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Italics indicate instructional notes or

areas that need action/decision

by chapter.


1.
Committee Chairpersons:

a. 
No Committee Chairperson is to open a checking account. All bills are to be paid by the 

Treasurer upon written request of the Committee Chairperson and all bills in excess of 


$75 must be approved by the Board of Directors.
b. 
No Committee Chairperson may make a commitment for any expenditure in excess of $75 for that committee without prior approval of the Board of Directors. Without a specified budget, Committee Chairpersons may not make a commitment for expenditures without prior approval of the Board of Directors.

c. 
No Committee Chairperson may authorize any printed material unless content has been 


approved by the Board of Directors.
d. 
Committee Chairpersons are to contact all members who volunteered for the committee to confirm participation prior to the September meeting.

e. 
When a Committee Chairperson is unable to attend the Board of Directors meeting, a representative from that committee will attend on behalf of the Committee Chairperson. If no committee member is able to attend, the Committee Chairperson will submit a written report updating the Board of Directors on their committee’s activities.
2.
Expenses:

a.
Expenses of the Delegate and/or Alternate to the Annual International Convention, Division Conferences and Division Annual Meeting shall be reimbursed to the extent of registration, transportation by the most practical and economical means, and such other actual, reasonable, and necessary expenses, only if the funds are available, and if approved by the membership.

b.
Any Delegate or Alternate who has received any reimbursement for expenses to any Annual International Convention, Division Conferences and Division Annual Meeting shall present an itemized account of expenses to the Board of Directors within thirty (30) days after returning.

c.
All unbudgeted/unallocated expense requests must have written approval (form to be requested from Treasurer) before the Treasurer may issue a check. Expenses incurred by committee members, committee chairs, and officers shall be approved as follows:



-
Committee members must have expense requests (relating to a specific 




committee) approved in writing by the Chairperson of that Committee before the 


Treasurer may issue a check.

-
Committee Chairpersons must have expense requests (relating to their committee) approved in writing by the President or Board of Directors (the minutes of the approving meeting shall be sufficient and the Treasurer should indicate on the form the date of the meeting at which approval was given), before the Treasurer may issue a check.

-
Officers must have expense requests approved in writing by the Board of Directors (the minutes of the appropriate meeting shall be sufficient and the Treasurer should indicate on the form the date of the meeting at which approval was given), before the Treasurer may issue a check.

3.
Meetings:

a.
Regular monthly meetings shall be held at a place in [insert city, state], or the 

surrounding area, that has been previously voted upon by the membership at the Annual 
Meeting. In case of emergency, meetings may be scheduled at an alternate place 

designated by the Board of Directors.

b.
Regular meetings of the Board of Directors shall be held at a place and time designated by the Board of Directors.

c.
At the Annual Meeting, a Tellers Committee shall be appointed by the 

President, and shall be responsible for distributing and collecting ballots and for tallying 

the vote. After the vote is tallied, the Chairperson of this committee shall, before the 

meeting is adjourned, report the results of the election to the President who shall then 

declare the officers of the Chapter duly elected.

d.
All incumbent and newly elected officers and outgoing and newly appointed committee chairs shall attend the June Board of Directors meeting at which time the new officers and chairs will be presented with written reports and files of the previous year’s activities, unless otherwise specified herein. [Option: Business of this joint meeting includes review of budget for next fiscal year, with approval of July and August only by outgoing board; remaining months are approved by incoming board at July Board of Directors meeting.]
4.
Records:

a.
All records pertaining to any office are the property of the Chapter and must be 


transferred as directed by the Board of Directors within thirty (30) days by the person 

vacating the office for any reason whatsoever.
b.
Within thirty (30) days after the conclusion of their appointment, all committees shall 

transfer their files to their successors or as directed by the Board of Directors.
5.
Representation:

a.
The Delegate and Alternate to the Annual International Convention shall be selected by the Board of Directors in the following order: President, President-Elect, Vice President, Secretary, Treasurer.

b.
The Delegate and Alternate to the Annual Division Meeting and the Division Conferences shall be selected by the Board of Directors in the following order: President, President-Elect, Vice President, Secretary, Treasurer.

c.
A report of the proceedings shall be made by the delegate and/or alternate to the membership at the first Chapter Meeting following the relevant Convention, Conference or Meeting.

6.
Bonding of the Treasurer: [Note: any additional officer with access to funds should also be bonded, e.g., president, treasurer-elect, or assistant treasurer.]
The Treasurer shall be bonded in an amount, and by a company, to be designated by the Board of Directors, premiums to be paid from Chapter funds.

7.
Installation:


Officers shall be installed at the close of the June meeting.

8.
Member Anniversary Recognition:
25 Years of Membership:
a. The Membership Committee will purchase on behalf of the Chapter a suitable token of appreciation, such as a pin or clock, for presentation at a designated Chapter meeting to recognize each member who has completed 25 years of membership during that year.
b. The Chapter will waive the registration fees for the member and one guest of the member for the Chapter meeting at which the recognition is held.
c. The Chapter will make a donation in the amount of $25 to the Research & Education Foundation or the Retirement Trust Foundation, at the preference of the member, in the member’s honor.
d. Any other or additional forms of member recognition associated with the anniversary of 25 years of membership shall require prior approval by the Chapter membership.
[Note: additional recognition levels, e.g., 50 years, may be added as appropriate.]
9.
Membership Roster:

[Insert Chapter name] membership lists, rosters, and directories are confidential and are not to be released to any individual or organization outside IAAP( without prior written approval of the Board of Directors. Members who prefer that their names and addresses not be released shall notify the Board of Directors in writing.
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