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PROVISIONAL GUIDELINES
A. Membership

1. Active member is one who pays at least 75% dues by the date of annual convention

2. Active member must have participated in at least 50% of chapters’ activities including but not limited to meetings…

3. Active members must attend at least one every quarter in a year

4. Active members should respond to communications including emails and mailing at least once monthly. This assists with membership profiles and related updates. 
B. Board
1. Should be brief on the day to day activities on the Association at least once monthly

2. Joint Board and officers meeting at least twice a year before the annual convention

3. The Board should spearhead at least one national funding raising event in a year

4. Board should provide assessment and evaluation report of the Association to the National Assembly once quarterly including one at annual convention
C. Officers

1. All officers should be active members and must not be in any arrear with the Association by each annual convention

2. All officers should attend schedule meetings at least 60% of the time

3. All officers must assist with conducting meetings as outlined in annual plans 

4. Executive council should set up interim leadership in consultation with the Board of Directors for inactive chapters or leaders until there are special elections
5. Newly elected officers should have the option of drawing out rules to govern their activities in accordance with the constitution and guidelines

D. Chapters

1. Chapters shall function in various states or regions in the USA, Liberia or other parts of the world

2. Chapter should have monthly  meetings or as decided by the elected leadership  such as  face to face or electronic

3. Chapters should provide monthly report to the executive council

4. Major decision emanating from chapters should be based on simple majority of active members in consultation with the executive council
5. Chapters should monitor the status of members and provide updates to the  Association
6. Chapters should participate and recognize special events of its members
E. Election
1. Only active members will be eligible to vote or run for elected positions or on any major issues.

2. To be eligible for an elected positions, you must have attended at least two annual conventions in the last three years including the one in which the election is being

3. Election commissioners appointed by the president in consultation with the executive council for a period of three years
4. Election guidelines should be drawn by the election commission in accordance with the constitution and by-laws and the guidelines.
5. The chapter elections should be held least  at 4-6 weeks prior to the annual convention

6. All elected chapter officers should be present at the annual convention to be inaugurated.

F. Financial

1. Membership due is $120.00/year but bulk payment is $100.00

2. All financial transactions should have receipt and reported within 21 days of expenditure

3. Budgetary expenditures requests of more than $499.99 will be made to Vice President for ADM within 2 business days and sent to the president for approval. President will consult the Board and financial team for review for disbursement within 3 business days.

4. All budgetary expenditures below $500.00 but greater than $50.00 for executives and 100.00 for chapter will be presented to president for review and approval. President will make request to financial secretary for disbursement from treasurer.

5. Non-budgetary expenditure for the Association should be presented to the executive council for review and subsequently presented to the Board for review. In the event where the executive council and the Board cannot research a timely manner with two attempts, it should be referred to National assembly for deliberation and vote IN AN EMERGENCY MEETING.

6. All expenditures for future reimbursement are strongly discouraged unless in an extraneous or emergency situation which should be approved by the president or the executive council. 

7. All communications regarding financial activities shall be made in writing via email or regular mail. Emails will be the preferred means but must be cc/bcc to all executives and board members.  The email address to use will be info@tnima.org . The email address for the chairperson of the Board of Directors will be provided as available. In the event of no email(s),text messages, phone calls or  regular certified mail will be made but email will be sent to those executives and board with email accounts. 

8. No cash disbursement from treasurer at conventions or scheduled gathering unless approved with in-person witnesses from at least one board member, one executive officer, one host chapter and another chapter officers. In the event one of the persons is known to not exist, the president will fill the position with any two members to represent one of the witnesses. 

9. In the event activity(ies) are being volunteered, a written communication should be provided using email and/or regular mail (postmark before or by the date of the activity) as well as a phone contact to the president and vice president for administration or the local chapter chairman. A voicemail message can be left in the extreme means that these two officers cannot be reached with the date and time noted.

10. Mileage reimbursement for official travels will be as per IRS guidelines unless otherwise volunteered. Approval must be sought from the Vice President for Administration for executives within USA and chapter chairman for within chapters travels. Fuel cost will not be reimbursed but toll fees will be reimbursed. All costs related to repairs will not be incurred by the Association if using personal vehicle. The Association will not cover insurance for vehicles. All vehicles rented for the official use must have insurance. Fuel cost and rental fees will be provided for rental vehicles. It will be preferred as much as possible to rent vehicles for longer distance travels exceeding 250 miles round trip or more than one day travel. Excluded travels includes to local meetings and local negotiations.

11. Clearing House posting of all receipts should be made in a database with password entry protection to be viewed by key authorized officers and/or board members. This will require additional feature on the website

12. Debit or credit card should be used to make revolving payments such as for the website, incorporation fees, tax document preparation or purchase materials with phone calls or online payment. There will be 2 cards for the three signatories.. E.g., for purchasing convention items, stationeries, recharge phone card for international calls or office products. 

13. Voucher, receipt books and check books shall be provided to monitor expenses

14. Receipts and acknowledgment of donation or payments should be provided in a timely manner
G. Reporting

1. All minutes of meetings should be reported within 48 hours and ratification done in the next meeting.

2. The Association will pay for the audio recording either using audio recorder, electronic or related media to facilitate the timely process.
H. Conference calls
1. Time is essential and meetings should begin within 15 minutes of planned time.
2. Order of meetings should be maintained by the moderator
3. President should preside all meeting except when delegation is done
4. Meeting moderation allocations should be shared amount officers as designated by the president
I. Absentment

1. Officers should provide excuses for absentment from meetings or activities at least 24hours prior or 72 hours after 
J. Electronic regulation 

1. All communications should be monitored and reviewed by the Association using a central clearinghouse at info@tnima.org 
2. All personal emails or communications that may need to be provided to the Association must be emailed or sent to the general secretary. It is recommended to provide  personal communication or concerns during scheduled meetings 
3. The general secretary in consultation with the president will respond to personal concerns within 72 hours. 
K. Penalties
1. All efforts should be made to reach members or officers who are have not been in regular attendance using the requisite committees and officers 

2. If after three phone calls and three emails (if available) to the officer, the executive council should recommend review and/or punitive actions which may include but not limited to suspension or replacement.
J. Conventions
                        1.  Future convention location and date should be announce at the end of every annual convention
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