[image: iaapcolr]


INTERNATIONAL ASSOCIATION OF
ADMINISTRATIVE PROFESSIONALS® (IAAP®)

AK-SAR-BEN CHAPTER


BYLAWS AND STANDING RULES
Amended and Adopted as of June 2011


ARTICLE	PAGE

ARTICLE I	NAME AND LOCATION	2

ARTICLE II	MEMBERSHIP AND DUES	2

ARTICLE III	OFFICERS, QUALIFICATIONS, NOMINATION AND ELECTION, TERM AND DUTIES	2

ARTICLE IV	EXECUTIVE BOARD	5

ARTICLE V	COMMITTEES	6

ARTICLE VI	MEETINGS	8

ARTICLE VIII	PARLIAMENTARY AUTHORITY	9

ARTICLE IX	AMENDMENTS	9

STANDING RULES		11



INTERNATIONAL ASSOCIATION OF
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AK-SAR-BEN CHAPTER


BYLAWS


[bookmark: _Toc197940318]ARTICLE I	NAME AND LOCATION
The name of this Chapter shall be Ak-Sar-Ben Chapter of International Association of Administrative Professionals® (IAAP®).  It shall be located in Omaha, Nebraska.

[bookmark: _Toc197940319]ARTICLE II	MEMBERSHIP AND DUES  
A. 	Membership
	There shall be four classifications of membership as provided in the International Bylaws Article VI.  Associate members shall have all the rights and privileges of Professional members except they may not hold office at any level nor serve as Delegate or Alternate at the International level.   

B.	Dues
	Annual dues for this Chapter shall be:

		Professional Member	$12.00
		Professional-Merited Member	$  6.00
		Student Member		$  6.00
		Associate Member	Included in flat fee to HQ

[bookmark: _Toc197940320]ARTICLE III	OFFICERS, QUALIFICATIONS, NOMINATION AND ELECTION, TERM AND DUTIES

Section 1.	Officers   
	The Chapter officers shall be a President, a Vice President, a Secretary, and a Treasurer.

Section 2.	Qualifications
	A.	A candidate for office shall have been a Professional member or a Professional-Merited member for at least one year prior to the time of nomination.

	B.	A candidate for the office of President or Vice President shall have preferably served as an officer of this Chapter for at least one full year prior to the time of election.
	C.	Candidates for chapter officer positions for the Ak-Sar-Ben Chapter may not run for office or hold office in any other chapter and must have the Ak-Sar-Ben Chapter listed as their primary chapter of record at Headquarters during the year of their candidacy.

Section 3.	Nomination and Election
A.	Two months prior to the Annual Meeting, the Nominations Committee shall submit to the members a slate of one or more candidates for each office. The Nominations Committee shall also appoint two directors to the Executive Board, using the following criteria:
· preferably the immediate past President, or
· active past Chapter president,
· and one active past Chapter officer, having served a minimum of two terms.
B.	Nominations may also be made from the floor prior to the election provided candidates’ qualifications are given at the time of the nomination and provided they have consented to the nomination.  Nominations from the floor must receive two seconds.
C	Officers shall be elected by ballot one month prior to the Annual Meeting and installed at the Annual Meeting, except that if there is but one candidate for each office, the officers may be elected viva voce.

Section 4.	Term of Office
A.	The term of office shall begin on July 1 and continue through June 30 or until successors are elected.
B.  The President and Vice President shall preferably serve one term only, and no more than two consecutive terms in the same office, except as provided in Article III, Section 6.  Other officers shall preferably serve one and no more than two consecutive terms in the same office.  Any of these officers serving six months or more in an office shall be deemed to have served one term.

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

	A.	The President shall:
(1)	Perform the duties prescribed by these Bylaws and by the Parliamentary Authority adopted by IAAP.
(2)	Subject to the approval of the Executive Board, appoint all standing and special committees, unless otherwise specified.
(3)	Be a member ex officio of all committees except the Nominations Committee.
(4)	Call meetings of the Executive Board whenever such meetings are necessary.
(5) Keep the Division President fully informed on all matters concerning the Chapter.
(6) Keep the Chapter membership informed on all IAAP official communications.
(7) Be the Mistress of Ceremonies at the Administrative Professionals Week® (APW) Breakfast or may delegate this task.

B.	The Vice President shall:
	(1)	Assist the President in all ways.
(2)	In the absence of the President, serve as presiding officer of meetings of the Chapter or of the Executive Board.
	(3)	Shall Chair the Executive Nigh Event Committee.
	(4)	Chair the Administrative Professionals Week® (APW) Committee.
	(5)	Perform such other duties as may be assigned by the Executive Board.

C.	The Secretary shall:
	(1)	Be responsible for the minutes of all Chapter and Executive Board meetings.
	(2)	Have custody of the Chapter Charter and official documents.
(3)	Have available at all meetings up-to-date copies of the International Bylaws and Standing Rules and Division and Chapter Bylaws and Standing Rules.
	(4)	Give written notice of the Annual and Special Meetings as required in Article VI.
	(5)	Conduct the correspondence of the Chapter in accordance with the direction of the Chapter President and/or Executive Board.
	(6)	Perform such other duties as may be assigned by the Executive Board.

D.	The Treasurer shall:
(1) Be responsible for all funds of the Chapter and for the records of its financial affairs.
(2)    a.	Deposit all checks promptly (within ten business days).
	b.	Pay all vouched bills promptly by check, countersigned by the 
Chapter President.
(3) Pay all vouched bills promptly by check, countersigned by the Chapter President.
(4) Keep a complete and accurate record of Chapter membership.
(5) Keep the books on a current basis.  Prepare a monthly report for the Chapter and a detailed financial report for presentation at the Annual Chapter meetings.
(6) Prepare a complete financial report for financial review by July 15th following the close of term of office.
(7) Be bonded with premiums paid from Chapter funds.
(8) Perform such other duties as may be assigned by the Executive Board.
(9) Notify the Division Treasurer and Headquarters immediately of the suspension, resignation or death of a member.

Section 6.	Vacancy
In the event of a vacancy in the office of President, the Vice President shall succeed to that office for the unexpired term and shall continue in the office of President for the following year.  The office of Vice President shall remain vacant until the next regular election.  In the event of a vacancy in the office of Vice President for any other reason, the office shall remain vacant until the next regular election, at which time both a President and a Vice President shall be elected.  In the event of a vacancy in the office of both President and Vice President, the Secretary 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.  A vacancy in any other office shall be filled for the unexpired term by appointment from the membership of the Chapter by the Chapter Executive Board.

Section 7.	Removal from Office
The Executive Board may, by three-fourths vote, request the resignation of any officer due to misconduct or neglect of duty.  If such resignation is not received within ten (10) days after requested, the office shall be declared vacant and such office shall be filled in accordance with Section 6 of this Article. 

[bookmark: _Toc197940321]ARTICLE IV	EXECUTIVE BOARD

Section 1. 	Composition
	The officers and two Directors, one of whom shall preferably be the immediate past Chapter President, and the other shall be an active past Chapter President or an active past Chapter Officer, having served a minimum of two terms, and appointed by the Nominations Committee, shall be the Executive Board.


Section 2.	Meetings and Duties
A.	The Executive Board shall meet once a month, preferably in person, but may also include by U. S. Post Office mail, by electronic mail, or by conference call, to adequately conduct the business of the Chapter in accordance with the provisions of these Bylaws and Standing Rules and the wishes of the membership.
B.	Shall be assigned as Board contacts to those committees where their advice and counsel would be most helpful to the membership as a whole.
C.	The outgoing Executive Board shall meet with the incoming Executive Board within thirty (30) days after the June membership meeting.

Section 3.	Quorum
	The quorum for any meetings of the Executive Board shall be majority.

[bookmark: _Toc197940322]
ARTICLE V	COMMITTEES

Section 1.		Standing Committees
	Standing committees shall be composed of a chairman and one or more members.  Appointments shall become effective July 1 for a term of one year.

Section 2.	Duties
	Standing Committees and their duties are as follows: 

	A.	Budget/Financial Review Committee:

	(1)	Shall meet with the President, Treasurer, and other members of the Executive Board, 	stipulated by the President, for the purpose of preparing a proposed Chapter budget to 	be presented at the September Chapter meeting.
	(2)	Shall review the Chapter’s financial records.  Such review shall be completed by July 	15th, with a written report covering the review submitted to the Executive Board, and 	the records transferred to the incumbent Treasurer.
	(3)	Shall conduct a midyear financial review in January with a written report covering the 	review submitted to the Executive Board and the General Membership.
(4)	In the event of a vacancy in the office of Treasurer, a review shall be made of the 	Chapter’s financial records, such review to be completed within ten (10) days after 	receipt of the records, a written report covering the review submitted to the Executive 	Board, and the records transferred as directed by the Executive Board.

B. Bylaws and Standing Rules Committee:
(1)	Shall maintain conformity in Chapter Bylaws and Standing Rules with the International Bylaws and Standing Rules and the Division Bylaws and Standing Rules.
(2)	May propose amendments and resolutions.
(3)	Shall edit/correlate all proposed amendments to the Bylaws and Standing Rules of this Chapter and submit them together with the committee’s recommendations and the reasons for the recommendations to the membership in accordance with these Bylaws.
(4)	Shall submit Chapter Bylaws and Standing Rules and/or amendments thereto to the Division Bylaws and Standing Rules Committee for approval as amended or a least every four years.
(5)	Shall assist the Executive Board in preparing and submitting amendments to the International and/or Division Bylaws and Standing Rules and resolutions to the International Bylaws and Standing Rules Committee on behalf of the Chapter.

C. Nominations Committee:
	Shall consist of a chairman and four members, one of whom must be an active Past Chapter President.
(1)	At least three months prior to the June meeting, three members shall be elected to this committee by the membership eligible to vote, nominations to be made from the floor, and two members shall be appointed to this committee by the Executive Board.  The elected and appointed members of the Nominations Committee shall choose their own chairman.
(2)	This Committee shall carry out the duties prescribed in Article III, Section 3.

D.	Publicity and Community Awareness Committee:
(1) Shall handle all matters pertaining to civic projects, monitor public and world affairs, and render service, as requested, to other organizations.
(2) Shall publicize the purposes and activities of the Chapter through various publicity channels, including activities during Administrative Professionals Week, and be responsible for coordinating the sale of advertising when deemed appropriate.  All news releases shall be channeled through this committee.
(3) Shall maintain the Chapter's brochures to use in marketing the Chapter and maintain the Chapter's web site.
(4) Shall prepare and distribute the official publication of this Chapter. They shall publish ten (10) issues each year.

E.	Membership and Certification Committee:
(1) Shall direct all activities of the Chapter concerned with the maintenance of membership, including recruitment, receiving applications, and sending applications and checks to the Treasurer, and shall be responsible for the instruction of new members in the purposes and policies of IAAP.
(2)	Shall be responsible for developing and maintaining membership retention through a variety of activities including, but not limited to, a Service Award Program. 
· The purpose of this Program is to recognize the number of years its members serve the Chapter. This Program will be implemented if funds are available. The Executive Board will establish the criteria for the Program and administer it.
· This Program is responsible for presenting a commemorative memento to the retiring Chapter President in recognition of service rendered.

F.	Administrative Professionals Week (APD) Committee:
	Shall formulate a program to enable the Chapter and its members to derive the greatest possible benefit from Administrative Professionals Week.  On an annual basis, and with the concurrence of the Executive Board, the Committee may establish, define title and criteria as well as execute Chapter-approved programs and procedures for selection of an outstanding “Administrative Professional.”

G. Program Committee:
	Shall supervise the arrangements of programs and details in connection with the monthly Chapter meetings.  It shall also be responsible for receiving meeting reservations for members and guests, as well as notifying members of items of particular interest when deemed appropriate by the Chapter President.

H. Scholarship Committee:
	Shall handle all matters pertaining to selection of a student or students to receive a scholarship(s) to an accredited Nebraska or Iowa college or university in pursuit of an administrative career or may choose to provide educational opportunities for chapter members.
I. Ways and Means Committee:
		Shall institute and execute plans for financing all approved Chapter activities.


Section 3.	Responsibility
A.	All committees except the Nominations Committee shall be directly responsible to the Executive Board and shall submit all plans, prior to execution, to the Executive Board for approval.
B.	Upon approval of the Executive Board, the President may declare a committee chairmanship vacant because of nonperformance of duties and appoint a successor.
[bookmark: _Toc197940323]ARTICLE VI	MEETINGS

Section 1.	Regular and Annual Meetings
A.	Regular meetings of this Chapter shall be held on the second Tuesday of each month unless otherwise ordered by majority vote of the membership or the Executive Board.
B.	The June meeting of each year shall be the Annual Meeting of this Chapter.

Section 2.	Special Meetings
Special meetings may be called by the President, by a majority of the Executive Board, or by one-third of the membership, provided notice specifying the principal business of the meeting is given to all members at least seven (7) days prior to the date of the Special Meeting.

Section 3.	Quorum
A quorum for any meeting shall be one-third of the Chapter membership. This quorum shall be established at the time the Chapter business meeting is called to order.

Section 4.	Representation
A.	The Delegate to the Annual International Convention shall preferably be the Chapter President.  The Alternate shall be the Vice President, Secretary or Treasurer, respectively.  If none of the officers are able to attend, then the Alternate shall be selected by majority vote of the Chapter Executive Board from the remaining Chapter members. 
B.	The Delegate to the Annual Division Meeting shall preferably be the Chapter President.  If the Chapter President is unable to attend, the Alternate shall be the Vice President, Secretary or Treasurer, respectively.  If none of the officers are able to attend, then the Alternate shall be selected by majority vote of the Chapter Executive Board from the remaining Chapter members.

Section 5.	Voting
	At the discretion of the Executive Board, special voting may take place on any proposed action(s) deemed necessary to require Chapter members’ consideration and will require a majority vote. This voting may be accomplished by U. S. mail, facsimile, or electronic mail. Ballots will be collected by the Chapter President and Secretary for tallying.


ARTICLE VII	DISSOLUTION

In the event of dissolution, abandonment, or termination of the 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 has been paid, shall go and be delivered forthwith to the Iowa-Nebraska Division of International Association of Administrative Professionals.
[bookmark: _Toc197940324]ARTICLE VIII	PARLIAMENTARY AUTHORITY

The current edition of Robert’s Rules of Order Newly Revised shall govern the Ak-Sar-Ben Chapter in conducting Chapter business and in the preparation of its Bylaws and Standing Rules.
[bookmark: _Toc197940325]ARTICLE IX	AMENDMENTS

All proposed amendments shall be submitted to the Bylaws and Standing Rules
Committee, in writing, for discussion at a meeting of the Board of Directors. 

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 distributed (by U. S. mail, facsimile, or electronic mail) 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 of members present at a Chapter meeting, if not distributed previously as required in item “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 mailed 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, which in no way alter the intent of the respective Bylaw or Standing Rule, shall be effected by the Bylaws and Standing Rules Committee, subject to the approval of the Executive Board.


B.	Edited changes in the Bylaws and Standing Rules necessitated by amendments to International or Division Bylaws and Standing Rules shall be effected by the Bylaws and Standing Rules Committee, subject to:
1.	Approval of the Board of Directors
2.	Approval of the Division Bylaws and Standing Rules Committee
3.	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:              8/94           Revised:         03/99                Amended:  04/03
									Amended:  06/04
									Amended:  12/04
									Amended:  01/06

Bylaws Revised:         March 2006    		
Approved by Division Bylaws and Standing Rules Committee:  	June 14, 2006			
				
Bylaws Revised:         May 13, 2008    		
Approved by Division Bylaws and Standing Rules Committee:  	May 15, 2008	

Bylaws Revised:	May 21, 2009
Approved by Division Bylaws and Standing Rules Committee:	May 22, 2009

Bylaws Revised:	June 14, 2011
Approved by Division Bylaws and Standing Rules Committee	June 20, 2011
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[bookmark: _Toc197940326]STANDING RULES

1.	Directory

The Ak-Sar-Ben Chapter Directory shall be distributed to all Chapter members at the beginning of the Chapter year (September meeting).  Roster updates will be posted in the Chapter newsletter, Scribblings, as well as the Chapter web site.

2.	Expenses  (Delegate and Alternate)

The expenses of the Delegate to the International Convention and Annual Division Meeting shall be reimbursed to the extent of registration, hotel accommodations, transportation by the most practical and economical means, and such other actual, reasonable and necessary expenses, only if funds are available.

The expense of the Alternate to the International Convention and Annual Division Meeting shall be reimbursed to the extent of registration, transportation by the most practical and economical means, hotel accommodations, and such other actual, reasonable and necessary expenses, only if funds are available.

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

A written report of the proceedings shall be presented to the membership at the first Chapter meeting following the relevant convention, conference, or meeting.

3.	Meetings

Regular Chapter meetings shall begin at 6:00 p.m. unless otherwise designated by the membership.  Regular Executive Board meetings shall begin at 5:30 p.m. unless otherwise designated by the Executive Board.

4.	Other

A.	Annual Scholarship:  The Chapter may award an annual scholarship(s) not to exceed $1,500 totally, if funds are available, to an outstanding student(s) for the purpose of undertaking or continuing training to become an administrative office professional.

B.	Chapter Treasurer:  
(1)	The office of Treasurer shall be bonded in an amount set by the Executive Board, the premium to be paid from Chapter funds.
(2)	Monthly and annual financial reports of this Chapter are considered confidential information and cannot be reproduced in any Chapter electronic or printed publication.
(3)	All cash, checks, etc., collected in respect to any Chapter event or function must be submitted to the Chapter Treasurer.  If there are expenses to be taken against said event, then an itemized invoice or receipt for such expenses must be submitted to the Chapter Treasurer and a check will be issued to cover such expenses.
(4)	Shall submit invoices to all members who want to maintain dual membership for the Chapter dues that apply to their particular classification. The issuing of these invoices will coincide with the Chapter's fiscal year.

C. Chapter President:   
(1)	Shall countersign checks drawn on Chapter funds.
(2) Shall, with approval of the Executive Board, appoint a Chapter member to act as Parliamentary Advisor.
(3) The office of President shall be bonded in an amount set by the Executive Board, the premium to be paid from Chapter funds.

D. Chapter Secretary:  
	Following the election of Chapter officers, the outgoing Secretary shall file the names and addresses of the newly-elected President and Secretary with the local Chamber of Commerce, the Better Business Bureau, and the Post Office, and the newly-elected Secretary shall keep such information up-to-date throughout the year.

E. Committee Chairs: 
(1)	Chapter committee chairmen shall submit annual reports to the Executive Board with a copy placed in the committee file.  
(2)	Within 15 days after the conclusion of their appointment, all committees shall transfer their files to their successors or as directed by the Executive Board, with the exception of the Nominations Committee files, which are to be passed to the newly-elected Secretary for transfer to the next Nominations Committee chair when needed.
(3)	Each Committee anticipating expenses during the Chapter year is required to meet before July 1 to establish its budget.  This budget must then be sent to the Chair of the Budget/Financial review Committee prior to the development of the Chapter’s annual budget.  Documentation (reasons) for the requested expenditures must accompany the budget request.
(4) Budget Preparation:  Each Committee anticipating expenses during the Chapter year is required to meet before July 1 to establish its budget.  This budget must then be sent to the Chair of the Financial Review and Budget Committee prior to the development of the Chapter’s annual budget.  Documentation (reasons) for the requested expenditures must accompany the budget request

F. 
Chapter Records:  
(1) All records pertaining to any office are the property of the Chapter and must be transferred as directed by the Executive Board within 15 days by the person vacating the office for any reason whatsoever.
(2) The Board may create a Records Management Ad Hoc Committee to establish and implement procedures on electronic and physical storage of the Chapter records and historical data

G. Miscellaneous Chapter Meeting Expenses:
(1) Dinners:  If a cancellation is not received prior to the date and time designated per month before the scheduled meeting, all members and guests will be billed for the dinner;
(2) Facility/Program Expenses: To cover facility/program expenses, a minimum fee of $5.00 will be charged to all members who attend a regular monthly chapter meeting but do not participate in the dinner.
   (3)    Members are required to reimburse the Chapter for any bank fees assessed because of returned checks. The Treasurer will interface confidentially with the responsible member(s) on this reimbursement process. The recovered fee(s) and original check amount due to the Chapter treasury will be paid in cash, money order, or a cashier’s check.

H.	Chapter Officer Use of Specially-Assigned Debit Cards.
	To facilitate payment of authorized Chapter expenses, the President and the Treasurer, who are bonded, shall be issued a debit card upon their election and/or installation.  This debit card will be used for the sole purpose of purchasing legitimate expenses of Ak-Sar-Ben Chapter of IAAP, including, but not limited to: 
	A)	Expenses for pre-registration to the division annual meeting and international convention and educational forum, air fare, hotel for division and international; and
	B)	Postage for Chapter usage.
By majority vote of the Executive Board, it may be determined if there is any misuse of the debit card. This misuse will result in the immediate removal from office of the offending officer; (see Article III “OFFICERS, QUALIFICATIONS, NOMINATION AND ELECTION, TERM AND DUTIES”, Section 7 “Removal from Office”. Payment of all expenses in full from the debit card use will be demanded from the removed officer.  If this removed officer is unable to make immediate reimbursement for unlawful or inappropriate expenses, then all unlawful and inappropriate expenses must be paid in full within 30 days.  All necessary legal steps will be taken to protect the Chapter’s treasury and to prosecute the offending officer to the fullest extent allowable under the laws of the States of Iowa and Nebraska.  Any and all legal fees on behalf of the Chapter will be paid by the offending officer.  

This specially-assigned debit card shall be surrendered immediately to either the Chapter President or Treasurer upon:
A)	The end of the official term of office; or
B)	The resignation of an officer; or
C)	The removal of an officer due to misconduct or neglect of duty. 
The recipient officer shall contact the card-issuing bank to stop all benefits and destroy the debit card.
Upon the retirement of an officer (or at the end of the official term), the debit card must be surrendered immediately to a chapter officer, either the treasurer or president; said officer shall contact the bank to stop all benefits and destroy the debit card.
Any time the chapter president or treasurer anticipates using the debit card, the other officer must be notified with an estimate of the expense prior to use.  An expense voucher shall be completed at the earliest possible time indicating the amount applied to the debit card; original receipts must be attached for the chapter financial review record.


Effective:  			August 1994
Standing Rules Adopted:	February 1967
Standing Rules Revised: 	November 1997, March 1999, March 2001, October 2001, June 2004
			December 2004, January 2007, February 2008, May 21, 2009

Approved by Division Bylaws and Standing Rules Committee:  May 22, 2009

Approved by Division Bylaws and Standing Rules Committee:   June 20, 2011

12

10
Ak-Sar-Ben Chapter Bylaws
and Standing Rules		Updated  June 14, 2011
image1.wmf

