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PREFACE 

 
 

The Tennessee Association of Parliamentarians, hereinafter known as TAP, issued a directive for the 

development of a Board Policy/Handbook.  The Policy/Handbook is published for use by the officers, 

chairmen, unit presidents, and the MAL representative of TAP.  The purpose of this manual is to provide 

the necessary information to assist you in doing an effective job. 

 

Remember, you are the chosen leader.  Be familiar with the contents of this Policy/Handbook.  This book is 

to be used in assisting the training of local unit officers and committees. 
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TAP OBJECTS 

 

 

To promote the study and practice of parliamentary procedure; 

 

To promote educational programs of NAP at the state level; 

 

To bring into closer cooperation the parliamentarians of the state; 

 

To interest deliberative groups in the democratic practice of 

parliamentary procedure in their government; 

 

To promote opportunities for the study of parliamentary law; 

 

To assist in the development and growth of units; 

 

To assist in arranging district conferences. 
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TENNESSEE ASSOCIATION OF PARLIAMENTARIANS 
BYLAWS 

 

 

 

ARTICLE I.  NAME 

 

The name of this Association shall be the Tennessee Association of Parliamentarians, a chartered division of the National 

Association of Parliamentarians (NAP).  This organization shall hereinafter be referred to as the Association or TAP. 

 

Section 1. Unit Names.  The name for all units shall adhere to the use of Greek letters only. 

 

 

ARTICLE II.  OBJECT 

 

The object of the Association shall be: 

 To promote the study and practice of parliamentary procedure;  

 To promote educational programs of NAP at the state level; 

 To bring into closer cooperation the parliamentarians of the state; 

 To interest deliberative groups in the democratic practice of parliamentary procedure in their government; 

 To promote opportunities for the study of parliamentary law; 

 To assist in the development and growth of units; 

 To assist in arranging district conferences. 

 

 

ARTICLE III.  MEMBERS 

 

Section 1. Membership.  Membership in TAP shall be composed of all NAP members who reside in Tennessee or a Tennessee 

Metropolitan area, either as a unit member or members-at-large, plus affiliated members. 

 

Section 2. Classification. 

A.  Unit members shall be NAP/TAP members who belong to a unit. 

B.  Members-at-large shall be NAP/TAP members who do not belong to a unit. 

C.  TAP members may belong to only one unit at a time for purposes of the count for NAP convention delegate 

representation. 

D.  Affiliate members shall be those NAP members who are members of another Association.  They shall not serve 

on the board of directors of TAP nor as delegates or alternates from the Association to conventions of NAP. 

E.  Unit affiliate members shall be those TAP members who are members of another unit in TAP and wish to carry a 

membership in an additional unit.  They shall not be counted in the unit membership for purposes of 

representation to NAP. 

F.  Provisionals of units shall be those who desire to study parliamentary law.  Provisionals may vote on unit matters 

and may hold office (except president and vice-president) as the unit bylaws may provide.  Provisionals may 

attend and participate in annual meetings and other educational activities, but may not hold office, make motions 

or vote. 
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G.  Student Groups are high school students who are interested in increasing their knowledge of parliamentary 

procedure.  Each Student Group shall elect its own officers and make its own rules.  Members of Student Groups 

may attend and participate in annual meetings and other educational activities, but may not hold office, make 

motions or vote. 

 

Section 3. Good standing.  A member in good standing shall be one whose current NAP/TAP dues have been paid and who shall 

be in compliance with NAP/TAP bylaws.  The member shall be current in unit dues, if a member of a unit.  A member 

in good standing may resign by letter of resignation to the TAP president and to NAP.  The TAP president shall 

forward such notification of resignation to the TAP treasurer within ten (10) days. 

 

Section 4. Reinstatement.  Reinstatement shall require a payment of current NAP/TAP dues (and unit dues, if a member of a 

unit) and a five-dollar ($5.00) reinstatement fee to TAP and compliance with TAP and unit requirements.  The 

reinstatement fee shall be waived for members who resigned in accordance with these bylaws. 

 

 

ARTICLE IV.  DUES 

 

Section 1. Annual dues shall be fifteen dollars ($15.00) and provisionals shall be five dollars ($5.00). 

 

Section 2. Dues for TAP unit members and members-at-large shall be due and payable to NAP headquarters January 1 each year 

and are delinquent on February 1.  Membership shall be forfeited if not paid by March 1.  The president shall notify, 

in writing, the member whose membership is forfeited, with a copy to the unit president or MAL representative, or as 

directed by NAP. 

 

Section 3. Provisional dues are payable at the time the member is placed on the unit roster.  Provisional dues accepted for the 

first time between October 1 and December 31 shall apply to the next year.  Thereafter, provisional dues are payable 

January 1 of each year and are delinquent February 1.  TAP provisional status shall be forfeited if dues are not paid by 

March 1.  The unit treasurer shall collect provisional dues and forward to the TAP treasurer along with information 

needed to list them in the Membership Manual. 

 

Section 4. The president shall send a list of all delinquent members to all respective unit presidents and the MAL representative. 

 

Section 5. The treasurer shall keep, on file, the official membership roster based upon receipt of dues.   

 

Section 6. Dues from a NAP/TAP member accepted for the first time between September 1 and January 1 shall apply to the next 

year's dues. 

 

Section 7. At the close of the annual meeting each unit shall provide the elected officers, a membership roster designating 

officers, members, and provisionals, with complete addresses, telephone numbers, fax and e-mail addresses.  By 

September 1 each unit shall furnish an updated roster to the TAP president for billing purposes. 

 

Section 8. The fiscal year shall be from May 1 through April 30. 

 

 

ARTICLE V.  OFFICERS 

 

Section 1. The elected officers shall be president, vice-president, recording secretary, corresponding secretary, and treasurer. 

 

Section 2. Eligibility. 

A.  To be eligible for the office of president or vice-president, a member shall have been a member in good standing 

for the past two (2) years and shall have served one (1) term on the board of directors. 

B.  To be eligible for the office of recording secretary, corresponding secretary or treasurer, a member shall have 

been a member in good standing for the past full year. 

 

Section 3. Term.  Elected officers shall serve until their successors are elected.  Their term of office shall begin at the close of the 

annual meeting at which they are elected. 

 

Section 4. Duties of officers.  Officers shall perform the duties provided in this section and such other duties as are prescribed for 

the office in these bylaws, the standing rules, and in the adopted parliamentary authority. 
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A. The President shall: 

1.  Be the chief executive officer and official spokesperson of TAP 

2.  Appoint a parliamentarian with the approval of the executive committee 

3.  Appoint with approval of the executive committee, chairmen of the standing committees 

4.  Provide membership chairman with a current listing of all units and MALs.  Provide current membership 

listings to the corresponding secretary, treasurer, the membership chairman, and the communication 

chairman 

5.  Provide to NAP Headquarters a current listing of all members along with addresses, telephone numbers and 

e-mail addresses each October 

6.  Perform such other duties as may be assigned or required by NAP 

7.  Perform such other duties as may be assigned by the Association or the board of directors. 

 

 

 

B. The Vice-President shall: 

1.  In the absence of or the inability of the president, preside over all Association meeting 

2.  Organize and conduct educational programs on parliamentary procedure and related skills in conjunction 

with the annual meetings 

3.  Perform such other duties as may be assigned by the Association or the board of directors. 

C.  The Recording Secretary shall: 

1.  Record the minutes and keep the records of the TAP annual meetings, executive committee, and board of 

directors meetings 

2.  Perform such other duties as may be assigned by the Association or the board of directors. 

D. The Corresponding Secretary shall: 

1.  Conduct the general correspondence of the organization, which is not a function of other officers or 

committees 

2.  Prepare the TAP Yearbook and mail to each member within thirty (30) days of the close of the annual 

meeting 

3.  Ensure the following statement is included in the Membership Manual:  “This book shall not be used for 

professional or business promotion nor personal financial gain.” 

4.  Perform such other duties as may be assigned by the Association or the board of directors. 

E. The Treasurer shall: 

1.  Be the custodian of all funds of TAP 

2.  Pay all bills, by check, as authorized by the board of directors or, in an emergency by the president 

3.  Ensure all applicable members unit dues are current and notify the TAP president by March of their status for 

determining the voting status for the annual meeting 

4.  Serve as ex-officio member of the budget and finance committee 

5.  Perform such other duties as may be assigned by the Association or the board of directors. 

F.  Each officer shall: 

1.  Deliver to their successor all official records pertaining to the office within fifteen (15) days after resignation 

or adjournment of the TAP meeting, with the exception of the recording secretary and the treasurer, who 

shall deliver the official records within thirty (30) days 

2.  Prepare a written annual report for the annual meeting 

3.  Perform the duties prescribed by these bylaws and by the parliamentary authority adopted by the society 

 

 

ARTICLE VI.  NOMINATIONS AND ELECTIONS 

 

Section 1. Committee election.  A Nominating Committee of three members in good standing, each from a different area, shall 

be elected at each TAP annual meeting.  Nominations shall be made from the floor.  When more than three (3) are 

nominated, the election shall be by ballot and a plurality vote shall elect.  If only three (3) members are nominated, the 

election may be by viva voce.  No member shall serve two (2) consecutive terms.  At the adjournment of the TAP 

annual meeting, the incoming recording secretary shall call the newly elected committee together and preside over the 

election of a chairman.  Vacancies in the committee shall be filled by the executive committee. 

 

Section 2. The nominating committee shall nominate at least one (1) qualified candidate for each office.  Written consent to 

serve if elected must be obtained from the nominee.  At least forty-five (45) days prior to the TAP annual meeting, the 

nominating committee shall submit its nominees to the president for enclosure with the call to the TAP annual 

meeting.  The work of the committee may be conducted by correspondence, conference call or e-mail.  To the extent 
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possible, no more than two (2) nominees shall be from the same unit. 

 

Section 3. The nominating committee shall submit its nominees to the TAP annual meeting; nominations may be made from the 

floor provided written consent to serve if elected has been obtained.  Election shall be by ballot but may be viva voce 

if there is only one (1) nominee for the office.  A majority vote shall elect. 

 

 

ARTICLE VII.  ANNUAL MEETING 

 

Section 1. Annual Meeting.  There shall be an annual meeting in the second quarter of each year, the date and location to be set 

by the board of directors.  The business of the annual meeting shall be to receive written reports of officers and 

committee chairmen, elect officers, elect a nominating committee, amend bylaws, and to transact any other business 

that may properly come before it. 

 

 

 

Section 2. Composition.  The voting body of the annual meeting shall be those unit or MAL members who have designated 

Tennessee as their primary association with NAP, who are in good standing with both NAP and TAP, and who have 

paid the registration fee for the annual meeting.   TAP affiliate members, members of student groups and provisionals 

shall not be eligible to vote. 

 

Section 3. Attendance.  Upon payment of a registration fee set by the board of directors, the annual meeting shall be open to all 

members and visitors. 

 

Section 4. The president shall appoint such committees as needed for all necessary annual meeting arrangements.  The president 

shall issue the call to the annual meeting at least thirty (30) days prior to the annual meeting, enclosing with the call:  

the report of the nominating committee, any proposed amendments to the bylaws, and the proposed agenda.  The call 

shall be mailed to each member. 

 

Section 5. Postponement or Cancellation.  In the event of an emergency, the board of directors by a two-thirds vote may 

postpone or cancel an annual meeting, voting may be by correspondence, telephone or e-mail. Prior to the scheduled 

meeting, all members shall be notified of the postponement or cancellation. The board shall determine a method 

permitting members to nominate and vote by correspondence for the officers and the nominating committee. 

 

Section 6. Quorum.  A quorum shall be a majority of the voting members registered at the annual meeting. 

 

 

ARTICLE VIII.  BOARD OF DIRECTORS 

 

Section 1. Composition and powers.  The members of the board of directors shall be the elected officers, standing and special 

committee chairmen, unit presidents or designated alternates (to be a unit officer), nominating committee chairman, 

and a member-at-large representative.  The parliamentarian shall be a non-voting member of the board of directors.  

The board of directors shall have the authority to adopt its own rules and the power to transact business during the 

interim between annual meetings, but it may not modify any annual meeting action.  It shall adopt the annual budget.  

It shall make a report of its activities to the annual meeting.  The board of directors shall have the authority to declare 

the office vacated of any officer or director who fails to adequately perform their duties. 

 

Section 2. Quorum.  The quorum shall be five (5) members, one (1) of whom shall be the president or vice-president.  Voting 

may be by correspondence, conference call or e-mail. 

 

Section 3. Meetings.  The board of directors shall meet within thirty (30) days of the close of the annual meeting, and once in the 

forty-five (45) day period prior to the annual meeting.  Special meetings require ten (10) days written notice and may 

be called by the president or shall be called at the written request of three (3) members of the board of directors. 

Notice for special meetings may be sent by electronic mail for facsimile (fax) transmission.  In the event of an 

emergency, board members may waive the requirement for ten (10) days written notice by submitting the waiver in 

writing to the recording secretary either prior to the called meeting or at the called meeting. All regular and special 

meetings may be held by telephone, so long as each member can hear and participate, or by electronic 

communications. 

 

Section 4. The call of a special meeting shall require at least ten (10) days notice by telephone or electronic means.  The meeting 
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may be called by the president or at the written request of three (3) members of the board of directors.  Board 

members may waive the requirement for ten (10) days written notice by submitting the waiver in writing to the 

recording secretary at the called meeting. 

 

Section 5. Observers. With the exception of the executive sessions, members of TAP may attend meetings of the board of 

directors as observers. 

 

Section 6. Vacancies.  A vacancy in the office of president shall be filled by the vice-president.  The vacancy thus created and 

any other vacancy in office shall be filled by ballot vote by the board of directors.  The ballot vote may be by 

correspondence or electronic communications. 

 

Section 7. NAP convention delegates.  National convention representatives shall be the president, vice-president, four (4) other 

members of the board of directors, and one additional delegate for up to the first five (5) primary members-at-large for 

the association and an additional delegate for each additional five primary members-at-large or major fraction thereof 

for the association as of March 1 of convention year.  The delegates and alternates shall be elected by the board of 

directors.  TAP shall pay the registration fee for the president.  Expenses for other delegates may be allocated by the 

board of directors according to funds available. 

 

 

ARTICLE IX.  EXECUTIVE COMMITTEE 

 

Section 1. Composition.  The members of the executive committee shall be the elected officers.  The parliamentarian shall serve 

as advisor without vote.  

 

Section 2. The executive committee shall exercise the authority of the board of directors between meetings of the board only to 

the extent: 

A.  Necessary to take action on unanticipated business between board of directors meetings. 

B.  The newly elected executive committee shall meet promptly following the adjournment of the annual meeting 

business session to elect a member-at-large representative to the board of directors and to advise the president in 

the selection of standing committee chairmen 

C.  Report any action taken to the board of directors for ratification 

D.  Fill any vacancy in the nominating committee 

E.  Perform such other duties as may be assigned by the annual meeting or the board of directors and as prescribed in 

these bylaws 

 

Section 3. Meetings. Meetings of the executive committee shall be called by the president or any two (2) members of the 

executive committee with at least five (5) days notice by email or telephone. 

 

Section 4.Quorum.  A quorum shall be three (3) members of the executive committee, one of whom shall be the president or 

vice-president.  In the event of a state or national emergency, the need for a quorum is suspended, and the executive 

committee, as many as may be located, is authorized to handle the business of the association until such time as the 

state of emergency is concluded. 

 

Section 5. Voting may be by correspondence, conference call or e-mail. 

 

 

ARTICLE X.  COMMITTEES 

 

Section 1. Standing committees.  The standing committees shall be:  Alpha Brown awards, budget and finance, bylaws, 

communications, education, strategic planning, membership, Webmaster and youth.  The chairman of each committee 

shall be appointed by the president with the approval of the executive committee.  Each standing committee shall 

develop a plan of work and submit it to the board of directors for approval at the first board of directors meeting of the 

newly-elected board of directors.  The work of committees may be conducted by correspondence, conference call or e-

mail. 

 

Section 2. Duties.  The duties of the standing committees shall be:  

A.  Alpha Brown Awards.  To promote TAP Achievement through the local units and individual members. 

B.  Budget and finance.  To prepare and submit an annual balanced budget to the board of directors at least thirty (30) 

days prior to the annual meeting. 

C.  Bylaws.  To submit recommendations for Association action on proposed amendments referred to it in 
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accordance with Article XIII. 

D.  Communications.  To promote TAP through the press and other media, as authorized by the board of directors 

E.  Education.  To advance interest in the study and use of proper parliamentary procedure and to assist the vice-

president in organizing educational programs in conjunction with the annual meeting of the Association. 

F.  Strategic Planning. To study, develop, and promote methods for future growth of TAP. 

G.  Membership.  To promote membership and the organization of new units. 

H.  Webmaster.  To promote TAP through the website, as authorized by the board of directors. 

I.  Youth.  To develop methods of attracting and retaining youthful members and to promote participation of 

youthful members in the programs of NAP and TAP. 

 

Section 3. Each committee chairman shall keep records of committee activities, prepare a report for each board meeting, prepare 

an annual report for the annual meeting, and deliver all records and committee papers to the incoming chairman within 

fifteen (15) days after resigning or of the adjournment of the TAP annual meeting. 

 

Section 4. Special Committees.  Special committees shall consists of the Audit Committee and the president shall appoint such 

other special committees as the board of directors or the annual meeting may deem necessary. 

 A.  The Audit Committee will audit the records of the TAP Treasurer.  The president will appoint the Audit 

Committee at least one (1) month prior to the annual meeting.  The treasurer shall provide the records to the 

committee within ten (10) days of the annual meeting.  The committee will have completed the audit within ten (10) 

days of receiving the books.  The final audit will be presented to the next board of directors meeting for adoption. 

 

Section 5. The president shall be ex-officio a member of all committees except the nominating committee and the audit 

committee. 

 

Section 6. The parliamentarian shall serve as a non-voting member of the board, may attend executive committee meetings as an 

advisor, and shall serve on the Bylaw committee. 

 

 

ARTICLE XI.  DISSOLUTION 

 

In the event of the dissolution of TAP, its assets and records shall be forwarded to NAP or with NAP approval, distributed under 

Section 501(c)(3) of the Internal Revenue Code and in accordance with the laws of the State of Tennessee.  No funds shall inure 

to the benefit of individual members. 

 

 

ARTICLE XII.  PARLIAMENTARY AUTHORITY 

 

Rules contained in the current edition of "Robert's Rules of Order Newly Revised" shall govern the proceedings of TAP in all 

cases not provided for in these bylaws or in any special rules of order. 

 

 

ARTICLE XIII.  AMENDMENTS 

 

These bylaws may be amended at any TAP annual meeting by a two-thirds vote, provided that the proposed amendments have 

been sent to the members at least thirty (30) days prior to the annual meeting with the call.  Amendments may be proposed by the 

board of directors, the bylaws committee, and the units or by members.  They must be submitted to the bylaws committee at least 

sixty (60) days prior to the annual meeting for review and consolidation for presentation to the annual meeting with 

recommendations for action. 

 

Adopted:  April 8, 1995 

Amended:  April 13, 1996 

Amended:  May 3, 1997 

Amended:  May 1, 1998 

Amended:  May 1, 1999 

Amended:  April 29, 2000 

Amended:  April 28, 2001 

Amended:  May 4, 2002 

Amended:  May 3, 2003 

Amended:  April 28, 2007 

Amended: April 19, 2008 
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TENNESSEE ASSOCIATION OF PARLIAMENTARIANS 

BOARD OF DIRECTORS 
SPECIAL RULES OF ORDER and STANDING RULES 

 

 

 

 
SPECIAL RULES OF ORDER 

 
1.  The budget may be amended by the board of directors at a regular or special meeting by a majority vote without previous 

notice. [10-28-1995] 

2.  The Board of Directors may postpone matters to its next session even though the time may exceed three (3) months. 

[05-11-1996] 

 

 

GENERAL RULES 

 
1.  The TAP roster shall not be used for personal financial gain. [05-11-1996] 

2.  The board shall establish the locations and dates of meetings not established in the bylaws.  The dates and locations may be 

subject to emergency change. 

3.  All board of directors’ meetings shall be held in a central location of the State of Tennessee. [05-27-2006] 

4.  Voting by Mail:  The question upon which action is desired shall be clearly stated; the ballot shall carry instructions and a 

specific date for return in order for the ballot to be counted; at least fifteen (15) days shall be allowed for the ballot return 

from the date it is transmitted; and, the report of the tellers shall be recorded in the next occurring meeting of the board of 

directors.   

5.  Any member who serves on the board of directors in more than one capacity shall have only one vote. 

6.  All resignations shall be reported to the board and recorded in the minutes.   

7.  The vice-president and treasurer shall be responsible for the purchase of the president's pin for the incoming president, 

which will remain in that president's possession, and for the purchase of the gift, not to exceed twenty-five dollars ($25.00) 

for the outgoing president.  The price of each shall be a line item in the budget. 

8.  A TAP yearbook shall include general information, bylaws, Association standing rules, officers, committees and 

membership roster.  The following statement shall be printed in the front of each TAP Membership Manual, “This book 

shall not be used for professional or business promotion, nor personal financial gain.”  [03-22-2003] 
9.  All expenses of the annual meeting and the previous board shall be presented to the treasurer no later than fifteen (15) days 

after the adjournment of the annual meeting.  [05-12-2001] 

10.  In the event of the death of a past president or a current TAP officer, a remembrance in the amount of fifteen dollars 

($15.00) shall be given to the NAP Educational Foundation.  [05-11-1996] 

11.  All official documents dissimulated by members of the board shall include the date of the document.  [09-21-1996] 

12.  The Board of Directors shall adopt a Board Policy Manual and shall review on a yearly basis to ensure the Manual is in 

compliance with the TAP Bylaws and Standing Rules.  The Manual may be updated as needed with a majority vote.  The 

Manual shall replace the previous “Board of Directors Manual of Operation.”  [03-22-2003] 

 

 

ANNUAL MEETING 

 

1.  The Annual Meeting location shall be rotated around the geographical areas of the units.  

2.  The Call to the Annual Meeting and TAP educational programs shall be sent to all TAP members, TAP affiliate members, 

provisional members and student group advisors and presidents. [03-18-2000] [03-16-2002] 

3.  All Annual Meetings shall be planned and budgeted to be self-supporting and any profit made from the Annual Meeting 

shall go into the Annual Meeting/Education Account.  [05-11-1996] 
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DUTIES OF OFFICERS 

 

1.  The recording secretary shall: 

a.  be permitted to use a recording device at all meetings and shall be permitted to request a second member to 

record as a preventative measure   

b.  send the minutes to all board members within three (3) weeks of the meeting by USPS or electronic 

communication  [03-22-2003] 

c.  corrections to the minutes shall be written and returned to the secretary within ten (10) days of members receiving 

them, by USPS or electronic communications.  The secretary shall hold corrections until the next meeting where 

additional corrections and approval shall be made at that meeting   [03-22-2003] 

d.  maintain record book(s) in which the bylaws, special rules of order, standing rules, and minutes are entered, with 

any amendments to these documents properly recorded, and to have the current record book(s) on hand at every 

meeting 

e.  USPS mail or email to all absent board members copies of all reports submitted to the board along with the 

minutes of the meeting. [09-16-2006]  

 

2.  The corresponding secretary shall: 

a.  upon notification, by the president, send the TAP Membership Manual and directory to all new TAP members 

along with a letter of welcome.  [03-22-2003] [09-16-2006] 

b.  maintain the updates and delivery of the Board Policy and Handbook Manual.  [05-31-2003] 

3.  The treasurer shall: 

a.  be authorized to keep the TAP Sales Tax Exempt Certificate and send a copy to any board member or committee 

chairman, upon request, with an expiration date not to exceed thirty (30) days past the adjournment of the annual 

meeting 

b.  set aside two hundred dollars ($200) as a line item to be accrued in each budget for NAP meetings   

c.  pay all fixed expenditures without presenting items for vote   

d.  require written request for reimbursement and receipts for any expenses paid to officers, board members or 

committee chairmen  

e.  all expenses shall be paid by the treasurer within twenty (20) days after the adjournment of the annual meeting 

and all records be closed for audit purposes.  [05-12-01] 

f.  Upon receipt of provisional dues to the TAP treasurer, the treasurer shall notify the TAP president, corresponding 

secretary, membership chairman, and communications chairman of all new provisional members [to include unit, 

name, address, telephone number, email address].  [05-27-2006] 

g.  TAP treasurer to send dues notice to all provisional members in December of each year with notification to the 

unit president and the TAP president.  Provisional members shall send dues to the TAP treasurer.  [05-27-

2006]    

h.  TAP treasurer shall notify the TAP president and the unit president of any provisional member who is delinquent 

on membership dues. [05-27-2006] 

i.  TAP treasurer shall notify the TAP president, corresponding secretary, membership chairman, communications 

chairman and unit president upon forfeiture of provisional membership.  [05-27-2006] 

 
 

PROVISIONAL MEMBERS 

 

a. Provisional members shall not be placed on the TAP membership rolls until dues are received by the TAP 

treasurer.  This shall indicate their membership date.  [05-27-2006] 

b. Provisional dues accepted for the first (1
st
) time between October 1 and December 31 shall apply to the next 

year’s dues.  [05-27-2006] 

c. Provisional dues are due and payable January 1 of each year and are delinquent on February 1.  TAP provisional 

membership shall be forfeited if not paid by March 1. [05-27-2006] 
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DUTIES OF COMMITTEES  

 

1.  The Awards Program shall be a line item in the annual budget.  Two awards shall be given at each  annual meeting.  The 

awards shall be the TAP Individual Achievement Award and the TAP Unit Achievement Award.  The unit award and the 

individual award may be a gift certificate for NAP sales material.  [09-19-1998] [03-16-2002] 

 

2.  The Bylaws Committee shall consist at all times of at least three (3) members, one of whom shall be a registered or 

professional registered member. 

 

3.  The Budget and Finance Committee shall submit an annual balanced budget to the board at least thirty (30) days prior to 

the annual meeting for adoption before the opening session of the annual meeting.   [09-19-1998] 

 

4.  The Audit Committee shall receive the treasurer's records within ten (10) days of the closure of the financial statements of 

the annual meeting and shall have completed the audit within ten (10) days of receiving the records. The final audit shall be 

presented at the next board of directors meeting for adoption.  [05-12-2001] 

 

5.  The Webmaster shall be appointed by the president with approval of the Executive Committee; shall be a member of the 

Board of Directors; shall promote TAP through the website, as authorized by the Board of Directors; prepare an annual 

report for the TAP Annual Meeting; shall develop a web-page for the Association; shall assist local units in developing a 

web-page; shall maintain the website and keep all information up-to-date.  [09-16-2006] 

 

 

 

 

 

 
 
10-28-95 
05-11-1996  amended 

09-21-1996  amended 

09-19-1998  amended 
03-18-2000  amended 

05-12-2001 amended 

03-16-2002  amended 
03-22-2003  amended 

05-27-2006  amended 

09-16-2006  amended 
 



2008– 2009 TAP Board of Directors Policy & Handbook Manual Page 14 of 44  

2008 — 2009 

TAP OFFICERS AND BOARD OF DIRECTORS 
 

Executive Committee 
    

President: Glenda Fetherling Vice  Dr. Charles A. Schulz, PRP 

 4756 Bowfield Drive President 5313 Maxima Cove West 

 Antioch, TN  37013-2927  Memphis, TN 38120-1562 

 Home:  615.834.2073 

Email: gfetherling@bellsouth.net 
 Home: 901.682.8819 

Office: 901.678.8822 

FAX: 901.678.3096 

Email: parlipro@bellsouth.net 

   Email: caschulz@memphis.edu 

    

Recording Charlotte Buchanan, PRP Corresponding Marjorie Norris, Chairman 

Secretary 7005 Lennox Village Dr.  Unit C6 Secretary 3010 Henderson Road 

 Nashville, TN  37211-7058  Springfield, TN  37172-6095 

 Home:  615.834.4261  Home:  615.382.2981 

 Email:  rbuch49381@aol.com  Email:  marjorienorris@bellsout.net 

    

    

Treasurer Annette Key Parliamentarian Chip Harris 

 72 Echo Cove  3512 Norfolk Court 

 Collierville, TN  38017-2506  Mt. Juliet, TN 37122-7572 

 Home:  901.853.8592  Home: 615.754.0242 

 Office:  901.457.2243  Office: 615.963.7600 

 Fax:  901.457.2227  FAX: 615.963.5709 

 Email:  annttkey@aol.com  Email: charris2@aol.com 

   Email: charris@tnstte.edu 

    

Board of Directors’ Committees 
    

Alpha Ben Carpenter, PRP Budget and Sara F. Frazer 

Brown 4791 Marlin Avenue Finance 4905 Petersburg Road 

Awards Memphis, TN  38117-6211  Knoxville, TN  37921-3010 

 Home:  901.683.3405  Home:  865.588.6098 

 Email:  bencarp@bellsouth.net   

    

Bylaws Janice L. Stapleton, RP Communications Robert “Barry” Blair, Ph.D, 

 2436 Piney Grove Church Rd.  Associate Professor 

 Knoxville, TN  37921-3763  Jennings A. Jones College of Business 

 Home:  865.694.1103  MTSU  P.O. Box 40 

 Email: stapleton2146@bellsouth.net  Murfreesboro, TN  37132 

   Office:  615.898.5284 

   Fax:  615.898.5438 

   Email:  rbblair@mtsu.edu 

    

Education Doris Ann Hendrix Membership Jennifer F. Thompson 

 2604 Sunset Place  845 Barbara Drive 

 Nashville, TN 37212-4816  Memphis, TN 38108-3219 

 Home:  615.297.8456  Phone: 901.324.5184 

 Email:  dahendrix@comcast.net  Email: cthom61@bellsouth.net 

    

    

mailto:annttkey@aol.com
mailto:bencarp@bellsouth.net
mailto:stapleton2146@bellsouth.net
mailto:rbblair@mtsu.edu


2008– 2009 TAP Board of Directors Policy & Handbook Manual Page 15 of 44  

    

    

    

Youth Chip Harris Webmaster Gladys Carr 

 3512 Norfolk Court  621 Center Street 

 Mt. Juliet, TN 37122-7572  Madison, TN  37115-5001 

 Home: 615.754.0242  Home:  615.612.7615 

 Office: 615.963.7600  Email:  gigicarrcps@aol.com 

 FAX: 615.963.5709 

Email: charris2@aol.com 

Email: charris@tnstte.edu 

 

 

 Email:  gladys.carr@state.tn.us 

 

    

Long Range Charlotte Buchanan, PRP Video/Audio Jennifer F. Thompson 

Planning 7005 Lennox Village Drive  Unit C6 Conferencing 845 Barbara Drive 

(special) Nashville, TN  37211-7058 (special) Memphis, TN 38108-3219 

 Home:  615.834.4261  Phone: 901.324.5184 

 Email:  rbuch49381@aol.com  Email: cthom61@bellsouth.net 

    

    

Nominating Barbara Carter Nominating Marsha Gupton 

Committee 668 County Road 290 Members 2723 Mailan Drive 

 Bryant, AL  35958-4408  Nashville, TN  37206-1012 

 Home:  256.597.3531  Home:  615.228.4606 

 Email:  ebcarter@farmerstel.com  Office:  615.253.0824 

Email: marsghgup@comcast.net 

    

    

Units and MAL Representative 
    

Alpha Sara F. Frazer Beta Dr. Charles A. Schulz, PRP 

 4905 Petersburg Road  5313 Maxima Cove West 

 Knoxville, TN  37921-3010  Memphis, TN  38120-1562 

 Home:  865.588.6098  Home:  901.682.8819 

 Email:  sarafrazer@bellsouth.net  Office:  901.678.8822 

   Fax:  901.678.3096 

   Email:  caschulz@memphis.edu 

   Email:  parlipro@bellsouth.net 

    

Gamma Carl Levi, RP Delta Marsha Gupton 

 3628 Glendon Drive  2723 Mailan Dive 

 Chattanooga, TN  37411-4524  Nashville, TN  37206-1012 

 Home:  423.698.3397  Home:  615.228.4606 

 Office:  423.209.7295  Office:  615.253.0824. 

 Fax:  423.209.7294  Fax:  615.747.4766 

 Email:  CarlL@mail.hamiltonTN.gov  Email:  marshagup@comcast.net 

   Email:  marsha.gupton@state.tn.us 

    

Epsilon Charlotte Buchanan, PRP MAL Rep Paul D. Kersey 

 7005 Lennox Village Dr.  Unit C6  1174 Screamer Drive 

 Nashville, TN  37211-7058  Lynnville, TN 38472 

 Home:  615.834.4261  Home: 913.762.6472 

 Email:  rbuch49381@aol.com  Email: pkersey@lcss.us 

    

mailto:charris2@aol.com
mailto:charris@tnstte.edu
mailto:gladys.carr@state.tn.us
mailto:rbuch49381@aol.com
mailto:ebcarter@farmerstel.com
mailto:marsghgup@comcast.net
mailto:sarafrazer@bellsouth.net
mailto:caschulz@memphis.edu
mailto:parlipro@bellsouth.net
mailto:CarlL@mail.hamiltonTN.gov
mailto:marshagup@comcast.net
mailto:marsha.gupton@state.tn.us
mailto:pkersey@lcss.us
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General Information 

 
 
The Tennessee Association of Parliamentarians, a chartered division of the National Association of 
Parliamentarians, is a non-profit organization.  TAP seeks to encourage the study and practice of 
parliamentary procedure. 
 
TAP OBJECTS 
 The objects of TAP are to: 

 promote the educational programs of NAP; 

 bring into closer cooperation the parliamentarians of the state; 

 interest deliberative groups in the democratic practice of parliamentary procedure in their 
local government;  

 promote opportunities for the study of parliamentary law; 

 assist in the development and growth of local units; 

 assist in arranging District Three conferences. 
 
STRUCTURES 

The work of the Tennessee Association of Parliamentarians is carried on through its local units and 
members-at-large.  Each unit is a self-governing unit, planning its programs and activities to assist 
in educating persons, in their locality, in the proper use of parliamentary procedure.  The bylaws of 
each unit must conform to the policies of the National Association of Parliamentarians and the 
Tennessee Association of Parliamentarians. 

 
TRADEMARKS 

National Association of Parliamentarians®, NATIONAL PARLIAMENTARIAN®, NAP with Mace 
Design®, RP®, PRP® is the approved trademark of the National Association of Parliamentarians. 
[Rules and information:  Standing Rule 20.00 adopted by the Board of Directors of the National Association of 

Parliamentarians , page 30 2005-2007 Membership Manual.] 

 
Chartered constituent bodies of NAP are authorized to use all trademarked symbols of NAP on 
letterheads, membership cards, and other official documents, stationery, and emblems.  Individual 
members, so long as they continue their membership in good standing, are authorized to wear NAP 
emblems and use trademarked symbols of NAP on letterheads and professional cards to identify 
themselves as members of NAP, but the use of trademarked symbols of NAP on other printed 
material or for any other purpose is expressly prohibited to individual members unless specifically 
authorized by the board of directors or the material is printed directly under the authority of NAP. 
 
Published NAP educational materials may be duplicated for educational purposes only.  The 
educational material must state that it is the property of NAP. 
 
Unless otherwise approved by the NAP Educational Foundation, the name ―NAP‖ may not be 
placed on any item that is personally created for educational purposes.   
 

CORRECT USAGE OF ―NAP‖ 
The NAP trademarks should be distinctive both in headlines and text so that they stand out from 
the rest of the material – such as all capital letters - NAP, in italics - NAP, bolder print - NAP, etc.  
NAP is not the single word ‗nap‘. 
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General Information 

 
 
When the mark is Federally registered, the registration notice should be used at least once in the 
most prominent place in every article, booklet, brochure, or other publication.  Variations of the 
trademark such as in the plural, the possessive as a noun, or as a verb, should not be used.  Do 
not change the spelling or design for any reason. 
 
The law places the burden upon a trademark owner to protect its mark; infringing by others should 
not be ignored and failure to follow all rules will minimize the value of the service mark. 
 [NAP Membership Directory page 30] 

 
CORRECT USAGE OF ―TAP‖ 

TAP should be distinctive both in headlines and text so that they stand out from the rest of the 
material – such as all capital letters – TAP, in italics – TAP, bolder print TAP, etc.  TAP is not the 
single word ‗tap‘. 

 
SERVICES 

TAP serves its membership through the following methods:  an Annual Meeting located in one of 
the three grand divisions of the State of Tennessee; district conferences conducted by NAP District 
Directors; workshops at the Annual Meeting, the District Three Conference, and TAP Board of 
Directors meeting; the availability of the board of directors for assistance to all units and individuals; 
individual members offer workshops to outside groups; leadership training; and the Volunteer Voice 
newsletter. 
 
Each year all members, provisional members and student groups of TAP receive the ‗TAP 
Membership Manual‘, which includes a roster [names, addresses, telephone numbers, Email 
addresses]  of all TAP officers, TAP committee chairmen, all members and provisional members of 
TAP, the TAP Bylaws, and the TAP Association Standing Rules. 

 
TENNESSEE ASSOCIATION OF PARLIAMENTARIANS VOLUNTEER VOICE 

The TAP Volunteer Voice is the official communication of TAP.  The expense of publishing and 
mailing is covered by each member‘s portion of state dues.  Any member of TAP may submit 
articles for publication. 

 
MEMBERSHIP 

Membership in NAP automatically places any individual residing in Tennessee on the membership 
list of TAP.  TAP offers the following classifications of membership:  unit member, members-at-
large, affiliate members, unit affiliate members, provisionals of units, and student groups.  [Bylaws 
Article III, Section 2] 
 
In accordance with TAP Bylaws and NAP Bylaws: membership dues are due and payable on 
January 1 of each year; dues become delinquent if not paid by February 1, and will be forfeited if 
not paid by March 1.  Dues from a member accepted for the first time between September 1 and 
January 1 shall apply to the next year‘s dues.  [Bylaws Article IV, Section 2 and Section 6] 
 
Provisional members‘ dues are collected are due at the time the member is placed on the unit‘s 
roster.  The dues shall be collected by the unit‘s treasurer and shall be sent to the TAP treasurer.  
[Bylaws Article IV. Section 3] 
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General Information 
 

 
DUTIES OF THE BOARD OF DIRECTORS 

 
 Duties of the board of directors shall be in accordance with TAP Bylaws, NAP Bylaws, and Robert‘s 
Rules of Order, Newly Revised. 
 
TAP Bylaws state the composition of the board of directors shall be a president; a vice president; a 
recording secretary; a corresponding secretary; a treasurer; all unit presidents or their designated member; 
the MAL representative; the nominating committee chairman, all standing committee chairmen; the 
parliamentarian without vote [Article VIII. Section 1] 
 
TAP Bylaws, the Board of Directors: 

 
01. shall establish the fee for registration to the Annual Meeting  [Article VII. Section 3]  
02. shall have the authority to postpone or cancel the Annual Meeting in the event of an emergency by a 

two-thirds vote  [Article VII. Section 5] 
03. in the event of an emergency, shall determine a method permitting members to nominate and vote by 

correspondence and   vote by correspondence for nominating and voting by mail for the officers and 
the nominating committee  [Article VII, Section 5] 

04. the quorum shall consist of five (5) members, one (1) of whom shall be the president or the vice 
president  [Article VIII. Section 2]  Voting may be by correspondence, conference call, or e-mail 

05. shall have the authority to adopt its own rules  [Article VIII. Section 1] 
06. shall transact business during the interim between Annual Meetings  [Article VIII. Section 1] 
07. shall adopt the budget  [Article VIII. Section 1] 
08. shall report its activities to the Annual Meeting  [Article VIII. Section 1] 
09. shall meet at least 3 times a year; one meeting within thirty (30) days of the close of the Annual 

Meeting, once in the third quarter, and once in the forty-five (45) day prior to the Annual Meeting  
[Article VIII. Section 3] 

10. shall permit special meetings of the board; require ten (10) days written notice and may be called by 
the president or with written request of three (3) members of the board of directors  [Article VIII. 
Section 3] 

11. shall have the authority to declare the office vacated of any officer or director who fails to adequately 
perform their duties  [Article VIII. Section 1] 

12. shall fill all vacancies by ballot vote on the board of directors except the position of president  [Article 
VIII, Section 4]  Ballot voting may be by correspondence or electronic communication. 

13. shall elect delegates and alternates for the NAP convention  [Article VIII, Section 5] 
14. TAP shall pay the registration fee for the president  [Article VIII, Section 5] 
15. shall allot funds for other delegates if funds are available  [Article VIII, Section 5] 
16. shall approve all committee‘ plans of work at the first board of directors  meeting of the newly-elected 

board of directors  [Article X, Section 1] 
17. shall set the date and location for the Annual Meeting in the second quarter of each year [Article VII, 

Section 1] 
18. shall submit a written report by each member of the board, at the Annual Meeting  [Article VII, Section 

1] 
19. may not modify any Annual Meeting actions [Article VIII, Section 1] 
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General Information 

 
 
TAP Standing Rules, the Board of Directors: 
 
01. shall, if needed, amend the TAP budget at a regular or special meeting by a majority vote without 

previous notice  [Special Rules of Order # 1.] 
02. shall, when needed, postpone matters to its next session even though the time may exceed three 

months  [Special Rules of Order # 2.] 
03. shall establish the locations and dates of meetings not established in the bylaws  [General Rules # 2.] 
04. shall hold board of directors meetings in a central location of the State of Tennessee [General Rules  # 

3] 
05. shall date all official documents dissimulated by members of the board  [General Rules # 11.] 
06. shall present expenses to the treasurer no later than 15 days after the adjournment of the Annual 

Meeting  [General Rules # 9] 
07. any member who serves on the board of directors in more than one capacity shall have only one vote  

[General Rules # 5] 
08. shall report all resignations to the board and the resignation shall be recorded in the minutes  [General 

Rules # 6] 
09. shall be adopted a Board Policy Manual and shall be reviewed on a yearly basis  [General Rules #12 
10. Board Policy Manual may be updated with a majority vote  [General Rules #12] 
11. TAP roster shall not be used for personal financial gain  [General Rules # 1] 
12. voting by mail:  the question upon which action is desired shall be clearly stated: the ballot shall carry 

instructions and a specific date for return in order for the ballot to be counted; at least fifteen (15) days 
shall be allowed for the ballot return from the date it is transmitted; and, the report of the tellers shall 
be recorded in the next occurring meeting of the board of directors  [General Rules # 4] 

13. all Annual Meetings shall be planned and budgeted to be self-supporting and any profit made fro the 
Annual Meeting shall go into the Annual Meeting/Education Account  [Annual Meeting # 3] 

 
 
RONR:  464-471 — Descriptions covered by the adopted parliamentary authority 
 
 

NOTES: 
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General Information 

 
 

DUTIES OF THE EXECUTIVE COMMITTTEE 
 
Duties of the Executive Committee shall be in accordance with TAP Bylaws, NAP Bylaws, and Robert‘s 
Rules of Order, Newly Revised. 
 
TAP Bylaws state the composition of the Executive Committee shall be the elected officers  [Article IX. 
Section 1]  the parliamentarian shall serve as advisor without  vote  [Article IX, Section 1] 
 
TAP Bylaws, Executive Committee: 
 
01. shall fill a vacancy occurring the nominating committee  [Article IX, Section 2D] 
02. shall act in an emergency arising between meetings of the board of directors  [Article XI. Section 2A] 
03. shall meet promptly following the adjournment of the Annual Meeting business to elect a MAL 

representative and advise the president in the selection of the standing committee chairmen  [Article 
XI, Section 2B] 

04. shall report any action taken to the board for ratification  [Article IX, Section 2C] 
05. shall perform other duties assigned by the Annual Meeting or the board of directors  [Article IX, 

Section 2D] 
06. quorum shall be three (3) members of the Executive Committee, one of whom shall be the president 

or vice president  [Article IX, Section 3] 
07. Executive Committee may vote by correspondence, conference call or email  [Article IX. Section 4] 
08. shall approve president‘s appointment of the parliamentarian  [Article V, Section 4A2] 
 
 
RONR: [page 468] 

 
01. may use "Procedure in Small Boards" for less formality 
02. descriptions covered by the adopted parliamentary authority 
 
 

NOTES: 
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General Information 
 
 

DUTIES OF THE TENNESSEE ASSOCIATION‘S OFFICERS 
 
 Duties of the Officers shall be in accordance with TAP Bylaws, NAP Bylaws, and Robert‘s Rules of 
Order, Newly Revised. 
 

 

PRESIDENT 

 
TAP Bylaws, the President 
 
01. shall notify, in writing, the member whose membership is forfeited, with a copy to the unit president or 

MAL representative or as directed by NAP  [Article IV, Section 2] 
02. shall send a list of all delinquent members to all respective unit presidents and  MAL representative  

[Article IV, Section 4] 
03. shall forward notification of resignation of a member to the treasurer within 10 days  [Article III. Section 

3] 
04. shall be chief executive officer & official spokesperson of TAP  [Article V. Section 4.A.1] 
05. shall appoint parliamentarian with approval of Executive Committee  [Article V, Section 4.A.2] 
06. shall provide corresponding secretary, treasurer, the membership chairman, and the communication 

chairman with current listing of all units and MALs  [Article V. Section 4.A.4.] 
07. shall provide NAP Headquarters a current listing of all members along with addresses, telephone 

numbers and email addresses each October  [Article V. Section 4.A.5] 
08. shall appoint such committees as needed for all necessary Annual Meeting arrangements  [Article VII. 

Section 4] 
09. shall issue the call to the Annual Meeting at least 30 days prior to the meeting  [Article VII. Section 4] 
10. shall, if needed, call a special meeting with 10 days written notice  [Article VIII. Section 3] 
11. shall serve as NAP convention delegate  [Article VIII. Section 5] 
12. shall select the standing committee chairmen, subject to the Executive Committee  [Article V. Section 

4.A.3] 
13. shall appoint an audit committee 1 month prior to the Annual Meeting  [Article X. Section 4.A] 
14. shall appoint such other special committees as the board or the Annual Meeting deem necessary  

[Article X. Section 4] 
15. shall be ex-officio member of all committees except the nominating & audit committees  [Section X. 

Section 5] 
16. shall prepare a report for the Annual Meeting  [Article V. Section 4.F.2] 
17. shall deliver all official records to successor within 15 days of adjournment of Annual Meeting or 

resignation  [Article V. Section 4.F.1] 
18. shall perform such other duties as may be assigned or required by NAP  [Article V. Section 4.A.6] 
19. shall perform such other duties as may be assigned by the Association or the board of directors 

[Article V. Section 4.A.7] 
20. shall perform the duties prescribed by these bylaws and by the parliamentary authority adopted by the 

society  [Article V. Section 4.F.3] 
21. shall receive from the Nominating Committee, at least forty-five (45) days prior to the Annual Meeting, 

a listing of the nominees  [Article VI. Section 2] 
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General Information 

 
 
TAP Board of Directors Standing Rules, the President 
 
01. shall send the ‗Call to the Annual Meeting‘ to each member in a sealed envelope, with first class 

postage  [Association Standing Rules # 4] 
02. shall send the ‗Call to the Annual Meeting‘ and TAP educational programs to all TAP members, TAP 

affiliate members, provisional members and student group advisors and presidents  [General Rules, 
Annual Meeting # 2] 

03. shall submit a report, in writing, at the Annual Meeting [Association Standing Rules # 6] 
 
 
RONR: [pages 432-440] 

 
01. to open the meeting at the appointed time 
02. ascertain that a quorum is present 
03. to announce in proper sequence the business that comes before the assembly or becomes in order in 

accordance with the prescribed order of business 
04. to recognize members who are entitled to the floor 
05. to state and to put to vote all questions that legitimately come before the assembly 
06. to announce the result of each vote 
07. to protect the assembly from obviously frivolous or dilatory motions 
08. to expedite business in every way compatible with the rights of members 
09. to decide all questions of order, subject to appeal 
10. to respond to inquires of members relating to parliamentary procedure or factual information 
11. to authenticate by their signature, when necessary, all acts, orders and proceedings of the assembly 
12. to declare the meeting adjourned when applicable 
 
 
Customary Procedure, the President 

 
01. shall arrange the meeting locations for the Board of directors meetings 
02. shall appoint an Annual Meeting Site Chairman 
03. shall assist the chairman with the menu selections 
04. shall arrange for the chairman to select a location for the Friday night meal before the beginning of the 

Annual Meeting, this is for those who wish to attend and is Dutch treat 
05. shall oversee the items requested and/or needed for the Annual Meeting at the hotel 

a) coffee only during Annual Meeting 
b) room setup in classroom style 
c) 8‘ table for registration with chairs and waste can (skirted) 
d) 8‘ table for sales with chairs and waste can (skirted) 
e) U.S. Flag on stand (if possible) 
f)      water on tables at all meetings 
g) head table for six at Annual Meeting (skirted) 
h) no head table for six at Banquet  [to be decided annually] 
i)      no head table for luncheon   [to be decided annually] 
j)      all menus must be preservative free and mushroom free, main preservatives allergic to is 

nitrates and mono sodium glutamate 
k) need brochures on area 
l)      what hotel decorations are available? 
m) color to tablecloths and napkins 

06. shall contact NAP Headquarters to request the form for requesting a National Representative 
07. shall fax or mail a ‗National Representative Request Form‘ to NAP Headquarters to arrange for a 

National Representative at the Annual Meeting 
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Customary Procedure, the President 
 
08. shall provide the Representative with ample information to schedule their travel arrangements, after 

NAP President confirms the National Rep  
09. send the NAP Rep copies of the bylaws, standing and special rules, and the ‗Call‘ 
10. shall inform the NAP Rep of the additional items the Board wishes them to do at the Annual Meeting 

(i.e. installation of officers) 
11. TAP pays all the expenses for the National Rep from the time they arrive in the city of meeting location 

until they depart; travel expenses to arrive in the appropriate city are covered by NAP 
12. shall reserve a room for the NAP Rep at the Annual Meeting location 
13. shall provide a complimentary fruit basket for the NAP Rep to be placed in his/her room (decide 

annually) 
14. shall purchase or make arrangements to have the NAP Rep‘s gift purchased 
15. shall invite the NAP District Three Director to the Annual Meeting 

a) all expenses paid by TAP, except travel, if District Director is National Rep 
b) Annual Meeting meals are covered by TAP 
c) registration fee is waived if presenting a workshop 

16. shall order the educational materials from NAP, ship to the Arrangements Chairman 
17. shall prepare a 10%+ list for all materials being sold;  the president may assign this to the treasurer 

with a complete list of all materials ordered 
18. shall oversee providing of:   calculator, sales book, pens, and petty cash ($25) for the sales table 
19. shall arrange, through the chairman, to have coffee and Danish at the pre-Annual Meeting board of 

directors meeting (decide annually) 
20. shall prepare head table seating charts and give to Arrangements Chairman for site preparation 
21. shall prepare all ‗Courtesy Resolutions‘ needed for presentation at the Annual Meeting  
22. shall prepare ‗TAP Credentials Report‘ forms and send to Arrangement Chairman 
23. shall prepare Annual Meeting evaluation forms to be included in the Annual Meeting packets 
24. shall arrange for the installation of the newly-elected officers 
25. items needed for the Annual Meeting business session 

a) individual for the ‗Welcome‘ 
b) individual for the ‗Response‘ 
c) individuals for the ‗Invocation‘ for all meetings and meals 
d) individual for the ‗Pledge of Allegiance to the Flag of the United States of America‘ 
e) Credentials chairman 
f)      Standing Rules chairman 
g) Program chairman 
h) Minutes Approval Committee 
i)     Tellers 
j)     Timekeeper 

 
 

NOTES: 
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VICE-PRESIDENT 
 
TAP Bylaws, the Vice-President 
 
01. shall preside over the Association meetings in the absence of or inability of the president to serve 

[Article V. Section 4.B.1] 
02. shall organize and conduct the education programs on parliamentary procedure and related skills in 

conjunction with the Annual Meeting  [Article V. Section 4.B.2] 
03. shall prepare a written report for the Annual Meeting  [Article V. Section 4.F.2] 
04. shall deliver all official records to successor within 15 days of the adjournment of the Annual Meeting  

[Article V. Section 4.F.1] 
05. shall fill the office of president in the event of a vacancy [Article VIII. Section 4] 
06. shall be a NAP convention delegate  [Article VIII. Section 5] 
07. shall perform such other duties as may be assigned by the Association or the board of directors  

[Article V. Section 4.B.3] 
08. shall perform the duties prescribed by these bylaws and by the parliamentary authority adopted by the 

society  [Article V. Section 4.F.3] 
 
TAP Board of Directors Standing Rules, the Vice-President 
 
01. shall be responsible for the purchase of the president's pin for the incoming president and for the 

purchase of the gift for the outgoing president, this is in conjunction with the treasurer  [General Rules 
# 7] 

02. shall include approximately four (4) hours of educational sessions at each Annual Meeting  
[Association Standing Rules # 5] 

03. shall submit a report, in writing, at the Annual Meeting [Association Standing Rules # 6] 
 
 
RONR: [pages 441-442] 
 
 

NOTES: 
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RECORDING SECRETARY 
 
TAP Bylaws, the Recording Secretary 
 
01. shall record the minutes and keep records of the Annual Meeting and board of directors meeting  

[Article V. Section 4.C.1] 
02. shall call newly elected nominating committee members together and preside over the election of a 

chairman [Article VI. Section 1] 
03. shall perform such other duties as may be assigned by the Association or the [Article V. Section 4.C.2] 
04. shall prepare an Annual Meeting report  [Article V. Section 4.F.2] 
05. shall deliver all official records to successor within 30 days of the adjournment of the Annual Meeting 

[Article V. Section 4.F.1] 
06. shall perform the duties prescribed by these bylaws and by the parliamentary authority adopted by the 

society  [Article V. Section 4.F.3] 
 

TAP Board of Directors Standing Rules, the Recording Secretary 

 
01. shall recorded in the minutes all reported resignations [General Rules # 6] 
02. shall prepare a compilation of all reports received at the Annual Meeting for publication in the TAP 

newsletter [Association Standing Rules # 6] 
03. shall be permitted to use a recording device at all meetings [Duties of Officers 1.a] 
04. shall be permitted to request a second member to record as a preventative measure [Duties of 

Officers 1.a] 
05. shall provide minutes only to board members present at the meeting, within 3 weeks after the meeting 

[Duties of Officers 1.b] 
06. shall maintain record book(s) in which the bylaws, special rules of order, standing rules, and minutes 

are entered, with any amendments to these documents properly recorded, and to have the current 
record book(s) on hand at every meeting [Duties of Officers 1.d] 

07. shall USPS mail or email to all absent board members copies of all reports submitted to the board 
along with the minutes of the meeting [Duties of Officers 1.e] 

08. shall receive corrections to the minutes within ten (10) days by USPS or electronic communications 
[Duties of Officers 1.c] 

09. shall hold corrections until the next meeting where additional corrections and approval shall be made 
at that meeting [Duties of Officers 1.c] 

 
 
RONR: [442-444] 

 
01. shall keep a record of all the proceedings of the organization 
02. shall keep on file all committee reports 
03. shall keep the organization's official membership roll (unless another officer has this duty) 
04. shall call the roll where it is required 
05. shall make the minutes and records available to members upon request 
06. shall notify officers, committee members, and delegates of their election or appointment 
07. shall furnish committees with whatever documents are required for the performance of their duties 
08. shall have on hand at each meeting a list of all existing committees and their members 
09. shall furnish delegates with credentials, if required for national convention 
10. shall sign all certified copies of acts of the society, unless otherwise specified in the bylaws 
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RONR:  The Recording Secretary 
 
11. shall maintain record books in which the bylaws, special rules of order, standing rules, and minutes 

are entered, with any amendments to these documents properly recorded, and to have the current 
record book on hand at every meeting 

12. shall conduct the general correspondence of the organization - that is, correspondence which is not a 
function proper to other offices, or to committees 

13. at the request of the president, shall prepare prior to each meeting, an order of business for the use of 
the presiding officer  

14. shall in the absence of the president and vice-president, call the meeting to order and preside until the 
immediate election of a chairman pro tem. 

 
 

NOTES: 
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CORRESPONDING SECRETARY 

 
TAP Bylaws, the Corresponding Secretary 
 
01. shall conduct general correspondence of the organization, which is not a function of other officers or 

committees [Article V. Section 4.D.1] 
02. shall prepare the TAP Membership Manual and mail to each member within thirty (30) days of the 

close of the Annual Meeting  [Article V. Section 4.D.2] 
03. shall ensure the following statement is included in the Membership Manual;  ―This book shall not be 

used for professional or business promotion nor personal financial gain.‖  [Article V. Section 4.D.3] 
04. shall perform such other duties as may be assigned by the Association or the board of directors  

[Article V. Section 4.D.3] 
05. shall prepare a written annual report  [Article V. Section F.2] 
06. shall deliver official records to successor within 15 days of the adjournment of the Annual Meeting  

[Article V. Section 4.F.1] 
07. shall perform the duties prescribed by these bylaws and by the parliamentary authority adopted by the 

society  [Article V. Section 4.F.3] 
 
TAP Board of Directors Standing Rules, the Corresponding Secretary 
 
01. upon notification shall send a TAP Membership Manual and directory to all new TAP members along 

with a letter of welcome  [Duties of Officers 2.a] 
02. TAP Membership Manual shall include general information, bylaws, Association standing Rules, 

officers, committees and membership roster.  The following statement shall be printed in the front of 
each TAP membership Manual, ―This book shall not be used for professional or business promotion, 
nor personal financial gain.‖  [General Rules # 8] 

03. shall maintain the updates and delivery of the Board Policy/Handbook Manual  [Duties of Officers # 
2b] 

 
 
RONR: [page444] 
 
 

NOTES: 
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TREASURER 

 
TAP Bylaws, the Treasurer 

 
01. shall has all accounts use fiscal year May 1 through April 30  [Article IV. Section 8] 
02. shall keep on file the official membership roster based upon receipt of dues  [Article IV. Section 5] 
03. shall be custodian of TAP funds  [Article V. Section 4.D.1] 
04. shall pay all bills, by check, as authorized by the board of directors or, in an emergency by the 

president  [Article V. Section 4.E.2] 
05. shall ensure all applicable members unit dues are current and notify the TAP president by March of 

their status for determining the voting status for the Annual Meeting  [Article V. Section 4.E.3] 
06. shall be ex-officio member of the budget and finance committee  [Article V. Section 4.E.4] 
07. shall prepare a written annual report  [Article V. Section 4.F.2] 
08. shall deliver all official records to their successor within 30 days of the adjournment of the Annual 

Meeting  [Article V. Section 4.F.1] 
09. shall perform the duties prescribed by these bylaws and by the parliamentary authority adopted by the 

society  [Article V. Section 4.f.3] 
10. shall receive provisional dues from local unit treasurer  [Article IV. Section 3] 
 
TAP Board of Directors Standing Rules, the Treasurer 
 
01. shall be responsible for the purchase of the president's pin for the incoming president and for the 

purchase of the gift for the outgoing president, in conjunction with the vice-president  [General Rules # 
7] 

02. shall in the event of the death of a past president or a current TAP officer, send a remembrance to the 
NAP Educational Foundation  [General Rules # 10, Association Standing Rules # 2] 

03. shall be authorized to keep the TAP Sales Tax Exempt Certificate and send a copy to any board 
member or committee chairman, upon request, with an expiration date not to exceed thirty days past 
the adjournment of the Annual Meeting  [Duties of Officers 3.a] 

04. shall set aside $200 as a line item to be accrued in each budget for NAP meetings  [Duties of Officers 
3.b] 

05. shall pay all fixed expenditures without presenting items for vote  [Duties of Officers 3.c] 
06. shall require written request for reimbursement and receipts for any expenses paid to officers, board 

members or committee chairmen  [Duties of Officers 3.d] 
07. shall oversee the ten percent (10%) surcharge to TAP‘s cost of NAP materials, which will cover the 

chipping cost  [Association Standing Rules # 7] 
08. shall receive all expenses of the Annual Meeting and the previous board no later than fifteen (15) days 

after the adjournment of the Annual Meeting  [General Rules # 9] 
09. shall pay all expenses within twenty (20) days after the adjournment of the Annual Meeting and all 

records be closed for audit purposes  [Duties of Officers 3.e] 
10. shall notify the president, corresponding secretary, membership chairman, and communications 

chairman of all new provisional members (to include unit, name, address, telephone number, email 
address) [Duties of Officers 3.f] 

11. send dues notice to all provisional members in December of each year with notification to the unit 
president and the TAP president [Duties of Officers 3.g] 

12. shall notify the TAP president and unit president of any provisional member who is delinquent on 
membership dues [Duties of Officers 3.h] 

13. shall notify the TAP president, corresponding secretary, membership chairman, communications 
chairman and unit president upon forfeiture of provisional membership [Duties of Officers 3.i] 
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RONR: [pages 444-445] 

 
01. shall make a full financial report annually and make such interim reports as directed 
 

 
Customary Procedures the Treasurer 

 
01. provide copies of the TAP membership list, adopted budget, and financial report to be placed in the 

Annual Meeting packets 
 

 

NOTES: 
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STANDING COMMITTEES 
 
01. shall be:  Alpha Brown Awards; Budget and Finance; Bylaws; Communications; Education; 

Membership; Webmaster, Youth  [Article X, Section 1] 
02. president shall be ex-officio member of all committees except the nominating committee and the audit 

committee  [Article X, Section 5] 
 
 

ALPHA BROWN AWARDS  
 
01. shall be appointed by the president with approval of the Executive Committee  [Article X. Section 1] 
02. shall be a member of the board of directors  [Article VIII. Section 1] 
03. shall promote TAP achievement through the local units and individual members  [Article X. Section 

2.A] 
04. shall develop a plan of work and submit it to the board of directors for approval at the first board of 

directors meeting of the newly-elected board of directors  [Article X. Section 1] 
05. may conduct work by correspondence, conference call or email  [Article X. Section 1] 
06. shall keep records of committee activities [Article X, Section 3] 
07. shall prepare a report for each board meeting [Article X, Section 3] 
08. shall prepare an annual report for the Annual Meeting [Article X, Section 3] 
09. shall deliver all records and committee papers to incoming chairman within 15 days after adjournment 

of annual meeting or after resigning [Article X, Section 3] 
 
TAP Board of Directors Standing Rules 
 
01. unit award and the individual award may be a gift certificate for NAP sales material  [Duties of 

Committees # 1] 
02. shall be a line item in the annual budget  [Duties of Committees # 1] 
03. two awards shall be given at each Annual Meeting  [Duties of Committees # 1] 
04. awards shall be the TAP Individual Achievement Award and the TAP Unit Achievement Award  [Duties 

of Committees # 1] 
 
Customary Procedures, Alpha Brown Awards 
 
01. certificates shall be prepared by committee chairman, unless board of directors determine otherwise 
02. TAP President is an ineligible recipient for an award 
03. activities preformed in the duties as an officer of TAP shall not be included in the unit report 
04. activities by unit members are used in determining the Unit Award, activities performed by the officers 

of TAP in the capacity as a unit member, may be included 
05. recipients will receive awards during the Annual Meeting Banquet 
06. chairman shall mail nomination forms to all unit presidents, all board of directors, and MAL 

representative, no later than February 28 
07. the committee shall be responsible for selecting the award recipients 
 
 

NOTES: 
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BUDGET AND FINANCE  
 
01. shall be appointed by the president with approval of the Executive Committee  [Article X. Section 1] 
02. shall be a member of the board of directors  [Article VIII. Section 1] 
03. shall prepare and submit an annual balanced budget to the board of directors at least 30 days prior to 

the Annual Meeting for adoption  [Article X. Section 2B] 
04. keep accurate records of committee activities  [Article X. Section .3] 
05. prepare an annual report for the TAP Annual Meeting  [Article X. Section .3] 
06. deliver files to the incoming chairman within fifteen (15) days after adjournment of the TAP Annual 

Meeting  [Article X. Section .3] 
07. shall develop a plan of work and submit it to the board of directors for approval at the first board of 

directors meeting of the newly-elected board of directors  [Article X. Section 1] 
08. may conduct work by correspondence, conference call or email  [Article X. Section 1] 
09. shall keep records of committee activities [Article X, Section 3] 
10. shall prepare a report for each board meeting [Article X, Section 3 
11. shall prepare an annual report for the Annual Meeting [Article X, Section 3] 
12. shall deliver all records and committee papers to incoming chairman within 15 days after adjournment 

of annual meeting or after resigning [Article X, Section 3] 
 
 
TAP Board of Directors Standing Rules  
 
01. the budget may be amended by the board of directors at a regular or special meeting by a majority 

vote without previous notice  [Special Rules of Order # 1] 
02. shall submit an annual balanced budget to the board at least thirty (30) days prior to the Annual 

Meeting for adoption before the opening session of the Annual Meeting  [Duties of Committees # 2] 
 

 

Customary Procedures, Budget and Finance 

 shall provide copies of adopted budget for enclosure in the TAP Annual Meeting packets 

 use a copy of the previous year‘s budget as a guideline 

 review financial statements for income/expenses for previous year 

 ask officers/committee chairmen to submit estimates of monies needed for the next fiscal year 

 urge officers/committee chairmen to stay within the budget once approved 
 
 

  see attachment for a sample TAP budget 

 
 

NOTES: 
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SAMPLE BUDGET 

 

BUDGET 
TENNESSEE ASSOCIATION OF PARLIAMENTARIANS 

MAY 1, XXX  —  APRIL 30, XXX 

 
INCOME: 

 Dues of 48 members @ $15.00 Each    $ 720.00 

 

  TOTAL ESTIMATED INCOME          $ 720.00 

 

 

EXPENSES: 

 Fixed Funds: 

  NAP Convention/President’s Meeting    $ 200.00 

  President’s Pin              45.00 

  President’s Gift-Outgoing           25.00 

  Membership Manual          160.00 

   

  Total Fixed Funds Expenses:        $ 430.00 

 

 Estimated Operating Expenses: 

  Elected Officers (Copying/Postage)    $ 100.00 

       President      $25.00 

       Vice President      10.00 

       Recording Secretary     35.00 

       Corresponding Secretary    15.00 

       Treasurer       15.00 

  Committees               20.00 

  Newsletter (Copying & Postage)          75.00 

  Board Expenses (Copying & Postage, etc.)        65.00 

  Miscellaneous              30.00 

 

  Total Estimated Operating Expenses      $ 290.00 

 

 

  TOTAL ESTIMATED EXPENSES         $ 720.00 

 

Adopted 3/16/2002 

XXXXXXXXXX 

Budget Chairman 

m/d/yy 

 
 
 
 



2008– 2009 TAP Board of Directors Policy & Handbook Manual Page 33 of 44  

 
 
 
 
 
 

General Information 

 
 
BYLAWS 
 
01. shall be appointed by the president with approval of the Executive Committee  [Article X. Section 1] 
02. shall be a member of the board of directors  [Article VIII. Section 1] 
03. shall submit recommendations for Association action on proposed amendments referred in 

accordance with Article XIII  [Article X, Section 2.C] 
04. shall receive bylaw recommendations at least sixty (60) days prior to the Annual Meeting for review 

and consolidation for presentation to the Annual Meeting with recommendations for action  [Article 
XIII.] 

05. shall keep accurate records of committee activities  [Article X. Section .3] 
06. shall prepare a written annual report for the TAP Annual Meeting  [Article X. Section .3] 
07. shall deliver files to the incoming chairman within fifteen (15) days after adjournment of the TAP 

Annual Meeting  [Article X. Section .3] 
08. shall develop a plan of work and submit it to the board of directors for approval at the first board of 

directors meeting of the newly-elected board of directors  [Article X. Section 1] 
09. may conduct work by correspondence, conference call or email  [Article X. Section 1] 
10. shall keep records of committee activities [Article X, Section 3] 
11. shall prepare a report for each board meeting [Article X, Section 3 
12. shall prepare an annual report for the Annual Meeting [Article X, Section 3] 
13. shall deliver all records and committee papers to incoming chairman within 15 days after adjournment 

of annual meeting or after resigning [Article X, Section 3] 
 
 
TAP Board of Directors Standing Rules 
 
01. Bylaws shall consist at all times of at least 3 members, one of whom shall be a registered or 

professional registered member  [Duties of Committees # 3] 
 
Customary Procedures, Bylaws 
 
01. committee shall be available to review unit bylaws when requested 
02. may submit recommendations for adoption on TAP Standing Rules and Board of Directors Standing 

Rules 
03. may submit Special Rules of Order for adoption 
 
 
RONR :  [pages 548 – 580] 

 
 

NOTES: 
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COMMUNICATIONS  
 
01. shall be appointed by the president with approval of the Executive Committee  [Article X. Section 1] 
02. shall be a member of the board of directors  [Article VIII. Section 1] 
03. shall promote TAP through the press and other media, as authorized by the board of directors  [Article 

X. Section 2.D] 
04. keep accurate records of committee activities  [Article X. Section .3] 
05. prepare an annual report for the TAP Annual Meeting  [Article X. Section .3] 
06. deliver files to the incoming chairman within fifteen (15) days after adjournment of the TAP Annual 

Meeting  [Article X. Section .3] 
07. shall keep records of committee activities [Article X, Section 3]  
08. shall prepare a report for each board meeting [Article X, Section 3] 
09. shall prepare an annual report for the Annual Meeting [Article X, Section 3] 
10. shall deliver all records and committee papers to incoming chairman within 15 days after adjournment 

of annual meeting or after resigning [Article X, Section 3] 
 
 

 
Customary Procedures, Communications 
 
01. shall assist local units in advertising their local meetings 
02. shall assist with advertising the Annual Meeting and Parliamentary Workshops 

 
 
 

NOTES: 
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EDUCATION  

 
01. shall be appointed by the president with approval of the Executive Committee  [Article X. Section 1] 
02. shall be a member of the board of directors  [Article VIII. Section 1] 
03. shall help advance interest in the study and use of proper parliamentary procedure and to assist the 

vice-president in organizing educational programs in conjunction with the Annual Meeting of the 
Association  [Article X. Section 2.E] 

04. keep accurate records of committee activities  [Article X. Section .3] 
05. prepare an annual report for the TAP Annual Meeting  [Article X. Section .3] 
06. deliver files to the incoming chairman within fifteen (15) days after adjournment of the TAP Annual 

Meeting  [Article X. Section .3] 
07. shall develop a plan of work and submit it to the board of directors for approval at the first board of 

directors meeting of the newly-elected board of directors  [Article X. Section 1] 
08. may conduct work by correspondence, conference call or email  [Article X. Section 1] 
09. shall keep records of committee activities [Article X, Section 3] 
10. shall prepare a report for each board meeting [Article X, Section 3 
11. shall prepare an annual report for the Annual Meeting [Article X, Section 3] 
12. shall deliver all records and committee papers to incoming chairman within 15 days after adjournment 

of annual meeting or after resigning [Article X, Section 3] 
 
 
 
Customary Procedures, Education 
 
01. shall present an educational session after each board of directors meeting 
02. shall be available to assist parliamentary groups and other organizations with parliamentary study 

ideas 
 

 
 

NOTES: 
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MEMBERSHIP  
 
01. shall be appointed by the president with approval of the Executive Committee  [Article X. Section 1] 
02. shall be a member of the board of directors  [Article VIII. Section 1] 
03. shall promote membership and the organization of new units  [Article X. Section 2.E] 
04. keep accurate records of committee activities  [Article X. Section .3] 
05. shall prepare a report for each board meeting [Article X, Section 3 
06. prepare an annual report for the TAP Annual Meeting  [Article X. Section .3] 
07. shall develop a plan of work and submit it to the board of directors for approval at the first board of 

directors meeting of the newly elected board  [Article X, Section 1] 
08. may conduct work by correspondence, conference call or email  [Article X, Section 1] 
09. deliver files to the incoming chairman within fifteen (15) days after adjournment of the TAP Annual 

Meeting  [Article X. Section .3] 
 
Customary Procedures, Membership 
 
01. shall keep an accurate record of all TAP members, affiliate members, provisional members 
02. shall send letter of welcome to each new TAP member with a token gift approved by the board of 

directors  

 
 
 

NOTES: 
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WEBMASTER 
 
01. shall be appointed by the president with approval of the Executive Committee  [Article X. Section 1] 
02. shall be a member of the board of directors  [Article VIII. Section 1] 
03. shall promote TAP through the website  [Article X. Section 2.G] 
04. keep accurate records of committee activities  [Article X. Section .3] 
05. shall prepare a report for each board meeting [Article X, Section 3 
06. prepare an annual report for the TAP Annual Meeting  [Article X. Section .3] 
07. shall develop a plan of work and submit it to the board of directors for approval at the first board of 

directors meeting of the newly elected board  [Article X, Section 1] 
08. may conduct work by correspondence, conference call or email  [Article X, Section 1] 
09. deliver files to the incoming chairman within fifteen (15) days after adjournment of the TAP Annual 

Meeting  [Article X. Section .3] 
 
 
Customary Procedures, Webmaster 
 
01.  shall develop a web-page for the Association 
02.  shall assist local units in developing a web-page 
03.  shall maintain the website and keep all information up-to-date 
 
 

 
 
 

NOTES: 
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YOUTH  
 
01. shall be appointed by the president with approval of the Executive Committee  [Article X. Section 1] 
02. shall be a member of the board of directors  [Article VIII. Section 1] 
03. shall develop methods of attracting and retaining youthful members and to promote participation of 

youthful members in the programs of NAP and TAP  [Article X. Section 2.H] 
04. shall keep accurate records of committee activities  [Article X. Section 3] 
05. shall prepare a report for each board meeting  [Article X. Section 3] 
06. shall prepare an annual report for the TAP Annual Meeting  [Article X. Section 3] 
07. shall deliver files to the incoming chairman within fifteen (15) days after adjournment of the TAP 

Annual Meeting or after resigning [Article X. Section 3] 
 

Customary Procedures, Youth 
 
  
 
 
 
 
 

NOTES: 
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NOMINATING COMMITTEE 
 
TAP Bylaws: 
 
01. composed of three members in good standing, each from a different area  [Article VI. Section 1] 
02. elected at the Annual Meeting  [Article VI. Section 1] 
03. committee elects chairman with newly elected recording secretary presiding  [Article VI. Section 1] 
04. vacancies filled by the Executive Committee  [Article VI. Section 1] 
05. shall nominate at least one qualified candidate for each office  [Article VI. Section 2] 
06. written consent to serve if elected shall be obtained from candidate [Article VI. Section 2] 
07. shall submit its nominees to the president for enclosure with the call at least 45 days prior to the TAP 

Annual Meeting  [Article VI. Section 2] 
08. work of the committee may be conducted by correspondence, conference call or e-mail  [Article VI. 

Section 2] 
09. if possible, no more than 2 nominees shall be from the same unit  [Article VI. Section 2] 
10. shall submit its nominees to the TAP Annual Meeting  [Article VI. Section 3] 
11. chairman of the committee is a member of the board  [Article VIII. Section 1] 
 
Customary Procedures, Nominating Committee 
 
   
 
 
 

NOTES: 
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AUDIT COMMITTEE 
 
TAP Bylaws: 
 
01. president shall appoint at least 1 month prior to the Annual Meeting  [Article X. Section 4.A] 
02. shall audit the records of the TAP treasurer  [Article X. Section 4.A] 
03. shall have completed the audit within 10 days of receiving the books  [Article X. Section 4.A] 
04. final audit will be presented at the next board meeting for adoption  [Article X. Section 4.A] 
05. shall prepare an annual report for the Annual Meeting  [Article X. Section 3] 
 
TAP Board of Directors Standing Rules: 
 
01. shall receive the treasurer's records within 10 days of the adjournment of the Annual Meeting  [Duties 

of Committees # 4] 
02. shall have completed the audit within 10 days of receiving the records  [Duties of Committees # 4] 
03. final audit shall be presented at the next board of directors meeting for adoption [Duties of Committees 

# 4] 
 
Customary Procedures, Audit Committee 
 
   
 
 

NOTES: 
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MEMBER-AT-LARGE REPRESENTATIVE 
(MAL representative) 

 
 
TAP Bylaws, Member-at-Large Representative 
 
01. members do not belong to a unit  [Article III. Section 2.B] 
02. NAP convention delegate representation is one member-at-large for each 5 or major fraction thereof in 

this membership category  [Article VIII. Section 5] 
03. MAL representative is elected by the Executive Committee following the adjournment of the Annual 

Meeting business session  [Article IX. Section 2.B] 
04. shall receive forfeiture notice of TAP members in this membership category  [Article IV. Section 2] 
05. shall receive a list of all delinquent members  [Article IV. Section 4] 
 
 
Customary Procedure 

 
01. send welcome letter to new MALs; include list of all TAP units and a basic parliamentary information 

sheet 
02. contact MALs whose dues are delinquent 
03. contact MALs whose membership is forfeited 
04. provide quarterly written reports and current membership list to the board of directors 
 
 
 

NOTES: 
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UNITS OF THE TENNESSEE ASSOCIATION 
 
LOCAL UNITS 
 

Application for Charter: 
May apply for a charter with a minimum of five NAP members. 

 
Unit Purposes: 

A unit shall promote the study of parliamentary procedure and the educational programs of 
NAP on a local level. 

 
Bylaws of a Unit: 

1. A unit shall adopt bylaws and may adopt a corporate charter, if applicable, provided 
they do not conflict with NAP Bylaws, NAP Standing Rules, the standing rules of the 
NAP Board of Directors, or the association bylaws.  Before going into effect, a unit‘s 
bylaws must have been approved by the NAP Bylaws Committee. 

2. A unit shall provide for primary and affiliate members and may include honorary 
members, life members and provisionals as members of the unit, in accordance with 
the definitions of terms in the NAP Bylaws.  The unit bylaws may limit the rights of 
provisional members of the unit. 

 
Charter Revocation:   

The charter of a unit may be revoked by the NAP Board of Directors by a two-thirds vote by 
ballot for failure to do one or more of the following: 

1. maintain the required minimum membership; 
2. comply with the object and purpose of NAP; 
3. bring its bylaws into compliance with NAP Bylaws; 
4. hold regular meetings; 
5. promote NAP educational programs. 

 
 

NOTES: 
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DUTIES OF UNIT OFFICERS 
 Duties of all Unit Officers shall be in accordance with Unit Bylaws, TAP Bylaws, NAP Bylaws, and 
Robert‘s Rules of Order, Newly Revised. 
 
 
UNIT PRESIDENT: 
 
RONR: [pages 432-440] 

 
01. to open the meeting at the appointed time 
02. ascertain that a quorum is present 
03. to announce in proper sequence the business that comes before the assembly or becomes in order in 

accordance with the prescribed order of business 
04. to recognize members who are entitled to the floor 
05. to state and to put to vole all questions that legitimately come before the assembly 
06. to announce the result of each vote 
07. to protect the assembly from obviously frivolous or dilatory motions 
08. to expedite business in every way compatible with the rights of members 
09. to decide all questions of order, subject to appeal 
10. to respond to inquires of members relating to parliamentary procedure or factual information 
11. to authenticate by their signature, when necessary, all acts, orders and proceedings of the assembly 
12. to declare the meeting adjourned when applicable 
 
TAP Bylaws, the Unit President 
 
01. the name for all units shall adhere to the use of Greek letters only  [Article 1. Section 1] 
02. at the close of the Annual Meeting, each unit shall provide the corresponding secretary and the 

membership chairman, a membership roster with complete addresses and telephone numbers, fax 
and e-mail addresses  [Article IV. Section 7] 

03. shall provide by September 1, a updated copy of the roster to the TAP treasurer  [Article IV. Section 7] 
04. unit president, or designated alternate (to be a unit officer), shall serve as a member of the board of 

directors  [Article VIII. Section 1] 
 
Customary Procedures, the Unit President 

 
01. arrange for unit meeting location 
02. remind secretary to notify unit members of the meeting, date and location 
03. remind Education chairman to have unit lesson prepared 
 

NOTES: 
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UNIT VICE PRESIDENT 
 
01. act as an aide to the President 
02. presides over meetings in the absence of or inability of the president to serve 
03. represents the Unit and the President at meetings when requested 
 
 

NOTES: 
 
 
 
 
 
 
UNIT SECRETARY 
 
01. maintains an accurate record of the minutes of all meetings 
02. maintains an accurate membership roster  
03. calls meetings in the absence of the President and Vice President 
04. conducts correspondence for the Unit 
05. send out meeting notices to all members of the Unit in a timely fashion 
06. notify TAP Executive Committee of the newly elected officers 
 

NOTES: 
 
 
 
 
 
 
 
 
UNIT TREASURER 
 
01. is authorized custodian of all funds of the Unit 
02. shall keep an accurate record of all receipts and expenditures 
03. shall give a financial report at each Unit meeting 
04. is responsible for collecting provisional members‘ TAP dues and sending these payments to the TAP 

treasurer 
 

NOTES: 
 
 
 
 

 


