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SECTION |
PURPOSE OF MANUAL

THE PURPOSES OF THIS MANUAL OF OPERATIONS ARE AS FOLLOWS:

» To provide standard procedures that describeieteahd appointment processes and
duties of all Officers, Board Members-at-Large, &ammittees.

» To provide a yearly timetable of organizationatets, goals, objectives, and results of
organizational expectations.

» To provide guidelines and procedures for fiscahaggement.

» To provide guidelines for Chapter requirements amganization of Divisional Units and
Local Chapters within the Association.

» To provide procedures by which an orderly transfeadministration and functions of
the Chapter can be accomplished from one yeaetaekt, thereby insuring continuity
of organization, plans, and programs through tlepemative planning and appointments
of the outgoing President, incoming President, thedPresident-Elect.

SECTION 1l
OFFICERS AND BOARD OF DIRECTORS

The duties of the Officers and Board of Directdralkbe in accordance with the Constitution and
Bylaws of the Georgia Rehabilitation Association.

PRESIDENT

The President shall:

. Serve as Chief Executive Officer of the Chapter

. Conduct at least six (6) Board meetings per gegmning in January.

Serve as Chairperson of the Executive Committee.

. Call Executive Committee meetings as needed.

. Appoint Committee Chairpersons upon the approf/tiie Board of Directors.

-~ ®0 o 0 T o

Serve as a voting member of the Finance Committee.
. Appoint, in conjunction with the Treasurer, two (@embers of the Finance Committee.

«Q

*This should be done as soon as the official teemirs.
h. Serve as an Ex-Officio member of all other Stagdommittees.
I. Monitor Board Members' attendance.
j. Approve and sign all expenditure requests.

NOTE: If a Board Member is absent for two (2) or moreetings, the President shall
consider the circumstances, including the Board bkExs ability to attend future
meetings and reason for missing meetings, priatetdaring the Board Member's term



null. In such instances, the Constitution and Bgawovision governing the fulfilling of
unexpired terms will be followed.

PRESIDENT-ELECT
The President-Elect shall:

a. Serve on the Board of Directors as a memb#reoExecutive Committee.
b. Serve as Chairperson of the Strategic PlanGomgmittee

c. Serve as a voting member of the Finance Coreenitt

d. Serve as an Ex-Officio member of all other 8tag Committees.

e. Appoint a member to serve on each committee, wiom @pnfirmation by the Board will
become Chairperson of that committee for the folhgacalendar year, as stipulated by
Article XII of the Constitution and Bylaws of thee@Grgia Rehabilitation Association.

f. Plan and conduct an Annual Leadership Conferemée theld in December for current
Board members and Committee Chairpersons and fardBmembers and Committee

Chairpersons elected or appointed to serve theviollg year.

g. Perform assignments as made by the President.

h. Utilize this term of office to become thoroughfamiliar with the Constitution and
Bylaws and operations of the Georgia Rehabilitafigsociation.

i. Assume the office of President effective thestfiday of January of the year following
his/her term as President-Elect.

PAST PRESIDENT
The Past President shall:

a. Serve on the Board of Directors as a memb#reoExecutive Committee.

b. Assume the position of President in the event tiveeat President is unable to fulfill
his/her term of office.

c. Serve as Chairperson of the Nominating Comamitte

d. Serve as a voting member of the Planning araiuation Committee.

e. Serve as a voting member of the Finance Comenitt

VICE PRESIDENT
The Vice President shall:

a. Serve on the Board of Directors as a member oEeEutive Committee.
b. Assume the duties of the President in his/bsence.
c. Serve as Chairperson of the Annual Conferetar@nihg Committee.



d. As Chairperson of the Annual Conference Plagp@ommittee, coordinate conference
functions with the Nominating Committee, CredemstiadCommittee, Awards and

Recognitions Committee, and Divisions.

VICE PRESIDENT-ELECT
The Vice President-Elect shall:
a. Serve on the Board of Directors as a memb#reoExecutive Committee.
b. Serve as a member of the Annual ConferencenPigi€ommittee.
c. Assist the Vice President in planning and catidg the Annual Conference.

d. Utilize this term of office to become thorougtamiliar with the Constitution and
Bylaws and operations of the Georgia Rehabilitafigsociation.

SECRETARY
The Secretary shall:
a. Serve on the Board of Directors as a memb#reoExecutive Committee.

b. Record minutes of all stated or called megstiof the Chapter and distribute copies to all
members present at the following Chapter meeting.

c. Record minutes of all Board of Directors meetingd distribute to all Board members

by the following Board meeting.
d. Record minutes of all Executive Committee meetiagd distribute to all Executive

Committee members by the following meeting.

e. Maintain files of all minutes.
f. Transfer all records and any other pertinemé da the incoming Secretary by January 1.

TREASURER
The Treasurer shall:
a. Serve on the Board of Directors as a memb#reoExecutive Committee.

b. Serve as Chairperson of the Finance Committee laaltimesent a recommended budget
to the Executive Committee.

c. Be responsible for the financial receipts ambursements of the Chapter under the
general direction of the Board of Directors.

d. Invest funds with the guidance of the Boar@®wéctors.

e. Insure that invoices submitted for payment areemtras affirmed by the submitting
individual and approved by the appropriate Commaiti€hairperson and Chapter

President prior to payment.

f. Insure that checks are written only after rptef invoice.

h. Mail financial statements to the President, PastiBent, Vice President, and President-
Elect prior to each Board meeting.



h. Present financial statements at each statetiBoeeting and/or at any time requested by
the President.

i. Present financial records for audit at the ehthe fiscal year.

j. Transfer all records, funds and any other pertidate to the incoming Treasurer as soon
as the December bank statement has been receigded@mnciled.

k. Prior to the end of his/her term, orient thecaming Treasurer to all financial
responsibilities and obligations.

1. Serve as a member of the Annual ConferencenPigiCommittee.

m. Receive, record, and deposit all preregistnafarms with payments for the Annual
Conference and submit these to the Annual Confer@fanning Committee.

n. Serve as a member of the Special Projects Committee

0. Serve as a member of the Financial Review Committee

p. Serve as mentor to the incoming Treasurer-Eleainduhe Treasurer-Elect’'s one-year
term of office, to facilitate learning the dutiasdaresponsibilities of the Treasurer.

TREASURER-ELECT
The Treasurer-Elect shall:

a. Serve on the Board of Directors as a member oEezutive Committee.

b. Serve as a member of the Finance Committee.

c. Serve as a member of the Financial Review Committee

d. Assist the Treasurer as requested and directekpapng financial reports to the
Officers and Board Members, budget recommendatmitise Executive Committee and
other financial records as needed for the annudit auconducting financial operations

of the Chapter.

e. Utilize this term of office to become thoroughlyrfdiar with the Constitution and
Bylaws and operations of the Georgia Rehabilitafigsociation.

f. Assume the office of Treasurer effective the fitay of January of the year following
his/her term as Treasurer-Elect.

BOARD OF DIRECTORS
The Board of Directors shall

a. Consist of the President, President-Elect, Pastid®st, Vice President, Vice President-
Elect, Secretary, Treasurer, Treasurer-Elect, tlesiéents or designees of each of the
organized Divisional Units, the Presidents or desgs of each of the established Local



Chapters, twelve (12) elected Board Members-at¢,aagd the following Ex-Officio
Members:

» Committee Chairpersons who are not elected Boarthbérs-at-Large.

» Any elected NRA Officer or Board Member-at-Largsmpoyed in or living in the
Chapter area.

» Any elected Officer or Board Member-at-Large ofNIRA Divisional Unit employed in
or living in the Chapter area.

» Any elected SERNRA Officer or Board Member-at-Largaployed in or living in the
Chapter area.

» Any elected Officer or Board Member-at-Large of BRBNRA Divisional Unit employed
in or living in the Chapter area.

NOTE: A simple majority of voting members of the BoardQirectors is required to be
present for the purpose of conducting Board meetkgOfficio Board Members do not
hold voting privileges.

b. Conduct the affairs and activities of the Chaptethw the boundaries of the
Constitution and Bylaws and actions of the membprshformal session.

c. Represent the individual members of the Chapter
d. Attend all meetings.

NOTE: Any Board Member who is absent from two (2) consiee scheduled Board
meetings may be removed from the Board of Diresctignon declaration by the President
(Refer to page 2, PRESIDENT, h, NOTE).

NOTE: Presidents of Divisions and Local Chapters whauaile to attend a meeting of
the Board of Directors may appoint a “designeevdte as their proxy at that meeting.
The “designee may cast only one vote, in the etrettindividual holds multiple voting
positions.

e. Assist the Chapter’s Officers and Committees ifilfmg the goals and objectives of the
Chapter.

f. Attend the final meeting of the previous ye&tard.

g. At the final Board meeting of each year, Boareimbers elected to serve the following
year shall elect three (3) Board Members-at-Largenfthe following year's new Board
of Directors to serve on the next yedfsecutive Committeewith the newly elected
Officers and Division Presidents.

EXECUTIVE COMMITTEE

The Executive Committee shall:
» Consist of the members specified in Article VIIIXECUTIVE COMMITTEE, of the
Constitution and Bylaws. These are the Officersluding the immediate Past President,
and three (3) Board Members-at-Large to be eleatetthe final Board meeting of the



previous year by the voting members of the curBadrd. Division Presidents shall be
Ex-Officio members of the Executive Committee.

» Assume its duties on January 1 to serve a onesdr)term.

» Be entrusted with full power to act for the BoardDorectors in the interim between
meetings of the Board.

» Meet upon the call of the Chairperson, who shaltle President of the Chapter. In an
emergency, the Executive Committee may act by thdew resolution of a quorum
thereof, although not formally convened. A quorudmlkconsist of one-half (1/2) of the
Executive Committee members.

SECTION 1L
ELECTED POSITIONS AND ELECTION PROCEDURES

The following positions shall be elected at the BanConference. All Officers and Board
Members-at-Large shall assume office January bviatig their election.

PRESIDENT-ELECT
Shall be elected for a one (1) year term. TheiBeat-Elect shall proceed to the office of
President the following year and will serve in tpasition for one (1) year.

VICE PRESIDENT-ELECT
Shall be elected for a one (1) year term. Thee\Reesident-Elect shall proceed to the
office of Vice President the following year and Iwskerve in that position for one (1)
year.

SECRETARY
Shall be elected for a one (1) year term.

TREASURER-ELECT
Shall be elected for a one (1) year term. Thea3Jueer-Elect shall proceed to the office
Treasurer the following year and will serve intthasition for two (2) years.

BOARD MEMBERS-AT-LARGE
Shall be elected for three (3) year terms. Fousldts will become vacant on the Board
each year. Should a Board Member-at-Large posh®rvacated during an unexpired
term, the President shall, at his/her option, appan individual with approval of the
Executive Committee to complete the current yeathefterm. After completion of the
current year, should additional years be remaioimghe term, the appointed person may
run for the time remaining.

PROCEDURE FOR NOMINATIONS

The Nominating Committee shall meet four (4) mongih®r to the Annual Conference of the
Chapter and shall receive nominations from the nezatiip for each Office and Board Member-at-
Large position which will become vacant at the esfdthe calendar year. The Nominating
Committee will develop and recommend a slate ofdwhates to the Board of Directors that
considers geographic distribution and is represeetaof the membership (i.e., public
rehabilitation, private rehabilitation, employees;.)



CALL FOR NOMINATIONS AND REQUIREMENTS FOR CANDIDACY

The Nominating Committee shall call for nominatidgheough the Georgia Rehabilitation
Association Newsletter specifying that nominatiomsst be received forty-five (45) days prior to
the Annual Conference (the exact date must be fsga)ciThe address of the Chairperson or
his/her designee should be listed as the mailingesd for the nominations. Each candidate must
be a current member in good standing of the AstionisA member may not be a candidate for or
elected to the same Office or Board Member-at-La@gtion in successive years. In the event
there are not sufficient nominees to complete ke gat least two (2) candidates per positioneto b
elected) within forty-five (45) days prior to thenAual Conference, the Nominating Committee
shall solicit additional nominees.

The Nominating Committee shall advise the BoarBioéctors of all nominees and explain the
rationale for the recommended slate. CandidateSrasurer must meet the following minimum
qualifications: 1) A working knowledge of basic aaating, including revenue, expenses, assets,
and liabilities); 2) a working knowledge of an asnting software program; 3) prior experience in
bookkeeping for a minimum of two (2) years (e.gurch, social, professional, and/or civic
organization). It shall be the responsibility o tiominating Committee to ensure these
qualifications are met. The Board of Directors npgprove or amend the slate at their discretion,
and the Nominating Committee Chairperson will béfieal by the President of the results.

PROCEDURES

The Chairperson of the Nominating Committee skeglbrt the names of the candidates to the
Chairperson of the Credentials Committee thirty) @8&ys prior to the Annual Conference date so
that the Credentials Committee can have the bgii@gared. The Nominating Committee
Chairperson will also report the names of the adatgis at the Political Caucus. Additional
nominations may be made from the floor at that tilnghall be the responsibility of the
Credentials Committee to include the names of tititianal candidates on the ballots to be used
for voting. The names of the additional candidatey be legibly handwritten onto each ballot
prior to their being disseminated to individualesst on the designated election day. It is the
ultimate responsibility of the Membership Commit@eairperson to verify that all candidates are
current members in good standing of the Association

POLITICAL CAUCUS

A Political Caucus will be held on the first daytbé Annual Conference for the purpose of
receiving the Nominating Committee's first repogteiving additional nominations from the floor,
and allowing the candidates to speak. The Chaiopev§the Credentials Committee shall be
authorized to time each speech and call time ifandidate exceeds the following established
timeframes:

candidates for President-Elect.................. 5 minutes each
candidates for Vice Pres..........ccovvevvinnnn. 3 minutes each
candidates for Secretary.............c..coeeeees 3 minutes each
candidates for Treasurer-Elect.................. 3 minutashe

candidates for Board Members-at-Large...... 1.5 mreimeiach
The Chairperson of the Nominating Committee shaliie moderator of the Political Caucus.



PROCEDURE FOR ELECTIONS

Election of Officers and Board Members-at-Large | wile conducted during the Annual
Conference. All votes must be cast on an officadldt (Appendix A). A member not attending the
Conference may fill out the absentee ballot (Apperd which will be printed in the Newsletter
prior to the Annual Conference. The member wiluretthe absentee ballot to the Credentials
Chairperson to be opened and counted at the Al@uraflerence. The Board of Directors section of
the ballot will be invalid unless four (4) nameg anarked for vote, and this shall be stated on the
ballot. The election should be scheduled within f€mnce timeframes to allow for campaigning
activities. Polls should remain open for a peribeight (8) hours.

VOTING

Following the closing of nominations, voting shadl by secret ballot unless otherwise ordered by a
majority of those in attendance. A simple majoatyotes cast will be required for a candidate to
be elected. In the event of a tie, a run-off etecthetween those candidates will occur on the last
day of the Annual Conference. The Credentials Cdtemiwill prepare a printed ballot (Appendix

A) for use in this election. The Credentials Conestwill conduct and regulate all regular and
run-off elections during the Annual Conference.

VERFICATION OF MEMBERSHIP

The Credentials Committee will be responsible ferifying the membership of all persons voting
(in person or by absentee ballot) against the coenguintout of the membership roster. The
National Rehabilitation Association membership czad serve as verification of membership,
provided this card has not been altered. The Meshii@Chairperson will be consulted for
verification of membership for those members whadbappear on the roster but who affirm
membership and wish to vote. If membership canecubstantiated, the right to vote will be
waived.

TABULATION OF BALLOTS

At the commencement of the Annual Conference, tteel€htials Committee shall meet and
indicate on the membership list those members vave koted by absentee ballot. The absentee
ballots shall remain unopened and filed in alphabkbrder until the polls have closed, after which
the absentee ballots shall be opened and placbdaivivther ballots cast at the Conference for
tabulation.

The Credentials Committee will, at the close ofdlesignated eight (8) hour voting period,
sequester itself and tabulate the voting resulisid@ates shall have the right to have a
representative monitor the tabulation of the ball@he official results will be presented to the
President and the Chairperson of the Nominating i@itt@e immediately after the results are
determined. The election results will be postedas as possible following the tabulation of
ballots. Actual vote tabulations/margins will n@ kevealed unless one (1) or more candidates
protests the results of the election.

TRACKING BALLOTS
All ballots disseminated will be recorded on th&owl membership roster which will have been

obtained from the National Rehabilitation Asso@atprior to the Annual Conference. In the event
of a run-off election, each member in attendance @il not cast an absentee ballot shall be given



one ballot to vote. All absentee ballots shall dtand be counted as originally cast.

SECTION V.
COMMITTEES

Committees exist to advance the objectives of thapfer. Standing Committee Chairpersons, with
the exceptions of the Annual Conference Planningh@itee, Finance Committee, Nominating
Committee, and Strategic Planning Committee, dtmlbppointed by the President-Elect to serve
on the Committees one (1) year prior to becomingi@ersons. Subject to confirmation by the
Board of Directors, these appointed members skallrae the positions of Chairpersons when the
President-Elect assumes the position of Presid@#rdirpersons shall be responsible for appointing
their Committee members, unless committee makeofhexwise specified in the Constitution and
Bylaws or the Manual of Operations.

STANDING COMMITTEES
Standing Committees are those which are outlinetthénConstitution and Bylaws of the Georgia
Rehabilitation Association.

ADMINISTRATIVE POLICY
The Administrative Policy Committee shall:

a. Study the internal structure and operations ofGhapter including the Constitution
and Bylaws and Manual of Operations.

b. Assure that the Constitution and Bylaws of the Gdamnd the Manual of
Operations are kept up-to-date.

c. Accept and study any proposed amendment t€dmstitution and Bylaws which
has been submitted in compliance with Article X¥llthe Constitution and Bylaws.

d. Type membership-approved amendments to be atmetthe Constitution and
Bylaws for distribution at the following Board mawg and at the following annual
business meeting. Be responsible for making swpgsed amendments are sent to
Newsletter editor in time for publication 30 daysgpto annual business meeting.

e. Accept the Constitution and Bylaws of any newsfablished Divisional Unit or
Local Chapter for review to be sure it conformshwiERA's Constitution and
Bylaws.

f. Accept and study all amendments made to thestitation and Bylaws of any
established Local Chapter or Divisional Unit foviesv to be sure such amendments
conform with GRA's Constitution and Bylaws.

g. Study the Chapter's relationship with the Asdam.
h. Make recommendations to the Board of Direct@emmittee recommendations

shall be made in writing and presented to the BaafrdDirectors during any
regularly scheduled meeting by the Committee Cleasqn.



i. Type Board approved policy changes that affbbet Manual of Operations and
distribute at the following Board meeting for ingem into the Manual of
Operations.

ANNUAL CONFERENCE PLANNING
The Annual Conference Planning Committee shall:

a.

Be chaired by the Vice President and shalluokelthe Vice President-Elect and the
Treasurer.

Provide the necessary leadership and coordmain the planning, arranging,
conducting, and final reporting of the Annual Coefece of the Chapter.

Assist the Chairperson in appointing necessany-committees to assist with the
Conference arrangements and functions.

Conduct site surveys for the Annual Conferenteorder to assure, at minimum,
compliance with Title Il of the Americans With RiBilities Act (refer to Appendix E),
economical rates, adequate meeting facilities, ende proximity to quality dining
facilities.

Assure that all participants in Annual Conferencgtivdies are provided equal
opportunities for full participation (Refer to Siect VIlI).

Recommend Conference themes to the Board @fckirs.

Develop a program agenda and determine spegkesenters, etc., for the Annual
Conference within the parameters of the Board apgar@Conference budget.

Assist Divisional Units in insuring proper cdoration of their meetings and meeting
facilities.

NOTE: The decision of the Conference site for the feilg year will be decided by the
President-Elect and Vice President-Elect and ptedeto the Board at the first Board
meeting of the year. S&@&PPENDIX H for a listing of Conference Planning committees
and their roles and responsibilities.

ARCHIVES
The Archives Committee shall:

a.

b.

Consist of a Chairperson and at least two (2) audit members.

Obtain and maintain the following records and/ems, as well as any other records or
information as deemed necessary by the Board ecRirs:

State Chapter Operations:

Annual Business Meeting agendas
Annual Business Meeting minutes
Board Meeting agendas
Board Meeting minutes

oo



e. Executive Committee Meeting agendas
f. Executive Committee Meeting minutes
g. Annual Conference contracts

h. Annual Conference programs

I. Newsletter editions

j- Awards or recognitions earned

k. News items regarding accomplishments

Operations of Divisional Units and Local Chapters:

l.  Meeting minutes

m. Treasurer’s reports and required financial records

n. Copies of currently revised constitution and/oraowys

0. Awards or recognitions earned and news items ragar@ccomplishments, as
donated to Archives

AWARDS AND RECOGNITIONS
The Awards and Recognitions Committee shall:

a. Consist of the number and structure specified itickr Xll, COMMITTEES, of the
Constitution and Bylaws.

b. Be represented on the Annual Conference Plgn@ommittee for arrangement and
coordination of the Awards ceremony at the Annuahf€rence.

b. Coordinate with the Scholarship Committee, the Mership Committee, Divisions,
and Local Chapters to present their respective dsyacholarships, and grants at the
Annual Conference Awards Ceremony.

d. Solicit and accept nominations from the menttiprand study and determine which
individuals and organizations from those nominatedll be recognized by the Chapter
for their outstanding contributions to the fieldg@habilitation on a statewide basis.

NOTE: See Appendix B for guidelines on selection of ffgeaward recipients.

e. Recommend to the Board of Directors those indiv&l@ad organizations selected for
the following GRA awards as established by the BadDirectors:

Personal Achievement Award

Counseling Achievement Award

Isaac Max Heller Employer of the Year Award
Professional Achievement Award

Service Award

Janice Black Spirit Award

Nancy Crowder Memorial Scholarship Award
Paula Dooley McIntosh Memorial Continuing Educaterant
Governmental Affairs and Public Service Award
Local Chapter of the Year Award

Divisional Unit of the Year Award

VVVVVVVVVVY



f. Arrange for and order appropriate plaques to begmted to all winners of the above-
listed GRA Awards.

NOTE: Criteria for the above-listed GRA awards, as wadl the wording that should
appear on the plagues, are specified in Appendix B.

g. Notify and congratulate the above-listed GRA awanthers and their nominators
in writing and invite winners to attend the Annuabnference to be honored and
presented with their awards.

NOTE: Those above-listed GRA award winners as well hsCammittee Award
winners who wish to attend the Annual Conferewt® will not be reimbursed by the
State Division of Rehabilitation Serviceswill receive complimentary registrations, as
well as amaximum of $50.00for meals and payment fane night's lodging at the
Conference hotel. Divisions, Local Chapters, arfteogroups will be responsible for
reimbursement to their individual Award winners nfraheir own treasuries and as
directed by their own policies.

h. Submit to the SERNRA Awards Committee the namestlref# GRA Personal
Achievement Award recipient and the Counseling Aeckment Award recipient as the
Georgia Chapter's nominees for these awards by F2RN

BUILDING AND MODIFICATIONS

The Building and Modifications Committee shall:
a. Consist of a Chairperson and the number of additiorembers necessary to complete
the duties of the Committee.

b. Accept and review requests from Local Chaptens funding of building and
modification projects. Requests must be in writengd are matching funds to the
amount donated by the local chapter.

CERTIFICATION
The Certification Committee shall:

a. Consist of a Chairperson and at least one additiovenber, one of whom shall
represent the public sector in Rehabilitation amel dther of whom shall represent the
private sector.

b. Arrange through the Commission on Rehabilitattmunselor Certification (CRCC) for
opportunities for attendees of training activitippovided by the Chapter to earn
Certified Rehabilitation Counselor continuing edima (CRO) credits.

CREDENTIALS
The Credentials Committee shall:

a. Consist of the number specified in Article XIl, CONTTEES, of the Constitution and
Bylaws.



Conduct and regulate all regular and run-a€gbns during the Annual Conference.

Prepare official printed ballots, including absenballots for printing in the Newsletter
prior to the Annual Conference (see Appendix A).

Verify the membership of all persons voting (in gm@T or by proxy) against the
computer printout of the membership roster.

NOTE. Additional duties of this Committee are outlinadSection Il of this Manual.

EDUCATION AND ADVOCACY
The Education and Advocacy Committee shall:

a.

b.

Consist of a Chairperson and at least two (2) audit members.

Develop a State Chapter Legislative Network,jndude representatives from each
Division and Local Chapter.

NOTE: The Chairperson shall serve as a member of HmhNational and Regional
Legislative Networks.

C.

f.

Make recommendations to the Board of Directegarding legislative activities that
impact upon persons with disabilities and/or relitabion professionals.

Monitor legislative activities on the localatt, and national levels.
Coordinate GRA participation in the NRA GovernmédtHairs Seminar.

Provide the necessary leadership and coordimain the planning, arranging,
conducting and final reporting of the annual stadew egislative Seminar.

Assist Local Chapters in coordination of local Ledgiive Seminars/Receptions.

FINANCE
The Finance Committee shall:

a. Consist of the number and structure specified itickr Xll, COMMITTEES, of the

Constitution and Bylaws. The Chairperson shallieeTireasurer

b. In conjunction with the President, select 1 menib serve on the committee.

c. Upon acceptance and review of recommendatioosn fCommittee Chairpersons,

Officers, and members of the Chapter, develop ammmend a budget to the
Executive Committee and to the Board of Directdrthair respective first meetings of

the year.

d. Monitor Capital Reserve investments and makemmendations to the Board.

FINANCIAL REVIEW
The Financial Review Committee shall:



a. Consist of the number and structure specified itickr Xll, COMMITTEES, of the
Constitution and Bylaws. The Chairperson shall l@hapter membeother than the
current Treasurasr the immediate Past Treasurer.

b. Receive and review fiscal records from the jmev year from the previous Committee
Chair and present them to selected CPA firm forergycompilation and preparation of
the annual audit and other required reporting ® lifternal Revenue Service. The
committee review shall be completed between Januang January 31.

c. Present results of CPA firm's compilation, &atid any recommendations to the Board
for examination and appropriate action.

d. Return records to the Treasurer immediatelpdahg completion of the review.

e. Research and recommend a Certified Public Accogritrm for approval and hire by
the Board to conduct a compilation and audit of @leapter's current year fiscal
records.

f. Retrieve from the Treasurer all fiscal recoatishe conclusion of the year and turn these
records over to the Committee Chair appointedterfollowing year.

FUNDRAISING
The Fundraising Committee shall:

a. Consist of a Chairperson and five (5) additionahrhers.

b. Develop and recommend to the Board of Direcargnimum of one (1) major income-
producing project no later than the second reguladheduled Board meeting, and
subsequently conduct and/or assure the successfdlction of the income-producing
projects which are adopted.

b. Recommend separate income-producing projects toBitb&d of Directors to be
conducted during the Annual Chapter, Regional,ational Conferences.

HOSPITALITY
The Hospitality Committee shall:

a. Plan and arrange social events to provide the oypioy for Board members and others
attending Board meetings to network and sociallee @vening before each Board

meeting.
b. Arrange for provision of refreshments at eaclad meeting.

MEMBERSHIP
The Membership Committee shall:

a. Organize and direct the membership activities ef @napter within policies approved
by the Board of Directors and the Association.

b. Make recommendations to the Board of Directath respect to membership activities.



b. Monitor the membership status of all officers, Rbaembers-at-Large, Committee
Chairpersons, Division Presidents, and Local Chiaptesidents on a quarterly basis;
contact any whose membership expires; and repesethames during scheduled Board
meetings.

d. Maintain a membership status report. The Ckasign shall present this report during
each regularly scheduled Board meeting.

e. Maintain appropriate liaison activities withtiharegional and national membership
officials. The Chairperson will participate in sduéed regional and national
membership/leadership workshops.

g. Implement membership recruitment and maintenancesgies within the State of
Georgia.

g. Monitor the membership status of all candiglde election and appointees to serve as
Officers, Board Members-at-Large, Committee Chaspes, or Committee members.
The Chairperson shall report to the President #meeas of any such persons who are not
current members in good standing of the Associatiorder to assure that all persons
voting or carrying on the business of the Chapserepresentatives of the membership
are truly eligible to do so.

NOTE: The Chairperson shall have ultimate responsibility verifying the
memberships of voters which do not appear on thenlmeeship roster during the
election period of the Annual Conference.

h. Select a Chapter member to receive the Janamk Bpirit Award to be presented at the
Annual Conference Awards Ceremony. Selection sfelbased on contributions to the
Chapter and membership recruitment (see Appendix B)

i. Coordinate with the Awards and Recognitions @uttee for presentation of the Janice
Black Spirit Award at the Annual Conference Awa@iremony.

NEWSLETTER
The Newsletter Committee shall:

a. Publish a newsletter to be distributed to the mesibe according to the specified
number approved by the Board of Directors.

b. At least two (2) issues should be published eaeln geor to the Annual Conference:
The first must include &all for Nominations from the Nominating Committee and
should bereceived by membersat least ninety ©0) days before the Conference. The
second (traditionally called the "Conference Isyualst be received by members at
least thirty 80) days before the Conference and must include espyosed amendments
to the Constitution and Bylaws to be voted on key/riiembership at the annual business
meeting; information about Conference registratiodging, proposed agenda, etc.; and
an Absentee Ballot for the annual elections. Thed€ntials Committee shall provide
the camera.-ready printed Absentee Ballot includimg names of all candidates (see
Appendix A) for inclusion in the Conference Issue.

c. The Chairperson/Editor shall be responsible fort@ctimg printers to negotiate a yearly
budget to include typesetting, proofing, and pnigti



d. Include in the newsletter: Board meeting sunmsarDivision, Local Chapter, and
committee reports; conferences and training infdiona dates and locations of Board
meetings; election information; professional andjidiative updates; and other
information/articles submitted by the membership.

NOMINATING
The Nominating Committee shall:

a. Consist of the number and structure specifredrticle Xll, COMMITTEES, of the
Constitution and Bylaws. The Chairperson shallieeRast President.

d. Develop and recommend to the Board of Directoriai@ ®f candidates who satisfy the
established criteria for each Office and Board Mervdi-Large.

c. Verify each candidate's membership status thiehMembership Committee, to assure
that each is a current member in good standingefsociation.

d. Carry out its duties as established in Arti<lB, NOMINATIONS AND ELECTIONS,
of the Constitution and Bylaws; and in Sectionofithe Manual of Operations.

PUBLIC RELATIONS
The Public Relations Committee shall:

a. Promote public awareness of the Georgia Rehalmiitafssociation.
b. Develop a public relations strategy for the GeoRynabilitation Association.

c. Maintain a current Internet website for the Chapter

REMEMBRANCE
The Remembrance Committee shall:

a. Consist of a Chairperson and four (4) additionamiers appointed by the Chairperson.

b. Maintain a listing of the names of those curi@md/or former members of the Chapter
who die during the period of time between Annuahfécences. The Chairperson shall
present a written report to the President and ah report to the membership of the
Chapter during the last scheduled business meatitige Annual Conference wherein
the deceased individuals are identified and wheaebrief, but appropriate, eulogy is
offered.

c. The Chairperson shall also provide the Remenderaeport for oral presentations at
both the Regional and National Conferences.

RESOLUTIONS
The Resolutions Committee shall:

a. Consist of a Chairperson and three (3) additiorembers.



b. Prepare written resolutions as directed byRtesident and/or the Board of Directors.
The Chairperson shall present to the Presidentitiewrreport, which includes each
resolution fully typed, and shall read the reportite membership during the scheduled
business meeting at the Annual Conference.

SCHOLARSHIP
The Scholarship Committee shall:

a. Solicit and accept nominations from the memberéhighe Nancy Crowder Memorial
Scholarship Award; study all nominations and deteenwhich individual from those
nominated shall be recommended to the Board ofcRire to receive the Nancy
Crowder Memorial Scholarship and present recomntend#o the Board for approval.

b. Coordinate with the Awards and Recognitions @uitee for presentation of the Nancy
Crowder Memorial Scholarship at the Annual ConfeesAwards Ceremony.

c .Submit the name of the Nancy Crowder Memorédbarship winner to the SERNRA
Scholarship Committee as the Chapter's nominednéSERNRA Scholarship.

NOTE: Criteria for the Nancy Crowder Memorial and SERNRcholarships are listed in
Appendix B.

d. Publicize the Paula Dooley Mcintosh Memorialn@auing Education Grant and
distribute application forms throughout the profesal rehabilitation community in
Georgia.

e. Solicit and accept applications from Georgiaidents employed in the fields of
rehabilitation for the Paula Dooley Mcintosh MenabrContinuing Education Grant;
study all applications and determine which applicginall be recommended to the
Board of Directors to receive the grant and preseabmmendation to the Board for
approval.

f. Coordinate with the Awards and Recognitions Cottaa for presentation of the grant
at the Annual Conference Awards Ceremony.

NOTE: Criteria for the Paula Dooley Mcintosh Memoriadr@inuing Education Grant. are
listed in Appendix B.

NOTE: Funds donated and set aside for the McIntosh Gzt be invested and shall be
kept separate from other GRA funds.

SPECIAL PROJECTS
The Special Projects Committee shall:
a. Consist of a Chairperson and four (4) additianambers, one of whom shall be the
Treasurer.
b. Identify potential volunteer service projects fbe tmembership to participate in.

c. Screen requests for financial contributions.

d. Select Special Projects for Chapter particgmatvithin the guidelines of the following
criteria:



» The purpose of the request for voluntary activitg/ar financial participation must
be consistent with the purpose of GRA.

» Each request must clearly define in writing thepmse of the project, the length of
time to be committed by the Chapter, and, if appad@, the amount of money
requested.

» Each request must be submitted to the Executive nditiee for review and
approval for presentation to the Board of Direcforsconsideration.-

» Approval of any request must be voted by a twodth(2/3) majority of the Board
of Directors members present.

» Continued approval of financial support for any gpkproject extending beyond
one year shall be reviewed and approved by the ExecCommittee and Board of
Directors prior to the end of the first year. Thisnual review and approval should
be clearly indicated to the requesting organizasibthe time of initial approval.

» Special projects which are not financially supporbyy GRA but are endorsed by
GRA should be reviewed by the Board of Directorawaily and re-endorsed if
approved.

STRATEGIC PLANNING
The Strategic Planning Committee shall:

a. Be chaired by the President-Elect and shall inchihéePresident and the Past President
to assure continuity.

b. Develop Chapter objectives and committee assegis.

c. Monitor and evaluate progress toward accompiesit of annual goals and objectives
of the Chapter. This activity will insure contingitdirection, and recognition of the
efforts of Officers, Board of Directors, committesasd Chapter members.

NOTE: The use of the Newsletter for publicizing and méipg goals and results will
stimulate the involvement of all members, as wdll make the Chapter more
accountable.

d. Encourage each Divisional Unit and Local Chafmesstablish its own annual goals and
objectives.

e. Perform its assignments in accordance withahevwing schedule:

» Review committee assignments and finalize objestipeior to the last Board
meeting of the year.

» Present goals and objectives to the Board of Birsat the first Board meeting of
the new year and obtain Board approval. This thsl §e completed by the end of
the first Board meeting with goals and objectivasbligshed in the Georgia
Rehabilitation Association Newsletter.



» Receive copies of written reports from committeeai@yersons on the goals,
activities, and progress of their respective corteeg as reported to the Board of
Directors.

»Make additions and/or modifications to goals angeciives of each committee as
appropriate, with approval of the Board of Direstor

Additional Standing Committeesmust be voted in by the Chapter membership as t@atenal
amendments.

AD HOC COMMITTEES

Ad Hoc Committees are those additional temporamyradtees which may be appointed by the
President with the approval of the Board of Direstor its Executive Committee to accomplish
specified short-term goals.

CONFERENCE SITE

The Conference Site Committee shall:
a. Consist of a Chairperson, the Vice President-Elacil the number of additional
members necessary to complete the duties of thendbee.

b. Explore possible sites for future Annual Coefmes, taking into consideration
compliance with Title Il of the Americans With BRikilities Act (refer to Appendix E),
economical rates, adequate meeting facilities, ende proximity to quality dining
facilities.

c. Recommend possible sites for future Annual €anfces to the Board for
consideration.

SECTION V
FISCAL MANAGEMENT

Each fiscal year, the Officers, Board of Directaaad Committees shall determine the goals and
objectives of the Chapter. These goals and obgxtshall be factors in the development of the
budget by which the Chapter shall operate. Eachnuttee Chairperson(s) shall submit to the

Treasurer a Budget Request Form (Appendix C) eaah prior to the first meeting of the Finance

Committee.

ANNUAL BUDGET

Upon acceptance and review of the proposed budgstilamitted by the Finance Committee, the
Board of Directors will adopt an annual budgetabksh policies for administration of funds, and

regularly review the financial status of the ChapBaudget projections should include a review of
previous years' revenues and expenses. The ambtivé expected NRA membership rebate can
be projected by multiplying 20% of current dues &ach member category by the number of
current members in that category. The Budget Ex@pansl Revenue Summary form (Appendix C)
may be used as a guideline for development of timeia budget. This budget will reflect and



anticipate the needs and resources of the Chamteedlizing its goals. It will reflect input from
Officers, Committee Chairpersons, and memberseoCihapter.

Financial statements by the Treasurer will be rdaibethe President, Past President, Vice
President, and President-Elect prior to each Boaedting. Additionally, a budget report will be
presented to the Board of Directors at each Boaedtimg which will incorporate modifications
needed to adapt to unanticipated factors, as weldsed income and expenditures.

ANNUAL AUDIT

An audit of the financial statements/fiscal reconfithe Chapter will be conducted once per
calendar year by the CPA firm recommended by tharkgial Review Committee and hired by the
Board. The results of these audits and any accoynpgmecommendations will be examined by
the Board of Directors for implementation of recoemdations or modifications of policy or
financial procedures.

CAPITAL RESERVE

The set aside monies (SAM) in the Chapter's captrve fund shall not fall below the principal
amount of $50,000. The amount of the Chapter'sy@arestment into the fund will be based on a
percentage of the NRA membership rebates. A mininofirh0% of the amount of the quarterly
rebate checks will be invested at the time the kli®ceceived. The Board will have the flexibility
at the end of the year to increase that amountdbasehe regular operations account balance and
the earnings of the investment. The performandbesfund will be monitored by the

Association's Finance Committee. The Board of Daex may use the interest earned at its
discretion, within the limits specified in Artickl of the Constitution and Bylaws.

CONTRIBUTIONS

Upon the receipt of any contribution, it is the pessibility of the President to acknowledge
appreciation for the contribution appropriatelywniting. If the amount of a single contribution

equals or exceeds $250.00, the Treasurer shall) apcequest by the donor, provide written
acknowledgement as required by IRS for substangatax-deductible single contributions of

$250.00 or more made to a 501 (c) (3) organizatibime written acknowledgement statement shall
include:

Donor name

Name of the organization (Georgia Rehabilitatiosdsation).

When the contribution was received.

The amount of the contribution, if in cash.

A description of the contribution, if non-cash.

A statement that no goods or services were provihethe organization in return for the
contribution, if that is the case.

g. A description and good faith estimate of the faarket value of any goods or services, if
any, that the organization provided in return fag tontribution.

~P Q0T

Should a cash payment from a donor be received hwhiceeds $75.00, made partly as a
contribution and partly for substantial goods avees, the Treasurer shall automatically provide
written disclosure to the donor. The written distlre statement shall include:

a. Name of the organization (Georgia Rehabilitatiols@sation).
b. When the contribution was received.



c. The amount of the contribution.

d. A description and good faith estimate of the faarket value of the goods or services that
the organization provided in return for the condtibn.

e. A statement which informs the donor that the amairthe contribution which is actually
tax-deductible is limited to the excess of monegtabuted by the donor over the value of
the goods and services provided by the organization

The disclosure statement may be provided in cororeutith either the solicitation of contributions
or the receipt of such contributions.

All contributions shall be utilized as requestedtbg donor, or otherwise deemed appropriate by
the Board of Directors.

EXPENSES

Budgetedexpenses incurred by Officers, Board Members-atie,aand/or committee members in
carrying out their assigned duties and plannedriéies will be reimbursed or paid directly by the
Chapter. Committee Chairpersons will be responditnlecollecting receipts from their respective
committee members and for authorizing reimbursem&he Expenditure Authorization Form
(Appendix D) shall be signed by the appropriatéhanted individual and the Chapter President,
and shall be submitted to the Treasurer/Chairpeotdhe Finance Committee for issuance of the
check. When the amount has been expended and msiembent is requested, appropriate legible
receipts must be attached to the Expenditure Aitatoon Form.

Chapter expenditures for distribution of cash awarydprizes to winners of raffles or door prizes
shall be accounted for according to IRS guideliime$01 (c) (3) organizations. Those guidelines
require keeping records of and reporting singlehcawards or prizes to such winners, if the
amount of the cash award is equal to or exceedB.86®r the estimated fair market value of the
prize equals to or exceeds $600.00. The docunientaf such disbursements shall include
identification of individual winners by name, adsseand Taxpayer Identification Number or
Social Security Number and date of the transaction.

TRAVEL

The Chapter will reimburse those individuals auittext by the Board of Directors fdtnudgeted
travel expenses incurred while participating invaies related to the Chapter. These expenses will
be reviewed annually. All other requests for trawaist bepre-authorized by the Executive
Committee of the Board of Directors.

Upon return from a trip, a Travel Expense Staten@mupendix D) must be completed and
submitted to the individual authorizing the travetho will submit it to the Treasurer for
reimbursement.

LODGING

Lodging will be reimbursed for reasonable actuatsoDetermination of reasonableness will be at
the discretion of the approving authority (all atgi must be documented by legible receipts).
Reimbursement will be based on a single room k&fteen a room is shared, reimbursement will be
calculated on a pro rata share of the total cost.



MEALS

Meals will be reimbursed at the current rates fopyees of the State of Georgia, including those
rates for high-cost designations.

TRANSPORTATION EXPENSE

The most economical mode of transportation condistéh the purpose of the trip must be
utilized. Careful analysis of the distance, timetia and overall cost factors of a trip must be
considered. Automobile travel will be reimbursedhat rate of $0.40 per mile. Airfare will be
reimbursed at actual cost of the ticket. The mostpensive airfare available must be used.
Expenditures for other forms of transportation, égses, taxis, etc., will be reimbursed at actual
cost.

OTHER TRAVEL EXPENSES

Other justifiable expenses such as registratiorkipg, etc., will be reimbursed when accompanied
by a paid receipt or a canceled check.

TRAVEL ADVANCES

Travel advances of a non-continuous nature ardadl@j up to $500, if the projected out-of-pocket
expense exceeds $500. To request a travel advaicayel Advance Authorization form
(Appendix D) with justification must be submittezlthe President ten (10) days prior to
anticipated receipt of the advance. A check foratm®unt of any unused portion of the travel
advance should be attached to the Travel Exper$ens¢nt and forwarded to the Treasurer within
ten (10) days of the member's return. If expenBesld exceed the amount of the advance, the
statement will be submitted to and audited by trea3urer and reimbursement made to the
member.

SECTION VI
DIVISIONS

Divisional Units of NRA approved and recognized iNia&al Divisions may be organized within the
State Chapter. Members who wish to form a new wel Unit must submit a Statement of Intent
to the Board of Directors for approval. If approyveadch newly established Divisional Unit shall
submit to the GRA Board of Directors within one {Ear of inception a copy of its Constitution
and Bylaws for review by the Administrative Poli@ommittee to be sure it conforms with the
GRA Constitution and Bylaws.

Presently, there are seven (7) active Divisionbiwithe Georgia Rehabilitation Association. These
Divisions are:

» Georgia Association of Rehabilitation Support S(&fARSS)

» Georgia Association of Service Providers in Pevaehabilitation (GASPPR)

» Georgia Association for Rehabilitation LeadersiARL)

» Georgia Rehabilitation Counselors and Educatore®éation (GRCEA)



» Georgia Rehabilitation Association of Job Placenagnt Development (GRAJPD)
» Georgia Vocational Evaluation and Work Adjustmaasociation (GVEWAA)
» Georgia Association of Multicultural Rehabilitati€oncerns (GAMRC)

In the event that an amendment(s) is made to ablested Divisional Unit's Constitution and
Bylaws, a copy of the amended document must be istgloito the Board of Directors for review
by the Administrative Policy Committee and approvglthe Board within the same calendar year
the amendment(s) was made.

The President of each Division or his/her desigstea! hold a voting seat on the GRA Board of
Directors, and shall present a report of his/heridban's activities and financial transactions at
each Board meeting.

Reports to be made at each scheduled meeting oGB® Board of Directors, with paper or
electronic copies provided simultaneously to thate&SChapter Secretary and Chairperson of the
Financial Review Committee:

a. Detailed Treasurer’s financial report, to date,taonng all income or revenue received and
expenses paid out. Financial information shallude documentation of cash paid or prizes
awarded by the organization to winners of rafflesloor prizes, in the single amount of
$600.00 or more in cash, or property with fair nesirkalue equal to or exceeding $600.00.
This documentation shall include identificationidlividual winners by name, address and
Taxpayer ldentification Number or Social Securityrhber and date of the transaction.
The financial information to be reported shall fent include documentation of the receipt
of any donations in cash of $250.00 or more, operty with estimated fair market value of
$250.00 or more. This documentation shall be énftihm of a letter of acknowledgment of
the donation, and include a description and statémkeestimated fair market value of the
item, date of donation and identification of thendo The letter shall contain original
signatures by the Divisional Unit President and $tete Chapter President. NOTE: 1t is
the responsibility of the donor to provide the rstied fair market value of a donated item.

b. Copies of monthly bank statements, check registedsExpenditure Authorization Forms
generated, to date.

c. Budget report to date, using the State Chapterdtudgmat and corresponding budget line
items as applicable.

d. Detailed report of Division activities, to datee.i. description of fundraisers completed,
training provided, special projects completed, adwey events held, etc.

e. The report due at the January GRA Board meetin{l sbatain the same information as
required for other scheduled meetings of the GRArBmf Directors, but cumulative for
the prior calendar year January-December. Thisrteghall include a year-end budget
report showing final balance of income and expemdg, using the State Chapter budget
format and corresponding budget line items as egple. The report shall also include a
narrative of detailed activities for the calendaay

A report of Division activities and financial traxgions year-to-date as described above must also
be presented to the GRA membership each year antingal business meeting.

Cumulative reports and records shall also be subdib the Financial Review Committee on a
quarterly basis during the calendar year. Theserte and records shall consist of:

a. ltems a-e as described above.



b. Copies of any meeting or conference call minutes-orails reflecting financial decisions.

c. Full disclosure of all accounts, including checkirsgvings, CDs or any other income-
generating accounts, if not accounted for elsewhere

d. Copies of computer-generated check register.

The quarterly reports shall cover the followingipds:

January-February-March;  April-May-June;  July-Aug8gptember;  October-November-
December.

Reports shall be due by the twentieth"{p@lay of the first (I) month following the end of any
given reporting quarter.

Penalties for non-compliance with reporting andrdekeeping requirements:

Divisional Units failing to meet any reporting déad shall be designated as non-compliant with
State Chapter reporting requirements, causingter lef non-compliance to be issued on behalf of
the State Chapter. The letter of non-complianed! sle issued by the Chairperson of the Financial
Review Committee, and shall include notice thaeaghty of $50.00 will be assessed due to failure
to provide reports by the twentieth ("2pday of the first month following the end of treporting
quarter. The letter shall further state that unlesjuired reports and records are received by the
thirtieth ( 30" ) day of the second ("2) month following the end of the reporting quartére
Divisional Unit shall be subject to placement oohationary status, seizure of all assets and/or
removal from the official auspices of the State @ba Such removal shall include suspension of
recognition as a duly authorized Divisional Unitflzority to operate under the State Chapter’s tax
status as a 501 ( ¢ ) ( 3) organization and rajhepresentation and vote on the State Chapter’'s
Board of Directors, for a period of not less thaxe ¢ 1 ) year. Should non-compliance be based on
incomplete or inaccurate reporting rather thanrfgito meet reporting deadlines, the letter shall
also include explanation and guidance as to ite@esling inclusion or correction. Subsequently a
letter shall be sent by the State Chapter Treagardre bank or financial institution of the non-
compliant Divisional Unit, advising that said Diwsal Unit is no longer authorized to operate
under the State Chapter’'s auspices. DivisionatdJso removed shall be allowed to petition the
State Chapter for reinstatement after a one (daJ period. Such petition shall consist of a tette
directed to the President of the State Chapter, siradl include rationale and any supporting
documentation in support of and justification femnstatement. Petitioning Divisional Units shall
be accepted for reinstatement by a two thirds () 243jority vote by the Board of Directors.

As further conditions of continued good standingl dall recognition by the State Chapter,
Divisional Units shall also be subject to the fallog governing provisions:

a. The incoming President, President-Elect, Treasamer Treasurer-Elect of each Divisional
Unit, providing all such offices exist in the orgzation, shall attend the Annual Leadership
Conference held in December, prior to the beginnofigtheir terms of office in the
following January. Failure to attend without gomalise may result in action by the GRA
Board of Directors to suspend recognition as armreayga Division, including the right of
representation and voting privileges as a memb#reoGRA Board of Directors.

b. The computer software program specified by theestdtapter shall be used by Divisional
Units for creating and maintaining financial infation.

c. Account signature cards from the bank or finanicistitution of each Divisional Unit shall
be sent to the State Chapter's Treasurer, in diddrthe Treasurer can be added to said
signature cards.



d. The State Chapter shall be permitted to accessb#mk accounts of non-compliant
Divisional Units, in order to obtain financial reds and information as deemed necessary
to comply with federal and state revenue departmesnilations.

e. The incoming President of each Divisional Unit $bal required annually to sign a letter of
agreement to comply with all State Chapter goveynpmovisions, record-keeping and
reporting requirements, and to accept the penaltig®sed for non-compliance. (See
Appendix J, Letter of Agreement — Divisions and &loChapters)

Each Division shall be given the opportunity to inaesome time during the Annual Conference
and to present Division Awards at the Annual Coariee Awards Ceremony.

The Chapter has traditionally included as partt®budget an annual appropriation of $150.00 to
each of the Divisions. This appropriation must béed on annually by the Board of Directors and
continuance of this annual appropriation is atdiseretion of the Board of Directors.

In order to apply for an allocation ($150.00 maximueach Division President must petition the
Board of Directors by letter by the time of therthscheduled Board meeting, stipulating the
proposed utilization of funds. The value of the rayppiation and approval of its use will be at the
discretion of the Board of Directors.

SECTION VI
LOCAL CHAPTERS

Local Chapters of the Georgia Rehabilitation Asatieh may be formed by members who reside
within local geographical areas of the state. Sgrdups must submit to the Board of Directors a
Statement of Intent to form a Local Chapter forrappl. If approved, each newly established
Local Chapter shall submit to the GRA Board of Dicgs within one (1) year of inception a copy

of its Constitution and Bylaws for review by the rAthistrative Policy Committee to be sure it

conforms with the GRA Constitution and Bylaws.

As it is fiscally difficult to begin a Local Chaptestart-up funds may be requested in letter form
from the State Chapter. This letter of request musline how the funds will be utilized. The State
Chapter may provide financial support in an amawitto exceed $150.00; however, the financial
support given is considered an interest-free loahraust be paid back to the State Chapter within
two (2) years of the date received.
Presently, there are nine (9) Local Chapters withenGeorgia Rehabilitation Association. These
Local Chapters are:

» Metro Atlanta Local Chapter

» Middle Georgia Local Chapter

» Roosevelt Warm Springs Institute for Rehabilitatiaocal Chapter

>

Southwest Georgia Local Chapter
» West Georgia Local Chapter

» Southeast Georgia Local Chapter
» Highlands Local Chapter

» East Georgia Local Chapter



» South Georgia Local Chapter
» Northeast Georgia Local Chapter

In the event that an amendment(s) is made to ablested Local Chapter's Constitution and
Bylaws, a copy of the amended document must be istgloito the Board of Directors for review
by the Administrative Policy Committee and approvglthe Board within the same calendar year
the amendment(s) was made.

The President of each Local Chapter or his/hergies shall hold a voting seat on the GRA Board
of Directors, and shall present a report of hisltwral Chapter's activities and financial trangacti
at each Board meeting.

Reports to be made at each scheduled meeting oGB® Board of Directors, with paper or
electronic copies provided simultaneously to thateSChapter Secretary and Chairperson of the
Financial Review Committee:

a. Detailed Treasurer’s financial report, to date,taonng all income received and expenses
paid out. Financial information shall include downtation of cash paid or prizes awarded
by the organization to winners of raffles or doozes, in the single amount of $600.00 or
more in cash, or property with fair market valuaiaqgto or exceeding $600.00. This
documentation shall include identification of indival winners by name, address and
Taxpayer ldentification Number or Social Securityrhber and date of the transaction.
The financial information to be reported shall fignt include documentation of the receipt
of any donations in cash of $250.00 or more, operty with estimated fair market value of
$250.00 or more. This documentation shall be énftihm of a letter of acknowledgment of
the donation, and include a description and statémieestimated fair market value of the
item, date of donation and identification of thendn The letter shall contain original
signatures by the Local Chapter President and ttie €hapter President. NOTE: It is the
responsibility of the donor to provide the estindafteir market value of a donated item.

b. Copies of monthly bank statements, check registedsExpenditure Authorization Forms
generated, to date.

c. Budget report to date, using the State Chapterdtudgmat and corresponding budget line
items as applicable.

d. Detailed report of Local Chapter activities, to ejai.e., description of fundraisers
completed, training provided, special projects clatgul, advocacy events held, etc.

e. The report due at the January GRA Board meetin{l sbatain the same information as
required for other scheduled meetings of the GRArBmf Directors, but cumulative for
the prior calendar year January-December. Thisrteghall include a year-end budget
report showing final balance of income and expemdg, using the State Chapter budget
format and corresponding budget line items as egple. The report shall also include a
narrative of detailed activities for the calendaay

A report of Local Chapter activities and finandi@nsactions year-to-date as described above must
also be presented to the GRA membership each y&a annual business meeting.

Cumulative reports and records shall also be subdib the Financial Review Committee on a
quarterly basis during the calendar year. Theserte and records shall consist of:

a. ltems a-e as described above.



b. Copies of any meeting or conference call minotes-mails reflecting financial decisions.

c. Full disclosure of all accounts, including chegk savings, CDs or any other income-
generating accounts, if not accounted for elsewhere

d. Copies of computer-generated check register.

The quarterly reports shall cover the followingipéds:

January-February-March;  April-May-June;  July-Aug8gptember;  October-November-
December.

Reports shall be due by the twentieth{Rfay of the first (1st) month following the end arfy
given reporting quarter.

Penalties for non-compliance with reporting andrdekeeping requirements:

Local Chapters failing to meet any reporting desdkhall be designated as non-compliant with
State Chapter reporting requirements, causingter lef non-compliance to be issued on behalf of
the State Chapter. The letter of non-compliane#! sle issued by the Chairperson of the Financial
Review Committee, and shall include notice thaeaghty of $50.00 will be assessed due to failure
to provide reports by the twentieth (20th) dayha# first month following the end of the reporting
quarter. The letter shall further state that unlesjuired reports and records are received by the
thirtieth (30th) day of the second (2nd) monthdaling the end of the reporting quarter, the Local
Chapter shall be subject to placement on probatyostatus, seizure of all assets and/or removal
from the official auspices of the State ChapteructSremoval shall include suspension of
recognition as a duly authorized Local Chapterhauty to operate under the State Chapter’s tax
status as a 501 ( ¢ ) ( 3) organization and rajhepresentation and vote on the State Chapter’'s
Board of Directors, for a period of not less thaxe ¢ 1 ) year. Should non-compliance be based on
incomplete or inaccurate reporting rather thanrfgito meet reporting deadlines, the letter shall
also include explanation and guidance as to ite@esling inclusion or correction. Subsequently a
letter shall be sent by the State Chapter Treagardre bank or financial institution of the non-
compliant Local Chapter, advising that said Lochhfter is no longer authorized to operate under
the State Chapter's auspices. Local Chapters rmoved shall be allowed to petition the State
Chapter for reinstatement after a one (1) yeaiogderiSuch petition shall consist of a letter dieelct

to the President of the State Chapter, and shallde rationale and any supporting documentation
in support of and justification for reinstatemerRetitioning Local Chapters shall be accepted for
reinstatement by a two thirds (2/3) majority votethe Board of Directors.

As further conditions of continued good standing &l recognition by the State Chapter, Local
Chapters shall also be subject to the followingagoing provisions:

a. The incoming President, President-Elect, Treasared Treasurer-Elect of each Local
Chapter, providing all such offices exist in thegamization, shall attend the Annual
Leadership Conference held in December, prior ¢obbginning of their terms of office in
the following January. Failure to attend withowod cause may result in action by the
GRA Board of Directors to suspend recognition asapproved Local Chapter, including
the right of representation and voting privileges & member of the GRA Board of
Directors.

b. The computer software program specified by theeS@hapter shall be used by Local
Chapters for creating and maintaining financiabimfation.

c. Account signature cards from the bank or finantiatitution of each Local Chapter shall
be sent to the State Chapter's Treasurer, in diddrthe Treasurer can be added to said
signature cards.



d. The State Chapter shall be permitted to accesbdhk accounts of non-compliant Local
Chapters, in order to obtain financial records amdrmation as deemed necessary to
comply with federal and state revenue departmejulagions.

e. The incoming President of each Local Chapter dbemllequired annually to sign a letter of
agreement to comply with all State Chapter goveynpmovisions, record-keeping and
reporting requirements, and to accept the penaltig®sed for non-compliance. (See
Appendix J, Letter of Agreement — Divisions and &loChapters)

SECTION VI
ACCESSIBILITY AND AUXILIARY AIDS AND SERVICES

All participants in activities conducted or sporebby the Georgia Rehabilitation Association or
any of its Divisions, including Board meetings, cuittee meetings, training sessions, Annual
Conference activities, and any other events, shellprovided equal opportunities for full
participation.
Opportunities to take part in GRA activities shatit be prevented to any individual with a
disability because of the necessity to provide ssibdity and auxiliary aids and services.
Auxiliary aids and services that may be necesslpending on the needs of particular individuals,
may include but are not limited to:

» accessible locations and facilities;
interpreters (see Appendix E) and note-takers;
materials in accessible formats and/or readers;

open or closed captioning of any audiovisual niaethat are used;

good lighting on an interpreter, and good gendtahination;

vV V YV V¥V V

clarification of concepts presented in training roeetings as may be needed for
participant understanding.

Registration forms for Chapter or Division-sponsbractivities must include a request for
registrants to notify the sponsor of any needsdoeessibility or auxiliary aids and services.
Individuals who plan to attend a GRA function thats not require registration should notify the
appropriate Committee Chairperson by letter or BXFof any needs no less than ten (10) days
prior to the event. The Georgia Rehabilitation Asation shall not place special charges on
individuals with disabilities to cover the costsimdlividual auxiliary aids or services.

Whenever GRA contracts for training or with faedg such as hotels or conference centers, the
Chapter shall assure that accessibility and otlkeded auxiliary aids and services are provided.
Public accommodations which are used for GRA fumgtimust be in compliance with Title III of
the Americans With Disabilities Act (see Appendix E
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GRA BALLOT
ELECTION
(current year)

PRESIDENT-ELECT VICE PRESIDENT-ELECT
(Check one) (Check one)

Name of Candidate Name of Candidate

Name of Candidate Name of Candidate

(Write-in) (Write-in)
SECRETARY TREASURER-ELECT
Name of Candidate Name of Candidate
Name of Candidate Name of Candidate
(Write-in) (Write-in)

BOARD MEMBERS-AT-LARGE

The Board Members section of the ballot will beal unless four (4) names are marked for vote
as stated in the Manual of Operations.

Name of Candidate Name of Candidate
Name of Candidate Name of Candidate
Name of Candidate Name of Candidate

(Write-in)
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GRA ABSENTEE BALLOT

ELECTION
(current year)
PRESIDENT-ELECT VICE PRESIDENT-ELECT

(Check one) (Check one)

Name of Candidate Name of Candidate

Name of Candidate Name of Candidate
(Write-in) (Write-in)
SECRETARY TREASURER-ELECT

Name of Candidate Name of Candidate

Name of Candidate Name of Candidate
(Write-in) (Write-in)

BOARD MEMBERS-AT-LARGE

The Board Members section of the ballot will beal unless four (4) names are marked for vote
as stated in the Manual of Operations.

Name of Candidate _______Nameof Candidate

Name of Candidate ______Nameof Candidate

Name of Candidate _______Nameof Candidate

Name of Candidate _______Name of Candidate
(Write-in)

PLEASE MAIL TO: Credentials Chairperson
Address
VOTER'S NAME: ADDRESS:
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PERSONAL ACHIEVEMENT AWARD
AND
COUNSELING ACHIEVEMENT AWARD

The Georgia Rehabilitation AssociationBERSONAL ACHIEVEMENT AWARD was
established to recognize and honor a consumerhafbiigation services who has demonstrated
exceptional determination and motivation to overeosubstantial impediments to employment
resulting from a most significant disability, andhavhas successfully completed a rehabilitation
program and become gainfully employed.

The COUNSELING ACHIEVEMENT AWARD was established to recognize the dedication and
hard work of the GRA member who served as the tibtaedion counselor responsible for
developing and implementing the rehabilitation pamg of the recipient of the Personal
Achievement Award, and whose counseling, guidaran& other services empowered this
consumer to become successfully employed.

Recipients of these two awards ag selected by the GRA Awards and Recognitions Coresnitt
Nominations are submitted to and recipients arectedl by the Georgia Rehabilitation Counselors
and Educators Association Division, which then infe the Awards and Recognitions Committee
in order that these individuals can be recommernidethe Board, the proper plagues can be
obtained, and the awards can be presented at thgah@onference.

Recipients of the GRA Personal Achievement Awardl @ounseling Achievement Award shall be
the Georgia Chapter's nominees for the SoutheagioReNRA Personal Achievement and
Counseling Achievement Awards.

NOMINATION PROCEDURES AND CRITERIA :
1. Nominations for th&GRA PERSONAL ACHIEVEMENT AWARD will be called for by
the GRCEA Division and will be submitted by Chapteembers to the GRCEA Awards

Committee Chairperson.

a. Nominees must be consumers of rehabilitatemices who were determined to be
successfully rehabilitated and whose cases wesedlduring the prior calendar year.

b. Approval must be obtained from the nomineertn submitting a nomination.
c. Nominations must be in narrative form, not égceed 3,000 words, including
information on identifying data, background infotioa, problem identification,

services provided, solution of problem(s), andptdrement information.

d. Identifying information which could cause GRGKwards Committee members to
recognize either the nominee or his/her counselestine removed from the narrative.
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e. Written permission should be obtained from tleimee for GRCEA Awards Committee
members to visit him/her and discuss rehabilitagervices that were received.

f.A fact sheet must be attached to the narratiwetaining the nominee's name, address, and phone
number, and the counselor's name and phone nuriber.fact sheet will be removed by the
GRCEA Awards Chairperson prior to review of the mmation by committee members.

2. The COUNSELING ACHIEVEMENT AWARD will be presented to the Georgia

Rehabilitation Association member who served asb#itation counselor to the Personal
Achievement Award recipient.

DESCRIPTION OF AWARD PLAQUES:

PERSONAL ACHIEVEMENT :
Shape: State of Georgia
Size: 10" X 12"
Wording: PERSONAL ACHIEVEMENT AWARD
Presented to (Name of Recipient)
(Year) Always the same as year presented
GEORGIA REHABILITATION ASSOCIATION

COUNSELING ACHIEVEMENT :
Shape: State of Georgia
Size: 10" X 12"
Wording: COUNSELING ACHIEVEMENT AWARD
Presented to (Name of Recipient)
(Year) Always the same as year presented
GEORGIA REHABILITATION ASSOCIATION
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PROFESSIONAL ACHIEVEMENT AWARD

The Georgia Rehabilitation Association's Professlidrchievement Award was established to
honor a Chapter member who has been outstandipgofiessional achievement during the past
year. The recipient may be any member of the Gad®gihabilitation Association.

NOMINATION PROCEDURES AND CRITERIA :

1 List outstanding achievements of the nominee pattticular emphasis on services to clients.

2. Describe the nominee's cooperation with relagghcies and use of community resources.

3. List special recognitions by peer groups, comitgworganizations, etc.

4. Itemize articles or other items published by ire® in professional publications.

5. Letters of nomination should be accompaniedviny (2) supporting letters, one (1) from a
supervising person and one (1) from a peer of thmimee, and submitted to the Georgia

Rehabilitation Association's Awards and Recogngi@ommittee Chairperson.

The recipient of the Professional Achievement Awailllbe selected from all nominations by the
Awards and Recognitions Committee.

DESCRIPTION OF AWARD PLAQUE:

Shape: State of Georgia

Size 10" X 12"

Wording: PROFESSIONAL ACHIEVEMENT AWARD
(Name of Recipient)
(Year) Always the same as year presented
GEORGIA REHABILITATION ASSOCIATION
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SERVICE AWARD

The Georgia Rehabilitation Association's Serviceafavis specifically oriented towards honoring
an individual for outstanding contribution(s) teethield of rehabilitation. The recipient does not
have to be a member of the Georgia Rehabilitatissogiation, angannot be an employee of the
State Division of Rehabilitation Services.

CONSIDERATIONS, CRITERIA, AND PROCEDURES FOR NOMINA TIONS:

1. What has this individual contributed towards adwament of the field of rehabilitation?
2. What special recognitions or awards has the nomieesved?

3. Itemize articles or writings in professional publions.

4. Letters of nomination should be accompaniedrgy @) supporting letter and submitted to the
Georgia Rehabilitation Association's Awards anddg@itions Committee Chairperson.

The recipient of the Service Award will be selecfeoim all nhominations by the Awards and
Recognitions Committee.

DESCRIPTION OF AWARD PLAQUE :

Shape: State of Georgia

Size: 10" X 12"

Wording: SERVICE TO REHABILITATION AWARD
(Name of Recipient)
(Year) Always the same as year presented
GEORGIA REHABILITATION ASSOCIATION
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ISAAC MAX HELLER EMPLOYER OF THE YEAR AWARD
The Georgia Rehabilitation Association's Isaac Mieller Employer of the Year Award was
established in memory of Mr. Isaac Max Heller t@ognize employers who have provided
exceptional services to citizens with disabilitgsproviding them with employment.
CONSIDERATIONS, CRITERIA, AND PROCEDURES FOR NOMINA TIONS:
1. How long has this employer been cooperating weahabilitation service providers and
employing persons with disabilities?

2. How many persons with disabilities has this emet hired?

3. What is the total number of all employees of #stablishment?

4. Is this employer using as many persons with digedsilas is feasible for his/her operation?
5. Has this employer provided reasonable accomnmwutator employees with disabilities?

6. Is this employer's place of business and all faediaccessible to persons with disabilities?

7. Has this employer been instrumental in advogafor the employment of persons with
disabilities?

8 Does this employer inform rehabilitation servpreviders about employment possibilities that
might be filled by persons with disabilities?

9. Letters of nomination should be one typed padess, and should be submitted to the Georgia
Rehabilitation Association's Awards and Recogngi@ommittee Chairperson.

The recipient of this award will be selected frolinn@minations by the Awards and Recognitions
Committee and will be presented with a plague atAhnual Conference Awards Ceremony.

DESCRIPTION OF EMPLOYER'S AWARD PLAQUE :
Shape: State of Georgia
Size: 10" X 12"
Wording: ISAAC MAX HELLER EMPLOYER OF THE YEAR
(Name of Company)
(Year) Always the same as year presented
GEORGIA REHABILITATION ASSOCIATION

HELLER FAMILY PLAQUE:

A second plague has been in the possession of éllerHamily since the inception of the Isaac
Max Heller Award. This plaque contains a brassepkatgraved with our Association's name and
the name of the award. Below the plate is a s@fiesnaller brass plates containing the names of
all employers who have been presented the HellearAwand the years in which each was
received. Each year the new winner's name andgaeare engraved on a new plate to be added to
the plague, and the plaque is then representetietdeller family at the Annual Conference
Awards Ceremony. The Awards Committee shall beaesiple for retrieving the plaque from the
Heller family prior to the Annual Conference to bahe new brass plate engraved and mounted on
the plaque.
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JANICE BLACK SPIRIT AWARD

The GRA Membership Committee's Janice Black Spintard was established to honor Janice
Black, a member whose continuing dedication to GRAugh recruitment of new members,
participation in committee work, volunteering fqregial projects, and general behind-the-scenes
hard work and devotion represent outstanding dmuions to the Chapter.

The recipient of this award will be nominated aetested by the Membership Committee and the
award will be presented at the Annual Conferencaie Ceremony. The award may be presented
in the form of a trophy, plaque, certificate, ohert gift as determined by the Membership
Committee.
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NANCY CROWDER MEMORIAL SCHOLARSHIP AWARD

The purpose of the Georgia Rehabilitation Assommesi scholarship program is to provide
recognition by offering scholarship assistancertanalividual with a disability who demonstrates
outstanding academic achievement, community invoés@, and school participation.

Nominations for the NANCY CROWDER MEMORIAL SCHOLARBP AWARD are submitted
by Chapter members to the Scholarship Committee sghect a prospective winner and submit
their recommendation to the Board for approval.

The scholarship is awarded annually in the amodn$l®00 to be presented at the Annual
Conference Awards Ceremony. The winner's travetscts attend the Awards Ceremony are
funded in coordination with the Awards and Recdgng Committee as outlined in the Manual of
Operations (Section IV, Awards and Recognition®NQTE).

The name of th&lANCY CROWDER MEMORIAL SCHOLARSHIP AWARD  winner will be
submitted to the Southeast Region NRA Scholarshgmi@ittee Chairperson as the Georgia
Chapter's nominee for the SERNRA Scholarship.

NOTE: Purpose, criteria, application process, and dntims for the SERNRA Scholarship can be
found on pages 10 - 13 of Appendix B.

NOMINATION PROCEDURES AND CRITERIA:

1. Nominations for the NANCY CROWDER MEMORIAL SCH@RSHIP AWARD will be
called for by the Scholarship Committee and will adomitted by Chapter members to the
Chairperson.

2. Each nominee must be a person with a disability.

3. Each nominee must be a resident of the staBeofgia.

4. Each nominee must be accepted into a post sagoaducational program.

5. Nominations should be submitted on the EntrynFdor the Nancy Crowder Memorial
Scholarship. (See pages 8 and 9 of Appendix B).
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ENTRY FORM
For the NANCY CROWDER MEMORIAL Scholarship

Please print or type all responses to the following questions.

Nominee’s name: SSN

Home address:

Phone: Birthdate:

High School name and address:

Name

Street S

City Sate Zip Code

Definition of DISABILITY. A physical or mental impairment that substantially limits one or
more of the major life activities of an individual

Describe nominee's disabilitin¢lude specific limitations; how and when the impairment was
acquired, etc.):

Discuss how the nominee has overcome societaklbsunélated to his/her disability:

Discuss difficulties nominee has encountered inkimgrto surmount his/her disability:
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Page 2

Education (please ligtl institutions attended and dates attended):

Explain how nominee has overcome barriers in theaibnal environment, if any:

List nominee's accomplishments in school:

List nominee's extracurricular activities:

List nominee's community activities:

List nominee's other accomplishments not alreadi@al in previous questions:

Administrative Policy Committee 12/99
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SOUTHEAST REGION NRA SCHOLARSHIP PROGRAM

PURPOSE:
The purpose of the Southeast Region National Rétagion Association (SERNRA) scholarship
program is to provide recognition by offering sarship assistance to an individual with a
disability who demonstrates outstanding academitieaement, community involvement and
school participation. In administration of the gram, the scholarship committee will consider all
applicants.

AWARD AMOUNT:

A scholarship will be awarded annually in the amafr1,000. Travel costs to attend the awards
presentation at the SERNRA Annual Training Confeeefor the recipient and/or assistant will be
funded by inference with the conference committee.

AWARD DATE:
Scholarship will be awarded at the SERNRA Confegenc

ELIGIBILITY CRITERIA:

A state may submit no more than one candidate.

The candidate must be a person with a disability.

The candidate must be a resident of the SoutlReggon.

The candidate must plan to enter or be acceptediipost secondary educational program.
The candidate must have the Southeast Regionasshgd application completed.

The application from the state chapter presidemstrbe received by the committee chair no
later than January 1.

¥ % K ¥ ¥ Xk

APPLICATION PROCESS:
Complete Form

JUDGING COMMITTEE MEMBERSHIP:

% Chair-Past President

¥ Trustees Committee (President, Past Presidersgjderd-Elect, Treasurer, Southeast Region
Representative to the NRA Board

PAYMENT:
Payment will be made directly to the recipient ugmoof of registration to the educational
institution.

DEVELOPMENT OF FUND:

% A minimum amount of $15,000 plus $2,400 (represe3nuth Carolina’s contribution from
1992) and Kentucky's 10% net profit from the 199 ference will be deposited in an
interest-bearing account known as the scholarsmg account.

% Each year thereafter 10% of the net profit fronchednnual Training Conference of the
Southeast Region will be deposited in the schoiarfsimd account.

% This account will be maintained in one locatiom aan be moved only be a decision of the
SERNRA Board.
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Official Entry Form
For the Southeast Region NRA Scholarship

Note: Pleasetype all responsesto the following questions.

Sponsoring state NRA chapter:

Nominee’s name:

Nominee’s social security number:

Home Address:

Telephone number: Birth Date:

High school name and address:

Name

Street

City State Zip Code

Definition of disability (A physical or mental impenent that substantially limits one or more
major activities of an individual).
Describe nominee’s disability: (Include functiohiatitations, how and when acquired, etc.)

Describe how the nominee has overcome societakbato his/her disability

Discuss difficulties nominee encountered in workiogurmount his or her disability:
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Official Entry Form — Page 2

Education: (Please ligll institutions attended and dates attended.)

Explain how nominee has overcome barriers in theaibnal environment, if any:

List nominee’s accomplishments in school:

List nominee’s extracurricular activities:

List nominee’s community activities

List nominee’s other accomplishments not alreadseced in previous questions:

The nominee is sponsored by the following chapt@&RA:

Name of state chapter president:

Signature of state chapter president:

Name of nominee’s principal:

Signature of nominee’s principal:
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EVALUATION FORM
For the Southeast Region NRA Scholarship

Name of Student:

Each entry is rated based on its appropriateness@npleteness. Each of the four categories
counts 25 percent toward the total score. Theesitglrating in each category ranges from a
minimum of zero to a maximum of 25 points. Plemsal the points awarded in each category to
determine a composite rating.

1. How has the student demonstrated his/her ability
to overcome the barriers imposed by society on the
student?

(0 — 25 points)

2. How has the student demonstrated a commitment
to advocacyor persons with disabilities?
(0 — 25 points)

3. How has the student demonstrated leadership and
involvement in his/her community?
(0 — 25 points)

4. How has the student excelled in school?
(0 — 25 points)

TOTAL SCORE
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PAULA DOOLEY MCINTOSH MEMORIAL CONTINUING EDUCATION  GRANT

The PAULA DOOLEY MCINTOSH MEMORIAL CONTINUING EDUCAION GRANT was
established by the family of Paula Dooley Mcintéshprovide recognition of the contributions of
Paula Dooley Mcintosh to the lives of Georgianshwdisabilities. The Grant is to be awarded
annually to a Georgia resident employed in thedfiel vocational rehabilitation in Georgia to
provide funds for the continuation of that indivads professional development.

Applications for the MCINTOSH GRANT are submittezlithe Scholarship Committee who select
a prospective winner and submit their recommendatdhe Board for approval.

The grant is awarded annually in the amount of $#bBe presented at the Annual Conference
Awards Ceremony. The winner's travel costs to dttdre Awards Ceremony are funded in
coordination with the Awards and Recognitions Cottesi as outlined in the Manual of

Operations (Section IV, Awards and Recognition®NQTE).

APPLICATION PROCEDURES AND CRITERIA:

1. Application forms for the MCINTOSH GRANT will belistributed by the Scholarship
Committee throughout the professional rehabilitaticommunity in Georgia and will be
submitted by applicants to the Chairperson.

NOTE: The PAULA DOOLEY MCINTOSH MEMORIAL CONTINUING EDWCATION
GRANT Application Form can be found on pages 16 Bnaf Appendix B.

2. Each applicant considered must be a Georgialaesiemployed in the field of vocational
rehabilitation in Georgia.

3. Each applicant's course of study must be dirextbociated with vocational rehabilitation or a
field that supports the applicant in his/her spedidb duties as a rehabilitation professional;
e.g., clerical, accounting/budget, VR counselirgnmistration, assessment, human resources
development, quality assurance, public relationis skills training, etc.

4. Each applicant considered must agree that gemehe winner, he/she will use the funds within
twelve (12) months of receiving the grant.
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GEORGIA REHABILITATION ASSOCIATION
Paula Dooley Mcintosh Memorial Continuing EducationGrant
Instructions for Application:
Complete the attached application form.
Obtain two (2) letters of reference to be sutediwith the application form.
All applications must be complete and legible.
Return completed application package to:
(Scholarship Committee Chair Name and Address)

. Application package must be postmarked no tatan (deadline date).
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Application Form
for the
PAULA DOOLEY MCINTOSH MEMORIAL CONTINUING EDUCATION  GRANT

Please print or type all information requested below.

PERSONAL INFORMATION:

NAME SOCIAL SECURITY NUMBER
HOME ADDRESS
No. & Street City, State, Zip
HOME PHONE BUSINESS PHONE
U.S. CITIZEN? RESIDENT OF GEORGIA?
Yes No Yes No
EDUCATION:
HIGH SCHOOL
Name City, State

GRADUATION DATE

BUSINESS OR TECHNICAL SCHOOL

Name City, State
DATES ATTENDED
COLLEGE
Name City, State
DATES ATTENDED
GRADUATE SCHOOL
Name City, State

DATES ATTENDED
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EMPLOYMENT:

JOB TITLE

EMPLOYER

MAILING ADDRESS

No. & Street

PHONE

REFERENCES:

NAME

City, State, ZIP

ADDRESS

No. & Street

PHONE

NAME

City, State, ZIP

ADDRESS

No. & Street

PHONE

City, State, ZIP

In the space below explain why you believe you #heeceive this award. Include a discussion of
your academic achievements, school and communtityitees and awards, and goals for the future.
Use an additional sheet if necessary.

Paula Dooley McIntosh Grant Ad Hoc Committee 1/99
Revised 1/00
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GOVERMENTAL AFFAIRS AND PUBLIC SERVICE AWARD

This award is based on the same award developaddpresented on the national level by NRA.
The award is presented to a public official who tesionstrated leadership in improving
rehabilitation services for persons with disalaktiwithin the State of Georgia.

Examples

Members of the State Legislature
State legislator’s staff
Governor's Office

State Judicial branches

Criteria
Outstanding contributions to rehabilitation throdghmation, integration or administration of their
leadership over a period of years

The call for nominations shall be made by the Gigsons of the Education and Advocacy
Committee. The selection shall be made by the Citieen The award will be presented during
the annual Legislative reception.

Design of Plaque is up to the committee.
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GOVERNMENTAL AFFAIRS AND PUBLIC SERVICE AWARD

Nomination Form

Name of Nominee:

Title:

Address:

City/State: Zip:

Telephone Number:

Nominated by:

Telephone Number:

NOMINATION (use additional paper as needed)

Leadership Qualities in working with Georgians withdisabilities:

Committees, programs implemented, service projects:

Other information demonstrating this nominee’s serice to Georgians with
disabilities:
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LOCAL CHAPTER OF THE YEAR AWARD

The purpose of the Georgia Rehabilitation Assommesi Local Chapter of the Year Award is to
honor a Local Chapter for its uniqgue and diverseiea®ments, innovative ideas and dedicated
service on behalf of persons with disabilities &whl chapter members.

Nominations for the Local Chapter of the Year Awahall consist of the Local Chapter year-end
reports for the prior calendar year, required tebiemitted to the GRA Board of Directors through
the Finance Committee Chairperson. The AwardsRewbgnitions Committee shall obtain copies
of such year-end reports to serve as nominatiocksgpa for the award.

CONSIDERATIONS, CRITERIA AND PROCEDURES FOR NOMINAT IONS:
1. Must be a Local Chapter in good standing with ttegeSChapter.

2. Must demonstrate outstanding achievement in therteft the Local Chapter level to
advance the mission of the Georgia Rehabilitatisao&iation.

3. Must demonstrate exemplary activities in profesaiotraining, public awareness,
consumer advocacy and membership growth.

4. Must have been consistently viewed as innovatikegtore and willing to respond to the
changing needs of its membership.

5. Local Chapter year-end reports for the prior cadengear, as submitted to the GRA
Board, shall be considered the official nominatmacket for this award. Year-end
reports must show compliance with Local Chapteror@pg requirements, as
recommended by the GRA Board’s CPA. Year-end tsmirall contain:

 Bank Statements and reconciliations — 13 monthse®ber — December,
ending with December of the most recently complgigar calendar year.

» Detailed treasurer’s report (summary) for the year.

» Check register for the year.

* Record of deposits for the year.

* Year-end budget for the year.

» Detailed activity report for the year.

6. In addition, local chapters must have also complheth the GRA requirements for
Local Chapter reporting at each scheduled Boar®iofctors meeting for the prior
calendar year.

7. Local Chapters may also submit to the Awards ancbBations Committee additional
letters of support, newspaper articles, picturestber supporting information, to be
included and considered along with the year-endrteppminations packet.
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The Awards and Recognitions Committee shall revalwnominations packets and supporting
documentation, and recommend to the GRA Board oddbors a selection for the Local Chapter of
the Year Award, for their acceptance and approVéle recipient approved by the GRA Board will
be presented with a plaque at the Annual Conferémaads Ceremony.

DESCRIPTION OF LOCAL CHAPTER OF THE YEAR PLAQUE:

Shape: State of Georgia

Size: 10" X 12~

Wording: LOCAL CHAPTER OF THE YEAR AWARD
(Name of Local Chapter)
(Year - Always the same as year presented)
GEORGIA REHABILITATION ASSOCIATION
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DIVISIONAL UNIT OF THE YEAR AWARD

The purpose of the Georgia Rehabilitation Assammesi Divisional Unit of the Year Award is to
honor a Divisional Unit for its unique and diveraehievements, innovative ideas and dedicated
service on behalf of persons with disabilities divisional unit members.

Nominations for the Divisional Unit of the Year Amdashall consist of the Divisional Unit year-
end reports for the prior calendar year, requiedéd submitted to the GRA Board of Directors
through the Finance Committee Chairperson. The rAsvand Recognitions Committee shall
obtain copies of such year-end reports to serveasnations packets for the award.

CONSIDERATIONS, CRITERIA AND PROCEDURES FOR NOMINAT IONS:
8. Must be a Divisional Unit in good standing with theate Chapter.

9. Must demonstrate outstanding achievement in thertedt the Divisional Unit level to
advance the mission of the Georgia Rehabilitatisao&iation.

10. Must demonstrate exemplary activities in profesaiotraining, public awareness,
consumer advocacy and membership growth.

11. Must have been consistently viewed as innovatikegttve and willing to respond to the
changing needs of its membership.

12.  Divisional Unit year-end reports for the prior gad@r year, as submitted to the GRA
Board, shall be considered the official nominatjacket for this award. Year-end
reports must show compliance with Divisional Ungporting requirements, as
recommended by the GRA Board’s CPA. Year-end tsmirall contain:

* Bank Statements and reconciliations — 13 monthse®ber — December,
ending with December of the most recently complgigar calendar year.

» Detailed treasurer’s report (summary) for the year.

» Check register for the year.

* Record of deposits for the year.

* Year-end budget for the year.

» Detailed activity report for the year.

13. In addition, Divisional Units must have also coredliwith the GRA requirements for
Divisional Unit reporting at each scheduled BoafdDarectors meeting for the prior
calendar year.

14.  Divisional Units may also submit to the Awards d&etognitions Committee additional
letters of support, newspaper articles, picturestber supporting information, to be
included and considered along with the year-endrteppminations packet.
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The Awards and Recognitions Committee shall revalwnominations packets and supporting
documentation, and recommend to the GRA Board ofdbirs a selection for the Divisional Unit
of the Year Award, for their acceptance and apdroV&e recipient approved by the GRA Board
will be presented with a plaque at the Annual Crarfee Awards Ceremony.

DESCRIPTION OF DIVISIONAL UNIT OF THE YEAR PLAQUE:

Shape: State of Georgia

Size: 10" X 12~

Wording: DIVISIONAL UNIT OF THE YEAR AWARD
(Name of Divisional Unit)
(Year - Always the same as year presented)
GEORGIA REHABILITATION ASSOCIATION
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GEORGIA REHABILITATION ASSOCIATION
BUDGET REOUEST FORM

FOR FISCAL YEAR JANUARY 1,

COMMITTEE

THROUGH DECEMBER 31,

BUDGET REQUEST $

FUNDS WILL BE UTILIZED FOR

GOALS FOR THE YEAR ARE

SUBMITTED BY:

COMMITTEE CHAIRPERSON

COMMITTEE CO-CHAIRPERSON



For the Fiscal Year January 1,

GEORGIA REHABALITATIONASSOCIATION
BUDGET EXPENSE & REVENUE SUMMARY

Appendix C
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Through December 31,

Previous Previous
Itemized Year’s Proposed Year's | Anticipated
Account Name Description Expenditures| Expenditures Revenues| Revenues
(prior year) | (current year) (prior (current
year) year

AWARDS

COMMUNICATION

Ads/Publicity

Contributions

Postage/Shipping

Printing/Copying

Seminars/Training/
Conference

Public Relations

CONTRACTED
SERVICES

Interpreters

Speakers
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Previous Previous
Itemized Year’s Proposed Year's | Anticipated
Account Name Description Expenditures| Expenditures Revenues| Revenues
(prior year) | (current year) (prior (current
year) year
EQUIPMENT
Rental/Purchases
FOOD COSTS
OCCUPANCY Space Rent
PERSONNEL
COSTS Bonding
SUPPLIES/
MATERIALS

Consumables
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Previous Previous
Itemized Year’s Proposed Year's | Anticipated
Account Name Description Expenditures| Expenditures Revenues| Revenues
(prior year) | (current year) (prior (current
year) year
TRAVEL Lodgmg
Meals
Transportation

MISCELLANEOUS

EXPENSES
REVENUE Interest Income
Fundraising
Membership Rebates
Misc. Income
TOTAL
FUND BALANCE Prior Year
(year
)
FUND BALANCE Anticipated

Date

Revised  12/99

Signature

Committee
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GEORGIA REHABILITATION ASSOCIATION EXPENDITURE AUTH ORIZATION

FORM
Payee of
Date Check
Amount Authorized  $ Charge to Budget No.
EXPLANATION OF EXPENDITURE SPECIAL INSTRUCTIONS

Authorized by:

Approved by:

Chapter President

FOR TREASURER'S USE:

Form returned for additional information:

Date of check:

Paid by check number:

Charged to Budget Line Item:

Revised January, 2003
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GEORGIA REHABILITATION ASSOCIATION TRAVEL EXPENSE S TATEMENT

NAME:

OFFICE, POSITION,and/or COMMITTEE

PURPOSE OF TRIP:

AUTHORIZED BY:

LODGING MEALS
DATE LOCATION AMOUNT LOCATION AMOUNT
$ $
TOTAL LODGING AND MEALS $
AUTOMOBILE MILEAGE RECORD
STARTING ENDING TOTAL
DATE ORIGIN DESTINATION MILEAGE MILEAGE MILEAGE
MILEAGE TOTAL
OTHER MODES OF TRAVEL MISCELLANEOQOUS
TYPE (registration,
TYPE (air, taxi, parking,
DATE bus, etc.) AMOUNT] DATE etc.) AMOUNT
$ $
TOTAL $ TOTAL $

TOTAL LODGING AND MEALS (attach lodging receipts)

TOTAL MILEAGE

TOTAL OTHER MODES OF TRAVEL

MILES X .40/MILE...................

TOTAL MISCELLANEOUS EXPENSES (attach receipts oncaled checks)... +

TOTAL EXPENSES

SUBTRACT TRAVEL ADVANCE RECEIVED

TOTAL CLAIM FOR REIMBURSEMENT......coiiii e

Administrative Policy Committee 11/94 Revised 04/99; 12/99:05/08
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GEORGIA REHABILITATION ASSOCIATION TRAVEL ADVANCE A UTHORIZATION

FORM
MEMBER INFORMATION:
Name:
Address
Telephone:
(work) (home)

Amount of Advance requested$

AUTHORIZATION:

is hereby authorized to receive a travel advance

in the amount of $

Date President
GEORGIA REHABILITATION ASSOCIATION

AGREEMENT:

I hereby acknowledge receipt of the above authdramtvance of funds. | understand that | must
pay back to GRA any unused funds within ten (1@)sda my return. | further agree to submit a
Travel Expense Statement to the Treasurer as eztfjund | will use these funds in accordance
with existing travel policies and procedures.

Date Member Signature

Revised 2003
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U. S. Department of Justice Appendix E
Civil Rights Division (page 1 of 11)
Office on the Americans with Disabilities Act

Title 11l Highlights

. Who is Covered by title 11l of the ADA

[I.  Overview of Requirements

[ll.  “Individuals with Disabilities”

IV. Eligibility for Goods and Services

V. Modifications in Policies, Practices, and Procedure
VI. Auxiliary Aids

VII. Existing Facilities: Removal of Barriers

VIII. Existing Facilities: Alternatives to Barrier Renabv
IX. New Construction

X. Alterations

XI.  Overview of Americans with Disabilities Act Accelsiity Guidelines
for New Construction and Alterations
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Who is Covered by Title 11l of the ADA

>

>

The title 11l regulation covers -

* Public accommodations (i.e., private entitiest thwn, operate, lease, or lease to
places of public accommodation),

« Commercial facilities, and

* Private entities that offer remain examinatians courses related to educational
and occupational certification.

Places of public accommodation include over fivlion private establishments, such as

restaurants, hotels, theaters, convention centses| stores, shopping centers, dry cleaners,
laundromats, pharmacies, doctors' offices, hospitatuseums, libraries, parks, zoos,

amusement parks, private schools, day care cehealth spas, and bowling alleys.

Commercial facilities are nonresidential faciliti@scluding office buildings, factories, and
warehouses, whose operations affect commerce.

Entities controlled by religious organizations,luding places of worship, are not covered.

Private clubs are not covered, except to the extexttthe facilities of the private club are
made available to customers or patrons of a plapeldic accommodation.

State and local governments are not covered byitleelll regulation, but rather by the
Department of Justice's title 1l regulation.

Overview of Requirements

>

Public accommodations must —

* Provide goods and services in an integratethgettinless separate or different
measures are necessary to ensure equal opportunity.

» Eliminate unnecessary eligibility standards oles that deny individuals with
disabilities an equal opportunity to enjoy the go@hd services of a place of
public accommodation.

» Make reasonable modifications in policies, prad, and procedures that deny
equal access to individuals with disabilities, gslea fundamental alteration
would result in the nature of the goods and sesvrevided.

* Furnish auxiliary aids when necessary to enstfeetive communication, unless
an undue burden or fundamental alteration wouldltes
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* Remove architectural and structural communicakiarriers in existing facilities
where readily achievable.

* Provide readily achievable alternative measwieen removal of barriers is not
readily achievable.

* Provide equivalent transportation services anctlpase accessible vehicles in
certain circumstances.

* Maintain accessible features of facilities agdipment.

» Design and construct new facilities and, whemantaking alterations, alter
existing facilies in accordance with the Americangh Disabilities Act
Accessibility Guidelines issued by the Architectiaad Transportation Barriers
Compliance Board and incorporated in the final D&pant of Justice title 11l
regulation.

» A public accommodation is not required to provigggonal devices such as wheelchairs;
individually prescribed devices (e.g., prescripteyeglasses or hearing aids); or services of
a personal nature including assistance in eatmilgting, or dressing.

» A public accommodation may not discriminate agaarstindividual or entity because of
the known disability of a person with whom the ndual or entity is known to associate.

» Commercial facilities are only subject to the regment that new construction and
alterations conform to the ADA Accessibility Guisteds. The other requirements
applicable to public accommodations listed abovaatcapply to commercial facilities.

» Private entities offering certain examinations ourses (i.e., those related to applications,
licensing, certification, or credentialing for sedary or postsecondary education,
professional, or trade purposes) must offer themmnimccessible place and manner or offer
alternative accessible arrangements.

[1.“Individuals with Disabilities"

» The Americans with Disabilities Act provides compensive civil rights protections for
"individuals with disabilities."

» An individual with a disability is a person who -

* Has a physical or mental impairment that safislly limits one or more "major
life activities," or

* Has a record of such an impairment, or

* Isregarded as having such an impairment.
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Examples of physical or mental impairments incluuié,are not limited to, such contagious
and noncontagious diseases and conditions as ediwpvisual, speech, and hearing
impairments; cerebral palsy, epilepsy, musculatrdpty, multiple sclerosis, cancer, heart
disease, diabetes, mental retardation, emotiolmass, specific learning disabilities, HIV

disease (whether symptomatic or asymptomatic), rtubesis, drug addiction, and

alcoholism. Homosexuality and bisexuality are nleygical or mental impairments under
the ADA.

"Major life activities" include functions such asrig for oneself, performing manual
tasks, walking, seeing, hearing, speaking, bregth@arning, and working.

Individuals who currently engage in the illegal wdedrugs are not protected by the ADA
when an action is taken on the basis of their atiitiegal use of drugs.

IV. Eligibility for Goods and Services

>

In providing goods and services, a public acconmatiod may not use eligibility
requirements that exclude or segregate individwéls disabilities, unless the requirements
are “necessary" for the operation of the publicoazmodation.

* For example, excluding individuals with cerelpalsy from a movie theater or
restricting individuals with Down's Syndrome to yntertain areas of a
restaurant would violate the regulation.

Requirements that tend to screen out individualk disabilities, such as requiring a blind
person to produce a driver's license as the sonsef identification for cashing a check,
are also prohibited

Safety requirements may be imposed only if theyracessary for the safe operation of a
place of public accommodation. They must be basedctual risks and not on mere
speculation, stereotypes, or generalizations abditiduals with disabilities.

» For example, an amusement park may impose hegghtirements for certain
rides when required for safety.

Extra charges may not be imposed on individuakh wisabilities to cover the costs of
measures necessary to ensure nondiscriminatorymiess such as removing barriers or
providing qualified interpreters.

Modifications in Policies, Practices, and Procagres

» A public accommodation must make reasonable nuaditins in its policies, practices, and

procedures in order to accommodate individuals diglbilities.

» A modification is not required if it would "fundamtally alter" the goods, services, or

operations of the public accommodation.
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» For example, a department store may need tofgnagiolicy of only permitting
one per at a time in a dressing room if an indigldmith mental retardation
needs the assistance of a companion in dressing.

» Modifications in existing practices generally mbstmade to permit the use of guide dogs
and other service animals.

» Specialists are not required to provide servicdside of their legitimate areas of
specialization.

* For example, a doctor who specializes exctlgiin burn treatment may refer
an individual with a disability, who is not seekibgrn treatment to another
provider. A burn specialist, however, could nduse to provide burn treatment
to, for example, an individual with HIV disease.

VI. Auxiliary Aids

» A public accommodation must provide auxiliary ag&l services when they are necessary
to ensure effective communication with individuaish hearing, vision, or speech
impairments.

» "Auxiliary aids" include such services or devicasqaalified interpreters, assistive listening
headsets, television captioning and decoders,amlewinications devices for deaf persons
(TDD's), videotext displays, readers, taped textsilled materials, and large print
materials.

» The auxiliary aid requirement is flexible. For exaen a brailled menu is not required, if
waiters are instructed to read the menu to blirstaruers.

» Auxiliary aids that would result in an undue burd@re., “significant difficulty or
expense") or in a fundamental alteration in theirgabf the goods or services are not
required by the regulation. However, a public acemdation must still furnish another
auxiliary aid, if available, that does not resuliai fundamental alteration or an undue
burden.

VII. Existing Facilities: Removal of Barriers

» Physical barriers to entering and using existirggifees must be removed when "readily
achievable.”

» Readily achievable means “easily accomplishableadohel to be carried out without much
difficulty or expense.”

» What is readily achievable will be determined araae-by-case basis in light of the
resources available.
* The regulation does not require the rearrangéwfdemporary or movable
structures, such as furniture, equipment, and aysgcks to the extent that it
would result in a significant loss of selling ongag space.
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* Legitimate safety requirements may be consideretktermining what is readily
achievable so long as they are based on actual aisé are necessary for safe
operation.

» Examples of barrier removal measures include -

* Installing ramps,

* Making curb cuts at sidewalks and entrances,

» Rearranging tables, chairs, vending machinap|aly racks, and other furniture,

* Widening doorways,

» Installing grab bars in toilet stalls, and

» Adding raised letters or braille to elevator tohbuttons.

» First priority should be given to measures thdt emable individuals with disabilities to
“get in the front door," followed by measures t@yde access to areas providing goods
and services.

» Barrier removal measures must comply, when readdiiievable, with the alterations
requirements of the ADA Accessibility Guidelinescompliance with the Guidelines is not
readily achievable, other safe, readily achievatrieasures must be taken, such as
installation of a slightly narrower door than would required by the Guidelines.

VIII. Existing Facilities: Alternatives to Barrier Removal

» The ADA requires the removal of physical barriessich as stairs, if it is "readily
achievable.”" However, if removal is not readily @stable, alternative steps must be taken
to make goods and services accessible.

Examples of alternative measures include -

* Providing goods and services at the door, sitiewea curb,

* Providing home delivery,

* Retrieving merchandise from inaccessible shetwvascks,

* Relocating activities to accessible locations.

» Extra charges may not be imposed on individuakh wisabilities to cover the costs of
measures used as alternatives to barrier remda@l.example, a restaurant may not charge

a wheelchair user extra for home delivery whers ipriovided as the alternative to barrier
removal.
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IX. New Construction

X.

>

All newly constructed places of public accommodatemd commercial facilities must be
accessible to individuals with disabilities to thextent that it is not structurally
impracticable.

The new construction requirements apply to anylifia@ccupied after January 26, 1993,
for which the last application for a building petnair permit extension is certified as
complete after January 26, 1992.

Full compliance will be considered "structurally gracticable” only in those rare
circumstances when the unique characteristics white prevent the incorporation of
accessibility features (e.g., marshland that regunonstruction on stilts).

The architectural standards for accessibility iwr@nstruction are contained in the ADA
Accessibility Guidelines issued by the Architecturand Transportation Barriers
Compliance Board, an independent Federal agen@selstandards are incorporated in the
final Department of Justice title Il regulation.

Elevators are not required in facilities under éhstories or with fewer than 3,000 square
feet per floor, unless the building is a shoppiegter, shopping mall, professional office of
a health care provider, or station used for puibbdinsportation.

Alterations

>

Alterations after January 26, 1992, to existingcps of public accommodation and
commercial facilities must be accessible to theimar extent feasible.

The architectural standards for accessibility iterakions are contained in the ADA
Accessibility Guidelines issued by the Architecturand Transportation Barriers
Compliance Board. These standards are incorponating final Department of Justice title
[l regulation.

An alteration is a change that affects usabilifyaofacility. For example, if during
remodeling, renovation, or restoration, a doorvglgeaing relocated, the new doorway must
be wide enough to meet the requirements of the Aéessibility Guidelines.

When alterations are made to a "primary functi@agrsuch as the lobby or work areas of

a bank, an accessible path of travel to the altared, and the bathrooms, telephones, and.
drinking fountains serving that area, must be mactessible to the extent that the added
accessibility costs are not disproportionate toowerall cost of the original alteration.

» Alterations to windows, hardware, controls, &leal outlets, and signage in
primary function areas do not trigger the pathra¥¢l requirement.

* The added accessibility costs are disproporteifathey exceed 20 percent of
the original alteration.



>
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Elevators are not required in facilities undeethstories or with fewer than 3,000 square,
feet Per floor, unless the building is a shoppiegter, shopping mall, professional office of
a health care provider, or station used for pubdinsportation.

Xl Overview of Americans with Disabilities Act Accessibility Guidelines for New
Construction and Alterations

>

New construction and alterations must be accessibl compliance with the ADA
Accessibility Guidelines.

The Guidelines contain general design ("technjcaftandards for building and site
elements, such as parking, accessible routes, rastpiss, elevators, doors, entrances,
drinking fountains, bathrooms, controls and opaatnechanisms, storage areas, alarms,
signage, telephones, fixed seating and tablesjddgeareas, automated teller machines,
and dressing rooms. They also have specific teahstandards for restaurants, medical
care facilities, mercantile facilities, librarieand transient lodging (such as hotels and
shelters).

The Guidelines also contain "scoping" requiremédotsvarious elements (i.e., it specifies
how many, and under what circumstances, accesgitgaitures must be incorporated).

Following are examples of scoping requirementseiw construction -

* At least 50 percent of all public entrances naestaccessible. In addition, there
must be accessible entrances to enclosed parkiedesprian tunnels, and
elevated walkways.

* An accessible route must connect accessiblagtrahsportation stops, parking
spaces, passenger loading zones, and public stresitdewalks to all accessible
features and spaces within a building.

» Every public and common use bathroom must besstdigle. Only one stall must
be accessible, unless there are six or more stalighich case two stalls must
be accessible (one of which must be of an altermat@ow-style design).

» Each floor in a building without a supervisediskler system must contain an
"area of rescue assistance" (i.e., an area widcdaccess to an exit stairway
where people unable to use stairs may await assestduring an emergency
evacuation).

* One TDD must be provided inside any building thas four or more public pay
telephones, counting both interior and exterior r@so In addition, one TDD
must be provided whenever there is an interioripyidy phone in a stadium or
arena; convention center, hotel with a conventiemt@r, covered shopping mall;
or hospital emergency, recovery, or waiting room.

* One accessible public phone must be providece&mh floor, unless the floor
has two or more banks of phones, in which casestherst be one accessible
phone for each bank.



Appendix E
(Page 9 of 11)

Fixed seating assembly areas that accommodater 30ore people or audio
amplification systems must have a permanently liestaassistive listening
systems.

Dispersal of wheelchair seating in theatereaired where there are more than
300 seats. In addition, at least one percent dixatl seats must be aisle seats
without armrests (or with movable armrests). Fixggting, for companions
must be located adjacent to each wheelchair latatio

Where automated teller machines are provideléast one must be accessible.

Five percent of fining and dressing rooms (bever less than one) must be
accessible.

» Following are examples of specific scoping requigata for new construction of special
types of facilities, such as restaurants, medieaé dacilities, mercantile establishments,
libraries, and hotels —

In restaurants, generally all dining areas awnel percent of fixed tables (but not
less than one) must be accessible.

In medical care facilities, all public and commuose areas must be accessible.
In general purpose hospitals and in psychiatric @etdxification facilities, ten
percent of patient bedrooms and toilets must beesstisle. The required
percentage is 100 percent for special facilitiesating conditions that affect
mobility and 50 percent for long-term care faadgtiand nursing homes.

In mercantile establishments, at least one ohagpe of counter containing a
cash register and at least one of each design etkebut aisle must be
accessible. In some cases, additional check-ou¢saiare, required to be
accessible (i.e., from 20 to 40 percent) dependimghe number of check-out
aisles and the size of the facility.

In libraries, all public areas must be accessibi addition, five percent of fixed

tables or study carrels (or at least one) mustdoessible. At least one lane at
the check-out area and aisles between card catatoggazine displays, and
stacks must be accessible.

In hotels, four percent of the first 100 roonmsl approximately two percent of
rooms in excess of 100 must be accessible to pewith hearing impairments
(i.e., contain visual alarms, visual notificationevites, volume-control
telephones, and an accessible electrical outlea fdDD) and to persons with
mobility impairments. Moreover, an identical pertage of additional rooms
must be accessible to persons with hearing impaitsne

Technical and scoping requirements for alterstiare sometimes less stringent
than those for new construction. For example, wtempliance with the new
construction requirements would be technicallyasfble, one accessible unisex
bathroom per floor is acceptable.
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GEORGIA REHABILITATION ASSOCIATION POLICY
FOR INTERPRETERS
Minimum requirements for availability of interpresefor persons with hearing impairments who
use sign language as a principle means of commtioncat any Georgia Rehabilitation
Association conference, meeting, or other funcsiball be as follows:

ANNUAL CONFERENCE - Interpreters shall be available at all meetiagd functions
that are included on the Conference program. Cebt@l be covered in the basic
registration fee. The Annual Conference Planningh@dtee shall have authority to expand
interpreter services to include the Georgia Rehltabdn Association social activities,
basing their decision on requests for service amadability of funds.

MEETINGS - Meetings of the Georgia Rehabilitation Associatat which members with
hearing impairments will be in attendance shalinberpreted.

The GRA Annual Conference Planning Committee sh@djotiate contracts with two interpreters
for the Annual Conference. In the contract, théofeing points will be covered:

» Dates of service, hours per day of service, rétpagment (negotiated but not higher
than that allowed by the Division of RehabilitatiServices; DRS fee schedule appears
on page 12 of 12, Appendix E).

» Explanation of maximum reimbursement for experfsesduding meal tickets for events
where a meal is served).

» Explanation of release from duty should no peradtth a hearing impairment be in
attendance who would be authorized to releasentieepreter from duty, and definition
of breaks.

The Georgia Rehabilitation Association shall pateripreters for Board meetings at a rate not
higher than that paid by the Division of Rehabiida Services, but a negotiated lower rate should
be sought, to include a flat rate for salary andeapenses. This should be negotiated by the
President or his/her designee. Two (2) interpreteggequired.

The Georgia Rehabilitation Association shall corttraith the Georgia Registry of Interpreters for
the Deaf (GRID) as early as possible to schedukdee interpreters, requesting persons with
Comprehensive Skills Certification (CSC) but acoepthose with lower levels of certification if
no CSC level people are available. (CSC level pregers are needed due to the highly technical
nature of the meetings/sessions and the levelmgulage skills possessed by the membership of
GRA with hearing impairments.) A contract with aillgkl, state certified or non-certified
individual can be developed if no nationally ceetif interpreter is available in the state of Gemrgi
provided that the individual's skills and ethice known and approved by GRID.

Divisions shall be responsible for scheduling aagipg their own expenses for interpreters. When
the Georgia Rehabilitation Association is negatigtfor interpreter services during an Annual
Conference, this point should be made, alerting ititerpreters that the time during which

Divisions meet is free-time, unless one (1) or mokehe Divisions contacts them for services.
Only one (1) interpreter will be needed for any iBienal meeting.
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Overview of the number of interpreters needed &otous situations:

Board Meetings Two (2)
Annual Conferences:
General Assembly Two (2)
Concurrent Sessions  Two (2) each
Division meetings One (1) each
Social Events One (1) each
*Scheduled Breaks One (1)

NOTE: When two (2) interpreters are working togethieeytwill "switch off" every fifteen
(15) to thirty (30) minutes, thereby giving eaclmet regular breaks. This way, they get
breaks throughout the day/session.

*When the Conference breaks between sessionsntiieters should remain on duty as persons
with hearing impairments will need to be able tancaunicate during this time period too.

When a meeting is two (2) hours or less, only arterpreter may be needed provided that a five
(5) minute break can be given to the interpretéeast every thirty (30) minutes.

GRA Administrative Policy Committee 05/15/84
Revised for Language Up-Date 05/09/86
Amended, 12/86

Amended, 11/94
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PARLIAMENTARY MOTIONS BASED ON ROBERT'S RULES OF OR DER

(Consult Robert for the detailed presentation cheaotion)

MAY
NEED A | AMENDABLE | DEBATABLE VOTE INTERRUPT
MOTIONS SECOND? ? ? REQUIRED | SPEAKER?
I. Main Motions, Resolutions,
Petitions (to bring before the assembly
for its consideration any particular new
subject)
1. Any main questic yes yes yes majority no
Il. Subsidiary Motions (to modify or
most appropriately dispose of motions
to which these subsidiary motions are
applied)
2. To postpone indefinite yes no yes majority no
3. To amen yes yes yes majority no
4. To refer to a committ yes yes yes mgjority no
5. To postpone to a certain fi yes yes yes majority no
6. To limit or extend limits ¢ yes yes na 2/3 no
7. To "make a special orde
(debate) yes yes yes 2/3 no
8. To move to “previous questic yes no na 2/3 na
9. To lay on (ctake from) the
table yes no no majority no
lll. Incidental Motions (to expedite thi
handling of another question which is|or
has just been pending)
10. Request arising out of pend
business no no no chair* yes/no
11. Objection to considerati na nc na 2/3 yes
12. Nomination:
a. Maki na no yes majority na
b. Closi yes yes na 2/3 no
13. Division of Assembly (votini na nc na majority yes
14. Division of Question (motiol yes yes na majority no
15. Tot suspend a rL yes no na 2/3 na
16. A point cf ordel na no na chair* yes
17. Appeal from decision of che yes no no/ye: majority yes
IV. Privileged Motions (to bring
before the Assembly questions that
require immediate attention, even
though other questions are pending)
18. Call for the Orde of the Da na nc na (2/3 neg. yes
19. Raise a question of privile na no na chair* yes
20. **Take a Rece yes na na majority no
21. **To adjourn (unqualifiec yes no na majority no
22. **To fix time and place t
adjourn yes yes no majority no

*decided by the presiding officer, if appealed,uiegd a majority vote
**these motions may lose privileged character, attrRobert




10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Appendix F
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PURPOSE OF EACH OF THE FOREGOING MOTIONS
Main Motion - to propose that the assembly take certain gatiothat it express itself as holding certain \8ew

Postpone Indefinitely - to reject the main motion without the risk ofligect vote; to enable the opponents of the
main motion to ascertain their strength.

Amend - to modify a proposal that is before the assembly.

Refer to a Committee- to enable a question to be investigated foraksembly; to enable the assembly to discuss
a question with perfect freedom.

Postpone to a Certain Time- to defer action, but not to have the effectraféfinite postponement.

Limit Debate - to cut down the speeches in number or lengtho @pecify the length of debate or when debate
shall close.

Extend Debate- to allow long speeches or more of them tharafosved by the rules.

Make a Special Order- to ensure that a question shall not be crowdedbyp other matters.

Previous Question- to suppress debate and bring the assembly & tnea vote on the immediately pending
question.

Lay on the Table- to lay aside the pending question in such a thayits consideration may be resumed easily;
to suppress a question.

Take from the Table - to enable the assembly to resume considerafii@n the disposal of the interrupting
guestion, or at a more convenient season.

Request Arising out of Pending Business to enable a member to get necessary informatiothe matter at
hand, or to grant him/her permission to do somethim to be excused from something.

Objection to Consideration - to enable the assembly to avoid any questiorchviii may deem irrelevant,
unprofitable, or contentious.

Nominations, make- to prescribe the method of homination; to offendidates.
Nominations, close- to enable the assembly to proceed to vote.

Division of the Assembly- to have the vote taken in such a way as tofgdtie assembly that the announcement
made by the chair is correct.

Division of the Question- to separate a motion so that its parts may beidered separately.

Suspend a Rule to set aside a standing rule, a resolution, mio#&on, that interferes with a proposed actiore Th
Constitution and Bylaws of an organization can méesuspended.

Point of Order - to object to a proceeding as being out of order.

Appeal from Decision of the Chair- to relieve the chair from responsibility for aling and throw it upon the
assembly.

Call for the Orders of the Day- to demand that the assembly conform to its @nmgor order of business.

Raise a Question of Privilege to secure immediate attention to some rightrosilpge of the assembly or of its
members with respect to safety, comfort, digniégutation, or freedom from disturbance.

Take a Recess to provide an intermission in the course of atimg.

Adjourn to close the meeting now(If the effect of this motion is to dissolve thesambly, the motion to adjourn
is a main motion.)

Fix the Time and Place to which to adjourn- to determine the time (and, if necessary, tlaeg)l for the next
meeting of the assembly.



TABLE OF MOST FREQUENTLY USED PARLIAMENTARY MOTIONS
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MAY
NEED A VOTE INTERRUPT
TYPE MOTION PURPOSE SECOND? DEBATABLE ? AMENDABLE ? REQUIRED SPEAKER?
Fix Time to To arrange time of next
22 Reassemble | meeting yes yes-T yes-T majority yes
21 Adjourn To dismiss the meeting yes no yes-T nitstjo no
To dismiss for a specific
2C To reces length of tim¢ yes yes yesT majority nc
Rise to a
19 Question of | To make a personal Decision of
Privilege request during debe nc nc nc Chai yes
Call for the
18 Orders of the | To force consideration o Decision of
Day a postponed motic nc nc nc Chai yes
Appeal a
17 Decision of To reverse the decision
the Chair of the chairperson yes no no majority yes
Rise to a
Point of Order
16 or To correct a
Parliamentary| parliamentary error or Decision of
Procedure ask a question no no no Chair yes
To Call for a
8 Roll Vote To verify a voice vot yes nc nc majority nc
11 Object to the
Consideration
of a Questio | To supprss actiol nc nc nc 2/3 yes
To Divide a To consider its parts
14 Motion separatel yes nc yes majority nc
Leave to
Modify or
3 Withdraw a To modify or withdraw a
Motion** motion no no no majority no
To Suspend | To take action contrary
15 the Rules to standing rules yes no no 2/3 no
1 To Rescini To repeal previous acti yes yes yes 2/3 nc
To To consider a defeated
1 Reconsider motion again yes yes no majority no
To Take from | To consider tabled
9 the Tabl motion yes nc nc majority nc
To Lay on the
9 Table To defer actio yes nc nc majority nc
Previous
8 Question To force immediate vote yes no no 2/3 no
To Limit or
6 Extend To modify freedom of
Debate debate yes yes yes-T 2/3 no
To Postpone
5 to a Certain
Tim To defer action yes yes yes majority yes
4 To Referto a
Committee: For further stud yes yes yes majority yes
To Amend
3 Amendment* | To modify an
* amendment yes yes no majority no
3 To Amend** | To modify a motiol yes yes yes majority nc
To Postpone
2 Indefinitely To suppress action yes yes no majority no
1 Main Motion | To introduce busine yes yes yes majority nc

*No. 4 should include: (1) How appointed? (2) Theumber (3) Report when? or to what Standing Committe?

**Nos. 3 by: (1) inserting; (2) Adding; (3) Striking out; (4) Substituting; (5) Striking out and inseting

T=Time
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CONSTITUTION AND BYLAWS
OF THE NATIONAL REHABILITATION ASSOCIATION OF GEORG IA, INC.
d/b/a THE GEORGIA REHABILITATION ASSOCIATION
(as amended 09/17/2008)

ARTICLE |
Name

The name of this Chapter shall be the National Biéitetion Association of Georgia,
Inc., d/b/a The Georgia Rehabilitation Association.

ARTICLE Il
Affiliation

The Georgia Rehabilitation Association is a Chapitrthe National Rehabilitation
Association, Inc., and subject to the Constitutiand Bylaws of the National
Rehabilitation Association, Inc., with respect thliate Chapters.

Divisional Units and Local Chapters of the GeorBiehabilitation Association may be
formed by interest groups subject to the Constitutand Bylaws of the Georgia
Rehabilitation Association. Such interest groupalisgubmit to the Board of Directors of
the Georgia Rehabilitation Association a stateneémbtent to form a Divisional Unit or

Local Chapter within the State Chapter for approlapproved, they shall submit to the
Board of Directors of the Georgia Rehabilitations@siation within one (1) year of
inception a written copy of their proposed Constitu and Bylaws. Divisional Units and
Local Chapters of the Georgia Rehabilitation Asation shall promote the objectives of
the Association and State Chapter.

ARTICLE llI
Boundaries

The boundaries of the area covered by the GeorgfeRlitation Association shall be the
same as those of the state of Georgia.

ARTICLE IV
Definitions

For the purpose of these Bylaws:

1. Chapter or State Chapter or GRA shall mean @ @ia Rehabilitation Association.
2. State shall mean the state of Georgia.

3. Board shall mean the Board of Directors of theier unless otherwise specified.



4. Association or NRA shall mean the National Rdlitabon Association, Inc.

5. SERNRA shall mean the Southeast Region of thdiohd Rehabilitation
Association, Inc.

6. Fiscal year shall mean the period beginningamudry 1 and ending on December
31.

7. Divisional Unit shall mean a subdivision withine State Chapter of an organized
Division of the National Rehabilitation Association

8. Local Chapter shall mean and identify a locabugr with territorial boundaries
formed to serve members in a given geographic area.

ARTICLE V
Mission

The Georgia Rehabilitation Association is a memtiganization whose mission is to
improve the quality of life for individuals with sibilities through education and
advocacy.

ARTICLE VI
Membership

The membership of this Chapter shall consist ofr@mbers and only those members of
the Association who live in the state of GeorgiayArganization in the state of Georgia
holding sustaining organizational membership in Association shall be entitled to
representation in the Chapter by the designatior® (1) of its members for such
purposes. Any current member in good standing $iea#ligible to vote, to hold elective
office, and to participate in the meetings and othetivities of the Chapter. The
Association supports a policy of equal accesslfanambers.

ARTICLE VII
Officers and Board of Directors

The Officers of the Chapter shall consist of a ierd, a President-Elect, a Past
President, a Vice President, a Vice President-ElacBecretary, a Treasurer and a
Treasurer-Elect. The President-Elect, Vice Pregsidi#ect, and Secretary shall be elected
at the Annual Conference and shall assume officeJamuary 1 and serve through
December 31 of the following year. The TreasureeEkhall be elected at the Annual
Conference, shall assume office on January 1 fatigwelection, and the term of office
shall expire on December 31 after the incumbentesethree (3) full years in office. The
duties of the Officers shall be those customar#gigned to such officers and shall
include those duties assigned to the Officers ley Bloard. The President-Elect, Vice
President-Elect and Treasurer-Elect shall sucoeeleir respective offices of President,
Vice President and Treasurer upon the completioth@fincumbents' terms. A member
may not be nominated or elected to the same offices membership on the Board in
successive years.



Voting members of the Board shall be composed ef Gfficers, the immediate Past
President, the President of each of the organizedibnal Units or his/her designee, the
President of each Local Chapter or his/her desjgaae twelve (12) Board Members-at-
Large. Board Members-at-Large shall be elected hat Annual Conference with
consideration given to geographical distributiod @emonstrated interest in the purpose
of the Chapter in the selection of nominees. Atealection, four (4) Board Members-
at-Large shall be elected for a term of three €jrg. Terms of Board Members-at-Large
shall expire at the end of the calendar year incvitheir elected terms are completed.
Members of the Board shall, to the extent practiba representative of all general
rehabilitation interests in the Chapter. A simplgjority of voting members of the Board
shall constitute a quorum for the purpose of cotidgdoard meetings.

The Board shall include as Ex-Officio members: @hly elected Officer or Board

Member-at-Large of NRA employed in or living in ti@hapter area; (2) any elected
Officer or Board Member-at-Large of SERNRA employiedor living in the Chapter

area; (3) any elected Officer of an NRA Division@ayed in or living in the Chapter
area; (4) any elected Officer of a SERNRA Divisemployed in or living in the Chapter
area. Ex-Officio members of the Board do not hailting privileges.

Committee Chairpersons shall serve on the Boardpointment and perform their
duties as defined by the Constitution and Bylanan@ittee Chairpersons, as appointees
to the Board, do not hold voting privileges.

Any Chapter Officer or Board Member-at-Large may@moved at any time during their
terms of office by action of the Board of Directonghenever in the Board’s judgment the
best interest of the Chapter will be served by s#choval. Such action shall require
introduction and passage of a motion to remove Gdiider or Board Member-at-Large,
during a duly authorized meeting of the Board akbiors. Passage of such motion shall
require a two-thirds (2/3) affirmative vote of thweting members of the Board of
Directors present. A vacancy resulting from suamaeal shall be filled according to
existing provisions within the Constitution & Bylawor filling vacancies in Offices, on
the Executive Committee, or on the Board.

Individuals to fill vacancies occurring in Officesn the Executive Committee, or on the
Board during the term of office shall be appoinbgdthe President with the approval of

the Executive Committee to serve for the remairafethe term. In the event that the

President is unable to fulfill his/her term, themediate Past President of the Chapter
shall perform these duties until the Executive Cotte® can meet in order to select a
replacement. In the case of a vacancy in the ofiickhe President-Elect, the appointee
shall serve in that capacity only until the endtlod current term, at which time a new

President-Elect and President shall be duly eldayatie membership.

The Board shall have the power to conduct the raffaf the Chapter subject to the
limitations of the Constitution and Bylaws and #hetion of the membership in formal
session. Specific questions may be resolved by pnailided an affirmative vote is cast
by a majority of the Board.



ARTICLE VIII
Executive Committee

The Executive Committee shall be composed of th&c@&@$, the immediate Past
President, and three (3) additional members wht bhaat-large members of the Board
during the term they are to serve on the Execufiommittee. Division Presidents shall
be Ex-Officio members of the Executive Committee.

Board Members-at-Large who serve on the Executive@ittee shall be elected by the
Board by secret ballot and shall serve for a peoioahe (1) year.

The Executive Committee shall be entrusted with golwer to act for the Board in the
interim between meetings of the Board and may rapen the call of the Chairperson,
who shall be the President of the Chapter.

In an emergency, the Executive Committee may atchéyvritten resolution of a quorum
thereof, although not formally convened. A quoruhalk consist of one-half (1/2) of
Executive Committee members.

ARTICLE IX
Meetings

An Annual Business Meeting of the Chapter membershall be called by the Board
through the President to be held during each calepear. Additional special meetings
may be held with Board approval. Each member dbalgiven written notification of
each meeting by mail at the address supplied byntember at the time he/she pays
his/her annual dues to NRA. Fifty (50) members Isbahstitute a quorum for the
purpose of holding a meeting of the Chapter.

ARTICLE X
Dues

Dues, other than Association dues, shall not begeltafor membership in the Chapter.
At the discretion of the Board, a registration feay be charged for attendance at the
Annual Conference.

ARTICLE XI
Fiscal Policies

Personal expenses consisting of meals, lodging, tergportation of Officers, Board
Members and Committee Members while attending eoatffairs of the Chapter between
meetings may be paid from the Chapter treasury igedvthat reimbursement for
transportation may not exceed the cost of the eastible type of public transportation
and provided that such reimbursement for travehotbe obtained from another source.
Any expense deemed by the Board to be the reasoratul proper liability of the
Chapter may be paid from the Chapter treasury arilés contrary to other provisions of



this Article. The Board may require that the Treras be bonded and if such requirement
is made, the cost of the bond shall be paid fromp@#r funds.

Capital Reserve Fund

The Chapter will maintain its capital reserve fwfdho less than fifty thousand dollars
($50,000.00) by investing it at the discretionted Board of Directors, upon advice of the
Chapter’s Finance Committee and/or other competettreputable financial advisors, in
instruments and/or securities yielding the bestrnst possible while maintaining little or
moderate risk.

The Chapter will set aside monies (SAM) for perpigfuat least once per year in an
amount no less than the minimum specified by thepB¥r's Manual of Operations. The
Board may contribute to the fund any amount abbeentinimum it desires.

The Chapter’s Board of Directors is at liberty, bot compelled, to use the earnings, but
only the earnings, of the fund for any purpose test with the utilization of any other
funds of the Chapter.

While $50,000.00 is the absolute floor for the talpieserve fund, there is no ceiling.
Monies in excess of $50,000.00 being held in thedfghall remain available to the
Chapter's governing body just as all other undeéelitenonies are available.

ARTICLE XII
Committees

Following the adjournment of the Annual Businesseliteg of the Chapter and prior to
December 31, the newly elected President-Electl stpgdoint, giving consideration to
geographical distribution, a member to serve onheemmmittee for the following
calendar year. During that calendar year, thes®iafges shall be confirmed by the
Board at the first Board meeting following the AahBusiness Meeting to assume the
positions of Chairpersons when the President-Esstimes the position of President.

The President-Elect will distribute committee assignts to incoming Committee

Chairpersons prior to November 15, who will finalinbjectives by December 15 and
present for Board approval immediately following timstallation of the new Board.

Upon Board approval, objectives will be publishedhie Chapter Newsletter. Committee
Chairpersons will present progress on their goald activities to the Board as

appropriate, with a written report to the Secretang a copy to the Strategic Planning
Committee.

The President and President-Elect shall be Ex-offimembers of all Standing
Committees. The duties of the Standing Committea#i ;1clude the following:



Administrative Policy:

The function of the Administrative Policy Committeghall be to study GRA's
relationship to NRA; and the internal structuretlod Chapter, including the Bylaws, the
operation of the Chapter, Board, and Executive Ciiteey and to make
recommendations to the Board.

Annual Conference Planning:

The function of the Annual Conference Planning Cottem shall be to develop and
coordinate the Annual Conference program. This Citeenis responsible for program
content, local arrangements and all other Conferealated activities. The Chairperson
shall be the Vice President and the Treasurer aedsitrer-Elect shall be included on
this committee.

Archives:

The function of the Archives Committee shall beotmiain annually and maintafior a
period of ten (10) years all appropriate recordghefChapter’s operation, as approved by
the Board of Directors and defined in the GRA MdrafeDperations, Archives Protocol.
Archived records shall be purged periodically ascthedule as approved by the Board of
Directors and defined in the GRA Manual of Opernagio All records shall be housed in a
secure and accessible location. The Committee asifisist of the Chairperson and at
least two (2) additional members.

Awards and Recognitions:

The function of the Committee on Awards and Reciogms shall be to determine which
individuals and organizations on a statewide bsls@ild be recognized by the Chapter
for their outstanding contributions to the fieldsrehabilitation. Recommendations will
be made to the Board for such awards and recogritis are established by the Board.

The Awards and Recognitions Committee will consétnine (9) members of the
Chapter. The President-Elect shall select an iddadi to chair the Committee during
his/her presidency. This individual shall be on Aveards Committee for a three (3) year
term in the following capacities:

Year 1 - Vice-Chairperson of the Committee
Year 2 - Chairperson of the Committee
Year 3 - Immediate Past Chairperson of the Comanitte

This means that three (3) individuals on the Corn@aishall be selected by a President of
the Georgia Rehabilitation Association. The addaicsix (6) members shall be selected
by the Chairperson of the Committee during histeaure as chair to function on the
committee for one (1) year. Consideration for mersihig should be given to geographic
and divisional representation.



Vacancies on this Committee created by circumstrmtier than completion of an
appointed term shall be filled by the Committee i@feason. The individual appointed
shall serve only for the remainder of the unexptesd.

Building and Modifications:

The function of the Building and Modifications Conti@e is to financially support
requests submitted by local chapters for Habitajeets or such home modifications
needed by selected individuals. Funds are draam fa separate account known at
present as the Habitat Account. Decisions on dssment of funds are made by the
committee and will match the amount designatedllypca

Cetrtification:

The function of the Certification Committee shad to arrange through the Commission
on Rehabilitation Counselor Certification (CRCCY fopportunities for attendees of
training activities provided by the Chapter to e&aertified Rehabilitation Counselor
continuing education (CRC) credits. The CertifioatiCommittee shall consist of a
Chairperson and at least one (1) additional memduee, of whom shall represent the
public sector in Rehabilitation and the other ofowhshall represent the private sector.

Credentials:

The function of the Credentials Committee shallteonduct the election of Officers
and Board Members-at-Large. The Credentials coramittill consist of the Chairperson
and four (4) additional members. Membership veaifmn of all voters will be the

responsibility of the Membership Committee Chaigoer.

Education and Advocacy:

The function of the Education and Advocacy Comraittdall be to monitor local, state
and federal legislation and to make recommendatiotise Board of Directors regarding
legislative activities that impact persons with afigities and/or rehabilitation
professionals. The Education and Advocacy Commitesl consist of a Chairperson
and at least two (2) additional members appointethé Chairperson.

Finance:

The function of the Finance Committee shall be égelop and recommend a budget to
the Executive Committee at its first meeting of dadendar year and to assist in making
recommendations on how the Chapter should inveduitds. The Finance Committee
will consist of the current Treasurer, the Treastiect, the Past-Treasurer, the
incoming President, the President-Elect, the Pestiffent and one (1) additional
member appointed by the President and Treasurer.



Financial Review:

The functions of the Financial Review Committeelldha to:

(1) Research and recommend a Certified Public Aatzoi to be approved and hired
annually by the Board of Directors; (2) Conduciraernal review of the Treasurer’'s
annual records and provide results of that reviethé CPA, for the purpose of
compilation of the Chapter’s financial records aondhpletion of required annual
reporting to the Internal Revenue Service; (3) Refaothe Board of Directors the results
of all reviews and reports of Chapter financialorels, and make any accompanying
recommendations for modifications of financial pglor procedures. The Financial
Review Committee shall consist of a Chairpersoa ciirrent Treasurer, Treasurer-Elect,
Past-Treasurer and two (2) additional members apgobiby the Chairperson.

Fundraising:

The function of the Fundraising Committee shalltbedevelop and recommend to the
Board of Directors, at a minimum, one (1) majorame-producing project no later than
the second regularly scheduled Board Meeting amstibteequently conduct and/or assure
the successful conduction of income-producing mtsjevhich are adopted. Further, the
committee shall recommend separate income-produ@rajects to the Board of
Directors to be conducted during the Annual Chapteegional, and National
Conferences. The Fundraising Committee shall conia Chairperson and at least five
(5) additional members appointed by the Chairperson

Hospitality:

The functions of the Hospitality Committee shalltbeplan and arrange social events to
provide the opportunity for Board members and athaitending Board meetings to
network and socialize the evening before each Bomewkting; and to arrange for
provision of refreshments at Board functions.

Membership:

The function of the Membership Committee shall loe arganize and direct the
membership activities of the Chapter within pokcegpproved by the Board and NRA,;
and to make recommendations to the Board with pt¢pesuch membership activities.

Newsletter:

The function of the Newsletter Committee shall loe publish a newsletter to be
distributed to the membership in a manner appriwyetthe Board. The Newsletter should
include: Board meeting summaries; Division, Locdla@ter, and Committee reports;
conference and training information; dates andtlona for Board meetings; and election
information. The Chairperson shall act as Editait ahall be responsible for contacting



printers to negotiate for a yearly budget to inelugipesetting, proofing, and printing.
The Newsletter Committee shall consist of the Giemson/Editor and a committee
appointed by the Chairperson sufficient for Comeeitheeds.

Nominating:

The function of the Nominating Committee shall benbminate members to stand for
office in the Chapters annual election. The Chaspe of the Nominating Committee
shall be the immediate Past President, who shalbiap six (6) additional Chapter
members to serve on this committee. The Nomina@ognmittee shall carry out its
duties as specified in Article XIII.

Public Relations:

The function of the Public Relations Committee khalto promote public awareness of
the Georgia Rehabilitation Association and to deped public relations strategy for the
Chapter. The Public Relations Committee shall ginsfi a Chairperson and additional
committee members appointed by the Chairpersoncmirft to meet the needs of the
committee.

Remembrance:

The function of the Remembrance Committee shaltobmaintain a listing of current

and/or former members of the Chapter who die dutiegperiod of time between Annual
Conferences. The Chairperson shall present a wriiport to the President and an oral
report to the membership of the Chapter duringAhaual Business Meeting. A brief

eulogy may be offered during an appropriate evéntha Annual Conference. The

Remembrance Committee shall consist of a Chairpessml up to four (4) additional

members appointed by the Chairperson.

Resolutions:

The function of the Resolutions Committee shalltbeprepare written resolutions as
directed by the President and/or Board of Directditse Chairperson shall present a
written report to the President, which shall inéwhch resolution fully typed, and shall
read the report to the membership of the Chaptengluhe Annual Business Meeting.
The Resolutions Committee shall consist of a cleaspn and up to three (3) additional
members appointed by the Chairperson.

Scholarship:

The function of the Scholarship Committee shaltdarrange and coordinate procedures
for nominations, applications, and selections darliyewinners of all GRA scholarships
and grants based on criteria outlined in the Chaptielanual of Operations. The



committee shall consist of a Chairperson and amthti committee members appointed
by the Chairperson sufficient to meet the needh@tommittee.

Special Projects:

The functions of the Special Projects Committedl sf&to identify potential volunteer
service projects and to screen requests for fiahnmontributions based on criteria
outlined in the Chapter Manual of Operations. Themwittee shall consist of a
Chairperson and four (4) additional members appdirty the Chairperson, two (2) of
whom shall be the Chapter Treasurer and Treasueet-E

Strategic Planning:

The function of the Strategic Planning Committeallshe to assist the President-Elect
with the development of chapter objectives and cdtamassignments. Throughout the
fiscal year, this committee will be responsible foonitoring and evaluating progress
toward the accomplishment of objectives. The Qleson will report results at the final
Board meeting of each fiscal year.

Additional Committees:

Additional Ad Hoc Committees may be appointed by Bresident with the approval of
the Board or its Executive Committee.

Additional Standing Committees must be voted intliyy Chapter Membership and the
Constitution and Bylaws shall be amended accorging|

ARTICLE XIII
Nominations and Elections

The Nominating Committee shall meet prior to thendal Business Meeting and shall
nominate at least two (2) Chapter members in gtemtgng for each office and Board of
Directors seat to be vacated at the end of the, y@dh consideration given to
geographical distribution, demonstrated interesttia purpose of the Chapter, and
representation of the membership (i.e., public béiation, private rehabilitation,
employers, etc.), in the selection of nominees. Nbeninating Committee shall advise
the Board of all nominees and explain the ratioriatetheir recommended slate. The
Board may then approve or amend the slate atstgetion. The Nominating Committee
shall report their nominations to the membershighatpolitical caucus during the Annual
Conference. Additional nominations may be made froma floor providing each
candidate meets criteria for nomination. Followihg closing of nominations, voting
shall be by secret ballot unless otherwise ordesed majority of those in attendance. A
majority of votes will be required for electionaay Office or seat on the Board.



ARTICLE XIV
Deleqgates to National Rehabilitation Association

All delegates selected to represent the ChaptéhenDelegate Assembly of the NRA
must comply with the requirements of the NRA gouggrthe selection of delegates. The
delegates shall be appointed by the Board afteibetation on the following
considerations:

1. Availability to attend the annual meeting of tNRA.

2. Equitable representation of persons compos$iagrtembership.

3. Statewide representation according to concemtrand geographical location of
the membership.

ARTICLE XV
Divisional Units

Divisional Units of the Georgia Rehabilitation Assdion may be formed by interest
groups subject to the Constitution and Bylaws ef @eorgia Rehabilitation Association.
Such interest groups shall submit to the Boardioéd@ors a statement of intent to form a
Divisional Unit within the State Chapter for appabvif approved, they shall submit to
the Board within one (1) year of inception a wntteopy of their proposed Constitution
and Bylaws. Divisional Units of the Georgia Rehgaiion Association shall promote the
objectives of the Association and State Chapter.

Each Divisional Unit shall be represented by itssittent or his/her designee as a voting
member of the Board of Directors.

Each Divisional Unit shall submit to the Board afd2tors on an annual basis a copy of
its Constitution and Bylaws, providing amendmenéveh been made, for review and
approval.

Each Divisional Unit shall report to the Chapter tae Annual Business Meeting
regarding its activities and financial transactions

Each Divisional Unit shall report activities anadncial transactions at each scheduled
meeting of the Chapter Board of Directors, accaydmestablished policies set up by the
Chapter in the Manual of Operations.

Divisional Units of the Chapter may use the namtheir National Division organization
but shall specify in all appropriate literaturetttieey are units of the Georgia Chapter.

Divisional Units shall be organized and governedoading to established policy as set
up by the Chapter in the Manual of Operations.

Each Divisional Unit shall have the opportunitynieet at some time during the Annual
Conference of the Georgia Rehabilitation Assocratio



ARTICLE XVI
Local Chapters

Local Chapters of the Georgia Rehabilitation Asstben may be formed by interest
groups subject to the Constitution and Bylaws ef @eorgia Rehabilitation Association.
Such interest groups shall submit to the Boardicéd@ors a statement of intent to form a
Local Chapter within the State Chapter for approlapproved, they shall submit to the
Board within one (1) year of inception a writterpgaf their proposed Constitution and
Bylaws. Local Chapters of the Georgia Rehabilitatiéssociation shall promote the
objectives of the Association and State Chapter.

Each Local Chapter shall be represented by itsid&neisor his/her designee as a voting
member of the Board of Directors.

Each Local Chapter shall submit to the Board okEliors a copy of its Constitution and
Bylaws on an annual basis, providing amendment® Hmen made, for review and
approval.

Each Local Chapter shall report to the Chaptehatdnnual Business Meeting regarding
its activities and financial transactions.

Each Local Chapter shall report activities and ritial transactions at each scheduled
meeting of the Chapter Board of Directors, accaydmestablished policies set up by the
Chapter in the Manual of Operations.

Local Chapters may use the name of the Nationabdason but shall specify in all
appropriate literature that they are an entityhef $tate Chapter.

Local Chapters shall be organized and governedrdicgpto established policy as set up
by the State Chapter in the Manual of Operations.

ARTICLE XVII
Amendments

Proposed amendments to this Constitution and Byksivedl be submitted in writing to
the Administrative Policy Committee and hence t@ tBoard of Directors. The
Constitution and Bylaws shall be amended in thiefahg ways:

1. Upon approval by the Board of Directors, the poged amendment(s) may be
presented to the membership at the Annual Busihessting for vote. Notice of
intent to present proposed amendment(s) shall bisped in the official Newsletter
of the Chapter at least thirty (30) days priorte Annual Business Meeting.

2. Proposed amendments may also be presented neethéership for vote on the floor
at any regular constituted Chapter meeting uponsigeed petition of twenty (20)
members in good standing.



All amendments shall become a part of the Congiituand Bylaws by a two-thirds (2/3)
majority vote of all members present at a regutarstituted meeting.

The Chapter shall refrain from making changessrCionstitution and Bylaws that would

conflict with the Constitution and Bylaws of theg&giation.

ARTICLE XVIII
Rules of Order

Robert's Rules of Order shall govern all meetingghe membership and Board of
Directors when they are not in conflict with thel8ys of the Chapter or rules of order
adopted by the membership or Board.

ARTICLE XIX
Dissolution of the Association

Procedure to Dissolve the Association

The corporation (GRA) may be dissolved in accordanith the procedure prescribed in
the Code of Laws of the State of Georgia. The Httee Committee shall approve a
motion recommending dissolution. Such motion stieh be presented to the Board of
Directors at a regular or special meeting. Not€such meeting and of the proposed
action shall be mailed to each board member hatiagight to vote. The notice is to be
delivered not less than thirty (30) days before dée of such meeting. A motion to
dissolve corporation (GRA) shall be adopted upareikeng at least two-thirds (2/3) of

the votes entitled to be cast by the Board of Diec

Disposition of Assets upon Dissolution

Upon dissolution of the corporation (GRA), the Bbaf Directors shall, after paying or
making provision for payment of all liabilities ¢iie corporation (GRA), dispose of all
the assets of the corporation (GRA) in such manaad to such organization or
organizations as shall at the time qualify as aengt organization or organizations
under section 501c(3) of the Internal Revenue Cofld954 (or the corresponding
provision of any future United States Revenue Laag),the Board of Directors shall
determine. Any such assets not so disposed df sipain final dissolution, escheat to the
State of Georgia for exclusively public purposes.

Amended: 12/06/68, 11/18/71, 08/15/75, 06/07/76/2&78, 07/31/81, 08/05/83,
06/08/84, 08/01/86, 08/14/87, 08/04/89, 08/24/9®/1v/91, 11/01/91,
11/17/92, 11/10/93, 07/28/94, 06/04/95, 12/02/9@/28/98, 08/31/00,
09/12/03, 08/27/04, 09/14/05, 01/23/06, 08/16/®310/08



APPENDIX H

Conference Committee Roles
and Responsibilities



CONFERENCE COMMITTEE ROLES AND RESPONSIBILITIES

Conference Chair — Vice President

1. At first meeting of the year, set all dates/deaifor the committees as follows:
Printing

Hotel reservations

Registration (early bird)

Award Nominations

Ads

Scholarship/grant nominations

AV needs

Exhibits

Protocol

Pre-Conference Newsletter

Pre-Conference Publicity

Set all conference planning meeting dates atrfiestting

—RT T S@Too0Ty

2. Give each Committee Chair a booklet with Commitesponsibilities, budget, expenditure
forms,

3. Decide on conference theme &trieeting to give Printing Committee Chair amplegtita
design the conference program cover page.

4. Set up another contact for hotel other than yotirsébu and one other person should be
main contact for setting up room reservations aking for special needs. Give the hotel
the names of persons responsible for Awards, RresdReception, Breaks, and Exhibits.
(Actually best if you give them a complete listyafur conference committee so that they
can reference it, if necessary.)

5. If receiving donations of beverages, please make Social Committee chair knows and
get information to printing committee.

6. Keep an updated list of room reservations (begietolist monthly). Check reservations

against speaker requests, award winners, etc... kdsp a count of room nights for the

room attrition.

Letter for conference newsletter and for the cariee program.

Check with MONS and STARS (donate bags for confeggn They have donated them

since 1999.

9. Remind everyone that conference expenditures grediby the committee chair and then
by the Conference Chair (VP) and VP will forwardTuieasurer for payment. Make sure
they understand the procedure for receiving money.

10. Set up registration form and registration costrat meeting.

11.Award winners stay at hotel one night only. (Usualght before awards ceremony).

12.Make sure you have your list of high-lights to annce at the opening session.(such as
dances, award ceremonies, GARL Auction, cork bdardmessages, evaluation forms,
credits, interpreter needs, etc.

13.Ask Committees receiving monies to keep copies hafcks before forwarding to GRA
Treasurer.

© N

Accessibility

1. Coordinate with Registration Chair to determiequests for accommodations
2. Negotiate for Sign Language interpreters to colrerdonference.



. Coordinate with Printing and Program Committee nsure alternate formats of the

Conference program are available. Unless requebtact at least two alternate format
programs (either Braille, large print or both) d&hie at registration desk for any on-site
requests.

Discuss with Local Arrangements resources for dgupeh alternate formats of the
program, in the event more accommodations are stggi@n-site.

. Meet with hotel staff early in the planning to seyvthe property and make suggestions,

accommodations/modifications as needed. Maketbere is an area for Seeing Eye dogs
to be walked. Also make sure first and last-dagdhglatform is accessible.

. Develop a budget, including but not limited to:

a. Interpreter fees, transportation, lodging, amadf (Try to negotiate the first day as
definite, with the last two days on-call. Develihg budget as if interpreters will be
used for the entire conference.

***Confirm the need for the first day of the conégrce, and negotiate the last two days. If no
request is received by the first day, and no om-gygistrations are received stating a need, the
interpreters can be dismissed from duty after st dlay. We should have them available for the
first day and then on-call, if needed for the tast days of the conference.

Ads

1.

N
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Solicit ad sales for the GRA Program Book. Workhwihe Program Design/Printing
Committee to print and display the ads in the book.

Letters to advertisers should include the combamati packages offered for
Ads/Breaks/Exhibits.

Make follow up phone calls to advertisers thaelettvere mailed out to.

Help with Ad design, if necessary.

Keep running list of advertisers to pass on to yesfr’s conference Ads chairperson.

Mail copy of conference program and thank you tedfeer the conference.

Audio Visual

3.
4.

1. Coordinate with program committee to get list of A¥eds of speakers.
2.

Coordinate with Local Arrangements committee tocpre AV needs from sources other
than hotel — State offices, local companies lendétg....

Insure that AV equipment is set up in each roomspegified by Program Committee.

Work with the Photography Committee to create a é€owoint slideshow of the
photographs to be shown at the conclusion of tinéecence.

Awards

1. Provide information on award winner needs to Prat@ommittee ASAP

2. Coordinate presentation of Awards.

3. Coordinate one meal event, working closely withehotaitering. This is in conjunction
with the Awards Ceremony. Past events have bedessaert reception, breakfast or
luncheon.

4. After award recipients have been notified, confimumber of one-night room
reservations needed and give names to hotel saesgar to be put on the master
billing list. Get confirmation number of attenddgbgee days prior to the conference. If
any cancellations, notify the hotel sales managenediately, to get the reservation
canceled. If the reservation is canceled pric4dours, GRA will not be charged for
the room.



5. Develop a budget, including but not limited to:
a. Food event
b. Number of rooms for award winners and family/ateamd.
6. If you plan to have a special item to be givenltat@iendees at the conference awards
breakfast or luncheon, plan many months aheadngf. ti
7. Coordinate awards with all divisions and chapterslake sure all write ups are
appropriately condensed (not too long and detabbef)re they send to you.

**** Most hotels have very high food prices — this really where they make their money. If a
breakfast or luncheon is desired, it is suggestedet pre-paid reservations. If a reception is
planned, it is a good idea to go in and “bluff” yauay. As soon as you can, request a copy of the
hotel's food list/menu. At the meeting with thetdlptell the catering manager the items you want
and how many people you expect. One selling pwitit your bluff — say you will guarantee so
many but will confirm that number at a final prené&rence meeting with the hotel.

Certification

1. Arrange for CRC and other continuing education itrasl needed and desired for each of
the concurrent and/or general sessions for theecence.
2. Work with the Program Committee in securing all dex® documentation of speaker
qualifications, training topics, and speaker bmsénd to CRCC for credit approval.
3. Print CRC and other credit evaluation forms, pgéint rosters and completion sheets to
ensure member credit approval.
Credentials
1. Prepare official printed ballots, including absenteallots for printing in the newsletter
prior to the Annual Conference
2. Verify membership of all persons voting (in personby absentee ballot) against the
computer printout of the membership roster.
3. Conduct and regulate all regular and run-off etewiduring the Annual Conference.
4. Provide advance election results to candidategyrdictg to their wishes.
5. Provide election results to conference attendees.
Door Prizes
1. Collect door prizes for general sessions. Use GR#ionary for contact letter or request
letter. Most companies will request a formal letigth GRA letterhead. Include a brief
description of GRA, who usually attends the confees why they are donating etc. Be
sure to let them know we will be giving them pubskcognition for their donation.
2. Get tickets (printed or donated) and coordinatehviRegistration Committee to get the
tickets into the Registration packets.
3. Conduct drawings during the general sessions.
4. Insure proper recognition of contributions in thegram, at the drawing, and with a follow
up letter.
5. Coordinate with printing committee to include cdmitors in the program.
6. Develop Budget:
a. Stamps for mailing requests and thank you letters.
Suggestions:

» Get together a committee comprised of at least repeesentative from
each local chapter and division. Ask facility dies, Region Directors,



and others to contribute at least one door prizeappoint someone to
assist in getting a donated door prize.

» Start contacting businesses early. The earliersfart, the more you are
likely to collect. This and the above suggesticosbined are two factors
which can really make a positive difference to ttagnmittee. Approach
public and private for-profit and not-for-profit neors as well. Also ask
the upcoming year’s hotel for donated rooms whiah be used at next
year's conference.

» Diversity in prizes is a winner. An even greatemmér is to target
individuals who have a talent (or talents!) or tfwdrtain knack”, and ask
them to donate an item they have made. For instancl995, we had a
secretary donate a basket of canned vegetableghstfeom her garden
and a district director who is handy with woodwaoikimade a small
wooden chest. This really adds a unique touchealbor prize.

* Number each conference attendee’s nametag, anddicate with
registration committee to keep a master list ddratees. Door prize chair
will get numbers with the range of conference atéms and place in a box
to draw numbers which coordinate with numbers oa lbiack of the
nametags.

» |If door prizes are to be given during concurrenssgms, place an
identifying mark — ticket or color dot — under aaghand have that session
moderator conduct the drawing.

» Save a big prize — (or prizes) for the closing e#ss This may help to
keep folks around for the closing speaker.

» Save the most door prizes for the last sessione &ifew away during the
conference, with the Big Finale after the last m#ss This may also help
with attendance to the closing session.

Exhibits

1. Contact all previous exhibitors and provide prefecence publicity. Recruit new vendors
for exhibiting. Coordinate with Pre-conference auodblicity committee.

2. Contract with Exhibition Company regarding tableskirts, booths, and security.
Coordinate with the hotel.

3. Handle the exhibitor registration.

4. Develop special events to encourage traffic inetki@bit area.

5. Coordinate with program committee to include amodtiction of exhibitors at the opening
session.

6. Coordinate with printing committee and give complist of exhibitors to be included in
the program.

7. Insure security of exhibit area.

8. If awards function tickets are offered, gefiran count of those who would like to attend.
Coordinate with Awards Chairperson for cost of &#ddal tickets.

9. Thank each exhibitor at the end (note/letter), pranote next year’s conference.

10.Develop a budget, including but not limited to:

» Hotel fee for exhibit space and electricity usagd/ar computer lines.
» Fee for the exhibition company — table skirts, badpes

» Fee for security

» Stamps for contact letters and thank you notes.



Suggestions:

» Print up sheet with all exhibitors and have thegm sis each attendee visits
their exhibit. Have a drawing of the completedethdor a door prize.
(Coordinate with Door Prize Committee).

» Give Certificates with exhibitor names, as recagnitof their support for
the GRA conference. These can be given at thedirttge introductions.

» Suggestion from a past exhibitor: Allow the extobito describe their
company or product at the time of introduction. hi€Twill have to be
looked at carefully due to time factor and coortedawith the Program
Committee.)

» Only provide meal tickets to those vendors who #igatly state that they
will be attending the awards meal at the conference

* NOTE - Ads Chairperson sends out the combinatiaieadibits/breaks
package letters.

Local Arrangements

3.

1. Act as hotel maintenance liaison.
2.

Coordinate with A/V Committee and Program Committee AV needs — flip charts,
overhead projects, video machines, etc.

Coordinate with Program Committee to assist in dogeairport pick up of speakers.
(Transportation Committee)

New Member Welcome (GRA Membership Committee)

1. Develop a conference event to recognize and welecemneGRA members. You might
designate a New Member Welcome Chairperson to cuatalthis event.

Suggestion: Check with the Conference Chair tatilesomeone who might be willing to
open his or her room or suite to accommodate. s Wil keep cost down, especially if you
have volunteers to bring food.

If no one volunteers, you will need to develop ddrt and arrange an event with the hotel.
Hint: Promise the conference chair ANYTHING thewnw in order to use their suite!!
Any kind of stress reducer will almost guarantesiipee results for you.

2. Coordinate with registration committee to identifgw members. This is done easily
with ribbons attached to the nametag.

Photography

3.

1. Photograph members, events, sessions, etc duengptiference.
2.

Work with the A/V Committee to create a Power Pailideshow of the photographs to be
shown at the conclusion of the conference.

Insure that you have both 35mm pictures and digitdlres.

Get film and diskettes for committee members astridute.



Printing (Program Design)

1.

9.

Coordinate with Pre-conference/publicity, Progrand &egistration Committees to print
pre-conference flyers and program. If door pripgets are used, coordinate with Door
Prize Committee

Determine anticipated number of programs neededattynding conference committee
meetings and talking with conference chair.

Visit printers and talk about approximate costaif.j Show them previous year’s program.
Look at colors and be thinking about the ones yduwant. After choosing the printer,
familiarize yourself with where they are locatedl aneet with your contact person. It has
been suggested this will help reduce your stregsl i¢ you know who you are dealing
with.

Suggestion: It has been strongly suggested tdraentusing the Printing Store at 240
Dekalb Industrial in Atlanta (404-296-4130). ThHegwve many camera-ready ads, which
are used from year to year and are familiar withsai up. The contract person is Cindy
and the typesetter is John. Their cost has beeanegly reasonable and they have long
years of experience in the field. They may offeliscount, since GRA has used them
for several years.

Determine the printer’s deadline for the rough drdtis is the date he or she tells you they
need the material in order to have the programmeati You will want to establish that date
with the printer to coordinate when you will need get them to the Registration
Committee.

Once the printer deadline is established, you matd two deadlines. The earliest deadline
is what is announced to all committees. This sihdsel a week or two ahead of yecret
deadline. Not many people will adhere to thatt fileadline, so you can scare them into
getting it to you by your secret deadline. Thua yall still be on time to the printer. This
will also help alleviate your stress level.

Find out what computer or word processing format piinter uses and ask the Program
Committee to input their program sections (a majartion of the program) in that format.
This will save the cost of having the printer regyp their format.

Let Ads Committee know what previous year ads yavehn a camera-ready copy so that
s/he can use this information in marketing.

Be sure someone on the conference committee idagenwg the layout for the cover to be
used on the front of the program and mail out flyegin to think about any special
placements in the program, such as inside covapsnpullouts, etc.

Sit back and wait. The bulk of your job does negib until the month before the
conference.

10.Find out who is going to create the alternate fasmaBraille, large print, audio. Find out

11.

12.

what they need. GRA usually uses the Georgia 3griRehabilitation Center at no extra
cost to GRA. They can use the rough draft, thathisy do not need the final copy of the
program. Ads can be read or simply listed (if don8raille). They need time to get this
done as well, so a deadline for them must be eskesul.

When everything is turned in to you, survey evangh A good way to checklist is to gem
clip the current year information to last yearsgnam. This is an easy way to see that
everything is in place. As a checklist, you carkenaure nothing has been left ouf
special importance:. Make sure you have the door prize contributor, donation
contributors, ads, exhibitor names, committee list, board list and past presidents list. Put

all the ads in a big envelope and the printer s@tithose up.

Take all this to the printer. Go over the set apbe sure they know what you want.
Confirm the colors of the program.



13. Proofread the draft when you pick it up at the fenis. Have him or her proofread it. Have
someone else proofread it. Then get someone @Igebfread. Be sure to check that all
sections are there. It is not pleasant when ddae gontributors or exhibitors do not get
printed and you find out opening session. You to@wble to call in the corrections on the
telephone, or you may need to go back over and shem the corrections.

14. Coordinate with Registration Chair to determine hamd when to get the programs to
them.

15. Make sure the bill is given to the GRA Treasurerdayment. This makes the printer very
happy.

16.Not every year will need tickets, flyers, etc. tinp This should be established early in the
conference-planning meeting. Once establishedptiinéer can tell you what to do. In past
year's we have had the evaluation sheets and sigkatted at RWSIR.

Program

1. Identify opening and closing speakers, and determmomber of concurrent session
speakers. If Discovery Groups are used, providemfacilitators.

2. ldentify a facilitator for each concurrent session.

3. ldentify AV needs of each speaker and concurresgise. Coordinate with AV and Local
Arrangements Committee. They can arrange procuremiethe equipment from other
offices. This will save the cost of renting thaigment from the hotel.

4. ldentify speaker's accommodation needs/scheduled aoordinate with Protocol

Committee, and Accessibility Committee as needed.

Coordinate speaker contracts with Conference Chair.

Identify and provide certification credits for appriate sessions —i.e. CRC, CVE, CEU...

Coordinate with Printing Committee. Your commitseuld type up the program agenda,

speaker biographies, and session descriptions. Wilbialso need to give a copy of the

conference evaluation forms to be printed.

8. Make sure signs for each room with the title of session and speaker are made. If not,
you will need to have signs made and placed.

9. Be alert to the final cost of rooms for speakeex @nd hotel tax). Give list of speakers
who will need accommodations and to the conferehed or his designee. Make sure you
include the number of days they will need accomrtioda. Please include hotel cost in
your budget. This person will contact the hotgjareling room accommodations. Report
any cancellations to the conference chair immelgiate

10. Ask speakers for time to “work with “airline faresthey can go down substantially and
GRA can save hundreds of dollars. You might alslo them if they can do their own
scheduling but indicate GRA is on a VERY TIGHT BUBG It has happened in the past
that some speakers were able to get much betes. rfiGRA does not pay for' klass
accommodations).

11. Go to the hotel, check on meeting rooms, and aonfiith the hotel management. View
each meeting room yourself so you will know aboawhmany people it will hold.

12. Get all Audio-Visual needs from speakers as ealpassible. Be sure to have AV needs
on contract that speakers signs. GRA typicallgstiio get the equipment by borrowing
from around the state. This will help the AV andchl Arrangement Committees in
procurement, and will save GRA a great deal of ngone

13. Come in under budget. Careful planning can accsimghis. We want quality speakers
but need to stay under budget.

14. Do not forget evaluation sheets for each concursession and general sessions where
there is a speaker. Coordinate this with prindagimittee.

15. Do not expect to introduce speakers yourself. Wdube VERY busy!

No o



16. Identify a person on your committee to volunteethwiCRC/CEU credits, which should be
the GRA Certification Committee Chair. Work witheth ahead of time to work out how
credits will be handled. Simple is Best!

17. Coordinate with Protocol Committee Chair a “numbfa® how many different speakers
you will have.

18. Try to invite someone from each division to be de tommittee. This will help you
identify topics of different interests for variogsoups.

19. Get all the freebies you can — sometimes theyrardest speakers you have.

20. Send confirmation letters, and later, thank yotetstto your speakers and facilitators.

21. Keep a copy of last year’'s program on hand to loaék at in the event you have questions.

22. Put all typed information on a disc.

23. Develop a budget. Included: (but not limited to)

a. Speaker costs — fees, transportation, room andsmeal
b. Check with certification chair regarding CRC, CELV/E fees

Suggestions:
*Having the Awards Ceremony first has been a btg I identifies the winners early, and gives
them more time to mix and mingle with conferenderatees.
* Since most accrediting entities such as CRC reqgdescriptions of sessions to grant credits,
these should be obtained as soon as possible.Cé&tidication Committee Chair should establish
the accreditation needs and obtain certificatiopreyals as soon as possible, in order to put this
information on the registration forms, and to ansthe questions of the attendees as soon as they
get the registration forms. Accreditation is a Biélling point.
*Have facilitators maintain the attendance sheets evaluation forms for each concurrent
session, and turn into the Certification Chair dgrihe conference. A brief training session is
encouraged to make sure everyone knows how to édneliforms.

Program Evaluations

1. Work with the Program Committee to create, desigph @rint the general evaluation forms
(non — CRC) for the conference.

2. Collect the evaluation forms at the end of the ewgrice and summarize the comments and
speaker/event ratings and send to Conference Gmair Program Committee within 2
months of the end of the conference.

Protocol

1. Make VIP arrangements.

2. Make head table name cards to identify head tadrlegpnel and make sure they are on the
tables prior to session.

3. Coordinate with Local Arrangements for transpodtatdf VIP’s.

4. Make arrangements for gifts for VIP’s, speakersd athers as deemed necessary by
conference chair. (1 per speaker)

5. Coordinate with Program Committee regarding spauggds of speakers — if they have a
spouse, children or other special needs.

6. Develop a budget.
» Gift baskets — price and number as needed
» Arrangement for general sessions.



Publicity/Pre-conference Information

1.

2.

Develop a pre-registration information form-flyerthvbasic conference information to be
distributed as soon as a conference theme is deeblo

Email flyers (instead of printing) to the GRA boa&hapter and Division Presidents, GRA
Committee chairs to help disburse to membershifso Amail to private and public sector,
if possible.

Coordinate with printing committee to get flyersnped. Coordinate with GRA newsletter
editor to get pre-conference information into estlinewsletter.

*DEADLINES are extremely important. These shoblkelset ASAP and strictly adhered to.

4.
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Invite GRA divisions for the opportunity to be dmetpre-conference flyer — i.e. announce
any pre-conference activities or training.

Provide press releases and media contacts to nparspaadio, and television

Conduct interviews with VIP’s, speakers etc.

Provide VIP press coverage.

Provide photography services (still and videos)rduconference.

Coordinate with Newsletter editor regarding confiers

10 Coordinate with Awards Committee Chair to make fAwards Ceremony is covered.
11.Mail articles and pictures to hometown papers cdrawvinners.
12.Develop a budget, including but not limited to:

a. Printing fees

b. Stamps

c. Mailing labels

d. Photography services (developing)

Reqistration

1.

8.

9.

Coordinate with Conference Chair location of headtgrs and registration area. Make
sure to arrange for break room with hotel.

Set up timetables for registration volunteers. ¢damough committee members so that the
same people will not have to work ALL the time.

Arrange for needed office equipment and supplisgpewriter, pens, nametags, etc.
Develop registration packets to include nametagegrams, maps, brochures, local
information, give-a ways, etc.

Collect fees and provide receipts. It will be msshoother process if you complete the
receipts for registration prior to the conferentése the two-part form — this makes giving
replacement copies easier.

Welcome guests. Have a supply of hard candy aleilat desk for folks to enjoy. It is
simply a nice touch. (optional)

Request a message board from hotel (or Conventemte®) and coordinate messages.
Remind Conference Chair to mention the messagedbaiaopening session regarding
location, etc.

Manage break room headquarters.

Maintain itinerary of committee chairs and VIP'®(ikeep tabs)

10.Coordinate with Program Committee to identify spetD’s of speakers, presenters and

VIPs.

11.Maintain a paging system — get urgent messageartcipants.
12.Create a Registration Form for use in the annualcpnference issue of the GRA

Newsletter and receive and process all registrdgerpayments for the conference. Direct
payment to GRA Treasurer.



13.Develop a budget, including but not limited to:
a. Conference carry-all bags and vinyl folders havenbesed in the past. Since 1999,
STARS and MONS International have provided the ewsice bags at no cost to
GRA.
b. Ribbons (Speakers, Facilitators, Committee Memtosrd members, VIPs, New
Members, Past State Presidents, SERNRA PresidettNRA Presidents.
c. Name Tags and other office supplies

Suggestions:

*Set up a notebook with all Registration forms Iphabetical order for quick and easy reference.
You will probably get asked questions on paymentsotier questions regarding someone’s
registration form.

*Keep conference expenditure forms at the regisinadesk for committee members.

*Have portable printer available to print on sismetags.

Reqistration Bags

1. Solicit registration bag goodies and work with fRegistration Committee in stuffing the
registration bags before the conference.

2. This person should be a member of the registrationmittee. Since 1999 conference bags
have been donated by STARS and MONS International.

Remembrance

1. With the Awards Chair, create a memorial servickdnor deceased GRA members.
2. Appoint a Facilitator to read the names of deceasethbers aloud and light candles in
their memory.

Retirees

1. Coordinate with Conference Chair and hotel to ayedior a special luncheon

2. ldentify list of retirees and send notice with RSVP

3. It would be easiest if the Committee Chair weraratividual (retired) living in the area of
the conference.

4. Decide cost of registration for retirees.

Sergeant-At-Arms

Insure adequate flow of traffic

Insure timely start of meetings.

Allow no standing in back of room.

Insure that there are enough chairs for concuaedtgeneral sessions. Make sure there
are enough trashcans for concurrent rooms.

Coordinate with Local Arrangements regarding lashute needs or emergencies.
Coordinate with Program Chair on emergencies.

6. Arrange for Color Guard at Opening General Session

NS S

o

Social

1. Coordinate one meal event working closely with hatgering. This has been the
President’s Reception and is either a meal or temep (Reception keeps you under
budget).



Develop a theme for one social/dance event.

Determine if you will use a dance band or DJ, ahent make the appropriate

arrangements.

4. Determine ASAP if you will want to have a discouhtere-paid dance price, and a
full price ticket to be paid at the door. Thisarhation will need to be given to the
Publicity Chair to go onto the pre-conference flyand registration form. All
attendees should wear nametags to receptions andeslato show proof of
registration.

5. Coordinate with Printing Committee to get tickettnfed (if necessary). Coordinate
with Registration Committee to get pre-paid ticketsegistration packets.

6. Use invisible ink and ultra violet light to monitadmission. Stamp hands as folks
enter the dance.

7. Coordinate with Protocol Committee special needsMiddren’s activities, if needed.

8. Consider planning special events for guests, if any

9. Arrange for breaks with Hotel/Convention Centerty To get all breaks sponsored.
Ads Chairperson sends letter to all advertisereroifi combination packages to
include the breaks.

10.Make plans for GRA social (if conference committéecides to have one). Make
arrangements for individuals to assist in colleg@md bringing items for the social.

11.Develop a budget, including but not limited to:

a. Negotiated fee for DJ or band

b. Decorations for dance

c. President’s Reception/Dinner and breaks

d. Cash bar and bartenders: Always insist on payndl) bartender regardless if the
hotel prefers more and combine the bar from PresgléReception/Dinner and
dance. Negotiate the cost of the bartender ib#regoes over a certain amount for
the two events combined.

wn

Suggestions:

» Hotel food prices are extremely expensive. Thighere they make their
money. Request a menu or food list from the hasetoon as possible to
be thinking about how you want to plan.

* You might decide on the foods you want served, nzakst, and take it to
the Hotel Banquet Manager at the meeting with tbeeH Then tell him or
her the number of people you anticipate on havinthe event. HINT:
This does not have to be the exact number of peapteipated on
attending the entire conference.

* One selling point you might try: When you meet hwihe Banquet
Manager, provide your menu request and tell hirhesryou will guarantee
S0 many participants. You will call to either cionf or add to that number
at a later, agreed-upon date. Before confirmiftgck with Registration
Committee to determine if more people are antieigpat

* If you want a pre-paid dance ticket, this shouldsketed clearly on the
registration form.

» To reduce the cost of having tickets printed (iheare donated), or to
help attendees not have to keep up with tickets, gan coordinate with
Registration Committee Chair to maintain a masseiof attendees as their
registration forms come in. Those who are pre{pgjor the dance can be
highlighted and the list given to you at the tinfele dance. Volunteers
taking money at the door can check the names opaick individuals and
take up money for those paying at the door.



* In years past, the Business Enterprise divisionsbaplied the conference
with cokes, and the GRA conference has given th@aces in the
exhibition hall to set up. (Most hotels/conventicenters will not allow
you to bring drinks in from the outside.)

* Again, remember that food items are very expensgiiie the hotel. You
will need to decide what, if any, food you wantstrve during the breaks.
Obtaining the food list prior to making your budgeain help you. If you
decide on having food, do not expect to feed eveyattending the
conference! You will have to ask for more moneywaur budget if you
plan to serve food during the breaks.

Transportation

1. Arrange transportation for speakers and membersdtied.
2.
3. Work with Program Committee, Local Arrangements,ahas, and Protocol Committee to

Set up a van shuttle system to the local airparéédded.

determine the need for speaker and VIP transpontaeeds.

Coordinating Committees for GRA Conference Planning

Audio-Visual

1.
2.

Program — get speakers, general and concurrenbsgegsV needs
Local arrangements — coordinate procuring and pipalV equipment.

Door Prizes

1.

Printing — get list of contributors to put in pragn, need for tickets. (Buy the tear off
tickets for door prizes.

2. Registration — get tickets to place in registrap@ackets, if used, maintain list of registrants
if not using tickets.
3. Secure prizes of at least (2) per session/brea@u(ab0-75). Suggestion: Give each
division and local chapter a certain number of do@es to obtain for conference.
Printing
1. Ads - Ad size, deadlines, camera-ready ads
2. Door prizes — list of contributors of program, &t& for drawings (if needed)
3. Program — conference agenda, speaker bios, seslsnsgptions, evaluation forms, CRC
forms
4. Registration and Publicity — registration formsiwitre-conference flyer.
5. Social — print tickets for dance and other spdaiattions (if needed).
6. Exhibit Chair — Get complete list of exhibitors.
Program
1. Printing — give agenda, speaker bios, concurrestrggions
2. Protocol — identify number of speakers, VIPs, spleneeds and present to speakers
3. Conference Chair — Concurrent session and spetikgosin article to newsletter.
4. Work with Certification Committee to make sure sdissions are recognized for maximum

credits.
Negotiate with speaker and agree on price for servi



6. Work with transportation and AV committee on tramdjmg speakers and AV needs.
Social

1. Arrange for break sponsors, entertainment (DJ/Band)presidents reception.
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Archives Protocol

All specified materials shall be archived annuahd shall be submitted for that purpose to the
Archives Committee immediately following the clasieany given calendar year. Materials to be
archived and individuals responsible for submittingse include:

State Chapter Operations

The Chapter Secretary shall be responsible for gtibgithe following items:

» Annual Business meeting agendas and minutes
» Board Meeting agendas and minutes
» Executive Committee Meeting agendas and minutes

The Chapter Treasurer shall be responsible for gtibgithe following items:

» Treasurer’s reports, budget reports and checkteggisports, as presented at the Annual
Business Meeting and Board Meetings

The Chapter Vice President shall be responsiblsdbmitting the following items:

» Annual Conference contract

» Annual Conference program

» Other conference planning materials and/or rec@sisdeemed necessary to facilitate
planning of the Annual Conference for the upconyagr

The Chapter Newsletter Editor shall be responddylsubmitting the following items:
» Copies of all Newsletter editions

The Administrative Policy Committee Chairperson lsHze responsible for submitting the
following items:

» Copy of currently revised Constitution & Bylaws

» Copy of currently revised Manual of Operations

» Copies of amendments to the Constitution & Bylaws adopted by the Chapter
membership, with effective dates

» Copies of changes to the Manual of Operations peoapd by the Board of Directors, with
effective dates

The Financial Review Committee Chairperson shalrdsponsible for submitting the following
items:

» Copies of all financial records and activity regods submitted to the committee by
Divisional Units and Local Chapters



Operations of Divisional Units and Local Chapters

Presidents of Divisional Units and Local Chaptdralisbe responsible for submitting the following
items:

» Minutes of all membership and Board meetings
» Copies of currently revised constitutions and/daivg

The following items shall be maintained in Archivegerpetuity:

Chapter Newsletter editions

Annual Conference programs

Annual Conference contracts

Chapter Annual Business Meeting minutes
Chapter Board Meeting minutes

Chapter Executive Committee Meeting minutes
Chapter Treasurer’s reports

YVVYVYVYVYVY

The following items shall be maintained in Archiies a minimum of ten (10) years:

» Other Chapter financial records as kept by Treasure
» Financial records and activity reports as submiftedodically by Divisional Units and
Local Chapters to the Financial Review Committee

At the end of any given ten (10) year period, theve items shall be reviewed by the current
Chapter President, Treasurer, Financial Review CitteenChairperson and Archives Committee
Chairperson, and shall be purged as deemed apat®psr those individuals.

The State Chapter Archives shall be housed in areeand accessible location as selected by the
Board of Directors. The Archives Committee shalresponsible for receiving, organizing and
storing of all archived materials at the selectachtion. Archived materials for Divisional Units
and Local Chapters shall be organized separatayn fState Chapter materials. Chapter
Newsletters shall also be organized separately bttrar archived materials.
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GEORGIA REHABILITATION ASSOCIATION
AN AFFILIATE OF
THE NATIONAL REHABILITATION ASSOCIATION

LETTER OF AGREEMENT

As a condition of continued good standing and fetlognition by the Georgia Rehabilitation Assoadati
(hereafter referred to as the Association), ineigdihe authority to operate under and benefit ftbm
Association's federal tax provisions for non-pfiDivisional Units and Local Chapters shall agee¢he
following governing provisions:

1. Divisional Units and Local Chapters will subnoih a timely basis to the Association the required
financial records, including all documents, traniesms and other reports as specified and otherdésaed
in the Association's Manual of Operations.

2. The President, President-Elect, Treasurer aedslirer-Elect of each Divisional Unit and Locab@ter,
providing such offices exist in the organizationill attend the Association’s annual leadershipniray, in
order to fully learn the Association’s financiapogting requirements.

3. The computer software program specified byAbsociation will be used by Divisional Units anddal
Chapters for creating and maintaining financiabinfation.

4. Account signature cards from the bank or for@rinstitution of each Divisional Unit and Lodahapter
will be sent to the Association's Treasurer, ineorthat the Association's Treasurer can be addesitb
signature cards.

5. The Association will be permitted to access lihak accounts of non-compliant Divisional Unitslan
Local Chapters, in order to obtain financial resoeahd information as deemed necessary to comply wit
federal and state revenue department regulations.

6. Financial records submitted by Divisional Urdtsd Local Chapters will be accurate, up to dat an
formatted as specified by the Association.

7. Records will be submitted to the ChairpersothefAssociation's Financial Review Committee, fiicat
review by the full committee and final review arat@ptance by the Association's Board of Directors.

8. Records will be submitted covering each offthe quarters of the calendar year: 1. Januatyrkary-
March; 2. April-May-June; 3. July-August-SeptemberQctober-November-December.

9. Records will be due by the 20th day of the finenth following the end of any given reportingacper.
10. Divisional Units and Local Chapters failingrtwet this reporting deadline will be designatedshas-

compliant with Association reporting requiremermg,ising a letter of non-compliance to be issueah fifoe
Association.



11. The letter of non-compliance will then be skytmail by the Chairperson of the Financial Review
Committee. This letter will include notice thapanalty of $50 will be assessed due to failurertvige
reports by the twentieth day of the firsionth following the end of the reporting quartérhe letter will
further state that unless required records arevettdy the thirtieth day of the secontnth following the
end of the reporting quarter, the Divisional Unit loocal Chapter will be subject to placement on
probationary status, seizure of assets and/or rehfomm the official auspices of the AssociatioBuch
removal will include suspension of recognition aslidy authorized Divisional Unit or Local Chapter,
authority to operate under the Association’s taatust as a 501 (c) (3) organization and right of
representation and vote on the Association's Bo&rDirectors, for a period of not less than oneryea
Should non-compliance be based on incomplete @curate reporting rather than failing to meet répgr
deadlines, the letter will also include explanatam guidance as to items needing correction.

12. A letter will be sent by the Association’s dsearer to the bank or financial institution of then-
compliant Divisional Unit or Local Chapter, advigithat said Divisional Unit or Local chapter is lbager
authorized to operate under the Association’s @aspi

12. Divisional Units and Local Chapters so rentbr@y petition the Association for reinstatemerterad
one year period, according to procedures as spddifithe Association's Manual of Operations.

The , GeRgliabilitation Association, fully understands
(Name of Divisional Unit/Local Chapter)

and agrees to the governing provisions as statedeab

(Date) (Name and Title ofiC¥)



