
Chapter Guidelines

Section One:  
Rules and Regulations for the Organization 
and Operation of a Chapter

It is essential that the provisions of this Manual be followed carefully by all chapters. The chapters are not incorporated; they operate under the Society’s constitution and bylaws and the rules and regulations, as prescribed by the CEO of the Society.  The chapter boards of directors have control of their chapter funds. Only regularly nominated and elected officers and directors are legally qualified to make such expenditures.

ARTICLE I
NAME AND OBJECT:  A chapter of The West Virginia Society of Certified Public Accountants (hereafter called the Society) shall be known as ___________________ Chapter of the Society, the name to be approved by the board of directors of the Society.  The objectives of the chapter shall be to promote the interest of the Society at the local level; to cultivate professional cooperation and social communication among its members; to encourage an interest in accounting and auditing problems among the public; and, in general, to relate professional accounting standards to everyday living.  A primary objective of each chapter will be to encourage the participation of members in the programs and projects of The West Virginia Society of Certified Public Accountants.

ARTICLE II
FORMATION, MEMBERSHIP, BYLAWS, AND DISSOLUTION OF A CHAPTER:

The following highlighted items are from the Society’s bylaws:

Article 13, Section 13.10
“Authority to Organize:  Any group of five (5) members of the Society residing or practicing in a certain city or section of the State of West Virginia may organize a chapter of the West Virginia Society of Certified Public Accountants and as such may do anything for the advancement of the profession that is permitted by the charter and bylaws of this Society.”

The geographical limits within which any chapter shall function shall be determined or altered by the Society’s board of directors, after due consideration of that portion of the state which can best be served by that chapter.  The fiscal year of the chapter shall coincide with that of the Society, which begins on the first day of June and ends on the last day of the following May.

Article 13, Section 13.20
“Members:  Membership in any chapter organized under the authority of this article shall be limited to members (of any class) of the West Virginia Society of Certified Public Accountants….”  
Membership in chapters is the result of membership in the Society; consequently, the determination of membership classification (i.e., regular, non-resident, associate, student, or professional affiliate) rests with the Society’s board of directors.

All persons eligible for Society membership should be permitted to join a chapter.  All chapter members must also be Society members.

Membership in a chapter is voluntary, subject to whatever dues and assessments the chapter’s governing body may prescribe.  Chapters are to be self-supporting.  Members may belong to only one chapter but are encouraged to attend the meetings of other chapters as they see interest.

Listings of new Society members and listings of those recently passing the Uniform CPA examination as well as those recently licensed will be sent periodically from the Society Office to the president and secretary of the chapters.  A complete listing of Society members with their chapter assignments will be sent from the Society Office to the chapters upon request.  

Article 13, Section 13.30
“Chapter Bylaws:  The bylaws of any chapter organized under the authority of this article and any amendments thereto must be submitted to the board of directors of the West Virginia Society of Certified Public Accountants for its consideration and approval before they become effective.”

Article 13, Section 13.40
“Forfeiture:  Whenever the membership of any local chapter shall become less than five (5) and shall continue so for twelve (12) consecutive months, such chapter shall cease to be part of this Society and all its rights and privileges shall be forfeited.”

ARTICLE III

MEETINGS:  Meetings of the chapter shall be held periodically as the directors shall decide.  However, there shall be at least one meeting each fiscal year.  It shall be held prior to the annual meeting of the Society.  

The notice of all chapter meetings, chapter meeting reports, and minutes of the chapter business meetings shall be sent to the Society Office on a timely basis.  The chapter meeting notices may be posted on the Society’s website prior to the chapter meeting date.

ARTICLE IV

OFFICERS:  The ideal structure for the officers, if possible, shall be a president, vice president, secretary-treasurer or secretary and treasurer, and at least two at-large directors.  The officers and the at-large directors shall comprise the board of directors.  Their terms of office shall be one year or until a successor shall be duly elected and qualified.  If any office shall become vacant, the remaining officers shall determine a plan for filling the vacancy and discuss said plan with the Society CEO.


The Chapter President must be a CPA, and a non-resident member of the Society may serve in this office.  Associate members of the WVSCPA may serve in all offices of the Chapter except that of President.

The board shall have all powers necessary or incidental to the control and administration of the business affairs of the chapter. The board of directors shall meet at the call of the president.
ARTICLE V
FINANCE:  When the Society began collecting chapter dues on behalf of the chapters, in the 2013-2014 fiscal year, then Chapter presidents voted for a set $35 chapter dues amount. Any changes to this amount moving forward would need to be addressed with and approved by the Society CEO and other chapter presidents. Chapters must be self-supporting.

Chapter finances shall be based on a combination of the following:

   Chapter dues; and
   Additional income from chapter functions, including CPE seminars.
ARTICLE VI

AMENDMENTS, MODIFICATIONS AND SUPPLEMENTS:  The board of directors of the Society and the CEO shall have the power to amend, alter or supplement these rules and regulations.

ARTICLE VII
APPLICABILITY OF SOCIETY’S CONSTITUTION AND BYLAWS:  In any instance where express provision for the procedure to be followed by a chapter has not been made in the chapter bylaws, the chapter shall be governed by the procedure in the constitution and bylaws of the West Virginia Society of Certified Public Accountants.

The powers herein conferred upon chapters must be exercised in a manner consistent with the constitution and bylaws of the Society.

Section Two:  
Coordination Between the Society and its Chapters

As stated in the Mission of the Society, the objectives of the Society shall be to unite, safeguard and promote the accounting profession in the State of West Virginia as constituted by Certified Public Accountants; cultivate and maintain high professional competency levels and ethical standards within the accounting profession; and to support accountancy education.

In order that these objectives be attained, it is essential that chapter activities be coordinated so that statewide concerns are approached uniformly and on a common front.  Also, it is desirable that a chapter have knowledge of the activities, problems, and successes of other chapters in order to function more advantageously for its members and to thereby benefit the profession as a whole.

A chapter officer is required to send to the Society CEO a copy of the minutes of the chapter business meetings and a notice of all chapter meetings and board meetings, as the Society is the keeper of permanent chapter records moving forward. The chapter is also required to keep a permanent record of chapter business meetings/minutes/cpe sessions utilizing the DropBox account setup by the Society office for each chapter, or another means of digital storage.
Section Three:  
The Chapter Board of Directors

DUTIES OF THE BOARD OF DIRECTORS:  The board of directors shall have all of the powers necessary or incidental to the control and administration of the business and affairs of the chapter, in the determination of its policy, and in making recommendations to the Board of Directors of the Society on local and statewide matters.

The board of directors is responsible for the financial status of the chapter, shall approve the budget of the chapter, and shall ascertain that the chapter operates within the budget. All chapter expenditures must be approved by the board of directors.  

MEETINGS OF THE BOARD OF DIRECTORS:  The president presides at all meetings of the board, or in his/her absence, the vice president.  Minutes of the meeting shall be kept by the secretary and an original of such minutes shall be kept utilizing the DropBox account setup by the Society office for each chapter, or another means of digital storage, and a copy should be forwarded to the Society office.
Section Four:  
Chapter Officers and Their Duties

DUTIES OF THE PRESIDENT:  The president is the chief executive officer of the chapter.  It is the responsibility of the president to see that the board of directors meets when necessary and functions properly.  

He/she presides at all meetings of the board of directors and authorizes expenditures from chapter funds upon approval by the board of directors.

The president should, at the beginning of the year, plan for the activities of the coming year to provide for the proper coverage of all legitimate activities of the chapter and to ensure proper coordination between neighboring chapters and the Society as a whole.  He/she shall make certain that the Society Office is kept informed of all activities and shall also, prior to June 1, submit an annual report to the Society Office for inclusion in the Annual Report which will be distributed during the annual meeting of the Society.  

DUTIES OF THE VICE PRESIDENT:  The vice president shall perform the duties of the president, in the event of the president’s absence or disability.  He/she shall also be available for such assignments as the president may prescribe

DUTIES OF THE TREASURER:  The chapter treasurer shall keep accurate financial records and books of accounts, showing all receipts and disbursements of the chapter.  He/she shall make a report at each meeting of the board of directors outlining the receipts and disbursements since his/her last report; he/she shall present to the board of directors all bills against the chapter, and with approval, pay them. He/she shall prepare an annual financial statement of the chapter’s transactions, forward a copy to the CEO of the Society no later than June 10 of each year, for the year ended May 31.  

THE CHAPTER SECRETARY:  The chapter secretary shall keep minutes of the meetings of the board of directors and prepare at least two copies thereof, one to be maintained utilizing the DropBox account setup by the Society office for each chapter, or another means of digital storage, and the other to be forwarded to the CEO of the Society as promptly as possible. He/she issues notices for all chapter and board meetings, and is responsible for emailing any data/information to the members.

He/she shall notify the Society office, by April 1, with the list of all new officers and directors each year. This may be sent to whitney@wvscpa.org. 
Occasionally, he/she will receive requests for a list of the chapter membership.  All such requests should be referred to the CEO of the Society.
REMOVAL OF CHAPTER OFFICERS:  Failure of a chapter officer or director to perform his or her duties properly should be the concern of the board of directors, and if such failure persists, the board of directors may, by majority vote, declare the office vacant.  A vacancy so created shall be filled with guidance from the Society CEO for the remainder of the term.

If at any time, the officers or directors of a chapter should fail to perform their duties properly, the board of directors of the Society may declare the chapter offices vacant. The Society CEO will work to fill the vacancy for the remainder of the term.
Section Five:  
Chapter Meetings

Chapters are required to hold a minimum of one meeting per year, although as many additional meetings may be held as the directors shall decide.  Some of these meetings should be technical meetings to increase the professional knowledge of members. These meetings may be reviews, updates or new information in the profession.  

The day for chapter meetings should be determined by the chapter’s board of directors as far in advance as possible.  

Section Six:  
Chapter Meetings & CPE
CHAPTER CPE (Policy Effective July 1, 2020):  The authority to offer CPE, the verification of the content and quality of CPE, as well as the recordkeeping for all CPE offered by the WV Society of CPAs or its Chapters is ultimately the responsibility of the WVSCPA.  To ensure that the CPE offered by Chapters of the WVSCPA meets the requirements of the WV Board of Accountancy and NASBA for the granting of CPE credit, the process for providing CPE at Chapter meetings MUST go through the WVSCPA CEO and the WVSCPA office.  

(1) ALL CPE OFFERED AT CHAPTER MEETINGS MUST BE APPROVED IN ADVANCE BY THE WVSCPA CEO BEFORE THE SCHEDULING OF THE EVENT AND ANY ADVERTISING OF THE CHAPTER EVENT AS PROVIDING CPE HOURS TO CHAPTER MEMBERS.   

(2) ALL CPE CREDIT AWARDED WILL BE CALCULATED BY THE WVSCPA OFFICE USING DOCUMENTATION PROVIDED BY THE CHAPTER FOLLOWING THE CONCLUSION OF THE CHAPTER MEETING.  ALL CPE CERTIFICATES WILL BE ISSUED BY THE WVSCPA OFFICE AND ALL RECORDS TO SUPPORT THE CPE HOURS PROVIDED AT CHAPTER MEETINGS WILL BE MAINTAINED BY THE WVSCPA OFFICE. 

(3) CHAPTERS DO NOT HAVE THE AUTHORITY TO APPROVE OR OFFER CPE AT THEIR MEETINGS OR ISSUE CPE CERTIFICATES OF THEIR OWN ACCORD. 

(1) ALL CPE OFFERED AT CHAPTER MEETINGS MUST BE APPROVED IN ADVANCE BY THE WVSCPA CEO BEFORE THE SCHEDULING OF THE EVENT AND ANY ADVERTISING OF THE CHAPTER EVENT AS PROVIDING CPE HOURS TO CHAPTER MEMBERS.   

ALL OF THE FOLLOWING INFORMATION MUST BE SUBMITTED IN ADVANCE TO THE WVSCPA CEO:
1. A detailed agenda showing the details for the meeting such as the date, location, proposed start and end time, and the details for the various segments of the meeting, such as the time allotted for lunch, the time allotted for the speaker for the proposed CPE to be offered, etc. 

2. A professional bio for the proposed speaker(s).

3. The topic(s) for the proposed CPE.  In addition to the topic, the Chapter should determine

· An objective for the CPE.  This can be very general such as “to provide attendees with current knowledge regarding………..”

· If the knowledge level for participation is something other than “Basic”, the Chapter will need to determine this.

· If Prerequisites for participation is something other than “None”, the Chapter will need to provide this information.

· If the Experience or Advance Preparation for participation are something other than “None”, the Chapter will need to provide this information. 

· The instructional delivery method will be “Group Live” for both in-person events and live, virtual events.  At the present time, for CPE to be approved for virtual Chapter meetings, the Chapter must be using the WVSCPA’s ZOOM subscription and the meeting must be administered by WVSCPA staff.

· The WVSCPA CEO will determine the field of study for all Chapter CPE.   

ONCE THE WVSCPA CEO HAS APPROVED THE OFFERING OF CPE BY A CHAPTER, THE CHAPTER MAY THEN ADVERTISE THE EVENT TO ITS MEMBERS. 

(2) ALL CPE CREDIT AWARDED WILL BE CALCULATED BY THE WVSCPA OFFICE USING DOCUMENTATION PROVIDED BY THE CHAPTER FOLLOWING THE CONCLUSION OF THE CHAPTER MEETING.  ALL CPE CERTIFICATES WILL BE ISSUED BY THE WVSCPA OFFICE AND ALL RECORDS TO SUPPORT THE CPE HOURS PROVIDED AT CHAPTER MEETINGS WILL BE MAINTAINED BY THE WVSCPA OFFICE. 

THE FOLLOWING INFORMATION MUST BE COMPLETED AT THE CHAPTER MEETING WHERE CPE IS BEING PROVIDED OR SHORTLY THEREAFTER.  THE COMPLETED ITEMS MUST BE SENT TO THE WVSCPA OFFICE IN A TIMELY MANNER FOLLOWING THE CONCLUSION OF THE CHAPTER MEETING.  THESE ITEMS ARE REQUIRED FOR THE FINAL CALCULATION OF CPE HOURS FOR ATTENDEES AND FOR THE ISSUANCE OF CPE CERTIFICATES BY THE WVSCPA OFFICE.
1. An attendance record sheet MUST be provided and completed at the Chapter meeting.  This sheet should have a description or title for the Chapter meeting, and state the location, date, and time of the meeting.  It MUST have a printed list of the names of all registered attendees who expect to obtain CPE credit at the Chapter meeting.  There MUST be a place for the attendee’s signature next to their printed name, a place for the attendee to write the time of arrival at the meeting and a place for the attendee to write the time of departure from the meeting.  There MUST be a signature, an arrival time, and a departure time for each attendee for them to obtain CPE credit for the Chapter meeting.  If any of these items are missing, CPE credit will NOT be awarded for that individual.    

2. An evaluation form MUST be provided to attendees.  The evaluation can be printed and provided at the meeting or sent via email by the Chapter officers to the attendees after the conclusion of the Chapter meeting. 

3. Both the completed attendance sheet and the completed evaluations that are received by the Chapter MUST be submitted to the WVSCPA office as soon as possible following the conclusion of the Chapter meeting.  

4. Upon receipt and review of the sign-in sheet(s) and evaluations, WVSCPA staff will determine the amount of CPE earned by the attendees and issue CPE certificates.  It is the WVSCPA’s policy to issue CPE certificates via email within 10 business days of the conclusion of all WVSCPA events; however, the ability to issue CPE certificates on behalf of the Chapters within 10 business days of a Chapter meeting will be dependent upon the Chapter sending items #1 and #2 above in a timely manner to the WVSCPA office.   If items #1 and #2 above are not provided to the WVSCPA within 30 days of the Chapter meeting, the WVSCPA will NOT issue CPE certificates and the CPE for the Chapter meeting will be forfeited by all attendees.   Chapter officers will be responsible for notifying Chapter members as to why they did not receive CPE 
for the event as promised.

(3) CHAPTERS DO NOT HAVE THE AUTHORITY TO APPROVE OR OFFER CPE AT THEIR MEETINGS OR ISSUE CPE CERTIFICATES OF THEIR OWN ACCORD. 

Name of Chapter
Name and Date of Event 
Evaluation Form

5-Strongly Agree
4-Agree
3-Neutral
2-Disagree
1-Strongly Disagree

N/A
Stated learning objectives were met.







Stated prerequisite requirements were 
appropriate and sufficient.





Program materials, if any, were relevant and 
contributed to the achievement of the 
learning objectives.







Time allotted to the learning activity 
was appropriate.





Name of Instructor (one line for each, if 
more than one) was effective.





Comments:

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Please return completed form to Chapter representative.

MUST BE FORWARDED TO WVSCPA OFFICE FOR FILES.
Section Seven:  
Chapter Communications

Chapters generally communicate via e-mail to their members and avoid the cost of mailings.  The Society Office works with the chapters to share e-mail addresses, and it is helpful if the chapters will also work with the Society to keep addresses current, if they receive updated information from members.
The Society’s social media channels are an excellent way for chapters to keep their members updated.  The Society Office can provide a direct link to members to a chapter-run social media page.
The following policies for communicating the position of the Society have been adopted:

•
Communications from Society chapters to outside organizations, and/or governmental agencies, that develop or state a position or attitude that would be considered to represent the views of the Society, must be approved by formal action by the Society’s CEO before the communication is made.

•
This policy is not intended to limit or preclude normal, routine correspondence of chapters, nor is it intended to restrict any individual from expressing his/her personal views.  However, chapter members are not to act as spokespersons for the Society unless so authorized. 
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