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Revision Block

Version
Number

Release Date

Revision Summary

Modifications

1.0

February 1999

Initial publication

2.0

February 2002

Change of leadership
roles

Removed “council person at large” role
and description

Added VP of Programs and VP of
Arrangements and descriptions of those
positions.

Clarified language regarding voting, the
annual business meeting, and
announcement of officers

Added that VPs, Secretary and Treasurer
could run for additional, consecutive terms

Changed number of required signatures to
one for checks for approved expenditures

3.0

February 2003

Removed Past-President as a voting
member of the Council except to break a
tie vote. (This follows International STC
Bylaws.)

Removed the list of job duties for each
Council Member In the Duties of Council
Members section. These will be added to
the EB Chapter Handbook.

Changed a percentage number to 10%
(from 1%) regarding the number of
members required to vote for an
amendment to the Bylaws.

Added the Nominating Committee to the
list of Admin. Council committees with an
appointed Chair and two elected members.

Edited and applied the Chicago Manual of
Style to the Bylaws for consistency and a
more readable document.

Edited wording for Administrative Council
voting to include electronic vote in addition
to voting by members present.

Please direct corrections or comments to the President-Elect. Contact informationis avail able on
the chapter website.



Article —Name and Objectives

Article —Name and Objectives

Section 1
Organization Name

Section 2
Definition and Purpose

Section 3
Objectives

The name of this organizationis the East Bay Chapter of the
Society for Technical Communication, Inc.

The East Bay Chapter comprises a group of members wholive or
work in a particular locality commonly call ed the East Bay
(including but nat limited to Alameda and Gontra Costa Counties)
and who, as a matter of geographic convenience, have organized
themselves to promote the purposes of the Society. The Chapter
can engage only in activities that conform to the Society’s
purposes.

The objectives of the East Bay Chapter are to advance the arts and
sciences of technical communication by:

A Stimulating the exchange of information by means of
pubications, medings, and conferences

B Cooperatingwith aher STC chapters, other societies,
institutions, and professonal organizations in mutually
beneficial projects

Recogrizing aitstanding accompli shments of its members
Encouraging research
Supporting educational programs for students

Promoting careg development of members

O T m g O

Increasing pulic awarenessand appreciation d the technical
communication professon

Article Il—Powers and Constraints

Section 1
Powers

East Bay Chapter Bylaws

The powers of the Chapter reside in itsmembers. These powers are
exercised onbehalf of the membership by an elected Administrative
Council.
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Section 2 A
Constraints
B
C
D
E

Article lll—Membership

The Chapter is norprofit, norsectarian, and norpartisan. It
canna endarse or disparage a commercial enterprise, a political
platform, or a candidate for pubic office.

The Chapter must operate under local rules and procedures that
are consistent with the governing dacuments of the Society
Bylaws Committeeand approved by the Society Board prior to
adaption.

The Chapter canna charge Chapter dues, but with specific
approval of the Society Board, it can levy local assesgnents
provided that they are nat cdled “dues’ and hae no bearing on
membership.

The Chapter canna own real estate or obligate the Chapter or
the Society to any financial or other commitment.

The Chapter canna use the Society name without the Chapter
designation.

Article lll—Membership

Section 1 Only Society members in goodstanding may be members of the

Chapter M embership East Bay Chapter. All membersresiding a working within the
approved boundaries of the Chapter are assgned by the Society to
the East Bay Chapter. An STC member may request a specific
Chapter affili ation with anather Chapter regardlessof location, and
may transfer membership from one chapter to anather by naifying
the international STC office. A member may belongto orly ore
chapter at atime.

Section 2 Individual members, regardlessof grade, may:

Universal Rights A

East Bay Chapter Bylaws

Attend (at the menbership rate) any meding, convenition,
conference, or workshap sponsored by the Chapter or the
Society.

Cortribute ideas and suggestions to further the Chapter’s
purpose.

Wear the Society emblem.
Carry the membership card.
Receive the puHli cations of the Society and the Chapter.
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Section 3
Voting Rights

Section 4
Office-Holding Rights

Article IV—Administrative Council

Voting members are members and senior members. Each vaing
member is entitled to vate on each matter submitted to the
membership by mail or atabusinessmeding d the East Bay
Chapter. Student members (according to the Society' s Bylaws) may
vote only onmatters of businesswithin a student chapter; therefore,
East Bay Chapter student members may nat vote on matters of East

Bay Chapter business

A A member or senior member of the East Bay Chapter may hdd

B

any Chapter dective office and may serve as a manager or
member of a Chapter committee According to the international
STC Bylaws, only a senior member may serve as an eective
official or manager of an international STC committee

A student member may na hdd an eective office in the East
Bay Chapter, but may serve as member or manager of a
Chapter committee

Article IV—Administrative Coun cil

Section 1
Member ship

East Bay Chapter Bylaws

The Administrative Council consists of the following vding
members:

President

President-Elect

Vice President of Programs
Vice President of Arrangements
Secretary

Treasurer

All voting Council members are dected by the membership. Two
members of the Nominating Committeeare also eected by the
membership. All Council members, committeechairs, and
committeemembers serve without compensation. The Newd etter
Managing Editor and all other manager positions are delegatory,
and erate with committees. The Past-President, an ex-officio
member of the Council, hdds a nonvoting position, except to break
atievote
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Article IV—Administrative Council

Section 2 The Administrative Council has the power to manage the Chapter’s

Powers and Constraints asts and capital equipment, to determineits fiscal policies, andto
direct its affairs to achieve the objectives stated in Article |, Section
3, “Objectives.” The Council acts in accordance with the governing
documents, which it has the authority to interpret and clarify in
terms of language. The Council delegates powersin theinterest of
efficient management.

Each Administrative Council member completes the duties
described in the East Bay Chapter Handbook for that particular

office.
Section 3 A ThePresident andthe President Eled, are responsible for
Administrative Council ensuring that the following activities are performed. Standing
Members committees and activities listed may be given higher or lower

priority or lessr emphasis from year to year, as decided by the
Administrative Council. At the first leadership meding d each
year, asggnments for managing each activity are delegated to
Council members or committeemanagers, based oninterest,
experience, and ree.

» Liaisewith each o the committees or activities. Set
schedules for ongang Chapter programs..

*  Proposetopics for the upcoming year’s medings with the
Vice President for Programs and dher leaders.

*  Organize voluntea recogrition for the Chapter, as
scheduled by the President.

The President exercises general supervision ower the affairs of
the Chapter: call s meetings; presides at medings of the Chapter
and Council ; recruits leaders; appoints heads of Chapter
committees sulject to Council approval; andisan ex-officio
member of all Chapter committees.

The President-Eled assumes the duties of the President in the
absence or incapacity of the President.

The VicePresident of Programs manages the Program
Committee

The VicePresident of Arrangements completes or oversees
arrangements for medings.

The Seaetary records minutes of all Council medings.
The Treasurer supervises the Chapter’ s fiscal affairs.

The Imnediate Past President is an exofficio member of the
Council and servesin an advisory position to the Council .
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Section 4
Terms of Office

Section 5
Vacancies

Section 6
Council Meetings

East Bay Chapter Bylaws

Article IV—Administrative Council

The following activities have proven beneficial to the growth of
the East Bay Chapter, and reed to be enphasized:

»  Sponsor educational programs for the members, such as
Chapter-sponsored seminars, workshops, and contests.

»  Generate pulicity about the Chapter’ s activities and about
the Society.

»  Publish a newsletter at regular intervals.

*  Provide employment referral services to establish contact
between Chapter members and local employers.

v Establish Special Interest Groups (SIGs) to pursue special
fields of interest in technical communication.

The officers of the Administrative Council are dected for a term of
oreyear in accordance with Article VIl . The President may nat
serve more than ore year at at time, but may run again two years
after completing aterm. The Vice Presidents, Secretary, and
Treasurer may hdd additional, consecutive terms of office.

If the office of the President becomes vacant beforethetermis
over, the President-Elect assumes the duties of the President unless
the office of the President-Elect is also vacant. In that event, a
President is dected from amongthe voting Council members by
majority vate of the entire Council (including the Past President). A
vacancy in any d the other Council offices or Nominating
Committeemembers will befill ed by a majority vote of the
remaining Council members. Vacancy appointments extend to the
next annual eectionandare nat considered a term of office within
the meaning d any restrictionimposed by Section 4, “Terms of
Office”

The Council meets at regular intervals at least threetimes ayear on
an agread-upon day for conducting business Medings are called by
the President or at the request of at least three Council menrbers.
Four voting members of the Council constitute a quorum. All votes
and dficial actions taken by the Council are recorded in the
minutes of the Council meding.
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Section 7
Special Council M eetings

Section 8
Removal

Section 9
Transaction of Council
Business

Article V—Committees

Special Council medings to addressspecified topics or isaues shall
be called by the President or at the request of two of the Council
members. Notice of such medingsis sentto each voing menber at
least one week before the date of the meding. In lieu of special
medings for emergencies, it is permissble to use the mail, email,
and telephorefor distributing information o taking a vote on
critical isaues.

If the conduct of a Council member is such that the Council asa
whdefedsit necessary to remove a member, the Council votes for
removal. The person to be removed must be natified by mail at
least 10 days before the next Council meding. The vote for removal
must be sustained by two-thirds of the etire Council.

Council meeings foll ow the parliamentary procedures specified in
Robert’s Rules of Order, where appli cable and consistent with the
gowverning decuments of the Chapter. The Council acts by majority
vote of at least four menbers participating in an Administrative
Council meding a an eectronic vote, except when a two-thirds
vote of the entire Council or any ather specified vaeis explicitly
required.

Article V—Committees

Section 1
Establishment

East Bay Chapter Bylaws

The Council establishes Standing a Special Committees to take charge of
specific responsibili ties. The manager of each Standing a Special
Comrmitteeis appointed by the President with the advice of the
Administrative Council and serves for a term equivalent to that of the
President. A committeemanager is responsible for orderly transition d
duties and transfer of committeerecords to successors. Any member may
serve as manager of a Standing a Special Committee After thework of a
Special Committeeis completed, the committeeis dislved by the Council .
The manager is debriefed by the President, and committeerecords are
forwarded to the President.
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Section 2
Committee
Member ship

Section 3
General Duties of
Committees

Section 4

Standing Committees
(Stipulated Council
Reporting
Relationships)

Article VI—Chapter Operations

Committeemanagers appoint the menbers of their regective committees
and establi sh subcommittees, as required. Council approval isnat required
for appointment of committeemembers, or for establi shment of
subcommittees. Committeemanagers should be provided abscriptionsof
committeeduties and responsibili ties as outlined in the Chapter Handbook

Responsibili ty for threeof the Standing Committees is assgned to specified
Administrative Council members. Special Interest Group (SIG) Committess;
the Nominating Committee and the Audit Committee All other Standing
and ad hac committees perform under the gelera supervision d the
President or the President Elect, who may delegate responsibili ty. Each
committeemanager submits periodc written reports to the President.

A The SIG Managers liaisonis the President-Elect. SIG Managers are
responsible for presenting interesting and topical meeings in specific
aress of interest to SIG attencees. The SIG Manajers contact
professonals and consultants in specific areas of technical
communication who can broaden o otherwise increase the knowledge of
interested members.

B The Nominating CommitteeChair is appointed by the Administrative
Councel and reports to the President and Past President. The
Nominating CommitteeChair is responsible for recruiting vduntees for
vacant Chapter positions, selecting qualified canddates for the annual
eection reld in the spring, preparing and dstributing the ball ot,
vali dating and counting the votes, protecting the identity of voters, and
recording the vote. This Committeeis responsible for promptly naifying
the Administrative Council and all candidates of the total votes cast for
the various canddates.

C TheAudit Committeereports to the President and Past President andis
responsible for reviewing and idating the Chapter’ s accounts after the
closing d the books at the end d each fiscal year.

Article VI—Chapter Operations

Section 1
Name

Section 2
Boundary

East Bay Chapter Bylaws

The name of the Chapter can be changed by a two-thirds vote at a
businessmeding, provided that a quorum is present. All Chapter
members must receive a motion to change the name at least two
weeks before the vote. The Chapter then ndifies the Society of the

name change.

Any change in boundaries must be submitted to the Society for
approval.
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Article VII—Chapter Meetings

Section 3 Unlessphysical spaceis designated as the Chapter headguarters,

Headquarters the Chapter headguarters is a maili ng addressdesignated by the
President. All expensesincurred in the operation d the designated
headquarters are budgeted annually and are included in the
Treasurer’s budget for approval by the Council.

Section 4 A The Chapter operates onafiscal year basis—July 1 to June 30
Finances of the following calendar year. Funds are established for
operating purposes and for reserves.

B Chapter funds are deposited in any banking a savings and loan
institution that is federally insured, or a credit unionthat is
federally insured. The Council alone can autharize payment of
Chapter expenses; disbursements must be authorized in writing
by the Treasurer and either the President or the President Elect;
funds may be withdrawn orly over the signature of the
Treasurer, the President, or the President-Elect.

C Approval by five of the six members of the Council is required
to conduct the following business

» Designate funds for investment
»  Make mgjor purchases
»  Change income producing procedures

D Approval by amajority of respondng chapter membersis
required to make major changesin financial policies. To ensure
adequate time to respond Chapter members must be natified at
least one morth in advance.

Section 5 The East Bay Chapter maintains contact with the Society in
Chapter Relationship with accordance with the Society’ s Bylaws, Article I X.
Society

Article VII—Chapter Meetings

Section 1 At least one annual Chapter medingis held at which the

Annual Business M eeting Administrative Council and Chapter committees report to the
membership and at which the results of the annual dectionare
annaunced. A quorum for transacting businessis 25 percent of the
voting members or 20 voting members, whichever is fewer.
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Section 2
Monthly Dinner M eetings

Section 3
Special Business M eetings

Article VIIl—Chapter Elections

The Chapter will have at least nine medings with formal programs
ayear and an annual meding to annaunce the results of the
eection. The location(s) will be determined by the Vice President of
Arrangements and pullicized to the membership. The calendar for
the year, including tentative dates for medings will be set by the
Administrative Council at the first leadership meding.

A meding can be cancelled by the Council if the date confli cts with
other events or a problem arises with the designeted venue. The
membership must be natified o the cancdlation at least 30 daysin
advance.

Special medings are called by the President if requested by three
fourths of the Administrative Council or a magjority of the
membership. Notice of such special medings is sentto each voing
member at least 15 days before the meding.

Article VIIl—Chapter Elections

Section 1
Annual Election

East Bay Chapter Bylaws

A Time of Eledion. Chapter officers are dected annually in time
for the new officers to attend the annual businessmeding d the
Society (held aduringthe STC Annual Conference) as
representatives of their Chapter. A Chapter Nominating
Committeehandes the dections.

B Nominating Comrittee The Nominating Committee(activated
in September of each year) is responsible for the sdection d
qualified candidates for Chapter office, and for the conduct of
the annual dection, in accordance with Article IX of the
Society Bylaws. (Note: The Nominating Committeemay also
identify members for recogrition with special chapter and
national STC awards.)

*  The Nominating Committeeconsists of the appointed Chair
and two eected members. All members of the Nominating
Committeemust be members or senior members of the East
Bay Chapter.

C Nominations by Petition. Nominations by petition must bear
the signature of 10 percent of the menbership.

D Ballots. The slate and ball ots are distributed to the membership
at least three weeks prior to the close of the ekction. All ballots
are talli ed and the new Administrative Council annaunced at
the chapter meeing correspondng to the close of the dection.
(Note: Votes are acoepted by mail, by e-mail if verifiable, or
during the first 30 minutes of the Chapter meding, at which
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Article VIIl—Chapter Elections

time the polls are closed, and the votes are talli ed by the
Nominating Committeeor its designess.)

SHedion andEvaluationof Canddates. The Nominating
Committeecontacts individual Chapter members for
recommendations of candidates for office. The candidates
qualifications are evaluated in accordance with Articlelll,
Section 3 of the Society Bylaws and in accordance with
standards and criteria developed by the Nominating Committee
Qualified candidates must be consulted for willi ngressto serve
before being dfered onthe ball ot.

Preparation andDistribution d the Sate and Ballot. The
Nominating Committeeprepares the final sate and ball ot for
distributionto all voting members by mail (or other vehicle that
aff ords verification d the recipient). For unopposed canddates,
the bdlotoffersa“Yes’ or “No” chaice. Voting instructions
specify the date on which ball ots must be returned to be
counted.

Count of Votes. The Nominating Committeevali dates the

ball ots whil e protecting the identity of the voters, and counts
and records the vote. Candidates are dected by plurality of
votes cast. A tievoteis resolved by a majority vote of the
sitting Administrative Council. If an ungpposed canddate
receives more negative votes than affirmative votes, that office
is declared vacant.

Annourncement of Results. The Nominating CommitteeChair
promptly naifies the Administrative Council and all candidates
of the total votes cast for the various candidates. The
Nominating CommitteeChair also makes the official pulic
annauncement of dected canddates at the chapter meding
correspondng to the close of the dection and at the annual
businessmeding when dficers areinstalled. The outgaing
President informs the Society headquarters of the dection
results at least 5 working days after the dection and 5 working
days before the Society annual businessmeding.

Sweesgon of Office. Theincoming and autgoing dficers
together attend the first Administrative Council meding, which
can beimmediately prior to, or following, the Chapter Annual
BusinessMeding. The outgoing President turnsthe meding
over to the new President, who conducts the order of business
and hearsall final reports. The outgoing President, officers,
and managers turn over to their succesors before the second
Council meeing all financial records, treasurer’ s reports,
meding minutes, program notes, membership data, archive
materials, and all other materials related to the Chapter
business
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Article IX—Chapter Dissolution

Section 2 Voting onmatters other than eectionis made part of the annual
Voting on Non-Election e ection except when the Council by majority vote callsfor a

| ssues special ballot.

Section 3 When the Council directsthat a special ball ot be conducted on
Special Ballot some matter of concern to the membership, the Council prepares

and dstributes the ball ot. Instructions pertaining to the voting on
such special ballots shall be given at the discretion ofthe Council .
The Council validates and counts the ball ots, records the votes, and
natifies the membership of the results.

Article IX—Chapter Dissolution

Section 1 The STC Board o Directors can by two-thirds vote to dsslvethe

Chapter Dissolution East Bay Chapter when it is satisfied that the Chapter isinactive
and that there isno reasonable hope of itsimmediate revivd, or
when it is satisfied that such action is in the kest interest of the
Society. Chapter dislution daes nat aff ect the Society
membership status of the members assgned to such a Chapter.
Members of a disslved Chapter are assgned to ancather Chapter or
branch if one &istsin the general region. Upon dssolution,
residual Chapter funds revert to the Society treasury.

Article X—Amendments

Section 1 An amendment to the Bylaws can be originated by the

Origination Administrative Council, by the President-Elect, or by a written
petition signed by 10 percent of the voting mambers. All proposed
amendments must first be submitted to the Administrative Council
for recording and to he President -Elect for review to ensure
compatibili ty with the provisions of the Chapter’ s and the Society’s
governing dacuments. Articlesll, 111, and IX fall under Society
jurisdiction and canna be amended.

Section 2 After formulating the proposed amendment in conjunction with the

I mplementation originator, the President-Elect submits the amendment to the
Council with a recommendation. The Council by threefourths vote
recommends any proposed amendments to the membership for
adaption by means of a ball ot. The ball ot statement can include the
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Article X—Amend ments

Council’ s recommendation. To become df ective, a Bylaws
amendment submitted to the membership requires the affirmative
vote of two-thirds of the valid vates cast. An approved amendment
is annaunced to the membership at the earliest opportunity.
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