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 POSITION DESCRIPTION

Title of Position:        Bylaws Committee 
Brief Statement of Chief Objective(s) of Position:

The Parliamentarian shall be the chairman of this committee which shall study the bylaws, standing rules and policies and prepare and recommend amendments for vote of the membership, as directed by the Board or membership.

Identify Specific Tasks of this Position:

Plan, organize and establish an annual timeline for this committee
Appoint a minimum of four members to this committee with the President-Elect serving on the committee

Appoint a vice chair and secretary

Establish and maintain a procedure book for bylaws 

Submit annual budget projections to the Finance Committee

Be familiar with procedure for making amendments and revisions of the bylaws and standing rules (National Assistance League, chapter bylaws, current edition of Robert’s Rules of Order Newly Revised)

Attend and serve as Parliamentarian during Board meetings in a nonvoting capacity

Serve as Parliamentarian during regular meetings
Submit to National Bylaws Consultants three (3) copies of amendments to chapter bylaws within thirty (30) days after their adoption 

Submit to the National Bylaws Consultant four (4) copies of the revision, together with four (4) copies of standing rules when the bylaws have been revised

Submit a copy of updated chapter policies to the National Bylaws Consultant

Submit articles to Monday Updates, the chapter newsletter and Community Link, as needed

Provide incoming chair with current committee procedure book prior to Board and Appointive Standing Committee Chairs training

Attend Board Meetings




Yes- in nonvoting capacity

Present Monthly Reports at Board Meetings

Yes-as needed

 

Present Monthly Reports at Regular Meetings  
Yes-as needed

Completion of Annual Report
Yes
Submit to: President

                                                               and place a copy in the bylaws procedure book
Identify Position that Supervises/Directs this Position’s Activities:     


President

List Qualifications that Complement Fulfilling the Responsibilities of this Position:

Working knowledge of chapter and National Assistance League policies and bylaws

                Good interpersonal skills          Basic Computer skills

Date of Completion 

1/12


Date of Revision
Signature of President__________________________________________________

Signature of Person Holding this Position__________________________________

