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	JOB TITLE:  BYLAWS/POLICY/PROCEDURE CHAIRPERSON

	COMMITTEE RESPONSIBILITY: BYLAWS/POLICY/PROCEDURE COMMITTEE

	ISSUE DATE:  9/94                    REVISION DATE:  5/95  /          /

	JOB REPORTS TO: BOARD OF DIRECTORS


POLICY STATEMENT:


The Bylaw/Policy/Procedure Chairperson will review and update Bylaws/Policy/Procedures annually or as necessary in order to provide for the orderly operation of RMPANA.  The Bylaws/Policy/Procedure Chairperson will be appointed by the President and will be a voting member of the Board of Directors.
SPECIFIC JOB DUTIES/RESPONSIBILITIES


1.
Reviews all new and revised bylaws and recommend acceptance or denial.



a.
Has the Board members date Policies/Bylaws reviewed and requiring no revision in the review column of their books.



b.
Prepares a draft of new and revised Policy/Procedure/Bylaws and submits it to the Board of Directors prior to vote for approval at any Board meeting; request agenda time.  


2.
Upon final approval, sends updated Policy/Procedure/Bylaws to the appropriate persons at RMPANA, at ASPAN and the districts if appropriate.


3.
Keeps Component Bylaws/Policies/Procedures Book up to date.  Contents include:




a.
All Bylaws of RMPANA 




b.
Current copy of ASPAN bylaws 




c.
All the District Bylaws 




d.
Vote summaries on Bylaw amendments from membership if appropriate




e.
The most updated policies and procedures of RMPANA 


3.
Maintains and updates bylaw/policy/procedure manuals for each voting member of the Board of Directors.


4.
Provides copies of and/or interprets bylaws/Policies and procedures to the membership as needed or requested.


5.
Evaluates District bylaws for appropriateness and compatibility 


with RMPANA
and ASPAN bylaws and makes suggestions for change.
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