Bylaws Editor

The Bylaws Editor maintains and updates chapter bylaws.

	Specific Responsibilities

	· Ensures that chapter bylaws are updated as necessary and correspond to the chapter’s current situation, problems, and needs.  

· Ensures that bylaws are in harmony with the Society’s bylaws and goals.  When necessary, research what other chapters do.  Copies of other chapter bylaws can be obtained through your Director-Sponsor or the Society’s Bylaws Committee

· Coordinates with the Membership manager to ensure that new members receive a copy of the Houston chapter bylaws.

· If there is support for a change in chapter bylaws, policies, or practices, formulate and process the proposed amendments. Consult the bylaws themselves for information about changing the bylaws.

· Submits updated bylaws to Administrative Council online forum for review

	General Responsibilities

	· Acknowledge team for their work.

· Coach team on resolving issues.

· Give the Volunteer Name Collector information about your committees’ volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

· Prepare a budget of expenses and income.

· Provide monthly activity updates to the Director.

· Serve team by eliminating barriers to productivity. 

	Resources Needed

	· Access to a telephone and email.

· Ability to spend at least two hours per month reviewing bylaws, including doing possible research on how the Society and other chapters interpret bylaws.  As points of discussion arise, the amount of time needed may increase.

	Meeting Availability

	· As many regular program meetings as possible.

· First Board meetings during budget discussion and approval.

· Board meetings whenever the agenda includes topics relating to your committee.


	Deliverables
	Due Date
	Receiver

	Preliminary budget
	July Board meeting
	Administrative Council

	Final budget
	Aug Board meeting
	Treasurer, V-P, President

	Team status report
	Monthly Board meetings
	Administrative Council
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