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DEFINITION
Bylaws are the most important single set of rules for defining our organization and its governance.  To add, change or delete a Bylaw:

(1) Notice must be given that a Board meeting will be held for this purpose.

(2) The Board must vote 2/3 affirmative to recommend the change(s).

(3) Notice must be given to the general membership of the proposed Bylaws changes before the next scheduled general meeting.

(4) 51% or greater affirmative vote by the membership is required to put the proposed changes into effect.

Standing Rules have completely different applications and uses and are not adopted at the time a society is organized, but individually if and when the need arises.  Standing Rules are a collection of motions passed, policy, and precedence based on the specific need of the organization to accomplish a specific purpose.  They may not be in conflict with the Bylaws.  Standing Rules empower the Board to conduct business and make certain decisions without seeking the approval of the membership.  Standing Rules are particularly useful to new administrations in guiding the Board Members who may have no idea of how some issues were handled in the past.  Standing Rules are also more flexible than Bylaws in that: 

(1) They are adopted, as any ordinary motion, by a majority vote of the Board of Directors.

(2) Are amended by a 2/3 vote without previous notice or by a majority vote with such notice.

(3) May be suspended by a majority vote of the Board for the duration of a meeting.

The following Standing Rules have been compiled from member requests and motions dealing with policy during Board Meetings of the last six years.  This is not a permanent and irrevocable draft.  Standing Rules will be added or deleted as this organization continues to evolve.

SECTION 1
OFFICES

1.1 Officers: (Further job descriptions listed under Section 5 Standing Committees)

President: The president holds all official documents including newsletters, treasurer’s reports, minutes, Bylaws, Standing Rules, etc. of the NWDC organization on a hard drive, which is passed onto the incoming President.  The President will e-mail agenda to Board members a week ahead of all Board meetings, leads all meetings, holds regular board meetings and communicates with Board and membership directly and through the newsletter. 

Vice President:  Arranges all meeting venues (8 general, 1 annual business meeting and social which includes a digital slide show of new members’ work). Works with the Education Chair to decide topics and hire speakers for general meetings.  Steps in for President, if needed, and communicates with the Membership Chair in a timely manner when the NWDC video projector and laptop are needed for an upcoming meeting.

Secretary:  Responsible for taking minutes at Board meetings, sending a draft version to the Board for review, creating a final version for Board vote to accept and for preparing and submitting a summary for the newsletter. The Secretary holds the final version of the minutes of the Board meetings for Archival use.

Treasurer: Responsible for keeping the finances of the organization, prepares both an annual budget for adoption by the Board, and a monthly budget/expense report. The monthly budget/expense report is presented to the Board at the monthly meeting when needed, and to the membership at the Annual Membership Meeting in January. 

1.2 Robert’s Rules of Order, gavel and president’s notebook with pertinent documents to be in the possession of the president.

1.3 The president sends welcoming notes to the newest Board members.

1.4 The Board should occasionally review the documents that represent our organization: membership brochures, letterhead, etc.

1.5 The Board should regularly address insurance needs.  Each time NWDC organizes a large scale program, i.e. the making of the Living Treasures videos, the Board should investigate whether or not it should insure the specific project.

1.6 Board Members and Standing Committee chairs should document their methods and jobs each November to provide direction to the incoming Board members. Each January the Board is given an updated and complete set of all jobs to facilitate effective communications and understanding of how the organization operates and the job duties of officers and committee chairs. A copy of each job description and committee procedural documents should be provided to the nominating committee and the President at this time. 

1.7 The first meeting of the year (January) is generally the time when past Board and committee members’ volunteer work is acknowledged.

SECTION 2
MEMBERSHIP

2.1 Members are juried into NWDC via an on-line jurying system explained below, and must be residents of Washington, Oregon, Idaho, Montana or Alaska. 

2.2 Annual dues of $50 are paid by December 31st of each year. A maximum of six Angel Fund memberships (funded through contributions collected at meetings) per year could be accepted on a first come, first serve basis, available by written request or email to the Membership Chair.

2.3 New members will be welcomed and acknowledged at the January Annual Members’ Meeting. 

2.4 Those who have let their memberships lapse may become active again at any time by paying the current year’s dues.
2.5 Lifetime and Honorary Membership Nomination Procedures: 
NWDC has lifetime and honorary memberships for those who are outstanding members of the arts and craft community. Forms and more information on the nomination process will available from either the President or the Membership Chair. Lifetime and Honorary Members do not pay annual dues. 

2.6 All members are encouraged to participate in one or more of the following activities: 

· Attend meetings

· Serve on the board

· Serve on a committee

· Volunteer for any ‘one time’ need of the organization

SECTION 3
Membership Application & Jurying Process

The application for membership is available on the NWDC-online website. Any current member can encourage an artisan to join.  Each candidate will submit the necessary application to the membership chairperson bu October 1. The members of NWDC will review applications online once a year during November and vote via an online voting system.  An applicant receiving a 51% or greater vote will be accepted into NWDC and honored at the Annual Members’ Meeting in January.

SECTION 4
Budget

NWDC’s fiscal year is January 1 – December 31. Each appropriate Board officer and Standing Committee chair shall submit a proposed budget for the respective office/committee for the following year to the Treasurer in October. The Treasurer will present a comprehensive proposed budget to the new Board in November for approval. The approved budget and annual fiscal report will be presented at the January Members’ Meeting.

Section 5
Standing Committees

As members of the Board of Directors, Standing Committee chairs are required to attend all Board meetings, or send a proxy chair, unless excused by the President. 

Chairs of all Standing Committees may be shared, at the discretion of the President.  All co-chairs may participate in Board meetings, but only one may vote.

 All chairs of Standing Committees shall call meetings of their committee members as appropriate.

· The first meeting shall be for the purpose of developing goals and /or programs for presentation to the Board for the fiscal year.

· The last meeting shall be for the purpose of assembling the year-end report and creating a proposed budget for the coming fiscal year. The year-end report is submitted in triplicate, one to the committee notebook (preferably electronic), one to the President, and one to the Historical Records. The proposed budget is submitted to the Treasurer in October.

All Standing Committee chairs shall maintain a procedural notebook which shall be kept current and handed to each respective incoming chair prior to the Annual Members’ Meeting in January, with copies submitted to the President for filing with all NWDC documents in the President’s hard drive.

President
· Attends every meeting and conducts business at the meetings.

· Plans and orchestrates board meetings, typically ten a year (8 during general membership meetings, 1 Annual Members’ Meeting and social and 1 retreat).

· Is alert to membership concerns and creates forums for discussion and solutions.

· Replaces officers resigning mid-term when needed.

· Communicates regularly and stimulates board members, officers and chairs in order to accomplish goals.

· Holds and organizes the organizations' documents, such as amended bylaws.

Vice-President

· Schedules 8 programs, 1 annual meeting and 1 retreat.

· Works with the Education Chair to recruit speakers or organize other types of programs that will be of interest to our members.

· Reserves space for the meetings. Works with Board to find locations that are easy to reach for most Board members and general members and times that accommodate all Board members. General Board meetings precede the general meetings.

· The VP will promote each meeting via our newsletter with a photo if possible, and also review each event if possible via the newsletter with a minimum of a short paragraph and a few photos describing attendance and the exciting details. The VP can delegate this role.

· Substitute for the President when President is not present.

Secretary

· Take accurate notes at Board meetings. 

· Record Board members names and visitors in minutes.

· Request electronic copies of any committee reports from the person who prepared the report. Then paste the contents into the body of the minutes or attach as an appendix or addendum so it can be sent as one document.

· When the draft is ready for review, forward the draft only to those who attended and ask them to return their corrections to you ASAP.  Once minutes are final forward to entire board.  Try to complete this process within a week of the meeting.

· Send a summary of the meeting minutes, with a cc. to President, just a couple of paragraphs, to newsletter editor, to put into the newsletter. Deadline for newsletter submissions is the 15th of each month.  

Treasurer

· Collects Dues.

· Sends initial dues notices and reminders.

· Deposits dues and any other income in a timely fashion.

· Informs membership and roster committee chairs of any changes via e-mail.

· Pays Bills.

· Requires receipts for reimbursement from committee chairs and others. 

· Keeps records in QuickBooks and hard copy files.

· Reconciles accounts with QuickBooks. 

· Most bank statements are sent directly to treasurer so bank information is current and timely.

· Presents Regular Financial Reports.

· Prepares the yearly budget. This is created using figures from previous year and input from committee heads.  

· Maintains nonprofit status with state and federal agencies.

· Other two forms are completed once a year.

· Keeps and updates current records.

· Maintains an ongoing historical record.

· Works with an accountant when necessary.

Exhibition Chairman

The Exhibition Chairman should encourage participation and volunteerism from the membership for exhibitions. The Chairman & committee area responsible for:
· Securing  NWDC exhibition opportunities

· Organizing and ensuring that exhibition logistics are taken care of

1. Assembly of an exhibition team when required

2. Supplying information, guidelines and due dates to the membership including image submission requirements

3. Organizing transportation of work

4. Organizing teams to hang and remove exhibitions when required
5. Gathering and formatting artist statements and contact info
6. Maintaining an artist/work inventory

· Encouraging member participation in the planning and carrying out of exhibitions

1. Maintaining a well-rounded exhibition committee 

2. Maintaining an open dialogue with NWDC membership

· Provide members with exhibition guidelines

· Request an annual exhibition budget

· Checks that participating members are current. 

· There may be special shows that are invitational as approved by the board.
Description and Duties of the Exhibition Committee

· The committee will advise and support the Exhibition Chair as outlined in the NWDC Exhibition Procedural Notebook.

Limitations of the Exhibition Committee
· The Board and NWDC do not insure members’ artworks.
Education Committee Chair
· Arranges 8 programs: September, October, November, February, March, April, May & June (January is annual Members’ Meeting).

· Makes sure venue is secured with help from the Vice President.

· Makes sure all AV equipment is on hand as needed.Makes sure VP has published information in the Newsletter.

Programs may consist of:
Speakers
Panel Discussions
Workshops

Field Trips

· Checks a week or so ahead of the meeting with the speaker and venue to make sure that everything is set and resolves any questions which may include audio and visual requirements. Arrives early before the meeting to see that everything is set up.  Communicates with hospitality or the social committee in order to insure that refreshments will be provided.

· Asks the treasurer to provide an agreed upon honorarium for each speaker after the event.  Sends a thank you note to a presenter whether or not they have received an honorarium, and/or to the event host (venue).

· The Education Chair and committee work with the Bellevue Arts Museum on the 4-part

Special lecture series as long as the program is viable.

· Works with Education publicity chair to publicize the educational program.

Newsletter

· Receives information on the 15th of the month for news to be published in the following newsletter always due out to the membership on the 1st of the month.

· All submissions follow the guidelines set up by the Newsletter Editor.
· Publishes a  monthly newsletter (except in July and August).  

· Sends the newsletter to the membership list chairman for distribution to NWDC members.

· Publishes the President’s letter and updates Board sidebar to keep current.

Publicity

· Will work with the Exhibition Chair to produce publicity for NWDC exhibitions. 

· Organize with gallery and venue press releases at regional and national level.

· Sets budget for publicity.

· Attend meetings or communicates in a timely manner through email, phone calls or other media with galleries or exhibition venue to co-ordinate event publicity.

· Maintains a database of press release contacts.

· Sets deadlines for when the images are due so they are received in time for national and regional publicity.

· Work with publishing houses on post cards and brochure information.  Provides a copy of the post card to each NWDC member as an invitation to the exhibition, as well as gives 5 post cards to each NWDC participating artist. Proofs all post card drafts before they go to the printer.

· Provides an electronic e-mail invitation to artists and NWDC members for exhibitions.

· Works with Education’s publicity chair as necessary.

Membership

· Processes portfolios of new member applications.

· Runs new member online jury system.

· Tallies ballots and announces new members at the annual meeting and in the following newsletter.

· Advises applicants of the results of the jurying.

· Develops and distributes materials for new members.

· Works within the following schedule for new member jurying process:



October 1 – application materials received



November 1 – applications online



November 15 – votes in and tally starts



December 1 – all applicants should be notified by this date

· Presents new members and their artwork at the Annual Membership Meeting in January.

· Sends images of accepted members works to the image bank and name tag designer.

· Manages membership list.

Roster-Database 

· Maintains the records of individuals in a database such as Microsoft Excel and maintains a 

        "hard copy" in case of database failure on a computer.

· Updates all changes to individual records as soon as changes are made known.

· Supervises the creation of the "Membership Directory" once a year.

· This position reports to the Membership Chair.

· Provides board members with an updated Excel spreadsheet of the membership roster quarterly.

Image Bank 
· Maintains a repository of members’ artworks, past and present.
Archivist  

· To act as liaison between the University of Washington's Pacific NW Special Collections Library curator and the membership of Northwest Designer Craftsmen.

· To receive and store ongoing submissions to NWDC's archives.

· To inform NWDC members of suggested parameters and formats for submissions to the archives.

· To send out, for archival color printing and binding, each year's collection of NWDC newsletters.

· To prepare and deliver any further accessions to the NWDC archives held at the UW Pacific NW Special Collections Library.


Website Liaison

· Receives (from membership) and forwards (to the web developer) all updates to the website.

· Receives the invoice from the web developer and forwards to the treasurer.

· Presents report of web activity to the board.

· Places periodic announcements and reports in the newsletter.

· Is the email contact person from the website, and forwards all emails to the proper committee chairs. 

· Periodically checks with membership and Board to solicit ideas to improve the website in look and/or content. 

· Updates members’ images on the website.

· Updates website with the current exhibitions. 

SECTION 6
Meetings

The Annual Membership Meeting is held each January. This will be a time to welcome new members, collect dues, and attend to yearly business.
Monthly Meetings are held on the second Wednesday of the month (except July, August and December).

SECTION 7
DATABASE

The database maintains a current list of members (roster) which includes a postal mailing address, phone numbers, e-mail and members’ website addresses.

Includes, in future directories, a roster by zip code and maintains a spreadsheet that can be easily categorized in various ways.
SECTION 8
MISCELLANEOUS

8.1 NWDC does not loan our laptop or digital projector or digital camera to members.  They are for use at NWDC events only.

8.2 Our organization cannot employ members to do work for NWDC.

8.3 Upon approval by the Board of Directors, NWDC may make a contribution to support a group or organization up to a total of $1000 per fiscal year.

