PAGE  
SAN FERNANDO VALLEY CHAPTER BYLAWS AND STANDING RULES

PAGE 
 OF Error! Bookmark not defined.
2
SAN FERNANDO VALLEY CHAPTER BYLAWS AND STANDING RULES

PAG
 OF Error! Bookmark not defined.

[image: image1.jpg]International Association of

Administrative Professionals®




San Fernando Valley Chapter
553130

Bylaws and Standing Rules

Bylaws and Standing Rules Adopted: November 1956

Bylaws and Standing Rules Revised: October 1996

Standing Rules Amended: May 1999

Standing Rules Amended: January 2000

Bylaws Revised: May 2001

Bylaws Revised: March 2002

Bylaws and Standing Rules Amended: November 2003

Bylaws and Standing Rules Amended:  September 2007

(Name Changed from Satellite Chapter to San Fernando Valley Chapter)

bylaws and standing rules amended: april 2010

TABLE OF CONTENTS

BYLAWS 
Page
ARTICLE I:
NAME AND LOCATION
1

ARTICLE II:
DUES 


Annual Chapter Dues
1

ARTICLE III:
OFFICERS


Section 1. Officers………..
1


Section 2. Qualifications
1


Section 3. Nomination and Election
1


Section 4. Term of Office
2


Section 5. Duties – Chapter Officers



A. President
2



B. President-Elect
2



C. Vice President
3



D. Recording Secretary
3



E. Corresponding Secretary
3



F. Treasurer
4


Section 6. Vacancy
4-5
ARTICLE IV:
BOARD OF DIRECTORS


Section 1. Composition..
5

Section 2. Duties……….
5

Section 3. Meetings…….
5


Section 4. Quorum………
5


Section 5. Actions of Board
5

ARTICLE V:
COMMITTEES


Section 1. Structure of Committees
5-6

Section 2. Committees and Their Duties
6



A. Bylaws and Standing Rules Committee
6



B. Committee on Nominations
6


Section 3. Ad hoc Committees
6-7
ARTICLE VI:
CHAPTER MEETINGS


Section 1. Regular Meetings
7


Section 2. Special Meetings
7


Section 3. Annual Meeting
7


Section 4. Quorum….………..
7

TABLE OF CONTENTS

BYLAWS Cont'd.
Page
ARTICLE VII:
REPRESENTATION


Section 1. Delegate and Alternate
7


Section 2. Delegate Duties
7


Section 3. Alternate Duties
7
ARTICLE VIII:
FINANCIAL REVIEW
8

ARTICLE IX:
DISSOLUTION
8

ARTICLE X:
AMENDMENTS


Section 1. Bylaws Amendments
8


Section 2. Standing Rules Amendments
8


Section 3. Corrections
8


Section 4. Enactment
9

STANDING RULES
Page

Nos. 1 – 13
10
Nos. 14 – 19
11
Changes made by Laurie Beerman – reviewed by 2009-2010 Board of Directors April 2010

BYLAWS

ARTICLE I: NAME AND LOCATION

The name of this Chapter shall be SAN FERNANDO VALLEY CHAPTER of the International Association of Administrative Professionals (IAAP). It shall be located in Canoga Park, County of Los Angeles, California.

ARTICLE II: DUES

Annual Chapter dues shall be:



Professional Member

$20.00



Professional-Merited Member
$10.00



Student Member

$10.00



Associate Member
           $215.00 (amount set by International Board of Directors)

ARTICLE III: OFFICERS

Section 1.
Officers
The preferred Chapter officers shall be: President, President-Elect, Vice President, Recording Secretary, Corresponding Secretary, and Treasurer.  A minimum of President and Treasurer is required.
Section 2.
Qualifications
A.
Candidates for office shall have been Professional, Professional-Merited, or Associate members of the International Association of Administrative Professionals for at least one year prior to taking office.

B.
The office of President shall be filled by a Professional, Professional-Merited, or Associate member who has previously served as an International Association of Administrative Professionals chapter officer for at least one term.

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

D.
Any member who is a candidate for an International or Division office shall be ineligible for nomination to a Chapter office.

Section 3.
Nomination and Election
A.
The Committee on Nominations shall consist of three members, volunteering or appointed by the President at the regular January meeting.

B.
The Committee on Nominations shall submit to the members a slate of one or more candidates for each office at the regular April meeting.

C.
Nominations may also be made from the floor.

D. Officers shall be elected by written ballot at the Annual Meeting (refer to Article VI.3.A), except that if there is but one candidate for each office, the officers may be elected viva voce.

Section 4.
Term of Office
A.
Officers shall assume office on July 1 and continue through June 30. 

B.
All officers shall serve no more than two consecutive terms in the same office. Six months or more in an office shall be considered one term.

Section 5.
Duties – Chapter Officers

Chapter officers shall be obligated to uphold and represent the interests of IAAP and the profession as a whole.  Chapter officers shall perform the duties prescribed by these Bylaws and by the Parliamentary Authority adopted by IAAP.

A.
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 the chairmen of all committees, unless otherwise specified.

(3)
Be an ex-officio member of all committees except the Committee on Nominations.
(4)
Keep the Division President fully informed on all matters concerning the Chapter.

(5)
Be familiar with the International, Division and Chapter Bylaws and Standing Rules.

(6)
Keep the membership informed as to official communications concerning the Association, Division, and Chapter.

 (7)
Perform all other duties incident to the office of President.

B.
President-Elect shall:

(1)
In the absence of the President, serve as presiding officer of meetings of the Chapter or of the Board of Directors.

(2)
In the event of a vacancy in the office of President, succeed to the office for the unexpired term.

(3) 
Serve as Chairman of the Membership Committee.

(4)
Coordinate initiation of new members at regular meetings.

(5)
Recruit and follow-up with potential members as directed by IAAP membership procedures and in conjunction with the goals and objectives set by the Board of Directors.

(6)
Perform such other duties as may be assigned by the Board of Directors. 

C.
Vice President shall:

(1)
In the absence of the President and President-Elect, serve as presiding officer of meetings of the Chapter or of the Board of Directors.

(2)
In the event of a vacancy in the office of President and President-Elect, succeed to the office for the unexpired term.

(3)
Serve as Chairman of the Program Committee.

(4)
Arrange program, determine location, and prepare meeting notice for regular meetings in conjunction with the goals and objectives set by the Board of Directors.

(5)
Perform such other duties as may be assigned by the Board of Directors.

D.
Recording Secretary shall:

(1)
Keep an accurate record of all Chapter and Board of Directors meetings.

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

(3) Have available at all meetings up-to-date copies of International, Division, and Chapter Bylaws and Standing Rules.

(4) Distribute to all members the minutes of the previous regular Chapter and Board of Directors meetings, as well as minutes of any special meetings held since the last regular Chapter and Board of Directors meetings.

(5)
Perform such other duties as may be assigned by the Board of Directors.

E.
Corresponding Secretary shall:

(1)
Distribute written notice to members of all meetings as directed by the President.

(2)
Conduct the correspondence of the Chapter in accordance with the direction of the President and/or the Board of Directors.

(3)
In the absence of the Recording Secretary, be responsible for taking the minutes of any Chapter or Board of Directors meetings.

(4)
Mail or E-mail any information distributed at the regular monthly meeting, within ten days, to all members not attending said meeting.

(5)
Coordinate publication and distribution of Chapter membership directory.

(6)
Perform such other duties as may be assigned by the Board of Directors.

F.
Treasurer shall:

(1)
Have custody of all Chapter funds and make disbursements only as authorized by the Board of Directors and/or the Chapter, either by specific action or in adherence to the approved budget.

(2)
Pay all approved bills promptly by check.

(3)
Keep complete and accurate accounts of the financial affairs of the Chapter, and prepare a monthly report for distribution to the Chapter members.

(4)
Serve as Chairman of the Finance Committee.

(5)
File sample signatures of the Treasurer, President, and Recording Secretary with the bank as authorized to sign Chapter checks, of which any one must appear on an approved check to disburse Chapter funds.

(6)
Keep an accurate and complete record of the Chapter members.

(7)
Prepare a complete financial report covering term of office, said report to be ready for review within 30 days following the close of term of office.

(8)
The retiring Treasurer shall be responsible for completing the year-end Federal Income Tax Form 990 and Franchise Tax Form 199SF, if required.

(9) Obtain a bond covering the President, Recording Secretary, and Treasurer as authorized check signers. Premiums for said bond shall be paid from Chapter funds.

(10)
Perform such other duties as may be assigned by the Board of Directors.

Section 6.
Vacancy
A.
In the event of a vacancy in the office of 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. In the event of a vacancy in the office of President‑Elect for any other reason, the office shall remain vacant until the next regular election, at which time both a President and President-Elect shall be elected.

In the event of a vacancy in the offices of 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.

B.
The Board of Directors may appoint a member of the Chapter to fill a vacancy in any other office, for the unexpired term.

C.
Any officer unable to perform the duties of that office for any reason for a period of 45 days shall submit a resignation in writing to the Board of Directors. If the resignation is not received within 15 days after expiration of the 45 days, the Board of Directors shall declare the office vacant and such office shall be filled in accordance with the vacancy provisions of these Bylaws.

D.
Any officer, with the exception of the Treasurer, vacating the office before the expiration of the term shall, within 30 days, transfer all records of that office as instructed by the Board of Directors.   Office of Treasurer vacancy, see Article VIII, Section 2.
ARTICLE IV: BOARD OF DIRECTORS
Section 1.
Composition
The Board of Directors shall be composed of the officers of the Chapter.

Section 2.
Duties
A. It shall be the duty of the Board of Directors to carry out the policies and objectives of IAAP and to conduct the business of the Chapter in accordance with these Bylaws and Standing Rules. The Board of Directors shall arrange for a review of the financial records of the Chapter Treasurer and shall prepare an annual budget, which shall be adopted at the August Chapter meeting.

B. The Board of Directors may, by a three-fourths vote of its membership, remove any officer or committee chairman for misconduct or neglect of duty.  Before such an action, the officer in question should be given reasonable notice and an opportunity to be heard.  The Board of Directors shall request the resignation of such officer from the respective office.  If such resignation is not received by the Board of Directors 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 two weeks preceding the regular monthly Chapter meeting 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.

Section 4.
Quorum
The quorum for any meetings of the Board of Directors shall be a majority.

Section 5.
Actions of Board
Any actions taken by the Board of Directors shall be final, subject only to written appeal signed by 51% of the membership in good standing and present at a Chapter meeting.

ARTICLE V: COMMITTEES

Section 1.
Structure of Committees

A.
Committees shall be composed of a chairman and any number of members. Appointments shall become effective July 1 and continue through June 30.

B.
The chairman of each Committee, except the Committee on Nominations, may appoint members to serve on said committee, subject to the approval of the Board of Directors.

C.
All committees, except the Committee on Nominations, shall submit all activity plans to the Board of Directors for approval prior to execution of these plans.

D.
All committees shall, within 30 days after the conclusion of their appointment, transfer all files to their successors or the Board of Directors.

E.
The President, with the approval of the Board of Directors, may declare a committee chairmanship vacant because of nonperformance of duties and appoint a successor.

F.
The chairman of each committee shall prepare and submit an annual report covering the activities of that committee.

Section 2.
Committees and Their Duties
A.
Bylaws and Standing Rules Committee
(1)
Maintains conformity in Chapter Bylaws and Standing Rules with the International and Division Bylaws and Standing Rules.

(2)
Receives all suggestions for amendments to the Bylaws and Standing Rules of this Chapter, prepares them in proper form, and submits them with the Committee’s recommendations, for action by the members, in accordance with Article X of these Bylaws.

(3)
May propose amendments to International, Division and Chapter Bylaws and Standing Rules; and may propose Chapter resolutions.

(4)
Submits Chapter Bylaws and Standing Rules as amended to the Division Bylaws and Standing Rules Committee for review as amended, or at least every four years.

(5)
Receives all suggestions for amendments to the International and Division Bylaws and Standing Rules and, with the approval of the Board of Directors, presents them to the membership for action. Upon approval by the membership, prepares them in proper form for submission in accordance with the International and Division Bylaws and Standing Rules.

(6)
Reviews and makes recommendations to the Chapter Board of Directors on all proposed amendments to the International and Division Bylaws and Standing Rules.

B.
Committee on Nominations shall submit to the members a slate of one or more candidates for each office at the regular April meeting. Committee members shall have been members of this Chapter for no less than six months at the time of volunteering/appointment to this committee.

Section 3.
Ad hoc Committees
Ad hoc committees may be appointed when deemed necessary by the Board of Directors. Such committees may include:



Advisory Committee



Certification/Education Committee



Community Services Committee



Finance Committee



IAAP Student Chapter Committee



Historian Committee



Newsletter Committee



Administrative Professionals Week Committee



Program Committee



Retirement Trust Foundation Committee



Scholarship Committee



Ways and Means Committee

ARTICLE VI: CHAPTER MEETINGS

Section 1.
Regular Meetings

Regular meetings of the Chapter shall be held on the third Tuesday of each month, unless otherwise designated by majority vote of the Chapter members or the Board of Directors. If deemed advisable, the date of a regular meeting may be changed, upon majority vote, at any preceding meeting. At a minimum, business meetings will be held quarterly.

Section 2.
Special Meetings

Special meetings may be called by the President, or by a majority of the Board of Directors, or by one-third of the regular membership, provided notice specifying the principal business of the meeting is given to all members 15 days prior to the date of the special meeting.

Section 3.
Annual Meeting
A.
The regular May meeting in each year shall be the Annual Meeting of the Chapter. The election of officers shall be held at this meeting.

B.
At the Annual Meeting the chairman of the Nominating Committee shall be responsible for distributing and collecting the ballots and for tallying the vote for Chapter officers for the coming year. After the vote is tallied, the chairman of the committee, before the meeting is adjourned, shall report to the membership the candidates receiving the majority vote. The President shall declare the officers duly elected.

C.
Officers shall be installed at the June meeting.

Section 4.
Quorum

One fifth of the membership of the Chapter shall constitute a quorum for any regular or special Chapter meeting.

ARTICLE VII: REPRESENTATION

Section 1.
Delegate and Alternate

The Chapter may authorize one delegate and one alternate to represent the Chapter at the International Convention and the California Division Annual Meeting. The Chapter's delegate and alternate shall be the President and President-Elect, respectively, or the Chapter's elected representatives thereto. If the delegate designated cannot attend, the alternate shall be the delegate and a new alternate shall be authorized by the membership.

Section 2.
Delegate Duties

It shall be the duty of the delegate to attend all business meetings and to represent the Chapter in all matters before the International Convention and the California Division Annual Meeting. The delegate shall be fully authorized to cast the vote of the Chapter on all matters submitted for vote. The delegate shall submit a written report of the proceedings to the Chapter.

Section 3.
Alternate Duties

It shall be the duty of the alternate to attend all business meetings at the International Convention and the California Division Annual Meeting, so as to assume all duties of the delegate, if necessary.

ARTICLE VIII: FINANCIAL REVIEW

Section 1.

A financial review of the Chapter financial records shall be made by a qualified person or persons appointed by the Board of Directors. Such review shall be completed within 30 days of the close of the fiscal year, a written report covering the review submitted to the Board of Directors, and the financial records transferred to the newly elected Treasurer.

Section 2.

In the event of a vacancy in the office of Treasurer, a review of the Chapter’s financial records shall be made by a qualified person or persons appointed by the Board of Directors. Such review shall be completed within 30 days after receipt of the records, a written report covering the review submitted to the Board of Directors, and the financial records transferred as directed by the Board of Directors.

ARTICLE IX: DISSOLUTION

In the event of dissolution, abandonment, or termination of the Chapter, no income, contribution, or other revenue 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 equally between IAAP Retirement Trust Foundation and IAAP Research and Educational Foundation.

ARTICLE X: AMENDMENTS

Section 1.
Bylaws Amendments

These Bylaws may be amended by any of the following methods:

A.
At any regular meeting of the Chapter (a quorum being present) by a two-thirds vote of the members present and voting provided the proposed amendments shall have been mailed or E-mailed to the members at least three 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 paragraph A of this section.
Section 2.
Standing Rules Amendments

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 or E-mailed to the members at least three days prior to the meeting date or have been read at the previous regular meeting.

(2)
By a two-thirds vote, if not distributed previously.

Section 3.
Corrections

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, subject to review by the Division Bylaws and Standing Rules Committee.

STANDING RULES

1.
The regular monthly meetings shall begin at 6:00 p.m.

2.
The following expenditures shall be contingent upon the availability of Chapter funds for each regular meeting:


A.
Guest speaker’s dinner and parking expenses.


B.
Table decorations and flowers, not to exceed $30.00 per month, to be coordinated by the Vice President.


C.
The Vice President is authorized to use $50.00 for the purpose of obtaining a speaker where an honorarium is required. Any amount in excess of this shall have prior approval of the Board of Directors.

3.
The price of the dinner at any regular meeting shall be determined by the Vice President.

4.
Revenues collected as a result of pin fines shall be contributed to the IAAP Retirement Trust Foundation, the total sum to be remitted by June 30 of each year.

5.
Chapter members and guests who fail to cancel dinner reservations by the date specified in the meeting notice are obligated to pay and will be billed for the price of the dinner.

6.
No member or group of members shall commit the Chapter to any financial obligation unless so authorized by a majority vote of the Board of Directors, present and voting, except as provided in the Chapter Bylaws and Standing Rules.

7.
Expenses such as the registration fee, meals, airfare, and hotel based on double occupancy (single occupancy if only one Chapter member attending), incurred by the Delegate to the International Convention and the California Division Annual Meeting, shall be paid by the Chapter if funds are available. The authorized sum may be advanced to said delegate, a receipt for which shall be given to the Treasurer at the time of such advancement. Within 30 days following the expenditures, an itemized statement of delegate’s expenditures shall be submitted to the Treasurer.

8.
The registration fee only will be paid by the Chapter for the Alternate to the International Convention and the California Division Annual Meeting, if funds are available.

9.
Whenever possible the Delegate and Alternate shall share a hotel room. The Chapter shall pay for the Delegate’s share of the hotel room expense.

10.
Each retiring officer shall within 30 days after the close of the term of office, transfer to successor the files and records of the respective office. In addition, the Treasurer shall, within 30 days following the close of the term of office, deliver the current year’s financial records and financial report to the person or persons appointed to conduct a financial review.

11.
Each officer shall submit an Annual Report covering duties performed during the term of office to the retiring President within 30 days following the close of the term of office. The Recording Secretary’s Annual Report shall include attendance statistics for all meetings.

12.
If the Chapter incurs a returned check expense, the member shall reimburse the Chapter for the bank charge plus a $1.00 handling fee.

13.
The registration fees for the Board of Directors at the California Division Leadership Development South shall be paid by the Chapter if funds are available.

14.
At the beginning of the fiscal year, the retiring Board of Directors and the newly elected Board of Directors shall meet and discuss pending matters and recommendations from the retiring Board of Directors; the newly elected Board of Directors shall formulate goals and objectives for the ensuing year.

15.
The Treasurer shall be responsible for all forms submitted to IAAP headquarters and maintain all current forms, with the exception of forms submitted by the President.

16.
The Recording Secretary's files shall constitute the permanent files of the Chapter.

17.
The name of the Chapter newsletter shall be The Orbit.

18.
The Chapter dues of any member transferring from this Chapter to another Chapter shall be prorated on a quarterly basis, and the credit balance resulting therefrom shall be forwarded to such receiving Chapter. The Chapter dues of any member transferring into this Chapter from any other Chapter shall be prorated on a quarterly basis and shall be paid to this Chapter through its Treasurer.
19.
These Standing Rules shall be distributed to the membership by the Corresponding or Recording Secretary prior to the August regular meeting each year.

–––  –––  –––

Reviewed by California Division Bylaws and Standing Rules Committee May 1996.

Amended May 1999 (#21).

Amended January 2000 (#7).

Reviewed by California Division Bylaws and Standing Rules Committee March 2002.

Amended November 2003 (#20).

Reviewed by California Division Bylaws and Standing Rules Committee May 2004.

Amended September 2007 (#21).
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