Article VI. Board 

The chapter board assists the administrative council in achieving the chapter’s goals. The board consists of the administrative council and the managers of each chapter committee. While the chapter committee managers are excluded from the administrative council responsibilities set forth in [Article V, Section 5; now Article IX, Section 4], their valued advice will be sought in all important chapter matters. All board participants serve without compensation.

Atlanta: All managers should attend administrative council meetings or ensure representation through the chapter leader responsible for their key area during the budget process. Any manager not attending the administrative council meeting should provide a written status report to the chapter leader responsible for their key area prior to the administrative council meeting.

(  Should we have a statement encouraging board members to attend board meetings? 

(  Should board members who cannot attend a board meeting be required to write a board report or maybe encouraged?

Article VII. Committees 

Section 1. Formation

Committees are established at the request of the president or at the request of the administrative council to support chapter activities.

	Article IX, Section 4. Operations
E. Responsibilities. The chapter president appoints committee managers.




The normal procedure is to appoint a manager or committee leader and then to appeal to the membership to fill the committee. [This discusses procedure, an inappropriate item for the bylaws. This is not always the way committees are formed.]

	Article IX, Section 4. Operations
E. Responsibilities. The following activities are optional but have proved beneficial to chapter growth:

1. publication of a regular newsletter to establish communication with chapter members

2. publicity on the chapter’s activities and on the Society

3. educational programs for the members such as chapter-sponsored seminars, workshops, and contests

4. employment referral services to establish contact between chapter members and local employers

5. establishment of technical groups to pursue specific fields of interest in technical communication




Section 2. Committees

The following committees help the administrative council fulfill their responsibilities to the membership. These committees may be inactive or additional committees may be established at the direction of the administrative council. [If these committees can be inactive, then they shouldn’t be in the bylaws, but rather in the Policies and Procedures.]

A. Membership Committee. The Membership Committee’s primary goal is to increase the membership of the chapter. The Membership Committee organizes and directs an active membership recruiting campaign, maintains a complete up-to-date membership file and mailing list, and notifies STC of any changes. 

B. Nominating Committee. The Nominating Committee’s primary goal is to guide the election process—from seeing that a ballot is prepared and mailed well before the final chapter meeting of the year to overseeing the collecting and counting of ballots. 

C. The Program Committee. The Program Committee’s primary responsibility is to develop programs for the chapter meetings and provide for such other activities as are deemed appropriate by the administrative council. 

D. Education Committee. The Education Committee’s primary responsibility is to publicize educational and professional development opportunities. The Education Committee will design and guide at least one innovative educational activity each term for the chapter membership. 

E. Public Relations Committee. The Public Relations Committee’s primary responsibility is to publicize STC and chapter goals, programs, and services—to reach new members and prospective members and to increase business and public recognition and awareness. 

F. Newsletter Committee. The Newsletter Committee’s primary responsibility is to write, edit, produce, and mail an attractive, professional newsletter once a month, September through May. The newsletter should reach members at least five days before chapter meetings. The Newsletter Committee assumes full responsibility for the quality and content of the newsletter. 

G. Employment Committee. The Employment Committee’s primary responsibility is to reduce the unemployment rate of the chapter Membership. The Employment Committee will maintain records that contain summaries of seekers’ job qualifications and opportunities’ needs for skills and traits. The Employment Committee will make no representation about the qualifications of a job seeker for a specific job opportunity, thereby avoiding any responsibility for the outcome of any seeker the opportunity contact. 

H. Bylaws Committee. The Bylaws Committee’s primary responsibility is to maintain the chapter’s Bylaws. The Bylaws Committee formulates all proposed resolutions to the chapter Bylaws and submits formulated amendments to the manager of the STC Bylaws Committee and to the chapter Membership, respectively, for approval. 

I. Telephone Committee. The Telephone Committee’s primary responsibility is to inform members of upcoming meetings and pertinent chapter issues as directed by the chapter president, internal vice president, or administrative council, and to maintain personal contact with the chapter Membership. 

J. Hospitality Committee. The Hospitality Committee’s primary responsibility is to meet and greet new members and guests at regular meetings and obtain pertinent information from guests so that membership information and the chapter newsletter may be sent to them.

Article Xl: Annual Report

During the second quarter, the chapter administrative council shall prepare an annual report of activities of the chapter during the current fiscal year, including the financial status at the time of writing. This report shall be submitted to the STC Board of Directors through the Directors-Sponsor prior to July 31. All books and records of the chapter shall be available for examination by the president and/or Directors of STC at any time. [A report is now submitted to the Society board three times during the year—August, December, and March.]
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