the Director of Membership posts a message like the one 

below to the Basecamp. 
2. The Director of Membership will contact Malcolm Swanson (malcolmswanson@gmail.com) 

will design a poster and arrange for printing and delivery to the venue of our International 
Conference. 

3. The Director of Membership is responsible for attaching the poster to a board and putting it 
up at the conference. 

4. JCO will arrange for flowers to be delivered, if applicable. 

January message to Basecamp, “There will be a Memorial Board at JALT International to 
remember those JALT members who have passed away during the year.” 
We would like to include the following: 

1. Name 
2. A photograph 
3. Dates of birth and death, if known 

4. JALT history, including chapter and SIG affiliations, any offices held, and dates 

mailto:jco@jalt.org
mailto:graphics@pukeko.ws
mailto:membership@jalt.org
mailto:malcolmswanson@gmail.com


30  

Representing JALT: Approval 1987-13 
Members of JALT, if approached by another organization to participate in an event in the capacity 
of an official representative of JALT, must first approach the Board of Directors in order to obtain 
approval. 

Voting: Anonymity 2016-36 
In JALT elections, individual votes are anonymous to the extent possible. The only person with 
access to individual votes is the Database Manager, and that is only to check the membership 
numbers of those voting in order to satisfy the NPO requirements of the Tokyo Metropolitan 
Government for OGM ballots or national elections. No other JALT representative should have 
access to individual votes. 

Voting: Encouraging 2015-25 
JALT officers at all levels can support a person for an office or a position on an item, but they must 
not try to coerce people to vote in a specific way. 


