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KAISERSLAUTERN LANDSTUHL 
SPOUSES' ASSOCIATION
BYLAWS

ARTICLE I - Declaration of Bylaws

The Board of Governors (BOG) hereby declares these Bylaws for the management of the Kaiserslautern Landstuhl Spouses’ Association, hereafter referred to as KLSA, in accordance with the KLSA Constitution and applicable military regulations.

ARTICLE II - Dues
The Board of Governors shall set the annual membership dues each year.  Dues are not refundable for any reason.  Failure to pay dues shall prohibit anyone eligible for KLSA membership from participating in any KLSA-sponsored activity, voting or holding office, with the exception of Honorary Members and Advisors who will be permitted to participate in KLSA activities.

ARTICLE III - Elected Officers

Section 1: Term of office

a. Elected officers shall serve for a period of one (1) year or until their successors are elected or appointed.  The term of office shall begin following Installation of Officers at the May General Membership meeting.

b. An incumbent shall be eligible for re-election, but no officer shall be elected for more than two (2) consecutive terms for the same office.

Section 2: Elections
a. Elections for officers will be held annually at the April General Membership meeting.  The installation of officers shall be held at the May General Membership meeting.

b. The date of the Elections will be announced at least one (1) month prior at the March General Membership meeting and in the March edition of the Newsletter.

c. Candidates for elected offices shall be nominated by the General Membership through a Nominating Committee and floor nominations at the March General Membership meeting.

d. If a single slate is presented a voice vote may be taken.  If a multiple slate is presented an election must be taken by closed ballot.

e. The Parliamentarian will handle procedures for ballot voting.

f. A sealed absentee ballot will be accepted if delivered to the Parliamentarian in a sealed envelope before the April General Membership meeting.  Proxies will be accepted if a copy is presented to the Parliamentarian at the April meeting.

g. All Officers shall be elected by a simple majority vote of active members present, including Absentee Ballots.  A quorum is necessary to conduct the elections, a quorum is established when twenty-five (25%) percent of the active membership are present or vote in an alternate manner as specified in the Bylaws.  

h. Results will be announced prior to the closing of the April General Membership meeting.

i. In case of a tie, a run-off election will be held at the same April General Membership meeting for the office in question.

ARTICLE IV - Governance

Section 1: Executive Board
a. The Executive Board shall consist of the elected officers and the Parliamentarian. Advisor(s) may be invited to attend, if available.

Section 2: Board of Governors
a. Voting members of the Board of Governors are the 2 Vice Presidents, Recording Secretary and Treasurer.  Voting Standing Committee Chair members are Activities Coordinator, Historian, Membership, Newborn Photos, Office Manager, Publicity, Reservations, Volunteer Coordinator, Ways and Means, and Welfare.  The President votes only in the case of a tie.

b. Non-voting members are the Parliamentarian, and Advisor(s).  If Ad Hoc or special committee chairs are appointed by the President, they will not vote on the Board of Governors

c. The Board of Governors shall set the time and date of the monthly Board of Governors meeting.  The General Membership shall meet monthly from September to May at the discretion of the Board of Governors.

d. After three (3) unexcused absences, the President may request a Board member’s resignation.

Section 2: Duties of the Board of Governors
a. To coordinate and supervise all activities of the KLSA.

b. To direct the collection and disbursement of the KLSA monies and establish proper accounting procedures.  It shall be subordinate to the membership at large in the direction of disbursement.

c. To initiate changes to the Constitution and the Bylaws for the efficient and orderly operation of the KLSA.  No program or activity shall be conducted by the KLSA, which would prejudice or discredit the military or other agencies of the United States Government.

d. The Elected Officers may conduct business on an emergency basis only in the absence of the availability of a quorum of the Board of Governors.

e. The President can call an emergency meeting of the Board of Governors at her/his discretion or at the request of a Board of Governors’ member.

Section 3: Voting Procedures
a. A show of hands will be asked for by the President and counted by the Parliamentarian with the results being passed on to the Recording Secretary.

b. A voice vote will be held for election of a single slate at the April Membership meeting.

c. The Parliamentarian will count written ballots.

d. Absentee Ballot: A signed vote to be given to the Parliamentarian in a sealed envelope to be opened at the time of the vote.

e. Proxy: A signed letter authorizing a specific person to vote on their behalf at a General Membership Meeting.  A copy of this letter is to be given to the Parliamentarian before the vote.

f. Telephonic Vote: The Parliamentarian will conduct the telephonic voting for the Board of Governors passing on the results to the President and Recording Secretary.  If an emergency vote is needed from the General Membership, the Parliamentarian will appoint three (3) Elected Officers to help with the telephonic vote, passing on the results to the President and Recording Secretary.

g. Electronic Vote: If an urgent General Membership vote is required, email voting will be used as prescribed in Parliamentarian SOP.

ARTICLE V - Advisors 

The spouse of the 21st Theater Support Command Commander, and/or the spouse of the senior Army Commander in the Kaiserslautern Military Community will be invited to serve as Advisor(s) as appropriate.

ARTICLE VI – Parliamentarian

Section 1: Duties
a. Shall be appointed by the President.

b. Is a non-voting member of the Board of Governors.

c. The Parliamentarian shall advise the KLSA on all points of parliamentary procedure not covered by the Constitution and Bylaws.  Parliamentary procedures will be in accordance with Robert’s Rules of Order, Revised.

d. Chairs the bi-annual review of the Constitution and Bylaws Committee (Section 2).

e. Chairs the Nominating Committee and presides over the election of new officers (Section 3).

f. Conducts all telephonic and/or e-mail voting and passes the results to the President and the Recording Secretary.

g. Submits an after action report with any changes to the Parliamentarian's SOP to the President at the May Board of Governors meeting.

h. Collects all SOPs and After Action reports with the President at the May Board of Governors meeting, and reviews them with the President and Vice Presidents.

i. Maintains a file of all After Action reports of the Board of Governors, all the SOPS, Constitution and Bylaws and minutes, to be passed on to successor.

Section 2: Constitution and Bylaws Committee
a. The Parliamentarian chairs the committee, which will consist of five members to include the President, one Vice President, Recording Secretary, and member at large appointed by the President.  Advisor(s) may be invited to attend, if available.

b. Conducts the review and types the revision of the Constitution and Bylaws for submission to the approving authority, every two years.

c. Submits revised Constitution to the Board of Governors for approval, then to the General Membership for approval.  Submits revisions to the Bylaws to the Board of Governors for approval and announces revisions to the members at the next General Membership meeting.

Section 3: The Nominating Committee
b. Is chaired by the Parliamentarian.

c. Is composed of, one elected member of the Board of Governors, other than President, two Standing Committee Chairs and two members of the General Membership appointed by the Parliamentarian. Advisor(s) may be invited to attend, if available.

d. The Parliamentarian will announce the Nominating Committee at the February General Membership meeting.

e. The slate of nominees will be announced at the March General Membership meeting.  At this meeting the Parliamentarian will accept nominations from the floor, providing the consent of the nominee has been obtained.

f. All nominations for elected officers will close as of 1 April.  Nominees will be published in the April edition of the Newsletter.

g. All KLSA members in good standing are eligible to vote, including the President.

ARTICLE VII - Elected Officers
Section 1: President
a. Votes only in case of a tie.

b. Holds only one position on the Board of Governors, that of President. 

c. Appoints all Standing Committee Chairs, Ad Hoc or Special committees and is an ex-officio member of all committees with the exception of the Nominating Committee.

d. Monitors the activities of all Standing Committees with the assistance of the two Vice Presidents.  Monitors and guides Activities Coordinator, Volunteer Coordinator and Office Manager. 

e. Signs all contracts and legal documents.  The President shall insure that the appropriate persons are authorized signatories on the KLSA accounts.

f. Is authorized to sign checks in conjunction with the Treasurer or 1st Vice President when dual signature check system is utilized.  A surety approved by the Board of Governors on such accounts, as the Board of Governors deems necessary shall bond president.

g. Insures that, annually, an audit of all KLSA accounts is performed by a person not serving on the Board of Governors in accordance with the provisions of current USAREUR Private Organization Policy Letter. 

h. Signs all Thrift Shop employment contracts with salaried employees.

i. Directs the orderly and complete transition to the new Board of Governors.

j. Reviews and revises her/his own SOP annually and submits one written copy, along with after action report, to the Parliamentarian at the May Board of Governors Meeting.

k. Supervises the preparation and submission of the necessary documents for all military reviews.

Maintains a file of the President SOP, after action reports and minutes from the previous year, current Constitution and Bylaws, current USAREUR Private Organizations Fundraising Policy, and previous year budget for submission to successor.

Section 2: 1st Vice President 

a. Is a voting member of the Board of Governors.

b. Presents a report at monthly Board of Governors’ Meetings.  If unable to attend, will prepare a written report and ensures that it is presented at the meeting.

c. Performs the duties of the President in the absence of the President and fulfills the remainder of the term should the President resign.

d. Assists the President with activities as directed.

e. Is a KLSA representative for the community as appointed by the President.

f. Supervises the Thrift Shop Managers to ensure compliance with KLSA policies, USAREUR Private Organization Policy Letter and applicable German laws.

g. Monitors and guides the following standing committees Newborn Photos and Welfare.

h. Is authorized to sign checks in conjunction with the Treasurer or President when dual signature check system is utilized.  A surety approved by the Board of Governors on such accounts, as the Board of Governors deems necessary, shall bond the 1st Vice President. 

i. Submits an after action report with any changes to the 1st Vice President SOP to the Parliamentarian at the May Governing Board Meeting.

j. Maintains a file of the 1st Vice President SOP, after action reports and minutes from previous year, copy of Constitution and Bylaws, and current USAREUR Private Organizations and Fundraising Policy, to be passed on to successor.

Section 3: 2nd Vice President 
a. Is a voting member of the Board of Governors.

b. Presents a report at monthly Board of Governors’ Meetings.  If unable to attend, will prepare a written report and ensures that it is presented at the meeting.

c. Performs the duties of the President in the absence of the President and 1st Vice President.

d. Assists the President with activities as directed.

e. Is a KLSA representative for the community as appointed by the President.

f. Ensures Program SOP is followed and executed, and presents the year’s proposed programs to the KLSA Board of Governors no later than the September Board of Governors Meeting.

g. Monitors, guides and coordinates the following standing committees: Historian, Membership, Publicity, Reservations and Ways & Means.  

h. Is responsible for publicity of the monthly functions in the KLSA Newsletter.

i. Submits an after action report with any changes to the 2nd Vice President SOP to the Parliamentarian at the May Board of Governors Meeting.

j. Maintains a file of the 2nd Vice President SOP, after action reports and minutes from previous year, copy of Constitution and Bylaws, and current USAREUR Private Organizations and Fundraising Policy, to be passed on to successor.

Section 4: Recording Secretary
a. Is a voting member of the Board of Governors.

b. Keeps an accurate record of all Board of Governors’ and General Membership meetings, noting all motions.

c. Submits copies of monthly minutes to Board of Governors. 

d. Submits copies of the Board approved minutes and quarterly financial statements for all -accounts to the Garrison.

e. Provides a copy of the Board of Governors' minutes at each General Meeting.

f. Sends a monthly e-mail reminder to all BOG members on the date and time of next meeting.

g. Contacts all Board Members for all special and Emergency Board of Governors Meetings.

h. Maintains record of all committee reports submitted at Board of Governors meetings.

i. Submits an after action report with any changes to the Secretary’s SOP to the Parliamentarian at the May Board of Governors Meeting.

j. Maintains a file of the Secretary's SOP, after action report and minutes from previous year, copy of Constitution and Bylaws, and current USARER Private Organizations and Fundraising Policy, to be passed on to successor.

k. Ensures meeting room is set up with BOG name and title plates for each BOG position.

Section 5: Treasurer
a. Is a voting member of the Board of Governors.

b. Presents a report at the monthly Board of Governors’ Meetings.  If unable to attend, will prepare a written report and ensures that it is presented at the meeting.

c. Prepares proposed general administration budget for the upcoming fiscal year by April, which shall be approved by a majority vote of the Board of Governors and by a majority vote of the General Membership in May.

d. Advises Welfare Committee of available funds.

e. Maintains accurate and complete accounting records to reflect the assets, liabilities, net worth and financial transactions of the General Administration fund and Welfare fund

f. Disburses the General Administration and Welfare funds as may be directed by the Executive Board, with the authority to execute checks against all the KLSA bank accounts.

g. Collects all accounts receivable, such as membership dues and funds accrued by the various Committees.

h. Ensures Bonding for all officials as specified in Article XI of the Bylaws.

i. Ensures that the KLSA has sufficient liability insurance coverage.

j. Prepares and submits a financial report monthly and quarterly to the Board of Governors for review and approval.  A quarterly financial report must be given to the Recording Secretary to submit to the approving authority.

k. Has all fund accounting records available at all times for inspections and audits by representatives of the approving authority.

l. Provides for an accounting record audit of all the funds annually and upon change of Treasurer.

m. Is a member of the Welfare Committee.

n. In the absence of the retail operations bookkeeper, disburses Thrift Shop funds, with the authority to execute checks against the Thrift Shop accounts.

o. Supervises the retail operations bookkeeper to ensure that the accounts are maintained properly and are current.  Ensures that all reports are presented to the Board and the Garrison in a timely manner.

p. Submits an After Action report with any changes to the Treasurer's SOP to the Parliamentarian at May Board of Governors’ Meeting.

q. Maintains a file of Treasurer’s SOP, after action reports, budget, financial reports and minutes from previous year, copy of Constitution and Bylaws, and current USAREUR Private Organization and Fundraising Policy, to be passed on to successor.

ARTICLE IX -COMMITTEES

Section 1: Standing Committees

a. Standing Committees shall include, but are not restricted to:

1) Activities Coordinator

2) Historian

3) Membership

4) Newborn Photos

5) Office Manager

6) Publicity

7) Reservations

8) Volunteer Coordinator

9) Ways and Means

10) Welfare

b. Committees will consist of:

(1) The Chair as appointed by the President.

(2) Committee members appointed by the Chair, as needed to fulfill the responsibilities of the Committee.

c. Committee meetings shall be convened at the discretion of the respective Committee Chair. The decision of what constitutes a quorum shall be stated in each Committee's SOP.  The Chair will decide methods of voting. 

d. Duties of each Standing Committees are prescribed in Section 2.

Section 2: Standing Committee Duties
a.  Standing Committee duties shall consist of, but are not limited to: 
1) Is a voting member of the Board of Governors.
2) Presents a report at the monthly Board of Governors’ meeting.  If unable to attend, prepares a written report and ensure that it is presented at the meeting.
3) Recruits committee members as necessary.
4) Submits an After Action report and any changes to the Committee SOP to the Parliamentarian at            the May Board of Governors’ meeting.

5) Maintains a file of Committee SOP, after action reports, Committee records, minutes from  previous year, and a copy of Constitution and Bylaws, for submission to successor.
ARTICLE X - General Membership Meetings

1. The KLSA General Membership shall meet monthly from September to May as determined by the Board of Governors.

2. The type of function and time shall be at the discretion of the Board of Governors.

3. The date, time, cost, and place of the event shall be published in the Newsletter, on AFN and local area newspapers prior to the function.

4. A copy of the minutes and approved financial statement will be sent to the approval authority when required.

ARTICLE XI - Financial Management

Section 1: Income

a. The KLSA shall derive income for the General Administration fund for operating expenses from:

(1) Membership dues

(2) Ways and Means minor fundraising activities

(3) General membership function fees.

(4) Thrift Shop proceeds, not to exceed 15 % of annual income.

(5) Major fundraising activities conducted in accordance with Appendix D of the USAREUR Private Organizations and Fundraising Policy.

(6) Special minor fundraising activities conducted in accordance with Appendix D of the USAREUR Private Organizations and Fundraising Policy.

(7) Donations

Section 2: Expenditures
a. Expenditures by the KLSA shall be limited to those required to support the activities listed in KLSA Constitution, Article II - Purpose.

b. Authorized Expenditure Limits

(1) The Board of Governors may authorize all unbudgeted expenditures of General Administration funds of one thousand dollars ($1,000.00) or less for one transaction.

(2) Expenditures of unbudgeted funds over one thousand dollars ($1,000.00) must be approved by the General Membership by a majority vote of those present.

(3) No member of the Board of Governors may spend more than fifty dollars ($50.00) for operating expenses over and above the previously approved budget without Board of Governors approval.

(4) The Welfare Committee may approve or reject all welfare requests for single expenditures up to $1,000.00 (one thousand dollars).

c. No petty cash system is authorized for KLSA General Administrative and Welfare accounts.

Section 3: Financial Control
a. The KLSA shall maintain separate accounting records for the General Administration, Welfare Fund, and Thrift Shop accounts.

b. The basic accounting record for each account shall be a journal, ledger, accounts book, or computerized accounting program in which column headings show income and disbursements.

c. Supporting documents for the records shall include, but are not limited to:

(1) Receipt and disbursement vouchers.

(2) Bank deposit slips

(3) Invoices and/or statements

(4) Checkbooks

(5) Bank statements

(6) Monthly bank statements

d. Financial ledgers and supporting documents shall be kept on file in the KLSA office for a minimum of four (4) years, available for review by the approval authority at any time.

Section 4: Audit Procedures
a. An account record audit shall be conducted:

(1) Annually, and/or upon change of the Treasurer.

(2) Annually, and/or upon change of the Bookkeeper for the Thrift Shop account.

b. The audit of each account shall be conducted by a Certified Public Accountant selected by the Executive Board member responsible for the account.  The auditor may not be affiliated with the club in any way.

c. The audit of each account shall include, but not be limited to:

(1) A thorough check to ensure that all transactions are recorded and properly documented (i.e. audit trail established).

(2) Cash count of all cash on hand, reconciliation of bank statements, check for accounts receivable, and a reconciliation of accounts payable and other liabilities.

(3) Verification that financial statements are accurate and issued quarterly for review and approval by the Executive Board.

(4) An inventory of KLSA property for the General Administration fund account audit, and or Thrift Shop property for the Thrift Shop account audit.

d. The auditor shall send the President a written report on the audit results.

e. The President shall send a copy of each audit, and a corrective action reply if warranted, to the approval authority within thirty (30) days of audit completion.

Section 5: Bonding
a. Fidelity insurance coverage shall be procured, at KLSA expense, in a amount sufficient to provide full protection of assets, when the total cash on hand or assets that any official or employee of the KLSA has access to exceeds one thousand dollars ($1,000.00).

b. Bonded positions shall include, but are not limited to:

(1) President

(2) 1st Vice President

(3) Treasurer

(4) Office Manager

(5) Thrift Shop Bookkeeper(s)

(6) Thrift Shop Cashier(s)

(7) Thrift Shop Manager(s)

Section 6: Liability Insurance
Insurance coverage at a minimum of one hundred thousand dollars ($100,000.00) shall be maintained by the KLSA.  Obtaining additional coverage for special events is the responsibility of the event's Chair.

ARTICLE XII - EMPLOYEES

Section 1: Paid Employees
a. Managers are responsible for the overall management of the Thrift Shops including the organization and maintenance of consignment and asset records, and the supervision of the shop employees and volunteers.  The Manager shall operate within the guidelines of the KLSA Constitution and Bylaws, Thrift Shop SOP, DODI 1000.15, and USAREUR Private Organizations and Fundraising Policy. The Manager reports to the 1st Vice President.

b. Bookkeeper performs duties as outlined in the Bookkeeper SOP.  Operates within the guidelines of the KLSA Constitution and Bylaws, Thrift Shop SOP, DODI 1000.15, and USAREUR Private Organizations and Fundraising Policy. Bookkeeper reports to the Treasurer.

c. Cashier performs duties as outlined in the Cashier SOP.  Operates within the KLSA Constitution and Bylaws, Thrift Shop SOP, DODI 1000.15, and USAREUR Private Organizations and Fundraising Policy.  Cashier reports to the Thrift Shop Manager.

d. Paid employees shall be paid no less than current minimum wage.

e. The KLSA is not an U.S. employer within the meaning of the United States Employment Tax Regulation.

Section 2: Employment Criteria
a. Any employee shall be a valid U.S. ID cardholder in the community and shall meet the criteria outlined in the KLSA Constitution and Bylaws.

b. A committee of three shall interview applicants for the position of Thrift Shop manager, including the President and 1st Vice President. Advisor(s) may be invited to attend, if available.

c. The President, the 1st Vice President and the Thrift Shop manager shall interview applicants for the position of cashier.

Section 3: Termination of Employees
Termination of employment shall be by a majority vote of the KLSA Board of Governors.  Such termination shall be effective immediately upon the service of a written notice.

Approved by majority vote of the General Membership on 16 April 2002

Jennifer Goodman, KLSA President

         


Janice Speer, KLSA Parliamentarian
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