TWA Policies and Procedures		Page 2
Tallahassee Writers Association
Policies and Procedures

The mission of the Tallahassee Writers Association (TWA) is to support writers of all levels through education, connection, promotion, and outreach. To accomplish this mission, the Association is guided by a leadership team consisting of the Board of Directors and a structure of committees. Duties of the Board of Directors and committees are described in the Bylaws and are further explained in this document.

Section 1. Board of Directors
The Board of Directors provides leadership, decorum, and continuity for the Association, and ensures the Association complies with all state, local, and federal requirements. All voting members of the BOD shall regularly attend BOD meetings, and shall participate in special meetings and general membership meetings. Each voting member of the BOD shall be a member of at least one standing or ad hoc committee. 

The Association implemented a leadership structure that assures continuity and transfer of knowledge on the Board. The President-Elect agrees to a three-year leadership commitment. After serving their one-year term as President-Elect, they progress into the President position for a year, and then serve as Immediate Past President for another year. As President-Elect, they learn from the President and the Immediate Past President. Ideally, these three positions form a strong team to steer the Board and the general membership.

President.
The duties of the President include:
a) Supervises and controls all of the business and affairs of the Association. 
b) Presides at all meetings of the Association and of the BOD. 
c) Works with the Treasurer and other members of the BOD to establish an annual budget and secure funding. The President shall be listed on the Signature card with all the Association’s banking accounts. 
d) Works with the President-Elect and the Immediate Past President to assure continuity of operations.

President-Elect.
The President-Elect assists the President in fulfilling the mission and goals of the Association and stands ready to assume the duties of the President when necessary. The duties of the President-Elect include:
1. Presides over BOD and General Membership meetings in the absence of the President.
1. Assumes the responsibilities of the President if this office is vacated before the term naturally expires.
1. Assists with publicity, policy development, and long-range planning.

Immediate Past President.
The duties of the President include:
1. Presides over BOD and General Membership meetings in the absence of both the President and President-Elect.
1. Assists the Treasurer with financial responsibilities.
1. Chairs the conference committee if the Board votes to hold a conference.

Secretary.
The Secretary keeps an accurate record of Association business. This function is vital for verifying the Association complies with all local, state, and federal regulations and requirements. This role also provides Association members with a historical record of the Association’s activities. The duties of the Secretary include:
a) Record in writing the minutes of all TWA BOD meetings and other meetings designated by the BOD to be recorded in writing.
b) Distribute minutes to the other members of the BOD at least two days prior to the next BOD meeting.
c) Submit all minutes to the Website Manager within two weeks after approval by the BOD. The Website Manager will then post the minutes on the Association website.
d) Maintain a back-up electronic copy of all minutes, correspondence, grant applications, and other Association records.
e) Prepare and send correspondence, as required, on behalf of the BOD and the Association. Obtain a copy of official correspondence from other BOD members for permanent record.
f) At the conclusion of his or her term, provide all records to the incoming Secretary.

Treasurer.
[bookmark: _Hlk206767266][bookmark: _Hlk211495876]The Treasurer ensures the Association complies with all financial reporting requirements, including state and federal regulations and laws. The Treasurer performs all the functions required to keep the Association in good financial standing. With Board approval, the Association may hire a financial professional to assist the Treasurer with the responsibilities of this position. The duties of the Treasurer include:
a) Keep correct and current financial records of the Association, according to accepted accounting practices for private, nonprofit corporations. At any reasonable time, all accounts and records may be inspected by any member. 
b) If the Association hires a financial professional (e.g., bookkeeper, accountant, or similar professional with nonprofit experience), oversee the financial professional’s activities to ensure compliance with all federal, state, and local reporting requirements.
c) Prepare and maintain the Association’s budget and financial records. All expenses of the Association must be included in the budget prepared by the Treasurer and approved by the BOD. Any expenses not in the BOD-approved budget must be pre-approved by a majority vote of the BOD. The Treasurer shall submit the proposed annual budget to the Board on or before the first Board meeting of the calendar year for Board approval.
d) Review the Association’s bank account in accordance with uniform, accepted accounting practices. 
e) [bookmark: _heading=h.llj17226qt38]Prepare and file all financial records required by the State of Florida, Internal Revenue Service, and other entities. This includes:
(1) State of Florida Sales Tax reports (quarterly or as otherwise required by the State).
(2) Annual IRS income tax return for non-profit organization (due May 15 of each year).
(3) Annual State of Florida Charitable Contribution reports (due July of each year).
(4) Annual Corporation registration with the State of Florida Department of State between January 1 and May 1.
f) [bookmark: _heading=h.2vxk3skp3kbc][bookmark: _heading=h.bixotthzmdjv]Purchase and renew appropriate Directors and Officers liability insurance coverage on behalf of the Association. This expense should be a recurring line item in the annual budget.
g) [bookmark: _heading=h.qyonsy6a2dnr]Make payments to third parties or to reimburse members for expenses as approved in the budget or by the BOD that have been documented in the minutes. Advise the BOD when proposed expenditures are outside the scope of the approved budget, requiring additional BOD action.
h) Along with the President, sign all contracts approved by the Association. No contract shall be entered into that does not include the signatures of both the Treasurer and the President or their designees.
i) Oversee the collection of all monies received. Arranges for deposit of all funds into the Association’s checking account (or other account approved by the BOD). Credits all income to the appropriate account and/or budget line item.
j) Prepare a monthly report including income, expenditures, and account balances. Submit the report to the Board at least two days prior to the monthly BOD meeting and answer any questions about the report at the monthly BOD meeting.
k) At conclusion of the Treasurer’s term of office, work with the incoming Treasurer to prepare the annual financial report and submit it to the BOD at least two days prior to the January BOD meeting. The outgoing Treasurer shall present the annual financial report to the BOD jointly with the incoming Treasurer at the January BOD meeting.
l) Provide other financial information and reports to the BOD as needed. This includes, but is not limited to, assisting with the financial aspects of all grant preparation and reporting.
m) [bookmark: _heading=h.3jtlfknvvgqd]Maintain copies of financial records for at least 7 years and transfer them to the incoming Treasurer by December 31.
n) Ensure the Association’s financial records are professionally audited prior to March 1, 2018, and every four years thereafter. The BOD may approve a more frequent audit if necessary or advisable. This audit requirement is subject to the Association having sufficient funds to perform an audit.

Directors At-Large.
[bookmark: _Hlk211496207]The Directors At-Large contribute to the operational and policy decisions of the Association and participate in programs or activities on an ad hoc basis. Duties of directors-at-large include:
a)	Regularly attend and participate in BOD meetings, General Membership meetings, and special meetings of the Association.
b)	Participate in at least one ongoing activity for the benefit of the Association, such as critique group formation, operation of the Marketplace, planning and conducting the annual holiday gathering, etc.
c)	Serve as liaisons between Association members, the BOD, and the general public. This may include monitoring Association emails and other functions. Bring concerns and needs of members to the attention of the BOD.

Section 2. Standing and Ad Hoc Committees
Standing and ad hoc committees actively participate in Association functions. The standing and ad hoc committees are connected to the mission as follows.



Each committee chair:
1.	Is responsible for the implementation of committee functions listed in this Article.
2.	Reports on these activities to the BOD by two days prior to the day of the monthly BOD meeting or as requested by the BOD and, as necessary, reports to the General membership.
3.	Recruits members of the committee as needed.
4.	Prior to November 1 of each year, submits a proposed budget for the committee for the subsequent year to the Treasurer. The current committee chair will work with any new incoming committee chair in developing the budget for that committee.

The committees and their functions are described below.

EDUCATION
Conference Committee*:  
Purpose: Conferences that feature writing-related presentations support TWA members at all experience levels by offering a focused time and space for learning, networking, and inspiration, fostering both personal and professional growth. If the BOD votes to conduct a writing conference, the Immediate Past President will chair the conference committee.  
Duties: Responsible for planning, coordinating, and publicizing the conference.
     Click the button for additional information and committee duties.NOTE: The website will have buttons that provide additional information as shown in the section below labeled, “Info Buttons.”




*The Conference Committee is an ad hoc committee.

Programs Committee: 
Purpose: Provide programing which serves the needs of the TWA membership and the writing lifestyle.  
Duties: Responsible for planning all programs, workshops, clinics, and special events (exclusive of the Conference, for which there a separate, ad hoc committee is formed if a conference is to be held).
    Click on the button for additional information and committee duties. 

CONNECTION
Membership Committee: 
Purpose: Promote membership in the Association.
Duties: Provide information and assistance to Association members, including new and potential members. Work with the Website Committee to ensure the membership registry is current, complete, and functional. 
    Click the button for additional information and committee duties. 

Hospitality Committee: 
Purpose: Ensure that guests and members feel welcome and that there are options for hospitality at all Association events.
Duties: Greet members and guests and organize hospitality at Association functions.
    Click the button for additional information and committee duties. 

Newsletter Committee: 
Purpose: Keep members informed of upcoming events and meetings as well as celebrating the important accomplishments of our members.  
Duties: Prepare and distribute the monthly TWA newsletter to all current members, keeping them informed of upcoming events, meetings, and opportunities as well as celebrating member successes. The Committee Chair serves as the newsletter editor and must have access to the TWA website and mailing list, as well as the knowledge, skills, ,and ability to use hardware and software to compose and prepare files. 
    Click the button for additional information and committee duties. 



PROMOTION
Contests Committee: 
Purpose: Provide writing competitions that recognize and reward the writing talents of members and non-members. TWA currently operates the Seven Hills Literary Contest and the Penumbra Poetry & Haiku Contest, collectively known as the Contest. The Contest receives applications from around the world. Members benefit from reduced entry fees.
Duties: Responsible for coordinating and conducting all contests administered by TWA.  
    Click the button for additional information and committee duties. 

Marketplace Committee: 
Purpose: Raise the Association’s visibility in the region and promote its authors and programs. The Marketplace is a mobile bookstore featuring professionally published books (traditional, indie, and self-published) written or published by Association members.
Duties: Work with Association members and event organizers to ensure that TWA has a presence at important literary events and other community events around the Tallahassee area.
    Click the button for additional information and committee duties. 

OUTREACH
Marketing & Outreach Committee: 
Purpose: Promote the Association’s activities, build awareness in the community, and engage with stakeholders.
Duties: Responsible for publicizing the Association and Association member events. Members work with appropriate community leaders to promote writing and literacy among people of all ages in the Tallahassee community.
    Click on the button for additional information and committee duties. 

Website Committee: 
Purpose: Ensure that the Association’s website is functional and up-to-date, and that it effectively meets the members’ needs.
Duties: Maintain content of the Association website. 
    Click on the button for additional information and committee duties. 

INFO BUTTONS: The following information will be accessed online by clicking on the respective buttons.

NOTE: These descriptions might need to be supplemented with a template for each standing committee. 

Conference Committee (Ad Hoc):  
This is an ad hoc committee formed if the Board votes to hold a conference. The Conference Committee is chaired by the Immediate Past President. 

Planning and conducting a writing conference involves thoughtful preparation and active engagement. The Conference Committee conducts several phases to bring about a successful conference: 1) Planning; 2) Preparation; 3) Execution (the event itself); and 4) Follow-Up. 

1)	Planning (6-12 months before) includes defining the purpose and the theme, identifying the target audience, setting a budget, choosing a format (in-person, virtual, or hybrid) and duration, and selecting a venue or platform. 
2)	Preparation (3-6 months before) involves securing speakers and panelists, building the program, setting up registration, promotion, and coordinating logistics. 
3)	Execution (day of event) involves registration and welcoming participants, managing the schedule, providing support such as guidance for volunteers and handling tech issues, and encouraging engagement through Q&A, networking mixers, and social media. 
4)	Follow-up occurs 1-4 weeks after the event and includes sending thank you notes, gathering feedback, sharing materials, post-event promotion, and assessment.

Checklists and a conference schedule template are valuable tools which the conference committee should develop.

Programs Committee
The Programs Committee recruits and schedules speakers, presenters, and panelists for the January-November monthly membership meetings. These programs will provide members with information relating to various genres, the business of writing, and elements of the writing craft. Although the November meeting is a business meeting, the Programs Committee is responsible for scheduling content to fill the remainder of the meeting. The Hospitality Committee is responsible for planning the December meeting, which is a holiday party and includes the Seven Hills Contest awards ceremony. The Hospitality Committee works with the Contest Committee to set the agenda for this meeting. Specific tasks of the Programs Committee include:
1) Submit programming ideas (topics and suggested presenters) to the BOD for approval.
2) Schedule speakers, presenters, and panelists after BOD approval. The program schedule should extend through January of the subsequent year.
3) Create a list of all scheduled presentations and update it regularly. Provide this list to the Publicity/Outreach Committee, Newsletter Committee, and Website Committee.
4) Works with the Publicity/Outreach Committee to create marketing materials (graphics and write-ups) for each meeting and submits them to the Newsletter Editor and Website Manager.
5) Sets up tables, seating, and presentation equipment for all in-person Association meetings and workshops. This includes audiovisual and other equipment needed for the program.
6) Following each program, provides gifts to speakers as authorized by the BOD. Follows up with thank you notes and correspondence with speakers to maintain a cordial ongoing relationship.
7) Maintains a permanent record of each program, including follow-up correspondence with speakers. This record, and contact information for speakers, shall be shared with the Secretary and with the incoming Program Committee Chair (if different from current chair) by December 1 of each year.

Membership Committee
The Membership Committee recruits new members and provides information and assistance to current and potential members regarding membership status, member benefits, and other questions they may have about the Association. The Association membership registry and maintenance of membership records, including member notifications and renewals, will be handled automatically; the Membership Committee will work with the Website Committee and website administration contractor to resolve any issues. The Membership Committee is also the parent committee of the ad hoc Nominating Committee, which develops a slate of officers for the annual election of members of the Board of Directors.

Hospitality Committee
[bookmark: _Hlk209362997]The purpose of the Hospitality Committee is to greet members and guests and organize hospitality at all face-to-face Association functions to ensure that members and guests feel welcome and valued. Duties include:
1) Staff a Greeters table at monthly meetings. This includes welcoming and signing in guests, ensuring that their name and email addresses are printed legibly, providing name tags and a membership flyer, and directing them to the Member Services table for inquiries about membership. Greeters also direct members to the Member Services table to sign in.
2) Welcome guests to a newcomers table where they can learn more about TWA.

Newsletter Committee
Newsletter Committee. This committee keeps members informed of upcoming events and meetings, celebrates member successes, and provides up-to-date information about the BOD and committee representation. The committee is responsible for preparing and distributing the Association’s monthly newsletter. The Committee Chair serves as the newsletter editor and must have computer and email access as well as the ability to use hardware and software to compose and prepare files.
1.	Writes and collects information on future meetings, conferences, workshops and other activities, member news, contests, and other notifications of interest to members. Determines suitability of submissions for inclusion, consulting with the President as required.
2.	Maintains and updates the distribution list for electronic delivery of the newsletter to subscribers in formats they can access.
3.	Prepares the newsletter, including proofreading. Distributes electronic newsletters to members on the first day of each month. Sets deadlines for submission of articles and other information to be published in the newsletter.
4.	Makes current and past copies of newsletter available for access to Association members through the Association’s website by submitting a copy to the Website Manager.

Contest Committee
This committee is responsible for all contests administered by the Association, including determining the scope, rules, prizes, and deadlines; coordinating with the Publicity, Newsletter, and Website committees for marketing and promotion; recruiting readers and judges; and other duties to ensure contests are run smoothly and efficiently and have benefits for members (e.g., offer lower entry fees for members, include topics of interest to members).
Instructions on how the Contest Committee fulfills these responsibilities are detailed in the “Ultimate Guide to the Seven Hills Contest.”

Marketplace Committee
The Marketplace Committee facilitates the visibility of Association members who are published authors. Only professionally published books (traditional, indie, and self-published) written or published by Association members are eligible for inclusion in the Marketplace. The committee will write (and update as needed) the criteria for a book to be considered “professionally published” and for required commitment from authors who wish their books to be included (number of volunteer hours of coverage at events, promotional activities, maximum number of titles allowed at an event, etc.).

Marketing & Outreach Committee
1.	Works with area middle-school and high-school teachers to develop programs and to encourage area middle and high school students to participate in the Teen Authors Guild (TAG).
2.	Works with area institutions of higher learning to involve students and faculty in the Association.
3.	Facilitates meetings of the TAG.
4.	Arranges for Association members to participate in activities sponsored by area schools and other organizations that promote and encourage reading and writing.
5.	Prepares news releases and articles promoting Association activities, contest results, and other Association achievements.
6.	Places news releases and articles in appropriate media
7.	Develops and posts announcements and marketing in a variety of social media, including Facebook, Instagram, Discord, and print publications including the Tallahassee Democrat.

Website Committee
Maintains content of the Association website. The Committee:
1.	Posts approved Board meeting minutes, monthly meeting recordings, and other records to the Association website within two weeks after receipt, as view-only documents. Regularly posts new materials and updates data to the Association website to keep it current.
2.	Posts the monthly speakers and topics as soon as secured.
3.	Posts announcements of new books by Association members for approximately six weeks after publication. It is the responsibility of individual writers to submit the information on their titles.
4.	Keeps the website organized by posting information in appropriate sections.
5.	Adds selected information not specific to the Association but of interest to writers.
6.	Posts Association members’ book events.
7.	Posts a link to the current newsletter and archives previous issues.
8.	Works with the Treasurer to be sure the Association domain names and website hosting service remain current and are paid for in a timely fashion.
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