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The model chapter bylaws and standing rules attached are examples for your chapter to 
use to update and review your existing chapter bylaws and standing rules.  Annual review 
by the Bylaws Committee assures that the bylaws and standing rules are current and 
reflect workable policy. Proposed bylaw revisions are voted on by the chapter and 
proposed standing rule revisions are voted on by the Board of Directors 
 
The bylaws are the groundwork by which the chapter is established.  The standing rules 
exist to simplify the management of Chapter affairs and to serve as a guide to members 
for efficient accomplishment of Chapter activities.   
 
When updating the bylaws the chapter may either make various amendments to vote on 
or adopt the entire set of updated bylaws if there are numerous changes.  The bylaws 
must be in compliance with the National Bylaws.  After the chapter adopts the bylaws a 
copy needs to be sent to headquarters for approval also.  The National Bylaws may be 
found on the ASWA website under the heading “Bylaws”. 
 
The following standing rules are drawn from the current standing rules of numerous 
ASWA chapters. It is not necessary to list everything which is listed under each category 
-ONLY those items which apply to how your Chapter operates. Consider the following 
to be a menu from which you can choose those items that work for your Chapter. 
You may have another way to state what it is your Chapter does or should do.  Consider, 
also, that you may have other policies and procedures for your Chapter activities that are 
not covered in these Model Chapter Standing Rules. You should add whatever standing 
rules you feel necessary for the efficient operation of your Chapter.   Remember that 
nothing in your standing rules may conflict with your Chapter bylaws or the National 
Bylaws.  In addition, note that if you have an item in your bylaws, it should not be 
repeated in your standing rules 
 
Although you are required to bring your chapter bylaws into compliance with the national  
bylaws, standing rules are different. You can adopt this model as your own, or you can 
pick and choose the items you want to have for your chapter standing rules. You are not 
required to have any of these items in your standing rules. They are suggestions only. 
 
If you have any questions, please contact Lee Lowery at Headquarters at 703-506-3265 
and she will be able to assist your chapter. 
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MODEL BYLAWS FOR CHAPTERS 
AMERICAN SOCIETY OF WOMEN ACCOUNTANTS 
 

ARTICLE I NAME 
 

The name of this organization shall be the ________________ Chapter, Number _____, 
of the American Society of Women Accountants (ASWA), hereinafter referred to as "the 
Chapter.”   
 

ARTICLE II MISSION 
 
The mission of this Society shall be to enable women in all accounting and related fields 
to achieve their full personal,  professional and economic potential and to contribute to the 
future development of their profession.   
 
 

ARTICLE III MEMBERS 
 
Section 1. There shall be five [5] classes of membership: regular, associate, affiliate, 
retired and honorary.   
 
A. Regular: 
 
 1. Qualifications:  

    
a.   Actively engaged in accounting for two [2] or more years, or 
 
b.  Hold a valid CPA certificate, its equivalent, or other accounting 

or financial certifications with similar education or experience 
requirements as determined by the board of directors, or   

 
c.  Hold a bachelor’s degree with a major in accounting or its 

equivalent. 
   
  2. Shall have full rights of membership.  

   
B. Associate:1 

     
1. Qualifications:  
 

a. Regularly enrolled students in post-secondary educational institutions, 
majoring in accounting or a related field, or  

 
b. Actively engaged in accounting with less than two [2] years experience.  
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c. Limited to two [2] years following attainment of qualifications for regular 
membership and maximum of seven [7] years.     

 
2. Shall vote but may/may not hold elective office.   
  

C. Affiliate:     
 

1. Qualifications:      
 

a. Not actively engaged in accounting, and 
 
b. Have a substantial interest in accounting.      
 

2. Shall vote but may/may not hold elective office.    
 

D. Retired:     
 

1. Qualifications:      
 

a. Age sixty-five [65] as of June 1 and a regular or associate member for the 
shorter of five [5] consecutive years or the life of the chapter.   
 
b. Retired from all gainful employment due to disability as of June 1.   
   
c. Age fifty-five [55] as of June 1 and retired from all gainful employment 
and a regular or associate member for the shorter of ten [10] consecutive years 
or the life of the chapter.     
 

2. Shall retain the rights previously held as regular or associate members.    
 

E. Honorary:    
 

1. Qualifications:  
 

a.  Outstanding women whose professional achievements exemplify the 
standards encouraged by the mission statement of the Society, and  
 
b. Approved by a two-thirds [2/3] vote at the stated business meeting.   

 
2. Honorary members who were members upon election to honorary                

membership shall retain their former rights and privileges in the Society.      
 
3. The Chapter assumes the liability for National dues of all members it elects to 

honorary membership in the Chapter.  
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Section 2.  Application for membership shall be signed by a member of the Chapter.  
Application for membership and reclassification shall be reviewed for completeness by 
the membership chair, or the designee of the President in the event there is no 
membership chair, and forwarded to National Headquarters for processing. Any 
application not approved by the chapter board of directors shall be sent to the 
headquarters office with an explanation of reasons for disapproval. The application will 
be reviewed based on criteria for membership in the bylaws. The national board shall 
have the final decision in approval of the application.  
 
Section 3.  The board of directors shall establish the dues for all classes of membership 
limited to one increase annually for no greater than ten [10%] percent of the current dues.  
Honorary members shall pay no dues.  The board may authorize dues credits, 
reinstatement fees and initiation fees.  By January 31, members will be notified of dues 
structure, credits, and fees in effect for the following administrative year.  Dues are 
payable in advance on or before July 1 of each year.  
 
Section 4.  Termination of membership:  
 

A. Any member who fails to pay dues or fees within sixty [60] days of invoice 
date sha ll be automatically dropped from membership.  

 
B. Membership in the Society shall be terminated by a two-thirds [2/3] vote of 

the national board of directors under the conditions and procedures prescribed 
in the Society’s parliamentary authority.  

 
C. If a member is terminated by the National board of directors, they are 

automatically terminated from the chapter.  
 

Section 5.  (Optional for chapters with fewer than seventy five [75] regular members): 
The chapter shall actively pursue regular members as much as necessary to maintain a 
regular membership of fifty [50%] percent of the total membership of the chapter.  
  

ARTICLE IV OFFICERS2
 

 
Section 1.  The officers of the Chapter shall be a president, a vice president, a secretary, a 
treasurer, the immediate past president, and ______ directors.  [The minimum essential 
officers are president and secretary.] These officers shall perform the duties prescribed by 
the bylaws, the standing rules, and the parliamentary authority adopted by The Society.  
 
Section 2.  The Nominating Committee shall consist of three members, one regular/or 
[delete if you are allowing other member classifications to hold office] member elected 
by the Board of Directors and two regular/or delete if you are allowing other member 
classification to hold office members elected by the membership no later than the _____ 
meeting of the year. 
 

A. The Chair of this committee shall be appointed by the Board of Directors. 
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B.  A vacancy on the committee shall be filled by the Board of Directors. 

 
Section 3.  This committee shall report their nominations for officers and directors to the 
membership no later than the regular March meeting of the Chapter. Additional 
nominations may be made from the floor, if consent of the member has been obtained. 
 

A. Annual election of officers and directors shall be held no later than the 
regular April meeting of the Chapter. 

 
B. The officers and directors shall be elected by ballot. If there is only one 

candidate for each office and director, the president shall declare the slate 
elected. 

 
C. Newly elected officers and directors shall take office at the beginning of 

the administrative year. 
 
Section 4.  To serve as president, the member must have previously served on the Board 
of Directors. 
 
Section 5.  The directors shall be elected to serve for two years or until their successors 
are elected and shall have staggered terms.3  Members of the Executive Committee shall 
hold office for one year or until their successors are elected.4  The officers' term of office 
shall begin at the beginning of the Society's fiscal year, July 1. 
 
Section 6.  A vacancy in the office of the president shall be filled by the president-elect 
[or vice president]. If a vacancy occurs in both the office of president and president-elect 
[or vice president], the office of president shall be filled by the Board of Directors. A 
vacancy in all other offices shall be filled by appointment of the President with the 
approval of the Board of Directors. 
 
Section 7.  No officer shall be eligible to serve more than two consecutive terms in the 
same office.  
 
Section 8.  An officer may be removed from office by a two-thirds vote of the Board of 
Directors under the conditions and procedures prescribed in the Society's parliamentary 
authority. 
 
Section 9.  The Chapter sha ll indemnify its officers to the fullest extent permitted. 
 
Section 10.  Any member of the Board of Directors who, during a term of office, has 
three unexcused absences, as determined by the Board of Directors, shall automatically 
be removed from office. (This is an optional addition. It only solves the problem of 
excess absences. For a solution to other potential problems of non-performance, contact 
National Headquarters for suggested wording.) 
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ARTICLE V MEETINGS 
 
Section 1.  The Chapter shall hold at least six regular monthly meetings each year at a 
time and place fixed by the Board of Directors. 
 
Section 2.  A regular meeting, determined by the Board of Directors, shall be known as 
the annual meeting and shall be for the purpose of receiving reports of officers and 
committees, and any other business that may arise. 
 
Section 3.  Special meetings may be called by the president or a majority of the Board of 
Directors. 
 
Section 4.  A quorum shall consist of _____%/a majority of members of the Chapter. 
 
 

ARTICLE VI REPRESENTATION AND VOTING 
 
Section 1.  The Chapter shall be represented at meetings of the American Society of 
Women Accountants as provided for in the National Bylaws. 
 
Section 2.  Credentials of delegates, alternates, proxies and proxy alternates shall be 
assigned as provided in the National Standing Rules. 
 
Section 3.  Delegates and alternates to the National annual meeting and special meetings 
for the ensuing administrative year shall be elected by a majority vote of the members 
present at the regular June meeting or at any other regular or special meeting of the 
membership providing notice of such election is sent with the notice of the meeting. 
 

ARTICLE VII BOARD OF DIRECTORS 
 
Section 1.  The officers of the Chapter shall constitute the Board of Directors.  
 
Section 2.  The Board of Directors shall have general supervision of the affairs of the 
Chapter between its business meetings and shall perform the duties as described by these 
bylaws and the standing rules. The Board shall be subject to the orders of the Chapter, 
and none of its acts shall conflict with action taken by the Chapter. 
 
Section 3.  Meetings: 
 

A. The president, with approval of the Board of Directors, shall designate the 
time and place of the regular meetings. 
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B. Special meetings may be called by the president and shall be called at the 
request of a majority of the members of the Board. 

 
C. A majority of the members of the Board shall constitute a quorum. 

 
ARTICLE VIII COMMITTEES 

 
Section 1.  The Executive Committee7 shall be composed of the president, vice president, 
secretary, and treasurer. [Each chapter needs to consider the necessity of an Executive 
Committee based on the chapter size.] 
 

A. The Executive Committee shall have general supervision of the affairs of 
the Chapter between meetings of the Board of Directors. The Executive 
Committee shall be subject to the orders of the Chapter and the Board, and 
none of its acts shall conflict with the actions taken by the Chapter or the 
Board. 

 
B. Special meetings may be called by the president and shall be called at the 

request of a majority of the Executive Committee. 
 
Section 2.  The Finance Committee shall be composed of at least __ members; with the 
treasurer serving as chair.8  The purpose of the committee is to prepare a budget for board 
approval and make investment recommendations. 
 
Section 3.  Committees may be appointed by the president, with the approval of the 
Board of Directors, whenever deemed necessary to the welfare and development of the 
Chapter. The president shall be the ex-officio member of all committees except the 
Nominating Committee. The president, with approval of the Board, shall fill any 
vacancies. 
 
Section 4.  Additional standing committees are listed in the chapter standing rules. 
 

ARTICLE IX PARLIAMENTARY AUTHORITY 
 
The rules contained in the current edition of Robert's Rules of Order Newly Revised shall 
govern the Chapter in all cases to which they are applicable and in which they are not 
inconsistent with these bylaws, the ASWA bylaws, and any special rules of order the 
Society or chapter may adopt. 

 
ARTICLE X AMENDMENT OF BYLAWS 

 
Section 1.  These bylaws may be amended at any meeting by a two-thirds vote provided 
notice of the proposed amendment has been provided to each member in writing at least 
thirty days prior to the meeting. 
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Section 2.  All amendments adopted by this Chapter shall be submitted to the National 
Bylaws Chair for approval before becoming effective. 
 
Section 3.  When amendments to the National Bylaws shall have an effect on this 
Chapter's Bylaws, such amendments shall become automatically effective for this 
Chapter. Notice in writing shall be sent to the membership. 
 

ARTICLE XI INACTIVE STATUS 
 

Section 1.  This Chapter can become inactive under the National standing rules for 
inactive status chapters by a two-thirds vote of the existing board of directors. 
 
Section 2.  Within thirty days from the date this Chapter has voted to become inactive, by 
its board of directors, it shall complete and send the inactive status election form to 
National headquarters, and then follow the procedures set out for inactive status chapters.  
 

ARTICLE XII DISSOLUTION 
 
Section 1.  This Chapter can be dissolved by a two-thirds vote of the members present 
and voting at a membership meeting, if notice of such vote has been submitted to each 
Chapter member in writing at least thirty days in advance. 
 
Section 2.  Within thirty days from the date this Chapter has voted to dissolve by its 
members, it shall provide written notice of the dissolution vote and surrender its charter 
and all books and records to the National Headquarters office.  The Chapter will be 
officially dissolved after acceptance of this information by the National Board. 
 
Section 3.  In the event of dissolution of the Chapter, any remaining funds will go to a 
nonprofit organization that is exempt under Section 501(c) (3) of the Internal Revenue 
Code as follows: 
 

A.   The ASWA Educational Foundation, if it exists, or 
 
B.  ASWA National or another nonprofit organization working for the benefit 

of the accounting profession to be chosen by the trustees of the 
dissolution. 

 
Endnotes 
 
1. (Article IV, Officers) If your chapter wishes to establish the office of president-elect, 
the following is an alternative model to Article IV, Sections 1 through 6, which includes 
the office of president-elect: 
 

Article IV – Officers  
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Section 1. The officers of the chapter shall be a president, a president-elect, a vice 
president, a secretary, a treasurer, the immediate past president and ____ directors. These 
officers shall perform the duties prescribed by the bylaws, the standing rules, and the 
parliamentary authority adopted by the Society. 
 
Section 2. The Nominating Committee shall consist of three members, one regular 
member elected by the Board of Directors and two regular members elected by the 
membership no later than the ___ meeting of the year. 
 

A. The Chair of this committee shall be appointed by the Board of Directors. 
 
B. A vacancy on the committee shall be filled by the Board of Directors. 

 
Section 3.  This committee shall report their nominations for officer and directors to the 
membership no later than the regular March meeting of the Chapter. Additional 
nominations may be made from the floor, provided that consent of the member has been 
obtained. 
 

A. Annual election of officers and directors shall be held no later than the 
regular April meeting of the Chapter. 
 
B.  The officers and directors shall be elected by ballot. If there is only one 
candidate for each office and director, the president shall declare the slate elected. 
 
C.  Newly elected officers and directors shall take office at the beginning of 
the administrative year. 

 
Section 4. To serve as president-elect, the member must have previously served on the 
Board of Directors. 
 
Section 5. The directors shall be elected to serve two years or until their successors are 
elected and shall have staggered terms. Members of the Executive Committee shall hold 
office for one year or until their successors are elected. The officers' terms of office shall 
begin at the beginning of the Society's fiscal year, July 1. 
 
Section 6. A vacancy in the office of president shall be filled by the president-elect, who 
shall complete that term and term for which elected. A vacancy in the office of president-
elect shall not be filled until the next regular election. If a vacancy occurs both in the 
office of the president and the president-elect, the office of president shall be filled by the 
Board of Directors. A vacancy in any other office shall be filled by appointment of the 
president with the approval of the Board of Directors. 
 
 
 
Note: If your chapter chooses to have a president-elect, be sure they understand the 
concept of president-elect. When a person is elected as president-elect, they are elected to 
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three terms: that of president-elect, president, and immediate past president. The person 
elected to the office of president-elect automatically becomes president the next year. 
If your chapter is considering whether or not to have a president-elect, some factors to 
consider are:  
 

1. Chapter size: If the chapter is small, a president-elect would be inadvisable. 
The workload would not demand a president-elect, and if there are too many 
officers, it can be difficult to find interested people to serve.  
 
2. Advantages: The year as president-elect serves as a training period for the 
office of president. In addition, in case the president resigns, the president-elect is 
more ready to step into the vacant office.  
 
3. Disadvantages: Increased chance of burnout before the individual becomes 
president. The president-elect becomes president, even if they have proven an 
ineffective leader. 

 
3. (Article IV, Officers, Section 5, First Sentence) Staggered terms means that 
directors will come off the board alternating years so that all board members are not 
coming off and on the board at the same time. Some will come off during the odd year 
and some will come off during the even year. 
 
4. (Article IV Officers, Section 5, Second Sentence) Not all chapters use an 
Executive Committee. The Executive Committee is usually only needed in larger 
chapters. Small chapters may consider eliminating it. If you do eliminate it, change the 
reference to the Executive Committee in Article IV and add a list of officers that are not 
directors. 
 
5. (Article IV, Officers, Section 9) Not all chapters carry insurance for this.  Contact 
National Headquarters for more information. 
 
6. (Article V, Meetings, Section 4) A quorum is the number of members that when 
assembled is sufficient to transact business. For example, you may choose to have "a 
majority" constitute a quorum. 
 
7. (Article VIII, Committees, Section 1) See endnote 4. The president-elect, if your 
chapter has one, should be on the Executive Committee. 
 
8. (Article VIII, Committees, Section 2) For most chapters, the Finance Committee 
is one person only, the chapter treasurer. 
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MODEL CHAPTER STANDING RULES 
AMERICAN SOCIETY OF WOMEN ACCOUNTANTS 
 
General 
 
The purpose of the standing rules is to record the Chapter's policies and procedures. The 
standing rules of the Chapter shall be maintained by the Bylaws Chair, these rules are 
meant to supplement, and not to duplicate, the Bylaws. 
 
A copy of these standing rules shall be presented to each officer, board member and 
committee chair. Copies are available to other Chapter members who request them. 
 
A chart of the Chapter's organizational structure would help to clarify the reporting 
relationships of officers and chairs. The intent is to free the president from administrative 
details in favor of the important leadership and public relations aspects of that office. 
 
All correspondence shall be on the official letterhead of the organization with a copy to 
the president and any involved committee chairs. 
 
All activities undertaken by the Chapter will comply in every way possible with the goals 
and action plans set for the year. 
 
The fiscal and administrative year of the Chapter shall be July 1 through June 30. 
 
 
Awards & Recognition 
 
The incoming Chapter president shall be responsible for purchasing the outgoing 
president's gift after notification and approval by the Board and shall present the 
President's Gift at the time of installation of officers. 
 
At her discretion, the Chapter president may present certificates (gifts, awards, etc.) of 
performance to Board members in recognition of their performance. 
 
An annual luncheon will be held to honor women who have passed professional 
accounting certification examinations within the year. 
 
Awards will be presented to members with perfect attendance at regular business 
meetings each year. (Include details about absences, make-ups, record keeping, etc., 
here.) 
 
The (name of award); is awarded each year to the member voted Accountant of the Year. 
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The voting is held at the May meeting with the presentation to be made at the June 
meeting. 
 
The engraving of the winner's name, the ordering of a permanent plaque for her, and the 
presentation of both is the responsibility of the previous winner. 
 
Board of Directors Meetings 
 
The incoming president may call a meeting of the incoming Board of Directors to prepare 
for the coming year. Any action taken at the meeting will automatically become effective 
on July 1after being ratified at the first meeting of the Board.   
 
Board meetings are open to all interested members. 
 
Location of the Board meetings will be published in the Chapter newsletters. 
 
A joint meeting of the outgoing and incoming Board members shall be held following the 
installation of the incoming Board members. At this meeting, officers and committee 
chairs should be prepared to forward their files from the previous year(s) to their 
successors. 
 
Board of Directors Roles & Responsibilities 
 
Each member of the Board shall serve as chair of such standing committees as are 
assigned by the president and approved by the Board of Directors. The Board of 
Directors shall encourage the attendance of committee chairs at Board meetings. If the 
chair is unable to attend, another member of the committee may represent the committee 
at the Board meeting, but may not vote. 
 
Members of the Board of Directors are expected to attend all meetings of the Board. 
 
In order for business to be conducted at Board meetings, a quorum of the Board must be 
present. If a Board member cannot attend a Board meeting, she should notify the 
President prior to the meeting. A Board member who must miss a meeting and who 
regularly performs a significant duty at the meetings is responsible for suggesting to the 
president an alternate representative to perform that function. A representative from the 
general membership carrying out those duties would not be counted toward the quorum 
and would not carry a vote. 
 
Newsletters: Advertising and Production 
 
The Chapter does/does not accept commercial advertisements for its publications. The 
Chapter does/does not endorse any products. Donated services will be acknowledged. 
 
-or- 
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Sale of advertising space will be allowed in the Chapter newsletter. Advertisements will 
be limited to those appropriate to a professional accounting publication. Advertising rates 
will be established at least annually by the Newsletter Committee, with approval of such 
rates to be made by the Board of Directors. The committee will be responsible for 
soliciting and accepting or denying advertising copy, keeping in mind that the funds 
generated will be used to make the newsletter self-supporting. Excess funds will be made 
a part of the general Chapter fund, to be used at the discretion of the Board of Directors. 
(The words "sponsor" and "sponsorship" can be substituted for "advertisement" and 
"advertisers" above.) 
 
A monthly newsletter, called (name of newsletter) is mailed to each Chapter member 
(and other interested parties or potential members) one week prior to the monthly 
meeting. Highlights include notice of the next dinner meeting with the speaker’s topic, 
qualifications and appropriate background on the subject. Thorough coverage of the prior 
professional program, study sessions, and workshops provide review for participants and 
technical help to members who are unable to attend. The newsletter also carrie s Chapter 
news, professional news of members and notices of professional accounting activities and 
opportunities for education and career development. 
 
Non-members requesting to be on the mailing list for the newsletter will be charged an 
annual fee as determined by the Board of Directors to cover the cost of postage and 
mailing. 
 
Courtesy copies of the newsletter will be sent to the National President, the Regional 
Directors, and the National Headquarters office. 
 
Articles from the newsletter may not be reprinted without prior approval of the Board of 
Directors and such prohibition will be stated in the newsletter. 
 
Chapter Dues 
 
The Chapter does/does not pro-rate the Chapter dues. (THIS MUST BE ALLOWED 
FOR IN YOUR BYLAWS.) 
 
The Chapter treasurer will send annually a request for voluntary contributions to the 
Chapter's scholarship fund. 
 
Chapter Meetings: Agendas and Business 
 
The format for the meetings will be coordinated by the respective committee(s) 
sponsoring the meeting. 
 
The regular monthly business meeting is to be held promptly after the dinner meeting. 
 
The presiding officer shall offer committee chairs present to make a report if they have 
information to share with the members. 
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The following shall be the order of business: 
 
Call to order 
Reading and approval of minutes of previous meeting 
Report of the Officers (in order listed in bylaws) 
Report of the Board 
Committee reports (In order listed in bylaws/standing rules.  Special committees last, in 

order formed.) 
Unfinished business 
New business 
Announcements 
Adjournment 
 
Official notice of all meetings shall be given in the monthly Chapter newsletter. 
 
Any member who has an item of business to be discussed at a regular monthly meeting 
shall contact the president at least 24 hours in advance to see if the same can be placed on 
the agenda. 
 
Chapter Meetings: Standards, Meeting Time, Reservations 
 
Anyone who makes a dinner reservation and does not cancel, if unable to attend, will be 
billed if the Chapter is billed for the meal. 
 
There shall be no remuneration paid to speakers for any of the programs. However, their 
dinner shall be paid for out of Chapter funds and a gift offered to the speaker will be paid 
for out of budgeted funds. 
 
There is a price differential for meals for non-members at regular monthly meetings, the 
amount of which is to be established by the board. 
 
The annual strategic planning meeting shall be held ______________ of each year. Any 
meeting that falls on a legal holiday is automatically canceled and rescheduled. 
 
The president, or Board of Directors, by a two-thirds vote, may cancel or postpone any 
meeting when it deems such action necessary due to the existence of a local or national 
emergency. 
 
The President, in coordination with the designated committee chair, shall be responsible 
for the arrangements for the meetings. 
 
Chapter Remembrances 
 
Gifts of monetary value to Chapter members are to be given for professional recognition 
only and are subject to approval by the Board of Directors. Cards and or gifts may be sent 
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to Chapter members who are ill. Cards may be sent to members who have a death in their 
immediate family.  
 
The Board of Directors shall limit the amount spent for cards and gifts by putting a limit 
on the funds for this type of expenses in the annual budget. 
 
-or- 
 
Chapter remembrances shall be in the form of appropriate cards. However, the president 
shall have discretionary powers in such matters, but shall be limited to $25 for each 
incident during the fiscal year. 
 
Remembrances shall be the responsibility of the Member Relations Committee. 
 
 
Chapter Roster (Directory) 
 
A membership roster is to be published by the Chapter secretary. A copy is to be 
provided to each member no later than the December meeting. If a member wishes a 
second copy, a charge of $___ will be collected by the treasurer and placed in the 
scholarship fund. 
 
-or- 
 
The Chapter yearbook is to be prepared annually. It should contain a complete listing of 
members' names, preferred addresses and preferred telephone number(s). It should also 
contain the current bylaws, the program listing for the year, a list of all past Chapter 
presidents, etc. It should be distributed at the October meeting and if desired mailed to 
the National President, to National Headquarters and to the Regional Directors. 
 
The Chapter membership roster is published for the exclusive use of its members and is 
not to be distributed to persons outside the organization without the prior approval of the 
Board of Directors. 
 
Committees 
 
NOTE: The following information should only be included in your standing rules if you 
have a section in the bylaws that refers to standing committees and refers to their 
inclusion in the standing rules. 
 
The standing committees shall be: (Choose the ones your chapter wants to have.) 
Arrangements, Audit, Awards, Bylaws, Chapter Development, Community Service, 
Education, Strategic Planning, Employment, Finance, Historian/Archives, Long Range 
Planning, Member Relations, Membership, Newsletter, Nominating, Program, Public 
Relations, Publicity, Scholarship, Specia l Events, Standing Rules, Student Activities, 
Telephone, Yearbook 
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(Responsibilities of each committee should be listed in the standing rules. See “Chapter 
Procedure Manual" appendix for examples.) 
 
A. A chair of these committees shall be appointed by the president and approved by the 
Board of Directors. 
 
B. Members of the committee shall be selected by the respective chair. 
 
These committees shall perform the duties as prescribed in these [standing rules] and in 
the "Chapter Procedure Manual" and those assigned by the president. 
 
All members of the Chapter will be encouraged to serve on a standing committee. 
Appointments will run on a fiscal year basis. Members will be given the opportunity to 
select the standing committee on which they wish to serve. Any member not stating a 
preference will be contacted by an officer and asked to serve on a standing committee. 
 
The Treasurer shall serve as the Finance Committee chair. Committee chairs shall 
provide the president with a written roster of committee members by (chapter provides 
date) with written updates provided as necessary. 
 
Should the President appoint a special committee, she shall specify in writing to that 
committee, at the time of the appointment, its responsibilities and duties. All special 
committees shall be governed by the reporting and record keeping requirements of 
standing committees. 
 
Committee chairs are responsible for arranging a meeting of their committees to 
determine their proposed budget request to be submitted in writing to the Finance 
Committee by (chapter provides date). 
 
Each committee chair is responsible for submitting a report at each regular Board 
meeting. "No activity for the month" is an adequate report. If the chair is unable to attend 
the meeting, she should either phone the report to the President by the afternoon of the 
meeting or designate another member of the committee to represent the committee at the 
meeting. 
 
The president may ask for the resignation of a committee chair for reasonable cause only 
with the express approval of the majority vote of the directors present at a Board meeting 
with a quorum. 
 
Cooperation with Other Chapters/Organizations 
 
This Chapter participates in workshops and educational programs of the region and in 
efforts to resolve mutual problems and strengthen all Chapters in the region through 
regional conferences, newsletter exchanges and inter-chapter visitations. 
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The Chapter may invite other professional organizations to the public relations event or 
to a special inter-organizational meeting. 
 
Members relocating to or from the (name of) area may contact the membership chair for 
help in transferring membership to another Chapter. Transfers are to be handled using the 
National form called: Status Change Form. The forms are ordinarily signed by the 
secretary of the Chapter the member is entering. The membership chair also facilitates 
transfer for members leaving the Chapter to at- large status because of relocation to an 
area without an ASWA Chapter. Chapters do not receive dues for transfers until the start 
of the next administrative year, July 1.  Headquarters must receive the Status Change 
Form by May 1. 
 
Financial Policies 
 
The treasurer shall deliver financial records to the auditor on or before July 15 so that the 
annual audit, review or compilation may be completed on or before August 15 by an 
independent accountant appointed by the president. The yearly review shall be conducted 
in accordance with the procedures outlined in the National Standing Rules entitled 
"Chapter Procedure Manual". 
 
The dues for any Chapter member who is serving on the National Board shall be paid by 
the Chapter. 
 
An annual budget is prepared by the treasurer, reviewed and recommended by the finance 
committee and approved by the Board of Directors. The treasurer reports on the financial 
status of the Chapter at each Board meeting and prepares monthly financial statements, 
including comparison of actual to budgeted income and expenditures. The treasurer is 
authorized to pay for all budgeted expenditures, but large or unusual items should be 
brought to the Board's attention. Approval of the Board is required for unbudgeted 
expenditures. 
 
The Chapter maintains a checking account and two savings accounts, general and 
scholarship fund. The president and treasurer are the authorized signatories, with one 
signature required for payment or withdrawal. It shall be the responsibility of the 
outgoing treasurer to contact the financial institutes where the Chapter has funds to 
secure the necessary signature cards and make any address changes. 
 
The president prepares a written annual report for the general membership that includes 
financial and other relevant information, such as activities for the year, number of new 
members obtained, and recommendations to the membership, which shall be published 
annually. 
 
All bills over $___ shall be presented to the Board of Directors for approval prior to 
payment, with the exception of bills for meals at regular meetings. 
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The Board, at its discretion, may refuse to approve any unauthorized and unbudgeted 
expenditure that has not been previously discussed with the Board. In such case, the 
liability shall remain the responsibility of the member incurring the expense. 
 
The treasurer shall exercise due diligence in verifying and paying promptly all budgeted 
expenditures. All other bills shall be presented to the Board of Directors for approval 
before payment. 
 
The treasurer shall maintain a record of accounts receivable from members not honoring 
or properly canceling reservations. The treasurer shall render statements promptly to such 
members and shall present reports of accounts receivable at each Board meeting. The 
Finance Committee (or President, or Board) shall be responsible for arbitrating any 
disputes regarding such accounts receivable, and the decision of the Finance Committee 
(or President, or Board) shall be binding upon the member. 
 
A scholarship fund shall be maintained by the treasurer. These funds are accumulated by 
contributions from Chapter members, and through various fund raising efforts within the 
Chapter. It shall be the responsibility of the Student Activities (or Scholarship) 
Committee to select candidates and propose recipients for the annual scholarship(s) and 
present the name(s) to the Board of Directors for approval. The amount, number and 
qualifications of the scholarship shall be determined annually by the Board of Directors. 
(You may wish to make this a separate section called “SCHOLARSHIPS” and include 
more detailed information about criteria and deadlines.) 
 
At the close of the fiscal year, any amount in the checking account above $______ shall 
be transferred to the Scholarship Trust Fund. 
 
Membership: New, Prospective, Limits, etc. 
 
Membership in this Chapter shall be open to persons who are interested in some field of 
accounting.  Application shall be made on the prescribed form to the Membership Chair. 
 
Article IV, Chapters, Section 2.C. of the National Bylaws states: "Any chapter with fewer 
than seventy-five regular members shall maintain a membership consisting of a minimum 
of 50% regular members." This chapter shall actively pursue 50% regular members. 
(Note: It would be good to add a possible methodology here for complying with this 
standing rule.) 
 
A member approved by National is to immediately receive a Chapter new member kit 
that includes a Chapter roster, bylaws, standing rules, and telephone list. 
 
The membership of the Chapter shall be unlimited except as provided for in the bylaws. 
 
The Membership Committee shall be responsible for maintaining a prospective 
membership list and for encouraging prospective members, as they deem appropriate.  
Prospective members other than prospective student members may be invited to one 
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regular meeting at the Chapter's expense. Any other meetings will be at the prospective 
member's expense. 
 
Programs 
 
The standards for the programs will comply with the standards set by the state Board of 
Accountancy for (name state of Chapter). 
 
The Board of Directors shall approve all the programs at the beginning of the fiscal year. 
 
The Program Chair shall be responsible for contacting the speaker and securing 
biographical information. This information will be forwarded to the Newsletter and 
Publicity Chairs in time to meet their deadlines, and to the member who will be 
introducing the speaker. 
 
The Continuing Education records, including attendance and presentation outlines, shall 
be maintained by the Program Committee. 
 
Programs should be on relevant and timely professional subjects that comply with 
standards for CPE. 
 
The Program chair for the following fiscal year will be appointed by the president-elect 
by April 1 in order to provide time for planning and scheduling speakers for the coming 
year. 
 
The quality and content of the programs for Student Night and the Public Relations 
Dinner are the responsibility of the respective committees. 
 
Representation at National Meeting 
 
The Chapter president, if able to, will serve as delegate to the Annual Business Meeting. 
Other delegates may be elected in addition to or in lieu of the president. The number of 
votes carried by the delegate is determined in accordance with the National Bylaws. 
Funds are budgeted each year to apply toward the cost of delegates to the conference. 
Delegates to the annual meeting generally go informed by the Chapter. Membership 
meeting time is set aside for discussion to attempt to reach consensus on the issues 
expected to arise at the Annual Business Meeting. 
 
-or- 
 
Delegates to the Annual Business Meeting will be selected by the membership at a 
regular Chapter meeting. Delegates should be a member in good standing. The Chapter 
may contribute toward the registration fee or cost of each delegate to the Annual 
Conference. The amount will be determined by the Board of Directors. (Or: The total 
annual budgeted and expended amount shall not exceed $____ per person.) 
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-or- 
 
The Chapter shall provide an expense fund to defray costs of representation at the Annual 
Conference. The purpose of this fund is to encourage Chapter representation and 
participation in the National policy-setting and decision-making process. This fund shall 
be used to reimburse expenses at the Annual Conference in the following priority order: 
President, President-Elect, Vice-President, and other representative. The representative(s) 
using the budgeted funds will furnish the Chapter treasurer with receipts for all expenses 
reimbursed by the Chapter. 
 
Should there be no delegates available from this Chapter, the fund, at the discretion of the 
Board of Directors, will be sent to defray the costs of the member(s) of another Chapter 
whose member(s) have agreed to carry this Chapter's proxy vote(s). (Note: You may wish 
to add a method for determining who will carry the proxy at this point in your standing 
rules.) 
 
Standing Rules Amendments 
 
These standing rules may be amended by a majority vote of the Board of Directors. They 
may also be amended by a majority vote of the membership. Before any changes are 
suggested, the chapter bylaws will be reviewed to make sure that said changes do not 
conflict with the chapter bylaws. 
 
The Bylaws Committee shall review all standing rules at least annually. Recommended 
changes, additions or deletions shall be presented to the general membership at the 
regular April meeting. Other recommendations may be made at any time during the year, 
as the Committee deems appropriate. Suggestions from members shall be given prompt 
attention and members shall be given an explanation if the committee does not concur 
with their suggestion(s). 
 
 
 
 


