Policies and Procedures
KS Writers, Inc.

Organized August 1, 2004 in Topeka, Kansas

Policies & Procedures Adopted August 21, 2004
Revised February 22, 2020
ANNUAL RETREAT:  The annual retreat will be held away from the regular meeting venue as close to the usual regular meeting date as possible. All members in good standing are eligible to attend the event and will agree to the following:

· Pay a non-refundable $50 deposit to the treasurer no later than February 1

· Participate in furnishing food items to round out meals planned by the Retreat committee

· Provide personal snacks and items as needed on an individual basis

· Pay an additional fee to KWI based on the total costs for the event divided by the number of participants after the down payment has been factored in

DUES:  Membership dues are $20 annually (August 1 to July 31). If a new member joins after February 1, prorated dues are $10.  Deadline for renewal of dues is October 1 - a $5 late fee will be assessed after that date.

EXECUTIVE BOARD:  Upon installation, each officer of the Executive Board becomes obligated to attend meetings and to fulfill duties as listed in the By-laws.  If an officer is unable to attend a meeting, notice should be given to another member of the Board prior to the meeting.

FISCAL YEAR:  The fiscal year shall begin August 1 and end July 31. At least nine (9) monthly meetings shall be held a year, which may exclude meetings in July and December.

HONORARIUM:
KS Writers, Inc will provide an honorarium to the charity of the 

family’s choice in the event of a death in a member’s family following these guidelines:

$100 – spouse, child, or parent $50 – in-law.

KS WRITERS INK:  This newsletter is the official notification of all meetings and business pertinent to KS Writers, Inc. and is sent to all members at least nine (9) times a year.

PAST PRESIDENTS:  For two years, the immediate Past President shall serve on the Executive Board as Advisor to the President, and shall also chair the Nominating Committee.  If the immediate Past President is unable to serve in this capacity, the next immediate Past President shall fulfill these duties.

PROGRAM FEES:  KS Writers Inc shall offer a minimum speaking fee of $25 to members and a $50 fee to non-members who conduct a presentation. The Board may vote to increase the speaking fee by a reasonable amount if it is determined to be necessary and within the budget. The Board will also offer to cover a speaker’s incidental expenses incurred in the development of the presentation. Reimbursement will be contingent upon the submission of receipts to the Board.

REFERENCE MATERIAL LIBRARY:  KS Writers, Inc. shall maintain a reference library primarily consisting of audio workshop tapes and handout books brought back from writers’ conferences. The library shall be maintained for the benefit of members in good standing. The librarian shall maintain a complete inventory listing of all tapes and books and that inventory shall be made available to any member who requests it. The librarian is responsible for bringing this reference material to each meeting, so that members may borrow and/or return any material. As a courtesy to fellow members, all members are requested to use the materials and return them promptly within one (1) month, so that others may make use of them. The librarian may privately contact members to remind them to return materials after that time period. As a means of maintaining a current, manageable library, occasionally some materials may be offered for sale to the members for a reasonable fee.

STANDING COMMITTEES:
Programs – Chaired by the Vice President: 

Responsible for planning/arranging KS Writers, Inc.’s monthly programs.

Nominating – Chaired by the Advisor to the President: 

Responsible for appointing at least two (2) regular members to help solicit and fill a proposed slate of officers, and to present proposed slate to Executive Board, as set forth in the KS Writers, Inc. Bylaws, Article IV, Section 3.

Chairman appointed by President in August:

Website - responsible for maintaining KS Writers, Inc.’s official website in a timely manner. 

Conference/Workshop – responsible for overseeing any KS Writers, Inc.-sponsored workshops or conferences and appointing any members to assist with this committee.

Bylaws – responsible for maintaining the Bylaws and presenting any proposed changes, as set forth in the KS Writers, Inc. Bylaws, Article X.

Reference Material Librarian – responsible for maintaining KS Writers, Inc.’s library of reference materials, as set forth in these Policies and Procedures. 

Retreat – Responsible for planning, booking and organizing the annual retreat.

Chairman appointed by President as needed:

Publicity – responsible for promoting KS Writers, Inc. in all areas of media, as deemed necessary by the Executive Board.

Fundraising – responsible for raising extra funds for the treasury.

Contest – responsible for setting up and running a writing contest, as set forth in these Policies and Procedures.

Audit – responsible for auditing previous fiscal year’s financial statements/ books, at 
the August meeting, as set forth in the KS Writers, Inc. Bylaws, Article VI, Section 2.

WEB SITE:  It is the policy of KS Writers, Inc. that no links for services, either paid or free, will be included in the organization’s official web site.

WRITER’S CONFERENCE REGISTRATION:  As long as financially capable, KS Writers, Inc. will fund up to 100 percent of the registration fee for one Executive Board member to attend a national writers’ conference. In exchange, it will be that person’s responsibility to purchase (at KS Writers, Inc.’s expense) any available audio tapes of workshop sessions, to turn over the program book of workshop handouts to the KS Writers, Inc. reference library, and to report on the conference highlights and events at an upcoming meeting. The Board consists of and ranks in this order: President, Vice President, Treasurer, Secretary, Newsletter Editor, Membership and Advisor to the President. Or a member in good standing may attend a writer’s conference in place of Board member if selected by the Board and approved by a simple majority of the membership in attendance.
WRITERS’ CONTEST:  In honor of deceased charter member Monette Cummings, the KS Writers, Inc. may occasionally sponsor a writing contest. The contest will be judged by published authors and unpublished writers and will take whatever form the committee chairman determines best. Modest trophies will be awarded for the top three (3) winners. The first-place winner’s name will be inscribed on the Monette Cummings contest plaque. Winning entries will be published on the website and read at the meeting when awards are presented.

These Policies and Procedures may be amended at any regular meeting by a simple majority vote of those members present. 
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