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BYLAWS

OF

THE NATIONAL INSTITUTES OF HEALTH (NIH)

CHAPTER

OF

BLACKS IN GOVERNMENT (BIG)

ARTICLE I

NAME

Section 1.
The name of this organization shall be The National Institutes of Health (NIH) Chapter of Blacks In Government (BIG).  It shall be referred to in these bylaws as the BIG NIH Chapter.

Section 2.
The seal of the national organization shall be in the form of two concentric circles and shall bear the words "Blacks In Government" inscribed in the space between the inner and outer circle and/or the letters BIG inscribed in the space inside the inner circle.

ARTICLE II

GOALS AND OBJECTIVES
Section 1.
To be an advocate of equal opportunity for Blacks in government.

Section 2.
To eliminate practices of racism and racial discrimination against Blacks in government.

Section 3. 
To promote professionalism among Blacks in government.

Section 4.
To develop and promote programs which will enhance ethnic pride and educational opportunities for Blacks in government.

Section 5.
To establish a mechanism for gathering and disseminating information for Blacks in government.

Section 6.
To provide a nonpartisan platform on major issues of local, regional and national significance that affect Blacks in government.

Section 7.
To establish a positive working relationship with NIH management at all levels at NIH.

Section 8.
To sponsor educational conferences, workshops and seminars on a regular basis that address concerns regarding Black employees’ understanding of the federal system, career development, and job performance.  

Section 9.
To monitor and track personnel practices that impact adversely on Blacks at all levels at NIH.

Section 10.
To monitor and track the affirmative action programs at NIH in the Institutes and Centers.
ARTICLE III

ORGANIZATIONAL STRUCTURE

Section 1.
The BIG NIH Chapter shall consist of individuals currently or formerly employed at the NIH Campus and all other NIH offsite facilities located in  Rockville, Maryland and surrounding areas.

Section 2.
The BIG NIH Chapter shall consist of persons who have met the membership requirements prescribed herein regardless of race, creed, color, national origin, religion, age, sex, political affiliation, marital status or disability.

Section 3.
Officers/Executive Committee. 

B. The BIG NIH Chapter's officers shall be elected by Regular Members in good financial standing at the November General Meeting. The elected officers shall include the President, First Vice-President, Second Vice-President, Recording Secretary, Corresponding Secretary, Financial Secretary, and Treasurer. 

B. Presidential appointees shall include Standing Committee Chairs, the Historian, Newsletter Editor, Sergeant-at-Arms, Chaplain, Parliamentarian, and Web Administrator.

C. The Executive Committee shall consist of the elected officers, Presidential appointees, the Nominating and Election Committee chairs, and the primary Regional Council Representative.

Section 4.
Regional Council
A. The BIG NIH Chapter shall belong to the Region XI Council in accordance with the National Constitution.

A. The BIG NIH Chapter shall elect three (3) regular financial members from the BIG NIH Chapter to be representatives to the Regional Council.
A. Regional Council Representatives shall serve as council members, attend the Regional Council meetings which are generally held outside regular work hours, and participate and support the activities of the Regional Council.

A. The term of office of the Regional Council Representatives is two years. 

Section 5.
National
A
The BIG NIH Chapter shall be a part of the National organization and participate in national assemblies in accordance with the National Constitution.

B.
The BIG NIH Chapter shall submit an annual financial report and other periodic reports to the National Office as requested by the National Board of Directors in accordance with the National Constitution.

ARTICLE IV

MEMBERSHIP
Section 1. 
Individual Membership.  Any person who is in accord with the philosophy, principles, policies, and objectives of this organization, and agrees to adhere to the same, may become a member of this organization by paying the annual National and BIG NIH Chapter membership fees, provided he or she is qualified as stated herein. 

Section 2. 
Membership Categories.  There are three (3) categories for individual membership:  Regular, Associate, and Life.  Other categories of membership may be established by the National Board of Directors.  Individual membership in the organization at the national level is a requirement for BIG NIH Chapter membership.  NIH employees who pay membership dues directly to the National organization, bypassing the BIG NIH Chapter, are considered as Members-at-Large and are not eligible for BIG NIH Chapter membership until the BIG NIH Chapter membership dues are paid. 

A. Regular Membership
1.
Qualifications.  Any current or former NIH employee who is in accord with the principles, policies, and objectives of the organization and who agrees to adhere to the same, may become a member of this organization by paying the applicable annual BIG NIH Chapter and National membership fees.

2.
Rights.  Regular members shall be granted all rights and privileges of membership.

1. Separation without Prejudice.  Any person who, at the time of being separated without prejudice from employment was a regular member in good financial standing, is eligible to retain regular membership in this organization.

4.
Separation with Prejudice.  Any person who, at the time of being separated with prejudice from employment and such separation is grieved, and that person is a member in good financial standing, is eligible for continued regular membership in this organization until such grievance is resolved.

A. Associate Membership

1. Qualifications.  Any non-government person who is not eligible for regular membership and is in accord with the principles, policies, and objectives of the organization and who agrees to adhere to the same, may become an Associate Member of this organization and by paying both the BIG NIH Chapter and National Annual dues.

2. Rights.  Associate members shall be granted all rights and privileges of membership except those of voting and holding elective offices.

A. Life Membership 

2. Qualifications.  Any person who is in accord with the principles, policies, and objectives of the organization and who agrees to adhere to the same, may become a Life Member of this organization at the National level by paying the life membership fee in accordance with the National Constitution.  Persons qualified as regular will be categorized as “Regular Life Members” and those as associates will be categorized as “Associate Life Members.”.

2. BIG NIH Chapter Obligations. Annual BIG NIH Chapter dues must continue to be paid in order to retain BIG NIH Chapter membership.  If renewal with this BIG NIH Chapter is not acquired, members holding life memberships shall no longer be considered members in good financial standing with this BIG NIH Chapter and consequently, will be categorized as “Member-at-Large “ by the National Office.

2. Rights.  Regular Life Members shall hold the same rights and privileges as those granted to Regular Members.  Associate Life Members shall hold the same rights and privileges as those granted to Associate Members.  Members-at-Large have no voting rights at the BIG NIH Chapter or Regional level.

2. Subscribing Life Memberships.  BIG NIH Chapter members are allowed to pay the Life Membership fee of three hundred dollars ($300) in installments.

Cf. BIG NIH Chapter Policy and Procedures Manual, Section 1.5

ARTICLE V - DUTIES OF OFFICERS, APPOINTMENTS, AND STANDING COMMITTEES

Section 1.
Executive Committee.  The Executive Committee shall implement the programs of the BIG NIH Chapter.  The Executive Committee shall also transact routine business between meetings of the BIG NIH Chapter and act in emergency situations. 

A. The administration, management and control of the affairs of this BIG NIH Chapter shall be vested in the Executive Committee.  In addition to the powers and authorities expressly conferred upon it by the bylaws, the Executive Committee may exercise all such lawful acts that are not forbidden or otherwise directed by statutes of these bylaws or the National Constitution.

A. The Committee shall keep the general membership informed of all BIG NIH Chapter activities that will require action or representation of the BIG NIH Chapter members and provide follow-up information to members in a timely manner.

A. The Committee shall have the authority of the general membership to take action between meetings that would normally require the general membership’s approval, provided a report is made at the next regular General Meeting.

Section 2.
Officers. The elected officers of the organization shall include:

A. President.  The President shall be the official spokesperson of the BIG NIH Chapter.  In addition, the president shall:

A. Preside at all general and special meetings of the BIG NIH Chapter, maintain order, and conduct meetings according to “Robert’s Rules of Order,” revised edition.

A. Serve as ex-officio member of all committees except the Nominating and Election Committees.

3.
Appoint all Standing and Special Committee chairpersons and other appointed officers.

4.
Recommend changes in programs and procedures to the membership.

5.
Present a written President’s report at each monthly Executive Committee and General Meeting. This report should summarize official business and activities that the President has participated in as well as relevant events for members.

6.
Present a written annual report to the Executive Committee for approval in December and then distribute it to the general membership in January.

7.
Monitor administrative actions on a routine basis to ensure that the BIG NIH Chapter’s reporting requirements and other obligations to the National Organization and the Regional Council are met in a timely manner.

8.
Countersign with the Treasurer or the Financial Secretary (in the absence of the Treasurer) checks drawn on the BIG NIH Chapter’s treasury.

9.
Represent the BIG NIH Chapter at Regional or National meetings.

10. Represent the BIG NIH Chapter at meetings with NIH management accompanied by the First and/or Second Vice-President.  The President shall not meet with NIH management without the First and/or Second Vice President.

11. Serve as a voting member of the Executive Committee.

1. First Vice-President.  The First Vice-President shall:

1. Preside at the Executive Committee meetings.

1. In the absence of the President or in the event of disability of the President, perform all the duties and functions of the President.  During such a period, the First Vice-President shall have all the powers of and be subject to all the restrictions placed upon the President.


1. Coordinate special projects with the National Office for the BIG NIH Chapter, assemble NIH data and submit periodic reports to the Executive Committee. 

1. Serve as ex-officio member of the Program and Planning Committee.

1. In the absence of the President, countersign with the Treasurer or Financial Secretary, all checks drawn on the BIG NIH Chapter’s treasury.

1. Serve as a voting member of the Executive Committee.

C.
Second Vice-President.  The Second Vice-President shall:

1. Serve in the absence of, or at the request of, the President or the First Vice-President. During such a period, the Second Vice-President shall have all the powers of and be subject to all the restrictions of the President. 

2. Work with the officers and committee chairpersons to ensure that the BIG NIH Chapter’s administrative procedures and practices are in accordance with the goals and objectives of the BIG NIH Chapter.

3. Coordinate the BIG NIH Chapter’s efforts to monitor and track legislative matters as it relates to NIH employees.

4. Serve as an ex-officio member of the Communications and Public Relations Committee, Membership Committee and Research Committee. 

5. Serve as a voting member of the Executive Committee.

D.
Recording Secretary.  The Recording Secretary shall: 

5. Tape record and take written notes of each Executive Committee and General Meeting for the official minutes and shall receive and make corrections as appropriate.

5. Submit the minutes to the Executive Committee and then to the general body for review and approval.

5. Forward the minutes to the Corresponding Secretary for distribution to the Executive Committee and the general body prior to each meeting respectively.

5. Maintain records of attendance at the Executive Committee and General Meetings.

5. Keep records of all committee reports and Treasurer financial reports.

5. Keep an up-to-date roster of all officers, committees and their chair-persons, and dues paying members.

5. In the absence of the Corresponding Secretary, perform those duties and perform other duties as assigned.

5. Serve as a voting member of the Executive Committee.

E.
Corresponding Secretary.  The Corresponding Secretary shall:

5. Prepare correspondence and memoranda for the Executive Committee and General Meeting.

5. Retrieve mail from the BIG NIH Chapter’s U.S. post office box (at least weekly and prior to the Executive Committee or General Meetings). 

5. Maintain records of all incoming and outgoing correspondence and disseminate the correspondence to the appropriate addresses in a timely manner.

5. Distribute materials to include minutes and any other BIG NIH Chapter information to financial members, including alumni.

5. Schedule meeting rooms, compile a list of meeting dates and locations for the calendar year, and notify members of meetings. 

5. In the absence of the Recording Secretary, perform those duties and perform other duties as assigned.


5. Serve as a voting member of the Executive Committee.

F.
Treasurer.  The Treasurer shall: 
1. Serve as Chief Financial Officer (CFO) and Chair of the Finance Committee of the BIG NIH Chapter.

2. Countersign with the President or First Vice-President on checks for the disbursement of BIG NIH Chapter funds.

3. Receive membership dues from the Financial Secretary and send payment for all National dues to the National Office as appropriate.

4. Deposit monies designated for the BIG NIH Chapter in the BIG NIH Chapter’s account. 

5. Pay BIG NIH Chapter expenses.

6. Forward annual dues and Region XI Form 4 (certification form) to the Regional Council and shall submit annual financial reports to the National office, providing financial statements as often as required.

7. Prepare an itemized statement of disbursements and receipts for each Executive Committee and General Meeting. 

8. Issue disbursement vouchers, receive written financial reports and receipts, when appropriate, from all members or committees utilizing or collecting funds on behalf of the BIG NIH Chapter.

9. Secure NIH Credit Union signature cards from the President, First Vice-President, Treasurer, and Financial Secretary for checking account transactions.  

10. Submit all books and copies of financial transactions for the current year for audit.

11. In the absence of the Financial Secretary, perform those duties and perform other duties as assigned.

12. Serve as a voting member of the Executive Committee.

G.
Financial Secretary.  The Financial Secretary shall: 

1. Receive all monies for the BIG NIH Chapter, maintain a record of all funds, and transfer said funds to the Treasurer on a weekly basis.

2. Maintain an updated roster of all financial members and provide copies at each Executive Committee meeting.

3. Report on the financial status of total membership to the Executive Committee and general membership on a monthly basis.

4. Provide for the collection of all dues and issue the membership cards upon receipt from the National office.

5. Complete the Region XI Form 4 (certification form) for the President and the Recording Secretary’s signature.

6. In the absence of the Treasurer, countersign with the President or First Vice-President, checks for the disbursement of BIG NIH Chapter funds.

7. Serve as a member of the Financial Committee.

8. Serve as a voting member of the Executive Committee.

Section 3.
Appointment of Standing Committee Chairs.  The President shall appoint all Standing Committee Chairs with the approval of the Executive Committee. The term of office for Standing Committee chairs shall be concurrent with the appointing official unless otherwise specified at the time of appointment.  In no case shall the term of any appointment exceed beyond the term of the appointing official.   
A.
Composition and General Duties of Standing Committees 

1.
The Standing Committees shall include but not be limited to: 
a. Alumni

a. Awards

a. Bylaws

a. Communication and Public Relations

a. Community Outreach   

a. Finance  

a. Fund Raising

a. Health Information
a. Membership

a. Program and Planning

a. Research

a. Young Adult Resource and Development (YARD)

2. The Standing Committee Chairs shall:

1. Serve on the Executive Committee as voting members.  The President may recall or be directed to recall any chair by two-thirds (2/3) majority of the Executive Committee.

1. Come from the general membership of this BIG NIH Chapter. The chairs shall determine the number of members needed to effectively accomplish the objectives of the committee.

1. Have the authority to establish sub- or ad hoc committees and special appointments within the respective committee for the purpose of accomplishing the objectives and business of the committee. 

1. Prepare and submit all reports and recommendations to the Executive Committee for review and/or approval prior to presentation to the general membership. 

1. Coordinate assignments given to the Committee by the President or Executive Committee and ensure their completion, providing periodic status reports and a final written report to the Executive Committee and general membership.

1. Submit a letter of resignation to the President when the office is vacated.  The President will then notify the Executive Committee.

1. Appoint a co-chair, if desired, to assist with the committee’s administrative duties.  Co-chairs only vote at Executive Committee meetings in the absence of the Chair.

1. Develop a written itemized budget for the upcoming year and submit it to the Finance Committee by the September Executive Committee meeting.

B. Specific Duties of Standing Committees
B. Alumni Committee.  This Committee is established to keep the alumni (members who are retired or former NIH employees) informed of any activities that the BIG NIH Chapter sponsors, for example, fund raising events, award ceremonies, scholarship events, and installation ceremonies.  The Chairperson shall:

B. Ensure that the alumni receive the minutes of the General Meetings on a monthly basis. 

B. Maintain a roster of all alumni.  The Chairperson will also, to the best of his/her ability, update the roster periodically, asking current members to report any retirees or transferees. 

B. Work with other BIG NIH Chapter Committees to organize programs and networking opportunities (e.g., the annual holiday event) to keep alumni actively involved in BIG NIH Chapter activities.  In particular, the Chairperson will solicit support from alumni members to attend rallies and press conferences as needed.

2.
Awards Committee.   The Awards Committee shall:

1. Develop and implement an awards program that recognizes individuals and groups who fulfill the goals and objectives of BIG.

1. Review BIG NIH Chapter nominees for BIG NIH Chapter, Regional, and National Awards to determine eligibility, oversee the receipt of nominations, evaluations and the selection process of awards. 

1. Submit recommendations for NIH, Regional, and National level awards to the Executive Committee for approval and provides for evaluation and selection of awards to be presented.

1. Manage the Scholarship Program.  This Committee shall be responsible for developing an annual scholarship plan and manage the granting of academic awards in compliance with operating procedures of this BIG NIH Chapter. In this capacity, the Awards Committee shall:

1. Establish the scholarship procedures and selection criteria for awards.

1. Maintain and update a historical record of scholarship awards, review award and selection criteria for appropriateness, and submit all scholarship award(s) recommendations to the Executive Committee for approval.

1. Respond in a timely manner to requests received by this BIG NIH Chapter for academic support.  

1. Coordinate all efforts and initiatives with the Community Outreach and Fund Raising Committees.

3. Bylaws Committee.  The Bylaws Committee shall:

a. Maintain current copies of the BIG NIH Chapter bylaws and acquire current copies of Regional bylaws and the National Constitution.

b. Review the BIG NIH Chapter bylaws on an annual basis for relevance and conformity to Region XI Bylaws and National Constitution.

c. Review the BIG NIH Chapter Policy and Procedures Manual on a periodic basis.

d. Submit proposed amendments to the Executive Committee and the general membership for ratification.

e. Print and disseminate copies of the bylaws as deemed necessary.

4.
Communications and Public Relations Committee. This Committee shall:

e. Establish and maintain a mechanism for the dissemination of information for the BIG NIH Chapter.

e. Develop and print published documents of the BIG NIH Chapter.

e. Coordinate media contacts (NIH Record, TV, Newspaper, etc.).  

e. Assure public exposure of the BIG NIH Chapter as approved by the Executive Committee and/or membership.  All public statements shall be in accordance with National policies.

5.
Community Outreach Committee.  The Community Outreach Committee shall:

1. Develop and implement programs and activities to address ongoing involvement with community-based organizations.

1. Develop and implement programs that give positive publicity in our outreach areas, e.g., tutorial programs, a choir, coat drive, adopt-a-family program, serving meals at a soup kitchen on a periodic basis.

6.
Finance Committee. The Finance Committee shall:

1. Be chaired by the Treasurer.  The Financial Secretary is also a member of the Finance Committee.

1. Develop and submit the BIG NIH Chapter’s annual budget to the Executive Committee by October 15 and present the proposed annual budget to the General membership for approval in January of every year. 

1. Disseminate copies of the approved budget to the BIG NIH Chapter members after approval of the budget by the General membership

1. Be responsible for the financial accountability of the BIG NIH Chapter.

1. Be responsible for, but not limited to, determining the cost of the BIG NIH Chapter’s programs and reporting to the general membership the feasibility of implementing these programs.

1. Secure an independent audit firm to conduct an annual audit of the BIG NIH Chapter’s financial records. The audit results are reported at the first BIG NIH Chapter meeting of each calendar year.

7. Fund Raising Committee.  The Fund Raising committee shall:

7. Develop and implement plans to raise funds upon approval by the Executive Committee and the members.

7. Provide a schedule of proposed fund raising activities to the Executive Committee for the calendar year no later than March.

7. Work closely with all committees and be prepared to provide fundraising assistance. 

7. Develop a program to assist the Awards Committee in support of the BIG NIH Chapter’s Scholarship Fund.
8.
Health Information Committee.  The Committee shall:

a. Develop an ongoing process at the National Institutes of Health of gathering information from all Institutes regarding general health information and medical breakthroughs that would improve the health and welfare of minority communities.  

b. Disseminate health information to the minority community through BIG Regional,  BIG NIH Chapter, and BIG National publications.

c. Work closely with the NIH National Center on Minority Health and Health Disparities and other NIH elements to serve as advocate of minority health promotion and education within the minority community.

9. Membership Committee.  The Membership Committee shall:

a. Develop and implement an ongoing membership program which will be directed at all levels of NIH employees.

b. Utilize an up-to-date membership roster to notify members of membership upcoming membership expiration thirty (30) days prior to the member’s anniversary date.

c. Provide a membership package to all new members which shall include but not be limited to a copy of the BIG NIH Chapter’s Bylaws, a list of Officers, and a list of all committees and committee members.  (Copies of the National and Regional Council Bylaws will be made available upon request). 

d. Develop and implement programs for membership drives, assist the Financial Secretary with receiving and screening applications, and any other functions deemed necessary by the BIG NIH Chapter or Executive Committee. 

e. Assign a mentor (preferably a BIG NIH Chapter member located in the same building) to each new member to help guide them through the operations of the BIG NIH Chapter, for example, meeting attendance, committee participation, etc.

f. Assign a BIG NIH Chapter liaison for each Institute to pursue new employees as prospective members of the BIG NIH Chapter.  The liaison will provide the new employee with information about BIG and invite new employees to General Meetings and other functions.

10. Program and Planning Committee.   The Committee shall:

a. Develop a comprehensive and ongoing program for the BIG NIH Chapter, addressing areas of concern to the BIG NIH Chapter members and other NIH employees.

b. Plan workshops, seminars and arrange for guest speakers at meetings.

c. Develop programs based on fulfilling BIG NIH Chapter objectives and areas critical to the well being of Black government employees. All programs pursued by this committee must be approved by the Executive Committee and General membership and certified feasible by the Finance Committee.

d. Prepare a written quarterly report of BIG NIH Chapter activities and accomplishments to the Regional Council and the National Organization.

e. Maintain a calendar of events of BIG Activities at the National and Regional level and serve as the coordinating component between the BIG NIH Chapter’s on-going activities and those at the National and Regional level. 

f. Convey all information on activities to the Executive Committee and General membership in a timely manner.

g. Plan, develop, and coordinate the Installation Ceremony for newly-elected BIG NIH Chapter officers which is held at the January General Meeting.

11. Research Committee.  The Research Committee shall be the research investigation and affirmative action component of the BIG NIH Chapter, and as such, be entrusted with confidential and sensitive information. Because of this, the Executive Committee will approve committee member appointments.  The Research Committee shall:

a. Evaluate NIH policies and procedures to determine their impact on Black employees.

b. Hear, research, and investigate concerns and complaints in regard to  rates of hiring and firing, promotions, training, details, distribution of authority and responsibility; adverse actions, awards, merit pay, and disciplinary actions.

c. Inform the Executive Committee of Research Committee concerns, while keeping pertinent information such as names of complainants confidential.

d. Monitor affirmative action issues and assist in developing BIG NIH’s position on any legislation or regulations impacting on the advancement and employment opportunities of Blacks at NIH.
12. The Young Adult Resource and Development (YARD) Committee.  The Young Adult Resource and Development Committee shall:

a. Develop programs to address the needs of young adults employed at NIH.

b. Sponsor activities that will attract young adults to scientific/NIH careers,  enhance communication and leadership, and strengthen relationships between generations. 

c. Develop and monitor mentor programs for young adults.

Section 4.
Special Committees.  Special committees may be established to perform specific functions as required. All Special Committee members shall be elected from the general membership. The Special Committees shall include but not be limited to the Nominating and Election Committees

A. Nominating Committee.  This committee shall consist of three (3) members elected from the General membership at the BIG NIH Chapter’s annual general election for the purpose of conducting BIG NIH Chapter nominations. The person receiving the highest number of votes becomes the Chair and is entitled to vote at Executive Committee meetings.  The committee shall: 

A. Prepare a slate of eligible candidates for presentation to the BIG NIH Chapter at the November meeting.

A. Forward the slate to the Election Committee.

A. Not be eligible to run for office but may nominate other candidates for office.

A. Election Committee.   This committee shall consist of three (3) members elected from the General membership at the BIG NIH Chapter’s annual general election for the purpose of conducting BIG NIH Chapter elections.  The person receiving the highest numbers of votes becomes the Chair and is entitled to vote at Executive Committee meetings.  The committee shall:

5. Prepare the official ballot of eligible candidates for each office.  

5. Conduct the actual election of officers in conjunction with the slate of officers presented by the Nominations Committee.  

5. Present the election results to the membership and provide certification in writing of the results to the BIG NIH Chapter Secretary.

5. Not be eligible to run for office but may nominate other candidates for office.

Section 5.
Regional Council Representatives.  Three BIG NIH Chapter members elected by the BIG NIH Chapter during the November elections serve as council members to Region XI.  The Regional Council Representatives shall: 

A. Attend the monthly Regional Council meetings and shall participate and support the activities of the Regional Council.

B. Abide by the decisions of the BIG NIH Chapter regarding voting on issues and candidates for Regional office. 

C. Choose one Primary representative to submit a brief written report to the Executive Committee and to the general membership following each Council meeting, summarizing Regional activities and pertinent information. This Primary Representative is the only voting member of the Executive Committee.
Section 6. 
Special Appointments and ad hoc Committees.   The President shall appoint special positions and ad hoc committees to perform specific tasks requested by the President or Executive Committee. 

A.
Special Appointed Positions.  The President may appoint all special positions (Historian, Newsletter Editor, Sergeant-at-Arms, Chaplain, Parliamentarian, Web Administrator).  The term of office for all appointed positions and shall be concurrent with that of the appointing authorities, unless otherwise specified at the time of appointment.  In no case will the term of an appointment extend beyond the term of the appointing authority. 

1. Historian.  The Historian shall:

1. Develop and maintain a file of correspondence rosters, and pictorial accounts of activities of the BIG NIH Chapter.  Such documentation shall become a permanent account of the BIG NIH Chapter’s history.

1. Assist the Web Administrator with posting pictorial archives on the BIG NIH Chapter website.

1. Serve as a non-voting member of the Executive Committee.

2. Newsletter Editor.  The Newsletter Editor shall:

2. Edit and publish materials submitted for the BIG Newsletter which shall be published on a quarterly basis.  

2. Obtain the approval of the Executive Committee for publication of each issue of the newsletter, maintain the newsletter mailing list and be responsible for its distribution. 

2. Serve as a member of the Communications and Public Relations Committee.

2. Serve as a non-voting member of the Executive Committee.

3. Sergeant-at-Arms.  The Sergeant-at-Arms shall:

3. Maintain order and decorum at meetings and inform the President whether the quorum requirements are met. 

3. Ensure that all physical property is properly maintained.

4. Chaplain. The Chaplain shall:

4. Carry out non-denominational religious activities that support and provide comfort to the BIG NIH community and their families.  These activities may include leading brief “words of inspiration”or prayer at meetings and other occasions, sending cards in the event of illness, death and retirement and, if the schedule permits, attending funerals of deceased BIG members and/or their immediate families.
4. Serve as a non-voting member of the Executive Committee. 

5. Parliamentarian.  The Parliamentarian shall: 

1. Give parliamentary opinions upon request at meetings or, as needed, on questions of procedure in accordance with Robert’s Rules of Order Revised Edition.

1. Serve as a member of the Bylaws Committee.

1. Serve as a non-voting member of the Executive Committee.

6. Web Administrator.  The Web Administrator shall be responsible for the development and maintenance of the BIG NIH Chapter’s website located at: http://www.nih.gov/employee/big/bigpage.htm

The Web Administrator shall:

1. Maintain a current list of elected and appointed officers on the website including email addresses and phone numbers.

1. Maintain a calendar of BIG NIH Chapter events on the website including meeting dates and locations.

1. Post important BIG NIH Chapter documentation, for example, the BIG NIH Chapter membership application.

1. Create and maintain links to the National organization and its activities, particularly the annual National Training Conference.

1. Work with the Historian to post pictorial archives.

1. Serve as a non-voting member of the Executive Committee.

B. Ad hoc Committees.  The ad hoc committees shall serve in an advisory capacity submitting all reports and recommendations to the Executive Committee prior to presentation to the general membership.

ARTICLE VI

MEETINGS AND QUORUMS

Section 1.
In order to conduct BIG NIH Chapter business, the following will be necessary:

A.
Regular monthly BIG NIH Chapter meetings shall be held generally on the fourth Thursday of each month during the lunch hour and shall be opened to the general membership. The meeting locations are secured by the Corresponding Secretary.

B.
Special meetings may be called by the President, a majority of the Executive Committee, or any four (4) regular members by request to the President, by request to a majority of the Executive Committee or notification of all financial members, at least five (5) days prior to meeting date.

Section 2.
A quorum of the General Meeting shall consist of 10% of regular financial members and including a least one officer.  A quorum must be present before any issue is voted upon.

Section 3.
The Executive Committee meetings shall be held generally every second Wednesday during the lunch hour.
Section 4.
A quorum of the Executive Committee shall be a simple majority of the voting members of the Executive Committee meetings, including the Chair. When establishing a quorum, vacant positions are not taken into consideration.  Executive Committee members holding more than one position are counted once only.

Section 5.
A majority of the members shall constitute a quorum for the Standing Committees and ad hoc Committees.

ARTICLE VII

NOMINATIONS, ELECTIONS, TERM OF OFFICES, AND VACANCIES

Section 1.
Nominating and Election Committees.  The Nominating Committee, consisting of three (3) members, and the Election Committee, consisting of three (3) members, shall be elected at the annual General Elections by the general membership.  Members of the Nominating and Election Committees are not eligible to run for office.

Section 2.
Nominations.  Nominations for BIG NIH Chapter officers shall be submitted to the Nominations Committee at least one month prior to the election or made from the floor at General Meetings in October and November.

A. The Nominating Committee shall distribute a list of all known candidates for office(s) at the October and November meetings and accept nominations from the floor at both meetings.

A. The Nominating Committee shall present the final slate of nominees to the general membership at the November meeting.

Cf. Policy and Procedures Manual Section 11.2
Section 3.
Elections. The election of officers shall be at the November General Meeting of each year.

A. Any regular member in good financial status with the BIG NIH Chapter and National organization thirty days prior to the election shall be eligible to vote and hold office.
B. Election of officers shall be by secret ballot.

C. The Election Committee will ensure that only Regular members in good financial standing are provided a ballot, will collect and tally all votes, and report the election results to the general membership.

D. Any candidate receiving a majority of votes shall be declared the winner of said office.

Section 4.
Term of Office.  All officers shall take office on January 1 of the year following their election.

D. The Term of office for all elected officers shall be two (2) years or until their successors are elected.  

D. During the even-number years, this BIG NIH Chapter shall hold election for the offices of President, Second Vice-President, Recording Secretary, and Treasurer.

D. During the odd-number years, this BIG NIH Chapter shall hold elections for the First Vice-President, Corresponding Secretary, Financial Secretary, and the Regional Council Representatives.

D. Officers shall serve no more than two (2) two-year terms or four (4) consecutive years in the same office.  However, they shall be eligible for election for all other offices. 

D. Elections for the Nominations and Elections Committees shall be held every year.

Section 5. 
Vacancies.  
A. Any office may be declared vacant, for cause, upon recommendation of the Executive Committee and a two-thirds (2/3) vote of the general membership at any legally held meeting.  

B. If the office of the President becomes vacant, the First Vice-President shall become President for the remainder of the unexpired term and the Second Vice-President shall become the First Vice-President for the remainder of that term.  

C. Vacancies in all other offices other than the Presidents shall be fi1led by a Special Election at a general membership meeting following the announcement of the vacancy and notification of the membership.  

D. Nominations may be made from the floor and the election process will be conducted in accordance with section 3, paragraph A, B, and C above.  

E. All resignations from office shall be submitted in writing to the Executive Committee.

Section 6.
Each elected officer shall maintain files and records and shall deliver them to his/her successor upon vacating his/her office. All Standing Committee Chairs, Appointed Officers, ad hoc and Special Committee Chairs shall prepare and submit final reports and documentation of procedures and activities conducted by that committee to the President at the end of their term. 

Section 7. 
Delegates to the Annual National Training Conference Delegates Assembly

A.
The BIG NIH Chapter shall elect members to serve as delegates and alternates at the Annual National Delegates Assembly generally held in August of each year.

B. The number of delegates shall be determined in accordance with the sliding scale provided in the National Constitution. 

C. Members receiving the highest number of votes shall be primary and the remaining members will be designated as alternates. 

D. The delegates shall be elected at least sixty (60) days prior to the Annual National Training Conference, generally during the June General Meeting.

E. Delegates serve as representatives of the BIG NIH Chapter and are bound by the decisions of the BIG NIH Chapter regarding voting on issues and candidates at the National Delegates Assembly. 

F. The Delegates shall submit a written report to the Executive Committee and general membership within thirty (30) days of the National Delegates Assembly.

G. Delegates and alternates are required to attend the annual Region XI Delegates Training.

ARTICLE VIII

DUES AND ASSESSMENTS

Section 1.
The fiscal year shall be from 1 January to 31 December inclusive.

Section 2.
The BIG NIH Chapter dues shall be as set by the type of membership and shall be paid on the member’s anniversary date.  National dues are established by the National Constitution.  Annual BIG NIH Chapter and National dues are consolidated as follows:

                                       BIG NIH Chapter Dues             National Dues             Total     
Regular Member (Salary $28, 001 and above)      $15.00

$35.00
      
     $50.00

Regular Member (Salary under $28,000)              $13.00
             $35.00
     $48.00

Life Membership


       
       $10.00                 $300.00                                    (paid annually)         (One time fee)                           

Associate Member                                                 $3.00                    $25.00                  $28.00

Cf. Policy and Procedures Manual, Section 1.7              

Section 3.
The Regional dues shall be as set by the Regional Council. The BIG NIH Chapter shall pay annual membership dues to Regional XI in January.

Section 4.
Finances of this BIG NIH Chapter are to be used solely for expenses involved in pursuing the goals and objectives of the organization.

Section 5.
Treasury Authorization.  The BIG NIH Chapter accounts shall have the name of the President, First Vice President, Treasurer, and Financial Secretary registered, with the requirements that at least two (2) signatures shall be necessary for all disbursement activities. In no case shall the signature of the President and the First Vice-President be authorized for the same check(s) without a vote from the membership.  

Section 6.
Financial Liability.  All financial liabilities incurred by this BIG NIH Chapter shall remain the responsibility of the BIG NIH Chapter and shall be obtained in advance of the expenditure.  To insure this end, the Finance Committee shall have the responsibility of assessing and determining when additional assessments are necessary to cover the cost of BIG NIH Chapter business that exceeds the budget.

Section 7.
All financial reports shall be in writing and submitted to the BIG NIH Chapter membership for acceptance.

Section 8.
The BIG NIH Chapter shall keep current, accurate and complete books, records of accounts and minutes of the proceedings of its meetings.  An annual audit shall be performed to ascertain the accuracy and integrity of the books and records.


ARTICLE IX

EXPULSIONS, TERMINATIONS, OR REMOVALS

Section 1.
BIG NIH Chapter expulsion, termination, or removal shall be in accordance with Article X of the National Constitution.  

Section 2.
BIG NIH Chapter Members/Officers 

A. A formal complaint against a BIG NIH Chapter member or an officer may be initiated by any three (3) members of the BIG NIH Chapter. The complaint must be in writing and provide specific details relating to the charge(s).  It must be signed by all members initiating the action and submitted to the Executive Committee in accordance with the rules established in the BIG NIH Chapter Bylaws, Region XI Bylaws, the National Constitution and Robert’s Rules of Order, Newly Revised. 

B. Upon receipt thereof, the Executive Committee shall forward a copy of the complaint by certified mail to the BIG NIH Chapter member or officer involved at the last mailing address on file.  The BIG NIH Chapter member or officer shall have fifteen (15) calendar days from date of receipt of charges to respond in writing. In the event of an emergency, the Committee may grant an extension of time to be determined by the Committee. 

Section 3.
Special Review Committee.  During the interim period, prior to the receipt of the member’s written response to the charges, the Executive Committee shall appoint a Special Review Committee to investigate the charges and make its recommendations to the Executive Committee and the general membership.  The members of this committee shall be selected from the BIG NIH Chapter general membership. 
A. The member or officer being charged shall meet with the Review Committee to discuss the charges.  The Committee shall also interview all of the members who filed the compliant and shall submit its recommendation to the Executive Committee and general membership.

A. If the accused member fails to respond to the charges, then the Review Committee shall investigate the charges to the best of its ability and submit a recommendation to the Executive Committee and general membership.

A. The accused member shall be entitled to a hearing before the general membership if he/she desires.  The general membership shall vote on the recommendations of the Review Committee.  No member or officer shall be suspended or expelled from the BIG NIH Chapter by less than a two-thirds (2/3) vote of the general membership. 

A. Upon written notification of the action by the Executive Committee to suspend or expel a member from the BIG NIH Chapter, or remove an officer from office, the member shall immediately cease to function as a BIG NIH Chapter member or officer and shall return all BIG NIH Chapter records or property to the Committee within forty-eight (48) hours.  Officers who are removed from their positions shall maintain their BIG NIH Chapter membership unless their membership is revoked by a 2/3 vote of the general membership.

A. The Executive Committee shall be the final level of review of the charges within the BIG NIH Chapter.  Either party can continue their appeal to the Region XI Council.

A. All records/details regarding the complaint shall become the property of the BIG NIH Chapter and shall remain confidential.

Section 4. 
Grounds for Disciplinary Action.  The Executive Committee may order suspension, expulsion, or other disciplinary action against any member upon satisfactory evidence that said member of the BIG NIH Chapter has been determined guilty of conduct not in accord with the objectives, aims, and purposes of this BIG NIH Chapter as stated in the bylaws, or that said member is guilty of conduct that is not in the best interest of the organization.

Section 5.
Reinstatement.  A member who has been suspended from the BIG NIH Chapter may be reinstated within a period of six months by a two-thirds (2/3) vote of the members present.  A member who has been expelled from the BIG NIH Chapter may be reinstated one year from the date of his/her expulsion by a two-thirds 2/3 vote of the members present.

ARTICLE XRULES OF PROCEDURE

The rules of procedure as stated in “Robert's Rules of Order,” Newly Revised and the BIG NIH Chapter’s Policy and Procedures Manual, shall govern the BIG NIH Chapter in all cases to which they are applicable except as otherwise provided in the bylaws of the BIG NIH Chapter.

ARTICLE XI

INCORPORATION

Section 1. 
The national organization of Blacks In Government (BIG) is incorporated as a nonprofit, tax-exempt corporation under the appropriate laws of the District of Columbia.

Section 2. 
This BIG NIH Chapter is covered under the umbrella of the national organization.

ARTICLE XII

LIMITATION OF LIABILITY

Section 1.
Fiscal Responsibility.  No member of this BIG NIH Chapter shall have authority or power to impose or incur financial liability on the part of the BIG NIH Chapter without the express authority of the Executive Committee or an affirmative vote from the general membership.

Section 2.
Distribution of Assets and Properties.  There shall be no general distribution of monetary property assets to members or officers of the BIG NIH Chapter, and all gains realized shall be devoted solely to the implementation of the objectives of the BIG NIH Chapter.  No member or officer shall be personally liable to the creditors of the BIG NIH Chapter for an indebtedness of liability incurred pursuant to Article VIII, Section 6, of the bylaws and any and all creditors shall look only to the assets of the BIG NIH Chapter for payment.

Section 3.
When, and if, this BIG NIH Chapter is dissolved, funds remaining after the settlement of all liabilities shall become the property of the Regional Council.  In no event shall the assets of the BIG NIH Chapter be distributed to any of its members or officers. 

Section 4.
Indebtedness.  The President shall be authorized to make single expenditures or commitments not to exceed fifty dollars ($50.00) per month.  All expenditure commitments up to one hundred dollars ($100.00) must be approved by the Executive Committee.  All expenditures/commitments over one hundred and one dollars ($101.00) must be approved by the Executive Committee and ratified by the membership.

ARTICLE XIII
AMENDMENTS

These by-laws may be amended or altered by two-thirds (2/3) majority vote of the regular members present at any regular or special meeting of the BIG NIH Chapter. The proposed amendments must be presented in writing 30 days in advance of any vote.  Any amendment acted upon shall become effective immediately provided the quorum requirements of Article VI are established.

ARTICLE XIV

ADOPTION

All members in good financial standing with the BIG NIH Chapter must be provided an opportunity to review the Bylaws at a meeting called for the express purpose of adopting the Bylaws.  A two-thirds (2/3) affirmative vote of the financial members voting, provided the quorum requirements are adhered to, shall be required for adoption.

ARTICLE XV

RATIFICATION
These bylaws become effective upon ratification by a two-thirds 2/3 majority of the regular members at a regular meeting provided the quorum requirements of Article VI are adhered to.

These bylaws were ratified by the BIG NIH Chapter, NIH Main Campus, Bethesda, Maryland, 20852 meeting held on December 12, 2002.
______________________________________

Roland Corsey,

President, BIG NIH Chapter

______________________________________

Sharon Willis

Bylaws Committee Chair

_____________________________

Marjani Mitchell

Recording Secretary

Reviewed:

________________________________                        ______________________________

Regional Director/Date                                                  Regional Director/Date

Approved (Final):

_____________________________________________________________

Chair, National Board of Directors, BIG                                  Date
1. Ratification of Bylaws on May 16, 1989 and approved on June 28, 1989; Ms. Sylvia Stewart, BIG NIH Chapter President. 

2. Ratification of Bylaws on April 24, 1994 and approved on July 26, 1994; Mr. Vincent Thomas, BIG NIH Chapter President.

3.
This ratification supersedes and revises the previous Bylaws which were ratified on July 26, 1994.

Major Changes Incorporated in the

2002 Draft Bylaws

*Articles and sections have been reordered and some renamed to conform to the Chapter Model Bylaws.

*Subscribing life membership addressed.  Policy and Procedures manual draft prepared also.

*Regional Representatives roles and term limits defined (Term of office increased to two years (limit of two consecutive terms); One Primary Regional Representative designated to vote on Executive Committee and give report; the other two are non-voting members of the Executive Committee) [FYI: Bylaws Chair took a poll of Region XI BIG NIH Chapters to ascertain their treatment of Regional Representatives in the Bylaws–their responses available upon request]

*New Committees:  Alumni Committee and Health Information Committee

*Subcommittee Promoted to Full Committee:  Awards Committee; Scholarship program defined

*Deleted Subcommittee: Gospel Choir

*New activities added to Membership Committee, i.e., New Member mentor and NIH BIG Chapter liaison for each building

*New Position:  Web Administrator

*Nominating and Election Committees - names changed to match Roberts Rules of Order; Chair designated as voting member of Executive Committee

*Quorum clearly defined for Executive Committee

*Voting/non-voting Executive Committee members identified

*Co-chairs voting rights defined

*Provisions for Installation Ceremony established

*Cross references added to Policy and Procedures Manual

*BIG NIH Chapter and National membership dues increase documented based on new amendments passed August 2002
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