Regional Structure Guidelines

I.    Regional Officers and Duties
Regional President: The highest and most important office of your region.  This should be a person that has the respect and epitomizes leadership qualities that are conducive to growth and participation of your region membership.

1) Preside at all meetings of the Region members and/or Board of Directors

2) Appoint committees as needed

3) Monitor and coordinate the functions of the Region

4) Organize and coordinate the annual Regional Elimination Trial

5) File, or cause to be filed, trial reports, regional reports, trial schedules and any other necessary documents or information needed by NSTRA for the function of the organization.

6) Report any changes in Officers or BOD, and the term dates for each.

7) Schedule and hold judging seminars

8) Schedule and conduct annual regional meeting as required by NSTRA

9) Appoint an alternate member to represent the region at the National Board of Directors meetings if the President is unable to attend (must be officer of region i.e. Vice President, BOD member etc).

10) Make available and present NSTRA financial report at annual regional membership meeting each year.

11) Ensure that the most current version of the region’s by-laws are on file with the National Office, along with copies of non-profit and incorporation papers.

First Vice President: Assumes the duties of the President in his absence and performs special duties at the Presidents request.

Second Vice President:  (Optional) assumes the duties of the President in the absence of the President and the First Vice President and perform special duties as requested by the President.

Secretary:  

1) Keep the minutes of the meetings of the region.

2) Keep files of necessary and current important information.

3) Assume the duties of the President in the absence of the President, First Vice President, and Second Vice President.
Treasurer:  The secretary and treasurer in many cases can, and will be, the same person.  In that case the duties of each separate office should still apply as described.

1) Receive and deposit funds of the region and giving receipt thereof.

2) Keep records of receipts and expenditures

3) Report on the financial status of the region at regional meetings.

4) Report as necessary to the IRS or other audit organizations.
II. Regional Board of Directors and Duties
NSTRA recommends the use of this governing body for different reasons:  1) NSTRA National bylaws recognizes and utilizes a BOD; and 2) a BOD can be helpful in keeping harmony and diversified representation within a region.  Some Regions may choose to not have a BOD opting to hold general membership meetings to conduct the business of the Region.  In many cases however representation of the region can and will be more uniform by forming and using a Region BOD, and the conducting of normal business can be done in a more efficient manner.  

1) Assist the officers in the management and operation of the region.

2) Attend board meetings as required

3) Receive and decide on grievances and protests with the officers.

4) Approve expenditure of funds of the region.

5) Appoint the location of the Regional Elimination Trial each year.

6) Monitor the activities of the other officers of the Region.

7) Represent the entire membership of the Region.

8) Serve on committees as appointed by the President.
III. Regional Constitution and Bylaws

In general, the constitution and/or bylaws of your region are the documents which contain the basic rules relating principally to your own organization, rather than to the parliamentary procedure that you follow.  In the ordinary case, it is recommended practice that all of the rules of that sort be combined into an instrument called the “bylaws,” although some refer to it as a constitution.  This instrument should

1) Have essentially the same form and content whether or not your region is incorporated

2) Define the primary characteristics of your region in such a way that the bylaws serve as the fundamental instrument of the rules of your region.

3) Prescribe how your region functions.
4) Include all procedures and policies that your region considers so important that they cannot be changed without previous notice to all members of your region and the vote of a specified large majority (such as a two-thirds majority).

5) Not contradict the bylaws of NSTRA or the laws of your State or the Federal Government.

While the number of articles in a set of bylaws will be determined by your region and its activities, the general nature of the subjects covered should be 

1) Name of your Region

2) Region Objective

3) Members

4) Officers

5) Meetings (annual, regular, and called)

6) Board of Directors (if you choose)

7) Committees

8) Election Process (Officers and BOD)

The content of your bylaws should be researched and reviewed by someone with knowledge of the laws of your state. Several regions have adopted and are governed by these instruments.  We recommend that you consider adopting a similar document that will help sustain order, rule, and help with consistent policies for the members of your region for many years.  Roberts Rules of Order can be a great help to anyone undertaking this task.

*In the event that new by-laws, or regional structures, are created and agreed upon by your region, make sure to send a copy to the National Office.  We keep these on file for quick reference and backup*
IV. Regional Finances

While the treasurer is the person ultimately responsible for the recording and accounting of the money, the finances of your region should be managed by either the Officers or the BOD if your region chooses to utilize this governing body.  No expenditure of funds or the management of these funds should be done by any one or two officers without previous knowledge and approval of the appropriate officials.  This is an area that should be specifically addressed in regional bylaws.  This policy is one of common sense that will help prevent questions or suspicions.

Monies to fund the activities are normally generated using several methods.

1) Annual Kick Off Trials; all services to put on a trial could be donated by members of the region with all net proceeds going into the treasury of the region.

2) Banquets and auctions

3) Raffle

4) Dog tax or fee; this is a popular method since it requires no extra effort from regional members to generate.  A tax is charged to each dog that competes in the trials in that region for the year.  The amount is up to the region, but usually does not exceed $1.50 per dog per trial.  So if you have a 32-dog trial the amount generated for the region if using $1.50 would be $48.00.  Most regions keep this fee lower than $1.50.  

V. Conducting meetings and parliamentary procedures

NSTRA recognizes Roberts Rules of Order as its official guideline of procedures for conducting the business meetings of our organization.  Any region president should obtain a copy for reference.

The minimum number of meetings that a region can have as required by the NSTRA National Constitution is 1 (one) per year.  At this meeting two items must be addressed. The first is to give the members of your region a report of the financial condition of NSTRA as described in the annual audit report that is distributed to all regions.  The second is to determine whether your region is to send dogs to the Dog of the Year Trial using the Regional Elimination method or the High Point method.  Many regions use this gathering of its members to give regional awards, elect officers, conduct the business of the region, discuss issues of importance, and discuss issues of the upcoming National BOD meeting and others.

Additional meetings during the year will naturally be beneficial and in some cases necessary as additional issues arise.  Whether these meetings are for the entire membership or for the BOD depends on the type of structure your region utilizes to conduct the business of the region.  Some use the BOD method to make and enforce policy and decide on issues as they come up and others use the general membership.  This governing body should be decided and addressed in the Bylaws of your Region describing the authority of this body. 

A) Calling meetings: Each region should have a consistent method of notifying those involved of a called meeting.  This can be done by any acceptable method (i.e. mail, fax, email, phone call).  Sufficient notice should be given for all to make arrangements to attend.

B) Agendas:  Each meeting should have an agenda that is prepared either by the President or the Secretary at the Presidents instruction.  The agenda should list the items to be discussed and acted on at this particular meeting.  An example of an agenda is given below.  Following this section is a sample meeting agenda.
EXAMPLE AGENDA:

I. Call Meeting to order
II. Secretary present minutes of last meeting 
III. Treasurer Report 
IV. Old Business: This category will have subitems that will consist of unfinished business from previous meetings, committee reports, pending or tabled items.  
V. New Business: This category will have subitems that will consist of new items to be considered by the governing body.  This agenda category will consist of, but not limited to, items that the President is previously made aware of.  Most presidents request members to submit items they wish to be considered in advance of a meeting so that preparation and information items can be gathered.  However at the conclusion of the list of items in this category the President should ask for any other item of new business.  At this point any member participating in the meeting can introduce (using proper procedure) a new item for consideration. 
VI. Adjourn 
Other agenda categories could be Election of Officers, Program, and Presentations etc.  Agendas will and can vary.  The example given is simply that, an example.  Your bylaws can address agendas in a more specific way if your region wishes.  

Parliamentary procedures sometimes seem intimidating and complex.  They are a necessary part of any organization to help conduct business in an orderly manner.  Again it is recommended that each President have at his or her disposal a copy of Roberts Rules of Order.  Here a couple of the most common procedures used in our organization and it characteristics.

1) Main Motion: This is the most common of all procedures used.  It is made after obtaining the floor by raising hand or standing and once you are recognized, state your motion and reasons for making.  The president will then ask for a second.  If a member wishes to second he or she says second without having to get recognition from the chair.  If no second is given the motion then dies from lack of a second.  Once a second is made, the president opens the floor for debate or discussion.  Discussion can be terminated by several methods.  One is for the President to determine that enough time has been allowed and ask the assembly if they are ready to vote.  If no one asks for more discussion time then the President can call the vote.  Another is for a time limit to be set at the opening of a meeting for debate.  Once the time limit has been reached a vote is taken.  Calling for the question is a way for a member to let it be known that he/she is ready to vote.  This can be done two ways but the best is to ask for the floor and once recognized make a motion to vote on the question.  The president will then ask for a second.  If a second is given, the president will ask for a vote on the motion to vote on the question.  If that vote passes the president will then ask for a vote on the original main motion.

2) Nominations:  Nominations are made during the electing of officer or board members for an organization.  Nominations are made only after the President asks for them for a specific position.  The members or the nominating committee can then make nominations by asking for recognition.  Once recognition has been given the member states that “I wish to nominate __________ for President.”  This is all that is needed for a nomination.  No second is required.  Once nominations have ceased or a motion for nomination to cease has passed a vote is taken for these positions. 

3) Roberts Rules of Order does a great job of explaining other procedures that are common in meetings such as NSTRA.  Amendments to Main Motions, Motions to Table, Motion to remove from the table, Motions to rescind or reconsider are some that a President should be familiar with to be an effective leader of a meeting.

VI. Electing Regional Officers and Board Members

This is a very important issue and should be covered specifically in your Regional Bylaws.

Regions do this differently across the country and below are listed a few examples.

1) Annual or biannual election of officers at a general membership meeting

2) Annual or biannual election of officers using a mail or email ballot of names suggested by a nominating committee.

3) Annual or biannual election of a BOD and officers using the general membership meeting or done by mail or email ballot as suggested in #2 above.

4) Biannual election of a BOD by mailing or emailing a ballot of names consisting of persons nominated by a nominating committee.  The ones receiving the highest # of votes are elected to serve a 2 year term (the # of BOD members should be described in your bylaws).  The elected BOD then elects officers from within its ranks to serve a one-year term in that particular office.

There are other methods to use.   The important thing to remember is to make the election process of your region fair and available to all members.

Length of term of most officers in a region should not exceed two years and in most cases are only one-year terms.  BOD can be the same or different depending on your election method and process.

Because regions have many different ways of holding elections, the National Officers have written guidelines to follow when holding regional elections.  Please adhere to these guidelines if at all possible in the future. 

A.  Region President shall appoint a nominating committee consisting of 4 region members 60 days prior to the general election in each region.  One of the 4 members will serve as Chairman of the committee.  Officers can be elected for a term of 1-3 years.  This will be left to the discretion of each region.  

B. There must be a minimum of (1) and maximum of (2) names for each office on the ballot.  Any at large candidate can be added to the ballot within 30 days of the election.

C. Voting will be held at the general membership meeting which should meet at approximately the same time each year.  Only regular members who are current on their dues will be allowed to vote; associate members are not eligible to vote.  Region must obtain an up-to-date membership list from the NSTRA office the day prior to the meeting.  No one will be allowed to pay their dues at the membership meeting; dues must be paid through the NSTRA office prior to the meeting.

D. The ballots will be prepared prior to the meeting by the nominating committee, and voting will be done anonymously.  The nominating committee will immediately count the ballots with the Chairman of the committee making the announcement of the new officers.  

a. If a mail ballot is sent out, a method of verifying authentic ballots and keeping each persons vote a secret should be considered.  This can be done by numbering ballots, by detaching the person’s name from the ballot upon receipt by the election official or other methods you might think of.

Remember open, fair, and inclusive elections are essential if you are to have a unified region.
VII. Role of NSTRA National Officer Representative for your region

NSTRA has 5 National Officers that work to represent the entire membership.  In order for each Region to have an effective and direct link to the National Organization a National Officer has been assigned to represent your region and act as the link to the other National Officers.

Communication with this officer should be channeled through the Region President, although there may be times that it would be necessary for a member to call. However, the Region President is the leader of the Region and every effort should be made to keep the chain of command intact and afford him or her the courtesy of giving them the opportunity to do their job.
NSTRA wants each Region to take care of its own business and solve its own problems whenever possible.  This solution must be within the boundaries of the rules, constitution, and bylaws of NSTRA.  If a question arises or a dispute that cannot be resolved, then it is time to call the officer overseeing your region.  

The National Officers are not policemen nor are they dictators.  Their role as your regional representative is to answer questions and help solve problems, provide interpretations of rules and bylaws, act as an advisor, to act as a communication link between your region and the other National Officers, and to support the rules of NSTRA. 

It would be beneficial for each Region President to communicate with the officer over their region to talk over issues or to just get the latest news.  Most of the officers have several forms of communication.  One that is easy to use and is enjoyed by most is email.  You are encouraged to develop a link and use it to its fullest.  If you are not sure which officer is your Regional Representative: you can call the office, check your magazine, or look on the NSTRA website under NSTRA Leadership.
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THE NATIONAL OFFICERS ARE HERE TO HELP YOU, PLEASE MAKE SURE TO CONTACT THEM IF YOU HAVE ANY QUESTIONS OR CONCERNS!!!

VIII. Dates to Remember and Reminders

· May 1st each year:  Fall Trial Schedules due
· November 1st each year:  Spring trial Schedules due
· Remind all trial Chairmen that scheduling fees are due 6 weeks prior to trial
· Remind all trial Chairmen that trial reports are due within 10 days of the end of trial
· Hold at least one annual membership meeting each year and report on NSTRA finances.  Copy of Financial Statement is mailed to all Regional Presidents each year.
· Schedule and hold Regional Elimination Trial at least 45 days prior to Dog of the Year Trial in October.
· Report to NSTRA the order in which dogs qualified for DOY trial
· Remind all members that are qualified for DOY that no invitations will be mailed and they must enter by deadline.
· Report to the NSTRA office who will represent your region at the April and October BOD meetings at least 30 days prior to meeting.
· Schedule Judging Seminars and notify NSTRA office at least 4 weeks prior.
· Check your e-mail frequently, as it contains valuable information and reminders.

Each of these dates and reminders has a very important role or purpose for NSTRA and your Region.  Please mark you calendars and strive to stay current on these items. 
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