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Chapter 2: Organization and Policies 
 
This chapter describes IAWP’s leadership, administration, and committee structures, as well as the activities 
and functions performed by the International Board of Directors.  International officers, district directors, 
and all committee chairs, coordinators and liaisons should become familiar with this information. 
 

International Board of Directors 
 
The Board of Directors consists of the international officers and the director(s) from the IAWP districts.  The 
general powers of the Board of Directors are described in Article II, Section 12 of the IAWP Bylaws.  Specific 
authority and responsibilities of the Board are addressed in other provisions of the IAWP Bylaws and 
Standing Rules, Policies and Procedures Manual. 
 
Serving at the International Level 
 
The Standing Rules, Policies and Procedures Manual contains the established duties and responsibilities for 
members who serve at the international level.  See Subchapter A, Sections .0700 and .0800.  Each member 
seeking to serve at the international level must be able, available and willing to perform these duties and 
responsibilities.  The minimum criteria a member must meet to qualify to seek or serve at the international 
level are set forth below.  Each chapter and/or district responsible for electing a district director is required 
to ensure that each nominee for its district director position meets the minimum criteria.  This helps IAWP 
ensure that the individuals nominated have adequate knowledge and experience, as well as both chapter 
and employer support for the offices they are seeking. 
 
Required Criteria for International President, President-Elect, Vice-President, and 
Secretary-Treasurer 
 

1. Have continuous IAWP membership for the last five years; 
2. Have attended and participated actively in at least one recent international conference; 
3. For President, President-Elect and Vice President – Have served as one of the following:  chapter 

president, international officer, international district director, international committee chair, 
coordinator or liaison; 

4. Hold a position that will allow freedom to travel to Board of Directors meetings, some chapter 
conferences, and the Workforce Development Conference.  (If employed, a letter from the 
appropriate supervisor indicating the nominee will be allowed the required time off will be 
required.  If leave is not allowed, but use of vacation leave is approved, the nominee(s) should 
include with the nomination a statement they will use such leave to attend meetings.); 

5. Have financial means to attend board meetings, some chapter conventions, and the Workforce 
Development Conference; and 

6. Have ability to plan, organize, and delegate authority for the satisfactory accomplishment of IAWP 
activities demonstrated by the nominee’s employment position or accomplishments in IAWP. 

 
Required criteria for District Directors and District Directors-Elect 
 
District directors-elect must meet the same criteria as district directors with the exception that they may 
take office lacking some of the following credentials if it is reasonable to presume they will meet them by 
the time the term begins.  The exception will not apply if the district director-elect may be required to fill a 
vacancy occurring in the district director’s position before meeting the criteria. 
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• Be nominated by home chapter and elected by the district membership in the manner prescribed 
by that district; 

• Have held IAWP membership for at least three years; 
• Have served as one of the following:  chapter president, member of chapter board of directors, or 

international committee chair, coordinator or liaison; 
• Hold a position that will allow freedom to travel to Board of Directors meetings, chapter 

conventions, and the Workforce Development Conference.  (If employed it is recommended that 
the nominee obtain a letter from the appropriate supervisor, indicating the nominee will be 
allowed the required time off.  Nominees must agree that they will use their own leave as 
necessary to carry out their responsibilities.); 

• Be able to assume expenses involved for travel in this position over and above those reimbursed by 
IAWP.  (Note: Expenses to board meetings held at the Workforce Development Conference are not 
reimbursed.  Nominees may wish to obtain a letter from their employer verifying if they can 
provide any financial assistance.); and 

• Have ability to plan, organize, submit timely written reports, and delegate authority for the 
satisfactory accomplishment of IAWP activities demonstrated by the nominee’s employment 
position or accomplishments in the association. 

 
International IAWP Districts 
 
District I:   Connecticut, Delaware, Maine, Massachusetts, New Hampshire, New Jersey, New York, 

Rhode Island, and Vermont 
District II:   District of Columbia, Maryland, North Carolina, Pennsylvania, South Carolina, Virginia, and 

West Virginia 
District III:   Alabama, Florida, Georgia, Mississippi, Puerto Rico, Tennessee, and Virgin Islands 
District IV:   Illinois, Indiana, Kentucky, Michigan, Ohio, and Wisconsin 
District V:   Iowa, Kansas, Minnesota, Missouri, Nebraska, North Dakota, South Dakota, and Wyoming 
District VI:   Arizona, Arkansas, Colorado, Louisiana, New Mexico, Oklahoma, Texas, and Utah 
District VII:   Alaska, Hawaii, Idaho, Montana, Nevada, Oregon, and Washington 
District VIII:  California 
District IX:   Canada 
District X:   Japan 
District XI:   Republic of China 
District XII:   All organized chapter in Europe 
District XIII:   All other organized chapters 
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Business Manager 
 
The Director of Administration and Conference Planning is a paid staff position and located in the IAWP 
Administrative Office.  The Business Manager is responsible for ensuring that administrative and 
management support is provided to the Board of Directors and Committees.  This person must be 
bondable. 
 
Duties include: 

 
• Directs IAWP’s affairs under the direction of the president and Board of Directors or an individual 

designated to provide such direction; 
• Plans conferences as described in the Conference Planning Guide; 
• Assists officers, district directors, and committee chairs, coordinators and liaisons in the discharge 

of their duties and supplies information and assistance when needed; 
• Attends Board of Directors meetings, the Workforce Development Conference, and other meetings 

as assigned by the president;  
• Represents IAWP when instructed by the president or the Board of Directors or their designee. 
• Acts as custodian of all IAWP’s funds and makes expenditures as authorized under the IAWP Bylaws 

and Standing Rules, Policies and Procedures Manual;   
• Maintains complete bookkeeping records of all IAWP transactions and prepares financial 

statements as directed by the Secretary-Treasurer;   
• Submits monthly register of checks, monthly credit card statement, and disposition of petty cash 

via e-mail to the Secretary-Treasurer; 
• Maintains and manages IAWP’s administrative office and staff, including direct oversight for 

personnel and benefit administration, performance appraisal and other administrative functions; 
• Edits Workforce Professional, and other specified publications by securing news from officers, 

district directors, committee chairs, chapter presidents, and other sources; 
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• Maintains IAWP supplies and provides same for officers, district directors, committee chairs, and 
chapter presidents when requested; 

• Maintains IAWP records, files, and archives including a record of names and addresses of all 
members; 

• Publishes an annual directory of officers, district directors, committee chairs, committee members, 
and chapter officials.  Updates are released periodically in Countdown; 

• Monitors and obtains information and act as a clearinghouse for committees; 
• Coordinates all official memoranda and correspondence; 
• Maintains related files, archives, and research libraries to support committee activities and to 

comply with the IAWP’s record-keeping requirements; 
• Edits and prepares all approved products for publication and distribution; 
• Drafts and submits assigned memos, letters, articles, position papers, public actions, and products 

for committee review; 
• Advises on and coordinates Administrative Office, technical support on time frames and scheduling, 

automation capabilities, association policy and procedure, resource availability, cost analyses and 
budget limitations, mail list and database access, routine product updates/revisions, and ongoing 
program status; and 

• Maintains records of all association bylaws decisions and interpretations. 
 

International Committees and their Purpose 
 
The standing committees shall be: 
 

Education 
Communication 
Chapter Development 
Recognition 
Marketing 
International Development 
Conference 
Executive 
Bylaws & Resolutions 

 
Education Committee 
 
Purpose:  Promote IAWP’s educational activities by targeting professional growth and development of all 
individuals in workforce or related programs.  Membership consists of IAWP officers, the Education 
Committee chair, vice chair, Training Coordinator, WPDP Coordinator, CWS Coordinator, and additional 
members appointed by the International President. 
 
Training Coordinator Duties and Responsibilities 
 

• Advise on matters of education and is liaison to the Board of Directors; 
• Establish objectives with the International President; 
• Provide technical assistance to individual chapters; 
• Develop initiatives and marketable products promoting the professional growth of members and 

others who wish to purchase such services; 
• Promote educational grants and chapter-sponsored training; 
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• Promote and assists chapters with the development of educational activity including regional, 
national, and international educational institutes; and  

• Research and review current educational topics in the field of workforce development. 
 
WPDP Coordinator Duties and Responsibilities 

 
• Solicit subject matter experts (SMEs) to review study guides to determine if updating is needed; 
• Coordinate updates to study guides with SME’s setting time frames and doing follow up; 
• Draft changes to study guides and exams; 
• Arrange for proofreading of study guides and exams; 
• Update online exams; 
• Coordinate revisions with Education Chair and Administrative Office (information on updating the 

study guides and exams can be found in the WPDP Manual); and 
• Coordinate with the Marketing Committee to develop articles and promotional material. 

 
CWS Coordinator Duties and Responsibilities 
 

• Answer any CWS qualification or application questions; 
• Assist in reviewing CWS applications; 
• Encourage WPDP Masters to apply; 
• Make sure that new CWS designees are recognized, including; 

o Receive certificate 
o Provide information for press releases and/or notification of designees’ management 
o Recognition at Workforce Development Conference 
o Recognition in the association publications and website; 

• Write promotional articles about the CWS requirements and application process; 
• Coordinate promotion of CWS to state agency administrators and/or staff; development/training 

directors; and 
• Remind current CWS designees about the need for continuing education to be eligible for 

recertification every three years. 
 

Communication Committee  
 
Purpose:  Promote communication with members and outside entities in the areas of legislative awareness, 
social networking, the IAWP website and the Workforce Development Conference FLASH newsletter; assist 
in producing the Association publication’s (e.g. Chapter Activity Countdown, the Conference Flash, and 
Workforce Professional); and provide recommendations and input to the Board of Directors as it relates to 
public relations and communication.  Membership consists of IAWP officers, the Communication 
Committee chair, vice chair, Legislative Coordinator, Website/Social Media Coordinator, Flash Editor, and 
additional members appointed by the International President. 
 
Legislative Coordinator Duties and Responsibilities 
 
The primary role of the Legislative Coordinator is to communicate to and educate members on a broad 
range of matters pertaining to legislation.  Duties may include but are not limited to: 
 

• Work closely with the Communication Committee Chair; 
• Communicate on a regular basis with chapter presidents/legislative chairs; 
• Track pertinent legislation relating to workforce development and related programs; 
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• Issue E-Alerts and Information Memos regarding pending legislation impacting workforce 
systems/programs to chapter presidents/legislative chairs; 

• Advice and support chapter legislative chairs and provide options for responding to legislation; 
• Coordinate the publication of legislative educational articles in the Workforce Professional and 

Countdown; 
• Recommend legislative topics for Workforce Development Conference; and  
• Develop and coordinate revisions to the IAWP legislative materials. 

 
Website/Social Networking Coordinator Duties and Responsibilities 
 

• Seek and develop new content that supports the mission of the Association; 
• Assist Administrative Office staff in keeping the association website up-to-date and timely; 
• Audit/review website frequently to make or request necessary changes to the site (including testing 

for broken links); 
• Coordinate and/or assist Executive Board members with their website or social networking needs; 
• Keep the Facebook and LinkedIn sites up to date by posting news or articles of interest frequently; 
• Promote use of the website, Facebook, and LinkedIn sites through articles in the association 

publications; and 
• Encourage and assist chapters in developing or maintaining their Internet presence. 

 
Flash Editor Duties and Responsibilities 

 
• Work with the Conference Committee to design a masthead and decided format; 
• Determine the number of issues to be published with the Conference Committee and International 

President; 
• Coordinate with Conference Committee for copying needs and deadlines; 
• Coordinate with Conference Committee on hardware/software requirements (should include MS Word 

with ability to convert to PDF); 
• Obtain a schedule of conference events and award winners that need to be included in the FLASH; 
• Solicit members attending the Workforce Development Conference to report on educational and social 

events; and 
• Produce the pre-Flash for the April/May/June edition of Workforce Professional (if necessary). 

 
• Expanded duties and responsibilities can be found in the International Conference Planning Guide 

found at http://iawponline.org/wp-content/uploads/2016/06/ConferencePlanningGuide.pdf 
 

Chapter Development Committee 
 
Purpose: Develop and carry out plans designed to promote the development of chapters in states, 
provinces or territories, and in countries where no chapters exist; provide advice and assistance to those 
chapters being organized; promote the development of effective chapters within IAWP for the purpose of 
strengthening the organization, carrying out its programs, and fulfilling IAWP’s objectives; stimulate 
interest and encourage the development and continuation of chapter programs and activities by providing 
specific help, and whenever feasible, active participation in those programs and activities.  Membership 
consists of IAWP officers, the Chapter Development Committee chair, vice chair, Membership Coordinator, 
Chapter Outreach Coordinator, Retiree Coordinator, and additional members appointed by the 
International President. 
 
  

http://iawponline.org/wp-content/uploads/2016/06/ConferencePlanningGuide.pdf
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Membership Coordinator Duties and Responsibilities 
 

• Develop and carry out a membership plan aimed at increasing membership; 
• Conduct surveys of the membership to ensure the association has up-to-date demographic data of 

its membership and is in tune with the desires and expectations of the membership; 
• Assist Administrative Office staff in administering the annual membership award program; and 
• Provide recommendations and input to the Board of Directors as it relates to membership. 

 
Chapter Outreach Coordinator Duties and Responsibilities 
 

• Check in with chapters periodically to determine needs; 
• Facilitate chapter needs with responsible International chair/coordinator/liaison; 
• Develop methods for chapters to share successful events/opportunities; and  
• Encourage the development/continuation of chapter programs and activities by providing specific 

help or referral 
 
Retiree Coordinator Duties and Responsibilities 
 

• Encourage Chapter Presidents and other chapter and subchapter officials to include and use retiree 
members in all phases of activity – business, program and social; 

• Encourage committee chairs to address pertinent issues that concern retirees; 
• Ensure appropriate programming and activities for retirees at the Workforce Development 

Conference; 
• Work with chapters to maintain a directory (a ready-reference guide of retiree members, their 

talents and capabilities) as an aid for using retiree skills; 
• Strongly encourage participation in the Retiree of the Year Award; 
• Encourage retirees to volunteer their services; 
• Seek ideas from retirees and others on how to best serve the chapters and agencies; 
• Keep retirees informed by working with chapter and agency officials to organize informational or 

social gatherings that feature presentations designed to keep retirees up to date on agency 
programs and trends; and 

• Solicit retiree news items for use in chapter or agency publications, and for the retiree column in 
the Workforce Professional. 

 
Selection Process for Retiree Coordinator 
 

1. During its annual retiree meeting at the Workforce Development Conference, the retirees may 
present a minimum of two and a maximum of three names, in writing, to the newly-elected 
International President-Elect for consideration for selection as Retiree Coordinator for their term of 
office.  The retirees, at their annual meeting, may determine their own method for selection of 
their recommendations. 

2. The incoming International President-Elect reviews the recommendations and selects that 
individual who best will serve the retirees’, the association’s and the President-Elect’s goals and 
objectives. 

3. In the event of the current coordinator’s resignation, the selected individual will assume the duties 
as Retiree Coordinator. 

4. Should the retirees fail to nominate at least two individuals from which the incoming President-
Elect can select, the incoming President-Elect will solicit nominations from the District Directors as 
follows: 
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At the Board of Director’s first meeting, following the Workforce Development Conference, the 
President-Elect will request that each District Director solicit nominations from the chapters they 
represent for retirees to serve as the following year’s coordinator.  Each District Director is to 
submit any nominations, in writing, to the President-Elect within three weeks after the first board 
meeting.  The President-Elect then will review all nominations and select a retiree coordinator for 
their administration.   

 
Recognition Committee 
 
Purpose:  The Recognition Committee Chair administers the overall Chapter Activity Award Contest by 
establishing standards and procedures, coordination of the overall judging process, calculating the total 
points earned and determining those chapters with maximum points in the chapter activity contest, High 5 
Award, Most Improved Chapter, and #1 Chapter.  The Recognition Chair prepares the program and has full 
responsibility for conducting chapter achievement workshops as well as presiding at the awards ceremony 
held during the Workforce Development Conference.  Membership consists of IAWP officers, the Chapter 
Recognition Committee chair, vice chair, Chapter Awards Coordinator, Individual/Group Awards 
Coordinator, Membership Award Coordinator, and additional members appointed by the International 
President. 
 
Chapter Awards Coordinator Duties and Responsibilities 
 

• Promote awards to the membership in Countdown and other appropriate media, such as letters 
and flyers; 

• Encourage and assist chapters in conducting award programs; 
• Receive nominations from the chapters, conduct any necessary investigation and select the winners 

in the individual and group categories; 
• Coordinate with Recognition Committee Chair and the Administrative Office to notify the award 

winners of selection and arrange for their presence at the Workforce Development Conference; 
and 

• Coordinate presentation of awards to the selected winners at the Workforce Development 
Conference. 
 

Individual and Group Award Coordinator Duties and Responsibilities 
 

• Promote awards to the membership in Countdown and other appropriate media, such as letters 
and flyers; 

• Encourage and assist chapters in conducting award programs; 
• Receive nominations from the chapters, conduct any necessary investigation and select the winners 

in the individual and group category; 
• Coordinate with recognition Committee Chair and Administrative Office staff to notify the award 

winners of selection and arrange for their presence at the Workforce Development Conference; 
and 

• Coordinate presentation of awards to the selected winners at the Workforce Development 
Conference. 

 
Membership Award Coordinator Duties and Responsibilities 

 
• Promote awards to the membership in Countdown and other appropriate media, such as letters 

and flyers; 
• Calculate membership points based on transmittals submitted; 
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• Determine Bronze Key, Silver Key, and Gold Key winners; 
• Coordinate with Recognition Committee Chair to notify the award winners of selection and arrange 

for their presence at the Workforce Development Conference; and 
• Coordinate presentation of awards to the selected winners at the Workforce Development 

Conference. 
 

Marketing Committee 
 
Purpose:  Coordinate ongoing and unified public relations activities and marketing strategies to promote 
the association;  provide assistance in maintaining a consistent marketing message, and assist chapters by 
developing tangible marketing tools; work with the Chapter Development committee in developing creative 
ways to maintain and increase membership; seek entities and organizations with related or shared missions 
and goals with whom to engage in collaborative marketing efforts to add value for each membership pool; 
and provide recommendations and input to the Board of Directors as it relates to public relations.  
Membership consists of IAWP officers, the Chapter Marketing Committee chair, vice chair, 
Administrator/NASWA Liaison, NVTI Liaison, USDOL Liaison, and additional members appointed by the 
International President. 
 
Administrator/NASWA Liaison Duties and Responsibilities 
 

• Establish and maintain contact with NASWA to advocate and market IAWP; 
• Work with NASWA to keep them informed of IAWP activities; 
• Provide input on articles from NASWA on workforce issues to be published in the IAWP Workforce 

Professional; and 
• Assist with the Workforce Development Conference program by securing representation of NASWA 

and workforce administrators. 
 

NVTI Liaison Duties and Responsibilities 
 
This subcommittee maintains liaison between IAWP, NVTI, and the veterans’ organizations/government 
agencies that are primarily concerned with veterans and military issues of interest to IAWP. 
 

• Advise the Marketing Committee regarding current veterans’ issues or legislation; 
• Provide input on articles, reports, etc. on veterans’ issues to be published in the IAWP Workforce 

Professional; 
• Assist with the Workforce Development Conference program by securing representation of 

veterans and military organizations; 
• Advocate for IAWP in informal discussions and meetings with veterans and veteran organizations; 

and 
• Work with the NVTI administration to keep them informed of the veteran-focused activities 

conducted by IAWP. 
 
USDOL Liaison Duties and Responsibilities 

 
• Establish and maintain contact with USDOL to advocate and market IAWP; 
• Work with USDOL to keep them informed of IAWP activities; 
• Provide input on articles from USDOL on workforce issues to be published in the IAWP Workforce 

Professional; and 
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• Assist with the Workforce Development Conference program by securing representation of USDOL 
representatives. 
 

International Development Committee  
 
Purpose:  Develop and carry out plans designed to promote the development of chapters in provinces or 
territories and in countries where no chapters exist; initiate fundraising efforts to help supplement travel 
costs of International members to the Workforce Development Conference; and act as liaison to all non–
USA chapters. 
 
International Development Committee Duties and Responsibilities 
 

• Identify nations that should be approached regarding affiliation with plans for effectively contacting 
such nations; 

• Arrange for non-USA delegates to participate in an international panel, focusing on issues of 
concern to one or more international chapters at the Workforce Development Conference; 

• Coordinate activities with the Conference Committee and country/chapter liaisons; 
• Arrange with the Conference Committee for an international social event to honor non-USA 

delegates and to increase the opportunity for informal contact with USA members; 
• Coordinate with the Conference Committee to assure proper international protocol governing 

activities such as introduction and seating of non-USA members and guests, meeting at and travel 
to and from airports, display of national flags, playing of national anthems, and international 
content of relevant conference publications, speeches and ceremonies; 

• Serve as IAWP liaison to WAPES (the World Association of Public Employment Services), the ILO 
(International Labor Organization) and other international organizations as deemed appropriate by 
the International President and the Board of Directors; 

• Review, update and create new IAWP publications dealing with International development; 
• Update international section of the IAWP website; 
• Encourage U.S. chapters and districts to include international topics and activities in meetings, 

conferences and institutes; and 
• Administer, judge, and present the Ealton Nelson Award at the Workforce Development 

Conference award event.  
 

Conference Committee 
 
Purpose:  Develop an educational program and social events for the Workforce Development Conference 
with topics of interest within the workforce system and conduct official IAWP business, including the 
election of officers.  The chair may attend board meetings and the conference planning/site–inspection 
meetings preceding the event.  Membership consists of the Conference Committee Chair, vice chair, Local 
Arrangements Coordinator, Program Coordinator, and additional members appointed by the International 
President.   A complete list of specific associated roles, duties, and responsibilities of the Conference 
Committee can be found in the Workforce Development Conference Planning Guide at  
http://iawponline.org/wp-content/uploads/2016/06/ConferencePlanningGuide.pdf. 

Local Arrangements Coordinator Duties and Responsibilities 
 

• Coordinate on-site arrangements for the Workforce Development Conference; 
• Coordinate on-site arrangements with the Flash editor and provide necessary equipment, software, 

supplies, printer/printing requirements, location and timing for distribution, and 
photography/artwork needs; 

http://iawponline.org/wp-content/uploads/2016/06/ConferencePlanningGuide.pdf
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• Inform membership through the Board of Directors about the location and the committee’s plans 
for the conference; 

• Arrange for annual conference entertainment as determined by the Conference Committee and 
International President; 

• Arrange tours for retirees and guests attending the educational conference; and  
• Coordinate with the Retiree coordinator to address interest of retirees attending the conference. 

 
Program Coordinator Duties and Responsibilities 
 

• Secure suggestions from the membership on matters to be discussed and presented on the 
program; 

• Coordinate with Committee Chairs to identify program topics consistent with IAWP’s educational 
objectives; 

• Develop forums, panels, or round table discussions permitting the widest possible participation by 
members and secure speakers from various fields which will stimulate interest and discussion of 
those in attendance; 

• Promote attendance of persons in highest authority in fields of workforce development; 
• Work with the Local Arrangements Coordinator to include educational activities with social events; 

and 
• Prepare a report to the successor committee and the board of Directors covering Program activity 

and possible recommendations. 
 
Executive Committee 
 
Purpose:  Review all matters pertinent to administrative office operations and other association business, 
and conducts association business between board meetings.  The committee consists of the IAWP 
President, who shall serve as Chair, President-Elect, Vice President, Secretary-Treasurer, the Immediate 
Past President, and three (3) District Directors. 
 
Responsibilities: 
 

• Through the Chair, general supervision of the supervising manager in all matters relating to 
administrative office operations including building premises and equipment, administrative 
procedures, employee contracts; employee pension plan; and personnel practices and policies; 

• Monitor association finances throughout the budget cycle and recommend changes to the budget 
document that may be deemed appropriate; 

• Make recommendations to the Board of Directors regarding any proposed changes in methods and 
procedures pertaining to IAWP’s records and financial affairs; 

• Review and recommend revisions to the Handbook for Administration and Organization; 
• Review recommendations regarding committee changes and redistricting proposals; 
• Monitor and/or investigate the ethical practices of the association, its officers, board of directors 

and administrative office staff; and 
• Hear complaints and make appropriate recommendations regarding professional conduct or 

violation of bylaws, standing rules, policies, and procedures to the Board of Directors. 
 

Administrative Office Subcommittee 
 
Purpose:  To expeditiously address non-routine operations matters of the Administrative Office.  The 
committee consists of the IAWP President, who shall serve as Chair, President-Elect, Vice President, 
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Secretary-Treasurer, and the Immediate Past President.  For administrative purposes, the Administrative 
Office Subcommittee is a subcommittee of the Executive Committee. 
 
Responsibilities: 
 

• Manage issues affecting operations, such as hours of operation, restoration of services in event of 
emergency, safety procedures, and other non-routine matters affecting operations; 

• Oversee personnel issues and actions; 
• Hear employee grievances and/or investigate employee complaints, in accordance with the 

procedures identified in the IAWP Personnel Code; 
• Empower the supervising manager to take necessary actions for the proper upkeep of the 

administrative office premises and equipment and for necessary personnel matters; and 
• Refer to the Executive Committee or the Board of Directors matters requiring extraordinary 

expense, legal liability, professional advice of a consultant, or other unusual matters. 
 

Bylaws and Resolutions Committee 
 

• Assist the President and Board of Directors in assuring that all association policies, programs, and 
procedures are developed and carried out in conformity with the IAWP Bylaws; 

• Receive, analyze, and prepare recommendations to the association on all proposed changes to the 
bylaws; 

• Review chapter and district bylaws and/or constitutions for conformity to IAWP’s bylaws; 
• Take appropriate action to ensure that these bylaws and/or constitutions do conform, including 

submission of all approved chapter and district documents to the Administrative Office; 
• Review new and amended chapter and district bylaws and/or constitutions and give advice or 

assistance on these documents and amendments; 
• Receive and consider for approval all resolutions submitted by chapters, or where no chapter 

exists, by individual members; 
• Assemble or analyze chapter bylaws and/or constitutions for the information and guidance of 

countries and subdivisions without chapter organizations, and for organized chapters interested in 
bylaws and/or constitutional revisions; 

• Advise the President, the Board of Directors, all committees/subcommittees, and individually, to 
chapters, districts, and members on bylaws matters; 

• Maintain records of all association bylaws decisions and interpretations; 
• Receive and consider all resolutions from IAWP’s standing committees or from regularly-appointed 

conference committees; 
• Recognize the Board of Directors’ authority to present its recommendations directly to the 

membership at any business session during the Workforce Development Conference; 
• Determine those resolutions to be placed before the Workforce Development Conference and 

submit all approved resolutions to the membership at IAWP’s Workforce Development Conference 
during the General Membership Business Meeting; and  

• Present all approved resolutions in a preliminary report to the membership no later than the day 
before the General Membership Business Meeting at which such resolutions will be considered. 
 

Board of Directors Meetings 
 
Normally, the Board of Directors meets in-person three times a year.  All officers, district directors, standing 
committee chairs and other specified committee/subcommittee chairs, coordinators and liaisons are 
expected to attend the introductory and final meeting.  Committee/subcommittee chairs, coordinators and 
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liaisons are only expected to attend other meetings (and therefore eligible for travel expense 
reimbursement) if deemed necessary by IAWP’s President. 
 
Introductory Meeting  
 
The introductory meeting is usually held immediately after the closing session at the annual conference, the 
following day, or as announced.  This agenda normally includes: 

 
1. Election of the President as the Chairman of the Board of Directors 
2. Introduction of new Board of Directors 
3. Transfer of documents from the retiring board 
4. Distribution of preliminary directory and travel forms with instruction for completion 
5. President’s message regarding theme, goals, special projects, and committee assignments 
6. Remarks from other board members 
7. Announcement of future meeting site(s) 
8. Question-and-answer period 

 
Fall or Spring Meeting  
 
The fall or spring meeting is held between the introductory and final meeting and lasts up to 2 ½ days, plus 
travel time.  (This meeting may be held by teleconference.) 
 

1. President sets agenda before the meeting and requires written reports from district directors and 
committee chairs. 

2. All board members receive a board report booklet containing the agenda and reports. 
3. Each district director and standing committee chair is expected to present a report. 
4. During the meeting, it is not necessary or desired that written reports be read.  Present short report 

summary or additional information not contained in written report. 
5. Present and recommendations for changes to the next edition of the Handbook for Administration.  

Changes generally should not be made after April as this allows adequate time for the 
Administrative Office to revise, print and distribute the handbook to chapter presidents and 
incoming board members in early June.  Revisions to IAWP’s bylaws or ballot issues must be 
submitted in time to meet the 60-day notice to the membership as required by the Bylaws.  
 

Final Meeting 
 
The final meeting usually is held on the day immediately before the opening of the Workforce Development 
Conference. 

 
1. President furnishes and agenda before the meeting; 
2. Final reports on all projects and proposals (bylaws or resolution matters that will be submitted to 

the general membership at the Workforce Development Conference) are presented at this 
meeting; 

3. Final reports should cover the status of unfinished projects and recommendations for incoming 
district directors and committee chairs. 
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Preparing Reports for Board Meetings 
 
International Committee Reports 

 
• Prepare written report in 8½“ x  11” formats.  Send one copy (preferably via e-mail) to the 

Administrative Office no later than 15 days before the scheduled meeting for inclusion in board 
report packets. 

• Include the committee name, chair’s name, committee coordinators, liaisons and other members, 
report date, and report period covered. 

• List plans for projects, studies or recommendations; accomplishments, milestones; and additional 
comments. 
 

District Director Reports 
 
 District-Wide Data/Information 

1. Include district number, district director’s name, administrative year (example: 2012-13 
Administrative Year); report date (should be day of the meeting); report period (from date of 
previous meeting to current report date). 

2. List chapters in district. 
3. List specific strengths of district. 
4. List specific weaknesses of district. 
5. List, by chapter, updates on activities such as membership, chapter activities, chapter institutes 

or meetings, etc.  
6. Provide report on accomplishments. 
7. List plans for improving individual chapter achievement. 
8. Provide a schedule for each significant event in the plan of action as well as any activities such 

as the district institute or convention. 
9. Provide additional comments such as requirement for international support or assistance, 

constrain issues, etc. 
10. Detail any items to be brought before the board for consideration. 

 
 Chapter Data/Information 

1. Prepare a report for each chapter in the district.  Single-chapter districts should modify the 
format to include all elements of both the district and chapter reports. 

2. List membership potential for the last completed administrative year. 
3. List membership achievement for the last completed administrative year. 
4. List total chapter achievement points for the last completed administrative year. 
5. List the chapter publication’s name and publication frequency. 
6. List name, address, and telephone number of the chapter president.  This will be used for 

follow-up by committee chairs, as required. 
7. Describe chapter organization, including a list of chapter, subchapter officers, and structure. 
8. List areas in which the chapter needs improvement. 
9. List areas of chapter excellence.  If other chapters could benefit from the expertise of the 

chapter, enter the name, address, and telephone number of the appropriate chapter official 
who can be contacted for assistance. 

10. List actions planned to improve chapter achievement and a completion timetable. 
11. List significant dates, particularly for chapter institutes or conventions. 
12. List additional concerns or comments such as requests for assistance from committee chairs, 

need for chapter development assistance, service from the administrative office, etc. 
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For the final board meeting 
 

1. Enter the district number, district director’s name, administrative year, report date (closing day 
of the previous board meeting), and report period. 

2. List, by chapter, updates on activities such as membership, chapter activities, chapter institutes 
or meetings, etc.  Provide report on accomplishments as stated in the fall board report. 

3. Provide status reports on unfinished activities and recommendations for your successor. 
4. Submit information on any status reports requested by committee chairs or international 

officers. 
5. Detail any items to be brought before the board for consideration. 

 
Sample District Director Report 
 
District # ______________   District Director  _________________________ 
20xx-xx Administrative Year   Date __________________ 
Period Covered __________________ 
 
Chapters:  Chapter A 

Chapter B 
Chapter C  

 
District Strengths: (List) 
 
District Weaknesses: (List) 
 
Plan of Action:    This portion should include at least one or two paragraphs on goals for the district. 
 
Schedule of Events:   This portion should include a listing of districts events and the dates for each, along 

with dates from above to carry out this plan of action. 
 
Additional Comments: 
 
Sample District Chapter Report 
 
District _______________________   Chapter _______________________ 
 
Membership from 20xx  _____________  Membership Goal ___________ 
 
Chapter Achievement Points ____________ 
 
Chapter Newsletter: ___________________________________ Frequency # _____________________ 
 
Chapter President:  Name _________________________________________ 

Address ________________________________________ 
Phone __________________________________ 
Fax __________________________________ 
Email _________________________________ 

 
Chapter organization:  This should include chapter officer’s list and sub-chapter organization  
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Areas Needing Improvement: (List) 
 
Areas of Excellence: (List) 
 
Plan of Action:   This area should include a listing of chapter actions for improvement and a 

completion date and dates for all chapter events. 
 
Special Concerns: 
 

Association Finances 
 
Budget 
 
The budget is used to direct and authorize all association expenditures made by the Administrative Office. 
 
IAWP leadership drafts a new budget annually and presents it at the winter to the Board of Directors 
Meeting for approval. The budget is based on income projections, known expenses, and budget requests 
made by the officers, the district directors, committee chairs, and chapter presidents. The budget is built 
using historical data from, at minimum, the previous three fiscal years, considering trends in both income 
and expenses.  In addition, the president discusses committee initiatives for the following year with chairs 
and includes cost projections in the preliminary budget.  District directors and chapter presidents may use 
the chapter-development funding process (described in Chapter 4) to obtain discretionary funds for 
special initiatives. 
 
The budget contains several functional categories.  Each functional category may contain detailed line 
items.  Because some categories cover planned expenditures for several committees and their activities, 
the association limits bottom-line budget authority only to designated line items. Each year the budget 
will include a contingency line item for ordinary expenses outside the budget.  Board approval is required 
to spend contingency funds.  
 
Additional Funds and Accounts 
 
In addition to the association’s checking account, the following accounts will be maintained: 
 
Petty Cash:  The Administrative Office will maintain petty cash of $50 at the office in a locked box.  Petty 
cash is a small amount of cash on hand that is used for paying small amounts owed, rather than writing a 
check. Some examples for using petty cash include the following: paying the postal carrier the 17 cents due 
on a letter being delivered or reimbursing an employee $9 for supplies purchased.  All expenses must be 
documented and submitted to the Secretary-Treasurer monthly.  When the cash in the petty cash fund is 
low, Administrative Office Staff requests a check to be cashed to replenish the cash that has been paid out.  
Petty cash will be included in the balance sheet provided to the board as part of the financial report at each 
board meeting. 
 
Sweep Account: A reserve account at the same financial institution as the checking account.  The account 
provides quick access to cash should the association need it to pay bills or take on a special activity as 
approved by the board.  Transfer of funds from the sweep account to the checking account must be 
approved and documented by the Secretary-Treasurer with a report to the board at the next scheduled 
meeting.  The sweep account will be included in the balance sheet provided to the board as part of the 
financial report at each board meeting. 
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Investment Portfolio:  The Association has an investments portfolio, which is managed by an investments 
firm.  To effectively monitor the investments, the Administrative Office will track the investments monthly 
and will provide the Secretary-Treasurer monthly statements to monitor the investments.  Investment 
accounts will be included in the balance sheet provided to the board as part of the financial report at each 
board meeting. 
 
Approval of Payments 
 
Funds disbursement is the responsibility of the President and Secretary-Treasurer jointly between meetings.  
The Secretary-Treasurer approves all bills and invoices for expenditures, and then instructs the 
Administrative Office to make payments. Any single purchase exceeding $750 requires the approval of both 
the President and Secretary-Treasurer.  Board of Directors approval is required for purchases of over $1000.  
Exceptions are the monthly recurring and incidental administrative office charges, which the office pays 
routinely.   
 
All expenditures by committee/subcommittee chairs shall be approved by the President.  
 
The Secretary-Treasurer will monitor income and expenditures monthly.  If at any time the Secretary-
Treasurer believes expenditures are outpacing income, they shall freeze expenditures except for monthly 
recurring expenses.  The Secretary-Treasurer shall immediately notify the Board of Directors with 
recommendations for approval. 
 
Reimbursements 
 
Board members may need reimbursements for postage, telephone, or fax to carry on official association 
business.  Normally these expenditures are limited to the approved budget amounts and can be covered 
by using regular procedures for centralized mailings and e-blasts through the Administrative Office. 
Whenever possible, send material to the Administrative Office for duplication and mailings (include 
distribution instructions). Staff charges these expenditures to the budget’s appropriate line item.  If 
reimbursement is necessary, contact the Administrative Office for the appropriate reimbursement form. 
 
Association Investments Policy 
 
All withdrawals from the IAWP investment accounts must be approved by a two-thirds (2/3) vote of the 
board of directors.  The approved amount and purpose for withdrawal will be documented in official board 
of directors’ minutes. 
 
All requests for withdrawal must be made in writing on IAWP letterhead and signed by the President and 
Secretary-Treasurer.  The broker will be provided a list of authorized signees annually after approved board 
elections or when these two officers change.   A copy of the board minutes approving the withdrawal will 
accompany any letter requesting a withdrawal of funds and checks will be made out to IAWP. 
 
The IAWP Secretary-Treasurer will have access to monthly statements of all investment accounts to review 
for any unusual activity. 
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Distribution of Proceeds from the Workforce Development Conference 
 
No later than the fall board meeting prior to the next Workforce Development Conference, the board will 
determine whether the host chapter qualifies for the 50/50 division of profits.  A host chapter shall be 
considered to be providing sufficient assistance to be entitled to its share of the profits as outlined above 
unless the Board of Directors votes, no later than the fall board meeting immediately preceding the 
Workforce Development Conference, to not provide a portion of the proceeds to the chapter because of 
insufficient assistance being provided.  In the event that the Board of Directors determines that a chapter is 
not eligible for its share of the profits, those funds shall be deposited in the sweep account. 
 

Association Travel Policy (Revised July 2015) 
 
Section I – STATEMENT OF PHILOSOPHY 
All reimbursable travel by staff, officers, board members and others must be approved in advance, actually 
incurred, essential in achieving the goals of fulfilling the responsibility of IAWP, and conducted in the most 
economical and practical manner.  
 
Section II – TRAVEL AUTHORIZATION 
All official travel must be authorized in advance by the Executive Director, President, or Secretary-Treasurer.  
A person may not authorize their own travel. 
 
Section III – TRAVEL ARRANGEMENTS 
It is preferred that the Administrative Office make and pay for travel expenses using the IAWP credit card, 
following the procedures for documenting and recording credit card expenses.  This may include 
transportation, hotel, and miscellaneous expenses. 
 
When travel arrangements are not made by the Administrative Office, reimbursement will be limited to the 
lowest cost means of travel unless it is impractical or not available.  Any exceptions must be documented 
and approved by the Executive Director or President prior to the travel arrangements being made or 
reimbursement will not be allowed.       
 
Section IV – USE OF PRIVATELY-OWNED VEHICLE 
The use of privately-owned vehicles may be authorized whenever it is more practical and/or cost effective 
than transportation by common carrier.  Privately-owned vehicles shall be covered by liability and property 
damage insurance provided by the owner of the vehicle.  
 
The cost of transportation by private vehicle shall be paid at the rate set by the Board of Directors: 
 

Mileage Reimbursement:  $0.575  
(effective 08/01/15) 

Allowable mileage shall be computed according to latest official state highway maps or other reliable 
sources. Odometer readings are permissible only when mileage computations cannot be made from such 
maps or charts. 
 
Vehicle storage or parking fees will be an allowable expense when necessary to protect private property, or 
for other reasons advantageous for IAWP.  Receipts for storage or long-term parking fees must be attached 
to the travel expense voucher for reimbursement or paid using the IAWP credit card. Parking expense 
should be at the most reasonable expense (i.e. self-parking vs. valet parking.) 
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Section V – VEHICLE RENTALS 
Vehicle rental may be authorized when the use of such conveyance is the most economical and practical 
means of transportation necessary to accomplish IAWP business. The most economical and practical rental 
equipment available will be used. Gas and vehicle rental receipts for costs paid by the traveler must be 
attached to the travel expense voucher for reimbursement.  Staff should use the IAWP credit card and 
submit receipts with the credit card statement. 
 
Section VI – LODGING 
The actual cost of lodging plus applicable tax will be reimbursed to the traveler, as long as the cost is not 
unreasonable or exorbitant. Lodging costs within a staff member’s official station are not allowable. 
 
Original receipts for all lodging must be attached to the travel expense voucher for reimbursement. Any 
exception to this procedure must have supporting documentation attached to the travel expense voucher. 
When possible, hotel expenses should be placed on a master account and billed to IAWP. Staff should use 
the IAWP credit card and submit receipts with the credit card statement. 
 
Section VII – PER DIEM 
Per Diem is defined as the reimbursements for meals, meal gratuities, and fees and tips give to porters, 
baggage carriers, bellhops, and hotel maids, when there is an overnight stay.  Per Diem reimbursement is 
paid based at the following rates: 
 

Total Daily Per Diem Allowed:  $56.00  
(effective 08/01/15) 
Partial Per Diem Allowance 
Breakfast $12.00 Departure time is 7:00 AM or before; return time is 8:00 AM or after 
Lunch $19.00 Departure time is 11:00 AM or before; return time is 2:00 PM or after 
Dinner $25.00 Departure time is 5:00 PM or before; return time is 7:00 PM or after 

 
The destination, time and date of departure and return to the official station must be shown on the travel 
voucher for each trip.  Reimbursement will not be made for meal expenses when the traveler left their 
home station earlier than reasonably necessary to meet a common carrier’s recommended pre-departure 
time.  Reimbursement will not be made for meals when there is no overnight stay. 
 
Continental breakfast provided by a hotel/meeting facility and meals provided by common carriers need not 
be deducted from the per diem allowance.  Meals provided as part of a conference or training will 
substitute the travelers per diem or meal expense and will not be reimbursed. Travelers who attend a 
conference or training must attach a copy of the program to the travel claim voucher showing the 
educational and meal events. 
 
Section VIII – MISCELLANEOUS EXPENSES 
With supporting documentation, expenses for certain miscellaneous items are reimbursable if incurred in 
the official conduct of IAWP business. Necessary miscellaneous expenses, for which receipts may not be 
available, may be reimbursed upon certification by the traveler. 
 
The following items will be reimbursed if adequate documentation/receipts are provided: 
 

• Taxi, shuttle, or bus fares to and from airports and hotels and other grounds transportation costs 
necessary to conduct official IAWP business while in authorized travel status; 

• The cost of checking one non-oversized, non-overweight bag to the destination and return; 
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• Telephone calls, including one personal telephone call per day by the traveler, limited to ten (10) 
minutes.  In the case of a family emergency or unusual circumstance, personal calls of longer 
duration may be approved by the Executive Director or President. Calls must be included and 
documented on the hotel bill; and 

• Registration fees which are required as admittance or attendance fees for official participation in 
conference, conventions, or other meetings. 

 
Section IX – NON-REIMBURSABLE EXPENSES 
The following are non-reimbursable expenses: 

• Expenses of a personal nature incurred for the convenience of the traveler including travel by 
indirect routes or stop-overs for personal reasons or leaving earlier or returning later than 
necessary unless the traveler sufficiently documents that the costs are no more than the costs 
would have been without the indirect route, personal stopover or arrival/departure time 
earlier/later than needed; 

• Expenses for travel between home and office or for other non-official purposes; 
• Expenses incurred by staff while on leave; 
• Per Diem and meal expenses when an overnight stay is not required; 
• Travel to the Workforce Development Conference, board meeting immediately before and after the 

conference for non-staff members; 
• Travel expenses for District 9, 10, 11, 12, 13 Directors;  
• Expenses for alcoholic beverages; 
• Travel within the district for District Directors. (Directors should arrange travel support through 

their chapter, district, employer or other means.); and 
• Business-related expenses including stenographic, copying, fax services, stationery, postage, 

shipping, supplies and gratuities for services performed (such as moving boxes and supplies, room 
set up, etc.) that are necessary for the transaction of IAWP business must be approved by the 
Executive Director or President and are NOT be included on the travel voucher.   When possible, 
administrative office staff should use the IAWP credit card and submit receipts with the credit card 
statement.  When the IAWP credit card is not available, these expenses must be submitted 
separately to the Secretary-Treasurer for reimbursement authorization.  

 
SECTION X – TRAVEL AWARDS 
Travel awards and benefits such as frequent flyer miles awarded as a result of IAWP travel will become the 
property of the traveler and will not be claimed by IAWP. 
 
SECTION XI – ADVANCES 
It is not the general practice of IAWP to provide travel advances to those traveling on official IAWP 
business.  However, the association does realize situations arise and lack of funds should not prevent 
anyone from traveling on official business.  The preferred solution is for the Administrative Office to pay 
for as many costs using the association credit card as possible.  If an additional advance is still required, a 
request must be made by e-mail to the Executive Director or President at least 14 days prior to the start of 
travel for approval.  The e-mail must outline why the advance is required as well as how the advance will 
be spent.  A travel voucher must be submitted at the conclusion of travel and include the advance. 
 
SECTION XII – REIMBURSEMENT OF EXPENSES 
Travelers must document and submit travel related expenses using the IAWP Travel Voucher within thirty 
(30) days of returning from the travel.   Expenditures for travel paid by the IAWP credit card are not 
reimbursable to the traveler. A listing of all travel-related expenditures paid through the IAWP credit card 
must accompany the Travel Voucher. 
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Expenses exceeding those outlined in this policy must have just cause and documentation and be approved 
by the Executive Director or President prior to reimbursement. 
 
IAWP Travel Voucher Procedure 
 
When traveling on official IAWP business expenses must be tracked and submitted using the IAWP Travel 
Voucher.  This form is available on the website as well as from the Administrative Office.   
 
1) Obtain a copy of the IAWP Travel Voucher (voucher) from the website or Administrative Office. 
2) On the top of the voucher, enter your NAME, ADDRESS, and DATE SUBMITTED.  There is no need to fill 

in the Dates, per mile, authorized by, or total reimbursement due. 
3) Enter expense information for each day of travel including: 

a. Date:  Date of the expense 
b. Description of Travel:  Briefly describe what you were doing (i.e. board meeting, award judging, 

conference) 
c. Transportation:  Cost of airfare, train, bus, rental car 
d. Lodging:  Cost of hotel including taxes and fees 
e. Ground Transportation:  Cost of shuttles, taxis, etc. 
f. Per Diem:  Amount of per diem entitled to for the day (see tab on spreadsheet or travel policy for 

instructions) 
g. Conferences and Seminar Fees:  Any fees the association is reimbursing for registration 
h. Miles:  Total miles driven in personal vehicle to get to transportation or travel destination 
i. Miscellaneous:  All other reimbursable expenses including baggage fees, parking, phone calls, etc.  

(see travel policy for details). 
4) For any expense prepaid by the administrative office, enter 0. 
5) In the red box, enter any advance received. 
6) Enter the detail of each miscellaneous expense including a description and cost. 
7) The spreadsheet will calculate your reimbursement and put the total in the green box on the top half of 

the voucher. 
8) Sign by typing your name and the date 
9) Submit to the Administrative Office along with receipts for all expenses via email or mail within 30 days 

of completion of travel. 
a) To submit via e-mail:  e-mail completed voucher and pdf or jpg of scanned receipts to 

info@iawponline.org. 
b) To submit via mail:  print and send completed voucher and original receipts to 3267 Bee Caves 

Road Suite 107-104 Austin, Texas 78746. 
  

mailto:info@iawponline.org
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EXAMPLE OF COMPLETED IAWP TRAVEL VOUCHER 
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Association Document Retention Policy   (Adopted September 25, 2010) 
 

The corporate records of the International Association of Workforce Professionals (IAWP) shall be 
maintained in the IAWP Administrative Office, 3267 Bee Caves Road Suite 107-104 Austin, Texas 78746. 
 
The law requires IAWP to maintain certain types of corporate records, usually for a specified period of time.  
Failure to retain those minimum periods could subject IAWP to penalties and fines, cause the loss of right, 
obstruct justice, spoil potential evidence in a lawsuit, place IAWP in contempt of court, or seriously 
disadvantage IAWP in litigation. 
 
Therefore, the following records shall be maintained according to the stated schedule.  
 

• Tax Records:  Tax records including all proof of income and expenditures including payroll and 
benefits.  These records should be maintained for at least six years from the date of filling the 
applicable return. 

• Employment/Personnel Records:  State and federal statues require IAWP to keep certain 
employment/personnel information.  Those records should include time sheets, performance 
appraisals, all memorandums, disciplinary documentation, and tax records.  These records should 
be retained for six years.   

• Board and Board Committee Materials:  Meeting minutes should be retained in perpetuity in the 
IAWP minutes book for no less than three years. 

• Contracts:  Final execution copies of all contracts entered into by IAWP should be retained for at 
least there three years beyond the life of the agreement. 

• Development/Intellectual Property and Trade Secrets:  Development documents are often subject 
to intellectual property protection which may include patents and copyrights.  Materials developed 
for IAWP by volunteers are the property of IAWP and cannot be used outside of approved IAWP 
practices. 

• Electronic mail should be saved in either a printed hard copy or downloaded to a computer file and 
kept electronically or on a separate disk.  These materials should be kept for a period of two 
administrative years unless otherwise determined. 
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Association Whistleblower Protection Policy (Adopted September 25, 2010) 
 
In conducting the business of IAWP, any staff member or volunteer who reports waste, fraud, or abuse will 
not be fired or otherwise retaliated against for making the report. 
 
The report will be investigated and even if determined not to be waste, fraud, or abuse, the individual 
making the report will not be retaliated against.  There will be no punishment for reporting problems – 
including firing, demotion, suspension, harassment, or failure to consider the employee for promotion or 
any other kind of discrimination. 
 
There are several ways to make a report of suspected waste, fraud, or abuse: 

 
• Contact the Chair of the Ethics Committee via telephone; 
• Send an email to the Chair of the Ethics Committee; 
• Submit a report in writing to be reviewed by the Ethics committee; and  
• To investigate the report, we will follow the Ethics Committee procedures. 

 
As a follow up to the report, IAWP agrees to report on the findings: 

• Provide the person filing a report with a summary of our findings; 
• Take steps to deal with the issue addressed, including making operational or personnel 

changes; and 
• If warranted, contact law enforcement to deal with any criminal activities. 

 

Association Conflict of Interest Policy (Adopted November 18, 2010)  
 
Article I – Purpose 
 
The purpose of the conflict of interest policy is to protect the International Association of Workforce 
Professionals’ (IAWP) (herein referred to as the Association) interest when it is contemplating entering into 
a transaction or arrangement that might benefit the private interest of an officer or director of the 
Association or might result in a possible excess benefit transaction.  This policy is intended to supplement 
but not replace any applicable state and federal laws governing conflict of interest applicable to nonprofit 
and charitable associations.  To clarify, positions on the IAWP Board (both voting and nonvoting) are 
voluntary.  IAWP also has paid administrative staff. 
 
Article II – Definitions 
 

1. Interested person:  Any director, principal officer, or member of a committee with governing, 
board-delegated powers, who has a direct or indirect financial interest, as defined below, is an 
interested person. 

2. Financial Interest:  A person has a financial interest if the person has, directly or indirectly, through 
business, investment, or family: 

a. An ownership or investment interest in any entity with which the Association has a 
transaction or arrangement; 

b. A compensation arrangement with the Association or with any entity or individual with 
which the Association has a transaction or arrangement; or 

c. An investment interest in, or a compensation arrangement with, any entity or individual 
with which the Association is negotiating a transaction or arrangement that are not 
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insubstantial.  A financial interest is not necessarily a conflict of interest.  Under Article III, 
Section 2, a person who has a financial interest may have a conflict of interest only of the 
appropriate governing board or committee decides that a conflict of interest exists. 

 
Article III – Procedures 
 

1. Duty to Disclose:  In connection with any actual or possible conflict of interest, an interested person 
must disclose the existence of the financial interest and be given the opportunity to disclose all 
material facts to the directors and members of committees with governing board delegated powers 
considering the proposed transaction or arrangement. 

2. Determining Whether a Conflict of Interest Exists:  After disclosure of the financial interest and all 
material facts, and after any discussion with the interested person, he/she shall leave the governing 
board or committee meeting while the determination of a conflict of interest is discussed and voted 
upon.  The remaining board or committee members shall decide if a conflict of interest exists. 

3. Procedures for Addressing the Conflict of Interest: 
a. An interested person may make a presentation at the governing board or committee 

meeting but after the presentation, he/she shall leave the meeting during the discussion of, 
and the vote on, the transaction or arrangement involving the possible conflict of interest. 

b. The chairperson of the governing board or committee shall, if appropriate, appoint a 
disinterested person or committee to investigate alternatives to the proposed transaction 
or arrangement. 

c. After exercising due diligence, the governing board or committee shall determine whether 
the Association can obtain with reasonable efforts a more advantageous transaction or 
arrangement from a person or entity that would not give rise to a conflict of interest. 

d. If a more advantageous transaction or arrangement is not reasonably possible under 
circumstances not producing a conflict of interest, the governing board of committee shall 
determine by a majority vote of the disinterested directors whether the transaction or 
arrangement is in the Association’s best interest, for its own benefit, and whether it is fair 
and reasonable.  In conformity with the above determination, it shall make its decision as 
to whether to enter into the transaction or arrangement. 

4. Violations of the Conflicts of Interest Policy: 
a. If the governing board or committee has reasonable cause to believe a member has failed to 

disclose actual or possible conflicts of interest, it shall inform the member of the basis for such 
belief and afford the member an opportunity to explain the alleged failure to disclose. 

b. If, after hearing the member’s response and after making further investigation as warranted by 
the circumstances, the governing board or committee determines the member has failed to 
disclose an actual or possible conflict to interest, it shall take appropriate disciplinary and 
corrective action. 

 
Article IV – Records of Proceedings 
 
The minutes of the governing board and all committees with board delegated powers shall contain:  

a. The names of the persons who disclosed or otherwise were found to have a financial interest in 
connection with an actual or possible conflict of interest, the nature of the financial interest, any 
action taken to determine whether a conflict of interest was present, and governing boards or 
committee’s decision as to whether a conflict of interest in fact existed; 

b. The names of the persons who were present for discussions and votes relating to the transaction or 
arrangement, the content of the discussion , including any alternatives to the proposed transaction 
or arrangement, and a record of any votes taken in connection with the proceedings. 
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Article V – Compensation 
 

a. A voting member of the governing board who receives compensation, directly or indirectly, from 
the Association for services is precluded from voting on matters pertaining to that member’s 
compensation. 

b. A voting member of any committee whose jurisdiction includes compensation matters and who 
receives compensation, directly or indirectly, from the Association for services is precluded from 
voting on matters pertaining to that member’s compensation. 

c. No voting member of the governing board or any committee whose jurisdiction includes 
compensation matters and who receives compensation, directly or indirectly, from the Association, 
either individually or collectively, is prohibited from providing information to any committee 
regarding compensation. 

 
Article VI – Annual Statements 
 
Each director, principal officer and member of a committee with governing-board delegated powers shall 
annually sign a statement which affirms such person: 

a. Has received a copy of the conflicts of interest policy; 
b. Has read and understands the policy; 
c. Has agreed to comply with the policy; and 
d. Understands the Association is charitable and in order to maintain its federal tax exemption it must 

engage primarily in activities which accomplish one or more of its tax-exempt purposes. 
 
Article VII – Periodic Reviews 
 
To ensure the Association operates in a manner consistent with charitable purposes and does not engage in 
activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted.  The periodic 
reviews shall, a minimum, include the following subjects: 

a. Whether compensation arrangements and benefits are reasonable, based on competent survey 
information. 

b. Whether partnerships, joint ventures, and arrangements with management associations conform 
to the Association’s written policies, are properly recorded, reflect reasonable investment or 
payments for goods and services, further charitable purposes and do not result in inurement, 
impermissible private benefit or in an excess benefit transaction. 

 
Article VIII – Use of Outside Experts 
 
When conducting the periodic reviews as provided for in Article VII, the Association may, but need not, use 
outside advisors.  If outside experts are used, their use shall not relieve the governing board of its 
responsibility for ensuring periodic reviews are conducted. 
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Conflict of Interest Letter 

International Association of Workforce Professionals 
3267 Bee Caves Road 

Suite 107-104 
 Austin, Texas 78746 

 
[Date] 
 
[Board member name] 
[Address] 
 
Please complete and sign this annual conflict of interest statement.  We appreciate your 
hard work on the IAWP Board of Directors and/or various IAWP 
Committees/Subcommittees. 
 
I, ___________________________________, do hereby affirm: 

• I have received a copy of the IAWP Conflict of Interest Policy._______(initial) 
• I have read and understand the policy.  ________(initial) 
• I agree to comply with the policy.  ________ (initial) 
• I understand that IAWP is charitable and in order to maintain its federal tax status it 

must engage in activities which accomplish one or more of its charitable purposes. 
________ (initial) 

 
I state that: (select one statement) 
 
________ I have the following personal, business, or professional relationships that may 
cause a conflict of interest.  Please list those relationships that you believe may pose a 
conflict of interest. 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
_________I do not have any conflict of interest. 
 
As a member of IAWP, I commit to placing IAWP’s interest and gain ahead of my own, and 
will further commit to excusing myself from any discussion of votes related to those areas 
in which I may have a conflict of interest. 
 
Signature:  ___________________________________________________ 
 
Date:  _________________________ 
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IAWP Social Media Policy 

 
This policy governs the publication of and commentary on social media by employees/members of the 
International Association of Workforce Professionals (IAWP) and its related companies (“IAWP”). 
 
For the purposes of this policy, social media means any facility for online publication and commentary, 
including without limitation blogs, wiki’s, and social networking sites such as Facebook, LinkedIn, Twitter, 
Flickr, and YouTube.  This policy is in addition to and complements any existing or future policies regarding 
the use of technology, computers, e-mail and the internet.   
 
IAWP employees/members are free to publish or comment via social media in accordance with this policy.  
IAWP employees/members are subject to this policy to the extent they identify themselves as an IAWP 
employee or volunteer (other than as an incidental mention of place of employment/professional 
association in a personal blog on topics unrelated to IAWP). 
 
Publication and commentary on social media carries similar obligations to any other kind of publication or 
commentary.  All uses of social media must follow the same ethical standards that IAWP 
employee/members must otherwise follow. 
 
Confidentiality 
It’s perfectly acceptable to talk about your work/association and have a dialog with the workforce 
development community, but it’s not okay to publish confidential information.  Privacy settings on social 
media platforms should be set to allow anyone to see profile information similar to what would be on the 
IAWP website.  Other privacy settings that might allow others to post information or see information that is 
personal should be set to limit access.  Be mindful of posting information that you would not want the 
public to see. 
 
Respect copyright laws 
It is critical that you show proper respect for the laws governing copyright and fair use of fair dealing of 
copyrighted material owned by others, including IAWP’s own copyrights and brands.  You should never 
quote more than short excerpts of someone else’s work, and always attribute such work to the original 
author/source.  It is good general practice to link to others’ work rather than reproduce it. 
 
Respect your audience, IAWP, and fellow association members 
The public in general, and IAWP’s employees/members and customers, reflect a diverse set of customs, 
values and points of view.  Don’t say anything contradictory or in conflict with the IAWP website.  Don’t be 
afraid to be yourself, but do so respectfully.  This includes not only the obvious (no ethnic slurs, offensive 
comments, defamatory comments, personal insults, obscenity, etc.) but also proper consideration of 
privacy and of topics that may be considered objectionable or inflammatory – such as politics and religion. 
 
Protect IAWP customers, business partners and suppliers 
Customers, partners or suppliers/vendors should not be cited or obviously referenced without their 
approval.  Never identify a customer, partner or supplier/vendor by name without permission and never 
discuss confidential details of a business engagement.  It is acceptable to discuss general details about kinds 
of projects and to use non-identifying pseudonyms (e.g. Vendor 123) so long as the information provided 
does not violate any non-disclosure agreements. 
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Controversial Issues 
If you see misrepresentations made about IAWP in the media, you may point that out.  Always do so with 
respect and with the facts.  If you speak about others, make sure what you say is factual and that it does 
not disparage that party.  Healthy exchanges with constructive criticism can be useful but do not make 
comments that disparage colleagues, fellow IAWP members, competitors or critics. 
 
Disclaimers 
Many social media users include a prominent disclaimer saying who they work for, but that they’re not 
speaking officially.  Unless you are authorized to speak on behalf of IAWP, personal social media comments 
should be designated as a personal post.  For example: “I am an IAWP member but this comment is my 
personal opinion and does not necessarily reflect the views of IAWP.”  This is good practice and is 
encouraged, but don’t count on it to avoid trouble – it may not have much legal effect. 
 
Enforcement 
IAWP social media sites will be monitored regularly and corrective action will be taken when an issue arises 
that places, or has the potential to place, the association at risk.  Policy violations will be subject to 
disciplinary action in accordance with the association’s Ethics Guidelines. 
 
IAWP’s social media goals are to: 

1. Listen and learn. 
2. Build relationships and awareness of issues. 
3. Improve reputation. 
4. Create a culture change to include social media. 
5. Generate and share content. 
6. Increase traffic to the website. 
7. Promote fundraising and association events. 

 
While this policy establishes guidelines for the association’s social media use, IAWP hope its 
employees/members will embrace social media and use it to promote the association, its products, and its 
events. 
 
Based on the Policy Tool for Social Media at http://socialmedia.policytool.net 
  

http://socialmedia.policytool.net/
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