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FOREWORD
The Constitution and Bylaws for the Alabama Association of School Office Personnel were revised in July, 2003, and January, 2013.  It is hoped that these revisions will be helpful to the membership and that members will avail themselves of the opportunity to become familiar with the contents.

It is hoped that the policies and standards set forth in this book will help ensure the continued growth and improvement of the Association by serving as a guide in achieving the aims and goals of our Association.

The Alabama Association of School Office Personnel, in cooperation with the State Department of Education, serves to provide in-service activities for office personnel in schools throughout Alabama.
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OBJECTIVES
1. To work cooperatively with administrative officers in study of existing office and accounting practices with view to improving them and making them uniform.

2. To perfect ourselves professionally through mutual discussion of the problems arising from our individual work places, to the end that we may serve education and Alabama schools more adequately.  We feel that such discussion will make us more keenly aware of our responsibilities to our respective schools and boards of education.

3. To gain the stimulus that comes from acquaintance with others in similar duties and the benefits that arise from mutual work toward solving mutual issues.

HISTORY

The Alabama Association of School Office Personnel is the outgrowth of a conference of business managers, bookkeepers, accountants, and secretaries of county and city boards of education held in Montgomery, January 16-17, 1948.

Dr. C. P. Nelson, Director of the Division of Administration and Finance, State Department of Education, was host to the group.

Dr. A. R. Meadows, State Superintendent of Education, explained that the purpose of the conference was to discuss school office and bookkeeping practices, unified recordkeeping and technical questions concerned with the work of the school fiscal officers.

Miss Nina Dishman was appointed by Dr. Nelson to serve as chairman of the conference.

During the two-day conference, the need for an organization composed of school office personnel was realized.  Plans were designed in order to accommodate the need.  It was the hope of the group that the first meeting could be held during the regular Alabama Education Association convention, March 25-26, in Birmingham.

The following temporary officers were appointed to serve until such time as permanent officers could be elected:

Chairman – Miss Helen Christison


Vice Chairman – Mr. Ray E. Venman


Secretary – Miss Mary Carroll

Through the concerted efforts of those attending the conference with the help of the State Department of Education and the Alabama Education Association, the Department of School Office Personnel was organized.

The first meeting was held Thursday, March 25, 1948, at the First Presbyterian Church in Birmingham, with Miss Helen Christison presiding.

A welcome was extended to the newly formed organization by Mr. Frank Grove, Executive Secretary, Alabama Education Association.

Dr. J. H. Hadley, Superintendent of Tuscaloosa City Schools, spoke on “School Office Personnel as Professional Workers.”

Dr. C. P. Nelson told “The Importance of Basic Records.”

With the support of such able men, the department had an excellent beginning.

The following officers were unanimously elected:


President – Miss Helen Christison


Vice President – Mr. Clayton Fields


Secretary-Treasurer – Miss Mary Carroll

Executive Committee:


Mrs. Rebecca Lowe – 1 year


Mrs. L. H. Gregory – 2 years


Mr. W. E. Popejoy – 3 years

Mr. W. E. Popejoy, chairman of the committee, submitted copies of a constitution and bylaws for consideration.  After discussion, the constitution and bylaws, as submitted, were unanimously approved.

The meeting adjourned until the next afternoon at 2:30 p.m. at which time a business meeting was held, followed by a program.  The Alabama Education Association had added a new department.

During the course of the department’s existence, workshops have been held during the summers.  Five of the workshops were held at the University of Alabama and subsequent workshops have been held in Montgomery and Birmingham in conjunction with the State Department of Education.

The year 1958 marked the tenth anniversary of the Alabama Association of School Office Personnel.  An original playlet, written by Mrs. Louise Washburn, Jefferson County Board of Education, depicting the ten year activities of the organization, was presented at the annual banquet by members of the Association.
The presidents who have been responsible for the continued progress of the Association and their years of service are listed below:
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CONSTITUTION AND BYLAWS
THE ALABAMA ASSOCIATION OF SCHOOL OFFICE PERSONNEL

CONSTITUTION

ARTICLE 1 – NAME


The name of this Association shall be the Alabama Association of School Office Personnel.

ARTICLE II – OBJECTIVE

The objective of this Association shall be to work cooperatively with the administrative officers in study of existing office and accounting practices with a view to improvement and uniformity; to improve ourselves professionally through mutual discussion of the problems arising from our work, to the end that we may serve education and Alabama schools more adequately; to gain stimulus and benefits from closer acquaintance and members having similar duties toward solving mutual problems.

ARTICLE III – MEMBERSHIP


Section 1.
Membership in the Alabama Association of School Office Personnel shall consist of active and honorary.


Section 2.
All persons shall be eligible to active membership who are engaged in school office positions in state, county, and city offices.


Section 3.
All persons who have engaged in school office positions as defined in Section 2 of this article, and who have retired from such service, may have the privilege of honorary membership in this Association upon recommendation of the Executive Committee, but they shall not have the right to vote or hold office.


Section 4.
The Executive Committee shall have the power to pass upon credentials of all applicants for membership, in accordance with the provisions of the preceding sections of this article.

ARTICLE IV – OFFICERS


Section 1.
The officers of this Association shall be a President, First Vice-President, Second Vice-President, Secretary, Treasurer, Historian, and nine Board Members.  These officers shall be elected at the annual meeting after nomination by a special nominating committee appointed by the President and approved by the Executive Board, and by nomination from the floor.  Election shall be determined by a majority vote of the active members present.


Section 2.
The First Vice-President shall succeed the outgoing President, the Second Vice-President shall become First Vice-President, and a new Vice-President (Second) shall be elected each year.


Section 3.
The Executive Board shall be composed of the President, Vice Presidents, Secretary, Treasurer, History, the immediate Past President, whose term shall be for one year succeeding the term of office.

Section 4.
Newly-elected officer term will begin 30 days following the annual meeting/installation of officers and will run for 12 months.


Section 5.
The President, Vice Presidents, Secretary, Treasurer, and Historian shall be elected for a term of one year.


Section 6.
Members of the Board shall be elected for a term of two years.

ARTICLE V – MEETINGS


Section 1.
The annual meeting of this Association, unless otherwise provided for by the Association, shall be held at the annual School Office Personnel workshop.


Section 2.
From time to time, special meetings may be called by the President on approval of the Executive Committee, or upon written request of one-third of the active members of the Association.

ARTICLE VI – COMMITTEES


The President, with the approval of the Executive Board, shall appoint standing and other committees as necessary.  An auditing, membership (Second Vice President and Board Members), nominating and scholarship committee, shall be standing.


The President, with the approval of the Executive Board, shall appoint other committees as deemed necessary from time to time.
ARTICLE VII – AMENDMENTS


This constitution may be amended at any Annual Meeting by a majority vote of the active members present, a notice of the proposed amendment having been submitted in writing or orally to all active members present.

BYLAWS

ARTICLE I


Section 1.
It shall be the duty of the President to preside, or to arrange for presiding officers, at all meetings of the Association and Executive Board; to prepare programs for the Annual Meeting of the Association; to appoint all committees not otherwise provided.  The President shall be Chairman and a member of the Executive Board and shall call meetings of the Executive Board, and committees when deemed necessary, or whenever a request to do so is made by a majority of the members of the Board.  He/she shall perform all other duties pertaining to this office.

Section 2.
It shall be the duty of the First Vice-President to preside at all meetings of the Association, or to arrange for president officers, in the absence of the President.  If, for any case, the office of the President should become vacant, the First Vice-President shall at once succeed to the office of the President.  It shall be the responsibility of the First Vice-President to supervise the evaluation process.  The First Vice-President will assist the Second Vice-President with the membership drive and registration for the annual workshop.


Section 3.
It shall be the duty of the Second Vice-President to supervise the membership drive and be in charge of the registration at the annual workshop.  The Second Vice-President will work with officers, members of the Board, and committees in preparation of the annual workshop program.  Additionally, the Second Vice-President will work closely with the Treasurer on registration and pre-registration procedures.

Section 4.
It shall be the duty of the Secretary to keep a complete and accurate record of the proceedings of all meetings of the Association and meetings of the Executive Board.  He/she shall be Secretary of the Executive Board and submit an annual report to the Executive Board prior to the Business Meeting at each Annual Meeting.  The Secretary shall keep a list of the members and shall revise it each year.  Within sixty days after expiration of his/her term of office, he/she shall turn over to his/her successor in office all books and property of the Association.


Section 5.
It shall be the duty of the Treasurer to receive all monies due the Association and to pay all bills on order of the Executive Board or the President.   The Treasurer shall give such bond as may be required by the Executive Board.  The Treasurer shall make an annual report of monies received and disbursed by the Association during his/her term of office.  The Treasurer will work closely with the Second Vice-President on registration and pre-registration procedures.  Within sixty days after expiration of this term of office, he/she shall turn over to his/her successor in office all money and records of the Association.

Section 6.
It shall be the duty of the Historian to make arrangements for all AASOP records to be stored.  The Historian shall accumulate records from the year prior to his/her term of office and place them in the permanent files.  The Historian will give a report at the Annual Meeting.


Section 7.
The Executive Board Members shall assist the President in arranging the annual program and such other programs or conferences as may be provided.  It shall plan studies and research with appointed committees.  It shall budget funds, but in no case incur debt.

ARTICLE II – DUES


Membership dues of this Association shall be established each year by the Executive Board and shall be paid annually to the Treasurer between July 1 and June 30.

ARTICLE III – VACANCIES


Any vacancy offering among the officers or Board Members, because of resignation or for any other reason, shall be filled by the Executive Board.

ARTICLE IV – RULES OF ORDER


Robert’s Rules of Order shall govern in all business meetings of this Association.

ARTICLE V – RECEIPTS AND DISBURSEMENTS


Section 1.
An accurate and uniform ledger of all receipts and disbursements shall be kept by the Treasurer, and a financial report shall be given at Annual Meetings with copies available for distribution to members attending Annual Meetings.


Section 2.
All receipts, from dues and otherwise, shall be kept in a joint account of the Treasurer and the President.  Bank statements, cancelled checks, and other financial records shall be rendered by the Treasurer at expiration of term of office to successor in office.


Section 3.
All disbursements, upon approval by the President, shall be made by check.  Invoices or signed vouchers shall be kept on file.

ARTICLE VI – NEWSLETTER


A newsletter shall be compiled annually by a newsletter committee (Secretary, Treasurer, and nine Board Members) and distributed according to the Executive Board’s directive.  It shall contain reports of all activities of the Association and District Meetings, and other articles as desired.  It shall be edited and approved by the President and committees appointed by the President.

ARTICLE VII – COMMITTEES


Section 1.
The audit committee shall consist of three members.  The term of each member shall be for a three-year period with one member rotating off the committee each year and a new member being appointed.  It shall be the duty of this committee to make an audit of all minutes and financial records from October 1 – September 30 of each year of the Association and report findings to the Association at the Annual Meeting.


Section 2.
It shall be the duty of the membership committee (First Vice-President, Second Vice-President and nine Board Members) to set up and develop plans for promotion f membership in the Association.  This committee shall consist of a  chairman with one co-chairman from each district.


Section 3.
The nominating committee shall nominate one candidate for ach office to be filled.  After such candidates have been declared eligible by the Executive Board, they shall be presented for election at the Annual Meeting.


Section 4.
The scholarship committee shall consist of five members appointed by the President and approved by the Executive Board.  This committee shall receive applications for scholarships to be awarded to high school graduates pursuing a degree in a business-related field or K-12 education in an accredited Alabama college or university.  Any of the scholarships (except one) may be given to member(s) of the Alabama Association of School Office Personnel.  If no qualifying applications are received from AASOP members, then the scholarships may be awarded to eligible applicants, with the exception of the Georgia P. Gallis Scholarship, which is to be awarded to the child of an AASOP member.  If no applications are received from children of AASOP members, the scholarship will be awarded to an eligible applicant.
ARTICLE VIII – MINUTES


After minutes are adopted at the Annual Meeting, a copy of the minutes, together with a copy of the Treasurer’s report and audit committee’s report, shall be available to members present at the Annual meeting upon request.

ARTICLE IX – AMENDMENTS


These bylaws may be amended at any Annual Meeting of this Association by a majority vote of the active members present, a notice of the proposed amendment having been submitted in writing or orally to all active members present.

ARTICLE X – DISSOLUTION


The Alabama Association of School Office Personnel may be dissolved upon a determination by the Executive Board that continued operations of the Association is no longer feasible.  A majority vote of the Executive Committee in a meeting, held in person or by conference telephone call, for the purpose of dissolution of the Association shall be required.   Funds remaining after payment of expenses shall be provided for scholarships.  

