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“I've gone through and highlighted some of the major areas that all our sample bylaws seem to cover, with sub areas that some cover and some do not. I didn't look at finances since time was short and you're the expert on that.

Since we had kind of short turnaround on this since the last meeting and you weren't able to get into the Web site, and I wasn't able to work on it much, we won't have a lot of pre-work going into tonight's meeting (?maybe).

We can start with the first articles, in particular, name and location. We need to discuss the "Policies" and perhaps even start building the sections of those we need to refer to (objectives, mission statement, etc.).

I thought one of the big things we'd do tonight is see what areas each of us wants to cover individually. You could work on the financial area and make proposals that we could study. Dottie and I could work on different areas.

I don't think any area should be written by one person without a lot of discussion.” 

Tom B, 2/06/01

Major Areas to work on

Chapters

1.     Name

A.  Changing the name

2.     Location

3.     Membership

Open to anyone in good standing with the Society, must be a member of the Society, student member rights (can’t hold office? can?)

A. Rights (Silicon Valley)

B. Voting Rights (SV)

C. Holding-Office Rights (SV)

4.     Nature, Definition, 

5.     Powers and Constraints

6.     STC Region 

Explanation; referral to the Policies for the current status

7.     Management (LS: the AC manages the affairs of the chapter; Society? statement?)

Administrative Council

1.     Membership

2.     Eligibility

3.     Terms of office

A. Vacancies

B. Removal

C. Turnover: when, responsibilities

4.     Responsibilities of the AC

5.     Responsibilities of the members (president, etc.)

* Needs a lot of description

A. General responsibilities

B. Annual report

C. Position description, turnover 

6.     Voting

A. Quorum (see Society)

     5/12 (SV) ; 

     4/12 special meetings

      at chp meeting (Houston 25%)

B. Motions (AC and? Bd members)

C. President’s vote

D. Email, proxies

E. Two hat AC member

7.     Board

8.     Meetings

A. Minutes (10 days)

B. Chain of command

C. Calling meetings

D. Special meetings

E. Nonphysical meetings (email, teleconference, videoconference, Web chat, etc.

F. Visitors, open meetings, announcements

Committees

1.     Establishment

2.     Dissolving

3.     Leader of committee

A. Appointment

B. Called managers, not chairman/woman or directors

C. Removal

4.     Membership

5.     Duties

6.     Bylaws mandated

7.     Subcommittees (LS p 6)

Elections

1.     Date

2.     Nominations

A. Nominating Committee

B. Member nominations

C. Ballots (who gets on, timing, distribution, more than one candidate, resolving voting problems such as

recounts)

3.     Election

(timing, announcements, tellers, announcement of results)

4.     Vacancies

5.     Referendums

A. Only during annual election (SV)

Meetings

1.     Number per year

2.     Annual business meeting

A. Reports

Finances

Probably a lot of policy issues here, e.g., President gets registration paid for at Annual Conference; purchase of software; speakers and free dinners

Annual Report

Amendments

1.     Proposals

2.     Processing

3.     Adoption 

4.     Compatibility

Dissolution

Policies and Procedures

See Atlanta chapter article X

Results of Admin Council discussion of 2/06/01

Tom, Lisa, Dottie

Starting with the existing Phoenix Chapter Bylaw Administrative Council reference guide and based on the following assumptions, below is a draft of the revised names and basic responsibilities of the Administrative Council (AC).

Assumptions:

· All AC members will have specific areas of responsibility (work)

· They may choose to have a committee assist as required.

· The office of Vice President will be a training ground for the presidency the following year.

	* President
	* Program Manager

	· Generally supervises chapter affairs

· Preside at chapter & AC Meetings

· Appoints committee managers & duties

· Authorizes expenditures

· Represents chapter outside STC 

· Holds officers and committee managers accountable for their responsibilities
	· Plans, schedules and coordinates program for chapter meetings

· Works with the Education committee to leverage speakers and workshops or seminars

· Arranges for speaker/panel presentation needs

	* Vice President
	* Membership Manager

	· Assumes duties of president in his/her absence

· Undertakes projects as assigned by president

· Develops and monitors the annual and 2 year plan

· Prepares to assume presidency in the next year
	· Promote & increase membership

· Maintain a complete & current prospects data base

· Manage the chapter mailing list of members and prospects

· Produce mailing labels as required by the chapter

· Prepare and publish an annual membership directory (?)

· Prepare an annual membership survey 

	* Secretary
	Immediate Past President

	· Takes & distributes minutes (within 10 days) of AC meetings. 

· Maintains board contact list

· Summarizes new pollicies and maintains the Pollicies and Procedures manual for the chapter

· Serves and the central archive for all chapter documents

· Corresponds on chapter business as directed by the president and AC
	· Attends Council meetings

· Advises the council as needed

· Performs duties as requested by the president

	* Treasurer
	

	· Prepares chapter budget

· Establishes & maintains chapter bank credit accounts

· Prepares IRS documents as required

· Makes available chapter books and records for an annual audit as required

· Produces a financial annual report for the Society office and AC
	


	Standing Committees(required in the bylaws)
	Ad Hoc Committees (as needed and not limited to the following)

	· Newsletter

· Nominating

· Bylaws
	· Arrangements

· Hospitality

· Web 

· Employment

· Competitions

· CARSEF
	· Education

· PR/Publicity

· Voice/email

· SIGs 

· Competitions



	The Board     
The Chapter Board consists of the elected officers, the immediate past president (e.g. the Administrative Council) and all committee managers.  The board meets to direct the chapter business on a schedule that is convenient to them.  While only the AC can vote on policy issues in the Board meetings, the input and discussion from the committee managers is sought and valued by the AC.  All board members serve without compensation. 
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