[image: image1.jpg]




These bylaws were drafted by the Steering Committee of the North Park Neighborhood Council.These provisions are neither required nor approved by the City of Kent. 
BYLAWS OF NORTH PARK NEIGHBORHOOD COUNCIL
Article I. Name
The name of the neighborhood association shall be North Park Neighborhood Council.
Article II. Goals
Section 2.1
PURPOSE.  To conduct meetings, distribute newsletters, and maintain contact information for the regular distribution of information in order to educate residents on subjects affecting the North Park Neighborhood and our community; to cultivate a sense of community spirit and pride in our Neighborhood through education and sharing of cultural resources.
Section 2.2
AWARENESS.  To maintain awareness of private or governmental activities that affect the quality of life in the Neighborhood; to solicit members of the Neighborhood to share in the responsibilities of being aware of important activities and assisting in appropriate actions to advance or protect the interests of the Neighborhood.
Section 2.3
COMMUNICATION.  To provide an organized way for residents of the Neighborhood to participate in discussions of issues affecting the Neighborhood and to act as a conduit to members of the Neighborhood needing assistance from the City.  
ARTICLE III.
THe Community served
Section 3.1
BOUNDARIES.  On the south, W. James Street; on the north, Highway 167; on the east, 1st Ave. N.; on the west, 5th Ave. N., in Kent, Washington; provided, however, that any matter of concern within the City that may affect the defined Neighborhood shall be a proper subject for discussion and action by this Neighborhood Council.  
Section 3.2
MEMBERS.  Any resident, tenant, property owner, or owner of vacant land in the defined Neighborhood, as described in Section 3.1, is eligible for membership in the Neighborhood Council and is entitled to one vote per house, unit, apartment, or vacant property. Occupancy shall supersede ownership in the right to a vote. A tenant may delegate his or her vote to the landlord of the property occupied, if he or she so chooses. 
Section 3.3
BUSINESS MEMBERS.  Any entity that is doing business in the immediate proximity of the Neighborhood as defined in Section 3.1, and that is interested in participating in the Neighborhood Council, may become a Business Member.  A Business Member may have a voice but not a vote in the conduct of Neighborhood Council affairs and may serve neither as an Officer of the Council nor as a Board Member. 
ARTICLE IV.
ELECTION AND NUMBER OF OFFICERS and Board Members
Board Members
Section 4.1
RESIDENCY.  Any and all Board Members shall be residents of the Neighborhood as defined in Section 3.1.If a Board Member moves from the Neighborhood, then that Board Member shall resign his or her position.  
Section 4.2
NUMBER OF BOARD MEMBERS.  The affairs of the Neighborhood Council shall be governed by a Board of not fewer than five nor more than nine Board Members, who shall be elected by the members of the Council.  The members of the Neighborhood Council, at any annual meeting, may change the number of Board Members within those limits but shall not reduce the number in such a manner so as to deny an incumbent Board Member a full term in office (unless removed for cause).
Subsection 4.2a
ADVOCATES.  An advocate is a Board Member who is elected to the Board but who does not hold the title of President, Vice President, Treasurer, or Secretary.  The term of office for an advocate shall be the same length of time as the terms of titled Board Members.
Section 4.3
ELECTIONS AND TERMS OF OFFICE.  Election of the Board Members shall be held annually, as described below in Subsections 4.3a – 4.3c.The normal term of office shall be for two years and until successors are elected to take office.  The Board shall fill any vacancies as they arise. The appointment to the Board of any Member shall be subject to a vote of the full Membership at the Membership Meeting next following the appointment.
Subsection 4.3a
YEAR ONE.  One third of the Board Members shall be elected for one year. The Secretary and Treasurer shall be elected for the same one-year term. The President and Vice President shall be elected for two-year terms. Five Advocates shall be elected for one year, as needed, and may remain in office for longer than one year, provided that there is no contest for their positions. 
Subsection 4.3b
YEAR TWO.  Elections shall be held for Secretary and Treasurer; hereinafter, these offices shall be held for two-year terms, to result in staggered two-year terms of a) Secretary and Treasurer and b) President and Vice President. Election of additional Advocates, as needed, may also be held. 
Subsection 4.3c
YEAR THREE.  Elections shall be held for President and Vice President for two-year terms. Election of additional Advocates, as needed, may also be held.
Officers
Section 4.4
RESIDENCY REQUIREMENT.  Any and all Officers shall be residents of the Kent North Park Neighborhood as defined in Section 3.1. If an Officer moves from the Neighborhood, then that Officer shall resign his or her position. The remaining officers shall appoint an Advocate to fill the vacant office until the next Membership Meeting. 
Section 4.5
The Officers shall be President, Vice President, Treasurer, and Secretary, if a full complement is possible. 
COMPOSITE OFFICES.  The elected officers shall be President, Secretary, and Vice President/Treasurer, if a full complement is not possible because of a shortage of Members.
ARTICLE V.
DUTIES OF BOARD MEMBERS
Section 5.1
SERVE BEST INTERESTS OF THE NEIGHBORHOOD.  As official representatives of the Neighborhood Council, Board Members shall act in the best interests of the Neighborhood in order to advance the stated goals of the Neighborhood Council. Further, the Board Members shall act civilly and treat other Neighborhoods, their members, and city employees with respect and professionalism, regardless of personal beliefs on any topic.  
Section 5.2
CITY GUIDELINES.  Board Members shall comply with the City’s guidelines in order to ensure that the North Park Neighborhood Council remains an officially recognized Neighborhood of the City of Kent.
Section 5.3
QUORUM.  A quorum (a majority of the elected Board Members) shall be required to conduct official business of the Neighborhood Council. For any action to be taken on behalf of the Neighborhood Council, a simple majority shall be necessary. All official voting must contain a minimum of five votes in order to be considered official Board business. If an official vote is not possible, all items in question shall be tabled until the next Board meeting. 
Section 5.4
INDIVIDUAL ACTION.  No Board Member shall publicly take a position on any question, issue, or action item in the name of the Neighborhood Council unless the Board has approved such a position.
Section 5.5
REMOVAL.  A Board Member may be removed from office by a majority vote of the Members present at a Membership or special meeting. This shall be known as a Vote of Confidence. Notice of such proposed action shall be distributed to all members prior to the meeting. See Section 4.2.
ARTICLE VI.
DUTIES OF OFFICERS
Section 6.1
PRESIDENT.  The President or his or her delegate shall preside at all Membership Meetings; appoint committee Board Members; call Special Meetings; implement Board decisions; and perform such other duties as are usually vested in the office of the President. (See Addendum A.)
Section 6.2
VICE PRESIDENT.  The Vice President shall be responsible for Membership Meeting programs (agenda, special program, speaker); shall perform the duties of the President as his or her delegate in the absence or disability of the President; and shall enforce the rules of order.
Section 6.3
SECRETARY.  The Secretary shall keep full and accurate minutes of all meetings of the Neighborhood Council; maintain the permanent records of the Neighborhood Council; and perform such other duties as usually performed by the secretary of an organization. (See Addendum B.)
Section 6.4
TREASURER.  The Treasurer shall keep a register of the membership of the Neighborhood Council, together with Member addresses and e-mails; be the custodian of the funds of the Neighborhood Council; keep records of all receipts and disbursements; render a financial report to the Neighborhood Council at Membership meetings; pay the bills for those items included in the budget and for any other expenditures specifically authorized by the Board.  The Treasurer shall turn over to his or her successor all moneys and property, together with a full accounting of the same. (See Addendum C.)
ARTICLE VII.
Membership meetings
Section 7.1
MEETINGS.  Neighborhood-wide Membership Meetings shall be held at 6:30 p.m. on the second Thursday of the odd-numbered months (Jan., March, May, July, September, and November). The Board Member meetings shall be held at 6:30 p.m. on the second Thursday of the even-number months (Feb., April, June, August, October, and December). Special meetings of the Membership may be held upon the order of the President, upon the request of a majority of the Board, or by petition of the Members. Where practical, notice of a Special Meeting should be distributed to each Member at least seven days prior to the meeting.
Section 7.2
RULES OF ORDER.  Parliamentary rulings should govern procedure in accordance with the most recent edition of Robert’s Rules of Order, except as herein otherwise provided.
ARTICLE VIII.
Committees
Section 8.1
The President may appoint any committees helpful in carrying out the objectives of the Neighborhood Council.  Such committees shall report to the Board, and shall not publicly take a position on any question in the name of the Neighborhood Council, unless such a position has been approved by the Board or by the Membership.
ARTICLE iX.
GIFT CAP
Section 9.1
A limit of $100 per calendar year is placed on all donations to the Neighborhood Council. No in-kind or cash donations shall be accepted from any private person or special interest for the express or implied purpose of influencing the Board in its decisions.
ARTICLE X.
amendments
Section 10.1
Any amendment(s) to the bylaws shall first be reviewed by the Board.  If the Board believes the amendment(s) to be in the best interest of the Neighborhood Council, then these bylaws may be amended at any regular Membership or Special Meeting by a majority vote of the Members present, providing that notice of the proposed amendment shall have been made prior to the meeting.
Addendum A
Position Description
President
General Responsibilities
The President is responsible for ensuring that the Board and its Members are aware of and fulfill their governance responsibilities, comply with applicable bylaws, conduct Board business effectively and efficiently, and are ultimately accountable for their performance.
In order to fulfill these responsibilities, and, subject to the Neighborhood Council’s bylaws, the President presides over meetings, proposes policies and practices, sits on one or more committees, monitors the performance of Board Members and Officers, submits reports to the Board; proposes the creation of committees; appoints members to such committees; and performs other duties as needs arise and/or as defined in the bylaws.
Accountability
The President is accountable to the Board as specified in the bylaws. The President may delegate specific duties to Board Members and/or committees as appropriate; however, the accountability for them remains with the President.
Meetings
The President ensures that an agenda is planned for Board meetings. This may involve periodic meetings with committee chairpersons to draft meeting agendas and reporting schedules.
The President presides over meetings of the Board. In this capacity, the President chairs meetings according to accepted rules of order for the purposes of encouraging all members to participate in discussion, ensuring that decisions are made in an orderly, timely, and democratic manner.
Addition, the President votes as prescribed in the bylaws.
Board Committees
The President serves as an ex-officio member of board committees specified in the bylaws. In this capacity, the President’s role is to serve as a voting member of the committee to negotiate reporting schedules, to identify problems and assist the committee chairperson to resolve them, and, if necessary, to bring them to the attention of the Board Members.
Community Relations
The President ensures that the organization maintains positive and productive relationships with members, stakeholders, and other neighborhood councils. In this capacity, the President serves as primary spokesperson for the Council. Duties my include representing the Council on governmental or nongovernmental associations and committees, providing timely and appropriate reporting of Board decisions and actions to stakeholders. 
Board Development
The President ensures that structures and procedures are in place for effective recruitment, training, and evaluation of Board Members.
Delegation
The President may establish or propose the establishment of committees of the Board and may assign tasks and delegate responsibilities to Board committees and/or Members as authorized through the Council bylaws.
     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _
Addendum A uses the word ensure to convey the intent that accountability for the specified responsibilities lies with the President, but it is not necessarily the President who carries out the activity. Many of these responsibilities will be delegated to Board committees or others, including experts retained for a specific purpose. The word ensure is not intended to imply any additional source of legal duties.
     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _
Addendum B
Position Description
secretary
General Responsibilities
Associations are required by applicable bylaws and by custom to maintain certain records for several purposes, including:
· Accurate recollection of decisions;
· Determination of eligibility to vote;
· Continuity of policies and practices; and 
· Accountability of members and officers.
The Secretary is responsible for ensuring that accurate and sufficient documentation exists to meet legal requirements and to enable authorized persons to determine when, how, and by whom the Board’s business was conducted. In order to fulfill these responsibilities, and, subject to the Council’s bylaws, the Secretary records minutes of meetings, ensures their accuracy and availability, proposes policies and practices, submits various reports to the Board, maintains membership records, fulfills any other requirements of an officer, and performs other duties as needs arise and/or as defined in the bylaws. 
Accountability
The Secretary is accountable to the Board Members, as specified in the bylaws. Through the Board Membership, certain duties of the Secretary may be delegated to Members and/or committees as appropriate; however, the accountability for them remains with the Secretary.
Minutes
The Secretary is responsible for ensuring that accurate minutes of meetings are taken and approved. Requirements of minutes may vary with the jurisdiction but should include, at a minimum:
· Date, time, and location of meeting;
· List of people present and absent; 
· List of items discussed;
· List of reports presented;
· Text of motions presented and description of their disposition.
The Secretary signs a copy of the final, approved minutes and ensures that this copy is maintained in the records; forwards said minutes to the Board Officials and Members. 
Minutes should have enough information to help absent Board Members and stakeholders understand what issues were discussed and what decisions were made. In certain circumstances, minutes should include summary of discussion, rationale for decision, names of those participating in the discussion, and the roll call, noting any declared conflicts of interest. These circumstances are: if the matter is contentious, if Board Members dissent, if there is any concern about exposure to liability, or if a Board Member has a conflict of interest.
Custodian of Records
The Secretary ensures that the records of the Council are maintained as required by the Council’s bylaws and made available when required by authorized persons. These records may include founding documents, lists of Board Members, minutes of Board and committee meeting minutes, and other official records.
Membership Records
The Secretary ensures that official records are maintained, including sign-in sheets listing names, e-mail and/or physical addresses, phone numbers, and renter/property owner designation. (If renter, name and phone number of landlord/property owner.) The Secretary ensures that these records are available when required for reports, elections, referenda, other votes, etc.
Bylaws
The Secretary ensures that an up-to-date copy of the bylaws is available at all meetings.
Communication
The Secretary ensures that proper notification is given of Board Members’ meetings as specified in the bylaws. The Secretary manages the general correspondence of the Board except for such correspondence assigned to others.
Meetings
The Secretary participates in Board meetings as a voting member. The Secretary provides items for the agenda as appropriate. In the absence of the President and Vice President, the Secretary calls the meeting to order, presiding until a temporary chairperson is elected. The Secretary records meeting minutes as described above. Depending upon the bylaws and practices of the Council, the Secretary may perform these duties for Member meetings and/or for an executive committee.
     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _
This Addendum uses the word ensure to convey the intent that accountability for the specified responsibilities lies with the Secretary, but it is not necessarily the Secretary who carries out the activity. Many of these responsibilities will be delegated to Board committees or others, including experts retained for a specific purpose. The word ensure is not intended to imply any additional source of legal duties.
     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _     _
Addendum c
Position Description
treasurer
General Responsibilities
The Treasurer is responsible for ensuring that all financial records of the Council are accurately kept and preserved, for receiving and disbursing all Council monies, and for posting a Council quarterly financial report for Council membership review. The Treasurer shall prepare and present Council reports (monthly, quarterly, annual) and projections to the Board Members, as required.
The Treasurer is responsible for authenticating all Council expenditures by receipts, certifications, etc., and for preparing and executing authorized check signature forms when appropriate. The Treasurer shall sign all checks for the payment of money from the Council account, using two signatures—his or her own and that of one other Board Member—on all checks issued.
The Treasurer is responsible for participating in all Board functions and for performing any other duties as assigned by the President.
Accountability
The Treasurer is accountable to the Board Members, as specified in the bylaws. The Treasurer is responsible for depositing all Council monies in a bank approved by the Board Members.
Disbursements
The Treasurer is responsible for making disbursements for all Council financial obligations.
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