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Introduction
The purpose of this Chapter Handbook is to provide a comprehensive guide to assure efficient creation and administration of Building Commissioning Association Chapters.

Benefits that members receive from their Chapter are in direct proportion to the success of the Officers and committee Chairpersons in discharging the duties of their respective offices. For the most part, Officers and committee Chairpersons serve for short periods; it is therefore necessary for each one to quickly grasp the requirements of the office and do the job well. Assistance is available from International BCA in understanding the responsibilities set forth in this manual.

How a Chapter is formed, organized, how it functions, and what benefits may be expected are covered in the following pages. Supporting Appendices, Samples and Templates are also available for Chapter officer and member reference. This Handbook is intended to provide consistency between Chapters and the BCA while providing the needed flexibility within each Chapter. This handbook is dedicated to achieving a better understanding of the Association, as well as, providing insight into the relationship between the Chapters and BCA. It is hoped that this detailed guide will ease the efforts of Association volunteers and lead to greater uniformity of purpose and efficient administration, which will provide BCA members, the greatest return for their efforts. 

Chapter administration and activities are based on the volunteerism of its membership. BCA recognizes and applauds the many talents and efforts of its volunteers who give of their time and support to Chapter development. 
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1. CHAPTER STRUCTURE AND MANAGEMENT

The Building Commissioning Association is comprised of local Chapters and the International Building Commissioning Association, which oversees the Chapters. In this document these two groups will be referred to as “Chapter” and “BCA”, while the organization as a whole will be referred to as “Association”.

1.1 Chapter Statement of Purpose 

Chapters are formed for the benefit of the BCA to provide grassroots development and inform the BCA about new trends. By developing a presence at a local level the Association can also better serve the members in furthering individuals' professional advancements in the building commissioning industry. Chapter programs should be designed to address advancements for its membership through meetings and programs offered at the local or regional level. 

1.2 Chapter Formation, Structure and Operations 

The relationship between Chapters and the BCA must be strong and continuous in both directions. The Chapter is charged with the responsibility for generating local activities, which extend Association benefits to members in the area. In return, BCA will develop services, which permit Chapters to carry out their functions with maximum efficiency and effectiveness. 

The Association Bylaws state some of the requirements for Chapter structure and operation. Aside from the Bylaws and the guidelines of this Handbook, Chapters enjoy considerable latitude and autonomy. (Association Bylaws are available in the appendix.) 

1.2.1 Guidelines for Establishing New Chapters

It is the goal of the BCA to establish and support Chapters located where industry activity has sufficiently grown to necessitate expanded services, additional opportunities to network, tailored educational programs, targeted market enhancement and greater opportunities to influence public policy. Each Chapter will be able to design a program that best meets their needs and responds to the specific characteristics of its market. Chapters may be chartered within a region under procedures adopted by the Association Board of Directors. Below are the steps that need to be taken to form a new Chapter of the Building Commissioning Association.

Steps for Chapter Formation

1. Petition for a Provisional Charter. A group of no fewer than ten (10) currently active members of the Association within the geographic area of the proposed Chapter may submit a petition for a provisional charter from the Association Board of Directors. The Board then approves the charter, perhaps with suggested modifications, and provides a “Provisional Charter” good for a period of one year. Once the Board approves the charter it will allow the “Charter Members” access to $1000 dollars to further develop the Chapter and to begin the steps necessary to establish its permanent charter. 
2. Accomplish Requirements of the Provisional Charter. Within the year, the Chapter should achieve the following:

· Establish a Provisional Charter Board of Directors (or “Formation Board”) which should consist of a minimum of 4 members and be filled by nomination and election by the Charter members. The Formation Board should then meet to elect a President, Vice President, Secretary, and Treasurer. The purpose of the Formation Board is to complete all of the steps necessary to achieve a permanent charter upon which time regular elections are to commence in accordance with the established bylaws

· Have a functioning Board of Directors that meets at least 4 times and provides minutes to BCA 

· Develop a roster of no fewer than 25 Association members in good standing

· Be incorporated by a state within the geographic area served to receive Articles of Incorporation
· Be qualified as tax-exempt under the Internal Revenue Code, 501(c)(6)
· Establish a written business plan, policies and procedures, and program proposal for the first year of operation

· Develop Chapter Bylaws and have them approved by the Chapter Board of Directors (a Chapter Bylaws template is available in the appendix)
· Hold at least 3 events to engage the local community in further developing the Chapter

· Submit reports and information as required by the BCA and Association Board of Directors

3. Granting a Permanent Charter. The Board, after reviewing successful completion of the performance criteria above, approves a permanent charter for the new Chapter.


4. Maintenance. In order to maintain its charter, the Chapter is responsible for providing the following to the BCA office in a timely manner: 

· Annual Budget (January 31)

· Written annual activity report (January 31)

· Previous year’s annual financial statement (February 28)

· Copy of IRS form 990, where applicable (May 15)

· Event flyers (concurrent distribution)

· Newsletters (concurrent distribution)

· Minutes of Board meetings (concurrent distribution)

The Chapter must also maintain a minimum of 25 BCA members.


5. Revocation of Charter. The charter may be revoked upon the failure of the Chapter to conform to the above requirements, providing the Board of Directors first supplies written notice of violation with a request for a plan for remediation. If the violation is not remedied within a four-month period, the Chapter charter may be revoked on thirty days written notice to the members of the Chapter Board. 

1.2.2 What Chapters Must Do

The following are the responsibilities of the BCA Chapters: 

· Annual Meeting – Chapters are required to hold an annual meeting. It is recommended that the annual meeting be held in April 
· Member Meetings - Hold an additional 2 meetings a year to provide members with training, guest speakers and the opportunity to meet fellow members 
· Fiscal Year - The Chapter fiscal year begins on January 1st
· Chapter Board of Directors - The Chapter Board of Directors is be the governing body of the Chapter and have the power to conduct all affairs of the Chapter, except as may be otherwise provided by law or the Association Bylaws 

The Board of Directors consists of a minimum of five (5) members including the elected Officers. All Directors hold office for a term of three (3) years, or until their successors are duly elected and qualified. No Director may serve more than two (2) consecutive terms 

· Immediately following the election of a new Board of Directors by the Chapter membership, the newly-constituted Board will meet to elect Officers from the Board membership. Officer positions include a President, Vice President, Secretary, and Treasurer. Chapter Officers take office no later than January 1st (See the Election Procedures Appendix for additional details)
· The Chapter Officers serve for no more than two (2) consecutive years in any one position, or as determined by the Chapter if a position cannot be filled. Board members are eligible to serve in an alternate Officer position immediately following their term

· Elections – The timeline for elections is as follows: 

· August – Call for nominations

· September – Deadline for candidate nomination applications 
· October – Nomination committee meets to evaluate and submit candidates to the BCA
· November – Elections take place electronically

· November/December – Chapters elect Officers

· January 1st – New Directors assume office

· Financials - The previous year’s financial reports must be submitted to the BCA no later than February 28th (See sample financial report in appendix)

1.2.3 Chapter Board of Directors 

The Board of Directors is the backbone of every successful Chapter organization; helping to set policy and guide the many activities of the local Chapter. In general, this group sets Chapter policy and gives counsel and guidance to the Chapter in all its social, financial, educational and technical activities, as well as meetings and programs. 

The Chapter Board should establish a policy and governance document which includes stipulations about antitrust and sponsorship policies. The BCA recommends using the Association policies as a starting place for creating these documents.

A good Board will establish and regularly review the plans and accomplishments of all working committees within the Chapter. It will also observe closely the financial results of the various Chapter activities so that potential fiscal problems can be addressed early.
Tenure of Office - To maintain continuity, it is recommended that Board member elections be rotated so that one-third of the Board's membership retires each year. The openings occurring as a result of the retiring member(s) are subsequently filled by the election of new Directors. 

Although it might be necessary upon occasion to call upon members who previously served on the Board, the best interests of BCA and the Chapter will be met by involving new people. Observation of how individuals serve on working committees will provide likely candidates for Board positions. 

Board Meetings - Because the Board is so important to the success of Chapter operation, it is customary for the President to hold regularly scheduled Board meetings, preferably between the regular meetings for the entire membership and at least once each calendar quarter. A majority of the members of the Board should constitute a quorum at any meeting and each member present is entitled to one vote. 

Role of Regional Representative - Although there may be many Chapters within a region, there is only one Regional Representative. The Regional Representative serves as the communication link between the Association and the Chapter(s) in a particular region. This position is elected by the regional membership and is a voting member of the Association Board of Directors. Chapters and Regional Representatives should determine a communication method to ensure the Representative is aware of Chapter activities. The Regional Representative is not considered a voting member of the Chapter Board of Directors unless they specifically run for a position on that Board.
Vacancy - Vacancies, which occur on the Board between the annual elections, are filled by nomination and election within the Board at any of its regular meetings. Any member so elected will serve until the next election. 

Duties - One of the primary purposes of the Chapter Board is to assist the President in setting up the working committees of the Chapter. The members of each of these committees are appointed by the President and subject to confirmation by the Board. Board members should serve as chairmen of committees. The Board may create new or special committees as it is deemed necessary, define the duties and powers of these newly created committees, and terminate their activities. 

Dismissing a Board Member - Chapters occasionally face the dilemma of what to do about a member of the Board who does not attend meetings or handle the responsibilities given. The Board should address this issue and create guidelines for Board members who do not attend. A reasonable rule would be if 2 consecutive meetings are missed an Officer should contact that Board member to determine if they can fulfill their commitment. If the Board member cannot fulfill their commitment the Board member should be asked to resign. If a Board member is non-responsive or continues to miss Board meetings, then that member may be removed by a 2/3 vote of the Board of Directors with prior written notification to that member of the pending vote for removal and written confirmation of removal.
1.2.4 Committees 

The strongest Chapters are those which operate in a highly efficient manner by involving the Chapter membership through participation in committee work. Maximum effectiveness results from the establishment of committees through selection of strong, imaginative Chairperson (frequently a Board member) and an adequate number of members. 

How many and what types of committees a Chapter needs vary with the size and location of a Chapter. Commonly, the following committees are necessary to carry out Chapter functions:

Program/Education Committee 

Membership Committee 

Desirable committees may include: 

Events Committee 

Finance Committee

Public Relations Committee 

One-assignment task forces may include: 

Auditing Committee 

Nominating Committee 

Ad Hoc committees may include: 

Long-Range Planning Committee 

Committees exist until a specific assignment is complete or otherwise directed by the Chapter President. The committees listed cover the majority of common activities engaged in by Chapters. 

Particular stress should be placed on securing the newer and younger members of the Chapter as active committee members. Fresh ideas in committee activities are a great benefit and as new members become acquainted with the Chapter and develop an interest in its progress, talent is developed for future committee chairmanships and Chapter offices.

1.2.5 Finances 

Neither BCA nor its Chapters exist for the purpose of making money. Our prime objective is to provide desirable educational services nationally, regionally and locally. However, in managing Chapter affairs, it is necessary to make most projects self-supporting. Any surpluses that develop should be used to maintain an adequate financial reserve, make capital expenditures and finance such activities as appear desirable. 

Chapter finances should be kept under rigid budgetary control with budgets being established by the Board of Directors or Finance Committee before the beginning of each fiscal year.
While reviewing changes in financial status is one method of judging a Chapter's performance, it is by no means the most important criterion. The most important yardstick is the answer to the question "What have we as a Chapter accomplished?"
The question is often asked: "How large a reserve should be maintained by a Chapter?" Basic reserves should be adequate to meet one year's operational costs. 

All checks and other instruments for the payment of monies of a Chapter are drawn in the name of the Chapter and should be signed by either the President, Vice President, Treasurer, or Administrator and countersigned by either the President, Vice President, or a member of the Executive Committee. No check or instrument may be signed and countersigned by the same person. 

1.2.6 Chapter Records 

Careful records should be maintained on all Chapter activities. In addition to the necessary financial records and minutes of Board meetings, each committee Chairman should be required to provide to the BCA, minimally at year’s end, a detailed report of his or her committee's activities. Attendance at special events, costs of activities, revenues and other information of value to subsequent committees should be included in such reports. 

Ideally, two sets of committee reports will be preserved by the Chapter. One set is retained in the permanent files of the Chapter Secretary. The other set is included in the committee Chairman's packet, which is passed along each year to succeeding Chairmen of the same committee. 

Recommended Record Filing System 

This section offers tips on setting up and maintaining Chapter files. Frequently, Chapters save too little of the right information or too much of the wrong information. 

Three of the biggest challenges faced by virtually every Chapter are: 

· Lack of a fixed file location 

· Change-over in Secretary and Treasurer every two or three years 

· Deciding what, and what not, to keep

Very often the decision about what files to keep is not made until the Secretary's files reach such monumental proportions that things are cleaned out wholesale, but this often results in valuable information being discarded. 

The trick in good filing is to establish a system requiring relatively simple procedures, so that it can be kept up easily and turned over to a new Secretary or Treasurer with minimum instructions and inconvenience. 

1. Get a portable "container" for the records. Depending on the size of the Chapter and number of records involved, this can be anything from a 3-ring binder to a file box, or combinations of these. 

2.
A binder or file should be designated "Permanent File - File Name - BCA". It is suggested that tabbed index pages or file jackets be used to keep the permanent file items separate and easily identifiable. 

3.
A binder or file should be designated "Current Files". Again, index pages or file jackets are suggested to separate the various subjects, and these in turn, should be separated by years.
4.
The Secretary should file correspondence and other records, on an on-going basis, putting items that need to be kept into the Permanent File right away. Non-critical correspondence filed in the Current Files needs only to be held for two or three years. The exception to this is any tax information and payroll records. These records should be held for a period of seven (7) years. 

5.
At the end of each year, the Secretary should collect and file Permanent File materials being held by other officers or committee chairmen. The two to three year old Current Files should be discarded to make room for next year's filing. 

6.
When a new Secretary is elected, these filing operations should be done by the outgoing Secretary before the end of the term, rather than to leave it for the new Secretary to struggle with. 

7.
Also, the outgoing Secretary should get together with the new Secretary for a quick hands-on training session to transfer the Permanent and Current Files plus give the New Secretary a briefing on duties and the filing system. A single page summary of the filing system pasted inside the front cover of the binder is also helpful. 

Next, is the question of what files to keep permanently and what files to discard? As a general rule, permanent files need only consist of meeting minutes, legal or legally related documents, and items of "compelling" historical value. All other correspondence and papers relating to the on-going month-to-month activities of the Chapter need only be kept until their usefulness runs out. Treasurer’s statements and reports need to be kept for a minimum of 7 years.
If a Chapter publishes a membership directory, these records should be kept as long as space and convenience permits. An important statistic to keep is the membership figures by member classification from year-to-year. This can easily be incorporated in the Treasurer's Annual Financial Report, along with dues income. 

1.2.7 BCA Chapters on the Web 

CHAPTER WEBSITE INFORMATION TO BE REVISED BY STAFF BASED ON NEW AVECTRA WEBSITE POLICIES
1.2.8 Guidelines for Chapter Dissolution

It is an unfortunate reality that some Chapters may not remain viable. Chapters need committed volunteers and interested members to persist. In the event a Chapter’s Board believes the Chapter is not viable, it is recommended that a survey of the membership be conducted asking if members wish to continue having an active Chapter, along with a request for leadership position volunteers. If there is interest in continuing the Chapter, the BCA recommends that every effort be made to do so. If the Chapter Board makes the decision to dissolve the Chapter, it may do so by a 2/3 vote of the Board. Any monies remaining in the Chapter’s banking account(s) at the time of dissolution must be returned to the BCA. 

1.3 The Use of the BCA Logo

The BCA logo is available for use under the prescribed and approved guidelines, as established below. Use of the logo is encouraged, as it helps to promote the Association, identify the user as a member of this quality organization and further promotes the commissioning industry as a whole.

General Notes Regarding the BCA Logo. The Official BCA logo is a registered trademark of the BCA and as such, cannot be changed, modified, or altered in any way.

a. The logo is available to current BCA members only, via written or e-mail request sent to the BCA at info@bcxa.org. Upon approval of request, the logo can be sent to the member as either an electronic file or a “hard copy” for camera ready art.
b. The logo may not appear on any “work product” produced by, distributed by, and/or used by any member when the use of the logo would appear to be an endorsement by the BCA of such “work product”. It is the policy of the BCA not to endorse any “work products” produced, created, distributed and/or used by its members. 

c. The logo may not be used, in any way, by anyone, other than current BCA Members, and only in the approved methods listed above.

Guidelines for Use by Chapters. Chapters may use the BCA logo on the following:

a. Chapter letterhead

b. Chapter marketing literature

c. Chapter website

Guidelines for Use by Members. Association members may use the logo in the following manner:

a. Individual Member – Use of the BCA logo by Association members is not allowed.

b. Corporate Member – Corporate members may use the “Building Commissioning Association-Provider Member” logo on member firm letterhead, marketing literature, website, and PowerPoint type presentation slides (when the slide is referring to the firm’s professional affiliations only).

c. Non-Profit – Non-profit firms may use the “Building Commissioning Association-Non-Profit Member“ logo on member firm letterhead, marketing literature, website, and PowerPoint type presentation slides (when the slide is referring to the firm’s professional affiliations only).

Questions about this policy or logo requests should go to the BCA International Office at info@bcxa.org.
2. LEADERSHIP AND RESPONSIBILITIES
2.1 Job Descriptions
This section is written to provide job descriptions for Officers, other Board positions and, if needed, the Chapter Administrator. Also included are descriptions of possible committees. 

2.1.1 Board Rules and Responsibilities

The Chapter Board members are the primary leadership of the Chapter and are therefore responsible for the direction of the Chapter and to provide alignment with the Association. The Board governs, develops policy and sets a course for the future. The Board works to maintain focus on the mission, strategic goals and financial well-being of the Chapter and Association.

The four primary functions of a Board are:

· Governance

· Policy & Position Development

· Visionary – Future Focus

· Fiduciary

Board Responsibilities:

· Determine and advance the Association’s mission and purposes

· Ensure successful Chapter planning and goal setting

· Manage Chapter resources

· Ensure legal and ethical integrity in the Chapter
· Help recruit new leaders

· Assess and measure Chapter performance

· Promote the Association 

· Stay current on issues and trends impacting the Chapter, Association and membership

Guiding Documents:

· Mission (Association and Chapter)
· Core Values

· Vision Statement
· Building Commissioning Attributes

· Strategic Plan: Objectives and Strategies

The Tools of Governance

· Bylaws (Association and Chapter)
· Articles of Incorporation

· Policies and Procedures

· Budget for current year

· Meeting minutes

· IRS forms

Leadership Traits

· Be mission-focused and driven

· Understand governance responsibilities and be accountable to the chapter members

· Determine to be successful

· Work as a team – No individual has an agenda more important than the whole

· Value and build relationships and respect diversity

· Focus on outcomes in the short and long term

· Be a positive representation of the Association
Loyalty to BCA

· Leaders must act in the interests of the Association
· Leaders may not use their position for personal, financial or political purposes

Leaders must:

· Conduct personal and business affairs in a manner to avoid conflicts

· Be sensitive to financial interest in any decision made by the Board

· Disclose potential conflict before Board takes action

The Board must

· Present an impartial review of any potential conflict

· Inform new leaders of policies
· Chapter leaders should review and acknowledge all policies and governance documents annually 
· Exclude leaders with a conflict of interest in determining quorum

· Make conflicts public in minutes

· Ask leaders with conflicts of interest to resign if deemed significant

Leaders cannot:

· As part of a non-profit, Board members and committee chairs shall not be paid for services to the Association and Chapter but may be reimbursed for direct expenses for Association and Chapter business 
· Use information received as leader in a way that is detrimental to BCA’s interests or reputation

Conflicts happen:

· People active in the public and private sector will experience conflicts of interest from time to time, the important thing is how one deals with them

· Disclosure and awareness of the issue before decisions are made are the critical factors

· See additional conflict of interest information in section 2.2.3

The Officers:

· Officers have special duties described in the Bylaws, which may vary from Chapter to Chapter, based on adopted Bylaws
· Officers make up the “Executive Committee”

The Executive Committee

· Meets to conduct business between Board meetings as necessary

· Authorized in the Bylaws and restricted by established policies and precedents

· Allows important business to be conducted as issues arise with short notice

It is good practice for Board members to be familiar with the Chapter Bylaws and Articles of Incorporation to more efficiently conduct business, the Secretary often refers to the Bylaws during meetings.

2.1.2 Roles and Responsibilities

Chapter President
The President is the principal point of contact between the Chapter and the public, the Chapter and its individual members, and the Chapter and BCA. The Chapter President: 
· Serves as chief elected officer of the organization

· Presides over all meetings or designates a person to do so

· Interfaces with the Regional Representative

· Appoints committees chairs in accordance with Bylaws and guiding policies

TIP: The President of a Chapter should build bridges, create external relationships, highlight common goals, and act as an ambassador of the Association. The work of the President will often lead to fund raising opportunities and external networking.

Duties are generally as follows:

1. Mentorship. Above all, the President’s responsibility is to develop the full potential of the other volunteers who serve as the Board of Directors.

2. Plan Meeting Agenda. The President will schedule and plan the agenda for the Board meetings in conjunction with the Staff and Board Members, to maximize efficiency and effectiveness of the Board as a body.

3. Chair Official Meetings. The President will open and chair Board meetings to keep them moving, obtain each participant’s input, guide topics to decisions and/or resolutions and recognize opportunities for individual or committee assignments. The President will maintain meeting order by recognizing members entitled to the floor; state and put to vote all questions which are regularly moved, or necessarily arise in the course of the proceedings, and announce the result of the vote; protect the assembly from annoyance from evidently frivolous or dilatory motions; assist in the expediting of business in every way compatible with the rights of the members; enforce on all occasions the observance of order and decorum among the members, deciding all questions of order (subject to an appeal to the assembly by any two members).

4. Recruitment. The President will lead the Board in the identification and recruitment of the next generation of leadership for the Board and committees.

5. Appointments. The President can, in accordance with the Bylaws, appoint committees, chairman of committees, and other special committee appointments as agreed to by the Board. In such case the Board may authorize committees, but cannot appoint any committees except those authorized by the Bylaws or by vote of the Board.

6. Relationship to the Chapter. In addition to the President’s duties as the presiding officer, the President represents the Chapter as required when interfacing, on official Chapter business, with other associations, organizations and affiliations.

7. Leading Role in Fundraising. The President sets the tone for the Chapter and its volunteers. Other members look to the President for leadership, and the President has primary responsibility for volunteer leadership commitment. This is true when it comes to fundraising. The President is seen as the lead in important relationships, and contributions generally come from cultivating relationships. Some prospects expect to be asked by the President of the Chapter.

TIP: The President leads the Board to consensus. A President should not overshadow discussions with his/her opinion; rather he/she should lead discussions and acts as a traffic cop for meeting discussions. The President makes sure that meetings are productive, on track, and factual. Run, but don’t dominate discussions.

Former Chapter Presidents should expect to:

· Add continuity to the Board, especially during transition

· Assist the elected President as needed

· Often chair the nominating committee

Chapter Vice President 

The Chapter Vice President (VP): 

· Serves in the absence of the President

· Performs such duties as identified in the Bylaws or assigned by the President

TIP: Be flexible. The VP’s main role is as a stand-in for the President. A VP is a very respected and high ranking official that directly supports many of the same roles as the President including ambassador, mentorship, recruitment, etc. Chapters use this flexible role in various ways; for example, the Association VP also chairs the Administration Committee which addresses a lot of management /policy procedural issues.

Duties are generally as follows:

1. In the President’s Absence. The VP, in the President’s absence, assume the roles and responsibilities of the President, in accordance with the Bylaws and as directed by the Board.

2. Special Assignments. The VP, as directed by the President, will conduct, organize, create, and oversee any special assignment duties such as may include studies, committee chairmanship, reports, guidelines, etc. for the use by the President, the Board and the Chapter.

3. Representation of the Chapter. The VP assists the President in representing the Chapter as required when interfacing, on official Chapter business, with other associations, organizations and affiliations.

Chapter Secretary 

The Chapter Secretary:

· Oversees the custody and maintenance of all Chapter records, except financial records

· Monitors the accuracy and timely distribution of meeting minutes

· Performs such duties as identified in the Bylaws or assigned by the President

TIP: The Chapter Secretary coordinates with the BCA to maintain a current membership roster and provide the same to the President, Treasurer and Committees as needed.

Some Chapters have existing infrastructure to post electronic copies of their meeting reports on websites; this is recommended. The Secretary should also have a hard copy in a binder or file box as a back-up and to hand off to the incoming Secretary.

Duties are generally as follows:

1. As Recording Officer. The Secretary is the recording officer of the assembly and the custodian of its records except those specifically assigned to others, such as the treasurer’s books. The Secretary will ensure that useful minutes are kept for all Board meetings and official Board gatherings. In addition to keeping the records of the Chapter and the meeting minutes, it is the duty of the Secretary to keep a register, or roll, of the members and to call the roll when required, including determining a quorum. The Secretary also takes count of votes when required, notifies Officers, committees and delegates of their appointment, and furnish committees or delegates with all necessary papers or credentials.

Note: Meeting reports/minutes should be turned around within 5 days so that attendees can review while events are still memorable. Meeting agendas and supporting documents should be sent out 5 days prior to scheduled meetings.

Coordination with the Treasurer. The Secretary will sign, with the President, all orders on the treasury authorized by the Chapter, unless otherwise specified in the Bylaws.
Note: Verify accounting and signatory responsibilities in Chapter Bylaws.

2. Chapter Correspondence. It is the duty of the Secretary to send out proper notices of all cancelled meetings, and of other meetings when necessary, and to conduct the correspondence of the Chapter, except as otherwise assigned.

Chapter Treasurer 

The Chapter Treasurer:

· Oversees all funds and financial records

· Prepares an annual budget for approval

· Keeps records of all income and expenses

· Is responsible for financial filings required by law 

· Prepares and submits financial reports to the BCA

· Performs such duties as identified in the Bylaws or assigned by the President

TIP: Verify Chapter rules for requiring and approving expense reports and verify accounting and signatory responsibility in the Chapter Bylaws.

Duties are generally as follows:

1. Fiscal Management. The Treasurer’s primary responsibilities are to ensure responsible fiscal management and to provide accurate and timely financial information to the Board for sound decision-making.

2. Financial Officer. The Treasurer acts as a banker, holding the funds provided to her/him, ensuring that funds are deposited into the Chapter’s bank account(s) and paying monies out in accordance with direction from the Bylaws and by the President and the Secretary.

3. Financial Reports. The Treasurer is required to make an annual report and, as called for by the Board, make a current Treasurer’s Report for monthly Board meetings. The reports are to be generated in time for the Board and/or its auditors to review prior to the deadlines established by the Chapter. The Board and/or its auditors having certified to its correctness, submit their report, and the chair puts the question on adopting it, which has the effect of approving the Treasurer’s Report and relieving her/him from responsibility in case of loss, except in case of fraud.

The laws and requirements for filing vary locally, so Chapters need to verify appropriate state requirements.

Note: Any flow of monies should be reported by the Treasurer to the Board at monthly meetings. 
4. Annual Budget. The Treasurer will assist the President in developing the annual budget for the Chapter and provide periodic reports to the Board at scheduled meetings.

Note: Remember: Chapter budgets are due to the Association annually. There is a standard format for Chapter budgets, available from the BCA staff.

Chapter Administrator 

Some chapters may choose to hire a Chapter Administrator to handle routine functions. Doing so will ease the burden for the Executive Committee to delegate the day-to-day responsibilities. 

Chapters should have written agreements with their Chapter Administrator. 
Regional Representative

Although there might be many Chapters within a region, there is only one Regional Representative. The Regional Representative serves as the communication link between the Association and the Chapter(s) in a particular region. This position is elected by the regional membership and is a voting member of the Association Board of Directors. Chapters and Regional Representatives should determine a communication method to ensure the Representative is aware of Chapter activities. The Regional Representative is not considered a voting member of the Chapter Board of Directors unless they specifically run for a position on that Board. 

TIP: The Regional Representative’s challenge is to communicate effectively with a variety of groups, the Association Board, the Chapter Board of Directors (or several Boards) and regional members. The most important role is passing information between these groups.

2.2 Risk Management

Board members are expected to protect the Chapter, be aware of fiduciary responsibility, apparent authority, antitrust policies, contracts, audit results, insurance, IRS requirements, values and ethics.

Chapters should establish a policy and governance document which includes stipulations about antitrust and sponsorship policies. The BCA recommends using the Association policy documents as a starting place for creating these documents.

2.2.1 Fiduciary Responsibilities

· Keep current budgets and expenses up to date. It is up to the Board member to study and ask questions.

· Keep public records. Board members should receive a copy of the IRS 990 form files every year. These forms must be available for public review for the past three years.

· Conduct financial audits annually to protect Board and staff; rely on a committee or volunteers to select, oversee and report on the process.

· Board members should be aware of all legally binding contracts as well as all insurance documents and requirements.

2.2.2 Apparent Authority

Apparent authority arises when a Board, though not granting actual authority, permits a committee or member to behave as if it had authority. Authority rests with the Board and may not be assumed by others.

Every state has slightly different legal rulings. Chapters should research requirements for their state.

2.2.3 Antitrust Policies and Conflict of Interest
Antitrust violations occur when two or more persons from the same industry or profession discuss suppliers, processes, operations. Extreme care must be exercised to avoid policies, programs, dialogues, or pursuits which could be seen as having an intention or result of restraint of trade. Members should remove themselves from any conversation that would change how business is conducted because of an agreement among competitors.

Antitrust laws cover:

· Restraint of competition among competitors through understandings or agreements

· Monopolization

· Unfair methods of competition

· Unfair or deceptive acts

· Severe penalties 

· Felony criminal conviction may result in up to 3 years in prison and $1 million fines (for individuals) or $100 million fines (for corporations)

· Treble damages available to private persons

· Antitrust violations usually consist of a) concerted action and b) unreasonable restraint or competition

· Since the BCA involves meetings among competitors, a) can be asserted without difficulty

· The only remaining element necessary to prove a basic antitrust violation is b) unreasonable restraint of competition

· Therefore, agreements or activities of BCA members that are anti-competitive or have that effect whether conducted as BCA business or not, could result in serious antitrust consequences

Compliance:

· Agree to strictly comply with laws and regulations applicable to their activities, including federal and state antitrust laws

· Board members are expected to conscientiously adhere to antitrust laws

· Will neither knowingly permit nor condone antirust competitive behavior, whether willful or inadvertent, in connection with any Association activity

· Have a policy to assist members and volunteers in complying with federal and state antitrust laws

Responsibilities – Board Members:

· Have a duty and a responsibility to avoid and prevent antitrust violations

· Need to understand the basic antitrust laws

· Need to recognize areas of potential antitrust risk

· Must overtly object and refuse to participate in any activity that poses antitrust risk

Discussions to Avoid:

· Controlling or influencing current or future prices 

· What constitutes a “fair” profit level

· Procedures for establishing selling prices, cash, discounts, credit terms

· Allocation or division of markets

· Whether pricing practices of any competitor/industry are illegal, unethical or unfair

· Agreements limiting or restricting advertising

· Exclusivity in dealings or membership
Prevention:

· Follow a written agenda, distributed prior to the meeting. Any potential antitrust issues will be reviewed by the Chairperson, Executive Director and legal counsel, if appropriate

· Postpone any discussion with potential antitrust complications until legal counsel is present

· Accurate and detailed meeting minutes will be prepared, reviewed and approved at the next meeting

· Video or audio recording of meetings will not be permitted

· Discontinue discussions which arouse concern of antitrust violations pending resolution

· If any member has concerns about potential antitrust implications during a meeting, he or she will interrupt and state that concern immediately. If discussion is not terminated or the concern resolved, the member should state that he or she is leaving the meeting for that reason, and then leave

· Conversations discussing matters in violation of the Association’s antitrust policy, even in a joking manner, will not be tolerated and violating parties may be ejected by the Chairperson

Conflict of Interest: 

· Members with a personal or business interest in a proposed BCA contract or outcome

· Includes non-tangible benefits/payment, such as privileged information 

· Indirect interests are also included (e.g. leader is employed by company X which is dealing with BCA in another capacity)
This applies to leaders as defined by 

· Board members

· Chapter Board members

· Committee members

· Senior staff members
2.3 Committee Descriptions 

The Board may designate and appoint standing and temporary committees as it deems appropriate or necessary and defines the duties of all committees. Temporary committees for special projects or events, called an ad hoc committee or task force, may be appointed from time to time by the President in compliance with the Bylaws.

The BCA has numerous committees that are always looking for volunteers. Ideally, each Chapter would provide at least one representative to each of the standing BCA committees in order to continue the work of the committee on the Chapter level. The idea is to continue the work of the committee by providing specific tasks to a Chapter committee and recruit future leaders at the Chapter level for the Chapter, BCA committee and BCA Board of Directors.

The following are Association committees:

· Administration Committee

Assures that the governance and management functions of the organization are conducted in the most effective and efficient manner possible, that the organization's activities conform to appropriate federal and state laws, and that members are encouraged and enabled to participate in governance functions.

· Certification Committee

Manages the BCA CCP exam, review and create new certification programs, marketing the CCPTM to the building industry and updating certification exams. A committee member must be a CCP due to the nature of the work

· Chapter Relations Committee

The committee’s purpose is to guide and assist in the formation of new chapters and support and interface with existing chapters in their growth and development for the betterment of Association. This committee is comprised of members from the executive committee of each of the Chapters.

· Marketing and Outreach Committee

The Marketing and Outreach Committee promotes the profession and practice of commissioning to building owners, the construction industry, public policy makers and key trade and professional organizations. Assures that members have ready access to resources of the Association; that members have opportunities to provide feedback and input; that the Association’s communications reflect high quality standards

· Professional Development & Education Committee

The Professional Development Committee provides members and interested professionals with comprehensive continuing education opportunities for all levels of commissioning experience and expertise; develops inter-organizational partnerships for the advancement of professional commissioning training; 

· Standards Committee

The Standards Committee assures that the BCA is the leading source for industry standards within the commissioning profession and is an active advocate for public policy decisions that influence the conduct of commissioning and the quality of commissioning services
The committees listed below are recommended for each Chapter. The President and Vice President should be considered ad hoc members of all committees. Additional information about each committee, including responsibilities and recommendations, is available in the appendix. 
2.3.1 Auditing Committee 

The function of the Auditing Committee is to assure that the financial records and physical assets of the Chapter are in good order and that the financial reports are done consistently from year to year. The committee membership should be rotated annually. No incumbent officers or other committee chairmen should be members of the Auditing Committee, although they may be present during audit sessions.
2.3.2 Finance Committee 

The function of the Finance Committee is to ensure the financial stability of the Chapter. The committee is comprised of a Chairman, Treasurer, and other members as appointed by the Chapter President.

2.3.3 Membership Committee 

The function of the Membership Committee is to develop and execute or supervise the execution of promotional plans to maintain and build membership of the BCA. 
2.3.4 Nominating Committee 

The function of the Nominating Committee is to develop a slate of qualified candidates for each Chapter election. Membership of the Committee is defined in the Chapter Bylaws.

2.3.5 Program/Education/Events Committee 

The function of the Program/Education/Events Committee is to plan and produce Chapter meetings, events and continuing education programs. 
2.3.6 Public Relations Committee 

The Public Relations Committee is charged with the duty of arranging publicity around the Chapter’s activities to internal groups, external groups and media. A newsletter should be published on a regular basis as one method of communication. External publicity is helpful in attracting potential new members, as well as informing the public. Logos and association graphics may be obtained from the BCA.

Note: This Committee might be part of the Program/Education/Events Committee, depending on the number of volunteers.
3. MEMBERSHIP PROCEDURES AND ACTIVITIES

One of the most important BCA member benefits is the opportunity to participate in a local BCA Chapter. BCA provides its Chapters with opportunities for support and funding. Growth at the Chapter level is encouraged by the BCA. 

3.1 BCA Membership Policies 

3.1.1 BCA Chapter Members
An individual who has joined the Association is automatically included as a member of their local Chapter. New BCA members register on the BCA website and are assigned a geographic Chapter at that time. 
3.1.2 Who is a New Member? 

For the purposes of Chapters, a "new member" is defined as a person who has never been an Association member or is an individual who has not been a member in the last 36 months. 

BCA will send individuals a new member packet via email. Chapters should also contact these people, welcoming them to Chapter membership, and encouraging them to participate in Chapter activities.
3.1.3 Membership Dues & Chapter Allocations
When membership dues are received the Chapter to which the member belongs will receive a reimbursement of up to $50.00. If the membership dues have been pro-rated, the amount due to the Chapter will be reflected in the reimbursement. Quarterly, the BCA sends Chapters their membership allocation funds.
3.1.4 Processing Credit Cards 

BCA will process credit card* payments on behalf of the Chapter for Chapter sponsored events. Contact the BCA staff office for more details, info@bcxa.org.

*Please note that bank fees will apply based on the amount processed and the type of credit card used.

3.2 BCA Chapter Membership Reports 

Membership reports are sent to Chapters via e-mail on a quarterly basis or upon request. 

New Member Report – This report includes new members that have joined the BCA in a Chapter’s region. These reports are sent from the BCA on a monthly basis. Chapters receive payment for new members quarterly by check. Chapters should add new members to the membership roster as received. 
Chapter Active Roster - This is a complete roster of a Chapter’s active members, including new members. Active roster reports are sent to chapters via email on a quarterly basis or upon request. 
Delinquent Members – This report is sent to Chapters in mid-February. Most members renew their membership by the end of January. The delinquent members have not yet paid their annual dues and are at risk of being canceled. Upon receipt, Chapters should contact delinquent members and encourage them to renew. 
If individuals need another invoice sent, contact the BCA and one will be sent immediately (info@bcxa.org). At this point, BCA staff has already contacted the delinquent members to encourage them to renew and to determine their reasons for not renewing. 
3.3 Membership Benefits and Retention Tips 

Remind individuals that membership in BCA is one of the best tools building commissioning professionals can possess.

BCA member benefits and services are designed to advance both knowledge and skills in the building commissioning industry. Benefits and services available to members are either free or are offered at a reduced rate, making membership in Association pay for itself. 

BCA Member Benefits:
· BCA members share a commitment to quality commissioning services and enjoy a reputation for being the best qualified in the business
· Direct more business to your company by listing your business with the much-requested BCA member roster

· Associate with other professionals, individuals and groups that share the vision of the benefits and value of building commissioning

· Stay up-to-date with the latest developments in the commissioning business through the BCA newsletter

· Improve your technical and business skills through BCA training programs.

· Make your business more visible with a link to your web page from the BCA directory
· Support an industry organization that helps to define and publish commissioning industry best practices for new and existing buildings

· Develop in-depth knowledge and skills associated with holistic building commissioning best practices

Local Chapter Participation 

Each BCA member is automatically enrolled in their local Chapter. There are many benefits to actively participating in a local Chapter. Membership at the local level can provide BCA members with important programs, activities, and excellent networking opportunities. Participation in local activities helps to promote the benefits of BCA membership at a “grassroots” level encouraging the participation and membership of different industry professionals including: commissioning providers, facility owners, facility managers, general contractors, sub-contractors, design professionals, testing and balancing professionals, and many others. Promoting membership benefits to various industry professionals is vital to continued Association membership and growth.
It is recommended that Chapters focus on recruiting and retaining a diverse group of membership consisting of the different industry professionals listed above. Such a diverse forum provides the greatest opportunity for learning and help to promote integrated project delivery. Maintaining a diverse membership helps to ensure that commissioning best practices are being shared with other building industry segments and that commissioning professionals are continuing to increase the value of the commissioning services they provide.

Chapters provide: 

· High-quality educational programs focused on regionally specific areas of interest 

· Social functions, including luncheon and dinner programs, social mixers, golf outings, etc.

· Web site content providing local commissioning information and opportunities

· Social networking links that can be used to build business relationships

· Up-to-date information on local developments in the commissioning business

· More cost-effective continuing education opportunities

Membership Retention 
It costs five to six times more to recruit a new member than it does to keep an existing one. Below are suggestions for retaining members: 

· Conduct a survey of all Chapter members on a frequent basis to determine specific areas of interest. Having popular educational topics is a key to membership renewal

· Offer a diverse group of educational opportunities that might include: regional meetings, webinars, local meetings, social events, and conference calls. Having easily accessible educational content is key to membership renewal

· Promote Association events, educational content, webinars, website, etc. to encourage members to take full advantage of these resources. The more value the members perceive from these resources, the more likely they are to renew their membership

· Offer and encourage opportunities for leadership to all types of members including: commissioning providers, facility managers, facility owners, contractors, design professionals, etc. The more diverse the chapter leadership, the more creative the Chapter can be at addressing specific membership needs

· Recruit and encourage the participation of facility owners and managers in your Chapter. These types of professionals are typically viewed as the most objective voice in the industry. Further, these types of members tend to encourage the physical and financial participation of other member types such as commissioning providers, contractors, vendors, etc.

· Conduct a survey of members not renewing their membership to determine why they made this decision, and then try to recruit them back
· Set Chapter goals for membership attrition and monitor your success rate
· Promote membership renewal success at Chapter events

· Involve members in the renewal program

· Telephone individuals whose membership is about to expire and discuss the benefits of chapter membership. Secure their commitment to renew
· Send personalized renewal confirmation letters, or better yet, contact renewing members by telephone and follow-up with a letter

4. FEDERAL & STATE TAX REPORTING & CHAPTER FINANCIAL REPORTS


4.1 State & Federal Tax Information 

BCA is incorporated under the laws of the State of Washington. Chapters are incorporated under the laws of one of the states in which they operate. Chapters may be subject to a variety of state and local taxes, including property, sales, franchise or income taxes. It is suggested that each Chapter initially undertake steps to determine what, if any obligations it may have to local and/or state taxing authorities. It is also prudent to check with tax authorities periodically since changes take place regularly. 

The IRS recognizes BCA as a tax-exempt organization for Federal income tax purposes under Section 501(c)6 of the Internal Revenue Code. Technically, organizations are considered tax-exempt as a matter of law and Chapters that operate in accordance with the BCA Bylaws and incorporated as a "non-profit" entity, are considered by law to be tax-exempt. 

There are a number of reasons, however, for which the Chapter needs to be recognized as tax-exempt under Section 501(c)(6). (501(c)(6) regulations are available in the appendix.) The most obvious is that unless recognized as tax-exempt by the IRS, the IRS will consider the Chapter to be obligated to report all income as taxable income. 

Federal tax law permits organizations recognized as tax-exempt to file an information-only return (Form 990) if they receive more than $25,000 annually or an e-Postcard (Form 990N) if they receive less than that amount. Chapters can apply for such recognition on Form 1024, IRS publication 557. "Tax-exempt Status for Your Organization" explains the requirements for recognition of tax-exempt status. BCA recommends that all chapters file an annual information-only return (Form 990). In addition to the requirement to file the Form 990, Chapters may be subject to unrelated business income taxes, in which case, Chapters may be required to file an IRS Form 990-T. BCA has information available to provide Chapters with guidance on filing annual returns.
Any Chapter that files for recognition under Section 501(c)(6) and is subject to the requirements to file an IRS Form 990 or Form 990-T must have a Federal Tax Identification number. For a variety of purposes and transactions (e.g. banking) other than income tax filing, a Chapter may also need this federal tax identification number. BCA's own Federal Tax ID number cannot be used for this purpose. 

A Federal Tax ID number, also referred to as an "Employer Identification Number" (EIN), can be obtained by filing IRS Form SS-4. It is not necessary to have employees to receive an EIN. The form is available from any IRS District Office. 

Under U.S. Postal Code, BCA and its Chapters do not qualify as "Not-For-Profit" organizations. Only certain religious and charitable not-for-profit organizations qualify for reduced postage costs.
Other Federal Tax Forms 

· Form1099 – File with IRS annually when payments to an independent contractor exceed $600 in a calendar year
· W-9 – This form may be required by business and institutions Chapters do business with
The following forms are only applicable if the Chapter hires paid employees: 

· Forms W-2 and W-3 (Wage & Tax Statement & Transmittal of Income & Tax Statements) - Used to report wages paid, social security, and income taxes withheld by the organization to its employees. If Forms W-2 and W-3 are required, Forms 940 and 941 will also be required

· Form 940 (Employer’s Annual Federal Unemployment (FUTA Tax Return) – Used to report unemployment tax paid by an employer
· Form 941 (Employer’s Quarterly Federal Tax Return) – Used to report social security and income taxes withheld by an employer and social security tax paid by an employer (due quarterly)
4.2 Chapter Financial Reports 

Chapters must submit a financial report to BCA for the previous year no later than the February 28th. Financial reports should include information about Chapter income and expenses for the entire year. A sample financial report can be found in the appendix.
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