	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	Bylaws of the
NORTH CAROLINA STATE CHAPTER of
          The American Payroll Association
A Non-Profit Association
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	ARTICLE I
NAME
	

	
	
	

	
	

	
	The name of this organization shall be the NORTH CAROLINA STATE CHAPTER of the American Payroll Association (NORTH CAROLINA STATE CHAPTER of the APA).

ARTICLE II
PLACE OF BUSNINESS

The location of the principal office of the NORTH CAROLINA STATE CHAPTER of the APA shall be in North Carolina at such location to be determined by the Board of Directors.

ARTICLE III
PURPOSE

The purpose of the Chapter shall be:
1. To increase the skill level of the Payroll Professional through education.
2. To promote and enhance the image of the payroll professional throughout the state of North Carolina.
3. To provide Payroll Professionals with networking opportunities and to provide a forum for the effective exchange of payroll knowledge, trends and ideas.
4. To promote the highest standards of professional practice and payroll ethics.
5. To provide quality resources to North Carolina employers.
6. To promote the beneficial activities of the National American Payroll Association.

ARTICLE IV
MEMBERSHIP 

Classes of Membership and Qualifications

·  Regular Member – All individuals must be an active member of the American Payroll Association (APA National Member).  Non-active APA National Members who are co-workers of regular members may join at the regular member price.  Only Regular Members may serve on the Board of Directors.  It is a condition of membership that members are expected to share their knowledge and experiences and to make a positive contribution to the chapter.

· Associate Member – Individuals who are not an active member of the American Payroll Association may be Associate Members.  As with the Regular Member, the Associate Member is expected to share their knowledge and experiences to make a positive contribution to the chapter.



Admission to Membership

· Regular Membership – To be admitted to membership, a candidate must be actively engaged in or closely related to, the payroll function within his/her organization. They must complete the membership application and accompany it with the first year’s dues.

· Associated Membership – To be admitted to membership, a candidate must be actively engaged in or closely related to, the payroll function within his/her organization.  They must complete the membership application and accompany it with the first year’s dues.

Termination of Membership

· Revocation of Membership – Members may be reprimanded, suspended or expelled by the Board of Directors for violations of these Bylaws or Code of Ethics or any other conduct that discredits the Chapter or the payroll professional.  In the case of termination of membership, membership dues paid will not be refunded.

· Reinstatement of Membership – Any persons whose membership has been terminated may, upon written request and explanatory statement to the Board of Directors, have their membership reinstated upon a majority vote of the Board of Directors.

Voting

· Regular Members – Each Regular and Associate Member shall have one vote in the affairs of the Chapter.

· Quorum – At least 25 percent of the members of the Association shall constitute a quorum.  A majority of those present will determine all matters requiring a vote of the membership.

ARTICLE V
SPONSORSHIP

Classes of Sponsorship

· Bronze Level – $500.00  
            Company Logo on Website for One Year                                                                       
            Link to Company Website from Chapter Website for one year
            Recognition at monthly meetings 
            Vendor brochures and promotional materials for vendor table at CPP Study Group                                                                                                                                      
            Posting of Job Openings on Website                                                                                                                           
            Five Chapter memberships for one year                                                                                   
            One voucher for free 4-day CPP Study Group Registration



                                                           

· Silver Level – $750.00                                                                                                                         Company Logo on Website for One Year                                                                                 
      Link to Company Website from Chapter Website for one year
      Recognition at monthly meetings                                                                                                  
      Vendor brochures and promotional materials for vendor table at CPP Study Group
Posting of Job Openings on Website                                                                                                                                                                                                                                                                                                                                                                                              Eight Chapter memberships for one year                                                                                          Two vouchers for free 4-day CPP Study Group Registration                                                                                               Eight Free Admissions to Holiday Dinner



· Gold Level – $1,000.00                                                                                                                      Company Logo on Website for One Year                                                                                   
Link to Company Website from Chapter Website for one year
Paragraph long description of your company’s services and benefits on Chapter Website                                                                            Recognition at monthly meetings and 5 minutes of podium time at one of our meetings                                                                                                       Vendor brochures and promotional materials for vendor table at CPP Study Group                                                                                                                                                                                                                                                          Posting of Job Openings on Website                                                                                                                        Twelve Chapter memberships for one year                                                                                   Three vouchers for free 4-day CPP Study Group Registration                                                                                               Twelve Free Admissions to Holiday Dinner


· Platinum Level – $1,500.00                                                                                                                      Company Logo on Website for One Year                                                                                                Link to Company Website from Chapter Website for one year                                                                                                                 Paragraph long description of your company’s services and benefits on Chapter Website                                                                            Recognition at monthly meetings and 5 minutes of podium time at one of our meetings                                                                                                       Vendor brochures and promotional materials for vendor table at CPP Study Group                                                                                                                                                                                                                                                           Posting of Job Openings on Website                                                                                                                        Unlimited Chapter memberships for one year (limited to current employees of the company)                                                                                   Five vouchers for free 4-day CPP Study Group Registration                                                                                               Unlimited Free Admissions to Holiday Dinner (limited to current employees of the company)                                                                                                                                                   Banner displayed as sponsor of Holiday Dinner (banner not provided by the Chapter)                                                    
 

All Sponsorship levels are also requested to supply reasonable Door Prizes for one meeting.

For more information about sponsorships, contact our Membership Coordinator







ARTICLE VI
DUES and FEES

Dues Schedule

Chapter dues are $30.00 per year per person for regular members and $45.00 per year per person for associate members.  The Board of Directors shall determine each class of membership and membership dues amounts can be changed for the good of the Association.

Fiscal Year

The fiscal year of the Chapter shall be January 1 through December 31.

Dues Payment

Regular and associated membership dues for a new member shall be payable and submitted in full with the Membership Application.  Dues for renewing members are due and payable by January 1 of each year.  Membership dues are not prorated.

Removal for Non-Payment

Members who fail to pay their prescribed dues and other obligations shall be dropped from the rolls and thereupon forfeit all rights and privileges of membership.  Upon payment of delinquent dues or obligations the member shall be reinstated.

ARTICLE VII
MEMBERSHIP MEETINGS

Regular

There shall be regular meetings of the general membership held monthly on the third Thursday from February through October.  No meeting is scheduled in November due to the Carolina’s Payroll Conference.  In December, the Chapter hosts an annual Christmas dinner.

Special

The President of the Board of Directors may call special meetings of the chapter upon written request of 25 percent of the voting members of the Chapter.

ARTICLE VIII
BOARD OF DIRECTORS

Power and Responsibilities

The Board of Directors shall have supervision, control and direction of the affairs of the Chapter; shall determine its policies or changes therein within the limits of the Bylaws; shall actively pursue its purposes, conduct of its business as shall be deemed advisable, and may, in the execution of the powers granted, appoint such agents as it may consider necessary.

Composition

The Board of Directors shall be composed of the Executive Committee and up to 5 at-large Directors.  The Executive Committee shall be comprised of the following officers:  President, Vice-President, Past-President, Secretary and Treasurer.  All members of the Board of Directors shall be elected from the general membership.  All members of the Board of Directors shall be Regular Members in good standing.

Election

The Board of Directors shall be elected by a majority vote of Regular and Associate Members utilizing an electronic voting system.  Notice of election shall be communicated to membership at least two weeks prior to voting period.   Voting period to be held five (5) business days.

Term of Office

The members shall elect all members of the Board of Directors every fiscal year in November.
New officers are announced at Annual Christmas Dinner.  New officers and/or directors shall take office January 1 following elections and shall serve through December 31 of the same year.

Meetings

The Board of Directors shall meet as deemed necessary between regularly scheduled Membership meetings upon the call of the President at such times and places as he/she may designate and shall be called to meet upon demand of a majority of its members.  Board of Directors meetings shall be open to the Chairperson of all active committees.

Quorum

A simple majority of the Board of Directors shall constitute a quorum.

Absence

Any member of the Board of Directors unable to attend a duly called meeting of the Board shall be required to notify the President of the Chapter 2 days prior to the meeting. The President may deem the resignation of the Director effective upon three consecutive unauthorized absences without notification by the Director to the President.

Resignation and Removal

Any Board of Directors member may resign at any time by giving written notice to the President, the Secretary or to the Board of Directors.  Such resignation shall take place at the time specified therein, or, if not specified, at the time of acceptance thereof as determined by the President or Board of Directors.  A member of the Board of Directors may be removed from his or her position upon 2/3 vote of the Board at a legally called meeting.  Any officer or Director subject to such a vote shall be granted the privilege to represent him/herself in person or in writing, either prior to or at the time of the vote.

Vacancies

Any vacancies which may occur on the Board of Directors due to death, resignation or otherwise, may be filled by appointment of the President and confirmed by a majority of the Board of Directors.  Appointed members of the Board shall serve the remainder of the unexpired term of the position on the Board for which they are appointed.

Voting

Any decision of the Board of Directors shall be a majority vote of the Directors voting, provided that a quorum participates in the vote.

ARTICLE IX
OFFICERS

Officers

The officers of the Association who shall be regular members of the Association shall be a President, one or more Vice-Presidents (the number thereof to be determined by the Board of Directors), the Past President, a Secretary, a Treasurer, and such officers as may be elected in accordance with the provisions of this Article.  Any two or more offices may be held by the same person, except the offices of President and Secretary.

Election and Term of Office

The officers of the Association shall be elected every year by the members in November by an electronic voting system.  Announcement of the new officers will be made at the annual Christmas dinner in December.  If the election of officers is not held in November, such election shall be held as soon as thereafter as possible.  Each officer shall hold office for a term of one year.

Removal

Any officer elected or appointed by the members may be removed by the members whenever in their judgment the best interests of the Association would be served thereby, but such removal shall be without prejudice to the contract rights, if any, of the officer so removed.  Removal of any officer, with or without cause, shall be immediately effective upon presentation of a petition demanding such removal at any regular or special meeting of the members.  Such petition shall contain signatures of not less than 50 percent of the then current members of the Association.  Any officer absent from three consecutive meetings of members or three consecutive meetings of officers without good cause, shall by upon majority vote of the Board of Directors, be removed from office and so notified by the Board.



Vacancies

Any vacancy in any office due to death, resignation, disqualification or otherwise, may be filled by the Board of Directors for the remaining portion of the term.

President

The President shall be an active regular member in good standing.

Responsibilities:
1. Preside over meetings
2. Be a member, ex officio, of all committees
3. Coordinate the establishment of goals for the chapter each year
4. Secure meeting location and backup location for the year
5. Ensure (purchase) thank you gifts are presented to speakers
6. Notify Webmaster of Speaker name and topic for meetings
7. Ensure chapter laptop and projectors are available for meetings if needed
8. Purchase door prize ($25.00 Gift Card) for Full Day Meeting
9. Purchase Hostess Gift ($50 Gift Card) for 4-days for CPP Study Group
10. Plan Annual Christmas dinner (games, gift exchange, Toys for Tots)

Vice-President

The Vice-President shall be an active regular member in good standing.

Responsibilities:
1. In the event the President becomes unable to finish the term for which he/she is currently serving, accept position of President and finish the current presidential term.
2. Preside over meetings in the absence of the president
3. Coordinate annual election process
4. Secure speaker for each meeting (Chair Speaker Committee)
5. Submit request for RCH prior to each meeting and prepare certificates
6. Submit request for RCH prior to CPP Study Group sessions
7. Scan completed certificates to be kept on Chapter External hard drive

Past-President

The Past-President shall be an active regular member in good standing.

Responsibilities:
1. Mentor to new officers to ensure consistency in chapter functions

Secretary

The Secretary shall be an active regular member in good standing.

Responsibilities:
1. Record minutes of each meeting to be posted on website
2. Prepare chapter announcements and/or newsletters and correspondence and distribute
3. Preside over meetings in the absence of the president and vice-president
4. Ensure Chapter Banner is presented at all gatherings
5. Print and distribute RCH certificates at each meeting
6. Receive scanned copy of sign in list and enter names for drawing to include Door Prize winners (5 additional chances) for Free Conference Registration awarded in August

Treasurer

The Treasurer shall be an active regular member in good standing.

Responsibilities:
1. Maintain accurate checkbook
2. Disburse all chapter funds and collects dues
3. Report financial status of chapter upon request from board members
4. Prepare annual budget
5. Prepare annual tax returns (may choose to use outside tax preparer)
6. Ensure current Sign In Sheet at all meetings
7. Scan completed Sign In Sheet to be kept on Chapter External hard drive
8. Reconcile bank accounts, Scan statements to be kept on Chapte0r External hard drive


Education Coordinator

The Education Coordinator shall be an active regular member in good standing.

Responsibilities:
1. Secure location to hold CPP Study Group
2. Set dates for each session.
3. Order Payroll Source CD to provide chapter copies and questions and answers to facilitators (Print and mail to those that need hard copy)
4. Secure facilitators to teach each chapter.  Provide copy of previous year’s PowerPoint presentation for update.
5. Prepare 4-day schedule to ensure 6 RCH per day
6. Require revised PowerPoint presentation prior to session and load on Chapter laptop or Flash drive
7. Request facilitators provide handout (using handout format.  May need to coordinate printing for those that do not have access to print.
8. Encourage facilitators to use the allotted time.   Suggest creating Jeopardy game for chapter that can be used to reinforce major points if session finishes early.
9. Contact vendors for handouts or give aways


Membership Coordinator

The Membership Coordinator shall be an active regular member in good standing.

Responsibilities:
1. Ensure all members receive Certificate of Membership promptly
2. Ensure Chapter and Conference brochures are available at all meetings
3. Ensure Chapter Business Cards are available at all meetings
4. Chair membership committee to recruit new members
5. Follow up with members that do not renew to encourage them to continue their membership
6. Prepare “Welcome Package” for visitors to include application, brochures, business card and NC APA trinket
7. Recruit Sponsors

Hospitality Coordinator

The Hospitality Coordinator shall be an active regular member in good standing.

Responsibilities:
1. Purchase and provide snacks for monthly meetings to include paper products
2. Choose menu and order lunch for CPP Study Group (each session)
3. Choose menu and order lunch for Full-Day Meeting
4. Choose menu and order dinner for Annual Christmas dinner
5. Purchase snacks for breakfast and breaks for CPP Study Group and Full Day meetings
6. Purchase $10 gift cards for CPP Study Group facilitators

Webmaster

The Webmaster shall be an active regular member in good standing.

Responsibilities:
1. Update monthly meeting notices to announce Speaker and topic
2. Post all job openings received promptly and notify members of new listings
3. Add interesting and useful links

Conference Co-Chair

The Conference Co-Chair shall be an active regular member in good standing.

Responsibilities:
1. Represent the North Carolina Chapter as a member of the Conference Co-Chairs.  Co-chairs are responsible for making all decisions related to hosting the Carolinas Payroll Conference.   Registration for the NC Co-Chair is paid by the NC Chapter.  Paid registration is limited to one Co-Chair each year.  All other expenses are the responsibility of the Co-Chair.

ARTICLE X
CONTRACTS, CHECKS, DEPOSITS AND FUNDS

Contracts

The Board of Directors may authorize any officer or officers, agent or agents of the Association, in addition to the officers so authorized by these Bylaws, to enter into any contract or execute and deliver any instrument in the name of and on behalf of the Association.  Such authority may be general or confined to specific instances.

Checks and Drafts

All checks, drafts or orders for the payment of money, notes, or other evidences of indebtedness issued in the name of the Association shall be signed by such officers, agent, or agents of the Association and in such manner as shall from time to time be determined for resolution of the Board of Directors.  In the absence of such determined by the Board of Directors, such instruments shall be signed by the Treasurer.  All checks issued in the amount greater than $500 must be authorized by the President or Vice-President.  The President or Vice-President must authorize any checks issued directly to the Treasurer.

Budget

A budget shall be compiled by the Treasurer and presented to the Board of Directors.  After the Board has approved the Treasurer’s recommendations, the Budget for the upcoming year shall be presented to the membership at the March meeting and voted on by the active membership.


Deposits

All funds of the Association shall be deposited from time to time to the credit of the Association in such banks, trust companies or other depositories as the Board of Directors may select.

Gifts

The Board of Directors may accept on behalf of the Association any contributions, gift, bequest or devise for the general purpose or for any special purpose of the Association.

ARTICLE XI
AMENDMENTS

These bylaws must be amended by a 2/3 vote at any meeting of the Chapter.

ARTICLE XII
CODE OF ETHICS
1. To be mindful of the personal aspect of the payroll relationship between employer and employee and to ensure that harmony is maintained through constant concern for the Payroll Professional’s fellow employees.
2. To strive for perfect compliance, accuracy and timeliness of all payroll activities
3. To keep abreast of the state of the payroll art with regard to developments in payroll technologies.
4. To be current with legislative developments and actions on the part of regulatory bodies, insofar as they affect payroll.
5. To maintain the absolute confidentiality of the payroll within the procedures of the employer.
6. To refrain from using Association activities for one’s personal self-interest or financial gain.
7. To take as one’s commitment the enhancement of one’s professional abilities through the resources of the American Payroll Association.
8. To support one’s fellow Payroll Professionals, both within and outside one’s organization.

ARTICLE XIII
DISSOLUTION

The Chapter shall use its funds only to accomplish the objectives and purposes specified in these bylaws, and no part of said funds shall inure, or be distributed, to the members of the Chapter.  Upon dissolution of the Chapter any funds remaining shall be distributed to one or more regularly organized and qualified charitable, educational, or philanthropic organizations to be selected by the Board of Directors.
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