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AMERICAN ASSOCIATION OF UNIVERSITY WOMEN
AAUW-ARIZONA POLICIES

PURPOSE:

This policy handbook shall state and clarify actiokeaby the state board of directors and the
convention delegate body. It is to be used to improwdrastrative efficiency; define the duties and
responsibilities of officers and committees; clattg relationships within AAUW (state to branch
and/or state to national) and with other organizations.

PROVISO:

The contents of this policy handbook shall in no wayrbconflict with the AAUW Bylaws or AAUW-
Arizona Bylaws. The bylaws of national and the state saperthese policies. AAUW-Arizona and
Arizona-AZ are interchangeable in normal usage. Theybbhndbook shall be revised every two years
and brought into conformity with both the bylaws of naéiband the state. Any changes voted to this
policy handbook between revisions shall be noted.

|. ADMINISTRATIVE POLICIES.
A. Board of Directors. (See AAUW-Arizona Bylaws. iste XIlI.)
1. Board members are expected to attend all state meetings.

2. Board members shall be familiar with current nati@mal state publications including
bylaws and policies.

3. Each executive board member shall maintain a comigeets appropriate materials
including:
a. directories from the past biennium;
b. current national and Arizona bylaws and policies;
c. copies of pertinent directives and official corresponde
d. national materials;
e. minutes of state board meetings for the past twsyea
f. useful resource materials.

4. Officers and chairs shall maintain communicatiothwranches by:

a. sending at least two mailings per year to branch cqantsror to branch presidents in
the absence of a counterpart, providing leadership, encoueagand assistance;

b. communicating with branches directly as needed;

c. responding promptly to all communications received;

d. sending copies of pertinent correspondence to the seatidgnt(s) and
president(s)-elect;

e. sharing appropriate national materials;

f. submitting appropriate articles to the editoiTbé Arizona Sun;

g. visiting branches if requested and approved.
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5.

5.

Officers and chairs shall:
a. request a report from branch counterparts by March 1;
b. file an annual report to tteespresident and the corresponding secretary by
March 15;
c. file reports required by nationa
The board of directors shall approve the programthéostate meetings.

Retiring officers and chairs shall meet with their sgsors and turn over complete files as
specified in Article I, Section A.3 in these policies.

Co-officers and/or co-chairs.
There may be co-officers and/or co-chairs electegppointed.

These co-officers and/or co-chairs shall perfoirthalduties assigned by the state bylaws
and/or these policies to the appropriate office or cotamit

Co-officers and/or co-chairs shall have one votefliee and/or committee at state
convention and board of directors meetings.

Each co-officer and/or co-chair counts as one iardehing a quorum at state convention
and board of directors meeting.

The state president(s) shall communicate with caerfiand/or co-chairs equally.

C. Executive Committee. (See AAUW-Arizona Bylaws.tidle VII. Section 2.)

1.

2.

The executive committee shall report to the boardre€irs all actions taken in the
interim between board of directors meetings.

The executive committee shall make recommendattietboard of directors.
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lI. FISCAL POLICIES. All state funds shall be keptfederally-insured institutions.

A. AAUW-Arizona annual dues shall be $9.00 per member payshleine 30.

B. Officer Expenses.

1. President. The president(s) shall be allowed the bedigenount for transportation and
lodging in connection with:

a.

b
C.
d.
e

state meetings;

meetings of state committees;

meetings with visitors from national;

transportation, lodging, program meals and registratiddational Convention;

the Rocky Mountain Regional Conference and regidaahpg meetings including

registration and program meals;

-

one visit to each branch per biennium (transportatmdy—branches provide lodging
and meals if required); however, branches may requestaaddivisits for which they
will assume all costs;

organizational meetings and consultation with proposedbnanches;

official representation of the state at meetirfgstieer organizations;

attendance at national convention. If the presidenbepresident is unable to attend the
national convention, her designated representativeddl)lsheligible to receive the
budgeted amount for transportation and registration.

C. Committee Expenses.

1. Program Development and Membership Committees.

a.

b.

The program development and membership committeessgbalit an estimated
program and membership budget to the treasurer.

The program development and membership committeekskalithe treasurer
informed as to long-range plans which may require useatd &inds.

2. AAUW Funds Committee.

a.

b.

The state AAUW Funds Committee shall recommertdedoard disposition of any

undesignated contributions to the AAUW Funds.

The State AAUW Funds Chaihall maintain accurate records and credit appropriate

sources.

(1) Contributions must be forwarded by branch AAUW Fuciasirs directly to
AAUW Funds at the National Office by the published dead|

(2) Copies of contribution forms are sent to the stt&gW Funds chair for state
records.

(3) Branch AAUW Funds chairs will keep copies of cimition checks.

State AAUW Funds Chair shall submit an estimdt@perating expenses to the

treasurer for budgeting purposes by March 15.

D. Registration Fees.
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1. Aregistration fee shall be charged for each stateention, conference, forum or
workshop.
a. For statewide meetings, the amount is determined lpyrolgeam development
committee.

2. The deadline for registration shall be determined bgpipeopriate committee or chair;
after the published deadline date, no refunds will be made.

3. A check will be the confirmation of registratiomn fdl events.
a. Registration checks are made payable to AAUW-Adzon
b. The registrar shall record each check and forwahatks to the state treasurer.

4. In so far as possible, registration fees shall ctheeexpenses for the event.
a. Inthe case of a surplus, these funds shall loegla a designated state meeting reserve
fund.
b. The disposition of these funds shall be determinatidyoard of directors.

E. Contracts.

1. No contract shall be entered into without having lsedmitted tcand approved bthe
AAUW-Arizona Executive Committee.

2. The convention committee shall submit and receiveoappofthe contract for the
convention facility from the AAUW-Arizona Executi@ommittee to be eligible to receive
the deposit in advance.

F. Coalitions/Networks. (See AAUW-AZ Policies. Artickl. Policies for Relationships with
Other Organizations.)

1. Only those coalitions/networks with statewide scopd@be considered for
dues/reimbursement.

2. Memberships that the state supports and that requireeodsirsements shall be reviewed
yearly by the appropriate chair and a recommendatidhlshgiven to the treasurer and the
board of directors.

G. Reimbursements.

1. Mileage. (1/2 published IRS mileage)

a. One meeting of the executive committee and one ingeetithe program development
committee may be called by the president-elect and tmemimg program vice-
president, respectively, prior to July 1, with mileagembeirsement provided.

b. Round-trip driving costs for state executive committetb@ard of directors meetings
shall be allowed for the driver of each vehicle in wloéficers, chairs and/or fellow
members have ridden. Actual attendance at the meetiaguged for reimbursement.
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c. The president-elect and newly elected treasurerishatimbursed for attendance at the
budget committee meeting prior to their term in offe@ssist in planning the budget.

d. Officers and chairs shall be allowed mileage reinmdresit for branch visits and other
trips required by their positions. When there are cow@® and or co-chairs,
reimbursement for mileage shall be in the amount allosvizislone person only.

e. AAUW fellows in the state shall be allowed mileagenbursement for branch visits.
The reimbursement for the fellows shall be taken ftoenstate funds.

2. Postage, Printing and Telephone Charges.
a. Officers and chairs shall be allowed reimbursemertdstage, printing, supplies and
telephone charges within the budget.
b. Inthe event an officer or chair wishes to assthmee costs, a written record should be
submitted to the treasurer.

3. Speakers and Special Guests.
a. The state shall pay the expenses of speakers andl spests to the amount pre-
approved by the executive committee.
b. Speakers shall be requested to speak free of charge stathdoes not offer honoraria
without board approval.

4. State Newsletter.
a. Branches may print and mail copieShé Arizona Sun to those branch members who
do not have e-mail.
b. Branch costs for this service may be reimbursed bst#te, not to exceed mailings for
20% of their branch membership.
c. Requests for reimbursement must be made prior tonthefehe fiscal year in which the
expenses are incurred.

H. First-time Convention Attendees.

1. The board of directors may award grants to branchies ¢iven as incentives to branch
members who attend the state convention as firstditemdees.

2. The amount of the grants shall be determined by thel lndairectors.

|. State Sponsored Fund-raising.
Any fund-raising (sales, cruises, tours, trips, etc.) spod by AAUW-Arizona at any venue
will benefit solely the AAUW Funds. No person shallewe any free trip or gratuity for
organizing such trip, or gratuity for sales of any kind. Mdiney raised for AAUW Funds will
be credited back to the branches represented by AAUW nisndpeuses, and friends
participating, on a per participant basis.

J. Branch Sponsored Fund-raising.
The AAUW-Arizona Board of Directors may approve braspbnsored fund-raising sales to
benefit branch projects at any venue. Branches mudy tin¢i state board so that
accommodations for sales may be arranged for the.event
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K. Community Action Grants.
A branch operating under an approved community action prajéde reimbursed up to the
amount approved by the board of directors. The fiscaltdgethe branch shall submit an
expense claim form with receipt(s) to the state tremdorbe reimbursed.



Rev. 2012

[ll. POLICIES FOR PUBLIC POLICY PROGRAM.
A. Adoption of the State Public Policy Program at Conwemti

1. The public policy program shall be adopted by the conveatiendees in the even-
numbered years. Adoption will be for a period of two yesness changed by procedures in
Section B.

2. The proposed public policy program shall appear in thegreeationissue ofThe Arizona
Sun and a copy shall be included in the convention program/budioeddet of all
convention attendees.

3. The public policy committee shall recommend to the caiveattendees those program
items they feel the state should emphasize, and W#de recommended for approval as
the priority public policy items.

4. The public policy chair shall place a “call” for proposbdnges to the public policy
program in the falArizona Sun.

5. Any member, branch, committee chair or officer efstate may suggest proposed changes
to the state public policy program. Proposed changestgha#int to the public policy chair
by January 15. The public policy committee shall reviewptltaic policy program,
consider all proposed suggestions and recommend any changesdpresentatives at
convention for their approval.

6. Proposed substantive changes to present public poiny @e new items shall be submitted
to the state public policy chair.

7. The state convention attendees shall consider @aetbwadhe adoption of the proposed state
public policy program.

a. Changes or additions to the proposed public policy progranbenenade by any
representative from the floor according to the rulesoofvention. A two-thirds
affirmative vote shall be required for adoption.

b. A majority vote shall be necessary to adopiptizgosed public policy program
presented by the public policy committee.

B. Procedures for Additions, Changes or Deletions t&thte Public Policy Program between
Conventions.

1. At any time, written proposals may be submitted tgthgic policy chair by state
members, branches, committee chairs or officers.

2. Within four weeks of its receipt, the public policy crehall submit any proposal to the
committee for consideration.

3. If the committee approves the proposal, the chall dtane of the following:
a. Poll all branches in the state.
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(1) Documentation shall accompany the proposal.
(2) Six weeks shall be allowed for a written reply.
(3) Approval by a majority of the branches shall be ireglufor adoption.
b. Request action by the board of directors at a meefingvo-thirds affirmative vote
shall be required for adoption.

4. The public policy chair shall be responsible for fililigdacumentation if approval is
reached by either of the above procedures.

5. Any change made between conventions shall become binatihthe next convention.

D. Use of Name. (See the AAUW Bylaws and the AAUWzAra Bylaws.)
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IVV. POLICIES FOR NOMINATIONS. (See AAUW-Arizona Byes. Article 1X.)
A. Nominating Committee.
1. The chair shall be elected by the membership prior &b thve annual convention.

2. The four members of the nominating committee shalppeiated by the president with the
approval of the board of directors.

B. Nominating Procedures.

1. Each branch shall be informed of the names of theidates for state office and chair of
the nominating committee.

2. Vitae forms to be used to nominate state officers ladhair of the nominating committee
shall be sent to all branch presidents by November 1 atldobghreturned to the chair of the
committee by January 15. Branches may nominate canglifiate branches other than
their own. Individual members may nominate themselvedhars. A “call” for proposed
nominees shall appear in the fall issudlod Arizona Sun.

3. The list of proposed nominees shall appear in thegreeation issue ofhe Arizona Sun
and in the convention program/business booklet.

4. Nominees.

a. Officers. Whenever possible, the nominee for theeodf president(s)-elect shall have
served as a branch president.

b. Nominating Committee Chair. Consideration shaljiven to members with a working
knowledge of AAUW-Arizona.

c. Dual slates are acceptable and encouraged.

d. Nominees may be asked in writing, in person, electrmoait;, or by telephone.

e. Branches or members wishing to send a letter in sugipiooiminees should do so prior
to January 15.

C. Campaigning for State Office.

1. Nominees or supporters of nominees may send writtemaaication and/or one flyer or
brochure to branches seeking support for the candidate.

2. The cost for these letters and/or flyers or brashghall be borne by the nominee or
supporter(s).

D. Election Procedures. One Member One Vote. (Se@@a Bylaws. Article X. Section 2 & 3.)

1. Election shall be by ballot unless there is amnk nominee for a given office in which case
the election shall be by voice at the AAUVAZ convention. A majority of votes cast shall
be necessary for election.

10
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2.

o

In case of a contested election, ballotsvalprovided to each member in good standing
(current AAUW-AZ dues paid) no later than 30 days betloeeannual convention begins.

Ballots must be returned before the date of the dnonwention.

Voting by electronic ballot may also be used. Atctimeent time this procedure has not
been finalized. When electronic voting is implemdntach member will be given
instructions on how to proceed with voting.

Results of voting shall be announced at the amaunakention.

11
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V. JOB DESCRIPTIONS. (See AAUW-Arizona Bylaws. i8ke VII.) When co-officers and /or co-
chairs are elected or appointed, they shall perforthalbiuties assigned to that office or
committee.

A. Elected officers.

1. President. The state president shall:

a.

Pooo

SQ

I
J-

K.

be responsible for seeing that the state bylawisratght into conformity with those of
National after each National convention;

preside at all meetings of the state, the board@ftdrs and the Executive Committee;
serveex officio with vote on all committees except the nominating athee;

appoint, after consultation with the Executive Corterit all appointed officers;
approve members of standing and special committeengultation with the respective
chairs;

acquaint the president-elect with all phases optiesident’s duties;

be responsible for coordinating the state travel program;

appoint a reading committee to approve the minutes odi lodalirectors meetings and

all state business meetings (different for each group);

appoint at least three tellers for the state cotiva.
appoint an individual or committee to review the ficiahrecords
perform all other duties that usually pertain to tfiee.

2. Program Vice President. The state program vice préstah:
a. serve as chair of the program development comnutteposed of: public policy chair,

-

AAUW Funds chair, convention chair, membership vice peggid and such others as
may be deemed necessary;
assume the duties of the president in the presidamg&nce or inability to serve;
supervise arrangements for all state meetings
(1) send the detailed program of the meeting to the briancdtarge of local
arrangements, the webmaster, the editdmefArizona Sun, the state president, and
others by the predetermined deadlines;
(2) work closely with the local arrangements chaiiising about responsibilities,
financial arrangements and special needs of the state;
(3) ask branches and/or members to provide parts of tiyegonaf appropriate;
(4) arrange for speakers with the following exceptions:
(a) the state president requests national speakergHtienational office
(b) the AAUW Funds chair may recommend or request AABIWds speakers or
LAF litigants as speakers with the approval of the mogdevelopment
committee and, if approved, makes all arrangements forgbeaker;
(c) The public policy chair may arrange for speakers foeating with the
approval of the program development committee;
arrange for purchase of a president’s pin or other pppte memento for the outgoing
president as a gift from the state board of directors;
serve on the membership committee;
perform such other duties as may be assigned by thd bbdirectors or these policies.

12
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3. Membership Vice President. The state membership vicelpneshall:

a.

b.

serve as chair of the membership committee compdsiee program vice president,
college/university relations chair, and others as deenwzbsary;
act as presiding officer in the absence of botlptesident and the program vice
president;
maintain a permanent record of the members of &te; st
keep a file of national members from the lisaotg#d from the national office and
encourage them to become members of the state; natifynal members regarding the
state convention and their voting status (if eligithebughThe Arizona Sun pre-
convention edition;
assist branch membership chairs with membershipitraent, development and
retention;
assist in the formation of new branches, satsliand student affiliates according to the
guidelines set up by national;
instruct any new branches to keep a record of acsifaiethe first year, including a list
of all charter members and send this information totiéte sistorian/archivist and
membership vice-president;
determine which branch(s) shall receive branch meshipeawards to be presented at
the annual meeting;
serve on the program development committee;
perform such other duties as may be assigned by #rd bbdirectors or these
policies.

4. Recording Secretary. The state recording secr&tatly

a.

Qo

-

send minutes of the previous meeting to members of grd bbdirectors and branch
presidents prior to the next meeting of the group; in odsagoint meeting, both
incoming and outgoing members shall receive copies;

file all written reports presented at state meetings;

include all awards presented at state conventionnvecion proceedings minutes;
present a brief summary of the previous businesgsagsiusiness sessions are
separated at state convention;

send copies of pertinent materials to the statertasfarchivist;

send a brief of all board meetings for publishing e Arizona Sun;

have available at all meetings a copy of the AAUVIARs, the AAUW-Arizona
Bylaws, the AAUW-AZ Policy Handbook, a list of allé board members, and the state
directory.

5. Corresponding SecretaryThe corresponding secretary shall:

a.

oo

edit and oversee publication of the state directach gear by the deadline set by the
state president;

distribute directories online to state board memlpast, state presidents, and all
branches;

be responsible for the printing and distributiontafes stationery;

collate and mail packets of state counterpart madeagatietermined by the state
president;

be responsible for assembling and printing conventiogrnam/business booklet.

13
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6. Treasurer. The state treasurer shall:

a.
b.
C.

-

serve as custodian of all funds, securities and éssipapers;

keep an itemized account of all receipts and disburgsme

present a detailed financial statement to the execatinmittee and board of directors
at each meeting and upon request of the president at intlesy &nd include the most
recent monthly report for the state convention booklet

issue voucher forms to board/executive committee menitdeauthorized
expenditures and notify them of the forty-five day liid@a for submission of voucher
requests;

submit an annual written financial statement astate annual meeting;

submit the financial records for auditr@view at the close of the fiscal year;

record needed information from dues transmittal staet£omputer printouts from
National, and then forward these documents on a quab@sig to the state
membership vice president for the membership files and tinespent record of
members.

7. President(s)-elect. The state president(s}-stedl:

a.

b.
C.
d

become acquainted with all phases of the presgiduties;

be arex officio member with vote of all committees except the normgatommittee;
accompany the president for branch visits upon request;

call a meeting, if desired, of the incoming executivarodtee/board of directors at the
end of convention or an any tirpeior to July 1.

B. Appointed Officers

1. Public Policy. The public policy officer shall:

a.

o

~0oo

form a committee consisting of the members spetiiglin the priority areas as
set forth in the National Public Policy program adoatethe biennial
convention;

be responsible for preparing the biennial proposed publxygwbgram to be
adopted by the convention delegates in even-numberes} year

plan a public policy activity.

encourage AAUW members to lobby for public policy program;

serve on the program development committee;

be the designated lobbyist for AAUW-Arizona, nameaalihorized lobbyists
and file required reports to the Arizona SecretarytateS

2. Community Action Projects Officer. The communityi@an projects officer shall:

a.

b
c
d.
e

f.

encourage the establishment of coalitions to veaviard equity;

undertake joint advocacy efforts;

encourage the co-sponsoring of conferences andethaets;

encourage the combining of resources to undertake gqopegts;

support community activities in the branches by haviagdhes share
successful programs with each other;
prepare and publish requirements, guidelines and evaluatiernia for Community
Grant Applications by November 1 of each year for graatbiee in March of the

14
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following year; (See AAUW-AZ Policies. Article IX.dHcies for Community Action
Projects.)

g select and chair a committee of four members ftdferent branches to review and
recommend grant applications based on the approved reqoiiceamel evaluation
criteria;

h. present committee recommendations for communiigraprojects for Board of
Directors’ approval and funding;

I.  notify the branch(es) of the community action aivar rejection within 10 business
days of the board decision.

3. AAUW Funds. The AAUW Funds officer shall:
a. educate the members of the state to the purpose ardmrof the AAUW Funds and
the Legal Advocacy Fund;
suggest resources, programs and speakers and advise@na@adthe State and
branches concerning fund-raisers for AAUW Funds monies;
c. review, reconcile, and forward to branch AAUW Fuckairs quarterly contribution
data compiled by AAUW Funds National staff;
present an annual report at the state convention;
approve and give consent to branch AAUW Funds<scfor the sale of AAUW
Funds items by branches at state meetings and request
space and facilities from the state program viceigeas
f. administer disposition of branch AAUW Funds d&mgal Advocacy Fund monies as
follows:
(1) branch checks shall be made payable to the AAUW $und
(2) cash contributions shall be processed in accordamicAUW policies
and guidelines;
g. serve on the program development committee.

o

® o

4. Bylaws/Policy. The bylaws/policy officer shall:
a. assemble and chair a committee to include the petitarian and two other members;
b. assist new branches with bylaws upon request;
c. ensure that all branches in the state brieg bylaws into conformity with current
AAUW Bylaws as prescribed by national;
d. publish a “call” for proposed bylaws amendments ifaHessue ofThe Arizona Sun
that will be voted on at the state convention;
e. notify members that suggested bylaws amendments ate theechair by
January 15;
f.  publish proposed bylaws amendments in the pre-conveisBoe ofThe Arizona Sun
and shall be included in the convention program/businessédipokl
g. update the policy handbook every two years; (See AAMEBNPolicies, Article XIllI,
Revisions to the Policy Handbook, Section B.)
h. serve on the resolutions committee.

5. Newsletter Editor. As an appointed officer, the rettexr editor shall:

15
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a.

b.

ensure publication of at least two issues (fall anetcpngention) ofThe Arizona Sun
each year;

in coordination with the state president, ensuraligteibution of each issue @he
Arizona Sun to all board members and branch presidents via e-ndthave the issue
posted on the Arizona website.

ensure that the preconvention issu&hef Arizona Sun be distributed at least 30 days
prior to the state convention with the following infotroa included:

(1) list of nominees for election;

(2) proposed bylaws amendments;

(3) proposed resolutions;

(4) proposed public policy program in even-numbered years only

(5) convention registration form;

(6) program for convention.

6. Webmaster. As an appointed officer, the webmasadr sh

a.

a.
b.

C.

develop and maintain the state website, www.aazover,org under the direction of
the state president and board of directors
advise the host convention branch on all conve plidnhcity;
assist branch media relations chairs regardirgnigaes and content for
presenting local news items;
be responsible for any other publiagydeemed necessary by the board of
directors.

7. Parliamentarian. As an appointed officer, thiigraentarian shall:

a.
b.

serveex officio without vote on the state board of directors;
advise the president, officers, committees, bramahd members on matters of
parliamentary procedure.

c. be responsible for the set up and procedures of theldmmsiness meeting
d.

write a script for the business meeting

C. Standing Committees and Chairs (These committekstairs may or may not be needed.)

1. Finance. The committee on finance, when appointdld sha

a.

b.

C.

d.

be made up of the appointed chair, three membergfiresn different branches,

appointed by the state president, and the state treaghuweshall serve as a member of

the committee, but not its chair;

include the president(s)-elect in her yeaen¥ice and the nominee(s) for

treasurer in the alternate year at the time tialgét is being prepared:

prepare an annual budget for the state and submihi iadcoming board

of directors for approval at its convention meeongprior to July 1;

include in the budget the following:

(1) a contingency fund to provide for expenditures exogdolidgeted items;

(2) arestricted fund to be applied only to authorizguebeses of the
president, or her designated representatife(sggional meetings and
national conventions with remaining funds at the enth@fiscal
year to be held over in this restricted fund;

16
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-

(3) a special surplus account (in a federally-insuredutien) for the purpose of
accumulating interest on excess operating funds; no pasraento be made
from this account, but funds are transferred to theksthg@ccount from which
all payments must be disbursed,;

recommend to the board of directors options for digpef unspent monies;

through the finance chair and the treasurer accepage of budgeted amount

if the expenditure is no more than ten percent dwetine item; for

expenditures exceeding the ten percent rule, the finaomoenittee shall make a
recommendation to the board of directors.

when there is no finance committee, these aetdvdre to be handled by the treasurer

with the advice and assistance of the board of director

2. College/University Relations. When appointed, the staaé for college/university

a.

b.
c.

relations shall:

be responsible for planning and developing a mutually suygpogtationship between
institutions of higher education and AAUW-Arizona;

serve on the membership committee.

provide liaison and encourage student affiliate groups.

3. Diversity. When appointed, the state diversitycisnall:

a.

i
i

encourage, guide and assist the state and braadbexoime a multicultural
organization;

offer diversity training as requested;

ask each branch to appoint a diversity chair;

help branches to examine their internal prejudicesgbiand enlarge their

vision of diversity;
guide and assist the branches in creating an pagianial culture in which

members can participate fully andljrée acknowledge group identities,

inclusive of race, religion, sexuaéntation, age, class, gender, etc.;

encourage the branches to create a ojen accessibility to leadership for all their
members;

encourage the branches to reflect the gexpbics of their communities in terms of
memberships and leadership;

guide and assist the branches in actieelgisg diverse membership, particularly of
their under-represented groups;

visit branches upon request;

network with other diverse groups and omgions and encourage eligible

members to join AAUW.

4. International Affairs. When appointed, the in&gional affairs chair shall:

a.
b.

C.

serve to assure a global perspective in state paisteprograms;
inform members of current national and state vievike area of
international affairg.g., AAUW Funds, International Fellowships;
network and participate with other groups concerned intiernational
development, the global environment, and peaceifations.
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5. Historian/Archivist. When appointed, the stagtorian/archivist, shall:
a. prepare a history of the current administratiopetadded to the permanent history of
Arizona-AAUW housed in the Arizona Heritage Centefutson;
b. as archivist compile:
(1) state president’s reports;
(2) all copies ofThe Arizona Sun;
(3) AAUW-Arizona directories;
(4) Annual reports of elected and appointed officers, stgrahd special
committees;
(5) State scrapbooks/publicity;
(6) Copies of all official minutes;
(7) First-year reports of new branches. (See membergl@president’s job
description AAUW-AZ Policies, Article V, Section A.3).

D. Special Committees.

1. Reading Committee. The reading committee:
a. is appointed by the presiding officer (usually three bexg) with the general consent of
the body, immediately after the opening of the meeting
b. unless designated otherwise by the presiding officepehson first named is chair of
the committee;
Cc. reads, corrects, and approves the official minutea $pecific meeting;
d. reports to the appropriate body (board of directorsjaztion body) that the minutes
have been read and approved, or read and approved as corrected;
e. makes sure that minutes are concise yet as comglet@ssible, are written in
the third person, may be considered a legal documentdrde®business
transacted (what was done, not what was said); andfgipetiple (full names),
reports, committees, etc.;
f. verifies that the official minutes contain:
(1) opening paragraph stating type of meeting, name of orgamzdate,
time, and place of meeting, full name and office esmting officer,
action taken on previous minutes;
(2) a separate paragraph for each subject or motion with
(a) name of maker of motion; fact motion was seleainbut not name of
seconded;
(b) wording of motion as it was adopted or disposed difdaly;
(c) disposition of motion—adopted, lost, referred, etc.;

(3) all points of order and appeals with reason given bghhé for the
ruling;
(4) all counted votes recorded with number each side reteive
(5) subject matter and disposition of all resolutions.
g. hour of adjournment or recess if meeting if reakssignature of secretary followed by
signatures of the Reading Committee members with thetlkeyeapproved or approved
as corrected the minutes.
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2. Resolutions. The resolutions chair shall:

a. with the assistance of the parliamentarian and Isyfehlcy officer, review all

resolutions;

b. be responsible for the implementation of theltg®ns process as follows:

(1) issue a “call” for proposed resolutions in the igdlie ofThe Arizona Sun;

(2) advise branches and state members that proposeaticesofor
convention action must be submitted to the chaiatey than January 15;

(3) refuse to report any resolution not in accordantie AAUW policies;

(4) may submit her/his own resolutions;

(5) combine and re-write those resolutions submitted lgrstin order to
present them in proper form;

(6) publish proposed resolutions that the chair is recarding for adoption
in the pre-convention issuesTfe Arizona Sun and include a copy in the
convention program/business booklet.

c. inform the membership that resolutions which hetegone through the
resolutions process may only be submitted on the dibconvention by a two-
thirds affirmative vote of the members present anuhg;

d write and present a courtesy resolution thankiadostess branch and workers
for convention.

3. Convention Chair/Committee. Tloavention chair shall be appointed from the
local hostess branch by the state presidaant @nsultation with the branch
president and the state program vice presidere.sfate convention chair shall:

a. serve on the state program development committee;

b. survey hotel accommodations, present that infoom#b the state executive
committee for decision, and then make arrangemetisting hotel by a written
contract or agreement signed by the state president;

be notified in writing of any changes in the corttrac

be responsible for the physical arrangements focdheention and the staffing of

exhibits and sales area;

e. act as liaison between the hostess branch arstigieeprogram development committee
in convention planning;

f. consult with the newsletter editor, webmaster aatedtoard of directors on all
convention publicity to see that publicity is distributeéitimely manner;

g. compile early information for the state program \poesident concerning
convention particulars, including the locatiomeérnight accommodations, prices,
space for sessions, meals and transportation options;

h. provide for the management of convention financesitfiréhe state treasurer;

(1) by requesting from the state treasurer an amouwiver the venue for the
convention facility as specified in the contract agreeby the
executive committee;
(2) by appointing a registrar and establishing a registré¢®no coveall convention

oo

expenses;
(a) registration is required for all members participgiin any portion of the
convention;
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3)

4)

n.

(b) volunteer staff not attending convention businessien or
workshops are exempt from registration fee
(c) guests of members fareals only need not pay the registration fee;
(d) payment requirements for non-member presenters ddshops/sessions
are subject to approval by the program development conemitte
by appointing a fiscal agent who will track experaas submit expense
claim forms to the state treasurer which includeips for expenses and
which indicate to whom reimbursable payment is to be made,;
by submitting a financial report within thidgys after the convention to
be sent to the current state president, treasurghanmxt convention
chair;
appoint chairs of subcommittees from ldwanch(s);
request the state program vice presiderdk@tner branches to be
responsible for particular arrangements;
see that convention kits, printed prograntsattendee badges are given to
participants upon arrival;
notify those who are to be seated asfieakers table for program meals
before convention or upon arrival (the septobe arranged by the state
president and program vice president);
follow a detailed checklist which should bespdson to the succeeding
convention chair;
pass on in a timely manner to the next caivenhair the convention file
containing pertinent materials from thevjanas five conventions.
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VI. POLICIES FOR STATE MEETINGS. There shall besmoking during state
convention sessions or any meetings or prognaais sponsored by Arizona leaders.

A. Board of Directors meetings and ¢&utive Committee Meetings. All board
members shall receive the minaféke previous meeting prior to the next meeting of
that group.

1. board members shall receive the minutes of the boarileztadrs and executive
committee meetings.

2. Briefs of all board meetings shall be publishedha Arizona Sun for the
benefit of the general membership.

B. Workshops, Seminars, Forums, and Conventions.

1. Counterpart meetings may be scheduled at any staténgs by state officers and
chairs at the president's discretion.

2. Exhibits and Materials for Distribution.

a. State and branches who wish to have exhibits andésrdall request space from
the board of directors;

b. State and branches who wish to include items indheemtion program/business
booklet shall obtain prior permission from the boardiofctors;

c. A copy of the proposed bylaws amendments, public pptiegram, list of
nominees, and resolutions shall be included in the colmveptbgram/business
booklet;

d. Sale of AAUW Funds items are coordinated and supervisduelfytate AAUW
Fundschair with approval of the program development committee

3. Speakers.

a. For securing speakers, including those for AAUWdSwWand public policy
meetings, which require approval by the program vice pnesidee AAUWAZ
Policies, Article V, Section A.2;

b. For payment of expenses/fees to speaker, see AAUWeAZid3, Article II.
Fiscal Policies, Section G.3.

4. State Convention.
a. The state program vice president, as overall coordioatmnvention plans, shall:

(1) develop the program in cooperation with the statageesand members of
the program development committee;

(2) be responsible for coordinating the development ofdin@ention program
and forwarding the necessary copyite Arizona Sun editor and the
corresponding secretary;

(3) consult with the convention chair on conteritkits for distribution to
convention participants.
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For the hostess branch responsibilities for comvensee job description of the

convention committee.
The state board of directargy provide a subsidy in support of smaller

underrepresented branches.
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VII. POLICIES FOR NATIONAL MEETINGS.
A. For mandated provisions, see AAUW Bylaws and AAUW-Ana Bylaws.

B. The state president, or her designated representatisieddl be the officially funded
representative to the biennial national convention, thiemal conference, and other
meetings.

VIII. POLICIES FOR STATE TRAVEL PROGRAM.
A. The state president shall be responsible for coordmé#tie state travel program.
B. The state president shall try to visit each brandhe state once during the two-year biennium.

C. A branch may request any board member or an AAUW Fetidsvfas a travel visitor. The
president shall be informed concerning all visits.

D. Branches shall be expected to provide necessary arahledging for travel visitors.

E. Mileage shall be reimbursed by the state treasuréhdopresident and others as approved.
Each branch shall be allowed one funded state travdvis addition to the state president.
Branches shall assume all costs for visitors other these.

IX. POLICIES FOR COMMUNITY ACTION PROJECTS.
A. Branches may apply for a community action grant up tortiemum amount per grant
approved by the board of directors and allocated in the Istatget for the fiscal year of the
grant proposal.

B. Written applications must follow published requirements must be received by the
Community Action Chair before March 1 to be consideogdifnding the following fiscal
year.

1. All applications are expected to include the foilayy

a. A statement identifying the relevancy of the praje@dAUW mission and AAUW-
AZ priorities as defined by AAUW and the AAUW-AZ boarddifectors.

b. Needs assessment including but not limited to a géseriof the community to be
reached and the importance of the project to thatamity.

c. Implementation plan including a timeline for at¢tes and anticipated outcomes.

d. Evaluation plan describing methods for determiningeffeetiveness of the project,
e.g,. surveys, interviews.

e. Publicity plan explaining how the project will b@moted within the community
before and after the event.

f. Recruitment plan describing how the target audienitl be reached and recruited.

g. Impact/Outreach plans showing how the project ed@th diverse audiences and
build connections with other community groups, andotiogect’s potential for long-
term sustainability.
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h. ldentification of any and all collaboration andpartnerships. Such identification must
appear in both the application and the report.
i. Budget statement including anticipated expendituresafimdher sources of funding.

2. The Community Action Grant Committee and theesbatard of directors has the privilege
and the right to refuse, without explanation, appiicet which in their opinion conflict with
the mission and goals of AAUW and/or AAUW-AZ.

C. Proposals may be submitted via email or USPS mailec&thmmunity Action Grant Chair.
Email proposals should be followed by hard copies optbeosal with signatures of the
branch president and branch community action chaiesigdee.

D. The Community Action Grant Committee will evaluate suted proposals according to the
approved criteria and recommend funding or rejectioneagplication to the board of
directors.

E. The board has the final authority to approve funding aterakne the amount of funding up
to the amount allocated in the budget.

F. The number of grants and dollars awarded each yearati#txteed the amount allocated in
the approved budget without an affirmative vote of thedoédirectors.

G. Upon completion of the grant project, or by June 150fthet fiscal year, the branch shall
submit a complete report to the Community Action GrantirChrhis report shall address the
criteria of the grant proposal and including a compisteof expenditures funded and to be
reimbursed under the grant application. (See AAUW-AZ kasicArticle 1. Section K.)
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X.

POLICIES FOR SPECIAL GRANTS TO BRANCHES.

A. Branches may apply for a special branch grant in anuatrio be approved by the board of
directors and allocated in the state budget.

B. Written applications must follow published requirements must be received by the
executive committee. The board of directors will coasglbmitted grant applications for
funding at each board of directors meeting, fall, wingering and summer. Dates of these
meetings will appear ifhe Arizona Sun.

1. All applications are expected to include the foilayy

a. A statement identifying the relevancy of the praje@dAUW mission and/or how the
project will grow or strengthen the branch and/or AU

b. The branch and project name, including the name@mdat information of the
project leader.

c. Atimeline for activities and anticipated outcomes

d. Evaluation plan describing methods for determiningeffeetiveness of the project, if
appropriate.

d. Publicity plan explaining how the project will be prated within the community
before and after the event.

e. Outreach plans showing how the project will hethe targeted audiences and the
project’s potential for long-term sustainability, faopriate.

f. Identification of any and all collaboration andf@rtnerships.

g. Budget statement including anticipated expenditures anthall sources of funding.

2. The state board of directors has the privilege laadight to refuse, without explanation,
applications which in their opinion conflict with the sisn and goals of AAUW and/or
AAUW-AZ.

C. Proposals may be submitted via email or USPS mail tovemgber of the executive
committee. Email proposals should be followed by hard sagfithe proposal with signatures
of the branch president and branch project chair ogdesi

D. The board of directors will evaluate submitted proposalsraling to the approved criteria and
recommend funding or rejection. The branch will bafigak of such decision within ten days
after the board meeting.

E. The board has the final authority to approve funding aterahkne the amount of funding up
to the amount allocated in the budget.

F. The number of grants and dollars awarded each yearati#txteed the amount allocated in
the approved budget without an affirmative vote of thedoédirectors.

G. A portion of the grant funds may be received in advari@®mpletion of the project, or
periodically through the life of the project at the ayya of the board of directors.

25



Rev. 2012

H. Upon completion of the grant project, the branch shalimit a complete report to the
treasurer. This report shall include a complete lisxpkenditures funded and to be
reimbursed under the grant application.
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XI. POLICIES FOR SPECIAL MEMBERSHIP CATEGORIES.
A. Satellites.

1. Branch.

a. A branch satellite is a group in a geographical locasan an established branch,
not presently desiring autonomous branch organization;

b. A small group interested in carrying on local studyactén as part of the
established branch;

c. Branch satellite formation and alliance must b approval of the established
branch and close cooperation shall be maintained,;

d. A workplace satellite may be organized through an eskedalibranch.

2. Student Affiliates.

a. A student affiliate satellite is composed of undergrasduanrolled in a regionally
accredited two- or four-year institution. The sateltitay carry on local study and
action as part of an established branch or it may aperdépendently.

b. Student affiliates pay the fee established by the AARBAKd of Directors and a
fee of $2.00 established by the AAUW-Arizona Board of Dowes; branches
determine fees (if any) for the branch.

B. Dual Members.
1. Members may hold dual membership in AAUW-Arizona.

2. The member may be a representative and/or holdw&exdtice only in that branch
where she/he has paid branch, state, and National dues.

3. Branch and state dues will be paid by dual members io#aiz

XIl. POLICIES FOR RELATIONSHIPS WITH OTHER ORGANIZAONS.
A. AAUW-Arizona may work in coalition with other orgaations as approved by AAUW
National and the AAUW-Arizona Board of Directors, kit guidelines established by the
National office. (See AAUW-AZ Policies. Article 15ection F, Coalitions/Networks.)

B. Membership by the state in a coalition/network witlieswide scope shall require approval by
the board of directors after proper communication.

C. Before membership involvement, public testimony, and/@harngresentations occur within
the coalition, proper approval must be given.

D. Any change in the purpose/objectives of a coalitiowheah the state has lent its support shall
cause the Board of Directors to reconsider membershiairgtoup.
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XIIl. REVISIONS TO THE POLICY HANDBOOK.

A. Any changes in these policies may be made at argylstard of directors meeting, provided
fourteen days notice has been given of the proposediehak majority vote of the members
present and eligible to vote shall be required for adoptithout previous notice, changes to
these policies shall require a two-thirds vote ofrtlembers present and eligible to vote.

B. The policy handbook shall be reviewed and updated sttdeary two years. The
bylaws/policy chair shall:

1. coordinate with the bylaws/policies committee irdneg and reviewing AAUW-Arizona
policies in the year following a change/update of the ABylaws or AAUW-Arizona
Bylaws;

2. recommend changes to the board of directors fooeplpr

3. provide copies of the revised policies and procedurée tiodard of directors and branch
presidents.

Approved as revised May 2004
Approved as revised April 2006
Approved as revised January 2008
Approved as revised September 2008
Approved as revised January 2012

28



