BLUE GRASS CHAPTER BYLAWS AND STANDING RULES

ARTICLE I – CHAPTER NAME AND LOCATION 

The name of this chapter shall be Blue Grass Chapter of International Association of Administrative Professionals.  It shall be located in Lexington, Kentucky

ARTICLE II - DUES
Section 1
Annual dues for this chapter shall be:

· Professional Members 

$15.00 (effective 1/1/91)

· Professional Merited Members 
$3.00

· Student Members 


$3.00

Section 2

Student fees may be waived during any IAAP year if the chapter so votes.
ARTICLE III – OFFICERS, QUALIFICATIONS, NOMINATION AND ELECTION, TERM AND DUTIES
Section 1 - Officers 

1. The chapter officers shall be a president, a president-elect, a secretary, and a treasurer.

Section 2 - Qualifications

1. A candidate for office shall have been a member for at least one year prior to the time of nomination.
2. A candidate for the office of president shall have served as an officer of an IAAP chapter at least one full year prior to nomination. 

3. A candidate for the office of president-elect shall have served as a board member or chair person for one year prior to nomination.

4. No member shall hold more than one chapter office at a time.
5. No member shall hold a Division office, serve as a Division committee chair, or serve on an International department or committee while serving as a chapter officer, except to allow for normal overlap in difference of installation time.

Section 3 - Nomination and Election

1. At least eight weeks prior to the May meeting, the Committee on Nominations shall submit to the members a slate of one or more candidates for each office.
2. Election of officers will take place at the May Chapter Meeting. 

3. Nominations may be made from the floor prior to election.
4. A majority vote of the members present at the May meeting shall be required for election, which shall be by ballot, except that if there is but one candidate for each office, the ballot may be dispensed with and the officers elected by viva voce.

5. If 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.  If the vote remains a tie after the second ballot, the election shall be decided by lot.
6. A vacancy occurring among the officers-elect between the time of election and installation shall be filled by special election at the next chapter meeting.  Nominations shall be made from the floor and all provisions previously outlined in this section shall prevail.

Section 4 - Term of Office

1. Officers shall assume office at the close of the annual meeting and shall serve for a term of one year, or until their successors are elected and take office.
2. The president and president-elect shall serve one term only, except as provided in Section 6. 
3. Other officers shall serve no more than two consecutive terms in the same office.
4. Any officer serving six months in an office shall be deemed to have served one term.

Section 5 - Duties

Chapter officers shall be obligated to uphold and represent the interest of IAAP and the profession as a whole.

1. The president shall:

A) Preside at all meetings of the chapter and the board of directors

B) Subject to the approval of the board of directors, appoint the standing and special committees, unless otherwise specified

C) Be a member ex officio of all committees except the Committee on Nominations

D) Call meetings of the board of directors whenever such meetings are necessary

E) Keeps the Division president fully informed on all matters concerning the chapter

F) Upon expired term, serve as chair of the Committee on Nominations.


2. The president-elect shall:
A) Assume the duties and powers of the presidency in the absence of the president.
B) In the event of a vacancy in the office of president, succeed to the office for the unexpired term.
C) Prepare a roster of the chapter officers and members immediately following the annual meeting and distribute a copy to each member, Division officers, and chapter presidents.  Notify same when changes occur.
D) Succeed automatically to the office of the president at the conclusion of the term as president-elect.
E) Serve as chair of the Bylaws and Standing Rules Committee.
F) Have available at all meetings, up-to-date copies of the bylaws and International standing rules, and Division and chapter bylaws and standing rules.
G) Perform such other duties as may be assigned by the board of directors.


3. The secretary shall:
A) Keep an accurate record of chapter and board of director meetings
B) Have custody of the chapter charter and other official documents.
C) Shall keep an attendance record of each member and an accurate roster of the membership, as furnished by the treasurer.
D) Conduct the correspondence of the chapter in accordance with the direction of the president and/or the board of directors.
E) Perform such other duties as may be assigned by the board of directors.


4. The treasurer shall:
A) Have custody of all chapter funds, making disbursements promptly by check, as authorized and approved by the president.
B) Keep the books on a current basis and make monthly reports to the chapter.
C) Prepare a detailed interim financial report for presentation at the annual meeting and a complete financial report for the fiscal year. 
D) Notify the president elect, secretary, Membership Committee and Newsletter Committee of roster changes.
E) The treasurer shall receive and process all applications for membership, including reinstatements and transfers.
F) Perform such other duties as may be assigned by the board of directors.


 Section 6 - Vacancy

1. In the event of a vacancy in the office of president, the president-elect shall succeed to the office for the unexpired term.  In addition to serving the unexpired term, the individual shall continue in the office of president the following year.
2. In the event of a vacancy in the office of president-elect due to succession to the presidency, the office shall remain vacant until the next regular annual meeting.  In the event of a vacancy in the office of president-elect for any other reason, the office shall remain vacant until the next annual meeting, at which time the members shall elect both a president and a president-elect.
3. In the event of a vacancy in any other office, the board of directors shall appoint from the membership of the chapter a member to fill the vacancy for the unexpired term.
4. Any officer unable to perform the duties of the office for any reason whatsoever for a period of more than 60 days shall submit a written resignation to the board of directors.
5. In the event the board of directors determines in its sole judgment that any officer has failed to perform the duties of the respective office for a period of at least 60 days, they shall request the resignation of such officer from the respective office.  If such resignation is not received within 15 days, the board of directors is empowered to declare such office vacant and such office shall be filled in accordance with the provisions of this section.

ARTICLE IV - BOARD OF DIRECTORS
Section 1 - Composition

The board of directors shall be composed of the officers of this chapter.  The immediate past president shall serve in an advisory capacity to the board of directors.
Section 2 - Duties
The board of directors shall have general supervision and management of the chapter’s business between meetings except as otherwise stipulated.
Section 3 – Meetings
Regular meetings of the board of directors shall be held as called by the president.
Special meetings may be called by the president or by a majority of the board of directors.

All meetings shall be open to all members.

Section 4 – Quorum
The quorum, for any meeting of the board of directors shall be a majority.
ARTICLE V - COMMITTEES

Section 1 - Standing Committees

1. Standing committees shall be composed of a chair and one or more members.  
2. Appointment shall become effective at the close of the annual meeting for a term of one year.

Section 2 - Duties

Standing committees and their duties are as follows:
1. The Membership Committee

A) Shall direct all activities of the chapter concerned with the recruitment and maintenance of membership.  
B) This committee shall notify the membership of all such applications, reinstatements and transfers.  

2. The Program Committee
A) Shall plan the programs for chapter meetings as required.


3. The Bylaws and Standing Rules Committee  
A) Shall receive all suggestions for amendments and/or proposed amendments to the bylaws and standing rules of this chapter, prepare them in proper form, and submit them for action by the membership in accordance with these bylaws.
B) Shall maintain conformity in chapter bylaws and standing rules with International bylaws and standing rules and the Division bylaws and standing rules.
C) Shall assist the board of directors 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.

4. Committee on Nominations
A) The Committee on Nominations shall consist of chairman and two members.  The immediate past president of the chapter shall serve as chair of the Committee. 
B) At least eight weeks prior to the May meeting, the committee on nominations shall submit to the membership a slate of one or more candidates for each office.


5. The Finance Committee
A) The Finance Committee shall consist of the treasurer as chair, the ways and means committee chairman and the president as committee members. 
B) The committee shall prepare a budget, subject to the approval of the board of directors, by August 1 to guide the chapter in expenditures of funds.

Section 3 - Special Committees
1. The president shall, with approval of the board of directors, appoint special committees to implement and/or promote: newsletter, CPS service and education, hospitality, ways and means projects, executive’s night, and Administrative Professional Week activities.  
2. The president-elect shall have custody of and be responsible for the files at year end.

Section 4 - Responsibility

1. All committees shall be directly responsible to the board of directors and shall submit all plans, prior to execution, to the board of directors for approval.  

2. Within ten days after the conclusion of their appointment, all committees shall transfer their files to their successors or as described by the board of directors.  

3. Upon approval of the board of directors, the president may declare a committee chair vacant because of nonperformance of duties and appoint a successor.

ARTICLE VI - MEETINGS

Section 1 - Regular and Annual Meetings

1. Regular meetings of this chapter shall be held on the fourth Tuesday of each month.  
A) If deemed advisable, the date of a regular meeting may be changed at any preceding meeting upon majority vote of the membership.  
B) All meetings shall be open meetings.
2. The regular June meeting in each year shall be the annual meeting of this chapter.  
A) Officers shall be installed at the June meeting.

Section 2 - Special Meetings

1. 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 principal business of the meeting is given to all members at least five days prior to the date of the special meeting.

Section 3 - Business of the Annual Meeting

1. Installation of officers will be conducted at the Annual Meeting. 

2. All officers and committee chairs will submit written year-end reports at the Annual Meeting.  

Section 4 - Quorum

1. A quorum for any meeting shall be 10 percent of the chapter membership.

ARTICLE VII - DISSOLUTION

1. In the event of dissolution, abandonment, or termination of the chapter, no income, contribution, or other revenue of 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 Kentucky Division IAAP.

ARTICLE VIII - PARLIAMENTARY AUTHORITY

1. The rules contained in the current edition of Robert Rules of Order Newly Revised shall govern the chapter in all cases to which they are applicable and in which they are not inconsistent with these bylaws, any special rules or order the chapter may adopt, or Division bylaws and standing rules or International bylaws and standing rules.
ARTICLE IX - AMENDMENTS

Section 1 - Bylaws

1. 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 to the members at least ten 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 Section 1A.

Section 2 - Standing Rules

1. Standing rules may be adopted without previous notice by a majority vote at any meeting of the chapter.  Standing rules may be amended or rescinded:
A) By a majority vote, provide the proposed amendments shall have been mailed to the members at least ten days prior to the meeting date or have been read at the previous regular meeting.
B) By a two-thirds vote without previous notice. 

Section 3 - Corrections

1. 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 board of directors.

Section 4 - Enactment

These bylaws and standing rules and/or amendments thereto shall become effective at the close of the meeting at which adopted, unless otherwise specified.

Bylaws Adopted: March 16, 1945

Revised: March 24, 1987

Amended: March 27, 1990

Amended: September 25, 1990

Amended: July 28, 1992

Amended: March 5, 1993

Amended: March 28, 1995

Amended: March 27, 2001
Grammar, punctuation, correlation update:  September 9, 2006

Amended: September 26, 2006

Amended:  January 22, 2008

BLUE GRASS CHAPTER STANDING RULES

1. Regular meetings shall be held at Lexington, Kentucky, and shall begin at 6:00 p.m. unless otherwise designated by the membership.


2. Regular meetings of the board of directors shall be held at Lexington, Kentucky and shall begin at 6:00 p.m. unless otherwise designated by the board of directors.


3. The chapter may transact business by telephone, mail, e-mail or fax.  


4. In addition to the treasurer\'92s signature, the bank signature card shall be signed by the President; the treasurer and the President shall be bonded accordingly.


5. At the May meeting, a tellers committee shall be appointed by the president.  The committee shall be responsible for distributing and collecting the ballots, tallying the vote.  After the vote is counted, the president shall report the results of the election to the membership and shall then declare the new officers duly elected.


6. An audit shall be made of the chapter financial records by a qualified person or persons appointed by the board of directors.  Such audit shall be completed within 15 days of the close of the fiscal year, a written report covering the audit submitted to the board of directors, and the records transferred to the incumbent treasurer.


7. In the event of a vacancy in the office of treasurer, an audit shall be made of the chapter financial records by a qualified person or persons appointed by the board of directors.  Such audit shall be completed within 15 days after receipt of the records, a written report covering the audit submitted to the board of directors, and the records transferred as directed by the board of directors.

8. Membership dues (full renewal) dues shall be paid for officers during their time in office.


9. A delegate and alternate of the chapter to the International convention shall be selected at a Regular meeting.  Notice of this meeting will be given to the membership.  If a delegate is not selected, the chapter will assign proxy voting privileges to the Kentucky Division Delegate.


10. The delegate and alternate to the Division annual meeting shall be appointed at least 60 days prior to said meeting.

a. Delegate and alternate will be appointed following the Division Bylaws and Standing Rules for the annual meeting.


11. The expense of the delegate to the International convention and Annual Division meeting shall be reimbursed for actual and necessary business specific expenses incurred.  

a. This includes registration fee, transportation, lodging, and meals not included in the registration.  

b. Such reimbursement or any part thereof will be dependent upon the availability of funds, and the maximum amount of reimbursement allowable shall be determined prior to the respective meeting.
c. The delegate shall present an itemized account of expenses to the board of directors no later than the next regular chapter meeting.


12. The expense of the alternate shall be reimbursed to the extent of registration, if funds are available.


13. The chapter may pay the hotel fee and meal fee for invited out-of-town Division or International officers attending any chapter meetings.

Standing rules adopted:  March 16, 1945

Amended May 24, 1988

Amended March 5, 1993

Amended March 28, 1995

Amended March 27, 2001

Amended\tab March 25, 2003
Amended October 24, 2006
Amended January 22, 2008
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