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THE WASHINGTON ASSOCATION OF ACCOUNTANTS

FOREWORD

The Washington Association of Accountants was founded in 1970 by a handful of
dedicated accountants who recognized the value of organizing an association that was
dedicated to be bound by an effective code of ethics and rules of professional conduct.

The handful has been joined over the years until now this organization is growing in
strength only because the organization has served its membership.

The purpose of this administrative manual is to provide an updated repository for
policy regulations and instructions as to how to make the organization function. Growth
to this point is only because dedicated members, officers and Committee persons have
served and given of themselves unselfishly and without thought to personal gains.
Their thought has been self-improvement.
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AIMS AND PURPOSES
To emphasize and perpetuate the prestige and status of the public accounting
profession.
To promote and protect the interests of accountants in public practice.
To cultivate a spirit of professional cooperation among the members.
To establish a respected public image of the accountant in public practice.
To encourage professional levels of competence, character, and integrity.
To promote the highest standards of ethical conduct among the members.

To seek the enactment of laws and the correction or modification of existing laws in the
interests of the profession and general public.

To develop and distribute educational material in order to increase the knowledge and
efficiency of the members to the end that the clients they serve and the general
community may profit.

To direct the members' attention to some of the significant developments in tax laws,
regulations and court decisions, through NSA and WAA bulletins, newsletters, and other
publications.

To encourage the participation by individual accountants in public practice in worthwhile
civic activities.

To combat the discrimination against accountants in public practice wherever and under
whatever conditions such inimical practices may appear.

To publicize the achievements of individual members through appropriate national,
state, and local media.

To represent the accountant in public practice on the state level with all government
agencies, and particularly the Treasury Department.

To encourage and assist accountants in public practice in the application of efficient
management methods for the profitable conduct of their practice.

To serve as a clearing house for the dissemination of timely information on all matters
of interest to accountants in public practice.

To increase contacts and acquaintanceships among the members.

To initiate and develop, from the State level, a continuing program of public service
projects.
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BY-LAWS

OF
THE WASHINGTON ASSOCIATION OF ACCOUNTANTS

ARTICLE I
PURPOSE

The Association is organized for the purposes of protecting the right of unlicensed accountants to
practice accounting in Washington State, elevating and maintaining among its’ members a high standard
of proficiency and integrity, developing positions and standards in the best interests of the accounting
profession, cultivating a spirit of professional cooperation among its” membership, promoting local
associations of accountants, and fostering goodwill and understanding between the general public and
accountants throughout the State of Washington. The Association shall generally do all things necessary
to carry out the noted purposes, which are consistent with its’ nonprofit corporation status under the laws
of the State of Washington and its’ tax-exempt organization qualification under Section 501 ( ¢ ) (6) of
the Internal Revenue Code of 1986 as amended.

ARTICLE II
MEMBERSHIP CLASSES

SECTION 1. Membership in the Washington Association of Accountants shall consist of five classes:
Active Members, Associate Members, Student Associate Members, Life Members and Retired Members.

SECTION 2. All applicants for membership must be of good moral character and must pledge to
conform to the WAA Rules of Professional Conduct. All applicants must be classified at the highest
membership level for which they qualify.

SECTION 3. Active Members. Persons in public practice who meet the requirements of any one of
the following subsections shall be eligible for Active Membership in the State Association:

a. Individuals in public practice who have a minimum of three (3) years of public accounting or
taxation experience as their primary source of earned income; provided that such experience
must have been satisfied within five (5) years of making application for active membership.
Within the five (5) year period immediately following membership attainment, the member must
obtain at least one of the qualification requirements for Active Membership contained in
paragraphs (b) — (d) or (f) of this section. The member otherwise will become an Associate
Member until such time that the requirements for Active Membership are achieved.

b. Possess a valid license as a Certified Public Accountant or such other title as may be granted
under Washington State Law authorizing the practice of accountancy and/or taxation for the
public.

C. Be accredited in Accounting and/or Taxation by the Accreditation Council for Accountancy
and Taxation.

d. Be enrolled to practice before the Internal Revenue Service.

e. Be persons who were Active Members of the Washington Association of Accountants prior to
October 27, 1984, and have maintained Membership; or

f. Possess either an associate degree or a baccalaureate degree with a minimum of twenty-four

(24) semester hours in accounting.
Those granted Active Membership by Section 3e or 3f must sign an agreement to maintain the continuing

professional education requirements of the Accreditation Council for Accountancy for accreditation in
accounting or accreditation in taxation.
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SECTION 4. Associate Members: A person shall be eligible for Associate Membership in the
Association who qualifies in any of the following categories:
Individuals or employees of accounting firms and/or tax practitioner firms.
Educators.
Accountants or bookkeepers in governmental services.
Accountants or bookkeepers employed by private organizations.
Officers and employee accountants of banks and other financial institutions.
Those who offer accounting, tax or financial and estate planning services to
the public, but who do not otherwise qualify for membership as an Active
Member.

mPoO0To

SECTION 5. Student Associate Members: A person shall be eligible for Student Associate
Membership in the Association who are pursuing a course in accounting, business administration, or
related subjects in a college, university or business school.

SECTION 6. Life Members: A person shall be eligible for Life Membership upon an affirmative vote
of the Board of Directors. It is intended that Life Membership shall be an honor to be conferred upon a
person by the Board of Directors, for meritorious service in the accounting profession, in the State of
Washington and the Washington Association of Accountants. Life members shall have all the privileges of
Active members but shall not be required to pay dues.

SECTION 7. Retired Members: Retired Member status shall be granted to those Members of the
Association who have attained the age of 55 or over/or become disabled, been Members of the
Association for four (4) continuous years and retired from the practice of accountancy.

SECTION 8. Only Active members and Life members shall be eligible to vote and hold office in the
Association at the state level. Associate, Student Associate, and Retired members shall have all the
privileges of Active members except those of voting and holding office at the state level; and except as
otherwise expressly limited by the Administrative Procedures (A.P.).

ARTICLE III
ADMISSION TO MEMBERSHIP

SECTION 1. Application for Membership in the Association shall be on a form approved by the
Board of Directors. The Board of Directors shall establish procedures for the processing of applications
and the evaluation of a candidate’s character and qualifications, provided such procedures are consistent
with the Constitution and Bylaws of the Association. The Board shall have the right of final acceptance or
rejection of all applications and shall consider all communications received concerning any candidate.

SECTION 2. Application fees for Active and Associate Memberships may be prescribed by the Board
of Directors.

SECTION 3. The Board of Directors shall have the power to promulgate rules and regulations
pertaining to Membership, including the receipt and collection of dues, the issuance of Membership
certificates, and all matters necessary to the proper administration of the Membership not inconsistent
with the Articles of Incorporation and Bylaws of the Association.

SECTION 4. All appeals resulting from rejection of a Membership application shall be filed in writing
with the Board of Directors. The action of the Board of Directors in such matters shall be final.

SECTION 5. A Member may, at any time, file his resignation in writing with the Secretary of the
Association, and it shall become effective as of the date filed, provided, however, resignation from
Membership shall not affect a Member’s obligation to pay all dues, fees and assessments which may have
previously accrued.
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ARTICLE IV
DUES, FEES AND ASSESSMENTS

SECTION 1. The annual dues of the Members shall be set by the Board of Directors and shall be
payable on or before July 1 of each year, in advance, for the ensuing fiscal year. A full year’s dues shall
be required of new Members for the first year, regardless of the date of acceptance into Membership.

SECTION 2. The Board of Directors may levy such additional assessments as are necessary to carry
out the activities of the Association.

SECTION 3. If any Member shall fail to pay an installment of dues, fees or assessments within sixty
(60) days after the same shall have become payable, it shall be the duty of the Membership Chair to
notify by first class mail each Member so in default that unless such dues are paid within fifteen (15) days
thereafter, such Member is subject to suspension.

SECTION 4. If any Member shall have been suspended for nonpayment of dues and his or her
record discloses no complaints or charges, he or she may be eligible for reinstatement by forwarding a
written request to the Secretary’s Office and by paying one year’s dues, in full and any prior outstanding
debts owed to the Association.

ARTICLE V
SUSPENSION OR EXPULSION OF MEMBERS

A Member renders himself or herself liable to suspension or expulsion if:

a) He or she refuses or neglects to comply with any decision of the Association or of the Board of
Directors.

b) He or she violates any of the By-Laws of the Washington Association of Accountants or the Code
of Ethics as approved by the Board of Directors.

c) He or she has been declared by a court of competent jurisdiction to have committed any fraud,
or to be insane, or to be otherwise incompetent.

d) He or she is found by the Trial Board to be guilty of any act that reflects discredit upon the
accounting profession.

e) He or she is convicted of a crime involving moral turpitude.

f) He or she is delinquent in the payment of any dues, fees or assessments for a
period in excess of sixty(60) days.

ARTICLE VI
CHARGES, TRIALS AND PENALTIES

SECTION 1. Any complaint or charges against a Member under Article V shall be filed in writing with
the Association President, who will forward a copy to the Secretary, the Committee on Ethics and
Grievances, and the member. In the event the complaint is made against the President, it will be
deemed acceptable for the complaint to be filed with the Vice President, who will then perform the tasks
of the President as referenced in Articles V, VI and VII of these Bylaws. In the event the complaint is
made against the Secretary, it will be deemed acceptable for any correspondence related to the
complaint to be held by the President for inclusion in the Secretary’s files until after the case is closed.

SECTION 2. The Committee on Ethics and Grievances shall consider the charges in the complaint.
The Committee has to take one of two courses of action within sixty (60) days.

a) If, after considering the charges, the Committee by majority vote does not consider that a
violation has been committed or that it has been satisfactorily resolved, it shall dismiss the
complaint by notice in writing to the complainant and the member.

b) If, after considering the charges, the Committee by majority vote is of the opinion that
probable cause exists for the filing of the complaint, then the Committee shall ask the
President of the Association to appoint a Trial Board for hearing the complaint.

c) If the Committee fails to take one of the two courses of action in a) or b) above within the
sixty (60) day period, the complainant may present the complaint in writing to the Board of
Directors for investigation and decision.
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d) A suspension for failure to pay dues, fees or assessments shall not require the appointment of
a Trial Board unless the delinqguent Member specifically requests that a Trial Board be
convened.

SECTION 3. The President of the Association shall:

a) Appoint a minimum of three (3) Members, who are not Officers or on the Board of Directors,
to a Trial Board. The Trial Board shall meet for hearing of case(s) not less than thirty (30)
days, nor more than one hundred and twenty days after the original filing date with the
Secretary (as noted in SECTION 1).

b) At his/her discretion, appoint a member(s) to temporarily assume any association
responsibilities of the member against whom the complaint has been filed. Said member(s)
shall serve in that appointed capacity until the case is resolved or the term of the
responsibility has ended, whichever comes first.

c) Notify the Board of Directors, in writing, of the name of the member against whom the
complaint was filed and of the formation of a Trial Board.

SECTION 4. As rules and procedures in the conduct of cases before the Trial Board, the following is

provided:

a) The Trial Board shall request the Secretary, or a member of the Trial Board, to notify the
accused Member and, if applicable, any parties concerned at least thirty (30) days prior to the
hearing of the Trial Board, no more than ninety (90) days from the original filing of the
complaint. The notification shall clearly state the complaint, as well as the date, time and
place of the hearing.

b) The Committee on Ethics and Grievances, or a Member or representative thereof, shall
present any evidence of the alleged violation or violations and shall have the burden of proof
in matters before the Trial Board.

c) After hearing the evidence presented by the Committee on Ethics and Grievances, or a
member or representative thereof, and by the defense, the Trial Board shall enter its written
order and recommend acquittal, censure, suspension for a period of time not to exceed one
(1) year, or expulsion of the Member against whom the complaint has been filled. Said
written order by the Trial Board shall be forwarded to the President of the Association no
more than fifteen (15) days from the date of the hearing.

d) The Trial Board may seek outside legal or professional advice regarding the case if deemed
necessary and appropriate by the members of the Trial Board.
e) The President shall request the Secretary, or a member of the Trial Board, to notify, in

writing, the accused Member and all concerned individuals of the decision of the Trial Board
within fifteen (15) days from the date the Trial Board’s decision is made-

SECTION 5. The Member against whom an order of the Trial Board is entered shall have the right
to appeal to the Board of Directors and shall notify the President in writing of their intent to do so within
thirty (30) days from the date the notice of the Trial Board's decision is mailed to the Member. In the
event there is an appeal, the Board of Directors shall review the facts of the case, the decision of the
Trial Board, and any additional written statement presented by the Member against whom the complaint
was filed. They shall then enter a decision either sustaining the action of the Trial Board, dismissing the
case, or make changes to the Trial Board’s recommendations as they see appropriate.

SECTION 6. If no appeal to the Board of Directors is taken by the Member within the time herein
provided, the President shall instruct the Secretary to notify the Board of Directors of such fact and the
action recommended by the Trial Board shall be carried out immediately.
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ARTICLE VII
OFFICERS

SECTION 1. The Officers of the Association shall be a President, a Vice President, a Secretary and a
Treasurer.

SECTION 2. The President shall be the Chief Executive Officer of the Association. He or she shall
preside at all meetings of the Board of Directors, at the annual meetings of the Members, and at such
sectional meetings of the Membership as may be set by the Board of Directors. He or she shall sign or
have his or her signature printed on all certificates of Memberships. He or she shall be an ex-officio
Member of all Committees. He or she may appoint any Committee he or she may deem advisable to
promote the welfare of the Association. He or she may suspend and temporarily remove any Committee
member appointed by him or her for neglect of duty, gross inefficiency, or violation of the Articles of
Incorporation or Bylaws. He or she shall make a report at the annual Membership meeting on the
progress of the Association. He or she shall do any and all things that, with approval of the Board of
Directors, he or she may deem necessary to carry out the provision of the Articles of Incorporation, to
protect the rights and interests of the Association, and to promote the common welfare of the Members.

SECTION 3. The Vice President shall be the President Elect. The Vice President shall have all
powers and shall perform such duties as are or shall be prescribed by the Bylaws, the Board of Directors,
or the President. In case of the disability of the President or the President’s absence from any meeting,
the Vice President shall perform the duties of the President during the continued disability or absence of
the President.

If the office of the President shall become vacant, the Vice President shall thereupon become President of
the Association, for the un-expired term.

SECTION 4. The Secretary shall keep the minutes of the meeting of the Board of Directors and the
Membership. The Secretary shall see that all notices are duly given in accordance with the provisions of
these Bylaws or as required by law. The Secretary shall be the custodian of the corporate records and of
the seal of the Corporation and shall affix the seal of the Corporation to all documents as may be
required. The Secretary shall keep, or cause to be kept, a register of post office addresses of each
Member. The Secretary shall, in general, perform all duties incident to the Office of Secretary and such
other duties as from time to time may be assigned to him or her by the President or by the Board of
Directors.

SECTION 5 a. The Treasurer shall have custody of all money and funds of the Association, and shall
keep or cause to be kept adequate and correct accounts of the properties and business transactions of
the Association including accounts of its assets, liabilities, receipts, and disbursements. He or she shall
disburse all funds except petty cash expenses upon vouchers regularly certified by the Treasurer and
approved by the Committee Chairperson or an Officer/Director. This certification is to show that the
disbursement is within the appropriation approved by the Board or, as to special or trust funds, is also
within the purpose of the particular fund.

5 b. The Treasurer shall make a regular report to the President and the Board of Directors, showing
the total receipts and disbursements for the month and the balance on hand. He or she shall make a
report to the annual meeting. If and when cash balance reflects a surplus greater than the budget needs
of the Association, it shall be the duty of the Treasurer to inform the Board of Directors and request
instructions from them as to how the Treasurer shall invest the surplus funds. If and when the cash
balance in the Association’s General Fund account is insufficient to the operating needs of the Association
and it is necessary that sums be temporarily withdrawn from invested surplus in order to meet expenses,
the Treasurer shall have the authority, subject to approval by the Board of Directors, to make such
withdrawals as may be necessary to replenish the cash balance of the General Fund. The Board of
Directors shall authorize the Treasurer to make payments of compensation to the employees and to
reimburse the Officers for all reasonable and necessary expenses incident to the performance of the
duties of their office within the amounts adopted in the budget. The Board of Directors shall require the
Treasurer to give a bond, in such amount as determined by the Board of Directors, for the faithful
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performance of his or her duties, and they shall cause the books and records of the account of the
Association to be examined annually by a Committee of three (3) persons, to be selected by the President
of the Association.

5c. The Treasurer shall prepare or cause to be prepared an annual budget to be submitted to the
incoming Board of Directors for approval. He or she shall, in addition, prepare or cause to be prepared a
revised budget, if necessary, and an interim budget for the month of July to be submitted to the Board of
Directors for approval.

SECTION 6. The Officers of the Association shall not incur total expenditures, other than as
provided in the budget, in excess of $10.00 for any individual item without first obtaining the approval of
two-thirds (2/3) majority of the Board of Directors.

SECTION 7. The President and Secretary shall sign all contracts binding the Association unless
provided otherwise by the Board of Directors.

SECTION 8 a. The President shall serve as President for the term of two (2) years or until his or her
successor is duly elected and qualified for office.

8b. The Vice President shall be elected by the voting Members of the Association and shall serve as
the Vice President-elect for the period of two (2) years or until his or her successor is duly elected and
qualified for office. In two years he or she shall automatically become the President of the Association
for a term of two (2) years.

8c. The Secretary shall be elected by the voting Members of the Association for a term of two (2)
years or until his or her successor is duly elected and qualified for office. The Secretary shall be elected
in even numbered years.

8d. The Treasurer shall be elected by the voting Members of the Association for a term of two (2)
years or until his or her successor is duly elected and qualified for office. The Treasurer shall be elected
in odd numbered years.

ARTICLE VIII
BOARD OF DIRECTORS

SECTION 1. The Board of Directors shall be the governing body of the Association and shall be
composed of the President, Vice President, Secretary, Treasurer, Immediate Past President, six (6)
members elected at large by the Membership and the State Director of the National Society of
Accountants, provided the Director is an Active Member in good standing of the Association. Three (3) of
the Directors-at-Large shall be elected in even numbered years and three (3) of the Directors-at-Large
shall be elected in odd numbered years. If the State Director of NSA is not an Active Member of the
Association, a seventh Directors-at-Large will be elected by the Membership for a one (1) year term or, if
necessary, appointed by the Board of Directors.
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SECTION 2. The Board of Directors shall be charged with the responsibility of carrying out the
policies adopted by the Members. The board shall have full power to do all things necessary and proper
to carry out the provisions of the Association’s Articles of Incorporation and Bylaws in order to protect the
rights and interests of the Association and to promote the common welfare of its Members. The Board
shall have control of all assets and property of the Association and shall have the power to invest,
appropriate, and expend the monies thereof.

SECTION 3. The Board of Directors shall have the authority to remove any Officer or Director of the
Association, upon the two-thirds (2/3) vote, for misfeasance, malfeasance, nonfeasance, or disloyalty to
the Association.

SECTION 4. In the event an Officer or Member of the Board of Directors is removed from office,
the Board of Directors shall appoint a replacement who shall serve in such capacity for the unexpired
term of the person who has been removed from office.

SECTION 5. The six (6) Directors-at-Large may be elected for a two (2) year term by the voting
Members of the Association. A Directors-at-Large may serve no more than five (5) consecutive years as
a Director.

ARTICLE IX
MEETINGS OF THE BOARD OF DIRECTORS

a) SECTION 1. The Board of Directors shall meet at least four (4) times each year,
and these regular meetings shall be held at such places and at such times as the Board of Directors
may determine, and if so determined, no notice thereof need be given.

SECTION 2. Members of the Board of Directors are obligated to attend all Board of Directors
meetings, either in person or by electronic conferencing, unless excused for good cause by the President.
Fifty percent of the members of the Board of Directors shall constitute a quorum at any regular or special
meeting, unless the act of a greater number is required by the provisions of the Articles of Incorporation
or Washington law. An affirmative vote of a majority of the members present and voting at an official
meeting shall be binding on all other members.

SECTION 3. Special meetings of the Board of Directors may be called by the President; or by any
three (3) officers or by any three (3) and/or Directors, by filing a written petition with the President at
least thirty (30) days prior to the stated date and time of the special meeting. The petition for and notice
of any special meeting must contain the date and agenda for said meeting.

SECTION 4

Meetings of the Board of Directors or any committee designated by the Board of Directors may be
effectuated by means of a conference telephone or similar communications equipment whereby all
persons participating in the meeting can hear each other at the same time, and participation by such
means shall construe presence in person at such meetings. Furthermore, any action required under the
provisions of any law or by the Articles of Incorporation or Bylaws to be taken at a meeting of the Board
of Directors may be taken without a meeting if a consent in writing, setting forth the action so taken,
shall be signed by all of the Directors. Such consent shall have the same force and effect as a unanimous
vote.
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ARTICLE X
MEETINGS OF MEMBERSHIP

SECTION 1. The annual meeting of Members shall be held between the first (1%) day of June and
the fifteenth (15™) of September of each year. The exact date, place and time shall be determined by
the Board of Directors. The Secretary shall provide or cause to be provided, each Member in each class
of Members, written or printed notice stating the place, date and hour of the Membership meeting. Such
notices shall be delivered to each such Member not less than fifty (50) days before the date of the
meeting, either personally or by mail. In the event an official bulletin or periodical is issued by the
Association, and a copy is mailed to each Member in accordance with the above time schedules, then
notice of the annual meeting and any special meeting may be published in such bulletin or periodical in
lieu of such notice from the Secretary. The programming and conduct of the meeting shall be in
accordance with the guidelines as adopted by the Board of Directors. The Board of Directors may fix the
registration fee of the annual meeting.

SECTION 2. Special meetings of the Membership may be called by the President or by the Board of
Directors. Special meetings of the Membership may also be called by Members having one-twentieth
(1/20) of the votes entitled to be cast at such meeting. Written or printed notice of such special
meetings shall be given not less than ten (10) days before the date of the meeting, provided, however,
the purpose or purposes for which the special meeting is called shall also be contained in such written or
printed notices.

SECTION 3. A quorum at any regular or special meeting of the Members of the Association shall be
equal to the number of Members present and eligible to vote at such regular or special meeting. A
majority of the votes entitled to be cast by the Members present at a regular or special meeting at which
a quorum is present, shall be necessary for the adoption of any matter voted upon by the Members,
unless a greater proportion is required by the Articles of Incorporation, these Bylaws, or by the provisions
of Washington law.

ARTICLE XI
ELECTION OF OFFICERS

SECTION 1. It shall be the duty of the President to appoint a Nominating Committee composed of a
Chair and two (2) Members. The nominating Committee shall meet immediately after the appointment
and select at least one (1) candidate for each office.

SECTION 2. Nominations may be made from the floor for any office only by an Active Member in
good standing.

SECTION 3. All nominees for office must be Active members of the Association and a member of the
Association for at least one year prior to their nomination. If any nominee shall cease to be an Active
member in good standing, either prior to or subsequent to his or her election, such person shall not be
qualified to be elected or to hold such office or position.

SECTION 4. It shall be the duty of the President to appoint three (3) Members who are not officers
or nominees for the office to act as clerk and teller of the ballots. The clerk and tellers shall open all
ballots and report their findings to the President, who shall immediately announce the results of the vote
to the Association. In the event there is only one nominee for a specific office, a motion shall be in order
for the Secretary to cast a unanimous ballot for that nominee.
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ARTICLE XII

COMMITTEES

SECTION 1. It shall be the duty of the President to appoint a Chair to the following standing
Committees:
Administrative Procedures Ethics & Grievances Membership
Chapter Coordination Insurance National Affairs (NSA)
Constitution & By-Laws Legislative Public Relations
Editorial Long Range Planning Rules
Education Member Services Technology

SECTION 2. The President may also appoint subcommittees and ad-hoc committees, if in his or her
opinion, the affairs of the Association may thus be handled in a more efficient and satisfactory manner.

SECTION 3. It shall be the duty of the President to issue specific instructions to the Chair and
each Committee advising him or her as to the scope and limitation of the activities of his or her
Committee.

ARTICLE XIII
AMENDMENTS TO BYLAWS

SECTION 1. These Bylaws may be amended by an affirmative vote of two-thirds (2/3) vote of the
eligible Members present and voting (a quorum being present), at any annual or special meeting of the
Membership. The Bylaws may not be amended by a vote of the Board of Directors.

SECTION 2. An amendment to the Bylaws shall be considered by the general Membership after
being submitted in advance to the Chair of the Constitution and Bylaws Committee. All proposed
amendments to the Bylaws shall be signed by at least three (3) Members in good standing if not
proposed by the Board of Directors.

SECTION 3. A notice of proposed amendments to the Bylaws shall be sent to all Members at least
thirty (30) days prior to the opening of the Annual Convention by the Chair of the Constitution and
Bylaws Committee. The publication of proposed Bylaws amendments shall indicate the names of the
sponsoring Members.

SECTION 4. Any proposed amendment to the Bylaws that has not been submitted in the manner
required above may be presented for consideration at the Annual Convention by a three-fourths (3/4)
vote of eligible Members present and voting.

SECTION 5. The Constitution and Bylaws Committee shall review all proposed amendments and
shall report its recommendation to the Members assembled at the Annual Convention.

SECTION 6. Unless otherwise stated, all amendments to the Bylaws shall be effective immediately
upon their adoption.

ARTICLE XIV
FISCAL YEAR

The fiscal year of the Association shall end on the thirtieth (30™") day of June of each year.
ARTICLE XV
CODE OF ETHICS
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The Code of Ethics as adopted by the National Society of Accountants shall be the Code of Ethics of
this Association.

ARTICLE XVI
CHAPTERS

SECTION 1. A group of not less than five (5) Members in good standing may be recognized as a
Chapter of WAA by written petition, giving the name of the Chapter and the area considered as Chapter
territory. The petition should contain the proposed meeting place, the day of the month, and shall be
signed by all Members petitioners.

SECTION 2. Said petition must be first submitted to the Chapter Coordination Committee for
approval and that Committee will submit the petition to the next scheduled Board meeting for
consideration.

SECTION 3. Each Chapter shall determine the number of Chapter Officers, but must have at least
three (3). Officers shall be Members in good standing and shall be elected to serve one (1) year terms,
but may elect for re-election for one (1) additional term or until their successors are duly elected and
qualified.

SECTION 4. Elections of Officers shall be held at the May Chapter meeting. Installation of Officers
shall be at the June meeting, prior to the annual meeting and convention or at the convention, as
directed by the Executive Board of the Association.

SECTION 5. Each Chapter shall have a bank account using the Washington Association of
Accountants Employer Identification Number and shall render an annual financial report from July 1 June
30 outlining income and expenses for the year and cash balance in the bank. While financial resources of
the Chapter are under the control of the Chapter Officers, the Chapter Treasurer is responsible for the
annual financial report to the State Treasurer. Each Chapter shall include the current Association
Treasurer as an alternate signature to the Chapter bank accounts, whether in checking or savings
accounts.

ARTICLE XVII
COMPENSATION

SECTION 1. By resolution of the Board of Directors, the Directors may be paid for their expenses,
if any, for attendance at each meeting of the Board of Directors. No Officer or Directors shall be paid any
compensation except for services actually provided to the Corporation. The policy of which expenditures
shall be paid must be approved by the Board of Directors.

ARTICLE XVIII
BOOKS AND RECORDS

SECTION 1. The Corporation shall keep complete books and records of the account and minutes of
the meetings of the Board of Directors and Members and shall keep at the corporate offices a register
giving the names, addresses, and Membership class of each Member of the Association.
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SECTION 2. Any person dealing with the Corporation may rely upon a copy of any of the records of
the proceedings, resolutions, or votes of the Board of Directors or Members, when certified by the
President or Secretary.

ARTICLE XIX
CORPORATE SEAL

SECTION 1. The Corporate seal shall consist of a brand or scroll along which is inscribed the name
of the Corporation, the year on Incorporation, and the word “seal”.

ARTICLE XX
RULES OF ORDER

SECTION 1. The rules contained in the most recent edition of Robert’s Rules of Order, Newly
Revised, shall govern all meetings of Members and Directors where those rules are not inconsistent with
the Articles of Incorporation, these Bylaws, or by the special rules of order of this Corporation.

ARTICLE XXI
INDEMNIFICATION

SECTION 1. Each Director and Officer now or hereafter serving the Association shall be indemnified to
the fullest extent provided by Washington law (i.e. RCW 23B.08.500 through 23B.08.600) as now or
hereafter amended.
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2.0

2.10

Board of Directors

President

Position in Table of Organization

Chairperson of the Board of Directors

Directly supervises assigned Committee Chairs.

Maintain close working relationship with other officers and Committee Chairs.
Ex-Officio member of all Committees.

Responsibilities and Duties:

Serve as Chief Executive Officer and accomplish any and all things that, with the
approval of the Board of Directors, deemed necessary to carry out the provision of the
By-Laws and to protect the right and interests of the Association and to promote the
welfare of the members.

Preside at all meetings of the Membership, Board of Directors, and the Executive
Committee, if one is appointed.

Sign or direct signature to be printed on all contracts on behalf of WAA and Certificates
of Membership.

Report at each regularly called Board Meeting on the progress of the Association.

Schedule three regularly scheduled meetings of the Board of Directors (the first
immediately following the Annual State Convention).

Call special meetings of the Board of Directors when deemed necessary (whether in
person or by conference calling or online collaboration).

Assume responsibility for the operation of each of the Association’s Committees.

Appoint the Chair of all standing Committees, subject to approval of the Board of
Directors.

Appoint any Committee deemed advisable to promote the welfare of the Association.

Issue specific instructions to each Chair, advising them as to the scope and limitations of
their Committees.

Provide operating Committees with copies of Long-Range Plan.
Approve all Committee appointments.

Call special meetings of any Committee as needed (either by mail, telephone, or in
person.)

Send copies of all correspondence dealing with policy or programming to the Board of
Directors.

Responsibilities & Duties - President cont'd
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e Receive copies of all correspondence and communications written by Officers, Directors,
Past Presidents, Committee Chair, and the Administrative Staff, (unless such
correspondence is of a routine and repetitive nature.)

e Qversee functions of the Administrative Office and staff.

e Suspend the Chair of any Committee (standing or special), when necessary, for neglect,
inefficiency, or violation of the By-Laws.

e Oversee and coordinate the Association Office responsibilities to the President outlined
in the administrative procedures.

e Prepare newsletter articles to inform membership of Association activities.

Assigned Committees:

ACAT / ECS
Administrative Procedures
Association Office
Awards

Budget

Constitution and By-Laws
Conventions

Education

Membership

National Affairs (NSA)
Nominating

Public Relations

Rules
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2.15 Vice President
Position in Table of Organization:

Member of Executive Committee.

Member of Board of Directors.

Directly supervises assigned Committee Chairs

Maintains close working relationship with other line Officers and Committee Chairs.

Responsibilities and Duties:

e In the event of disability of the President to perform his/her duties, or attend any
meeting where his/her presence would be required, the Vice President shall perform the
duties of the President during the continuance of such disability or absence. If the
Office of the President shall become vacant, the Vice President shall thereupon become
President of the Association for the unexpired term.

o If the Office of the Vice-President should become vacant, the position shall not be filled
until the next annual meeting.
e Provide overall leadership to elected Officers and assigned Committee Chairs.

Assigned Committees:

Chapter Coordination
Editorial

Ethics and Grievances
Historian

Insurance

IRS Liaison
Legislative
Long-Range Planning
Member Services
Member Welfare
Technology
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2.30 Secretary
Position in Table of Organization

e Member of Board of Directors
e Directly assist Committee Chairs
e Maintain close liaison relationship with other Officers and Committee Chairs.

Responsibilities and Duties:

e Maintains a complete written record of minutes of meetings of the Board of Directors
and Annual Convention, showing the time, place of holding (whether regular or special),
if special, how authorized, notice given, names of Directors present at Board meetings,
and the proceedings of such meetings.

e Provides copies of minutes of Board Members, Association Office, Chapter Presidents
and the newsletter editor within 15 working days from the date of the meeting.

e Forwards Committee reports and meeting agenda to Board members at least one week

before scheduled Board meetings. The President shall notify the Secretary of special
items to be included on the agenda.
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2.40

Treasurer

Position in Table of Organization

Member of Board of Directors

Responsibilities and Duties:

Maintain custody of all money and funds, general, special, and trust of the Association in
banks or other financial institutions approved by the Board of Directors.

Keep adequate and correct accounts of the properties and business transactions of the
Association including accounts of its assets, liabilities, receipts and disbursements and
make available to Exam Committee at end of fiscal year.

Prepare financial statements and reports encompassing chapter membership analysis
reports and present at the regular Board Meetings.

Prepare an annual budget to be submitted to the incoming Board of Directors for
approval at the first Board Meeting immediately following the election of Officers.

Review all disbursements of funds and coordinate with President all questionable
expenses, disbursements, or budget allocation abuse.

Execute and sign (with President) any board approved note necessary to borrow funds
needed to carry on the operations of the Association or any other contracts relating to
daily operations.

All checks drawn on the general fund shall be signed by the Office Manager and
Treasurer.

Signatures on Savings Accounts... any two of the following individuals shall be
authorized signatures for WAA savings, President, 1st Vice President, Secretary or
Treasurer.

Reports to general membership
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2.50

Directors-at-Large

Position in Table of Organization

Member of Board of Directors.

Responsibilities and Duties:

Represent own Chapter at all meetings of the Board of Directors, State Convention, WAA
sponsored meetings and Seminars, and district chapter meetings.

Act as liaison between Board of Directors, Chapters and individual members.

Carry out policies adopted by the members.

Do all things necessary and proper to carry out the provisions of the Association’s
Articles of Incorporation and Bylaws in order to protect the rights and interests of the

Association and to promote the common welfare of its Members.

Control all assets and property of the Association and invest, appropriate, and expend
the monies thereof.

Page 22



4.0

4.10

Association Office

Executive Director
and M.C.A. Association Management Services

Position in Table of Organization

Executive Director is responsible to and reports directly to the current President.

Responsibilities and Duties:

Supply consultation, management duties, and execute the policies and procedures of the
Association and its officers and committees under WAA Board direction.

Provide management of the day-to-day affairs of WAA.

Provide input and research into development of Association programs.
Consult and coordinate with committees.

Maintain relationships with affiliated organizations.

Attend and participate as an ex-officio member of WAA’s govering bodies.

Coordinate all meetings, development of long and short-range planning processes,
membership communications and oversight of the execution of the programs of WAA.

Assist with the formulation of member recruitment and retention programs, public
relations and other external communications as directed by the Board with full member
participation in the processes.

Provide necessary secretarial support and bookkeeping services, maintain banking
records, and editorial expertise as necessary and reasonable.

Issue regular financial reports, handle funds in accordance with WAA policies and
procedures. Maintain open records for inspection by any authorized WAA
representative.

Maintain membership records and mailing lists

Coordinate production of newsletters and bulletins, and web site maintenance.
Coordinate plans for regular and special meetings and educational programs

Send member dues billings, receive and deposit payments.

Provide telephone answering, information and assistance as requested by the members
and responses to membership inquires, etc.

Agrees to keep confidential any and all aspects of WAA governance and financial status
that are not explicitly publicized by WAA via its activities, website and publications.
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5.0 National Society of Accountants State Director

Washington Association of Accountants is an affiliate of the National Society of
Accountants. As a major national representative of the practicing public accountants,
NSA is active in Federal, State and local areas of interest to the membership.

WAA is represented on the national level by our WAA State President, the NSA State
Director and NSA’s Regional Governor.

Position in Table of Organization

e Voting member of Board of Directors if active WAA member in good standing.

Responsibilities and Duties:

e Willing to be guided by the President’s directives, and be governed by WAA
Administrative Procedures and By-Laws.

e Keep informed of the many activities and items of interest to our membership.

e Submit interim reports to the President on all activities, and present these reports at the
Board meetings for review by the Board of Directors.

e Submit a report for the membership at the annual convention.

e Attend all annual conventions.
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LIST OF STANDING COMMITTEES

In accordance with the By-Laws, the President shall annually, and for a term of one
year, appoint the following standing Committees:

6.0 Administrative Procedures
7.0 Chapter Coordination
8.0 Constitution & By-Laws
9.0 Editorial & Publications
10.0 Education

11.0 Ethics & Grievances
12.0 Insurance

13.0 Legislative

14.0 Long-Range Planning
15.0 Membership

16.0 Member Services

17.0 National Affairs

18.0 Public Relations

19.0 Rules

20.0 Technology
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6.0

Administrative Procedures

Position in Table of Organization

Reports to the president

Responsibilities and Duties:

Maintain a complete record of current administrative procedures created and/or revised
by the board of directors and provide to each board member.

Solicit proposals for new amendments to administrative procedures from the board
members, committee chairs, chapter officers, and general membership present, in
writing, to the president.

Assemble and supervise a Committee. Provide the President and the Association Office
with a list of Committee members no later than the July board meeting.

Prepare a budget for forecasted Committee expenditures necessary to keep
Administrative Procedures Manuals up-to-date. Submit a budget to Association Office
for distribution to Board Members, not less than ten days before the Budget Board
meeting for Board approval.

Report status of AP changes in Committee reports. Forward Committee reports to
Association Office for distribution to Board Members not less than ten days prior to a
regularly scheduled board meeting.

Update “AP Manual” as a Microsoft Word document keeping track of changes for board
review and approval. Publish relevant changes as a Adobe PDF document for executive
director to distribute to board members prior to meeting. After approval by the board,
publish updated AP Manual in PDF format. E-mail to executive director to file and
forward to WAA leadership as an email attachment.

Inform general membership, via newsletter article, of all AP changes upon their adoption
by the Board of Directors.

Write a short newsletter article announcing revised APs will be available for download.
Include a link for interested members.

Submit Annual Committee Report to Association Office no later than June 10th to be
included in the Convention Annual Report.
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7.0

Chapter Coordination

Position in Table of Organization

Reports to the Vice President

Responsibilities and Duties:

Develop an agenda to become familiar with individual chapter dynamics and take active role in
resolving any problems. Participate in exploring, with chapter officials, ways to stimulate chapter
enthusiasm and member involvement.

Support incoming chapter officers with leadership materials, parliamentary rules, copies of By-
Laws, etc.

Join with other chapter president’s committees in addressing problems affecting Association
membership.

Oversee the timely filing of each chapter’s annual chapter report due to the Association office
before May 31st . Ensure that chapters have and follow the “Chapter Annual Report” format
included at the end of this section.

Organize, in cooperation with the president, a Leadership Conference. Convene this retreat just
prior to the state convention, if possible, or no later than September 30th .

Invite, host, and honor chapter officers at a breakfast held during the state convention.

Ensure that complimentary name tags are provided to state officers, board members, and
chapter officers.

Assemble a committee. Provide the president and the Association office with a list of committee
members no later than the budget board meeting for inclusion in the convention annual report.

Sustain team spirit by insuring that co-chair and/or committee members are informed and
involved in all committee activities, planning, and correspondence.

Maintain active working relationship with other committee chairs and the Association office.

Prepare a budget for projected costs of awards, meals, hame tags, postage and other costs
necessary to fulfill committee responsibilities and submit to Association office for distribution to
treasurer and board members, not less than ten days before the budget board meeting for board
approval.

Maintain files of all committee activities and correspondence to pass on to succeeding chair to
support continuity of effort within the Association. In the event no committee or chair is
appointed, deposit files at Association office.

Submit annual committee report to Association office no later than June 10th to be included in
the annual convention report.

Prepare a newsletter article per president’s schedule to inform membership of committee
activities.
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7.10 Annual Chapter Report

Chapter:

To:

From:

Date:

Chapter Statistics:

Number of members at beginning of year:
Number if new members during year:
Number of members inactive at end of year:
Number of members at end of year:

Program Activities:
Describe and evaluate the effectiveness of the programs, events, or projects hosted during the past

year to assist and encourage students and new members in their effort to enter the accounting
profession:

Describe and evaluate the effectiveness of the programs, events, or projects hosted during the past
year to provide opportunities for members to increase their knowledge of accounting and to
increase their individual capabilities:

Describe any upcoming programs, events, or projects.
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8.0

Constitution & By-Laws

Position in Table of Organization

Reports to the President

Responsibilities and Duties:

Review By-Laws annually. Draft additions and amendments as proposed by Board Members and
provide to Board Members no later than 30 days prior to the Annual Meeting.

Assemble and supervise a Committee. Provide the President and the Association Office with a list
of Committee members no later than Budget's Board Meeting.

Sustain team spirit by ensuring that co-Chair and/or Committee members are informed and
involved in all Committee activities, correspondence, and planning.

Maintain active working relationship with other Committee Chairs and the Association Office.
Prepare a budget for postage, telephone, supplies, or other forecasted Committee expenses and
submit to Association Office for distribution to Treasurer and Board Members not less than ten

days before the Budget Board Meeting for Board approval.

Report Committee activities and any proposed budget revisions in Committee reports for Board
approval.

Forward Committee reports to the Association Office for distribution to Board Members not less
than ten days prior to a regularly scheduled Board Meeting.

Maintain files of all Committee activities and correspondence to pass on to succeeding Chair and
to support continuity of effort within the Association. In the event no Committee or Chair is
appointed deposit file at the Association Office.

Submit Annual Committee Report to Association Office no later than June 10th to be included in
the Convention Annual Report.

Prepare a newsletter article per President’s schedule to inform membership of Committee
activities.
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9.0

Editorial & Publications

Position in Table of Organization

Reports to the Vice President

Responsibilities and Duties:

Edit and publish monthly newsletter for membership to include:

Announcements of upcoming WAA Board Meetings in each of the preceding two months prior to
meetings.

A listing of awards presented at the annual convention in the issue immediately following the
convention.

Assemble and supervise a Committee to assist in gathering newsletter articles and Chapter news
and announcements. Provide the President and the Association Office with a list of Committee
members no later than the Budget Board meeting.

Sustain team spirit by ensuring that co-Chair and/or Committee members are informed and
involved in all Committee activities, correspondence, and planning.

Maintain active working relationship with other Committee Chairs and the Association Office.
Prepare a budget for printing and mailing and other forecasted expenses and submit to
Association Office for distribution to Treasurer and Board Members, not less than ten days before

the Budget Board Meeting for Board approval.

Report Committee activities and any proposed budget revisions in Committee reports for Board
approval.

Forward Committee reports to the Association Office for distribution to Board Members not less
than ten days prior to a regularly scheduled Board Meeting.

Maintain files of all Committee activities and correspondence to pass on to succeeding Chair and
to support continuity of effort within the Association. In the event no Committee or Chair is
appointed deposit file at the Association Office.

Submit Annual Committee Report to Association Office no later than June 10th to be included in
the Convention Annual Report.

Prepare a newsletter article per President’s schedule to inform membership of Committee
activities.
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10.0

Education

Position in Table of Organization

Reports to the President

Responsibilities and Duties:

Produce seminars on a statewide basis

Assist Chapters in conforming to State Board of Accountancy requirements for CPE in mini-
seminars.

Assist Chapters with study groups for examination.
Coordinate with NSA to exchange and disseminate education and seminar information.
Oversee reimbursement for transportation, lodging, and seminar fees for seminar coordinators to
attend most convenient location. Arrange free admission to seminars in return for time donated
for seminar preparation and setup activities.
Assemble and supervise a Committee to include co-Chair responsible for:

GEAR UP - East

GEAR UP - West/Tacoma

GEAR UP - West/Seattle

Partnership/Corporation & 1041 Seminar

Other State Sponsored Seminars

Provide the President and the Association Office with a list of Committee members no later than
the Budget Board meeting.

Sustain team spirit by ensuring that co-Chairs and Committee members are informed and
involved in all Committee activities, correspondence, and planning.

Maintain active working relationship with other Committee Chairs and the Association Office.
Prepare a budget for any forecasted expenses necessary to carry out Committee activities and
submit to Association Office for distribution to Treasurer and Board Members not less than ten

days before the Budget Board meeting or Board approval.

Report Committee activities and any proposed budget revisions on Committee reports for Board
approval.
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EDUCATION, cont’'d

e Forward Committee reports to the Association Office for distribution to board members not less
than 10 days prior to a regular scheduled board meeting.

¢ Maintain files of all Committee activities and correspondence to pass on to succeeding Chair and
to support continuity of effort within the Association. In the event that no Committee or Chair is
appointed deposit files at the Association Office.

e Submit a Annual Committee report to the Association Office no later than June 10th to be
included in the Convention Annual Report.

e Prepare a newsletter article per President’s schedule to inform membership of Committee
activities.

e Oversee and coordinate Education Committee responsibilities of the Association Office as outlined
below:

¢ Produce seminars on statewide basis.

0 Work with chapters to oversee mini-seminars within bounds of and acceptance

for CPE by State Board of Accountancy.

Help chapter study groups for examinations.

0 Free seminars: Education Chairs to decide who shall receive free admission to
seminars in return for time donated to the activity. WAA to reimburse
transportation, lodging, and seminar fees for the “Gear Up” coordinators to
attend the nearest most convenient “Gear Up” Conference or to purchase tapes
and books on same.

<
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11.0

Ethics & Grievances

Position in Table of Organization

Reports to the Vice President

Responsibilities and Duties:

Act as the clearing house to receive and process complaints relating to unethical practices.
Advise and solicit input for President regarding matters before Committee.

Assemble and supervise a Committee. Provide the President and the Association Office with a list
of Committee members no later than Budget's Board meeting.

Sustain team spirit by ensuring that co-Chair and/or Committee members are informed and
involved in all Committee activities, correspondence, and planning.

Maintain active working relationship with other Committee Chairs and the Association Office.
Prepare a budget for forecasted Committee expenses and submit to Association Office for
distribution to Treasurer and Board Members, not less than 10 days before the Budget Board

meeting for Board approval.

Report Committee reports activities and any proposed budget revisions in Committee reports for
Board approval.

Forward Committee reports to Association Office for distribution to Board members not less than
10 days prior to a regularly scheduled Board meeting.

Maintain files of all Committee activities and correspondence to pass on to succeeding Chair and
to support continuity of effort within the Association. In the event that no Committee or Chair is
appointed deposit files at the Association Office.

Submit a Annual Committee report to the Association Office no later than June 10th to be
included in the Convention Annual Report.

Prepare a newsletter article per President’s schedule to inform membership of Committee
activities.
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12.0

Insurance

Position in Table of Organization

Reports to Vice-President

Responsibilities and Duties:

Review existing insurance policies for effectiveness and current and outgoing value to the
Association. Ensure that policies for bodily injury, property damage, and automobile liability are
in force.

Assemble and supervise a Committee. Provide the President and the Association Office with a list
of Committee members no later than Budget's Board meeting.

Sustain team spirit by ensuring that co-Chair and/or Committee members are informed and
involved in all Committee activities, correspondence, and planning.

Maintain active working relationship with other Committee Chairs and the Association Office.
Assist membership with research of National Society of Accountants policies offered.

Prepare a budget for forecasted Committee expenses and submit to Association Office for
distribution to Treasurer and Board Members, not less than 10 days before the Budget Board

meeting for Board approval.

Report Committee activities and any proposed budget revisions in Committee reports for Board
approval.

Forward Committee reports to Association Office for distribution to Board members not less
than 10 days prior to a regularly scheduled Board meeting.

Maintain files of all Committee activities and correspondence to pass on to succeeding Chair and
to support continuity of effort within the Association. In the event that no Committee or Chair is
appointed deposit files at the Association Office.

Submit a Annual Committee report to the Association Office no later than June 10th to be
included in the Convention Annual Report.

Prepare a newsletter article per President’s schedule to inform membership of Committee
activities.
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13.0

Legislative

Position in Table of Organization

Reports to Vice President

Responsibilities and Duties:

Develop a plan to keep the President and Board members informed, via regular written
reports, regarding the current status of all legislative matters directly or indirectly affecting the
Association.

Monitor each State Board of Accountancy meeting and submit a monthly report to the President,
SROC Committee, and Editorial Committee for newsletter publication.

Encourage and assist Chapters in securing legislators to speak at Chapter meetings.

Assemble and supervise a Committee. Provide the President and the Association Office with a list
of Committee members no later than Budget's Board meeting.

Sustain team spirit by ensuring that co-Chair and/or Committee members are informed and
involved in all Committee activities, correspondence, and planning.

Maintain active working relationship with other Committee Chairs and the Association Office.
Prepare a budget for forecasted Committee expenses and submit to Association Office for
distribution to Treasurer and Board Members, not less than 10 days before the Budget Board

meeting for Board approval.

Report Committee activities and any proposed budget revisions in Committee reports for Board
approval.

Forward Committee reports to Association Office for distribution to Board members not less than
10 days prior to a regularly scheduled Board meeting.

Maintain files of all Committee activities and correspondence to pass on to succeeding Chair and

to support continuity of effort within the Association. In the event that no Committee or Chair is
appointed deposit files at the Association Office.
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LEGISLATIVE, cont’'d

e Submit an Annual Committee report to the Association Office no later than June 10th to be
included in the Convention Annual Report.

e Prepare a newsletter article per President’s schedule to inform membership of Committee
activities.

e Oversee and coordinate the Legislative Committee responsibilities of the Association Office as
outlined below:

General
a) The legislative Committee for this organization is normally charged by the
President in addition to other duties to be cognizant of all new laws which may
have an effect on the general membership as well as the Association, and to
keep all Officers informed of new pending, or proposed legislation. All of which
is to be presented in written reports currently to the President.

b) The Committee Chairman usually will make contacts early with certain
knowledgeable parties to establish his schedule for the current year in order to
fulfill the objective as charged.

Objective:
a) To keep the President and Board well informed by written reports on legislative
matters directly or indirectly affecting this organization.

Purpose:
a) To become knowledgeable on all pending matters from prior vyear's
Committee.

b) In written form to the President - How all pending matters were resolved, or
recommendations.

c) To comply with all directives from the President and acknowledge all acts in
written form to the President currently.
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14.0 Long-Range Planning

Position in Table of Organization:
e Reports to Vice-President
Committee Structure:

Chairperson — 2 year term

Committee:

Second Vice President — 1 year term

Past President — 2 year term

Member-at-large — 2 year term

Additional — as Committee Chairman deems appropriate

Responsibilities and Duties:

e Submit names of committee members to the Board for approval at 1st Board meeting after
convention.

e Present a completely reviewed and updated Long Range Plan to the Board of Directors at least
every 5 years.

e Develop report forms for collection of statistical data necessary to accommodate annual
performance review.

e Review the Long Range Plan annually and prepare a progress report for presentation to the
Board at the Fall Board meeting. This progress report process can include minor updates to the
Long Range Plan to accommodate such things as a new permanent committee or regulatory
changes in our profession.

e Maintain and pass on recorded activity and correspondence file to new Chair.

¢ Committee reports to be sent to the WAA secretary office for distribution to Board Members not
less than 10 days prior to a regularly scheduled Board meeting.

e The Chair has the delegate authority to implement the Committee plan of action following
approval of the Board of Directors.

e The Chair will be held accountable for the development and implementation of the activities of
the Committee.

e To develop a statement of purpose for the association.

e To develop and implement a multi-year directional plan that will guide the other Committees in
current planning.

e To assist the 2nd VP in focusing on the problems and directional possibilities that would affect
the society in the future.

e To utilize Committee members and board officers to design and direct the future direction of the
association, using ideas that will be implemented over a period of years.

e To help keep the direction of the state society on course so that current year’s Committees will
have an overall direction to guide their activities.
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15.0

Membership

Position in Table of Organization

Reports to President

Responsibilities and Duties

Review existing membership recruitment programs for effectiveness and reinstate those
programs that are exhibiting results and ongoing value to the Association.

Develop a plan and goal for new memberships, new chapter formation, and chapter
revitalization.

Develop a plan to address member retention, and the recapture of lost memberships.
Assemble and supervise a Committee to include at least one member from each active chapter to
provide representation at the local level. Provide the President and the Association Office with

the list of Committee members no later than Budget’s Board meeting.

Sustain team spirit by ensuring that co-Chair and/or Committee members are informed and
involved in all Committee activities, correspondence, and planning.

Maintain active working relationship with other Committee Chairs and the Association Office.
Prepare a budget for membership plans, and submit membership plans and budget to Association
Office for distribution to Treasurer and Board members, not less than 10 days before Budget's

Board meeting for Board approval.

Implement approved budgeted plans. Report progress of implemented plans and any proposed
budget revisions in Committee reports for Board approval.

Forward Committee reports to the Association Office for distribution to Board members not less
than 10 days prior to a regularly scheduled Board meeting.

Maintain files of all Committee activities and correspondence to pass on to succeeding Chair and
to support continuity of effort within the Association.

Be familiar with membership guidelines set forth in Articles I through V of the By-Laws.

Verify qualifications and level of membership and approve or disapprove new member
applications

Submit Annual Committee Report to Association Office no later than June 10th to be included in
the Convention Annual Report.

Prepare newsletter article per President’s schedule to inform membership of Committee activities.

Oversee and coordinate membership responsibilities of the Association Office as outlines below:
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15.10 Membership /Association Office Responsibilities
1) Process all new membership applications.

a) Send to applicant “application received’ letter with copy of current
newsletter.

b) Send application with routing sheet to Committee Chair for
approval/disapproval.

c) Upon receipt of approved application, send “approved” letter to
member, assign member #, request certificate, affix seal, make up
packet.

d) Mail membership packet, printed certificate, and membership
directory.

e) Set up member file at Association Office.
(2) Mail complete membership listings periodically to Chair, or as requested.

(3)  Mail new member information and complete listings by chapter to
Chapter Presidents and Secretaries to update chapter mailing lists.

(4)  Calculate dues, print and mail dues statements each year by May 1 and
again on Budget 1.

(5) Print and mail late dues renewal letter by August 1.

(6)  Print and mail “You will be dropped on September 15" letter by
September 1.

(7) Purge membership files of non-renewed members after September 15
deadline.

(8) Accept late dues and reinstate per By-Laws Article III, Section 4.

(9) Perform timely changes and updates to “member information” on Association Office
database.

(10)  Order all supplies for packets, WAA labels, lapel pins, membership
certificates, seals, letterhead, and additional as requested and budgeted for
by Committee Chair.

(11)  Membership Chair is encouraged to work closely with Office Manager
when preparing annual budget to ensure items ordered annually by the Association Office
are included.

(12)  Mail WAA membership information as requested and provide brochures and
applications to all chapters, WAA booth, or anyone representing this
association at a WAA approved seminar or function, as specifically
requested.

(13) Deposit all membership dues into WAA accounts as directed by Treasurer.
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16.0

Member Services

Position in Table of Organization

Reports to Vice-President

Responsibilities and Duties

Oversee established Member Services with assistance from Committee members. Evaluate each
program to determine its continued effectiveness in providing a valuable return for membership.

Actively seek out programs to be considered for inclusion among ongoing member service from
within the Association as wel