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                                CONSTITUTION

                                  Series 00

TITLE:  NAME, AFFILIATION, AND DEFINITIONS                  

CODE NO.:  00.1

Section 1.  Organizational Name:  The name of this organization is the National Rehabilitation Administration Association; constituted under the provisions for divisional status in the National Rehabilitation Association, Inc.

Section 2.  Affiliation:  The organization, in its affiliation to the National Rehabilitation Association, conforms to appropriate policies, rules and regulations set forth by the Constitution and Bylaws of the parent organization.

Section 3.  Definitions:  For the text of this Constitution and Bylaws:

     A.  
Association means the National Rehabilitation Association.

     B.  
Division means the National Rehabilitation 

Administration Association.

     C.  
Regions mean the geographical areas so designated by the Association.  Regions of the Division shall coincide with those of the Association.

     D.  
Administrative and supervisory practices mean the professional activities of both administrators and supervisors.

                                CONSTITUTION

                                  Series 00

TITLE:  PURPOSE                                             

CODE NO.:  00.2

     The purpose of the Division shall be to improve administrative and supervisory practices by:

     1.  
Promoting the highest administrative and supervisory ethical practices.

     2.  
Upgrading of professional standards in administration and supervision.

     3.  
Helping to develop a specific body of knowledge in this field and working to disseminate that knowledge as it evolves.

     4.  
Encouraging and supporting professional training 
opportunities.

     5.  
Providing a forum for discussion.

     6.  
Encouraging and stimulating systematic scientific research and enlightened inquiry.

     7.  
Developing methods of close communication with other professional groups dedicated to rehabilitation.

     8.  
Reflecting the needs of the practicing National 
Rehabilitation Administration Association membership to the Association.

     9.  
Relating closely to the other NRA divisions for mutual planning and advancement of rehabilitation. 

                                CONSTITUTION

                                  Series 00

TITLE:  MEMBERSHIP                                         

CODE NO.:  00.3

Section 1.  Membership Requirement:  Membership in the Association is a pre-requisite for Division membership.

Section 2.  Membership Type:  Professional membership in the Division shall be available to any Administrator, Supervisor or Educator who has responsibility for the operation or planning for programs in rehabilitation or Educator in Rehabilitation Administration.  Affiliate membership in the Division shall be available to any person interested in the administrative 

and supervisory practices of a rehabilitation program, but who is not presently employed in an administrative or supervisory capacity.  Student membership in the Division shall be available to any full‑time student interested in administrative and supervisory practices of a rehabilitation program.

Members who legitimately join initially as professional members shall be entitled to continue their professional membership regardless of a change in title and/or responsibilities.

Section 3.  Membership Rights:  No person shall be denied membership in the Division because of race, creed, sex, disability, or national origin.

Section 4.  Membership Entitlement:  Professional membership in the Division shall entitle members:

     A.  
To receive the official publications of the Division;

     B.  
To become members of affiliated regional and/or state units;

     C.  
To hold an elective office, to serve as a member of the Board, and to serve as a member of the Assembly; 

     D.  
To participate in the national meetings of the Division and in the regional and state meetings of the region and state in which they work or reside and to attend Board meetings; and

     E.  
To elect the officers,  Regional Board Member from their region and the Representative to the NRA Board of the Division.

CODE NO.: 00.3 (cont.)

Affiliate membership in the Division shall entitle members:

     A.  
To receive the official publications of the Division;

     B.  
To become members of affiliated regional and/or state units;

     C.  
To serve as a member of the Board and to serve as a member of the Assembly;

     D.  
To participate in the national meetings of the Division and in the regional and state meetings of the region and state in which they work or reside and to attend Board meetings; and,

     E.  
To elect the officers,  Regional Board Member from their region and the Representative to the NRA Board of the Division.

Student membership in the Division shall entitle members 

A.  
To receive the official publications of the Division.  

B.  
To become members of affiliated regional and/or state units;

C.  
To serve as a member of the Board and to serve as a member of the Assembly;

D.  
To participate in the national meetings of the Division and in regional and state meetings of the region and state in which they reside or attend school and to attend Board meetings and;

E.  
To elect the officers, the Regional Board Member from their region and the Representative to the NRA Board.

Section 5.  Meetings of Membership:  Except when the Board in unusual circumstances shall determine it is not possible to hold such a meeting, there shall be at least one meeting of the membership of the Division during each membership year at a time and place to be determined by the Board.

                                CONSTITUTION

                                  Series 00

TITLE:  THE ASSEMBLY                                  

CODE NO.: 00.4

Section l.  Membership in the Assembly:  Membership in the Assembly shall be open to all Division members in good standing.  All members present at the Assembly shall have voting rights.

Section 2.  Powers of the Assembly:  The membership hereby delegates its control of the Division to the Assembly as hereinafter specified; the Assembly:

     A.  
Shall be the law‑making and policy‑making body of the Division.

     B.  
May adopt amendments to the Constitution and Bylaws of the Division.

     C.  
May delegate to the Board any of its powers except the election of officers (except to fill vacancies during the term) and the adoption of amendments to the 
Constitution and Bylaws.

                                CONSTITUTION

                                  Series 00

TITLE:  BOARD OF DIRECTORS                             

CODE NO.:  00.5

Section l.  Composition of Board:  The Board of Directors shall consist of President, President‑Elect, Secretary, Treasurer, the 

Immediate Past‑President, one member of each Region, and the NRAA Representative to the Association Board.

Section 2.  Election and Appointment of Board Members:

     A.  
Tri‑annually, the membership shall elect the 
Representative to the Association Board.

     B.  
Regional board members shall be elected for a two year term.  The Northeast, Southeast, Great Plains and Pacific regional board members terms shall end on odd numbered years and the Mid-Atlantic, Great Lakes and Southwest regional board members shall have terms ending on even numbered years. (Officers are covered under CODE No.: 00.6)

Section 3.  Filling Vacancies:  The Board shall have authority to fill, by vote of its own Board members, the office and Board positions which have become vacant between elections.  The vacancy may be filled by any eligible Division member in good standing for the unexpired term.

Section 3.  Filling Vacancies:  The Executive Action Committee shall have the authority to fill temporarily vacated positions until a board member is able to resume their duties or a new board member is duly elected for the position.
Section 4.  Powers of the Board:  The Board shall have the power to conduct the affairs of the Division, subject to limits imposed by the Constitution and Bylaws and decision of the Assembly.  Its authority shall include, but not be limited to the following:

     A.  
Adoption of a fiscal year and policy for the Division.

     B.  
Adoption of a budget and authorizing its officers to carry out activities set out in the budget.

     C.  
Bonding of officers handling funds and ordering audits of accounts.

     D.  
Designating the person(s) to sign and countersign all checks, drafts, and other orders for paying monies or to obligate Division by signing notes, orders, promises to pay, or contracts.

     E.  
Calling and sponsoring an annual meeting of the 
Division.

     F.  
Hearing and acting upon committee reports.

CODE NO.: 00.5 (cont.)

     G.  
Appointing standing and ad‑hoc committees, prescribing their functions and the terms of their members, and hearing and acting on committee reports.

     H.  
Serving as the final judge of election results in the Division.

     I.  
Proposing resolutions and other policy statements to the Assembly.

     J.  
Initiating, formulating, and carrying out cooperative agreements and contracts with other organizations, agencies, and groups to advance Division goals.

     K.  
The Board shall have authority to accredit Regional and State units, approve Regional and State Constitutions and Bylaws, and define geographical boundaries of such units.

Section 5.  Composition of the Executive Committee:  There shall be an Executive Committee of the Board composed of the  President, President‑Elect, Secretary, Treasurer, Immediate Past‑President, and Representative of the Division on the Association Board.                    

                                CONSTITUTION

                                  Series 00

TITLE:  OFFICERS                                       

CODE NO.:  00.6

Section l.  Officers of the Division:  The officers of the Division shall be the President, the Immediate Past‑President, and the elective officers, President‑Elect, Secretary, Treasurer, and the Representative to the Association Board.

Section 2.  Terms of the Elective Officers:  Elective officers, with the exception of the Representative to the Association Board, Secretary and Treasurer shall be elected annually for terms of one year by the membership.  The Representative to the Association shall be elected by the membership to serve a three‑year term.  The Secretary and Treasurer shall be elected for a two year term.

                                CONSTITUTION

                                  Series 00

TITLE:  NOMINATIONS AND ELECTIONS                      

CODE NO.:  00.7

Section l.  Nominations:  There shall be a Nominations and Election Committee composed of five members, the Immediate Past‑President of the Division, and  four additional members appointed by the President with the approval of the Board.  The Immediate Past‑President of the Division shall serve as Chairperson.  Nominations shall be conducted according to Robert's Rules of Order for mail ballot.

Section 2.  Election:  The election of elective officers, Representative to the Association Board, and Regional Board members shall be by mail ballot according to Robert's Rules of Order.

Section 3.  Election Process:  The annual election shall be concluded prior to the annual national conference.  The counting of the votes shall be conducted prior to the annual conference by the Nominations and Election Committee.  A report of the results shall be made to the President.  The President shall then make a report of results to the membership.

*In the event of a tie vote (mail ballot), it shall be the responsibility of the Board of Directors, in office at the time of the election, to elect to office from the names on the ballot for that position.

                                CONSTITUTION

                                  Series 00

TITLE: MEETINGS                                        

CODE NO.:  00.8

Section l.  General Assembly:  There shall be at least one general Assembly of the membership each membership year.  The announcement of any membership meeting shall be made at least 30 days in advance to all members.

Section 2.  Special Meetings:  Special meetings may be called by the President or in the absence of the President, by the President‑Elect, when directed by the Board, or on petition of ten percent or more of the members.

                                CONSTITUTION

                                  Series 00

TITLE:  BYLAWS                                         

CODE NO.:  00.9

     To implement this Constitution, the membership may adopt Bylaws consistent with this document.

                                CONSTITUTION

                                  Series 00

TITLE:  QUORUM                                         

CODE NO.:  00.10

Section l.  Membership Quorum:  A quorum of membership at any regular or special meeting of the membership shall consist of five percent of the total membership or 25 members, whichever is least.

Section 2.  Board of Directors Quorum:  A quorum for a Board meeting shall consist of the President or President‑Elect and four members of the Board.

Section 3.  Executive Committee Quorum:  A quorum of the Executive Committee shall consist of either the President or President‑Elect and two other members of the executive committee. 

                                CONSTITUTION

                                  Series 00

TITLE:  AMENDMENTS                                     

CODE NO.:  00.11

Section 1.  Constitutional Proposal Procedure:  Any member may propose in writing an amendment to the Constitution to the Board or to the Constitution and Bylaws Committee.

Section 2.  Constitution Voting Procedure:  An announcement as to the intent to amend the Constitution shall be mailed to the membership at least 30 days prior to the Assembly meeting or mail balloting.

Section 3.  Constitution Ratification Procedures:  Amendments to the Constitution shall be ratified by two‑thirds majority of the members voting at an annual meeting or by mail ballot.  These votes on the amendment:

     A.  
Shall be counted at the annual conference or prior to the annual conference in the event of a mail ballot.

     B.  
Shall then be released to the membership by the 
President.

     C.  
Shall be effective the date of the annual meeting unless otherwise stipulated within the amendment.

                                CONSTITUTION

                                  Series 00

TITLE:  DISCLAIMER                                     

CODE NO:  00.l2

     Any provision of this Constitution and Bylaws or any amendment thereto which are in conflict with the Constitution and Bylaws of the Association shall be deemed to be null and void, but such provisions so held to be null and void shall not affect the validity or effectiveness of any other portion thereof.

                                   BYLAWS

                                  Series 0l

TITLE:  DEFINITIONS                                    

CODE NO.:  01.1

     For the purpose of these Bylaws:

     A.  
Member shall mean a professional, affiliate and/or student member of the Division.

     B.  
Board shall mean the Board of Directors of the Division.


BYLAWS

                           Series 01

TITLE:
MEMBERSHIP                                   

CODE NO.:  01.2

Section 1. Membership Eligibility:  Professional membership in the Division shall be available to any Administrator, Supervisor or Educator who has responsibility for the operation or planning for programs in rehabilitation or Education in Rehabilitation Administration.  Members who legitimately join initially as professional members shall be entitled to continue their professional membership regardless of a change in title and/or responsibilities.  Affiliate membership in the Division shall be available to any person interested in the administrative and supervisory practices of a rehabilitation program, but who is not presently employed in an administrative or supervisory capacity.  The membership fee is $25.00 per year for both professional and affiliate membership.  Student membership in the Division shall be available to any full-time student interested in administrative and supervisory practices of a rehabilitation program.  The membership fee for student membership is $10.00 per year.

Section 2.  Membership Year:  The membership year shall correspond to the membership year as defined by the Association.

Section 3.  Meetings of Membership:  All members are entitled to participate in all meetings of the Division and to attend meetings of the Board.

                                   BYLAWS

                                  Series 01

TITLE:  BOARD OF DIRECTORS                             

CODE NO.:  01.3

Section l.  Term of Office:  The term of all elective offices shall begin on January l, following the annual conference.  (See Code No. 01.4) 

Section 2.  Duties and Requirements of the Board:  

     A.  
The Board shall meet at least once a year.  The meeting, or meetings, shall be called by the President, by the President‑Elect in the absence of the President, or upon written petition of eight Board members.

     B.  
A quorum shall consist of five members of the Board providing the President or President‑Elect is 
presiding. (See Code No. 00.10.)

     C.  
The Board shall have authority to transact all business excluding amendments to the Constitution and Bylaws of the Division between meeting of the Division, except as may be delegated to the Executive Committee.

     D.  
The Board shall call an annual meeting of the Division.

     E.  
The Board shall have authority to accredit units, approve unit Constitutions and Bylaws, and define the geographical boundaries of such units.

     F.  
The Board shall determine the method whereby the 
membership is informed of actions of the Division.

Section 3.  Duties and Requirements of the Executive Committee:

     A.  
There shall be an Executive Committee as previously outlined.  (See Code No. 00.5.)

     B.  
The Executive Committee shall meet at least once a year and as called by the President or by the President‑Elect in the absence of the President.

     C.  
A quorum shall consist of either the President or President‑Elect and two other members of the Executive Committee.  (See Code No. 00.10.)

     D.  
The Executive Committee shall have authority to conduct the affairs of the Division between meetings of the Board, excluding amendments to the Constitution and Bylaws.

                                   BYLAWS

                                  Series 01

TITLE:  OFFICERS                                       

CODE NO.:  01.4

Section l.  Officers of the Division:  The officers of the Division shall be the President, Immediate Past‑President, and the elective officers of the President‑Elect, Secretary, Treasurer, and the Division Representative to the Association Board.

Section 2.  Duties of the Officers:  The duties of officers shall be those usually pertaining to such positions, including the following specific duties assigned to each office.

     A.  
President:  The President shall preside over the 
Division, the Assembly, the Board, and the Executive Committee and shall take office on January 1, following the annual conference, and serve for one calendar year. 

Additionally, the President is responsible for:

         1.  
Serving as official representative of the Division in carrying out the policies of the Division.

         2.  
Calling meetings of the Division, the Assembly, the Board, and the Executive Committee.

         3. 
Appointing, with the approval of the Board, the chairpersons and all standing and ad hoc 
committees, with the exception of the Nominations and Election Committee (see Code No. 00.7) and the Executive Committee (see Code No. 00.5).

         4.  
Serving as ex‑officio member with voting privileges on all appointed committees.

         5.  
Appointing, with the approval of the Board, Division representation to all Association committees to which representation is authorized within 60 days after the annual meeting.

     B.  
President‑Elect:  The President‑Elect shall serve on the Board and the Executive Committee and shall assume the presidency on January l, following the annual meeting of the Assembly next following the one at which elected.  From time to time, the President of the Board shall assign other duties to the President‑Elect.

CODE NO.: 01.4 (cont.)

     C.  
Secretary:  The Secretary shall serve on the Board and the Executive Committee and shall take office on 
January l, following the annual conference at which elected and serve for two calendar years. Minutes shall be kept of all meetings of the membership, of the Board, and of the Executive Committee, and shall be distributed or presented at any meeting as directed by the President.  At the direction of the President, the Secretary shall issue notices of membership meetings, Board meetings, and Executive Committee meetings.

     D.  
Treasurer:  The Treasurer shall serve on the Board and the Executive Committee and shall take office on 
January l following the annual conference at which elected and serve a term of two calendar years.  Books and records of financial transactions shall be 
maintained and in the custody of the Treasurer.  In addition, current and accurate accounts of property and business transactions of the Division including assets, liabilities, receipts, disbursements, gains and losses shall be kept.  The Treasurer must be bonded.  An annual report of the financial status of the Division will be presented to the membership at the annual meeting.

E.  
Immediate Past-President:  The Immediate Past-President shall serve on the Board and the Executive Committee and shall assume office at the end of the presidential term and serve to the end of the next calendar year.  The Nominations and Election Committee shall be chaired by the Immediate Past-President. An additional duty of this officer will be to act as an advisor to the 
President and President-Elect.

F.  
Representative to Association Board:  The Representative to the Association Board shall serve on the Board, the Executive Committee, the Association Board, and an Association commission for a term of three years.  The term of office shall begin and end in accordance with the Association's Constitution and Bylaws.

                                   BYLAWS

                                  Series 01

TITLE:  COMMITTEES                                     

CODE NO.:  01.5

Section l.  Appointment:  Not later than 60 days following adjournment of the annual meeting of the Division, the President, subject to confirmation by the Board, shall appoint the chairpersons of all standing committees, with the 

exception of the Chairperson of the Nominations and Election Committee (see Code No. 00.7).  Terms of office of committee members shall be determined by the Board.  Standing committees are as follows:

     A.  
Membership Committee:  The Membership Committee shall be composed of the Division Membership Chairperson and the regional board members of the Division.  The function of this committee shall be to organize and direct the recruitment of membership for the Division and to make recommendations to the Board with respect to such activities.  The committee shall serve from January 1 through December 31.

     B.  
Conference Program Committee:  The function of this committee shall be to plan the convention program for the annual meeting of the Division.

     C.  
Nominations and Election Committee:  The function of this committee shall be:

         1.  
To annually seek nominations from the membership for each elected office of the Division.

         2.  
To bi-annually seek nominations from the membership for Secretary and Treasurer (these are on alternating years).

         3.  
To tri‑annually seek nominations from the membership for the Representative to the Association Board.

         4.  
To annually seek nominations from the membership for Regional Representatives for the Board (See Code No.: 00.5)

    5.
To annually prepare a mail ballot following the close of nominations (see Code No. 00.7).

         6.  
To conduct the election process as specified (see Code No. 00.7).

CODE NO.: 01.5 (cont.)

     D.  
Constitution and Bylaws Committee:  The Constitution and Bylaws Committee shall continue to assess the Constitution and Bylaws of the Division to determine where changes may be required.  It shall develop and recommend to the Board such changes in the Constitution and Bylaws documents as will aid the organization to meet its objectives and represent the interests of all its members.

Section 2.  Records of Committees:  The chairpersons of all committees shall insure that records of each committee be maintained and made available to the Board.  All records shall be completed and submitted to the President at the annual meeting of the Division, or at any other time designated by the president.

Section 3.  Ad‑hoc Committees:  The President may, with Board approval, appoint such other committees as may be deemed necessary.

                                   BYLAWS

                                  Series 01

TITLE:  NOMINATIONS AND ELECTIONS                      

CODE NO.:  0l.6

Section l.  Provision for Nominees:  Provision for additional nominees shall be conducted as previously set forth (see Code No. 00.7).

Section 2.  Conduct of Elections:  Elections will be conducted as previously set forth (see Code No. 00.7).

Section 3.  Requirements for Election:  To be elected to an office, the candidate for the office must receive a plurality of the votes cast.

                                   BYLAWS

                                  Series 01

TITLE:  STATE AND REGIONAL UNITS                       

CODE NO.:  01.7

Section l.  State Units:  State units of the Division may be formed by membergroups within a defined geographical area which comprises the boundaries of the particular state under regulations adopted by the Board.

Section 2.  Regional Units:  Members of the Division residing or working within a Region may form a regional organization unit under regulations adopted by the Board.  Duties of regional organizations shall be to:

     A.  
Hold an annual conference of its members in conjunction with the Association's regional conference.

     B.  
Appoint a regional membership chairperson to serve on the Division's national membership committee.

     C.  
Undertake such other activities as the membership may desire, if such activities are not in conflict with the objectives and purposes of the Division.

Section 3.  Procedures for State and Regional Affiliations:  A group of members wishing to be approved as a regional or state unit of the Division shall:

     A.  
Submit to the Division Board for approval a written Constitution and Bylaws not in conflict with the Constitution and Bylaws of the Division.

     B.  
Submit a letter requesting unit approval along with the slate of officers.

Section 4.  Unit Reports:  Each regional and state unit shall submit to the Division an annual report covering the activities of the unit for the preceding year.

                                   BYLAWS

                                  Series 01

TITLE:  ANNUAL AUDIT                                   

CODE NO.:  01.8

Section l.  Annual Audit:  There shall be an annual audit of the financial affairs of the Division.

Section 2.  Audit Conduct:  The annual audit shall be conducted by a Certified Public Accountant selected by the Treasurer subject to the approval of the Executive Committee.


         BYLAWS   

                               Series 01

TITLE:  AMENDMENTS                                      

CODE NO.:  01.9

Section 1.  Amendments Proposed by Membership:  Amendments to the Bylaws may be proposed at any business meting of the Division and if approved by a majority of the members present, such proposed amendments shall be referred to the Constitution and Bylaws Committee for study and reported to the Board with its recommendations.  The Board shall mail to all members a copy of the proposed amendments with the Board's recommendations at least 30 days prior to the next meeting of the Assembly.  If approved by two-thirds of the membership at the Assembly or mail vote, such amendments shall become effective at the annual meeting unless otherwise stipulated within the amendment.

Section 2.  Amendments Proposed by the Board:  When, in the opinion of the President, Executive Committee, or the Board, a change in the Bylaws is needed, such recommendations shall be made to the Constitution and Bylaws Committee.  The committee shall prepare such needed amendments and submit them to the Board.  If approved by a majority of the Board, the amendments will be submitted to the membership for approval as outline in Section 1, above.

                                BYLAWS

                                  Series 0l

TITLE:  FAIR HEARINGS PROCESS                          

CODE NO.:  01.10

     Any individual who is a current member of NRAA who feels that he/she has a membership problem is encouraged to contact his/her unit president for an informal discussion of that problem.  Most problems can and should be resolved at this point.  In the event the member feels that it would not be in his/her best interest to approach the unit president, the member should 

contact his/her regional board member who will present the problem to the national president and/or executive committee, so that action can be taken to resolve the matter in a judicious and expeditious manner.

     Grievances‑‑charges advanced by members of unfair treatment or dissatisfaction with any aspect of membership in NRAA which is beyond the control of a member but is subject to the control of NRAA‑‑are appropriate matters for the fair hearing procedures described above.

     Complaints of Discrimination‑‑violations or alleged violations of Title VII of the l964 Federal Civil Rights Act as amended, Title V of the l973 Rehabilitation Act as amended, the Americans With Disabilities Act or any other such act‑‑are also appropriate for fair hearing provisions.

     Nongrievable Matters‑‑matters limited by law and/or which are outside the scope of NRAA authority or control‑‑should not be presented for fair hearing; however, matters of a questionable nature will be heard and members will be advised whether those matters are nongrievable or not:

     Under unusual circumstances, a member may be notified that his/her membership may be revoked because of a violation of the "NRAA Code of Ethics."  Persons who receive such notices also have the right for a fair hearing.  NRAA will adhere to the following steps when removal from membership or office is considered:

     1.  
The violation or failure is reported to the NRAA Board of Directors.

     2.  
The person charged will be notified in writing of all charges brought against him/her and will be encouraged to respond to such charges.

     3.  
A committee is appointed by the NRAA Board of Directors to investigate the charges.

CODE NO.: 01.00 (cont.)

     4.  
Findings of the committee are reported to the NRAA Board.

     5.  
On the basis of the findings, action is taken by the NRAA Board to either remove, admonish, or exhonorate the member/office holder charged.  The person who is charged has a right to a fair hearing by the NRAA Board prior to such action.

                                   BYLAWS

                                  Series 01

TITLE:  MISCELLANEOUS                                  

CODE NO.:  0l.11

Section l.  Rules of Order:  Robert's Rules of Order, Revised, shall govern meetings of the membership, the Board, and the committees of the Division when they are not in conflict with the Constitution and Bylaws of the Association.

Section 2.  Adoption:  Shall be effective the date of the annual meeting unless otherwise stipulated within the amendment.
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                                  OFFICERS

                                 Series l00

TITLE:  PRESIDENT                                      

CODE NO.:  l0l

     The President shall be the chief executive officer of the Division and shall preside over all meetings of the Division, the Assembly, the Board, and the Executive Committee.  The President shall take office on January l, following the annual conference and serve until the end of the calendar year. Subject to Board approval, the President shall appoint the chairpersons of 

all standing and ad‑hoc committees, unless the method is otherwise specified.  The President shall hold ex‑officio membership with voting privileges on all appointed committees.

                                  OFFICERS

                                 Series l00

TITLE:  ESTABLISHMENT OF STANDING COMMITTEES           

CODE NO.:  l0l.l

     The President is responsible for appointing chairpersons to the following standing committees and for assisting those chairpersons in selecting members for the committees:

     A.  
Membership Committee:  Composed of national NRAA Membership Chairperson and Regional NRAA Board Members.

     B.  
Conference Program Committee:  Chairperson selected from membership ranks.

     C.  
Nominations and Election Committee:  Chaired by the Immediate Past‑President of the Division and includes four additional members appointed by the President with the approval of the Board.

     D.  
Constitution and Bylaws Committee:  Chairperson selected from membership ranks.

                                  OFFICERS

                                 Series l00

TITLE:  BUDGET RESPONSIBILITIES                        

CODE NO.:  l0l.3

     The President is responsible for drafting an annual budget, subject to approval of the Executive Committee and the Board.  The President is also responsible for maintaining close communication with the Division's Treasurer to ensure that the Division's encumbrances remain within the allotments for the respective budgetary line items as approved for that particular membership year.

                                  OFFICERS

                                 Series l00

TITLE:  COMMUNICATIONS                                

CODE NO.:  l0l.4

     The President is accountable in numerous ways in the area of communications.  Following are listed some of those ways:

     A.  
Newsletter:  The President is responsible for communicating with the general membership through the "Presidential Patter" column contained in this important medium.  The President should make a concerted effort to keep the membership abreast of recent occurrences in the Division, Divisional concerns, achievements, needs, and a general "state of the art" report in the article.  Additionally, the President is responsible for outlining in the first issue the annual goals and objectives adopted by the Board.  In the subsequent issues, the President should report progress made toward those stated goals.  This keeps the membership fully informed of Divisional work and allows the Board to reflect on its fulfillment of the accountability placed upon it by the electorate.

     B.  
Personal Correspondence:  There are many and differing types of inquiries from members as well as nonmembers directed to the President.  The President may also receive letters of accolade, concerns, and complaint.  In each instance, it is the President's duty to respond either by communicating directly with a particular source of contact via mail or telephone, whichever is indicated, or by referring a particular matter to another source as may be appropriate.  It is especially important, however, that the President inform the source from whom the communication was received that the matter has been referred elsewhere, and to whom and where that elsewhere is and why the matter was so referred.  This action will usually enable contact sources to feel that the Division, and particularly the President, is immediately responsive, just as this officer and the Division should be.  Of major importance is that the President respond to items directed to this officer's attention and that the response is made in a most expeditious manner.

     C.  
Speeches/Presentations:  The President is encouraged to attend as many regional and state conferences as possible in order to be available for discussion, speeches, and the like so as to enhance participation and growth in the Division.  At such gatherings, the President, if given the opportunity, should present dialogue concerned with similar information as 

prepared for the newsletter's "Presidential Patter" column.

                                  OFFICERS

                                 Series l00

TITLE:  COORDINATION                                   

CODE NO.:  l0l.5

     Coordination is an inclusive term embracing a multitude of Presidential responsibilities.  Examples pertinent to this are listed below.

     A.  
Board Members and Executive Committee:  The President is responsible for keeping other officers, Board members, and members of the Executive Committee fully informed of:  work progression as regards various committee efforts toward Division goals; issues which arise in the Division and/or Association; for consulting with the Board and/or Executive Committee in matters requiring the Division's involvement or attention; and for conducting elections by mail ballot in situations requiring Board and/or Executive Committee approval.

     B.  
Committee Chairpersons:  The President is responsible for ensuring that chairpersons are progressing toward target completion dates previously agreed to for their respective committees and that efforts are appropriate to the charges of the particular committee.  The President is responsible for ensuring that committee chairpersons furnish written reports describing committee activities, progress, and accomplishments.

     C.  
Treasurer:  The President is responsible for communicating closely with the Treasurer to ensure that the Division's budget remains solvent.  The President also ensures that the Treasurer prepare a financial report for every Board meeting.

     D.  
Membership Chairpersons (National, regional, and state):  The President works closely with these individuals, serving primarily as a facilitator.

                                  OFFICERS

                                 Series l00

TITLE:  APPOINTMENTS                                   

CODE NO.:  l0l.6

     The President is responsible for selecting persons to fill key Divisional posts.  These include:

     A.  
National Membership Chairperson;

     B.  
Committee chairpersons (unless otherwise selected);

     C.  
Editor of the Newsletter;

     D.  
Membership to Association Commissions.      

                                  OFFICERS

                                 Series l00

TITLE:  NRA YEARLY REPORT                              

CODE NO.:  l0l.8

     An annual Division report is to be submitted to the Association's headquarters 30 days after the annual conference.  The President is responsible for completion and submission of this report.  Information gathered from state and regional unit reports should be useful in preparation of the annual report.

                                  OFFICERS

                                 Series l00

TITLE:  PRESIDENT‑ELECT                                

CODE NO.:  l02

     The major function of the President‑Elect shall be to keep informed and involved on all aspects of the Division so that there will be an orderly continuation of the Division and its projects when the President‑Elect assumes the presidency.  The President‑Elect shall serve on the Board and the Executive Committee.  The President‑Elect shall assume the presidency on 

January l, following the annual meeting of the Assembly next following the one at which elected.  From time to time, the President or Board may assign other duties to the President‑Elect.  The President‑Elect must obtain a good 

working knowledge of the Division's Constitution and Bylaws as a background for decisions. 

                                  OFFICERS

                                 Series l00

TITLE: SECRETARY                                       

CODE NO.:  l04

     The Secretary shall serve as the official custodian for records of the Division, the Board, and the Executive Committee. The Secretary is responsible for maintaining these documents in an orderly fashion.  The Secretary shall serve on the Board and the Executive Committee and shall take office on January l, following the annual conference at which elected and 

serve until the end of two calendar years.  The Secretary is to be elected in odd-numbered years.

                                  OFFICERS

                                  Series l00

TITLE:  DUTIES                                         

CODE NO.:  l04.l

     A.  
Takes notes of the proceedings of meetings of the membership, the Board, and the Executive Committee as a basis for preparing minutes.

     B.  
Prepares and certifies the correctness of minutes.

     C.  
Distributes and presents the minutes for correction and approval at the direction of the President.

     D.  
Enters corrections to minutes as approved by appropriate body (membership, Board, Executive Committee).

     E.  
Calls attention to actions in minutes that have not been carried out and calls attention to deadlines and action dates.

     F.  
Prepares and issues notices of meetings of the membership, the Board, and the Executive Committee at the direction of the President.

     G.  
Obtains working knowledge of the Division's Constitution and Bylaws as a background for decisions.


OFFICERS


Series 100

TITLE:
TREASURER

CODE NO.:
105

The Treasurer shall serve as the official custodian for all financial records of the Division, the Board, and the Executive Committee.  The Treasurer is responsible for maintaining these documents in an orderly fashion.  The Treasurer shall serve on the Board and the Executive Committee and shall take office on January 1, following the annual conference at which elected and serve until the end of two calendar years. The Treasurer is to be elected in the even numbered years.

                                  OFFICERS

                                 Series l00

TITLE:  DUTIES                                         

CODE NO.:  l05.l

     A.  
Has custody of books and records of financial transactions.

     B.  
Maintains current and accurate accounts of the property and business transactions of the Division including statements of assets, liabilities, receipts, disbursements, gains, and losses.

     C.  
Arranges for annual audit (see Code No. 00.8).

     D.  
Prepares and presents annual report of the Division's financial status to membership at the annual meeting.

     E.  
Prepares and presents financial report at each Board meeting.

     F.  
Obtains working knowledge of the Division's Constitution and Bylaws as a background for decisions.

                                  OFFICERS

                                 Series l00

TITLE:  IMMEDIATE PAST‑PRESIDENT                       

CODE NO.:  l06

     The Immediate Past‑President shall serve on the Board and the Executive Committee and shall assume office at the end of the presidential term and serve until the end of the next annual conference.  An additional duty of this officer will be to act as an advisor to the President.

                                  OFFICERS

                                 Series l00

TITLE:  NOMINATIONS AND ELECTION COMMITTEE             

CODE NO.:  l06.l

     The Immediate Past‑President shall serve as chairperson of the Nominations and Election Committee.  (See Code No. 00.7 for procedures.)

                                  OFFICERS

                                 Series l00

TITLE:  REPRESENTATIVE TO NRA BOARD                    

CODE NO.:  l07

     The Representative to the NRA (Association) Board shall serve on the Board, the Executive Committee, the NRA Board, and an NRA Commission for a three year term.  The term of office shall begin and end in accordance with the NRA Constitution and Bylaws.

                                  OFFICERS

                                 Series l00

TITLE:  REGIONAL BOARD MEMBER                          

CODE NO.:  l08

     A Regional Board Member is elected by Division membership from each region to serve a two‑year term.  Regional Board Members for the Northeast, Southeast, Great Plains and Pacific regions shall be elected in odd numbered years and representatives from the Mid-Atlantic, Great Lakes and the Southwest regions shall be elected in the even numbered years. 

                                  OFFICERS

                                 Series l00

TITLES: DUTIES                                         

CODE NO.:  l08.l

     A.  
Serves as liaison between Division and respective regions.

     B.  
Informs regional membership of Board actions.

     C.  
Disseminates pertinent Divisional information to regional membership.

     D.  
Performs other duties as assigned by the President and/or Board.

     E.  
Assists and serves as a resource person to regional and appropriate state unit membership.

     F.  
Obtains working knowledge of the Division's Constitution and Bylaws as a background for decisions.

     G.  
Submits a narrative of approximately 500 words to the Editor of the NRAA Newsletter in accordance with a schedule provided and disseminated by the Newsletter Editor.

     H.  
Provides a written report for the annual national and mid‑winter meetings which includes a minimum of the following:

     -
The status of existing NRAA operations in each state in the region.

     ‑   
Plans for enhancing NRAA activities/membership in each state in the region.

     ‑  
A listing of the individual state and regional NRAA representatives, their address and phone numbers, and terms of office.

     ‑   
A report of all election results for the states and the region.

     ‑   
A summary of the state and regional conference activities.

     I.  
Attends the national NRAA meetings, their respective annual regional meeting, and as many state NRAA meetings as possible.

     J.  
Acts as the regional liaison and support person for the New Unit Development Committee.

     K.  
Serves on the NRAA committees, task forces, study groups, etc.

CODE NO.:  108.1 (cont.)

     L.  
Solicits input, concerns and news from state and regional members in order to provide this information to the Executive Committee and to obtain the information necessary for the newsletter.

     M.  
Functions in a manner that actively encourages and facilitates state and regional member input and participation.

     N.  
Develops and maintains a regional NRAA Policy and Procedures Manual that assists in further defining the roles of regional officers and in supporting a smooth transition of regional activity.

     O.  
Ensures that a smooth transition of responsibilities and information occurs at the end of their term of office (within 30 days of the announcement of election results at the annual national meeting).  This includes timely delivery of the following to the newly elected Board Member.

     ‑   
An up‑to‑date copy of the NRAA Policy and Procedures Manual.

     ‑   
The status of their respective state and regional units and appropriate contact persons.

     ‑   
A summary of any initiatives that are not completed and will require special attention.

     ‑   
Copies of appropriate NRAA correspondence over the last twelve months.

     ‑   
The names, addresses and phone numbers of the NRAA officers with whom the new Board Member should make immediate contact, if they have not done so already:

          
‑   The President;

             
‑   The NRAA Newsletter Editor;

             
‑   The Chair of the New Unit Development 
Committee.

      

‑   An orientation to the roles and 
responsibilities of Board Members.

P.  
Sets aside a specific time at the annual national meeting to collectively review the roles and responsibilities of Board Members and to determine their appropriateness or need for revision.

Q.  
Serves on Membership Committee

                                    INDEX

                                 Series 200

200  Standing Committees

201  Membership 

202  Conference Program

203  Nominations and Elections

204  Constitution and Bylaws

                             STANDING COMMITTEES

                                 Series 200

TITLE:  MEMBERSHIP COMMITTEE                           

CODE NO.:  20l

MEMBERS:     Composition of Committee (refer to 0l.7) The Regional Board members serve on this committee.  The Committee Chair is appointed by the President to serve for a one year term beginning on January 1.                                                               

CHARGE:      To participate with NRA General Membership Chairperson and coordinate membership solicitation with NRA efforts.

             
To update and revise the membership brochure as needed.

             
To identify a method for giving out Membership Certificates to new members.

            
To encourage and provide assistance to each State and Regional NRAA Unit Membership Chairperson to building a broad membership base to include members from State VR Agencies, rehabilitation facilities, rehabilitation university programs and other private rehabilitation agencies.

             
Responsible for determining the winner of the annual state unit membership award.  (See 706)

SUGGESTED

PROCEDURES:  l.  
Check monthly membership printout for new members ‑ send appropriate membership certificate (signed by the President) with seal attached and welcome letter to new member.

             2.  
Check monthly membership printout for members on HOLD list (address is incorrect) and print in Newsletter asking for update on addresses.

             3.  
A.  Divide one copy of the monthly membership printout by regions and send to regional membership chairpersons (members of the membership committee).

                 
B.  On alternate months send copy to state units instead of regional as stated in A. above.

             4.  
Check Division Cash Total (printout sent to President by the Association listing persons paying dues during the month) against monthly membership printout for errors ‑ follow up with Association as necessary.

CODE NO.: 201 (cont.)

             5.  
If possible also check mailing labels sent to Newsletter Editor against membership printout for errors.

             6.  
Confer with President on monthly basis for a membership report.

                             STANDING COMMITTEES

                                 Series 200

TITLE:  CONFERENCE PROGRAM                             

CODE NO.:  202

MEMBERS:     Selected by Chairperson with at least one nominated by host State Chapter.

CHARGE:      To conduct a high quality National Conference Program for NRAA, and to provide (at the NRA Convention) at least one session, to be open to be best qualifying bid.  To handle local arrangements and to arrange for hospitality sessions at the NRAA National Conference.

                             STANDING COMMITTEES

                                 Series 200

TITLE:  NOMINATIONS AND ELECTIONS COMMITTEE            

CODE NO.:  203

MEMBERS:     Four NRAA members appointed by the President as recommended by the Committee Chairperson, the Immediate Past‑President, and approved by the Board.

CHARGE:      To conduct a vigorous nominations drive and to present at least a double slate ballot to the membership on a timely basis.

                             STANDING COMMITTEES

                                 Series 200

TITLE:  CONSTITUTION AND BYLAWS COMMITTEE              

CODE NO.:  204

MEMBERS:     Selected by Chairperson

CHARGE:      To bring the NRAA Constitution and Bylaws up to date.  To review all current state and regional unit Constitutions and Bylaws to bring them up to date.  To review and recommend to the Executive Committee proposed Constitution and Bylaws for new state and regional units.  

                                    INDEX

                                 Series 300

300  Current Ad Hoc Committees

30l  Awards

302  History

304  Minority Concerns

305  Professional Concerns

306  Resolutions

307  Unit Development

308  Unit Grants 

                          CURRENT AD HOC COMMITTEES

                                 Series 300

TITLE:  AWARDS                                         

CODE NO.:  30l

MEMBERS:     One member from each NRAA region selected by the Chairperson.

CHARGE:      To conduct a rigorous campaign designed to cause to be submitted at least two candidates for each award and to select only the most outstanding and qualified persons and units for the awards.  

                          CURRENT AD HOC COMMITTEES

                                 Series 300

TITLE:  HISTORY                                        

CODE NO.:  302

MEMBERS:     Selected by Chairperson

CHARGE:      Using data collected to date available from the Archives in the NRA Office in Washington, D.C., in the office of the Immediate Past President of NRAA to compile a history of NRAA from inception to date.

                          CURRENT AD HOC COMMITTEES

                                 Series 300

TITLE:   MINORITY CONCERNS                              

CODE No.:  304

MEMBERS: Chair to appoint.

CHARGE:      To further advancement of minorities in rehabilitation administration.

                          CURRENT AD HOC COMMITTEES

                                 Series 300

TITLE:  PROFESSIONAL CONCERNS                          

CODE NO.:  305

MEMBERS:     Immediate Past President and the President‑Elect.

CHARGE:      To conduct planning which will provide guidance into the future which is contiguous with past NRAA activities. 

                          CURRENT AD HOC COMMITTEES

                                 Series 300

TITLE:  RESOLUTIONS                                    

CODE NO.:  306

MEMBERS:     Selected by the Chairperson.

CHARGE:      To implement the mechanism for soliciting and approving resolutions for NRAA.

                          CURRENT AD HOC COMMITTEES

                                 Series 300

TITLE:  UNIT DEVELOPMENT                               

CODE NO.:  307

MEMBERS:     One member per NRA region selected by Chairperson.  Suggest coordination with Chairman of Membership Committee, and the Regional Board Member from each region to serve on each committee.

CHARGE:      To develop one regional and state unit.

                          CURRENT AD HOC COMMITTEES

                                 Series 300

TITLE:   UNIT GRANTS                                  

CODE NO.:  308

MEMBERS:     At least one NRAA member from each region, recommended by the regional board representatives and selected by the Chairperson.

CHARGE:      To conduct vigorous campaign to encourage applications from all approved state and regional units.  To provide technical assistance to the units. 

                                    INDEX

                                 Series 400

400  Publications

40l  Newsletter

     40l.l   Responsibilities of the Editor

     40l.2   Development and Preparation

                                PUBLICATIONS

                                 Series 400

TITLE:  NEWSLETTER                                     

CODE NO.:  40l

SHORT DESCRIPTION

     The NRA Newsletter is published on a quarterly basis.  This publication consists of timely information which is of interest to all members of the Division.

                                PUBLICATIONS

                                 Series 400

TITLE:  RESPONSIBILITIES OF THE EDITOR                 

CODE NO.:  401.1

     l.  
Insure quarterly printing of the Newsletter (January, April, July, and October.

     2.  
Compile and write articles.

     3.  
Insure that the material which is printed is accurate. 

     4.  
Arrange for printing and mailing of the Newsletter.

     5.  
Handle correspondence related to the publishing of the Newsletter:

         A.  General correspondence

         B.  Subscriptions

         C.  Advertisements

         D.  Ordering of mailing labels

     6.  
Attend Executive Committee Meetings

     7.  
Submit bills to Treasurer for payment.

                                PUBLICATIONS

                                 Series 400

TITLE:  DEVELOPMENT AND PREPARATION                    

CODE NO.:  40l.2

     l.  
Recurring columns:

         A.  President's comments

         B.  Budget information

         C.  Editor's comments

         D.  Mental Health notes

     2.  General content guidelines:

         A.  Winter issue (January)

             l.  
No regular format.

             2.  
Includes constitution and bylaws if changes have been made.

         B.  Spring issue (April)

             l.  
Highlights the Mid‑Year Executive Committee Meeting.

             2.  
Calls for nominations.

         C.  Summer issue (July)

             l.  
Contains vitae of nominees and ballot.

             2.  
Presents annual meeting schedule.

         D.  Fall issue (October)

             l.  
Highlights annual conference.

             2.  
Lists names and addresses of officers and committee chairperson.                            

                               P     APPOINTMENTS

                                 Series 500

TITLE:  APPOINTMENTS                                   

CODE NO.:  500

     Unless specified otherwise in either the Constitution, the Bylaws, or the Operations Manual of NRAA, appointments to regional or national committees, advisory board, or administrative positions are at the discretion 

of the President.  Authority to make such appointments may be delegated in any manner which the President determines appropriate.

                                    INDEX

                                 Series 600

600  Operating Procedures

60l  Bank Account Procedures

     60l.l   Endorsement of Checks (Income Process)

602  Payment of Expenses

603  General Operating Schedule

604  List of Accounts and Reports

605  Travel Expense Policy

606  Unit Grants Application Packet

                            OPERATING PROCEDURES

                                 Series 600

TITLE:  BANK ACCOUNT PROCEDURES

CODE NO.:  601

     Bank Signature Cards must be signed by the President (Immediate Past‑ President), and the Treasurer.  The Treasurer shall issue and sign all checks.  In the absence of the Treasurer, funds may be removed by either of the other persons listed.

     Printed checks will show the name of the organization and require only one signature, however, dispursments over the sum of &700.00 must have two signatures.  Any other inscription is left up to the discretion of the President and Treasurer.

     The account should be closed at the end of tenure, but only after all outstanding checks have been cleared.  Forward all other funds to successor.

                            OPERATING PROCEDURES

                                 Series 600

TITLE:  ENDORSEMENT OF CHECKS (INCOME PROCESS)

CODE NO.:  60l.l

     Endorse all checks as follows:  Pay to the order of (list bank), for deposit only.  Below this write the name of the organization (National Rehabilitation Administration Association), complete the appropriate deposit slip and mail to the bank.  All checks should be deposited intact directly 

into the NRAA bank account by completing the Revenue Deposit ticket.

     Make the appropriate journal entry so as to debit the bank account and credit the revenue account.  Post the entries to the Balance Sheet Ledger and the Revenue Ledger.  

                            OPERATING PROCEDURES

                                 Series 600

TITLE:  PAYMENT OF EXPENSES                            

CODE NO.:  602                                                  

     Ensure that the purposed expenditure meets current NRAA policy and has been approved by the appropriate committee chairperson or officer. Make any necessary adjustment in the math and assign the appropriate expense account number to the bill, numbering consecutively.  Complete an expense voucher, Complete the check register and include the voucher number of the bill being paid.  Issue the reimbursement check and mail.  It is helpful to send a copy of the invoice, keeping the original for NRAA records.  

     Record the disbursement in the General Journal debiting the appropriate expense account and crediting the checking account.  Make the appropriate entry in both the Balance Sheet Ledger and the Expense Account Ledger.  A balance sheet ledger can be found under 60l.3.  An example of an Expense Account Ledger follows as 602.4.

                            OPERATING PROCEDURES

                                 Series 600

TITLE:  GENERAL OPERATING SCHEDULE                                 CODE NO.:  603

     It is the responsibility of the Treasurer to ensure adequate funds are available to meet current expenses but, at the same time, to maximize interest earnings.  A good rule of thumb is to keep two months of operating cash in the checking account based on the next two months anticipated expenses.  With the written approval of the President for each purchase, surplus funds should be used to purchase the highest interest bearing certificates of choices from financial institutions who are a member of the 

Federal Deposit Insurance Corporation (FDIC). 

     Budget Development:  Just prior to the annual meeting, the Treasurer and President‑Elect will collaborate to project a new budget based on past experience and the President‑Elect's proposed new year program.  In addition, prior to each Executive Committee meeting, the Treasurer shall bring the budget experience report up to date, making budgetary revisions and 

recommendations for consideration by the Executive Committee.

     Using accepted account practices and procedures, the books should balance and a trial balance compiled at least monthly.  Using this method, the Treasurer should be prepared to submit on demand a Balance Sheet (603.3), Operating Statement (603.4), and a Budget/Experience Report (603.l).

     It is the responsibility of the Treasurer and President‑Elect to collaborate in finalizing the proposed budget with the new president before the Annual Board Meeting.  Also annually an audit of the accounts must be arranged for through a reliable accounting firm.  This report to include the filing by the l5th of the 5th month following the close of the organization's fiscal year, a federal tax report, form 990.  The status of Prepaid Insurance bond should be noted annually.

                              LIST OF ACCOUNTS

                               (Name & Number)

CODE NO.: 604

NUMBER       EXPENSE

 11          Research

 l2          Short‑term Training

 13          Constitution

 14          Membership

 15          Unit Development

 16          Awards

 17          Nominations and Elections

 18          NRAA/CSAVR Liaison

 19          Ethics

 20          Legislative

 21          Resolutions

 22          CARF Ad. Standards Liaison

 23          Accreditation

 24          Certification

 25          NRAA History

 26          Executive Committee

 27          President

 28          Immediate Past President

 29          Secretary

 30          Treasurer

 32          Program Grants

 33          Operations Grants

 41          National Conference Program

 51          Newsletter

 52          Journal of Rehabilitation Ad.

 61          Organization Membership

 62          Audit Fee

 63          Operations

                              LIST OF ACCOUNTS

CODE NO.:  604

NUMBER       REVENUE

R‑9.l        Membership Dues

R‑9.2        NRA Rebate

R‑9.3        Interest ‑ Income

R‑9.4        Other Income

NUMBER       BALANCE SHEET ACCOUNTS

A‑1.1        Checking Account

A‑1.2        Savings Account

A‑1.3        Certificate of Deposit

A‑2.0        Accounts Receivable

A‑3.0        Prepaid Postage

A‑4.0        Supplies

A‑5.0        Prepaid Insurance

L‑6.0        Accounts Payable

L‑7.0        Bank Note Payable

E‑8.0        Investment

E‑9.0        Revenue

E‑0.0        Expense

                               LIST OF REPORTS

CODE NO.: 604

Expense Report Voucher

Revenue Deposit Report

Monthly Operating Statement

Balance Sheet

Budget/Experience Report

Accountants' Opinion

                           TRAVEL EXPENSE POLICY

             NATIONAL REHABILITATION ADMINISTRATION ASSOCIATION

                     NATIONAL REHABILITATION ASSOCIATION

TITLE:  TRAVEL EXPENSE POLICY

CODE NO.: 605

Current guidelines regarding reimbursement for NRAA Board Members and Journal of Rehabilitation Administration Representatives (for NRAA) travel to board meetings are as follows:

A.  
If cost of travel and related expense can be covered by your state agency, facility, etc., such sources should be the first source of payment for all expenses.  NRAA will provide a thank you letter to the organization providing your support for such coverage, noting them as in-kind contributions.

B.  
Individuals receiving reimbursement for travel expenses must attend all meetings of the Board to receive compensation.  Exceptions to the meeting attendance requirement can only be granted by the President.

C.  
Individuals receiving travel reimbursement will be responsible for obtaining the lowest airfare available.  Consideration will be given by the Board for reimbursement to individuals for non-refundable tickets in emergencies.  Super-saver fares should be used if available.  Train or bus fares shall be allowed provided they do not exceed the cost of the coach airfare.  Automobile travel shall be allowed at the IRS allowable rate provided it does not exceed the cost of coach airfare, except in the cases where two or more persons are traveling together at NRAA expense, in which case, the driver shall be reimbursed at the IRS allowable rate.  Receipts for common carriers are required.

 D.
Limousine service shall be used in lieu of taxies, when the service is available.  Taxi fare or automobile expense to and from home to the site of public transportation shall be allowed.  Automobile travel shall be allowed at the IRS allowable rate.  The cost of parking fees shall be allowed.  Parking receipts are required.  Taxi/limo charges in excess of $10.00 require a receipt.

E.  
Whenever possible, NRAA communications shall be handled by mail.  When it is necessary to make long-distance telephone calls in the conduct of NRAA business while traveling, the cost of such calls shall be allowed.

F.  
Copy service, meeting supplies, registration fees, and like expenditures which might result in the conduct of NRAA business are allowable.

                                                                   G.  
Under normal circumstances, 1/2 of the double room rate will be reimbursed.  Individuals receiving reimbursement will be responsible for obtaining room discounts whenever possible (such as special government rates, AARP, etc.)

H.
When authorized persons travel to NRAA Board meetings or functions, they are eligible to be reimbursed a meal per diem not to exceed $15.00 per day.

I.  
Receipts for transportation, lodging, parking, telephone, and other expenses described above, must be attached to an Expense Voucher.  Expense Voucher with receipts is submitted to the Treasurer for approval and payment.

J.  
NRAA will reimburse allowable costs of attendance at the mid-year and national meetings by executive committee members, membership committee chair, Newsletter editor, grant committee chair, and regional representatives to the Board.  Support of expenses not paid by NRA for the NRAA Representative to the NRA Board will also be provided.

K.  
Claims for reimbursement are to be filed with the Treasurer within 45 days of the date for which the claim is made or by the end of the calendar year, whichever occurs first.

CODE NO.:  606

             NATIONAL REHABILITATION ADMINISTRATION ASSOCIATION

                       Unit Grants Application Packet
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CODE NO.:  606

             NATIONAL REHABILITATION ADMINISTRATION ASSOCIATION

                            Description of Grants

A.   Operation Grant

     l.  
Purposes ‑ These grants are to insure that State and Regional Units have funds available to carry out functions basic to the survival of the units.  The grants may not meet all of the operations expenses of an active growing unit, i.e., a local unit may need to look to itself for ways of funding operations costs in excess of the level of these grants.

     2.  
Allowable uses of funds ‑ NRAA may not monitor the use of these funds in great detail, or narrowly define their allowable use.  State and Regional units should nevertheless, think of the primary use of these funds being in the following categories:  communications expenses (phone, postage, mailing supplies, printing, recordkeeping expenses, files, etc.); equipment expenses (related to previously described functions); personnel expenses (typing, recordkeeping, etc.).

     3.  
Funding Levels and Calculation Methods

         
a)  Approved requests from a State Unit will be funded on the basis of $1 per member in the unit as of the preceding June 30th.  The membership figures used will be taken from the official NRA records for that date.

         
b)  Approved requests from a Regional Unit will be calculated by method (1) or (2) below, whichever provides the larger grant:

             
(1)  $0.25 per member in region.

             
(2)  $1.00 per member in region not associated with an approved State Unit.  

     4.  
Application and Reporting Guidelines ‑ Requests for Operational Grants will be submitted by the Unit Treasurer and President on the appropriate NRAA Grant Request form.  Only one Operational Grant may be requested per unit each calendar year.

         
The NRAA Unit Grants Application Packet includes the appropriate Grant Request Form, instructions for its completion, and procedures to be followed in submission and approval of requests.

CODE NO.: 606 (cont.)

         
All questions relating to Operational Grants should be addressed to the Unit Grant Committee Chairperson.   

B.   Professional Programming Grants                  

     1.  
Purpose ‑ These grants are to assist State and Regional Units plan, develop and conduct professional development activities for NRAA members in conjunction with association conferences and throughout the year.  Activities funded through these grants are to meet objectives related to the professional interests and needs of NRAA members within the framework of the goals and purposes of the Association.

     2.  
Allowable Uses of Funds ‑ Any necessary cost of making available professional growth and development activities to NRAA members may be considered.  Such cost items would include, but not necessarily be limited to, honoraria and expenses of conference speakers; costs of producing, renting or duplicating learning materials and media; and meeting room rental.

     3.  
Funding Levels and Calculation Methods

         
a)  Approved requests from State Units will receive up to $250.00 to support their professional program.  States with more than 50 members as of the preceding June 30th, may apply for additional professional programming funds at the rate of $5.00 per member in excess of 50 members.

         
b)  Approved requests from a Regional Unit will be calculated by awarding up to $250.00 to support their professional program.  Regions with more than 250 members as of the preceding June 30th may apply for additional professional programming funds at the rate of $1.00 per member in excess of 250 members.

     4. 
Application and Reporting Guidelines ‑ Requests for Professional Programming Grants will be submitted by the Unit Treasurer and President on the appropriate NRAA Grant Request form.  Applications for this grant may be made at any time within the calendar year for which it is requested.  Only one Professional Programming Grant may be requested per unit each calendar year.

         
The NRAA Grants Application Packet includes the appropriate Grant Request Form, instructions for its completion, and the procedures to be followed in submission and approval of requests.
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There is a reporting requirement connected to the awarding of a Professional Programming Grant.  Following the completion of the program activities funded by the grant, the Unit must submit a Program Evaluation Report.  A form for this report must be submitted before a subsequent Professional Programming Grant may be awarded.

         
All questions relating to Professional Programming Grants should be addressed to the Unit Grants Committee Chairperson.

CODE NO.:  606 (cont.)

      GUIDELINES FOR EVALUATING OPERATING & PROFESSIONAL PROGRAM 

                             GRANT APPLICATIONS

To be completed by Grants Chairperson and Grants Committee.

1.
Determine that the applicant is an approved unit (state or regional) of NRAA.

2.
Determine if president and treasurer listed on the application corresponds to the officers of the unit listed on the national roster.

3.
Review the content of the proposal relative to its correspondence to the stated purposes of the grant program and particular category of grant.

4.
Review adequacy of the justification of the requested funds.

5.
Determine if the unit has submitted its evaluation report of the previous Professional Program Grant.

6.
Check the amount of grant request to ensure that it corresponds to the amount authorized by virtue of the number of members in the unit as of the previous June 30th membership report.  Also, determine if the state unit has waived any of its authorized funds to its region and adjust the authorization accordingly.

7.
If regional application, ensure that the amount requested corresponds to the amount available from membership in states which have no units.  

Dispositions

1.
If not approved unit, advise applicant and refer to New Unit Development Chairperson.

2.
If discrepancy in names of officers, resolve by phone or letter to ensure responsible application and updated officer roster.

3.
If all else is in order, but the application is not in line with the purpose of the grant program, or the justification is insufficient, advise the applicant and make helpful suggestions as to how to correct and encourage resubmission.
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4.
If all else is in order, but the unit has failed to submit its previous year's report, tentatively approve contingent on receipt of delinquent report.

5.
If all else is in order, but the amount requested exceeds authorized amount, may simply reduce the amount of award to authorized amount or request resubmission.

6.
Ensure that the application is reviewed on all criteria on the first round and advise applicant of all deficiencies the first time so as to avoid repeated delay.
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             NATIONAL REHABILITATION ADMINISTRATION ASSOCIATION

                      Grant Request Form ‑ Instructions

The following brief instructions and comments are for your guidance in requesting NRAA Unit grant funds.  Prior to completing the form please review the Grants Program Policy sheet and the sheet describing NRAA Unit Grant Procedures.  The numbering of the instructions corresponds to the items on the request form.

1.
Enter the formal name of the applying unit.

2.
(a‑e) Enter the appropriate information regarding the unit's current treasurer.  The treasurer's signature (2E) is also required.

3.
(a‑e) Enter the appropriate information regarding the unit's current president.  The president's signature (3e) is also required.

4.
This form can be used to request either the Operational Grant or the Professional Program Grant, or both by checking the designated box(es) and completing the specified additional items.

5‑6.
If the information called for is not available, these items may be left blank.  They would then be completed by the Grants Committee.

7.
This item is to be completed only for the Professional Program Grant 
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             NATIONAL REHABILITATION ADMINISTRATION ASSOCIATION

Instructions for completion of the Professional Program Grant Evaluation Report.

1.
Enter date of completion of form.

2.
Enter the official name of the reporting unit.

3.
Enter the identifying information of the Unit President as of the date in Item #1.

4.
Enter the identifying information of the Unit Treasurer as of the date in Item #1.

5.
Enter the identifying information of the Unit President‑Elect as of the date in Item #1.

6.
Describe the program as presented.  Include information regarding topics, agenda, speakers and/or materials utilized.  Printed program brochures, agenda, materials or other items descriptive of the program activities may be attached.

7.
Enter total number of participants.

8.
Describe the participants ‑ occupational groupings, organizational affiliations, etc.

9.
Provide a breakdown of program expenditures.

l0.
Indicate sources of funding utilized in developing and implementing the professional program other than NRAA.

11.
If all of the NRAA Professional Program funds granted for this program were not utilized, indicate here the amount unexpended and the unit's proposed plan for their use.  The approval of such plans or the request for their return to NRAA will be dependent on the nature of the plan, the status of the unit grants budget, and other Professional Program grant requests.

l2.
President's signature.
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                             GRANT REQUEST FORM

l.
Name of Unit ___________________________________

2.
a.____________________________

3.
a.__________________________
    a. _____________________

       Unit Treasurer's Name               Unit President's Name

b.____________________________     b. ____________________

       Address                                Address

c.____________________________     c.  ____________________     City, State, Zip                       City, State, Zip

d.____________________________     d.  ___________________   

  Telephone No.                          Telephone No.

e.____________________________     e. _____________________

       Signature                              Signature

4.   Type Grant(s) Requested:  

a) 
[ ] Operational‑ if box is checked, complete Item 5 and 



l2b.

b)
[ ] Professional Program Grant‑ if box is checked, 




complete Items 6‑l2a.

5.   Unit members as of past
State: Members______ X $1.00 = ____ 
June 30th _____________
Region: Members_____ X $0.25 = ____

6.   Unit members as of past   States 50 or less members: $250.00 
June 30th ____________




max.

     




Regions 250 or less members: 










$250.00 max. 
$5/member excess 50/250   Requested amount: $______________
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7.
Description of proposed program:

8.
Anticipated dates of program____________________________

9.
Anticipated number of participants______________________

l0.
Identification of participants

11.
Anticipated program expenditures

     a) Speakers‑Consultants $_____________

     b) Travel for above     $_____________

     c) Supplies/Materials   $_____________

     d) Participants' travel $_____________ for _______ 


participants

     e) Other______________  $_____________

     f) TOTAL                $_____________

12.
We agree that a)[ ] we will submit a Professional Program Grant Evaluation Report to the Unit Grant Committee of NRAA within three months following the program.  We also agree that we will notify the Committee if we are for any reason unable to utilize the Professional Program Grant Funds in the manner proposed.  b)[ ] We will use the Operations Grant Funds for their intended purposes.

     Signed___________________________________________________________

     Date_____________________________

*****************************************************************
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The following Sections are to be completed by the Unit Grants Committee.

Date Grant Request Received_______________________

Operations Grant Approved__________  Amount____________  Date________________

Rejected__________  Reason__________________________________

Professional Program Grant Approved__________  Amount_________ Date__________ 

                     


Rejected__________  Reason________________________

Letter or phone contact requesting more information ‑ Date___________________

Additional information received ‑ Date____________________

Grantee Notified ‑ Date______________  Letter______________  Phone___________

Treasurer authorized to make payment ‑ Date__________________

Professional Program Grant Evaluation Report Received ‑ Date_________________

Follow‑up request(s) for Program Grant Evaluation ‑ Date_____________________

Comments:

             NATIONAL REHABILITATION ADMINISTRATION ASSOCIATION 

                Professional Program Grant Evaluation Report

l.   Date________________

2.   Name of  Unit_____________________________________________

3.   _________________________      ___________________________         President's Name                    Street Address

     _________________________      ___________________________

        City, State, Zip Code            Phone

4.   _________________________      ___________________________

       President‑Elect's Name            Street Address

     _________________________      ___________________________

        City, State, Zip Code            Phone

5.   Date of Meeting ______________

6.   Meeting Site

____________________________   ___________________________

 Hotel                             City  State

7.   Description of Program____________________________________     

8.   Total Number of Participants_____________

9.   Describe Participant Group__________________________________

_________________________________________________________________     

_________________________________________________________________

10.  Expenditures

         Speakers‑Consultants___________

         Travel for above    ___________

         Supplies/Materials  ___________

         Participant Travel  ___________ for _______# 

participants

         Other  ___________  ___________

             TOTAL           ___________
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                Professional Program Grant Evaluation Report

                                     ‑2‑

11.
Sources of Funding other than NRAA Grant ___________________

_________________________________________________________________

_________________________________________________________________

12.
Plans for use of any unexpended Professional Program Grant funds:  _____

_________________________________________________________________

_________________________________________________________________

13.  _________________________________

           President's Signature

                                    INDEX
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                                   AWARDS

                                 Series 700

TITLE:  GENERAL                                                    CODE NO.:  701

AWARDS PROGRAM

     NRAA presents several awards at the annual convention.  The NRAA awards program is an effort to stimulate and recognize superior performance and exemplary achievement in rehabilitation.  Nominations for the following should be submitted to the Awards Committee Chairperson not later than August 1 of the year for which the award is to be made:  the Mary E. Switzer Award for Rehabilitation Leadership, the Guy F. Hubbard Award for Excellence in Rehabilitation Management, the Presidential Citation for Distinguished Rehabilitation Service, the Jerome R. Lorenz Research Award for Advancement of Research in Rehabilitation Administration, and the Professional Programming Award.  The selection of the Membership Award is automatic, and Appreciation Certificates are granted at the discretion of the President.  The name and address of the current Awards 

Committee Chairperson will be published annually in the Journal and in the Newsletter.

NOMINATIONS

      Nominations for awards should include the following types of information:

     
a.  The title of the award for which the nomination is submitted.

     
b.  The name, current position and address, and telephone number of the nominee.

     
c.  The name, address, and telephone number of the state chapter or member submitting the nomination.

     
d.  The nominee's vita.

     
e.  Letters of recommendation.

     
f.  A narrative of the superior performance and exemplary achievements which are believed to qualify the nominee for the award.
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                                 Series 700 

CODE NO.: 702

TITLE:  MARY E. SWITZER AWARD FOR REHABILITATION LEADERSHIP  

     This is the highest award granted by NRAA.  The award recognizes and honors outstanding rehabilitation leadership of a national scope.  Persons from either the public or the private sectors may be nominated.  Each nominee must demonstrate exceptional competence in rehabilitation administration or 

supervision, and be recognized as a rehabilitation leader of national importance.  The award is presented annually.  However, the Awards Committee may elect not to present the award if the nominees do not meet the qualifying standards.  Nominations can be made either by a state chapter or an individual member.

                                   AWARDS

                                 Series 700

CODE NO.:  703

TITLE:  PRESIDENTIAL CITATION FOR DISTINGUISHED REHABILITATION SERVICE

     This award is granted in recognition of exceptional rehabilitation service in administration, supervision, program planning and evaluation, research, teaching and legislation.  Persons from either the public or the private sectors may be nominated.  This award is presented annually and may be 

presented to more than one recipient at the discretion of the Awards Committee.  However, the Awards Committee may elect not to present the award if the nominees do not meet the qualifying standards.  Nominations can be made either by a state chapter or by an individual member.

                                   AWARDS

                                 Series 700

CODE NO.:  704

TITLE:  JEROME R. LORENZ RESEARCH AWARD:  For Advancement of 
          Research in Rehabilitation Administration.

     This award is granted to recognize the contributions of individuals who have conducted research activities of significant value to rehabilitation administrators.  Persons from either public or private sectors may be nominated for the award.  It is presented annually and may be presented to more than one recipient, or to no recipient, at the discretion of the Lorenz Award Selection Team.  Nominations can be made by a state unit or by any individual member.

Criteria for recipient selection will be reviewed annually by the Jerome R. Lorenz Research Award Committee.  The Committee is comprized of all Presidents of the National Rehabilitation Administration Association (NRAA), past and present, and of all Editors of the Journal of Rehabilitation Administration (JRA), past and present.  Their review will be initiated after January 1st by the Lorenz Award Selection Coordinator (appointed yearly by the NRAA President).  All review and revision of selection criteria, guidelines, and/or procedures must be completed no later than April 1st.

The Lorenz Selection Coordinator will also initiate a yearly election for the four Selection Team members chosen by the Committee; three from among their ranks and one not of their kind.  The Selection Team will consist of six members: the NRAA President, the JRA Editor, three past-Presidents/past editors, and one person nominated by the Past-Presidents/past editors but not of their ranks.

At the earlist possible date following the Committee's review, but no later than April 1st, the Lorenz Award Selection Coordinator will disseminate a solicitation for nominations to all NRAA leaders, all relevant professional journals and newsletters, and any other persons at the discression of the Coordinator.  The solicitation will direct the potential nominator to request a nomination "kit" from the Coordinator.  It will also contain a deadline date for the receipt of completed nomination forms that is no later than September 1st.  (This date may be earlier.  A minimum of two months should be allowed between the nomination deadline and the National Rehabilitation Association [NRA] training conference.)
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The nomination kit will contain a nomination form, instructions for completing the form, and a sample of the criteria used by the Selection Team to evaluate nominees.  After the deadline date, the Selection Coordinator willl send all nomination materials for each nominee to the Selection Team.  Each Selection Team member will use the selection criteria established earlier in the year to assign up to 100 "points" to each nominee.  The assigned points are conveyed to the Selection Coordinator for tally no later than October 1st.  (Or earlier to allow a minimum of one month between selection and presentation.)

At the annual NRA training conference, the award recipient will be presented with a suitable momento and a check for no less than $500.00.  The dollar amount may be larger depending upon accrued interest and outstanding expenses.

                                   AWARDS

                                 Series 700

TITLE:  GUY F. HUBBARD AWARD                                       CODE NO.:  705

     This award is conferred in recognition of a rehabilitation management practitioner who has demonstrated excellence in rehabilitation supervision or administration.  The award is named in honor of an individual, the late Guy F. Hubbard, Assistant Director, North Carolina Division of Vocational Rehabilitation, who believed that successes in vocational rehabilitation are directly attributable to rehabilitation management's ability to promote growth and development.  Individuals nominated should have demonstrated excellence, innovation, initiative, as well as outstanding competence in supervision or administration.  Individuals from the public sector may be nominated.  Nominations may be made by individual members, state chapters, or regional chapters.

                                   AWARDS

                                 Series 700

TITLE:  PROFESSIONAL PROGRAMMING AWARD                             CODE NO.:  706

     This award is granted to the state chapter with the most outstanding professional programming during the year for which the award is made.  In addition to the certificate of award, the state chapter selected will receive a 50 percent supplement of Professional Program Grant funds during the following year.  The "Report of Usage of the NRAA Professional Program Grant Funds" is the primary basis for selecting the recipient.  Nominations can be made either by a state chapter or by an individual member.  Nominations should include a description of the types of professional programming, and of the duration and frequency of the programs presented.

                                   AWARDS

                                 Series 700

TITLE:  MEMBERSHIP AWARD                                           CODE NO.:  707

     This award is granted to the state chapter with the greatest combined actual increase in membership during the year for which the award is granted.  In addition to the certificate of award, the state chapter selected will receive a 50 percent supplement of Operations Grant Funds during the following year.  The Division membership chairperson will determine the winner of the award.  The NRA computer generated roster of members is the basis for selecting the recipient. 

                                   AWARDS

                                 Series 700

TITLE:  APPRECIATION CERTIFICATES                                  CODE NO.:  708

     This award is granted at the discretion of the President, in recognition of outstanding service to NRAA.

