
STANDING RULES
COLORADO ASSOCIATION OF LEGAL SUPPORT STAFF

Article VIII, Section 1(B) of the Bylaws of this Association authorizes the Board of Directors to adopt such rules of procedure as are needed to direct the affairs of this Association.
A copy of these Standing Rules shall be furnished to each member of the Board of Directors.  Amendments to these Standing Rules can be extracted from the minutes of the Board Meetings.  Members of the Board of Directors shall keep their file copies up to date and said copies shall remain with their files.
Standing Rules may be:

A.
Adopted by a majority vote of the Board present.

B.
Amended or rescinded by a majority vote of the Board present, upon 30 days notice.
C.
Amended or rescinded by a two-thirds vote of the Board present, without notice.

D.
Suspended for one meeting by a majority vote of the Board present.
1.
OFFICERS AND CHAIRS – Vacancies.

The Board of Directors of this Association shall have the power to declare a vacancy in any office or committee chair of this Association, if such officer or chair does not perform the duties of the office or chair.
2.
OFFICERS' DUTIES.

A.
General - Elected and appointed officers shall:
(1)
Keep a file record of all actions taken in such office.
(2)
Submit a written report for each Board Meeting and the Annual Meeting as requested by the Secretary.
(3)
Send copies of all correspondence to the President.
(4)
Submit itemized expense statements (with available receipts attached) to the Treasurer as soon as the expense is incurred, but no later than ten (10) days prior to each Board Meeting and twenty (20) days prior to the Annual Meeting.
(5)
The President, President Elect and Vice President shall retain only the current file and two prior years' files.  The Secretary shall retain all files as a permanent record of this Association.  The Treasurer shall retain files and financial records for so long a period of time as required by the Internal Revenue Service or any other taxing entity.  The Parliamentarian shall retain the files for the current year and two prior years, except the Parliamentarian shall permanently maintain a copy of the Association's Articles of Incorporation, Bylaws and Standing Rules and each chapter's bylaws.
(6)
Relinquish the files at the close of the Annual Meeting.
B.
The President shall:
(1)
Ascertain that all files are delivered to the incoming officers and chairs.
(2)
Furnish information to the Secretary for preparation of the meeting notices.
(3)
Appoint an Audit Committee of three (3) members.
(4)
Appoint a Minutes Approval Committee of three (3) members at each Board Meeting and at the Annual Meeting.
(5)
Appoint three (3) Tellers at the Annual Meeting, who shall not be delegates or nominees for office.
(6)
Appoint three (3) Tellers at any Board Meeting when it becomes necessary to do so.
C.
The President Elect shall:
(1)
Assist the Membership Chair with organization of new chapters.
(2)
Prepare the State of the Association six (6) times throughout the fiscal year regarding Association activities to be distributed to all members.
(3)
Investigate any allegations brought against a member for unethical conduct and report findings to the Executive Committee for further action and recommendations.
D.
The Vice President shall:
(1)
Work with members of this Association to promote the Association in the media including newspapers, bulletins, television, radio and other means of public relations.
(2)
Be the legal education liaison with the chapters of this Association.
(3)
Coordinate with chapters or other entities to host Board Meetings.
E.
The Secretary shall:
(1)
Maintain a permanent file of the Minutes of all meetings of this Association.
(2)
Mail the Annual Meeting certification of delegate/alternate forms to each State Representative at least ninety (90) days prior to the Annual Meeting.
(3)
Send notice of Board Meetings pursuant to the Bylaws, including a request for reports, to each member of the Board of Directors and to Committee Chairs.
(4)
Send notice of the Annual Meeting pursuant to the Bylaws, directing that annual reports be submitted to the Secretary at least twenty (20) days prior to the Annual Meeting.
(5)
Contact each chapter and member-at-large for contributions to the President' s gift which is presented at the Annual Meeting.
F.
The Treasurer shall:
(1)
Distribute Expense Claim forms to Board members.
(2)
Pay any budgeted amounts for expenditures without prior authorization of the Board.  Any payment over budget shall be approved by the Board prior to payment.
(3)
Notwithstanding the preceding paragraph, pay expenses incurred by a committee project authorized by the Board without further approval.
(4)
Request all officers and committee chairs to submit budget recommendations sixty (60) days prior to the First Board Meeting for the next year, and prepare a proposed budget for approval by the Board of Directors.
(5)
Close the Association' s books twenty (20) days prior to the Annual Meeting and deliver the books to the Audit Committee prior to the Annual Meeting.
(6)
Have the Association's books available for audit at other times as may be designated by the Executive Committee or the Board of Directors.

(7)
Prepare and maintain a roster of the officers, chairs and members.  The roster shall be provided to the officers, committee members and state representatives.  A roster shall also be provided to any member of this Association, upon request.
(8)
Reimburse the CALSS President and CALSS Secretary for their registration fees for board meetings.

(9)
Reimburse the CALSS President for the cost of the president’s room and reimburse the CALSS Secretary for one-half the cost of a double room for board meetings.

(10)
Reimburse mileage expenses at the current rate recommended by the Internal Revenue Service for officers and chairmen who have a need to travel on official CALSS business and for speakers who travel to present CALSS-sponsored seminars.
G.
The Parliamentarian shall:
(1)
Provide copies of the Bylaws and Standing Rules of this Association to any member requesting the same.
(2)
Give instructions to delegates prior to the Annual Meeting.
(3)
Instruct Tellers at the Annual Meeting.
(4)
Provide ballots and motion forms at all meetings of the Association.
(5)
Maintain current copies of the bylaws of the local chapters.
3.
EXECUTIVE COMMITTEE MEETINGS.
The Executive Committee shall meet no less than three times per year.
4.
ANNUAL MEETING.
A.
Intent to bid for the next year' s Annual Meeting shall be given to the Board of Directors at the Third Board Meeting.
B.
Chapters intending to bid shall, if possible, include the hotel and a tentative date in their bid presentation.
C.
The Annual Meeting Chair shall deliver files to the new Annual Meeting Chair within sixty (60) days following the Annual Meeting.
D.
The Annual Meeting Chapter shall choose the Annual Meeting Chair and shall advise the President by September 30.
E.
At the Third Board Meeting, the Annual Meeting Chair shall present a motion, in writing, stating:  (i) proposed dates for the Annual Meeting; (ii) proposed hotel; and (iii) proposed total cost of the registration fee.  Such motion shall also include a provision for the Annual Meeting Chair to change the date or hotel if circumstances require.
F.
At least two members of the Annual Meeting Committee shall be designated to co-sign checks for authorized disbursements from the CALSS Annual Meeting Fund maintained by CALSS.
G.
A complete record of all monies received and disbursed shall be prepared and submitted to the Treasurer within sixty (60) days of the Annual Meeting.

H.
The Annual Meeting is not anticipated to be a money-making project.  However, net profits, if any, shall be retained by the hosting chapter or entity.

5.
NOMINATIONS.
The Nominating Committee shall:
A.
Prepare a "Call to Nominations" which shall be published in an issue of the State of the Association prior to the Third Board Meeting.
B.
Verify that nominees for President Elect shall have served at least one (1) year as an elected officer of this Association.
C.
Present a slate of officers and candidate qualifications to the President and Secretary for mailing with the Official Call for Annual Meeting.
6.
BOARD OF DIRECTORS MEETINGS.
A.
The Second and Third Board Meetings shall be hosted by affiliated chapters or other entities on a voluntary basis.
B.
Board meetings are not considered money-making projects.  However, net profits, if any, shall be retained by the hosting chapter or entity.
7.
DUTIES OF COMMITTEES.
A.
General - Committee chairs shall:
(1)
Submit a written report for each Board Meeting and Annual Meeting as requested by the Secretary.  The annual report shall contain any recommendations for revisions to the Guidelines.
(2)
Keep a written record of all actions taken.  Retain only the current file and two prior years, files.
(3)
Send copies of all correspondence to the President.
(4)
Submit itemized expense statements with available receipts to the Treasurer as soon as the expense is incurred, but no later than ten (10) days prior to each Board Meeting and twenty (20) days prior to the Annual Meeting.
(5)
Deliver files to the successor chair or the incoming President at the Annual Meeting, except the Annual Meeting Chair, who shall have an additional sixty (60) days.
B.
Audit Committee:
(1)
Shall review the books of the Association at times as specified by the Board of Directors.

(2)
Shall prepare a report to the Board of Directors regarding the results of each audit.
C.
Bulletin Committee:
(1)
Shall entitle the bulletin De Novo.
(2)
Shall set deadlines for receipt of materials to be used in the bulletin.
(3)
Shall publish six (6) issues or the number approved by the Executive Committee and arrange for its distribution.
D.
Continuing Legal Education Committee:
(1)
Shall provide assistance when required to chapters presenting seminars.
(2)
Shall arrange seminars in locations as determined by the Committee members.
(3)
Shall work with local chapters to cosponsor seminars. CALSS will be responsible for all expenses, and profits will be split equally between CALSS and the cosponsoring chapter.  The registration fee, excluding the cost of meals, for the CALSS Continuing Legal Education Chair, or his/her designee, and the chair for the cosponsoring chapter shall be waived.
E.
Credentials Committee:
(1)
Shall receive a copy of the completed certification form from each chapter.
(2)
Shall verify the certification form from each chapter with the membership roster for the fiscal year immediately preceding the Annual Meeting.
(3)
Shall prepare a Credentials Report to be read at the opening of the Annual Meeting.
F.
Guidelines Committee:
(1)
Shall prepare, edit and/or maintain a recommended set of procedures for committee members, Board of Directors members and the Executive Committee.
(2)
Shall distribute copies of the recommended guidelines as necessary.
G.
History Committee:

(1)
Shall obtain pictures and articles for the History Book.
(2)
Shall maintain other documents and information as a permanent history of the Association.
H.
Marketing/Professional Association Liaison Committee:

(1)
Shall be the coordinator of public relations for CALSS.

(2)
Shall be assisted by the Vice President in marketing this Association.

(3)
Shall maintain a current list of all Colorado bar associations and other law related professional associations.

(4)
Shall correspond with professional association representatives for purposes of marketing the Association.
I.
Membership Committee:

(1)
Shall diligently pursue all leads for prospective members.

(2)
Shall assist in the organization of new local chapters.

J.
Outstanding Member Committee:

(1)
Shall arrange for the state recognition of members nominated for Outstanding Member.

(2)
Shall present suitable gifts at the Annual Meeting.

K.
Pro Bono Committee:

(1)
Shall be the coordinator of pro bono activities for CALSS.

(2)
Shall maintain a current list of all Colorado bar associations and other law related professional associations.

(3)
Shall coordinate volunteer activities and assistance by CALSS on behalf of bar associations and other related professional associations.
L.
Professional Certification:
(1)
Shall maintain information and applications for all professional certification programs available to legal support staff personnel, and provide the same to members upon request.

(2)
Shall assist the Continuing Legal Education Committee in arranging seminars or study groups to promote professional certification for members.

M.
Scholarship Committee:

(1)
Shall make recommendations for annual scholarships to members and/or nonmembers.

(2)
Shall arrange for distribution of scholarship applications.

(3)
Shall arrange for judging of scholarship applications.

(4)
Shall award scholarships at the times and in the amounts determined by the Board of Directors.

(5)
Shall assist the Ways and Means Committee with fund raising.

N.
Ways and Means Committee:

(1)
Shall investigate, recommend and arrange fundraising options for approval by the Executive Committee or the Board of Directors.

(2)
Shall provide the Treasurer with all money collected in fundraising efforts together with an accounting for the same.

O.
Web Site Committee:

(1)
Shall maintain the Association's web site at www.calss.org.

(2)
Shall process any requests or updates received as Webmaster regarding the web site.

8.
THE ADVISORY GROUP (TAG).

The Advisory Group (TAG) is comprised of past presidents of this Association and past presidents of the Colorado Association of Legal Secretaries.  TAG shall provide advice and support to the Board of Directors and shall offer assistance to all members with regard to the Association's activities.

9.
ROSTERS.
Mailing lists and/or rosters shall not be distributed by any members without prior approval of the Executive Committee.  In the event the Executive Committee does not approve distribution to a vendor or other requesting party, that vendor or requesting party shall be offered the opportunity to advertise at a minimal charge in the de Novo.
10.
NOTICES.

The preferred method of sending notices to members is e-mail.  Notice sent electronically to the most recent e-mail address provided by any member of the Association will be considered sufficient notice for all purposes set forth in the Bylaws or these Standing Rules.
ADOPTED September 26, 1998
AMENDED September 20, 2003
AMENDED January 23, 2004
AMENDED September 24, 2005
AMENDED May 6, 2006
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