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CHAPTER BYLAWS

ARTICLE I - NAME AND LOCATION

The name of this chapter shall be Tidewater Chapter of the International Association of Administrative Professionals (IAAP®). It shall be located in Norfolk, Virginia.

ARTICLE II - MEMBERSHIP AND DUES

Section 1.  Membership

A.
There will be four classifications of membership: professional, professional-merited, student, and associate.

B.
Annual dues for this chapter shall be:



Professional member
$15.00


Professional-Merited member
$   3.50


Student member
$   3.00


Associate member
$37.50

C.
International, division, and chapter dues shall be paid to international headquarters as outlined in the International Bylaws and Standing Rules.

D.
The chapter dues of any member transferring to or from this chapter shall be prorated on a monthly basis.

Section 2.  Reinstatement of membership shall be in accordance with International Bylaws and Standing Rules.

ARTICLE III--OFFICERS, QUALIFICATIONS, NOMINATION AND ELECTION, TERM AND DUTIES

Section 1.  Officers.  The chapter officers shall be: president, president-elect, vice president, secretary, treasurer, and assistant treasurer.

Section 2.  Qualifications.

A.
A candidate for office shall have been a professional or professional-merited member of this chapter for at least one year prior to the time of nomination, and shall have served as a chapter committee chair.

B.
A candidate for the office of president shall have served as an officer of this chapter at least one full year, preferably one of these years as president-elect, prior to the time of election.

C.
A candidate for the office of president-elect shall have preferably served as an officer of this chapter at least one full year prior to nomination.

D.
No member shall hold more than one chapter office at a time. No member shall hold a division office or serve on an international department or committee, while serving as a chapter officer, except to allow for a normal overlap in difference of installation time. No member shall serve as a division committee chair while serving as a chapter president or president-elect. 

Section 3.  Nomination and Election.

A.
Nomination.


1.
At the regular meeting in April, the Nominating Committee shall distribute in writing to the membership a slate of candidates for each office with the candidate's qualifications and consent to serve if elected.


2.
Nominations may also be made from the floor prior to the election and such nominees shall be entered on the slate provided their qualifications are given at the time of nomination and the nominees have consented to serve if elected. Nominations from the floor must receive two seconds.

B.
Election.


1.
Election of officers shall be held in May and shall be by ballot; the only exception being when there is only one candidate for an office, the ballot may be dispensed with and the officer/officers elected viva voce. A majority vote shall elect.


2.
In the event no candidate receives a majority vote on the first ballot, all but the two highest for such office shall be eliminated and the balloting continued.

Section 4.  Term of Office.

A.
All officers shall assume office beginning July 1 following the meeting they were installed. They shall serve for a term of one year continuing until June 30.

B.
The president and president-elect shall serve one term only. Other officers shall serve no more than two consecutive terms in the same office.  Any officer serving six months or more in an office shall be deemed to have served one term.

Section 5.  Duties and Responsibilities.  Chapter officers shall be obligated to uphold and represent the interests of IAAP and the profession as a whole.

A.
The president shall:


1.
Preside at all meetings of the chapter and the board of directors.


2.
Subject to the approval of the board of directors, appoint all standing committee chairs and special committee members except as otherwise provided for in Article V of these bylaws and may appoint a parliamentarian (registered), or parliamentary advisor (non-registered) and a member or members to provide an opening message.


3.
Be member ex-officio of all committees except the Financial Review and Nominating Committees.


4.
Perform other duties incident to the office of president.


5.
Endeavor to serve the entire chapter in a strictly impartial manner.


6.
Be familiar with the international and division bylaws and standing rules and chapter bylaws and standing rules.


7.
Keep the division president fully informed on all matters concerning the chapter.


8.
Keep the membership informed as to IAAP official communications.


9.
Approve payment of all chapter authorized bills and countersign checks drawn on the chapter's funds.


10.
Be bonded in an amount set by the board of directors, the premium to be paid from chapter funds.

11.     Prepare, or appoint a member to prepare, and publish at least six professional newsletters/e-newsletters to be distributed to chapter members, division officers, and the Southeast District Director. It is essential that no infringement be made on copyrighted material published in chapter newsletters.

B.
The president-elect shall:


1.
Assist the president as needed.


2.
Assume the duties of the presidency in the absence of the president.


3.
In the event of a vacancy in the office of president, succeed to the office for the unexpired term.


4.
Handle arrangements for all regular and special meetings, including place and reservations.


5.
Perform such other duties as may be assigned by the board of directors or the chapter.


6.
Shall bring before the chapter educational programs and/or seminars for chapter meetings and other chapter sponsored functions except as otherwise provided for in these bylaws and standing rules.

C.
The vice president shall:


1.
Maintain the membership roster and distribute updates to the membership.


2.
Assist the president-elect with arrangements for all regular and special meetings, including place and reservations.

3.
     Direct all activities of the chapter concerned with the recruitment and maintenance of membership.

4.
     Direct all activities of the chapter concerned with the promotion and maintenance of the IAAP student program and scholarship program.

5.
    Contact members and make any other necessary telephone calls as directed by the president, board of directors, or the chapter.


6.
Perform such other duties as may be assigned by the board of directors or the chapter.

D.
The secretary shall:


1.
Be responsible for and retain the minutes of all monthly chapter meetings, as well as, any board of directors meetings.


2.
Have custody of the Chapter Charter and other official documents.


3.
Conduct the correspondence of the chapter in accordance with the direction of the president and/or the board of directors.


4.
Perform such other duties as may be assigned by the board of directors or the chapter.


5.       Be responsible for stimulating and encouraging interest in the certification programs of IAAP and will be responsible for the following:



a.  Promote awareness of certification program 



b.  Encourage participation and provide assistance for the appropriate review courses.



c.  Order new name badges for chapter members who attain the CPS or CAP designation, the fee to be paid by chapter funds.

E.
The treasurer shall:


1.
Have custody of all chapter funds, making disbursements only as authorized by the chapter, either by specific action or by adoption of a budget to be administered by the board of directors.


2.
Pay all chapter approved bills with approval of the president.


3.
Keep the books on a current basis and make a monthly report to the chapter.


4.
Prepare a detailed financial report to be presented quarterly; the final report dated June 30.


5.
Have books and complete financial report for term of office ready for audits January 1 and July 1.


6.
Upon receipt of appropriate dues and fees from applicant for chapter membership, forward application and monies to international headquarters and to the Virginia-West Virginia Division treasurer within 30 days.


7.
Be bonded in an amount set by the board of directors, the premium to be paid from chapter funds.


9.
Perform such other duties as assigned by the board of directors.


10.
Prepare and present the annual proposed budget; review the financial status of
 the chapter quarterly and make a report/recommendation to the board of directors; and handle any further financial studies desired by the president, board of directors, or as the chapter may direct.

11.
Present the proposed budget to the board of directors for review at the July board of directors meeting and present the proposed budget to the chapter for consideration and adoption at the regular chapter meeting in July.

F.
The assistant treasurer shall:


1.
Assist the treasurer and assume the duties of that office in the absence of that officer.


2.
Collect monies for the monthly dinner meetings.


3.
Check attendance record and submit list of absentees to the board of directors.


4.
Collect dinner costs from members and guests whose reservations are not canceled in accordance with chapter standing rules.


5.
Maintain meeting attendance to be presented to the board of directors by May 1.


6.
Perform such other duties as may be assigned by the board of directors.

Section 6.  Vacancy.  In the event of a vacancy in the office of:

A.
President. The president-elect shall succeed to the office for the unexpired term and shall continue in the office of president for the following year. The office of president-elect shall remain vacant until the next regular election.

B.
President-Elect. The office shall remain vacant until the next regular election, at which time both a president and president-elect shall be elected.

C.
Both president and president-elect. The vice president shall succeed to the office of president for the unexpired term. In addition, the individual shall be eligible to seek re-election to the office of president for the following year.

D.
Vice president, secretary, treasurer or assistant treasurer. The chapter’s board of directors shall appoint from the membership of the chapter a member to fill the vacancy for the unexpired term, with membership approval.

ARTICLE IV--BOARD OF DIRECTORS

The board of directors shall be the governing body on all matters requiring action between annual meetings, other than amending the bylaws.

Section 1.  Composition. The board of directors shall be composed of the officers of this chapter.

Section 2.  Duties.  

A.
The board of directors shall supervise the affairs of the chapter in accordance with the provisions of these bylaws and instructions of the membership.

B.
The board of directors may transact business in person, by postal mail, electronic communication, or by conference call.

C.
The board of directors may, by a three-fourths vote of its membership, remove any officer or committee chair for misconduct or neglect of duty. The board of directors shall request the resignation of such officer from the respective office. If the board of directors does not receive such resignation within ten days after such resignation has been requested, the board of directors is empowered to and shall thereupon declare such office vacant and such office shall be filled in accordance with the provisions of Article III, Section 6.

Section 3.  Meetings.  Regular meetings of the board of directors shall be held on the first Tuesday of each month, unless otherwise designated by vote of the board of directors. Special meetings may be called by the president or by a majority of the board of directors. In emergencies, the president shall have the authority to cancel or change the date of the meeting provided all members are notified.

Section 4.  Quorum.  The quorum for any meeting of the board of directors shall be a majority of the board members.

ARTICLE V—COMMITTEES AND APPOINTMENTS
Section 1.  Appointed standing committees.  Standing committees shall be composed of a chairman and any number of members with exceptions noted in this section. Appointments shall be for one year and shall coincide with the fiscal year of IAAP, July 1 to June 30. Standing committees and their duties are as follows:

A.
The Administrative Professionals Week Committee shall formulate the program to enable the chapter and its members to derive the greatest possible benefit from Administrative Professionals Week.  

B.
The Community Service Committee shall coordinate the chapter activities in the field of service to the community through member participation. The committee shall also promote interest in the IAAP Retirement Trust Foundation to raise funds for this trust and to promote interest in the IAAP Research and Educational Foundation committed to support the professional growth of administrative professionals.

C.      The Professional Member of the Year Committee shall coordinate the selection of the chapter’s PMOY. The chair shall preferably be the current Professional Member of the Year and may be assisted by members who are not submitting applications.

D.     The Ways and Means Committee shall devise and promote projects for raising the necessary funds for the operation of the chapter. The committee should carefully select projects that will be appropriate for IAAP as a professional organization.

Section 2.  Elected Standing Committees.

A.
Financial Review Committee. The Financial Review Committee shall consist of a chair, two members and one alternate who shall be elected by the membership at the July meeting.

1.
Two financial reviews shall be made of the chapter financial records by the Financial Review Committee. The first financial review shall be completed thirty (30) days after January 1, and the second shall be completed thirty (30) days after June 30. A written report covering each financial review shall be submitted to chapter members for adoption. At the close of the fiscal year, these records shall be transferred to the incumbent treasurer.

2.
In the event of a vacancy in the office of treasurer, a financial review shall be made of the chapter’s financial records by the Financial Review Committee. Such financial review shall be completed within fifteen (15) days after receipt of the records, a written report covering the financial review submitted to the board of directors.

B.
Nominating Committee. The Nominating Committee shall consist of a chair and four members and two alternates who shall be elected by the membership at the regular business meeting in March. This committee shall carry out the duties prescribed in Article III, Section 3.

Section 3.  Special Committees.  Special committees may be appointed as ordered by the chapter or when deemed necessary by the board of directors.

Section 4.  Responsibility.

A.
All committees shall be directly responsible to the board of directors and, with the exception of the Nominating Committee and other exceptions noted in these bylaws, shall submit all plans prior to execution and requests for funds to the board of directors for approval.

B.
Chapter funds are to be administered by the chapter treasurer. All monies from any committee shall be forwarded to the chapter treasurer for disbursement. No separate bank accounts may be opened by any committee nor any monies disbursed.

C.
The chapter, through the board of directors, shall have access to all records of committees at all times and shall have the right to inquire into their undertakings and affairs.

D.
Upon approval of the board of directors, the president may declare a committee chair vacant because of non-performance of duties and appoint a successor.

Section 5.  Appointments.

A.
Parliamentary Advisor.  The president will appoint a parliamentary advisor who shall:

1.
Receive all suggestions for amendments to the chapter Bylaws and Standing Rules, prepare them in proper form, and submit them for action by the membership in accordance with Article VIII of these bylaws.

2.
Maintain conformity in chapter bylaws and standing rules with international and division bylaws and standing rules.

3.
Propose amendments and resolutions.

4.
Prepare and submit amendments to the chapter bylaws and international and/or division bylaws and standing rules on behalf of the chapter.

5.
Review all amendments to the bylaws and standing rules and international and/or division bylaws and standing rules proposed by other units of IAAP and make recommendations to the board of directors.

B.     Webmaster.  The president shall appoint a webmaster who shall be responsible for keeping the chapter’s website current.

ARTICLE VI--MEETINGS

Section 1.  Scheduling.  Regular meetings of this chapter shall be held on the third Tuesday of each month.  If deemed advisable, the date of a regular meeting may be changed at any preceding meeting by a majority vote of the membership.  In emergency situations, the board of directors shall have authority to cancel or change the date of the meeting providing all members are notified.

Section 2.  Special Meetings.  Special meetings may be called by the president, by a majority of the board of directors, or by one-third of the membership, provided notice specifying the principle business of the meeting is given to all members at least seven days prior to the date of the special meeting.

Section 3.  May Meeting.  

A .
Election of Officers. The regular meeting in May shall be for the election of officers.

B. 
Representation.

1.
One delegate shall be elected at the May meeting to attend the International Education Forum and Annual Meeting, and the Virginia-West Virginia Division Annual Meeting for the coming year.  The delegate shall preferably be the incoming president.

2.
One alternate shall be elected to attend the International Education Forum and Annual Meeting and the Virginia-West Virginia Division Annual Meeting for the coming year. The alternate shall preferably be the incoming president-elect.

3.
A chapter member shall be elected to attend the Virginia-West Virginia Division Professional Development Seminar. The representative shall preferably be a board member.

Section 4.  Annual Meeting. The regular meeting in June shall be the annual meeting of this chapter and shall be for the purpose of:

A.
Regular business.

B.
Installation of officers.

Section 5.  Quorum. Fifteen percent (15%) of the chapter members shall constitute a quorum for any regular or special meeting.

ARTICLE VII--DISSOLUTION

In the event of dissolution, abandonment, or termination of the Charter of this chapter, no income, contribution or other revenue or funds shall inure to the benefit of any individual or of any group not affiliated with IAAP and any and all assets then possessed by the chapter, after current indebtedness paid, shall be divided equally between the IAAP Retirement Trust Fund and IAAP Research and Education Foundation.

ARTICLE VIII--AMENDMENTS

Section 1.  Bylaws.  These bylaws may be amended by any of the following methods:

A.
At any meeting of the chapter by a two-thirds vote, provided the proposed amendments shall have been communicated to the members at least ten (10) days prior to the meeting date or have been read at the previous regular meeting.  

B.
By unanimous vote, if not distributed previously as required in A of this section. 

Section 2.  Standing Rules.  

A.
Standing Rules may be adopted without previous notice by a majority vote at any meeting of the chapter.

B.
Standing Rules may be amended or rescinded:

1.
By a majority vote, provided the proposed amendments shall have been communicated to the members at least ten (10) days prior to the meeting date or have been read at the previous regular meeting.

2.
By a two-thirds vote without previous notice.

Section 3.  Corrections.

A.
Automatic grammatical, punctuation, and correlation corrections in these bylaws and standing rules or amendments thereto which in no way alter the intent of the respective bylaw or standing rule or amendment shall be effected by the Bylaws and Standing Rules Committee, subject to the approval of the board of directors.

B.
Editing changes in the bylaws and standing rules necessitated by amendments to the international and/or division bylaws and standing rules shall be effected by the parliamentary advisor subject to:

1.
Approval of the board of directors.

2.
Notification to the membership.

Section 4.  Enactment. These bylaws and standing rules and/or amendments thereto shall become effective upon adjournment of the meeting at which adopted, unless otherwise specified.

Bylaws Adopted:  May 11, 1957

Revised:   July 1, 2011

Amended:   July 1, 2011


CHAPTER STANDING RULES

1.
Regular meetings of this chapter shall begin at 6:00 p.m. unless otherwise designated by the board of directors or by direction of the membership.

2.
Regular meetings of the board of directors shall begin at 6:00 p.m. unless otherwise designated by the board of directors.

3.
Each officer and committee chair shall present a complete written report to the president-elect, electronically or in hard copy form, no later than June 1 to be included in an annual report, which shall be submitted to the members on the website.  The president-elect shall present a summary of the reports at the June meeting.

4.
Delegate / Alternate / PDS Representative.

A.
Expenses of Delegate. The expenses of the delegate to the International Education Forum and Annual Meeting and Virginia-West Virginia Division Annual Meeting shall be reimbursed to the extent of registration, transportation by the most economical means, meals (based on event locality’s government per diem), and room cost only if chapter funds are available.  

B.
Expenses of Alternate. The expenses of the alternate to the International Education Forum and Annual Meeting and Virginia-West Virginia Division Annual Meeting shall be reimbursed to the extent of registration, transportation by the most economical means, and meals (based on event locality’s government per diem) only if chapter funds are available.  Alternate may share room with delegate.

C.
Expenses of PDS Representative. The expenses of the representative to the Virginia-West Virginia Division Professional Development Seminar shall be reimbursed to the extent of registration, transportation by the most economical means, meals (based on event locality’s government per diem), and room only if chapter funds are available. 

D.
Transportation. If transportation by privately owned vehicle is determined to be the most economical method, expenses shall be reimbursed at the current IRS per mile rate.

E.
Reimbursement. Any delegate, alternate, or PDS representative who has received any reimbursement from the chapter for expenses shall present an itemized account of expenses with substantiating documents and any unused funds to the treasurer within thirty (30) days following relevant convention, conference, or meeting.

F.
Reports. It shall be the duty of the delegate and alternate to attend all meetings and a report of the proceedings shall be made to the membership at the first chapter meeting following the relevant convention, conference or meeting. The PDS representative will submit a report of the meeting at the chapter meeting following the seminar.

5.
Chapter members shall be responsible for all dinner reservations made for meetings unless canceled in accordance with meeting notice deadline.

6.
Funds from the chapter’s treasury shall be used to cover dinner expenses for members when receiving recognition for attaining their Certified Professional Secretary (CPS) or Certified Administrative Professional (CAP) rating. 

7.
A presentation not to exceed a cost of $75-$100 shall be made to the retiring president in recognition of services rendered to the chapter.

8.
Chapter Records.

A.
Transfer of officer records. All records pertaining to any office are the property of the chapter and must be transferred as directed by the board of directors within ten (10) days by the person vacating the office for any reason whatsoever with the exception of the treasurer, who shall transfer all records of the office to the Financial Review Committee for financial review.

B.
Transfer of committee records. Within ten (10) days after the conclusion of their appointment or vacancy, all committee chairs shall transfer their files to their successors or as directed by the board of directors.

C.
Records Retention. Chapter officers will retain the current year’s records, plus 3 years records, with the exception of treasurer and secretary, who must retain records indefinitely.  Committees are to retain current year’s records plus 3 years, with the exception of bylaws and standing rules whose records must be retained indefinitely.

9.
Items purchased by committees for chapter use shall be inventoried in conjunction with the chapter’s financial reviews and a record transferred from year-to-year.

Standing Rules revised:   March 31, 2011

Standing Rules amended:   March 15, 2011




















