PUTNAM COUNTY MASTER GARDENERS ASSOCIATION BY-LAWS
Article I – Name 
The name of the organization shall be the Putnam County Master Gardeners Association and is referred to in these by-laws as “the Association”.

Article II – Mission Statement

The purposes for which the Association is organized shall be:  
· to improve Master Gardeners’ knowledge and interest in horticulture and related activities

· to provide opportunities for Master Gardeners to meet and associate with others with similar interests

· to provide information on horticultural practices and techniques to educational and community groups

· to enhance and supplement the consumer horticulture programs of the West Virginia University Extension Service

· to undertake horticulture-based projects that support the mission of the WVU Extension Service, which is to form learning partnerships with the people of West Virginia to enable them to improve their lives and communities

· to assist Master Gardener Interns in fulfilling their volunteer commitment

· to facilitate and promote regional and international Master Gardener programs and events

Article III – Basic Policies
Section 1. The Association shall be non-commercial, non-sectarian, and non-partisan.
Section 2. The Association shall not discriminate on the basis of race, gender, age, handicap, veteran status, religion, sexual orientation, color or national origin in its programs and activities.
Section 3. Activities of this Association shall never attempt to influence the election of a public official to any office or position.  
Section 4. There shall be no compensation to any member of the Association for the performance of his or her duties. 

Article IV – Membership

Section 1. Classes of membership

Intern:  Non-voting membership is automatically granted to anyone graduating from the Master Gardener Training Program.  Membership is for one calendar year from graduation, during which time the member must accrue forty (40) hours of volunteer service and forty (40) hours of education unless there is extenuating circumstances as determined by the Executive Committee.  
Active:  Active membership is granted to all members who have successfully completed their Master Gardener Training Program, have fulfilled their twenty (20) hours of volunteer service and their ten (10) hours of educational requirements each year, and have paid their dues.
Volunteer hours shall be within the parameters of a pre-approved Master Gardener program.  Attendance at a Master Gardener meeting with an educational speaker accrues educational hours and attendance at a regular Master Gardener meeting accrues volunteer hours including driving time.

Inactive
:  An inactive Master Gardener is one who is unable to commit to twenty (20) hours of service at present, but would like the opportunity to recertify in the future.  The following policies apply:

1. An inactive Master Gardener is one who has paid their annual dues and is in good standing having completed the original commitment of training, exam and volunteer service.

2. The inactive Master Gardener must attend or have attended ten (10) hours of continuing education for each year of inactive status.
3. An inactive Master Gardener may recertify within three (3) years as long as the above Active criteria are met.  Individuals on inactive status for more than three (3) years are required to retake the New Master Gardener training.

Associative:  Associative, non-voting membership is granted to all employees of the Extension Service and individuals who provide exceptional service to the Association and programs as determined by the Executive Committee.

Section 2. Resignation

Any member may resign from the Association by submitting a written notice of resignation to the Secretary of the Association.

Section 3. Termination of a Member
Termination from membership in the Association may result from failure to perform the responsibilities and duties as outlined in these by-laws. The Executive Committee shall evaluate all reported instances of such failures.  A majority vote of the Executive Committee shall be required.  A written notice of termination will be presented to the terminated member by the Secretary on behalf of the Executive Committee stating the reasons for the termination.  Any dues collected from the terminated member will not be returned in full or part.
Section 4. Termination of an Officer
Termination of an officer in the Association should be referred to the West Virginia Master Gardener Coordinator by the Executive Committee and then handled at the state level.

Section 5. Recertification

A Master Gardener must be recertified each year to remain on the “active” list and maintain the Certified Master Gardener title. A Master Gardener may recertify for participation in the program for the following year by completing a minimum of twenty (20) hours of volunteer work and ten (10) hours of continuing education during the current year.   See Article IV – Section 1, Active membership.
Article V – Meetings

Section 1: General Meetings
There shall be at least four general meetings each year.  Meeting times and places will be established by the Executive Board.  All members shall be notified of the general meetings by e-mail, telephone, or web page.  

Section 2. Special Meetings

Special meetings are meetings of established committees.  The committee chairs shall be appointed by the President and the chairpersons shall ensure the meetings and activities comply with the mission statement of the Association. 
Section 3. Quorum
For any meeting, a quorum with power to transact business shall consist of a majority of the active membership. 
Article VI – Officers

Section 1. General Powers

The business of the Association shall be managed by the Executive Committee chosen as described in Article VII – Section 1. The Extension Agent shall serve as a non-voting member of the Executive Committee.  

Section 2.  Eligibility for Positions

To be elected to the Executive Committee, the member must have completed all of the requirements of active membership.

Section 3.  Election of Officers

The Officers of the Association shall be President, Vice-President, Secretary, and Treasurer. The officers will serve on the Executive Committee. Elections shall be performed per Article VII – Section 2.
Section 4. Term of Office

The term of office shall be two years. The term shall begin on January 1st of the first year after election and terminate on December 31st of the second year after election.  No Executive Committee member may serve more than two consecutive terms in any position. 
Section 5.  Compensation
There shall be no compensation to members of the Executive Committee for the performance of their duties. 

Section 6.  Roles and Duties

President: The president shall chair all meetings of the Executive Committee, shall preside over all general Association meetings, and shall appoint the chair of all committees (see Article VII).  As chief executive officer, the President shall direct the activities of the Association in such a manner as to achieve the purposes in the Mission Statement. The President shall conduct all meetings using Roberts Rules of Order for Small Meetings (see addendum).  The President shall chair the Nominating Committee. The existing President shall see that an audit of the financial records shall be performed immediately before the new officers are elected.

Vice-President:  The Vice-President shall chair the Project Committee and shall be become the presiding officer in the absence of the President. The Vice-President shall perform such functions as directed by the President.
Secretary:  The Secretary shall make and keep an accurate and complete written record of (1) the activities of the Executive Committee and (2) minutes of the general meetings. The minutes of the general meetings shall be made available to the Association membership. The minutes of the preceding general meeting shall be reviewed, approved, and accepted by vote of the membership at the next general meeting of the Association. The Secretary shall deal with correspondence and communication necessary for the Association.
Treasurer:  The Treasurer shall chair the Finance Committee and shall have charge of all funds of the Association, shall keep an accurate and complete record of all income and expenses, and shall disburse funds only for such purposes as approved by the President.  Reimbursement to members for expenses incurred while performing approved activities of the Association shall be documented and approved by the President before monies are reimbursed by the Treasurer. The Treasurer shall give a report of the financial state of the association at each general meeting. This report shall be made available to the Association membership and accepted by vote of the membership. 
Article VII – Committees

Section 1. Standing Committees
Executive Committee:  Membership shall consist of the four officers of the Association and others as invited by the President. The President shall be the chair of the Executive Committee. The Executive Committee shall oversee the direction of the Association, develop policy, and review the functioning of other standing committees. The Executive Committee shall evaluate new projects to ensure they comply with the Association Mission Statement.  The Executive Committee shall evaluate and recommend termination proceedings per Article IV – Section 3.

Project Committee:  The Project Committee shall be chaired by the Vice-President of the Association. This committee’s function is to develop, implement, and evaluate projects of the Association; and to coordinate the volunteer activities.  
Finance committee:  Membership in this committee will consist of volunteers from the general membership. The Treasurer of the Association shall be the chair and the purpose is to levy and collect dues, and undertake expenditures in the name of the association.  This committee must ensure that Association funds are not used for businesses or organizations that exist solely for profit. 
Section 2. Other Committees
Nominating Committee:   The President of the Association, before his or her tenure is up, shall chair the Nominating Committee.  The Nominating Committee will recommend a slate of officers to the membership of the Association during a general meeting before the end of the current officers’ tenures in an odd numbered year.  Active members will vote on new officers from this slate. 

Article VIII – Fiscal Year and Dues

Section 1.  Fiscal Year

A fiscal year is defined as a calendar year.

Section 2.  Dues

All active members shall pay yearly dues of ten (10) dollars. Time period of the dues is from January 1st to December 31st.  The amount of the dues may be changed by the Executive Committee.
Article IX – Amendment Process

Notice of proposed revisions to these By-Laws shall (1) be approved by the Executive Committee and (2) be presented to all members by being read and discussed at a general Association meeting. These changes must then be approved by a quorum of the paid voting membership.  Any changes must be in accordance with by-laws of the West Virginia Master Gardeners Association.
Article X – Dissolution of the Association

If the Association ceases to exist, any remaining funds shall go to the State West Virginia Master Gardeners  Association. 
These By-Laws were duly approved on November 7, 1998
These By-Laws were duly revised in April 2001.

These By-Laws were duly revised again on August 17, 2015
There By-Laws were duly revised again on January 16, 2016

Addendum

Roberts Rules of Order for Small Meetings

Basic principles:

· All members are equal.
· A quorum of at least 50% of membership is required to conduct business.
· A motion is the basic unit for bringing up an issue.
· Only one motion should be considered at a time.

· Motion amendments may be made by any member.

· Discussion is encouraged on all motions.

· The issue and not the person is under consideration.

· Discussion should be geared for the benefit of the association and not any individual.
· Motions need a second before a vote is taken.
· A majority consensus of the quorum is required to pass a motion.

· Silence on a vote is considered an abstention; neither a yeah nor a nay.

· If an issue stalls, the presiding officer may table the motion
· Tabled motions become old business at the next meeting.
Characteristics of a motion:
· A motion may be submitted in writing (often called a resolution)

· Motions require a second by a member other than the originator

· Motions are amendable

· Members shall not interrupt the making of or amendment of a motion

· Motions to table a motion can be made

· Motions may be referred to a committee for further refinement
· Motions to nullify a motion (that is, postpone indefinitely) can be made

· A majority vote is required to adopt a motion

Call to order: 
Presiding officer [the “chair”]:
Rap the gavel once. 

Announce: The meeting will come to order. 

The secretary should record the starting time.

Approval or correction of minutes
Do one of the following:

1. Ask the secretary to read the minutes of the last meeting
2. If the members have been given a copy of the minutes, announce that the minutes were provided.

[In our case, the minutes were posted on the web page; announce this fact]

Presiding officer:
Ask if there are any corrections to the minutes. 

Take corrections from the floor until there are none.

When all corrections have been voiced, summarize the changes and ask for a motion that the secretary’s draft of the minutes of the [date] be approved-- with changes, if any
The motion will need a second.

Ask for a vote. This can be done by:

1. Ask for yeahs (those voting for the motion) and nays (those voting against). If the verbal voice is clearly in favor of either the yeahs or nays, announce the outcome -- such as “the yeahs have it”

2. If the presiding officer prefers or if a voice vote was in question, a vote by raise of the hand should be taken.

If the nays prevail, the minutes will stand unapproved. [The president should appoint a committee to review the objections and report back at the next meeting as old business.]
When the vote passes, announce the minutes stand approved as read and amended, if any. [or as posted on the web page and amended, if any changes].
The secretary will make note that the minutes were approved with documentation of any changes, or not approved and entered in as new business for the next meeting pending resolution by a committee; document persons on the committee.

Reports of Officers:
1. President’s Report
2. Treasurer’s Report
The treasurer should summarize the financial state of the [association].
a. The current number of paid [active] members.

b. The amount of money taken in by dues.

c. The amount of money taken in by other projects or means.

d. The beginning and ending balances.

The presiding officer should follow the same corrections and approval procedure as outlined above.

The secretary should document the outcome as above. 

3. The chair should announce any other reports as necessary and proceed as above.

[Follow similar procedures for the remainder of the meeting:]

At anytime order is lost, the chair should strike the gavel and gain control.

If a discussion goes too long, the chair can ask for the discussion to be tabled until a future meeting as old business, and may appoint a committee to handle the issues.
Standing Committee Reports

Old Business

New Business
Announcements Time and date of next meeting [if known, or state the time and date will be posted on the web page]

Adjourn the meeting

The chair announces the meeting closed at time. 

Gavel is struck.

Secretary records the time of adjournment.

