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Bylaws Committee Chair
SUMMARY
The Bylaws Committee Chair is an appointed position that last for 2 years.  This position is an ex-officio member of the Board of Directors without a vote.

This position must meet state level criteria including but not limited to holding membership in WAMSS.
DUTIES (INCLUDE, BUT ARE NOT LIMITED TO)
· Review Bylaws at least annually for conformity with the National Association’s Bylaws and submit recommendations for revisions to the Board of Directors. 

· Be the point of contact for any inquires/questions related to the WAMSS Bylaws.

· Submit proposed amendments to the general membership at the next Annual Conference or distributed by a method approved by the Board.

· Ensure new Board Members have reviewed/signed Confidentiality / Conflict of Interest Agreement.  Additionally, ensure that all current Board Members have the Confidentiality / Conflict of Interest Agreement signed annually.  These are both done directly after (or as soon as possible) being sworn into office.

· Create a report for each board meeting.

1. WAMSS conference starting 2026 per Board Minutes April 2025:
Committee Chairs (appointed non-voting members) of the WAMSS Board will receive a 25% discount off Annual WAMSS conference registration.




	

	




	


Bylaws Committee Chair
Standard Operating Procedures

Annual Review of the WAMSS Bylaws:
· Review to be completed prior to the Annual WAMSS Conference.  
· Review to be completed with the NAMSS Bylaws.  
· The Board of Directors will submit proposed amendments to the general membership at the Annual Conference or distributed by a method approved by the Board.
· Notice of proposed changes shall be sent to the voting members at least fifteen (15) days prior to an Association meeting or distribution of the ballots. 
· Compile all comments and send to Board for review/discussion.
· If further changes are made, resend to Membership for comments.
· If no further changes are made, send to Membership for vote to approve/reject changes with timeframe to respond by.
· Compile votes and send to Board.
· The Board of Directors shall have the power by two thirds (2/3) to adopt such amendments to the Bylaws as are in the Board’s judgment technical or legal modifications, clarifications or renumbering, or amendments made necessary because of punctuation, spelling or other errors of grammar or expression. Such amendments shall be effective immediately. 
· These Bylaws may not be unilaterally amended by either the members or by the Board of Directors. 
· The Bylaws will be reviewed and approved in accordance with the NAMSS Bylaws Committee policy. 
· Once approved:
· President needs to sign/date revised copy.
· Send copy to NAMSS to file and/or review if needed.
· Ensure updated copy of Bylaws gets posted to WAMSS Website
· Send revised copy to Membership with notice of results of vote

Proposed Amendments to the WAMSS Bylaws: 
Any active member may propose amendments to the Bylaws Chair. 

Reporting at Meetings:
· Create a report for each board meeting or at the request of the WAMSS Board.  This report will include any activity or updates since the last report.  If no updates, this can be reported out as such.
· Create a report for the WAMSS Annual Conference Membership Meeting that captures a summary from the fiscal year (June-May) of any updates about the Bylaws or areas that are impacted by the Bylaws within WAMSS. 

Standard Operating Procedures

Annual collection of the “Confidentiality/Conflict of Interest Form:
New and current Board Members need to annually sign the “Confidentiality/Conflict of Interest Form”.  
Collection of these forms will happen as soon as possible after the new Board Members are sworn in.
· Update the Excel WAMSS Board Chairs 2019 and forward Tracking of Conflict-of-Interest Confidentiality Forms document 
· add tab for the current years (ex: 2025-2026)
· include columns for: Volunteer Position, Volunteer Leader Name, Email address for work and WAMSS if applicable, Date sent email to leader, date reminder sent to leader, date reminder sent to leader, Date COI received back and complete, date forms PDF’d sent to Secretary, Notes.
· Review WAMSS Volunteer Leader Agreement Conflict of Interest Form word document for any changes and rename it with the date reviewed. 
· Create group email to the Volunteer Leaders (ok to use the previous year email and update contacts and dates). Attach the Volunteer Leader Agreement Conflict of Interest Form to the email and request return by a due date. Use the Excel Tracker in the first step to ensure all forms are received and submitted. 
· As the forms are returned, review timely to ensure all initials, signatures and blanks are filled in appropriately. Bylaws Chair signs and dates the form (ok to sign your own). 
· After all Volunteer Leader Agreement Conflict of Interest Forms are received create a PDF of all forms together.
· Send email to WAMSS Secretary with the PDF of all the Volunteer Leader Agreement Conflict of Interest finalized forms to store. 
· Send email to WAMSS Webmaster or Communications Chair to save the PDF of all the Volunteer Leader Agreement Conflict of Interest finalized forms on the WAMSS website under Leader Volunteer Documents.
· If there are any changes to the Volunteer Leaders during the year of service, please collect upon initiation forms from new Volunteer Leaders and follow the submission process above to the Secretary and Webmaster or Communications Chair.

Document Storage:
The Bylaws Chair retains the Excel WAMSS Board Chairs COI Form. All documentation should be forwarded to the new Bylaws Chair when a new appointment occurs.
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