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PURPOSE OF MANUAL

The “Manual of Procedures” is designed to guide the officers and
conmittees of the North Carolina Mosquito and Vector Control Association
(herein referred to as Association) in neeting the objectives of the
Associ ation and the intent of the Constitution and By Laws of the
Associ ation. The duties and responsibilities are stated herein for the
of ficers and conmittees.

The Manual of Procedures shall be distributed to the officers of
the North Carolina Mosquito and Vector Control Association and its
conmmittees by the President of the Association. Subsequent to the
initial distribution of the Manual of Procedures, each new officer and
chairperson of a commttee shall receive his/her copy of the Manual of
Pr ocedures.

The records of the North Carolina Mysquito and Vector Control
Associ ation shall be maintai ned by the Secretary/ Treasurer of the
Associ ation. The records may be reviewed by any officer upon request.
The followi ng types of information shall be maintained by the
Secretary/ Treasurer of the Association as records: mnutes of the
educati onal and busi ness neetings; mnutes of the Executive Conmmittee
nmeeti ngs, nenbership lists, records of receipts and di sbursenents, and
other pertinent witten materi al



M SSI ON STATEMENT OF THE NORTH CARCLI NA
MOSQUI TO AND VECTOR CONTRCL ASSOCI ATl ON

It shall be the aimof the North Carolina Mdsquito and Vector
Control Association in its total programto attain, anmong other things,
the foll owi ng objectives:

1. To pronote and foster the professional status and skill of its
nmenbers;
2. To conduct neetings for the discussion and study of problens in

the field of vector control

3. To act as a clearing house anong its nenbers for the receipt,
exchange, and dissem nation of information on vector control policies
and procedures;

4. To foster and pronote uni form standards for vector control
practi ces;

5. To cooperate with public health agencies and all other organizations
and groups that are interested in inproving public health through the
control of vectors;

6. To develop a cooperative relationship with the Public Health Pest
Managenent Section, other local, state, and federal agencies,

pr of essi onal organizations, and accredited coll eges and universities in
North Caroli na;

7. To provide an opportunity for and to pronote congenial and
har moni ous soci al and professional relationships within the nmenbership
of the NCM&VCA, Inc.;

8. To work for equitable salary |evels, adequate health and retirenent
benefits, and inproved working conditions for its nenbers.

GENERAL

The North Carolina Mbsquito and Vector Control Association in
keeping with the objectives of this Association should not hesitate to
ask the Program Committee to plan and devel op training opportunities for
t he menbership that neet the needs of this Association. To this end,
busi ness may be di scussed as part of any educational neeting but the
Program Conmittee may al so plan neetings solely for the purpose of
educati on.



PRESI DENT:

The President shall be responsible for providing the | eadership
for the North Carolina Msquito and Vector Control Association. He/she
shall direct the Associations activities to include the regul ar
educati onal and/or business neetings. The President shall be assisted
by the Executive Committee of the Association, the commttees, and the
menbershi p. The President shall serve as the official spokesperson for
t he Association

OTHER RESPONSI BI LI TI ES OF THE PRESI DENT

1. Upon el ection the President shall call a neeting (within eight
weeks) of the new Executive Commttee for the purpose of getting
acquai nted and devel oping a plan of action for the year. Any
menber in good standing may be invited to attend this neeting to
provi de informati on on projects already in progress.

2. The President shall direct the Secretary to provide the
Newsl| etter Editor of the Association a listing of the newy
el ected officers and a nenbership list of this Association to
i ncl ude nanes and nmailing addresses.

3. The President is the official representative of this Association
In the event the President cannot represent this Association
at a neeting, hearing, etc. he/she shall decide who coul d best
represent the Association. The President shall give preference to
the Vice President in these matters.

4. The President of this Association shall with the assistance of the
Executive Committee review the financial status of the Association
and present at a regul ar annual business neeting appropriate
i nformati on pertaining to the Association’s financial solvency.

5. The President shall preside over the business conponent of any
regul ar and/or special called neeting.

6. The President shall notify (preferably witten notification)
wi thin six weeks of taking office the Chairperson appointnents
of each standing conmittee.

7. The President shall appoint as specified herein the foll ow ng
standi ng conmittee chairpersons: Menbership, Awards, Auditing,
Newsl etter, Nomi nating, Constitution and By-Laws, Resol utions,
Legi sl ative, Finance, Program and Wbsite.

8. The President shall be an ex-officio nenber of all conmittees of
this Association and is encouraged to attend such neetings as may
be called by the chairperson of the comrttees.

9. The President shall also be ready to appoi nt when needed speci al
and/ or advisory type committees (ad hoc).

10. The President shall make sure that those appointed to conmittees
are nenbers in good standing, i.e. are current with their dues and

any ot her prom ses.



11.

12.

13.

14.

15.

16.

17.

VWhen necessary, the President shall instruct his/her conmttees
and nenbers regarding their duties and responsibilities to the
Associ ation

Annual Iy, the President shall assure that the Treasurer’s
financial records have been audited before the |ast neeting of
t he Association during his/her termof office.

The President shall assure that the records of the Association are
transferred in an orderly fashion to the incom ng officers.

The President shall assure that each Cormittee and its Chairperson
are aware of their responsibilities and are ready to handl e the
assignments of the Comm ttee.

The President shall work closely with the Vice-President to assure
t hat an adequate nunber of education prograns are presented
t hrough the Program Conmittee.

The President shall call at |east quarterly Executive Conmittee
meetings to determne the progress of commttees and address

any ot her business that mght need to conme before the Association
To this end, the President shall invite the Chairpersons of
Conmittees to appropriate Executive Conmittee neetings for
progress reports. The President shall also ask, at |east four
weeks prior to the educational /business neeting, for a report
fromCommittees is made at the |ast annual educational/business
nmeeti ng.

The President shall appoint a Sergeant at Arns as needed, to

mai ntain order at all business neetings and a Parlianentarian to
assure decent and orderly procedures are foll owed during the
busi ness neeti ngs.



VI CE PRESI DENT:

The office of Vice President (V-P) serves the President and
menbership to perform special functions of the Association. The V-P
shal I, of course, preside over the neetings of the Association in the
absence of the President. The V-P is a nenber of the Executive
Conmmittee of the Association

OTHER RESPONSI BI LI TIES OF THE VI CE PRESI DENT

1. If for some reason the office of the President of the Association
is vacated; then, the Vice President shall serve the renmai nder of
the termas President.

2. The Vice President serves as Chairperson of the Menbership
Conmittee. In order to help the President, the V-P shal
determ ne that appointees of committees are nmenbers in good

st andi ng.

3. The V-P, upon succeeding to this office, shall transfer the
financial records to the incom ng treasurer

4. The V-P shall coordinate and plan under the direction and
| eadershi p of the President.

5. The V-P serves as Chairperson of the Program Commttee. The V-P
shall call, at the appropriate time(s), a sufficient nunber of

conmittee nmeetings to devel op the educati on conponent of the
annual neeting and/or special neetings. The first neeting of the
Program Conmittee shall be within six weeks of the V-P taking

of fice.

6. The V-P, or their designated programconmm ttee nmenber, prior to
i npl enentati on of the Program Comm ttee’s reconmendations for
educational programs shall consult with and report to the
Presi dent and Executive Conmittee, during an Executive Conmittee
nmeeting, the proposed prograns and possi bl e speakers. The V-P
then shall informthe Program Conmttee of the approved
recomendati on of the Executive Committee regarding the format and
content of the proposed educati on/busi ness neetings.

7. The V-P shall notify each speaker and/or participant of the
educati onal / busi ness neetings of neeting dates, |ocation and tine
slot, etc.

8. The V-P shall assure that each nmenber of the Association is

i nfornmed of education/busi ness neeting dates and | ocations etc.

9. The V-P shall work with | ocal arrangenents conmittee(s) to assure
adequat e neeti ng space and ot her accommopdati ons, etc.

10. The V-P shall notify the Resolutions Committee of the deaths of
any nenbers.

11. The V-P shall obtain and make arrangenents for the presentation
of the Past President’s plague and shall, upon installation as
Presi dent, make the Past President’s plague presentation.



SECRETARY/ TREASURER:

The Secretary/ Treasurer (S/T) is the officer responsible for
recordi ng the business and naintaining the records of the Association
The S/T is the financial officer of the Association, a nmenber of the
Executive Committee and Chairperson of the Finance Commttee.

OTHER RESPONSI BI LI TI ES OF THE SECRETARY/ TREASURER

1. The S/ T shall collect, maintain, and keep the records of the
North Carolina Mosquito and Vector Control Association

2. The S/ T shall be responsible for maintaining an accurate record
of instructional hours for nmenbers attending an Associ ati on
sponsored educati onal neetings. Wen appropriate, he/she shal
submt an agenda for approval of instructional hours to the
North Carolina Departnment of Agriculture, Pesticide Board.
Subsequent to the educational opportunity, the secretary shal
provi de the Pesticide Board a copy of the sign up sheet for those
att endi ng.

3. The S/ T shall purchase not ebooks, etc. sufficient enough to
be used in the naintenance of records, collection of
correspondence, etc. during his/her termof office.

4. The S/ T shall neet with the Vice President for the exchange
of records within six weeks of taking office. It is suggested
this be done at or before the first Executive Conmittee neeting.

5. The S/T shall serve as an Ex-officio nenber of the Constitution
and By-Laws and Newsletter Commttees.

6. The S/ T of the Executive Conmittee shall serve as secretary of the
Associ ation’s Executive Committee and shall assist the President
i n devel opi ng an annual report to the Association fromthe mnutes
of the Executive Comrittee and ot her business neetings.

7. The S/ T shall be the custodian of the funds and ot her
property of the Association and shall safely keep or dispose of
these funds or other property as ordered by the President acting
within the [imtations in the Constitution and By-Laws and future
anendnments thereto and/or as ordered by a majority vote of those
menbers attendi ng a schedul ed and publicized regul ar or speci al
nmeeting of the Associ ation.

8. The S/ T shall submit the financial records of the Association
to an Auditing Committee annually for their exam nation before the
annual business neeting.

9. The S/ T shall relinquish and transfer to his/her successor in
office, being duly elected and installed, all funds and
property of the Association which shall have been in his/her hands
as keeper and custodi an

10. The S/ T shall, upon receiving funds in the nane of the
Associ ation, deposit such funds in a bank in the name of the North
Carolina Msquito and Vector Control Association. The S/T
accunul ates funds and deposits such funds at |least nonthly in the
bank under the signature of the current S/T.



11.

12.

13.

14.

15.

The S/ T shall receive al
process them accordi ngly.

applications for nenbership and

The S/ T deposits the menbership dues in

t he appropriate account and provides receipts to the nenbers.

The S/ T shall receive and give receipts for the
Associ ation’s incone and pay out funds on approval of the

Executive Committee.

The S/T along with the Finance Committee shall provide, if

requested, an operating budget to the Executive Committee of the

Associ ation for each year

The S/ T shall maintain an up to date, paid nmenbership list(s).

The S/ T shall handle the mailings,

pertaining to the annual

nmeeti ng,

paynments and receipts
etc.



| MVEDI ATE PAST- PRESI DENT:

The office of i medi ate Past-President serves this Associ ation as:

1. A menber of this Association’ s Executive Comittee,;
2. A menber of the Menbership Conmittee; and
3. A val uabl e resource to the incom ng officers of the Association.

10



COW TTEES

Al committee menbers shall be nmenbers in good standing with the North
Carolina Mysquito and Vector Control Association. Menbers of conmittees
shall be current with respect to dues.

Conmi ttee chai rpersons shall be appointed by the President, upon
el ection, at the beginning of his/her term This shall be done within
si x weeks of the President assum ng office.

EXECUTI VE COW TTEE: The Executive Conmittee is conposed of the
President, Vice-President, Secretary-Treasurer and i nmedi ate Past -
Presi dent, Chairpersons of all Standing Committees plus two nmenbers at
| arge. The Executive Conmittee, acting on behalf of this Association
shall neet at |east quarterly to conduct the admnistrative affairs of
this Association

1. The President and Secretary-Treasurer also serve as Chairperson
and Secretary respectively of the Executive Conmittee.

2. Menbers of the Executive Committee shall be nenbers in good
standing in this Association.

3. The first nmeeting of the Executive Conmmttee shall be called
by the President within eight weeks of taking office.

4. The Executive Committee does not have the authority to increase
the financial obligation of this Association. A sinple mgjority
vote by role call of those nmenbers attending a regularly called
busi ness neeting, with 30 days notice to the menbership, shall be
required to increase the financial obligation of the nmenbership
wi th respect to annual dues, special |evies and/or assessnents.

5. The Executive Conmmittee annually shall review the cost of dues for
this Association and bring a recommendation to the menbership for
a vote. See no. 4 above regarding “sinple nmajority vote by role
call of menmbers attending” and “30 days notice to the nenbership”.

11



FI NANCE COWMM TTEE: The Finance Committee shall be chaired by the
Secretary/ Treasurer of this Association. This Committee shall be
conposed of up to four nmenbers in good standing to assist the
Secretary/ Treasurer in devel oping a recomended operating budget, if
requested by the Executive Conmittee.

1. The Finance Conmittee Chairperson shall request from Comnittees,
etc. their annualized costs.

2. The Finance Conmittee shall devel op an operating budget for this
Associ ation, if requested.

3. Al matters of finance shall be referred to the Finance Committee
for consideration. Such matters after due consideration by this
Conmittee shall be subsequently reported to the Executive
Conmittee or at a regular called business neeting whichever
occurs first after their el ection/appointnent.

12



PROGRAM COWMM TTEE. The Program Conmittee shall be conposed of the

Vi ce- Presi dent as Chairperson and up to four other nmenmbers in good
st andi ng.

1

This Committee shall have the responsibility and authority to plan
an educati onal / busi ness neeting(s) for the benefit of this
Associ ation

This Committee shall submit to the Finance Conmittee, if
requested, an item zed estimated cost of conducting these
prograns. Exanple: Cost of refreshnents for the educationa
and/ or busi ness neeti ngs.

This Committee shall be responsible for pronpbting its meetings
under the | eadership of the Vice-President.

The Program Conmittee shall be responsible for announci ng upcom ng
nmeeti ngs upon approval of the Executive Conmittee.

13



MEMBERSHI P COVM TTEE. The Menbership Committee shall be conposed

of the Vice-President as Chairperson, the |Inmedi ate Past President,

and at

1.

| east two other menbers in good standing.

The Menbership Conmittee shall review applications for nmenbership,
i f necessary.

The Menbership Conmittee shall maintain a proper application

sui tabl e enough to explain the rights and privil eges of

menbership. To this end, this Conmttee shall use appropriate

met hods to maintain appropriate representation of Counties in this
Associ ation and to obtain new nenbers.

The Menbership Conmittee shall develop, review and distribute
information and literature which advertises the nmerits of the
Associ ation and to additionally assure distribution of the same
i nformati on to new nenbers.

14



AUDI TI NG COW TTEE: The purpose of the Auditing Committee is to
revi ew the accounts and books of the Association held by the

Secretary/ Treasurer and to report its findings at the [ast neeting of
the year. This Committee serves at the pleasure of the nmenbership and
the Executive Conmittee and may at their pleasure be asked to reviewthe
accounts and books of the Association. This Committee shall be conposed
of a Chairperson, ant two other nmenbers in good standing.

1. The Auditing Committee shall make a full disclosure/report of its
audit, in witing, to the menbership, and during the business
session of the last annual neeting.

2. A copy of the Conmittee’s audit, given during the business session
of the last annual neeting, shall be forwarded to the Executive
Commi ttee.

15



RESOLUTI ONS COWMM TTEE. The Resol utions Conmittee shall be conposed
of a Chairperson and at |east two nmenbers in good standing. The purpose
of this Committee is to review incom ng resolutions for consideration by
t he menbership and to prepare and present resolutions as directed by the
Presi dent, Executive Conmittee, and/or the menbership.

1. The Resol utions Committee shall prepare resolutions for the
North Carolina Mbsquito and Vector Control Association upon the
retirement, death, success etc. of one of our nenbers.

2. The Resol utions Committee shall report its activities during the
| ast business neeting of the year.

16



CONSTI TUTI ON AND BY- LAWS COWM TTEE: The Constitution and By-Laws
Committee shall be conposed of a Chairperson and at | east two nenbers in
good standing. The Secretary/ Treasurer shall be an Ex-officio nmenber of
this Commttee. The purpose of this Commttee is to present, in
writing, reconmrended changes in the Constitution and By-Laws.

1. This Committee shall report its activities during the | ast
busi ness neeting of the year.

2. This Committee shall also review and recommend changes in the
Manual of Procedures.

17



AWARDS COWM TTEE. The Awards Conmittee shall be conposed of the

last three recipients of the Hanmilton Stevens Award with the recipient
who has served | ongest on the Committee acting as Chairperson. This
Conmittee shall be responsible for recognizing through awards, speci al
achi evenents of the nenbers. Only nenbers in good standing can nom nate
a nenber for an award.

1. The Awards Committee shall determine that a nom nee for an award
is actively engaged in nosquito and vector control and is a nenber
i n good standing of the North Carolina Mdsquito and Vector Control
Associ ation

2. No award shall be given to a nom nee unless he/she is a nmenber in
good standing of the North Carolina Mdsquito and Vector Control
Associ ation

3. Possi bl e annual awards of this Association shall be:
a. The Past Presidents Award;
b. The Hamilton Stevens Award;
C. The Col den Di pper Award; and
d. Addi ti onal awards as directed by the President.
4. The Awards Conmittee shall ask for award nom nations fromthe

menber shi p. The Chairperson shall ask that award noni nations be
recei ved one nonth before the annual neeting.

5. The Awards Committee upon determ ning the recipients of the awards
shall prepare witten Citations fully describing the recipients’
contributions to the profession. The Citation shall be suitably
framed for presentation along with the plaque.

6. The Awards Committee shall determ ne the cost of the awards and
submt a request for the appropriate funds to the Secretary-
Treasurer for payment.

7. The Awards Committee is rem nded that they do not have to present
an award every year. The presentation of our professional awards
shall be for outstanding service to the profession. |If the

nom nati on(s) are inadequately prepared in the opinion of the
Conmittee or if the nom nation(s) |ack the substance and tradition
of past award recipients, it is inperative that the Conmttee
wai t.

8. The Awards Committee al so shall be responsible for recognizing the
i medi ate Past President’s efforts by presentation of a plaque at
the end of his/her term

9. Criteria for the Golden Dipper and Ham |l ton Stevens Awards:

18



HAM LTON STEVENS AWARD

The Hamilton Stevens Award can be given annually to a person who,
in the opinion of the Awards Conmittee, has nade a significant
contribution to nosquito or vector control in North Carolina. This
person nust be a nmenber in good standi ng of NCM&VCA and nust be
nom nated by a nenber in good standing of NCMRVCA. Typically, this
award is for an individual whose conm tnent goes beyond | oca
endeavors. The recipient of this award generally has 360 degree
nmosquito and vector control vision and has denonstrated a wllingness
to provi de statew de | eadership and passion for the work. The
passi on for conscientious public health efforts and his/his | ove of
their fellow man drive this recipient to practice nosquito and vector
control

GOLDEN DI PPER AWARD
The Col den Di pper Award may be awarded to up to three outstanding
vector control operators or technicians (front line field workers).
Ideally, the awards will be spread across the state.
Nom nees shoul d show dedi cati on and diligence “above and beyond

the call of duty”, and have done sonething specific to denonstrate
out standing service to his or her vector control program

19



NOM NATI NG COVM TTEE. The Nominating Committee shall be
responsi ble for nom nating fromthe nenbership individuals for the

of fices of President, Vice-President, and Secretary/ Treasurer. This
Committee shall be made up of a Chairperson and at |east two nenbers in
good st andi ng.

1. The Nomi nating Committee shall determine fromthe nenbership the
nom nations of officers.

2. The Nom nations shall be presented at the |ast business neeting of
the year for a vote fromthe nmenbership.

3. The Nomi nating Conmittee shall insure prior to nomnation that the
nom nees for officers of this Association shall be:
a. menbers in good standing in this Association
b. recogni zed as having a history of service within this

Associ ation (served on one of the Standing Committees of
this Association); and

C. able to devote sufficient tinme to carry out the duties of
the of fice.

20



LEGQ SLATI VE COW TTEE. The Legislative Conmittee shall be conposed
of a Chairperson appointed by the President and at |east two ot her
menbers in good standing. Menbers of the Legislative Commttee nmust be
abl e, on short notice, to travel to the CGeneral Assenbly and express the
vi ewpoi nt of this Association on |egislative issues.

The Legislative Committee shall be responsible for

1. Determ ning which legislative bills of the N.C. CGeneral Assenbly
will affect nosquito and other vector control

2. ot ai ning copies of bills that will affect nosquito and ot her
vector control and providing copies and updates to the Executive
Commi tt ee;

3. Following the bills within the |egislature and reporting the
status of these bills to the Association

4. Promoting potentially favorable |egislative action

5. Uilizing press releases, newsletters, and other materials to

advise the legislature and journalistic nedia, etc. as to current
Associ ation activities;

6. Devel opi ng a network “tel ephone tree” as a means of support in
| egislative efforts;

7. Wbrking to assure that |egislation and policies do not damage
funding for local, state and university nosquito and vector
control prograns and research; and

8. Acting on behalf of this Association as spokesperson as directed
by the President or nenbership.

21



NEWSLETTER COVM TTEE. The Newsletter Conmittee shall be conposed
of an Editor as Chairperson, the Wbsite Conmttee Chairperson, and at
| east two nenbers in good standing to provide aid and support to the
Editor appointed by the President. The Secretary-Treasurer and the
Website Comrittee Chairperson will be ex-officio menbers to this
committee. The S/ T shall provide mailing lists and financial assistance
consistent with these policies and procedures and/or as authorized by
t he menbership. The Newsletter Committee shall produce, but not be
limted to, four newsletters; one in each of the foll owi ng nonths:

Mar ch, June, August (pre conference newsletter), and Decenber (post
conference newsletter). The nmenbers at large, in effect, shall act as
reporters to the editor; preferably, one nenber at large fromthe
eastern part of North Carolina and one fromthe west.

22



WEBSI TE COWM TTEE: The Wbsite Committee shall be conposed of a
Chai rperson and up to two other nenbers in good standing of the

Associ ation. This Conmittee shall be responsible for ensuring that the
Associ ation has a positive and beneficial presence via the Internet.

1. The Website Conmittee shall maintain an active web presence for and
about the association, its mssion, objectives and activities.

2. The Committee shall design and update the website with the purpose
of dissemnating information pertinent to the nenbership and the public
at | arge where appropriate.

3. The Wbsite Committee chairperson shall serve as an ex-officio
nmenber of the Newsletter conmittee, as well as a nmenber of the Executive
Conmittee with the express purpose of gathering information rel evant and
i nportant to the menbership for publication on the website.

23



PARLI ANENTARI AN. A Parlianentarian shall be appointed by the
President. This person shall have sufficient know edge of “Robert’s
Rul es of Order Revised for Deliberate Assenblies”. In the absence of
the rules proscribed in the Constitution and By-Laws and procedures in
the Manual of Procedures for this Association “Robert’s Rules of Order
for Deliberate Assenblies” shall be utilized to conduct regular and
speci al neetings.

DI SCI PLI NARY ACTI O\

Reser ved

DI SSOLUTI ON:

The NCMBVCA may be dissolved at any tinme by a witten consent of not
less than two thirds (2/3) of the menbers in good standing. |In the
event of dissolution of the NCM&VCA, whether voluntary or involuntary or
by operation of |aw, none of the property of the NCV&VCA, nor the
proceeds thereof, nor any assets of the NCM&VCA shall be distributed to
any nenbers of the NCM&VCA, but after all debts have been settled, its
properties shall be donated to a charitable organization selected by the
Executive Conmittee.
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APPENDI X A:

January:

February

Mar ch

Apri |

May

June

July

PROPOSED TI ME LI NE

Executive Conmittee to neet. This will be the first
Executive Comrittee neeting for the newy el ected
president of the association to plan and get acquai nted.
Mai | dues noti ces.

Sign hotel contracts or other hotel agreenents of intent.
Long session of the Legislature begins - Legislative
Committee to neet.

Newsl etter information due in to the editor
Conmittee Chairs to submt estimated budget for their
committee work to Finance Commttee.

Distribute first newsletter

Notify commercial exhibitors of annual neeting dates,
costs, etc.

Secretary/ Treasurer to call a Finance Conmttee neeting
for the purpose of devel oping a recommended budget for
t he upcom ng year, if requested.

Executive Committee hold s its second neeting or third
nmeeting at the hotel that has been chosen to host the
annual neeting.

Trade Publications notice.

Program Conmittee nenbers to notify proposed speakers
that we need them for the upcom ng annual educationa
conference and solicit a response.

Awards Conmittee to neet and review submttals from
menber shi p.

Newsl etter information due in to the editor

Short session of Legislature begins - Legislative
Committee to neet.

Fi nance Conmittee to nmeet and finalize recomended budget
to be presented next nonth to Executive Conmttee.

Di stribute second newsletter.

Executive Conmmittee hold s its third neeting at the hotel
t hat has been chosen to host the annual neeting or has
hel d the second Conmittee neeting there.

Secretary-Treasurer to present to the Executive Comittee
a recomended budget, if requested for the upcom ng year
If a budget is requested by the Executive Conmttee,

upon approval by the Executive Comrittee, copies of
recomended budget should be submitted to nmenbership for
final approval at the annual educational conference.

Newsl etter information due in to the editor

Resol utions Committee to neet.

Vice President to nmake arrangenents for Past President’s
Pl ague. The Chairperson of the Awards Conmittee to
coordi nate the purchase of Ham Stevens and ot her awards
with the Vice President.
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August

Sept enmber

Cct ober

Novenber

Decenber

Distribute third newsletter. This newsletter should
contain information about: hotel acconmodations, neeting
| ocation, registration costs, proposed highlights,
proposed resol uti ons, proposed budget, etc.

Vice President to provide and/or provide thru the Program
Conmittee notification of each speaker and/or partici pant
of the upcom ng educati onal conference of appropriate
conference information.

Auditing Conmittee to review financial records of the
Associ ation. This may be acconplished at the annua
nmeeti ng.

Al Committees to develop witten reports of their
conm ttee activities.

Annual neeting held in either Cctober or Novenber.
Executive Committee to hold its fourth neeting. This is
the | ast Executive Commttee neeting for an incunbent
President. This nmeeting should occur the first day of

t he annual neeting and should be a tine to make sure
conmittees which have a report are ready. The Nom nating
and Auditing Conmittees should receive any |last mnute
instructions at this tine fromthe President.

Contact hotels in host city for upcom ng annual neeting
Al committees to submt reports of their activities
(reports shall be in witing).

Annual rneeting held in either Cctober or Novenber.

Presi dent appoints committees and nmakes any ot her
assignments (such as Sergeant at Arns) by Novenber 30t h.
President shall, at this tinme, also distribute a copy of
conmittee responsibilities to Chairpersons.

Local arrangenents to negotiate with host city hotel (s)
Newsl etter information due in to the editor

Vice President to send thank you letter or card to
speakers and any others he/she feels appropriate for
their participation in our annual educational conference.
Secretary-Treasurer to accept financial records upon
taking office but in no case |later than from predecessor
by Novenber 30t h.

Post Conference (fourth) Newsletter.

Newsl etter to contain solicitation for nom nation(s) for
next years awards to be submitted one nonth before the
annual neeting.

Vice President to call Program Committee neeting to
devel op proposed educati onal component of the annua

nmeeti ng.

Secretary-Treasurer to provide new nenbership list to the
Edi tor of the Newsletter.

Menbership Conmittee to nmeet and revi ew nmenbership
application package and review submttals for nenbership.
Constitution and By-Laws Committee to neet and revi ew
Constitution and By Laws and Manual of Procedures.
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