Society of American Archivists

Roundtable Bylaws Template

(Adopted by the SAA Council, June 2012)
At its June 2012 meeting the SAA Council adopted several changes in the policies and procedures governing SAA sections and roundtables, including the following (SAA Governance Manual, X.V.D.):  “Roundtables may operate as formally or informally as suits their needs. At minimum, however, they must adopt bylaws. (Roundtables approved by the Council after January 2012 must adopt bylaws within a year of their first official meeting. Roundtables approved by the Council prior to January 2012 must adopt bylaws by August 31, 2013.)  To assist in the process of developing bylaws, SAA has prepared a Roundtable Bylaws Template. To ensure their alignment with SAA’s governance documents, bylaws and subsequent changes should be reviewed by the Executive Director or her/his designee before the roundtable membership votes to adopt them. Once adopted, new or revised bylaws must be submitted for approval by the Council to ensure that they become part of the permanent record as a component of Council meeting minutes.”
To view the entire SAA Governance Manual:  http://www2.archivists.org/governance.
The Council understands that some existing roundtables never adopted bylaws, and it is the Council’s intent that all roundtables adopt bylaws no later than August 31, 2013.  To that end, the Council has developed this template to assist roundtables in drafting bylaws for approval by their members. The template includes the minimum information dictated by best practices, and also provides commentary [bracketed and in italics] on options that roundtables may wish to consider.


I. NAME.  The name of the roundtable shall be [X].

[Insert the name of the roundtable as it was approved by the Council. If you wish to propose a different name, please indicate by striking through the current name and underlining the proposed name.]

II. MISSION.  The mission of the roundtable is [X]. 

[Insert the mission of the roundtable as it was approved by the Council. If you wish to propose changes in the mission, please indicate by striking through the old language and underlining the proposed language.]

III. MEMBERS.  Membership in the roundtable shall be determined according to the guidelines established in Section X. of the SAA Governance Manual.

[See Section X here:  http://www2.archivists.org/governance/handbook/section10]

IV. GOVERNANCE.  
A.  Officers.  
[The following are examples of how the roundtable may wish to structure its leadership. Keep in mind that it is important to balance continuity and the passing on of information with the benefits of incorporating new voices into roundtable leadership. On the matter of roundtable governance, the SAA Governance Manual (Section X.V.A.) states the following: “Roundtables will adopt and report to the Council a governance structure that is consistent with their need. At minimum there must be one elected leader and Roundtable leaders will be elected annually. No person may serve as the senior leader of a Roundtable for more than three successive years. Only SAA members are eligible to serve as or vote for Roundtable leaders.” Following are some examples of structures that are in compliance with the Governance Manual.]
[Example 1]  The roundtable shall be led by a Chair who is elected annually and who may not serve for more than three successive years.

[Example 1 suggests the simplest structure, but this structure may not effectively facilitate continuity or leadership development.]

[Example 2]  The officers of the roundtable shall be a Senior Co-chair and a Junior Co-chair [or Chair and Vice Chair]. The Junior Co-chair shall be elected annually for a two-year term, serving in year one as Junior Co-chair and in year two as Senior Co-chair.
[Example 2 provides for some measure of continuity and leadership development.]

[Example 3]  The officers of the roundtable shall be a Chair, a Vice Chair, and a Secretary.  The Secretary shall be elected annually for a three-year term, serving in year one as Secretary, in year two as Vice Chair, and in year three as Chair. 

[Example 3 is more complex, but provides for continuity and leadership development.]

[Although roundtables are encouraged not to add unnecessary complexity to their governance structures, in each of the examples above, a steering committee might be added to broaden leadership participation. Example 4 can be added to any of the above examples.  Rotation of terms ensures that the steering committee turns over in a way that does not disrupt continuity.]
[Example 4]  In addition, a Steering Committee of [three/six] members shall be elected, each for a [three-year] term, with [one-third] elected in each year.


B. Duties of Officers.  Officers shall fulfill those responsibilities specified in Section X. of the SAA Governance Manual.
C. Nominations.  The Chair shall issue a call for nominations, including self-nominations, for the position[s] of [X] every June to all roundtable members via the roundtable’s official email discussion list and website. A slate of candidates shall be established by the officer[s] and announced to roundtable members no later than June 15.

D. Elections. 
[Option 1]  Elections shall be conducted online with the assistance of the SAA staff and in accordance with the guidelines for Section elections as specified in Section IX. of the SAA Governance Manual. Availability of the online ballot and the deadline for voting shall be announced by the Chair to all roundtable members via the roundtable’s official email discussion list and website.
[As stated in the SAA Governance Manual (X.V.A.):  “Roundtables may conduct their annual leadership elections online. If a Roundtable chooses to do so, it must comply with the criteria and rules for Section elections.”]

[Option 2]  Elections shall be conducted at the SAA Annual Meeting and shall be determined by a majority vote of members present at the roundtable’s business meeting. Membership shall be determined by the conference attendee’s voting member name badge as provided by the SAA staff. The Chair shall announce the upcoming election to all roundtable members via the roundtable’s official email discussion list and website no later than June 15.

E. Appointments.  Roundtable members may be appointed to additional leadership roles (e.g., Newsletter Editor, Web Liaison, etc.) by majority vote of [X].
[The roundtable should decide which positions are elected and which are appointed. If you expect to have appointments you may 1) leave this section generic by stating that “Roundtable members may be appointed to additional leadership positions” and describe what process you will implement or 2) simply describe here which positions are appointed and what process you will implement for appointments.]

V. MEETINGS.  The roundtable shall hold a meeting in conjunction with the SAA Annual Meeting and may meet at other times as deemed appropriate by the officer[s]. The time and agenda shall be communicated in advance via the roundtable’s official email discussion list and website.

VI. AMENDMENTS.  Amendments to these bylaws shall be determined by a majority vote of roundtable members in a referendum held in conjunction with the roundtable’s annual election. Once adopted, new or revised bylaws shall be submitted for approval by the Council to ensure that they become part of the permanent record as a component of Council meeting minutes.
[Per the SAA Governance Manual (X.V.D.): “…To ensure their alignment with SAA’s governance documents, bylaws and subsequent changes should be reviewed by the Executive Director or her/his designee before the roundtable membership votes to adopt them. Once adopted, new or revised bylaws must be submitted for approval by the Council to ensure that they become part of the permanent record as a component of Council meeting minutes.” Inclusion of the language within the bylaws document ensures that this procedure is understood and completed.]
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