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PURPOSE: To provide guidance and direction to the internal operations of the chapter.  This document will act as a continuity tool and enhance the ability to transfer duties and actions from one officer to the next.

SCOPE: This document supplements the APICS “C” manuals only.  It is intended to describe the “how to” of the various actions within the Sundance Chapter.

RESPONSIBILITIES:

The Chapter President is responsible for ensuring that the initial document is completed by the various Directors and updated as needed.

The Board of Directors will review this document annually to ensure that it is current.

All Directors are responsible to prepare and/or update attachments or checklists to this document for the purpose of ensuring that proper direction is provided to current and future Chapter officers, and that all actions are covered when planning, coordinating and executing programs.  These include but are not limited to:

· Coordinating classes (instructors, books, locations etc)

· Coordinating and planning PDM’s, Plant Tours, Seminars, Company Coordinator Dinner Meetings, Top Management Night, and any other event

· Preparing monthly  Newsletters
· Documenting and reporting Chapter finances and budget status

· Contacting expiring membership and new membership candidates

· Marketing other forms of Chapter Products and Services such as Member Career Development and Guidance and Networking

PROCEDURE:

All attachments and checklists are to be designed so that an individual who never has done the action can follow the instruction and execute the actions.

FILE:

Current until revised or deleted.

American Production and Inventory Control Society

Sundance Chapter

By-Laws

Article I - Name and Affiliation
1. The name of this organization shall be the American Production and Inventory Control Society, Sundance.

2. This chapter shall be affiliated with the national organization known as the American 

      Production and Inventory Control Society, Inc.

3. This organization shall be chartered and operated as a not-for-profit corporation.

Article II - Purposes
1. To develop professional efficiency in production and inventory management through study, research and application of scientific methods.

2. To provide opportunity for mutual exchange of problems and ideas in the areas of production, inventory control, integrated resource management, and other related fields.
3. To disseminate, by all appropriate means, general and technical information pertaining to production and inventory management techniques and developments.
4. To furnish basic, intermediate and advanced educational programs, to increase the knowledge of individuals in systems and methodology in the profession at local and regional levels.
5. To promote a professional attitude and image among its members toward an understanding and acceptance of the science of production and inventory control, thereby, advancing the general welfare of the individual and local industrial community.

Article III – Membership

Membership shall be open to all persons interested in the promotion of production and inventory control.  Membership shall be divided into two classifications; Corporate and Individual.

1. Corporate Membership:

A. A company at any one-facility location may designate as its representative five individuals who shall enjoy full membership privileges.

B. A company may change its representatives at any time upon written notice to the Executive Director of APICS.  Such changes shall be effective upon completion 

     of processing.
C. Any company holding a Corporate Membership may add as many Corporate Subsidiary members as it chooses.  The Vice-President of Membership must be notified in writing when a company has added a Corporate Subsidiary member.
1) Corporate Subsidiary members have no voting rights and do not receive information from APICS Society Headquarters.
2) Corporate Subsidiary members may take advantage of reduced member rates for classes, activities, and testing.
D. The Company Coordinator will notify Society Headquarters of the Corporate Subsidiary addition so that the member may take advantage of member discounts for testing.  The notification must be received 6 weeks in advance of the testing date by Society and the Vice President of Membership.
2. Individual Membership:
A. Regular Member:  A person engaged in or interested in work related to production and inventory management.
B. Student Member:  A person attending formal classes full time and engaged in the study of production and inventory control or related subjects.  However, such members may not vote or hold office, except in a Student Chapter.
C. Honorary Member:  Persons who have made exceptional contributions to the profession of production and inventory control or other related professions may be nominated by a regular member to become an Honorary Member of the chapter.  A majority approval by the Board of Directors, the honor will be recognized.  Chapter Honorary Members have no voting rights.
2. Requirements for Membership:
A. Complete an “Application for Membership” and submit it properly endorsed along with the correct amount of Society and Chapter Dues.

B. Send a copy of completed application to the Vice President of Membership, who will retain a copy for verification against the national membership rolls.

C. The Chapter President and/or Vice President of Membership will send each new member written confirmation and a welcome into the chapter.
4. Transfer of Affiliation:
Transfer of affiliation from one chapter to another shall be made upon the receipt of a completed “Transfer Form”.  Affiliation with the original chapter shall continue until the transfer is effected.  The chapter dues (fiscal) shall remain with the original chapter.
5. Termination of Membership:
A. A member may resign from the chapter at any time by signifying his or her intentions in writing to the Chapter President.

B. Any member whose dues remain unpaid after the anniversary date of membership will be notified by the Vice President of Membership that his or her dues are in a delinquent status.  If no response is received within thirty (30) days, the person’s name will be removed from the membership roles.

C. The reinstatement of any member who has been dropped for non-payment of dues shall be considered in the same manner as the application from a new member.

D. The Board of Directors may suspend, (by majority vote) for a definite or indefinite period, or may expel any member for just cause.

E. This action shall not be taken until the member has been given ample time and opportunity to explain the offending action.

F. A suspended member shall have inactive status until reinstated by the Board of Directors.

G. The name of the expelled member shall be stricken from the membership roll and they shall not be considered eligible for reinstatement.
Article IV – Dues

1. The Board of Directors shall set the annual chapter membership dues.  The dues will be reviewed on an (as required) basis, and changed if a majority approval is received from the Board of Directors.
2. Notification of a recommended change shall be sent to the Chapter Membership at least thirty (30) days in advance.
3. Chapter dues shall become due and payable on the anniversary date of the member.                       Members will be billed by APICS National Office, thirty (30) days prior to due date.
Article V - Fiscal Year

The fiscal year of the chapter shall be from July 1st through June 30th of the following year.

Article VI – Meetings

Membership:
1. Regular membership meetings of the chapter shall be held during the third week of each month or as otherwise determined by the Board of Directors.  No membership meetings are to be held during July.
2. The annual chapter membership meeting held during August will include new chapter officer installation.
3. Special meetings may be called by the President, two (2) members of he Board of Directors, or by written petition of five (5) or more chapter members authorized to vote.
4. Reasonable notice of all regular membership meetings, with the time and location specified, shall be published and made available to all members.
5. Chapter business shall be conducted at all regular membership meetings in a manner that does not conflict with the scheduled program.  Copies of previous Board of Directors Meeting Minutes, financial report and other reports or information deemed important will be made available to the chapter membership.
Board of Directors:
1. Not less than ten (10) regular meetings of the Board of Directors shall be held during the     calendar year as called by the President or a majority of the Board Members.  Robert’s Rules of Order will be used at all Board meetings.  Board members must attend 8 of the 10 meetings.

2. Special meetings of the Board of Directors may be called at any time by the President or two (2) or more voting members of the Board.

3. Board Members may take no action from special meetings unless the proposed action has been approved by a majority of the voting Board Members and all members of the Board of Directors have been informed of the action.

Article VII – Government

1. The control and management of the affairs, property, and funds of the chapter shall be vested in the Board of Directors.
2. All questions requiring a vote coming before the chapter, its duly authorized bodies and committees shall be decided by a majority of chapter members votes cast at a scheduled meeting of the chapter unless otherwise provided.

3. There shall NO closed Board of Directors or Membership Meetings held.

Article VIII – Officers
1. Chapter officers shall consist of ten voting members, which are: President; Director – Administration; Director - Education; Director - Membership; Director - Programs; Director - Publicity; Director - Finance; Director – Marketing; Director – Company Coordinators, and Past President. The President shall only use his vote as a tie-breaker  and at Region functions (as directed by the Board).  Any member of the Board who holds more than one voting position, will only be able to cast one vote.
2. Committee Chairmen shall be appointed by the Board to assist the President and Directors, shall be recognized as non-voting members of the Board.
3. The President may serve consecutive terms as approved by a unanimous vote of the Board of Directors and a  majority vote of the regular chapter membership.
4. There will be no term limits for any Board Position.  Board members can retain their position for as many years as desired provided they are duly nominated by the nominating committee and elected by a majority vote.
5. All Chapter Officers must hold current APICS membership.  If a person is nominated who is not a current member, he/she will have 30 days to update their membership.  If at the end of 30 days their membership has not been updated they will be removed from the Board and will be replaced by an appointment from the Board of Directors, with a majority vote.
Article IX - Election of Officers
1. The President shall appoint a nominating committee consisting of the Incoming President, Director - Company Coordinators, and company coordinators prior to the April Membership Meeting.  After selection, the committee will contact the nominees and inform them of the expectations and commitments required to be a Board member and obtain their agreement to the said expectations and commitments.
2. The names will be presented to the election committee.  The election committee will consist of the Incoming President, out-going President and three other chapter members.
3. The nominees names will be placed on ballots and handed out to chapter members at the May Membership Meeting.
A. Nominations from the floor will be accepted conditional upon the floor-nominated person being present and accepting the nomination.  Those voting will need to write in the nominated person’s name(s) only if they are voting for that person.
B.  Ballots, modified to include any nominations from the floor, will be sent, via the May Chapter Newsletter to all non-attending Chapter members after the Membership Meeting.
C.  Election results will be accepted in written form only and a summary will be posted to the Passport Book after tabulation.
D. The original ballots submitted from the Chapter membership will be filed with the Auditor’s Report and retained for a period of one year.
E.  Ballots received by the election committee by the Monday prior to the June Membership Meeting will be counted and the results will be announced at the May Membership Meeting.
4. New member installation will occur at the August Membership Meeting.
5. Open posts created by the exit or removal of a board member will be filled by a majority vote of approval by the Board of Directors.
Article X - Expulsion/Removal of Members of the Board of Directors
1. A special meeting will be called, pursuant with (Article VI Section 3).
2. The ten voting members will attend.
3. The Director – Finance/Administration, President, will facilitate the meeting.
4. Complaint(s) will be read and discussion involving the merits of each side will be held as required but not to exceed 30 minutes for each side.
5. Those present will vote on the proposal.
6. A simple majority will be needed to expel the Board Member in question from the Board of Directors.
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Officer’s Duties and Responsibilities

The following are the duties and responsibilities of the Officers of the Sundance Chapter of APICS.

1. Overall:

Every member of the board is responsible for:

· Performing the duties associated with their position in a timely and professional manner

· Providing input and remaining within the confines of the established and approved budget

· Attendance to the Board of Director, Professional Development and Regional meetings as required

2. Chapter President:

· Presides at all Board of Director and Professional Development Meetings.

· Coordinates BOD meeting places and food

· Provides the continuity of the program by planning activities, providing the vision of the chapter and delegating actions to the various officers.

· Identifies and recruits members for the BOD to ensure succession of operations.  Promotes volunteerism.
· Maintains close relationship with Region staff and liaisons information between Chapter and Region staffs.

· Establishes Strategic Plan for the Chapter, manages meeting agendas to meet that plan, and monitors performance measurements to ensure the plan is being met.

· Represents the Sundance Chapter and APICS to the local business community with enthusiasm and the highest level of professionalism.

· Ensures Chapter operates in accordance with Chapter By Laws, Society By laws and in the most ethical manner possible.

3. Director of Administration (President Elect)

· Assists President in carrying out administrative duties to prepare for the eventual succession as the President

· Develops an understanding of all Board of Director positions and their duties to assist in recruiting the correct person for the correct position.

· Completes the duties of the President in his/her absence.

· Prepares and distributes minutes of each BOD meeting within 1 week of the meeting

· Prepares and maintains the Chapter’s Passport and submits to Region at the Region 10 meetings held in July.
· Develops and performs tasks and responsibilities to execute the following programs:

· Scholarship Program

· Student Paper Competition
· Recruits other Chapter members and interested persons to fill needed positions in administrative committees.

· Submits information to the Director of Publicity to be published in the Chapter’s E-Newsletter and Website, such as but not limited to, articles, recognitions, announcements, and personally updates the website with such submissions as appropriate.
· Other duties as assigned by the Chapter President.

4. Director of Publicity

· Manages database of members and other interested persons for the publication of the monthly newsletter and various announcements.
· Manages and Maintains the Chapter web site

· Collates information and publishes the Chapter E-Newsletter, announcements for PDM’s, Plant tours, Education Classes, and other Chapter Programs.
· Provides information for the Chapter’s Passport

· Recruits other Chapter members and interested persons to fill needed positions in communications committees.

· Other duties as assigned by the Chapter President.

5. Director of Education

· Is the acting Liaison between the MATC, Other State ATC’s, and the Chapter.
· Establishes and maintains a class schedule 1 year in advance.  Updates the schedule quarterly and provides an updated copy of the class schedule to the MATC each time it is revised.
· Prepares announcements for upcoming classes to be posted in the Chapter’s e-newsletter, website, and to present at Chapter programs.  Begins announcing 2 months in advance of the class.

· Submits information to the Director of Publicity to be published in the Chapter’s E-Newsletter and Website, such as but not limited to, Education Announcements, articles, recognitions, and personally updates the website with such submissions as appropriate.

· Orders and maintains inventory of all participant workbooks, and additional reference materials for students prior to classes.

· Orders and Maintains inventory of all instructor resources such as instructor kits.  Makes sure that instructor resources are upgraded as new revisions are available.

· Recruits qualified instructors and develops/maintains Instructor Development Programs
· Holds Quarterly Instructor Development Meetings with Chapter Instructors

· Maintains and updates the Chapter/Instructor agreement.  Keeps on file the original signed copy of the agreement and provides a copy to the instructor and to the Director of Finance.  
· Coordinates instructor biographies to be placed on the Chapter web site and included in the class announcements.

· Provides instructors their Instructor Kit and other tools required to conduct their class.

· Prepares “Certificates of Completion” for students based on input from instructors.

· When an Instructor completes teaching a class, performs the following responsibilities:

· Collects the packets the Chapter Instructors received from the MATC, or other ATC’s, as the Instructor completes a class.  The packet contains a class roster and student evaluations.  

· Summarizes and maintains the student evaluations into a database to measure and monitor effectiveness of instructors and determine “Instructor of the Year”.  

· Provides a summary of the evaluation to the instructor after each class.

· Collects the Instructor Kit and/or other instructor resources owned by the Chapter and maintains inventory.
· Submits the packet back to the MATC, or other ATC’s.
· Submits notification to the Director of Finance of all billings for classes, books, or other materials and instructs payment to Chapter Instructors.

· Recruits other Chapter members and interested persons to fill needed positions in Education committees.

· Provides information for the Chapter’s Passport

· Other duties as assigned by the Chapter President.

6. Director of Finance

· In coordination with the Board, prepares Chapter budget for each year.

· Manages electronic budget and enters income and expenses keeping track of chapter’s performance to budget.
· Provides financial status of the Chapter (Cash on hand, A/R, and A/P) at Board of Directors meetings.
· Collects funds from companies and/or individuals for attendance to PDM’s, Plant Tours, Educational Classes, and all other Chapter programs.
· Disperses funds for payment to instructors, hotel/restaurants, BOD member reimbursements, travel and other suppliers of goods or services.

· Coordinates the signature of checks always having two signatures of approval on every check.
· Maintains and files all supporting documentation for each entry.

· Coordinates annual audit of the books by a disinterested 3rd Party.

· Files IRS documentation annually for Chapter Instructors (paid staff) and the Chapter.
· Recruits other Chapter members and interested persons to fill needed positions in Finance committees.

· Provides information to the Chapter’s Passport.
· Other duties as assigned by the Chapter President.
7. Director of Membership
· Monthly, monitors names of members whose membership is expiring.  Coordinates with the entire BOD to contact the member individually.

· Provides membership status of the Chapter at Board of Directors meetings.

· Mails or e-mails a welcome letter to all new members to the Chapter.  Information is obtained from the monthly updated from Society on the Leadership Links section of the website.

· Captures data concerning member’s involvement and Achievements in APICS and the community for “Member of the Year Award” 

· Recruits other Chapter members and interested persons to fill needed positions in Membership committees.

· Provides Information to the Chapter’s Passport.
· Other duties as assigned by the Chapter President.

8. Director of Marketing

· Develops, updates, and executes the Chapter’s Marketing Plan.  

· Ensures the local community is knowledgeable about APICS and the Chapter specifically via announcements in the newspaper, coordination with other professional organizations, and by assisting members.

· Prepares mailing lists of local businesses quarterly to mail out letters of introduction and information about the chapter

· Researches prices and orders supplies with BOD approval to assist in advertising of Chapter programs and Educational opportunities.
· Submits to local newspapers announcements about classes and changes to the BOD.

· Coordinates visits by BOD members to classes speaking about membership and its benefits.

· Works with the Director of Membership to assist new members, expired members, corporate members, and student members.

· Captures data concerning company’s involvement and Achievements in APICS and the community for “Company of the Year Award” 
· Provides information and assistance to members concerning “Certification Maintenance” program.

· Coordinates special programs such as “Student Paper Competition”, Scholarships, etc.

· Conducts marketing surveys/questionnaires to identify what Chapter members and the local communities want.

· Recruits other Chapter members and interested persons to fill needed positions in Marketing committees.

· Provides Information to the Chapter’s Passport.

· Other duties as assigned by the Chapter President.

9. Director of Programs

· Coordinates Professional Development Meetings (PDM’s), Plant Tours, Seminars, and Top Management Nights.
· Identifies programs maintaining a calendar approximately one year out.

· Makes arrangements with speakers/venues.

· Provides information to the Director of Publicity to promote Chapter Programs (ie…Speaker Bio’s, Presentation Synopsis, Photo, Venue, Meal Choice, Cost, ect….).

· Collects RSVP’s and sends confirmation for all Chapter programs.
· Coordinates with Director of Finance for expenses of travel and lodging for speakers.

· Coordinates dinner and hotel arrangements for speakers as needed.

· Identifies audio/video requirements.

· Purchases speaker gifts/honorariums.
· Sends a “Thank You” letter to speakers.

· Coordinates with the Director’s of Marketing and Publicity to promote Chapter Programs via local media and other communication channels.
· Ensures evaluations are conducted at all Chapter programs and collates information for Passport

· Provide CPIM and CIRM members proof of attendance to PDM’s, tours, seminars, and other Chapter programs for re-certification maintenance points.

· Recruits other Chapter members and interested persons to fill needed positions in Program committees.

· Provides Information to the Chapter’s Passport.

· Other duties as assigned by the Chapter President.

10.  Director of Company Coordinators

· Coordinates and disseminates Chapter information via the Company Coordinators.
· Identifies and promotes active participation of Company Coordinators for all companies.
· Conducts surveys/questionnaires with Company Coordinators.

· Plans and coordinates arrangements for the Annual Company Coordinators Dinner meeting.

· Captures data concerning Company Coordinators involvement and Achievements in APICS for “Company Coordinator of the Year Award”.
· Recruits other Chapter members and interested persons to fill needed positions in Company Coordinator committees.

· Provides Information to the Chapter’s Passport.

· Other duties as assigned by the Chapter President.
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