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WSBEA EXECUTIVE BOARD POLICIES
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1. Each officer must be a member in good standing of WSBEA, NBEA/WBEA, and WA-ACTE.

2. The President and President-elect must have served at some time, for at least one year, on the WSBEA Executive Board prior to nomination to office.

3. The President-elect will be a nominee for the office of President.

4. The President-elect, Secretary, and Treasurer will be a nominated from any area of the state.
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All WSBEA officers shall be voting members of WSBEA, NBEA/WBEA, and WA-ACTE.  Membership in ACTE is recommended for officers except the President.  WSBEA will pay $50 toward President’s membership expenses.
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The WSBEA President shall:

1. Be a member of ACTE.

2. Preside at the annual WSBEA membership meeting.

3. Preside at all meetings of the Executive Board and Executive Committee.
a. Call Executive Board meetings 
b. Prepare the agenda with the assistance of the Secretary
c. Send notice of meeting and agenda materials to Executive Board members at least ten (10) days prior to the meeting.

4. See that the program of work is completed for the fiscal year prior to the annual state conference.  This program of work should be presented for final approval at the August board meeting.

5. Prepare and submit articles on WSBEA for inclusion in each issue of the EDUCATOR.

6. Serve as ex-officio member of all WSBEA committees.

7. Attend the WBEA Executive Board meeting and serve as a WSBEA delegate

a. Prepare and duplicate the WSBEA Annual Report for presentation and distribution at the annual WBEA Executive Board.
b. Serve as or appoint a member of the WSBEA Executive Board to serve on the WBEA Nomination Committee.
c. Be reimbursed for travel expenses to the WBEA Conference/Executive Board meeting when travel expenses have been budgeted provided that such expenditures are not covered by another source and funding is available.
d. Provide WSBEA’s gift for the WBEA Executive Board meeting and donation for WBEA’s silent auction item.  These costs may be reimbursed and not exceed $100 without prior board approval.

8. Approve expenditures by signing payment requisitions and assigning budget category and forwarding the requisitions to the Treasurer for payment.

9. Make the following appointments/nominations: 
a. Provide a list of area representative nominees to the Executive Board, after consulting with the area members they will represent.  The Executive Board, during its April/May meeting, will vote on next year’s area representatives 
b. Appoint the Inservice Coordinator subject to Executive Board approval.
c. Appoint a Committee Chairs as needed to carry out the objectives of WSBEA.
d. Appoint a committee at the April/May board meeting to review the Treasurer’s books – this signed review shall be completed and submitted to the President, Treasurer, Secretary, and all Executive Board members by the August Executive Board meeting.  The signed fiscal year review will be completed annually by the August board meeting.
e. Appoint a Scholarship and Awards Chair and ensure that information pertaining to these awards is provided to the editor of the EDUCATOR and the Past president for the web site.  This shall be a three-year term.
f. Appoint two WSBEA members to the Nominations Committee which is chaired by the Past president.

10. Ensure that the Nominating Committee has a slate of officers to present to the Executive Board at its last meeting prior to the annual state conference.

11. Be responsible for communications with the membership and other organizations.

12. Attend professional meetings that concern the interests of WSBEA.
a. The President shall attend and present awards at the annual state Future Business Leaders of America (FBLA) Business Leadership Conference.  If the President is unable to attend, he/she must appoint a representative to present these awards in his/her place.
b. The President shall attend the annual WA-ACTE Conference.
c. The President shall attend the annual WBEA Conference when travel expenses have been budgeted (provided that expenditures are not covered by another source and funding is available).
d. The President shall attend the annual NBEA Conference when travel expenses have been budgeted (provided that such expenditures are not covered by another source and funding is available).

13. Appoint, subject to approval of the Executive Board, a person to fill the remainder of a term, if a vacancy occurs in any elective office other than the presidency (See Bylaws, Article V).  This person must agree to be a nominee for the position when the position is open for election.

14. Ensure that an amount is budgeted for expenditures necessary to carry out the duties of the office of the presidency including travel expenses when funds are not provided by another source.

15. Assist the President-elect in formalizing the fiscal budget of WSBEA.  This initial budget is to be presented at the February board meeting or if a February meeting is not held, the President-elect needs to send out the proposed budget via electronic communication with the final budget approval at the April/May board meeting.

16. Work with the Past president and the President-elect to determine future conference sites.  The President or designee shall be responsible for signing the conference contract.

17. Ensure that resolutions passed by the general membership shall be pursued and action resulting from such shall be reported to the Executive Board and/or the general membership by a specific date.  This responsibility may be delegated.

18. Select the “President’s Service Award” recipient according to the following criteria:
a. Must be a member or retired member from WSBEA or, in an institution having members who are affiliated with WSBEA.
b. Possess leadership qualities that are conducive to effective business programs.
c. Possess a strong philosophy about the objectives of business education 
d. Has successfully implemented business education into curriculum.
e. Has worked to improve the business education program and student achievement.
f. Supports a school climate that encourages high morale for students and staff.
g. Has made significant contributions to the field of business education leadership by participating in activities and projects that further the goals of WSBEA.
h. Is involved in the community and the life of the school, using community resources for student achievement.
19. Provide information to the incoming WSBEA President regarding duties, responsibilities, and procedures of the office of President.

20. Serve as one of the WSBEA delegates to the WA-ACTE Delegate Assembly or provide an alternate from the WA-ACTE roster of WSBEA delegates to the WA-ACTE Delegate Assembly. 

21. Create a WA-ACTE delegate list for the WA-ACTE Delegate Assembly.  This list shall also include three (3) alternates.  Delegates to the WA-ACTE Delegate Assembly shall be members of WSBEA and WA-ACTE and they must be registered WA-ACTE Conference participants.

22. Serve as co-signature on all WSBEA bank accounts.

23. Perform other duties common to such an office and assume any other duties assigned to the office by the Executive Board.

24. Appoint a WSBEA member to serve as WSBEA representative to the WA-ACTE Accounting Committee.  This is a three-year term and the representative must be a member of WA-ACTE.

25. Review Executive Board Members’ attendance records prior to each board meeting.
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Elected to a one-year term, the President-elect shall:

1. Perform all duties of the President in the absence or disability of that officer.

2. Assume the office of President if a vacancy occurs in the office.

3. Represent WSBEA at meetings and on committees as requested by the President and/or the Executive Board.

4. Serve as Chair of the Annual State Conference.

5. Maintain a separate bank account for depositing revenues and paying expenses associated with Annual Conference activities.  The checking account will be closed after the conference and profits will be forwarded to the WSBEA Treasurer.  An inservice report will be presented at each Executive Board meeting and the conference Treasurer shall 
a. Have financial books available for inspection by the Executive Board at any time.
b. Present the financial books to the Review Committee on or before July 15.

6. Serve as one of the WSBEA delegates to the WBEA Executive Board.  While at the conference, attend the WBEA President-elect’s meeting at the WBEA conference.  Be reimbursed for travel expenses to the WBEA Conference/Executive Board meeting when travel expenses have been budgeted (provided that such expenditures are not covered by another source and funding is available.)

7. Attend the annual NBEA Conference and be reimbursed for travel expenses when travel expenses have been budgeted (provided that such expenditures are not covered by another source and funding is available.)

8. Ensure that an amount is budgeted for expenditures necessary to carry out the duties of the office of President-elect including travel expenses when funds are not provided by other sources.

9. Be responsible for formalizing the fiscal budget of WSBEA for the next year.  He/she will present it to the Executive Board at the April/May meeting.  It is recommended that the President-elect work with the current President and present a tentative budget in February or via electronic communication if a February board meeting is not held to receive input from the board.

10. Will prepare and present a proposed program of work for the April/May meeting.

11. Assist the President and the Past president in determining future conference sites.

12. Provide information to the incoming WSBEA President-elect regarding duties, responsibilities, and procedures of the office of President-elect.

13. Serve as one of the WSBEA delegates to the WA-ACTE Delegate Assembly, or provide an alternate from the WA-ACTE roster of WSBEA delegates to the WA-ACTE Delegate Assembly.

14. Perform any other duties assigned to the office by the President and/or Executive Board.
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Elected to a two-year term in even years, the Treasurer shall:

1. Maintain a double-entry accounting system with ledger accounts related to the budget categories and
a. Operate a voucher system with all expenditures supported by a source document except for mileage for travel.
b. Have financial books available for inspection by the Executive Board at any time.
c. Present the financial books to the Review Committee on or before July 15.
d. Oversee that all checking accounts have followed these same procedures.

2. Maintain and oversee the WSBEA accounts with a bank approved by the Executive Board.  All subsidiary account holders will report bank balances two weeks prior to each Executive Board meeting.  The Treasurer will provide the board with a total financial report at all board meetings.  Approved WSBEA checking accounts will be:
a. General checking account
b. Annual Conference

3. Ensure that a sufficient amount is budgeted for expenditures necessary to carryout the duties of the office of Treasurer.

4. Receive and disburse the funds of WSBEA general account.  This includes
a. Insure a receipt is attached to all vouchers.  Vouchers for mileage are excluded.
b. All checks will be deposited in a timely fashion.
c. Signing on all accounts after the requisitions have been approved by the President.
d. Initiating the processing of accounts payable and accounts receivable within a reasonable length of time.

5. Submit a duplicate report by budget categories of WSBEA finances at each of the Executive Board meeting.

6. File, in conjunction with the President, the annual incorporation report and submit the necessary fees.

7. Have travel reimbursement requisitions available at all Executive Board meetings.

8. Assume the office of the President in the absence of the President and President-elect.

9. Provide information to the incoming WSBEA Treasurer regarding duties, responsibilities, and procedures of the office of Treasurer.

10. Issue checks to WSBEA scholarship recipients according to the procedures explained under the appropriate guidelines.

11. Ensure that WSBEA subscribes to copies of the WOVE Legislative Report.

12. Ensure that WSBEA pays the hosting fee to keep the web site domain name registered.

13. Perform such other duties as the President and/or Executive Board may delegate.
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Elected to a two-year term in odd years, the Secretary shall:

1. Prepare the minutes of each meeting of the Executive Board and send a copy to each member within one month after the meeting.

2. Keep a book of original copies of the minutes of all meetings, annual financial reports, and rosters.  Minutes and rosters are kept in perpetuity.  Financial reports are to be kept for seven years.

3. Prepare a report of the minutes of the annual WSBEA meeting for distribution at the next annual meeting.

4. Keep the official copy of WSBEA’s Constitution, Bylaws, and Policies and Procedures and be the custodian of all WSBEA records.

5. Bring a copy of the current edition of Robert’s Rules of Order to every meeting.

6. Assume the office of the President in the absence of the President, President-elect, or Treasurer.

7. Provide each new Executive Board member with a copy of the Constitution, Bylaws, Policies and Procedures, and copies of the minutes of the Executive Board meetings from the previous year.

8. Ensure that a sufficient amount is budgeted for expenditures necessary to carryout the duties of the office of Secretary.

9. Provide information to the incoming WSBEA Secretary regarding duties, responsibilities, and procedures of the office of Secretary.

10. Perform such other duties as delegated by the President and/or the Executive Board.

11. Take attendance and present a report to the WSBEA President prior to each board meeting.  The report will also be presented to the WSBEA Executive Board at all board meetings.
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The Past president shall:

1. Ensure that a sufficient amount is budgeted for expenditures necessary to carryout the duties of the office of Past president.

2. Serve as Parliamentarian at the annual business meeting and all Executive Board meetings.

3. Serve as liaison from WSBEA and its board to the company serving as webmaster—seeing that postings are up to date and current.

4. Assist the President with the development of a program of work and budget.

5. Assist the President and President-elect in determining future conference sites.

6. Propose to the WSBEA Executive Board any changes to Policies and Procedures, Constitution, and Bylaws.

7. Assist the Inservice Coordinator with the planning and implementing the WSBEA section of the WA-ACTE Summer Conference.

8. Serve as one of the WSBEA delegates to the WBEA Executive Board meeting when our NBEA/WBEA membership reaches 301and a third delegate is permitted.  If the Past president is a delegate, he/she shall be reimbursed for travel expenses to the WBEA Conference/Executive Board meeting when travel expenses have been budgeted (provided that such expenditures are not covered by another source and funding is available.)

9. Be responsible to collect all items (conference program, Secretary minutes from 5 years previously, and Treasurer reports from 5 years previously to be placed in archives; along with anything else that is deemed important by the executive board to place in the archives.

10. Assume other responsibilities delegated by the President and/or Executive Board.

11. Serve as the Nominating Committee Chair.


INCOMING PRESIDENT-ELECT

Elected at the annual meeting, the Incoming President-elect shall attend the WBEA Annual Conference and will attend WBEA’s Professional Development Institute (PDI).  This person will be reimbursed for travel expenses to the WBEA Conference when travel expenses have been budgeted (provided that such expenditures are not covered by another source and funding is available.)  This person is eligible to receive the WBEA’s PDI stipend when there are not two others attending PDI provided money is available in budget year.

In addition, the Incoming President-elect shall be required to have the following documents prepared and ready for board approval no later than the May Board meeting: 

1. Conference Budget for the fall conference.  It is highly recommended that the Incoming President-elect work with the current year’s President-elect and present a tentative conference budget in February or send it out via electronic communication for feedback before presenting in April/ May.

2. Conference registration forms ready for mailing:  

· A draft form needs to be ready for FBLA State Conference with a final registration form ready for publication in the Spring EDUCATOR, for a separate mailing in August, for publication in the Fall EDUCATOR, and to be available for distribution at the WA-ACTE Conference in August.

3. Exhibitor contracts ready for mailing, e-mailing, and for recruitment at the Annual NBEA Convention held in March/April.
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All members of the WSBEA Executive Board shall be members of WSBEA, NBEA/WBEA, and WA-ACTE.  Membership in ACTE is recommended.  

No board member shall hold two voting positions on the WSBEA Executive Board.
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Nominated by the President based on recommendations from the membership, with approval by the Executive Board, Area Representatives will serve a two-year term and shall:

1. Teach in the area they represent. 

2. Work with the area inservice committee representatives to plan and implement inservice opportunities (e.g., workshops) for WSBEA members and business educators in their respective areas.

3. Ensure that sufficient funds are budgeted in the WSBEA budget for area workshops and inservice opportunities for WSBEA members and business educators.

4. Promote membership in WSBEA, NBEA/WBEA, and WA-ACTE.

5. Publicize the respective WSBEA area through media including:
a. The EDUCATOR
b. WA-ACTE Visions
c. WSBEA web site
d. NBEA Business Education FORUM, the Western News Exchange, and their respective web sites.

6. Work with the Scholarship and Awards chair to ensure that scholarship and awards information is made available to all business education teachers for distribution.


WSBEA INSERVICE COORDINATOR

Appointed to a two-year term in odd-years, by the President, and subject to the approval of the Executive Board, the inservice coordinator shall:

1. Ensure that a sufficient amount is budgeted for expenditures necessary to provide area inservice opportunities in each area. 

2. Coordinate sites, establish dates, plan content, and implement area inservice opportunities for business educators and WSBEA members with Area Representatives.  Ensure that all publicity and workshop information is distributed in a timely manner.

3. Provide information on inservice activities to the Past president for the website and to the editor of the EDUCATOR.

4. Assist the President-elect with the planning and implementation of the WSBEA annual conference.

5. Be primarily responsible for the planning and implementation of the WSBEA section of the WA-ACTE Summer Conference.

6. Work with the WSBEA Treasurer on all inservice accounting policies and procedures.  A written financial report will be prepared and presented at each board meeting.

7. Attend WBEA Annual Conference and be reimbursed for travel expenses to the WBEA Conference meeting when travel expenses have been budgeted (provided that such expenditures are not covered by another source and funding is available.)
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Elected in alternate (even years) by WA-ACTE members of WSBEA at the annual WSBEA business meeting to a two-year term of office (WA-ACTE Bylaws, Article IX, Section 2) beginning September 1 following the election, the WA-ACTE board representative shall:  

1. Be a member of WSBEA, NBEA/WBEA, WA-ACTE, and ACTE.

2. Attend all meetings of the WA-ACTE Executive Board and submit a report of these meetings to the President.

3. Present a report to the WSBEA Executive Board at each board meeting.

4. Present the issues and concerns of business education to WA-ACTE for its consideration and further action after WSBEA board approval.

5. Be eligible for reimbursements for travel expenses through the WA-ACTE Executive Board.

6. Be the WSBEA representative at the ACTE Conference and be reimbursed for travel expenses to the ACTE Conference when travel expenses have been budgeted (provided that such expenditures are not covered by another source and funding is available.)

7. Serve as chair of the WSBEA delegation to the WA-ACTE Delegate Assembly and work with the President in determining the WSBEA delegates to the WA-ACTE Delegate Assembly.

8. Provide information to the succeeding WA-ACTE Board Representative regarding duties, responsibilities, and procedures of this elected position.

9. Submit articles to the Past president for the website and the newsletter editor on WA-ACTE related issues.
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Appointed by the President for a three-year term (on or before March 30), the membership chair shall:

1. Maintain at least one backup copy of the master membership list; work closely with the WSBEA Executive Committee, NBEA, and WA-ACTE to maintain an accurate up-to-date membership lists; and ensure accurate and timely membership labels and summary report data.

2. Promote membership in WSBEA, NBEA/WBEA, and WA-ACTE through mailings, The Educator, web sites, and any other method that will promote and encourage membership.

3. Provide a copy of the WSBEA membership list and/or mailing labels to any educational institution or WSBEA Executive Board member upon approval by the Executive Board.

4. Work with Area Representatives and the Inservice Coordinator to promote WSBEA membership.

5. Provide information to the succeeding Membership Chair regarding duties, responsibilities, and procedures of the office, along with the current membership roster and WSBEA database records.

6. Provide WSBEA membership information to each of the area representatives for distribution at each of the division inservice opportunities.

7. Serve on the WA-ACTE Membership Committee and attend committee meetings when possible.

8. Attend the WBEA Membership meeting at the WBEA conference.  Be reimbursed for travel expenses to the WBEA Conference when travel expenses have been budgeted to the extent that such expenditures are not provided by another source and funding is available.

9. Attend the annual NBEA Conference when travel expenses have been budgeted (provided that such expenditures are not covered by another source and funding is available.)
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Appointed by the President for a three-year term subject to the approval of the Executive Board, the Editor shall:

1. Ensure that a sufficient amount is budgeted for expenditures necessary for producing and mailing the EDUCATOR and that costs do not exceed the budgeted amount.

2. Edit and publish the EDUCATOR in proper newsletter layout format.

3. Ensure, whenever possible, that all WSBEA and the six area’s activities are published.

4. Prepare at least three editions of the EDUCATOR each year and distribute them as follows (Copies of all newsletters are to be sent to NBEA and WBEA lists) :
a. Fall issue:  Beginning of September, to all names on the mailing list.
b. Winter issue:  January, to WSBEA members only. 
c. Spring issue:  BEFORE May 1 to WSBEA members only.
(Distribution may be modified by consent of the President)

5. Submit information/articles to the webmaster for the web site.

6. Submit articles to the Western News Exchange (WBEA) and Business Education FORUM (NBEA).

7. Assume other responsibilities as delegated by the President and Executive Board.

8. Provide information to the incoming editor regarding duties, responsibilities, and procedures pertaining to the position.
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Should a WSBEA member serve on the WBEA Executive Committee, that representative will become a member of the WSBEA Executive Board.  If more than one WBEA Executive Committee member is from WSBEA, the higher ranking board member will sit on the WSBEA Executive Board.   The rank order shall be President, President-elect, Treasurer, Secretary, Past president, Committee chair.
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Should a WSBEA member serve on the NBEA Executive Board, that representative will become a member of the WSBEA Executive Board.  If more than one NBEA Executive Board member is from WSBEA, the higher ranking board member will sit on the WSBEA Executive Board.
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All ex-officio members of the WSBEA Executive Board shall be members of WSBEA, NBEA/WBEA, and WA-ACTE.  Membership in ACTE is recommended.
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Serves as a non-voting member of the Executive Board and is the liaison between the Office of Superintendent of Public Instruction for the state of Washington and WSBEA.
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1. One representative; representing FBLA 
2. Serve as liaison between WSBEA and FBLA. 
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Appointed by the President for a three-year term, subject to the approval of the Executive Board, the WSBEA Scholarship and Award Chair shall:

1. Adhere to awards nominations procedures as specified by NBEA/WBEA/WA-ACTE guidelines.

2. Communicate and publicize scholarship information to Area Representatives, the editor of the EDUCATOR, and to the Past president for the website.

3. Submit for publication, articles for the WSBEA awards and nomination forms in the winter and spring issues of the EDUCATOR and web sites.

4. Perform duties and responsibilities as outlined under “Awards, Scholarships, and Recognition Programs.”

5. Serve as chair of the WSBEA 25-Year Awards to be presented at the WSBEA annual meeting/luncheon.  (See guidelines under the Awards, Scholarship, and Recognition Program.)

6. Responsible for submitting WSBEA members as candidates for the WBEA, NBEA, and WA-ACTE awards.

7. Remind the Executive Board to submit names to the WA-ACTE Awards Program.
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The Executive Board is comprised of:  the elective officers (President, President-elect, Secretary, Treasurer, Past president, and WA-ACTE Representative); all voting positions (Membership chair, Inservice Coordinator, EDUCATOR Editor, WBEA Representative, NBEA Representative, and Area Representatives); and ex-officio (non-voting members) positions (Youth Liaisons, OSPI Supervisor, Awards and Scholarship chair).
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1. All Executive Board members must be current members of WSBEA, NBEA/WBEA, and WA-ACTE.  Membership in ACTE is recommended.

2. All Executive Board members shall attend every board meeting of the WSBEA Executive Board as called by the President.  A board member who is absent from two (2) consecutive meetings shall be subject to removal from the Executive Board.  (See “Officer Duties, President”.)

3. Failure to complete responsibilities may result in removal from office.  This removal process will require a two-thirds vote of the WSBEA Board.

4. The President will appoint, subject to approval of the Executive Board, a person to fill the remainder of a term, if a vacancy occurs in any elective office other than the presidency (See Bylaws, Article V).  This person must agree to be a nominee for the position when the position is open for election.

5. No board member will hold two voting positions on the WSBEA Executive Board.

6. Travel to Executive Board meetings:
a. If transportation is furnished or paid for by sources other than WSBEA, no reimbursement will be made.
b. If transportation is not furnished or paid for by other sources, reimbursement shall be made at the rate of $.40 per mile.
c. Guests or appointees who have been invited to attend a WSBEA Executive Board meeting for a specific purpose will be reimbursed according to WSBEA policy.

7. Executive Board meetings are to be conducted according to the current edition of Robert’s Rules of Order.  

8. A board quorum shall consist of 50 percent + 1 of the voting members of the Executive Board.

9. A proposed amendment of the Constitution and Bylaws, passed by two-thirds vote at any quorum meeting of the Executive Board, shall be submitted to the general membership for vote.

10. The Executive Board shall set the time and place for the annual WSBEA meeting.

11. All requests for WSBEA membership lists from outside organizations other than educational institutions or WSBEA Executive Board members shall be subject to approval by the Executive Board.  All costs shall be incurred by the requesting organization.

12. All Executive Board members, excluding ex-officio members, shall be voting members of the Executive Board.

13. The Executive Board will approve Area Representatives to fill the vacant positions for next year’s term, during the April/May meeting.  The President will provide a list of possible nominees from which to select.

14. Nominations for Area Representative openings must be submitted to the President by April 15 for presentation and approval by the Executive Board at the May Executive Board meeting.
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1. The President-elect will be the chair for the annual state conference.

2. The conference location may rotate between the western, central, and eastern geographic areas of the state.

3. Conference procedures are described in the conference manual.

4. A conference Treasurer will be appointed who will maintain a separate bank account for depositing revenues and paying expenses associated with Annual Conference activities.  The checking account will be balanced out at $1,000.  The books will be closed and profits will be forwarded to the WSBEA Treasurer.  A conference report with financial report will be presented at October and February Executive Board meetings, and
a. Have financial books available for inspection by the Executive Board at any time.
b. Present the financial books to the Review Committee on or before April 15.

5. Annual conference vouchers reimbursing conference expenses will be authorized by the conference chair/President-elect prior to issuance.
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1. Elections will be held at the annual conference of the association.

2. The Past president, as of July 1, is the chair of the Nominations Committee.

3. Two additional board members will be selected to be part of the committee at the April/May Executive Board meeting.

4. Elected officers and members of the WSBEA Executive Board must meet eligibility requirements as listed in the Policy and Procedures manual and will be elected on the following schedule:
a. President (previous year’s President-elect)
b. President-elect
c. Secretary (elected in odd-years for a two-year term)
d. Treasurer (elected in even-years for a two-year term)
e. WA-ACTE Representative (elected in even years for a two-year term, beginning after the next WA-ACTE summer conference)

5. The nomination procedure will be as follows:
a. Committee will present a slate of candidates to the board meeting prior to the annual conference for approval
b. The Committee Chair will present the slate of officers at the annual membership meeting at the annual conference
c. The President will proceed with a voice vote in accordance with Robert’s Rules of Order (Article XI.66)
d. With the exception of the WA-ACTE Representative (unless person is elected to another position) who will assume office after the WA-ACTE Annual Summer Conference, all elected officials will take office the following July 1.




[bookmark: _Toc230151745]WA-ACTE DELEGATE ASSEMBLY

1. The WSBEA representative to the WA-ACTE Executive Board shall serve as the chair of the WSBEA delegation to the WA-ACTE Delegate Assembly.

2. The President, President-elect, and the WA-ACTE Representative shall be delegates.  Other representatives and alternates shall be appointed by the President.  These representatives should represent all members of WSBEA and must be WA-ACTE members and registered participants at the annual WA-ACTE Conference.

3. The delegates and alternates should meet with the WSBEA Executive Board prior to the assembly for a discussion of the issues.


[bookmark: _Toc230151746]WBEA CONFERENCE

The following Executive Board positions and WSBEA members will be reimbursed for travel expenses to the WBEA Conference when travel expenses have been budgeted (provided that such expenditures are not covered by another source and funding is available).

1. WSBEA President:  Represents WSBEA at the WBEA Executive Board meeting and attends (or sends a designee) to the Nominating Committee meeting.
2. WSBEA President-elect:  Represents WSBEA at the WBEA Executive Board meeting and attend the President-elect’s meeting.
3. Incoming President-elect:  Attends WBEA’s Professional Development Institute.
4. Membership Chair:  Attend WBEA’s membership meeting.
5. Inservice Coordinator:  Attends workshops and seminars to research activities for WSBEA inservice program.
6. WBEA Officer(s) – i.e. WBEA President, President-elect, Secretary, or Treasurer.  WBEA executive committee members who have been appointed shall not fall under this category.   Committee members must submit a request for travel expenses to the WSBEA Board.  It is then up to the WSBEA Board as to whether or not this expense can be funded.
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1. The representatives to the WBEA Executive Board shall be (in order, depending on the number to which WSBEA is entitled) President, President-elect, Past president, and any other Executive Board member.

2. Alternate delegates shall be members of the WSBEA Executive Board, selected by the President.

3. Representatives shall attend all meetings of the WBEA Executive Board.

4. The representatives will report to the WSBEA Executive Board at its next meeting on the WBEA conference and the WBEA Executive Board meetings.  Selected portions of this report will be printed in the Educator.


[bookmark: _Toc230151748]SPECIAL COMMITTEE CHAIRS (EX-OFFICIO)

Appointed by the President, subject to approval by the Executive Board, to carry out the objectives of WSBEA special committee chairs shall 

1. Be members of WSBEA. NBEA/WBEA, WA-ACTE, and ACTE membership is recommended.

2. Not be voting members of the WSBEA Executive Board.

3. Be invited by the President to attend WSBEA Executive Board meetings when official action regarding the work of the committee needs to be taken.

4. Be reimbursed according to WSBEA travel policy for WSBEA Executive Board meeting expenses.
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1. WSBEA shall be comprised of six areas (See Constitution).

2. Membership and dues are as stated in Article I of the Bylaws.

3. WSBEA members shall have the option to select his/her preferred area.
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1. Reimbursement policy:
a. Expenditures incurred while performing approved WSBEA business must be claimed within 60 days.
b. All checks must be cashed by June 30.
c. Expenses incurred within the last 60 days of the fiscal year, must have the President-elect’s approval.

2. No accounts or checking accounts will be created without a two-thirds majority of the WSBEA Executive Board.

3. For current accounts, the following criteria must be on file:
a. Purpose for existence.
b. Proposed budget.
c. Length of account’s existence.
d. Financial report at each board meeting during the length of the accounts existence.
e. Expense vouchers with appropriate source documentation attached will be available for review at each board meeting.
f. Accounts will be closed with vouchers and related paperwork turned in to the Treasurer with a final financial report.
g. All accounts will utilize a double-entry accounting system.
h. An informal financial review will be held yearly.  The financial records shall be submitted for informal review NO LATER THAN JULY 15.

4. Financial reports will include a record of income, expenses, ledger, and budget to actual.

5. Travel reimbursement:
a. Alcohol is NOT a reimbursable expense.
b. All travel expenses not already budgeted must be approved by the President PRIOR to the trip.

6. Travel expenses are limited to mileage, airfare, hotel, and meals up to the amount authorized by the budget.

7. Travel advances are not permitted.
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WSBEA AWARDS, SCHOLARSHIPS, RECOGNITION PROGRAMS


[bookmark: _Toc230151752]WSBEA/WBEA/NBEA/WA-ACTE AWARDS COMMITTEE CHAIR

The WSBEA Scholarship and Award Chair shall:

1. Select a committee of three (3) representatives, from the entire state.  Committee members will each serve for a period of one (1) year.  Committee members shall be members of WSBEA, NBEA, WA-ACTE with membership in ACTE is recommended.

2. Committee will communicate and agree on award recipients.

3. Preside over awards portion of the WSBEA annual meeting.

4. Prepare and distribute appropriate news releases to announce the awards recipients.

5. A member of the Awards Committee shall not be eligible to submit a nomination or a letter of recommendation during his/her tenure on the committee.

6. A member of the Awards Committee shall not be eligible for an award during his/her tenure on the committee.


AWARDS

The following awards shall be given annually:

1. The Washington State Business Education Merit Award (for outstanding contributions to business education) to:
a. Outstanding Business Educator – Elementary/Middle School/Junior High Level
b. Outstanding Business Educator – High School Level
c. Outstanding Business Educator – Post Secondary Level (to include community college, private business college, technical college)
d. Outstanding Business Educator – University Level (for outstanding contributions to business education by a university business teacher)

2. WSBEA Distinguished Service – for outstanding continuous contributions to business education by a person who possesses leadership qualities that are conducive to business programs; has worked to improve the business education program and student achievement and has made significant contributions to the field of business education leadership through activities and projects that further the goals of WSBEA. 

3. WSBEA Lifetime Achievement Award – acknowledging a lifetime of serviced to business education, WSBEA, and related student organizations.

4. President’s Service Award – selected and given by the President to a person for outstanding contributions to business education, who possesses leadership qualities, has worked to improve the business education program, and has played a significant role in the President’s career.

5. Washington State Business Partners in Education Award (PIE) – for recognition of contributions to business education by a person or persons not in education who has demonstrated a commitment to education.

6. The WSBEA 25-Year Award – for recognition of 25 years of teaching business education.

7. The WSBEA Past president’s Award – for recognition of serving as President of WSBEA.
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1. The awards shall be presented annually, at the Annual Conference luncheon or at another time or place determined by the WSBEA Executive Board, by the chair of the awards committees (subject to submission of nominations).

2. The awards shall be in the form of engraved plaques.

3. The recipients shall be guests of WSBEA at the awards luncheon when the awards are presented.

4. The awards chair will work with the public relations chair to prepare appropriate news releases concerning the presentation of awards.  These awards shall be submitted by the awards chair to the EDUCATOR, Business Education FORUM, the NBEA professional journal, WESTERN NEWS EXCHANGE, web sites, and hometown newspapers of the recipients.  If possible, pictures of the recipients should be included with each press release.


[bookmark: _Toc230151754]SCHOLARSHIP PROGRAM

[bookmark: _Toc230151755]DORIS Y. AND JOHN J. GERBER SCHOLARSHIP

1. The name of the WSBEA post-secondary education scholarship is the Doris Y. and John J. Gerber Scholarship.

2. WSBEA shall award each year, one (1) $1,000 scholarship from its treasury.  Candidates must meet the qualifications for the scholarship and must be enrolled in a business education teacher program.

3. Candidates must submit the completed scholarship to the scholarship chair by December 1.

4. If the Gerber scholarship recipient fails to enroll in a university the President shall award the remainder of the scholarship to the first-ranked alternate.  The President shall notify the scholarship chair of this award.  The same procedure shall be used if the second-ranked alternate should become eligible for the award.

5. Additional money donated specifically for the Gerber Scholarship shall be used to increase the amount of the scholarship or to award additional scholarships.

6. The Gerber Scholarship will be acknowledged at the annual WSBEA luncheon.


DR. EUGENE KOSY SCHOLARSHIP

1. The name of the WSBEA post-secondary education scholarship is the Dr. Eugene Kosy Scholarship.

2. WSBEA shall award each year, one (1) $1,000 scholarship from its treasury.  Any additional money donated specifically for the high school scholarship program shall be used for future scholarships.

3. Candidates must meet the qualifications for the scholarship and must be a graduating senior and a member of FBLA.

4. The candidate’s nominating adviser must be a member in good standing of WSBEA.

5. Candidates must submit the completed scholarship to the scholarship chair by March 1.

6. Should any high school scholarship winner fail to enroll in a university in Washington by winter quarter after high school graduation, the funds will not be awarded and will remain in the WSBEA scholarship fund and not be forwarded to another candidate.

7. The Kosy Scholarship will be awarded at the annual FBLA State Business Leadership Conference by the WSBEA President.
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1. The name of the WSBEA graduate school education scholarship is the Dr. F. Ross Byrd Scholarship.

2. WSBEA shall award each year, one (1) $1,000 scholarship from its treasury.  Any additional money donated specifically for the graduate school scholarship program shall be used for future scholarships.

3. Candidates must meet qualifications for the scholarships and must be enrolled in a graduate program pursuing either a masters or doctorate degree in an educational-related field.

4. Candidates must be members in good standing of WSBEA.

5. Candidates must submit the completed scholarship to the scholarship chair by May 1.

6. The Byrd Scholarship will be acknowledged at the annual WSBEA luncheon.
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1. WSBEA shall award two stipends in the amount of the conference registration to assist  members in attending each of the following conferences, provided money is available in budget year:
a. NBEA (due March 1)
b. WBEA (due January 15) – recipients are required to attend WBEA’s Professional Development Institute.
c. WSBEA (due September 15)
d. WA-ACTE (due June 1)
e. FBLA First-Year Adviser to State Business Leadership Conference (due March 1)

2. Candidates for the stipends must be members in good standing with WSBEA.

3. The committee chair will select a committee of three (3) representatives, from the entire state.  Committee members will each serve for a period of one (1) year.  Committee members shall be members of WSBEA, NBEA/WBEA, and WA-ACTE.  Membership in ACTE is recommended.

4. A member of the Awards Committee shall not be eligible to submit a nomination or a letter of recommendation during his/her tenure on the committee.

5. A member of the Awards Committee shall not be eligible for a stipend during his/her tenure on the committee.
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1. WSBEA will honor the FBLA Outstanding Chapter annually with a plaque and a monetary award of $50.  All advisers of the award-winning chapter must be members in good standing of WSBEA.

2. WSBEA will honor the FBLA Outstanding Chapter Adviser annually with a plaque and a monetary award of $50.  The advisers must be members in good standing of WSBEA.

3. The WSBEA President or his/her designee will present these awards to the winning adviser and chapter at the annual FBLA State Business Leadership Conference.
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AWARDS NOMINATION PROCEDURES


[bookmark: _Toc230151760]MERIT, DISTINGUISHED SERVICE, AND PIE AWARDS

1. Nominations shall be made on an official WSBEA Merit/PIE Award Nomination Form and shall be submitted in keyed form.  The person making the nomination shall specify the award category, compile all required materials and submit it to the Awards Chair by August 31 of the calendar year in which the awards are to be presented.

2. Prior to the Annual Conference, the awards chair will distribute the nominations to the awards committee for the purpose of reviewing the nominations and selecting the award recipients, if so desired.

3. A member of the Awards committee shall not be eligible to be considered for an award nor shall he/she be eligible to submit a nomination or a letter of recommendation for a candidate while serving as a member of this committee.

4. Nominee information is to be kept confidential by the members of the Awards committee.  Nominations and supporting papers of the nominees who are not selected shall be retained for two (2) years for consideration. Persons making the nomination will be encouraged to update the materials each year for two years.  After two years, all materials shall be destroyed if a nominee has not been selected for an award.

5. Members of the Awards committee shall not contact a nominee for additional information concerning his/her qualifications.  Should additional information be required, the Awards chair shall contact the individual who submitted the nomination.

6. The awards chair shall administer the necessary secret balloting among the committee members to determine the recipients of the awards.  Balloting may be done by mail if necessary.

7. It is not assumed that the Awards committee will select recipients each year in each award category.

8. Each nomination for the Merit Award shall be accompanied by a minimum of three (3) supporting letters from the following:
a. At least one letter from a colleague from the nominee’s school or district
b. At least two letters from EITHER of the following:
i. An individual in an administrative or supervisory capacity from within the nominee’s school or district, and/or
ii. A current or former student of the nominee

9. Each nomination for the WSBEA Distinguished Service Award shall be accompanied by the completion of the award packet found in the appendix.

10. Each nomination for the Partners in Education (PIE) Award shall be accompanied by a minimum of three (3) supporting letters from the following:
a. At least one letter from a person involved full time in business education who has interacted regularly or extensively with the nominee.
b. At least two letters from people who have direct knowledge of the nominee’s contributions to business education.
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WSBEA LIFETIME ACHIEVEMENT AWARD

1. The purpose of the WSBEA Lifetime Achievement Award shall be to honor business educators who have made significant contributions to business education throughout the course of a lifetime.  
2. The chair shall create a form and submit to the Editor of the Educator and the webmasters for publication in the spring edition, so that people may submit the names of teachers who are eligible for this award.  Eligibility includes being a WSBEA member and having a minimum of 20 years of service to business education.
3. Due date for submission of this award is May 31 of the current year.  A committee will be convened to decide whether the nominee is to be submitted to the board.
4. The board of directors will take the nominations from the committee under consideration at the board meeting convened during the summer conference.  A two-thirds majority of the board of directors will be needed in order for this achievement award to be granted.
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The President of WSBEA will personally select the recipient of this award, taking into consideration the following criteria:

1. Be a member or retired member from WSBEA or, in an institution having members who are affiliated with WSBEA.

2. Possesses leadership qualities that are conducive to effective business programs.

3. Possesses a strong philosophy about the objectives of business education.

4. Has successfully implemented business education into curriculum.

5. Has worked to improve the business education program and student achievement.

6. Supports a school climate that encourages high morale for students and staff.

7. Has made significant contributions to the field of business education leadership by participating in activities and projects that further the goals of WSBEA.

8. Is involved in the community and the life of the school, using community resources for student achievement.
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1. The purpose of the WSBEA 25-Year Award shall be to honor business educators who have been currently in the teaching profession for 25 years or more.

2. The chair shall create a form and submit it to the editor of the EDUCATOR and the webmasters, for publication in the spring edition, so that people may submit the names of teachers who are eligible for this award.

3. A deadline of September 25 will be published so that everyone will know that after this date, names that are submitted to the chair will be awarded the plaques the following year.

4. The chair will present the WSBEA 25-Year Award(s) to the recipients during the WSBEA annual luncheon.

[bookmark: _Toc230151764]ACCOUNTING PROCEDURES FOR PROFESSIONAL INSERVICE

1. Prepare and submit an estimated budget listing revenues, expenses, and net loss/profit in planning the professional development activity.

2. Prepare and submit a final report listing revenues, expenses, and net loss/profit upon completion of the professional development activity.

3. Prepare a list of participants with the following information:  name, school address, school phone number, email (if applicable), paid or not paid and how they paid (cash or check) Purchase Orders not accepted.

4. Billing
a. First Billing:  within one (1) month following the staff development activity, send out the first billing statements.  Invoices will need to be prepared and a copy of each invoice sent out will be kept.
b. Second Billing:  One (1) month after the first billing statements are sent out, send out the second billing statements.  Be sure to identify this invoice as the second invoice.  Keep a copy of it for the records.
c. Third Billing or Phone Call option:  One (1) month after the second billing statements, send out a third billing statement.

Be sure to identify this invoice as the third invoice.  Keep a copy of it for the records.  The inservice coordinator may choose to have the WSBEA President and/or Treasurer makes a phone call to those participants who are having trouble paying.

5. Submit a duplicate report, by budget categories of WSBEA finances at each Executive Board meeting.
6. All travel reimbursement (including mileage for miscellaneous activities related to inservice, conferences, and workshops) must have prior board approval.
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	--------------
	Money Market Savings Transfer
	Income

	401
	Annual Conference
	Income

	415
	Dues
	Income

	420
	Grant Income
	Income

	425
	Inservice Income
	Income

	430
	Interest
	Income

	435
	Miscellaneous
	Income

	440
	NBEA/WBEA Membership
	Income

	445
	Scholarship Contributions
	Income

	450
	WA-ACTE Luncheon
	Income

	455
	WA-ACTE Social
	Income

	460
	WA-ACTE Summer Conference
	Income

	465
	WBEA Conference Income
	Income

	470
	WSBEA Merchandise 
	Income

	501
	ACTE Representative
	Expense

	503
	Annual Conference Advance
	Expense

	505
	FBLA Awards
	Expense

	507
	Gerber/Kosey/Byrd Scholarship
	Expense

	509
	Grant Expense
	Expense

	511
	Incorporation Fees
	Expense

	513
	Inservice Expense
	Expense

	515
	Insurance Expense
	Expense

	517
	Kindness Gifts
	Expense

	519
	Legislation
	Expense

	521
	Miscellaneous
	Expense

	523
	NBEA Conference
	Expense

	525
	NBEA Representative
	Expense

	527
	Postage
	Expense

	529
	President
	Expense

	531
	President Elect
	Expense

	533
	President Past
	Expense

	535
	Printing
	Expense

	537
	Professional Development
	Expense

	539
	Professional Fees
	Expense

	541
	Public Relations
	Expense

	543
	Publicity
	Expense

	545
	Service Charge
	Expense

	547
	Special Projects
	Expense

	549
	Student Leadership
	Expense

	551
	Supplies
	Expense

	553
	Telephone
	Expense

	555
	The Educator
	Expense

	557
	Vocational Collaboration
	Expense

	559
	WA-ACTE Lunch.
	Expense

	561
	WA-ACTE Soc.
	Expense

	563
	WA-ACTE Summer Conf.
	Expense

	565
	WBEA Board
	Expense

	567
	WBEA Conference Advance
	Expense

	569
	WBEA Membership Chair
	Expense

	571
	WBEA Representative
	Expense

	573
	Website Hosting
	Expense

	575
	Website Maintenance
	Expense

	577
	WSBEA Awards
	Expense

	579
	WSBEA Board Meeting
	Expense

	581
	WSBEA Membership Advance
	Expense

	583
	WSBEA Merchandise Expense
	Expense
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Procedure for reimbursement:


	PAYEE:
	1. Fill out PAYMENT REQUISITION in full.
2. Attach source document to the voucher.
3. Deliver voucher with source document to the PRESIDENT.


	PRESIDENT:
	1. Approve expenditure.
2. Deliver voucher and source document to the TREASURER.


	TREASURER:
	1. Write check.
2. Deliver check to the PAYEE.
3. File voucher with source document and record transaction.	


	PAYEE:
	1. Cash check promptly!


	**RECEIPTS MUST BE ATTACHED TO PROCESS PAYMENT**


	SECTION 1
TO BE COMPLETED BY PARTY REQUESTING PAYMENT

	PAYMENT REQUESTED BY:  NAME AND ADDRESS
	REASON FOR EXPENDITURE(S)


	NAME


	

	MAILING ADDRESS


	

	CITY				STATE		ZIP


	

	PAYEE:  NAME AND ADDRESS
	

	NAME


	

	MAILING ADDRESS


	

	CITY				STATE		ZIP


	

	
	AMOUNT OF PAYMENT REQUESTED

	I have incurred these expense(s) on behalf of WSBEA.



	

	
	DATE OF REQUEST

	SIGNATURE
	

	SECTION 2
TO BE COMPLETED BY PRESIDENT AND TREASURER

	AUTHORIZATION FOR PAYMENT



	AMOUNT AUTHORIZED


	DATE OF CHECK


	CHECK #

	BUDGET CODE



	VOUCHER #



	SIGNATURE
	
	
	
	
	




[bookmark: _Toc230151768]WSBEA Annual Conference--Payment Requisition
(light blue form)

	SECTION 1
TO BE COMPLETED BY THE PARTY REQUESTING PAYMENT

	[bookmark: _Toc230151769]PAYMENT REQUESTED BY:  NAME AND ADDRESS
	REASON FOR EXPENDITURE

	NAME


	

	
	

	STREET ADDRESS OR PO BOX


	

	
	

	CITY				STATE	ZIP


	

	
	

	[bookmark: _Toc230151770]PAYEE:  NAME AND ADDRESS
	

	NAME


	

	
	

	STREET ADDRESS OR PO BOX


	

	
	

	CITY				STATE	ZIP


	

	
	

	I have incurred these expenses on behalf of WSBEA.



____________________________________________________________________
SIGNATURE
	AMOUNT OF PAYMENT REQUESTED


	
	DATE OF REQUEST

	

	Authorizing Signature (Conference Chair/President Elect)



	[bookmark: _Toc230151771]SECTION 2
TO BE COMPLETED BY THE ANNUAL CONFERENCE TREASURER

	VOUCHER REGISTER NUMBER


	BUDGET CODE(S)

	AMOUNT OF PAYMENT MADE


	

	DATE OF CHECK


	CHECK NUMBER
	

	

	Conference Treasurer 



Attach receipt here or to the back of this form:

Washington State Business Education Association
[bookmark: _Toc230151772]General Account Review Checklist
Date of this review: ____________________  Period covered by this review: _____________________________ 
Date of last review:_____________________ Period covered by last review:_____________________________
The purpose of this Audit Checklist is to provide the Audit Committee with a tool, or guideline, to conduct an inspection of the books and records and a review of the financial management practices of WSBEA. Please answer the following questions to the best of your knowledge. 
BUDGET 
1. Was the budget prepared by the President elect? 	Yes/No 
		If “NO” — Who prepared the budget? ________________________________________ 
2. Was the budget reviewed by the Executive Board at the Spring meeting? 	Yes/No 
	


Revised October, 2008		32	

FINANCIAL REPORTS 
1. Did the Treasurer prepare a detailed, written financial report for each of the board meetings? 	Yes/No 
		If “NO” — Explain:_______________________________________________________ 
2. Was a detailed, written financial report presented at every general membership meeting? 	Yes/No 
		If “NO — Explain:________________________________________________________ 
3. Were the reports clear, concise, and easily understood? 	Yes/No 
		If “NO” — Explain:_______________________________________________________ 
4. Did the reports show, in detail, the source(s) of all income and expenses? 	Yes/No 
		If “NO” — Explain:_______________________________________________________ 
5. Did the Treasurer prepare a year-end financial report at the August Meeting?                     	Yes/No 
		If “NO” — Explain:_______________________________________________________ 
6. Were the books and records available at every meeting? 	Yes/No 
		If “NO” — Explain:_______________________________________________________ 


FINANCIAL PROCEDURES/CONTROLS 
1. Were WSBEA funds always deposited promptly into WSBEA bank accounts? 	Yes/No 
		If “NO” — Explain:_______________________________________________________ 
2. Were WSBEA funds ever deposited into a personal account, school district or ASB account? 	Yes/No 
		If “YES” — Explain: ______________________________________________________ 
3. Is WSBEA’s accounting system sufficient to maintain accurate records of income and 
	expense transactions? 	Yes/No 
		If “NO” — Explain: ______________________________________________________ 
4. Was all income properly allocated and categorized into the appropriate budget line-items?          	Yes/No
		If “NO” — Explain: ______________________________________________________ 
5. Were all expenditures properly allocated and categorized into the appropriate budget line-items?	Yes/No 
		If “NO” — Explain: ______________________________________________________ 
6. Was there a voucher with source document(s) attached for each expenditure (exception:  mileage)? 	Yes/No
		If “NO” — Explain: ______________________________________________________ 
7. Was every expenditure part of the approved budget or properly approved at a general 
	membership meeting or a Executive Board meeting? 	Yes/No
		If “NO” — Explain: ______________________________________________________ 


BANK ACCOUNTS (Three accounts maintained at U.S. Bank and a CD with Piper Jafery)
1.	Are all the checks imprinted with sequential numbers: 	Yes/No
		If “No” — Explain:_______________________________________________________ 
2.	Are all the checks accounted for—including any voided checks? 	Yes/No 
		If “NO” — Explain: ______________________________________________________ 



INTERNAL REVENUE SERVICE 
1.	What is WSBEA’s Federal Tax ID #? _________________________________ 
2.	Has WSBEA been granted tax-exempt status? 	Yes/No 
		If “YES” — Under which section:                 � 501(c)(4) 
		If “NO” — Explain: ______________________________________________________ 
3.	Did WSBEA’s gross income exceed $25,000 for the most recent fiscal year (July 1-June 30)	Yes/No 
		If “YES” — Has WSBEA made plans to complete a 990EZ Form? 	Yes/No 
4. 	Are WSBEA’s Letter of Determination (Letter of Tax-Exempt Status) and any 990EZ Forms 
	which it has filed available for inspection by the general public?	Yes/No 
		If “NO” — Explain: ______________________________________________________ 

BANK RECONCILIATION 
1. 	Was the bank account(s) reconciled with the bank statement(s) promptly?	Yes/No 
		If “NO” — Explain: ______________________________________________________ 
2.	Did the meeting reports balance with the bank statements? 	Yes/No 
		If “NO” — Explain: ______________________________________________________ 
3.	Did the year-end financial report reconcile to the final bank statement? 	Yes/No 
		If “NO” — Explain: ______________________________________________________ 
4.	At the time of the audit, had all checks cleared the bank? 	Yes/No 
		If “NO” — List the check numbers which have not cleared: _______________________ 


EXAMINATION OF BOOKS & RECORDS 
1.	Do the vouchers and the entries in the checkbook and the financial reports—all agree? 	Yes/No 
		If “NO” — Explain: _________________________________________________________________ 
2.	Do the deposit slips and the entries in the income ledger and the financial reports—all agree? 	Yes/No 
		If “NO” — Explain:_______________________________________________________________ 
3.	Did the Annual Conference meet or exceed the budgeted levels and expectations? 	Yes/No 
		If “NO” — Explain:_______________________________________________________ 
1. Did the Summer Conference (WA-ACTE/Business) meet or exceed the budgeted levels and 
	expectations? 	Yes/No 
		If “NO” — Explain:_______________________________________________________ 
5.	Did the membership dues meet or exceed the budgeted levels and expectations? 	Yes/No
		If “NO” — Explain:_______________________________________________________ 
6.	Did the expenses for all projects and activities fall within budgeted levels and expectations? 	Yes/No 
		If “NO” — Explain:_______________________________________________________ 
7. Were there any significant differences between the income and the expenses of an activity conducted 
	this year?	Yes/No 
		If “YES” — Explain: ______________________________________________________ 
8.	Are there any checks written for “cash”? 	Yes/No 
		If “YES” — Explain: ______________________________________________________ 
9.	Have all the financial obligations of WSBEA been paid in full? 	Yes/No 
		If “NO” — Explain:_______________________________________________________ 


OTHER 

1.	Were there any disagreements during the year about the expenditure of funds? 	Yes/No 
		If “YES” — Explain: ______________________________________________________ 
2.	Was the Treasurer cooperative during the audit and with the audit committee? 	Yes/No 
3.	Were there questions that could not be answered solely by an examination of the books and records 
	that required additional information from the Treasurer or another person?	Yes/No 
		If “YES” — Explain: ______________________________________________________ 
4.	Were the books and records legible? 	Yes/No 
5.	Were the books maintained in ink? 	Yes/No 
6.	Were the books and records maintained on a computer? 	Yes/No 
		If “YES” — Were there printed copies of all the information made available to the board
		and audit committee? ______________________________________________________ 	Yes/No 
7.	Did WSBEA purchase any equipment and donate it? 	Yes/No 
		If “YES” - Explain: _______________________________________________________ 
8.	Did WSBEA grant funds to another organization? 	Yes/No 
		If “YES” - Explain: _______________________________________________________ 
9.	If WSBEA granted funds to another organization, did WSBEA ask for a year-end statement? 	Yes/No 
		If “NO” — Explain:_______________________________________________________ 

RECOMMENDATIONS & COMMENTS OF THE REVIEW COMMITTEE 
Date Review Completed: _______________	REVIEW COMMITTEE: 
By: ______________________________________ 
By: ______________________________________ 
By: ______________________________________ 



Washington State Business Education Association
[bookmark: _Toc230151773]	Annual Conference Account Review Checklist
Date of this review: ____________________  Period covered by this review: _____________________________ 
Date of last review:_____________________ Period covered by last review:_____________________________
The purpose of this Audit Checklist is to provide the Audit Committee with a tool, or guideline, to conduct an inspection of the books and records and a review of the financial management practices of WSBEA. Please answer the following questions to the best of your knowledge. 
BUDGET 
1. Was the budget prepared by the President elect? 	Yes/No 
If “NO” — Who prepared the budget? ________________________________________ 
2. Was the budget reviewed by the Executive Board at the Spring meeting? 	Yes/No 
Washington State Business Education Association—Annual Conference Account Review Checklist	



FINANCIAL REPORTS 
3. Did the Conference Treasurer prepare a detailed, written financial report for each of the board	Yes/No 
meetings? 
If “NO” — Explain:_______________________________________________________ 
4. Were the reports clear, concise, and easily understood? 	Yes/No 
If “NO” — Explain:_______________________________________________________ 
5. Did the reports show, in detail, the source(s) of all income and expenses? 	Yes/No 
If “NO” — Explain:_______________________________________________________ 
6. Did the President elect prepare a year-end financial report at the August Meeting? 	Yes/No
If “NO” — Explain:_______________________________________________________ 
7. Were the books and records available at every meeting or until “closed”? 	Yes/No 
If “NO” — Explain:_______________________________________________________ 


FINANCIAL PROCEDURES/CONTROLS 
1. Were Annual Conference funds always deposited promptly into WSBEA Annual Conference 	
bank account? 	Yes/No
If “NO” — Explain:_______________________________________________________ 
2. Were Annual Conference funds ever deposited into a personal account, school district or	Yes/No 
ASB account?	
If “YES” — Explain: ______________________________________________________ 
3. Is Annual Conference’s accounting system sufficient to maintain accurate records of income and 
expense transactions? 	Yes/No 
If “NO” — Explain: ______________________________________________________ 
4. Was all income properly allocated and categorized into the appropriate budget line-items?          	Yes/No
If “NO” — Explain: ______________________________________________________ 
5. Were all expenditures properly allocated and categorized into the appropriate budget line-items?	Yes/No 
If “NO” — Explain: ______________________________________________________ 
6. Was there a voucher with source document(s) attached for each expenditure (exception:  mileage)? 	Yes/No
If “NO” — Explain: ______________________________________________________ 
7. Was every expenditure part of the approved budget or properly approved at an Executive Board 
	meeting? 	Yes/No
		If “NO” — Explain: ______________________________________________________ 



BANK ACCOUNT 
1.	Are all the checks imprinted with sequential numbers: 	Yes/No
		If “No” — Explain:_______________________________________________________ 
2.	Are all the checks accounted for—including any voided checks? 	Yes/No 
		If “NO” — Explain: ______________________________________________________ 


BANK RECONCILIATION 
1. 	Was the bank account reconciled with the bank statement(s) promptly?	Yes/No 
		If “NO” — Explain: ______________________________________________________ 
2.	Did the meeting reports balance with the bank statements? 	Yes/No 
		If “NO” — Explain: ______________________________________________________ 
3.	Did the year-end financial report reconcile to the final bank statement? 	Yes/No 
		If “NO” — Explain: ______________________________________________________ 
4.	At the time of the audit, had all checks cleared the bank? 	Yes/No 
		If “NO” — List the check numbers which have not cleared: _______________________ 


EXAMINATION OF BOOKS & RECORDS 
1.	Do the vouchers and the entries in the checkbook and the financial reports—all agree? 	Yes/No 
		If “NO” — Explain: _________________________________________________________________ 
2.	Do the deposit slips and the entries in the income ledger and the financial reports—all agree? 	Yes/No 
		If “NO” — Explain:_______________________________________________________________ 
3.	Did the Annual Conference meet or exceed the budgeted levels and expectations? 	Yes/No 
		If “NO” — Explain:_______________________________________________________ 
4.	Were there any significant differences between the income and the expenses of an activity conducted 
	this year?	Yes/No 
		If “YES” — Explain: ______________________________________________________ 
8.	Are there any checks written for “cash”? 	Yes/No 
		If “YES” — Explain: ______________________________________________________ 
9.	Have all the financial obligations of WSBEA been paid in full? 	Yes/No 
		If “NO” — Explain:_______________________________________________________ 
OTHER 
1.	Were there any disagreements during the year about the expenditure of funds? 	Yes/No 
		If “YES” — Explain: ______________________________________________________ 
2.	Was the Annual Conference Treasurer cooperative during the audit and with the audit committee? 	Yes/No 
3.	Were there questions that could not be answered solely by an examination of the books and records 
	that required additional information from the Annual Conference Treasurer or another person?	Yes/No 
		If “YES” — Explain: ______________________________________________________ 
4.	Were the books and records legible? 	Yes/No 
5.	Were the books maintained in ink? 	Yes/No 
6.	Were the books and records maintained on a computer? 	Yes/No 
		If “YES” — Were there printed copies of all the information made available to the board
		and audit committee? ______________________________________________________ 	Yes/No 

RECOMMENDATIONS & COMMENTS OF THE REVIEW COMMITTEE 
Date Review Completed: _______________
	REVIEW COMMITTEE: 
By: ______________________________________ 
By: ______________________________________ 
By: _________________________________
[bookmark: _Toc230151774]
Main Motion Card

Motion:  I move that-- _______________________________________________________________________________________________
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________
Made by _____________________________________________________
Seconded by _________________________________________________
____________ Motion passed		           		_______ Motion failed
				___  Yes			_____  No










Main Motion

Motion:  I move that ______________________________________________________________________________________________________________________________________________________________________________________________
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________
Made by _____________________________________________________
Seconded by _________________________________________________
____________ Motion passed		           		_______ Motion failed
				___  Yes			_____  No
[bookmark: _Toc230151775]
WSBEA REPORT FORMAT


1. Prepare a written report

A.  Twenty (20) copies
B.  3-hole punch copies
C.  Type Agenda Item:  agenda number in the top upper-right corner
D.  Type the word Original:  month of meeting with a five (5) year out date in the top upper-right hand corner.
E.  Type the word Working Copy:  month of meeting with a three (3) year out date in the top upper-right hand corner

	Agenda Item:
	VII.B.1

	Original:
	August 2014

	Working Copy:
	August 2012



2. Give an oral report

A. A 3-5 minute limit:  highlight the important points of the written report
B. Present motions for action at the end of the oral report.  Use a motion card and a write out a motion.

3. Notify the President if you plan to present any new business to the WSBEA Executive Board prior to the meeting.

[bookmark: _Toc230151776]
RETENTION SCHEDULE

	WSBEA Notebook
	Original
	Working Copy

	
Reports
	
	

		President’s Report
	5
	3

		President-elect’s Report
	5
	3

		WA-ACTE/NBEA/WBEA Representative’s Report
	5
	3

		Inservice Coordinator’s Report
	5
	3

		Membership Chair’s Report
	5
	3

		Educator Report
	5
	3

		Youth Liaison/FBLA Report
	5
	3

		OSPI Report
	5
	3

		Awards Report
	5
	3

		Past president’s Report
	5
	3

		Committee Reports
	5
	3

		Annual Conference Reports
	5
	3



	Secretary Notebook

		Minutes
	P

		Agendas
	P



	Treasurer Notebook

		Treasurer’s Report
	P

		Auditor’s Report
	P

		Cancelled Checks/Bank Statements
	7



	President Notebook

		Conference Site Contracts
	7

		Correspondence
	3

	
	Archival Records
	
P



	Records

		WSBEA Report Format
	P

		Constitution & Bylaws
	P

		Procedures Manual
	P

		Program of Work
	P

		Articles of Incorporation
	P

		Executive Committee Minutes
	P

		The EDUCATOR
	P

		Conflict of Interest
	P


















[bookmark: _Toc230151777]SCHOLARSHIPS

[bookmark: _Toc230151778]THE DORIS Y. and JOHN J. GERBER
[bookmark: _Toc230151779]SCHOLARSHIP APPLICATION PROCESS

The Doris Y. and John J. Gerber Scholarship is named in honor of Doris Y. and John J. Gerber’s significant contribution to business education in Washington State.  We remember their work on behalf of educators in Washington.

To be eligible for the Doris Y. and John J. Gerber Scholarship, an applicant must be:

1. majoring in business education
2. of junior or senior standing
3. nominated by his/her adviser who is a current dues paying member of WSBEA.


To be considered for the Doris Y. and John J. Gerber Scholarship, an applicant must:

1. complete an application form
2. submit at least three letters of recommendation, one of which must be from the nominating adviser

The completed application form must be to the scholarship committee chair by December 1.  The scholarship will be acknowledged at the annual WSBEA Annual Conference during the business meeting.

[bookmark: _Toc230151780]
DORIS Y. AND JOHN J. GERBER
[bookmark: _Toc230151781]SCHOLARSHIP APPLICATION FORM


Please type all responses.  You may recreate this application form on a computer to respond to the questions.

	Name 

__________________________________________________________________________________


	Applicant’s Home Address



	

	City                                                                                                       WA                                    ZIP


	

	School                                                              


	Advisor                                                              






Please answer the following questions on a separate sheet(s) of paper:

1. Statement of Need:  Describe why you are applying for this award and how you plan to use it.

2. Leadership:  Describe activities that demonstrate initiative and provide positive contributions in your school, including leadership, citizenship, and interpersonal skills.

3. Community Service:  Describe your accomplishments in improving or promoting the “quality of life” in your community (activities not related to school functions).

4. Other (Work Experience, etc):  List your occupational work experience, including full- or part-time employment, cooperative education, work study, or experience obtained in the home or family environment.  Include other information such as unique accomplishments, grade point average, or special circumstances not indicated in other sections.

5. In 300 words or less, explain why becoming a business educator is important to you.  You may do this in the form of a letter, report, or narrative, but the preparation must be your own.
[bookmark: _Toc230151782]
DORIS Y. & JOHN J. GERBER SCHOLARSHIP
[bookmark: _Toc230151783]RATING SHEET


	Category
	9
	7
	5
	3
	1

	STATEMENT OF NEED:  Describe why you are applying for this award and how you will use it.
	
	
	
	
	

	LEADERSHIP:  Describe activities that demonstrate initiative and provide positive contributions in your school, including leadership, citizenship, and interpersonal skills.
	
	
	
	
	

	COMMUNITY SERVICE:  Describe your accomplishments in improving or promoting the “quality of live” in your community (activities not related to school functions.)
	
	
	
	
	

	OTHER (Work Experience, Etc.):  List your occupational work experience, including full- or part-time employment.
	
	
	
	
	

	In 300 words or less, explain why becoming a business educator is important to you.  
	
	
	
	
	

	TOTALS
	
	
	
	
	



Ratings Guidelines:

	9
	Answers above and beyond the call -- superior candidate for teaching profession.  Excellent!  Would love to have this person be YOUR teacher.

	7
	Exceeds normal expectations -- above average candidate for teaching profession.  Would like to have this person be YOUR teacher.

	5
	Meets average expectations -- an average candidate for teaching profession.  Would be okay as YOUR teacher.

	3
	Does not quite meet expectations -- below average candidate for teaching profession.  May be some questions if YOUR teacher.

	1
	Does NOT meet expectations -- poor candidate for teaching profession.  May be some questions if YOUR teacher.



[bookmark: _Toc230151784]
THE DR. EUGENE KOSY
[bookmark: _Toc230151785]SCHOLARSHIP APPLICATION PROCESS

The Dr. Eugene Kosy Scholarship is named in honor of Dr. Kosy’s significant contribution to Future Business Leaders of America (FBLA) in Washington State.  We remember his work on behalf of secondary students in Washington.

To be eligible for the Dr. Eugene Kosy Scholarship, an applicant must be:

1. a current member of Future Business Leaders of America (FBLA)
2. of senior standing
3. nominated by his/her adviser who is a current dues paying member of WSBEA

To be considered for the Dr. Eugene Kosy Scholarship, an applicant must:

1. complete an application form
2. submit at least three letters of recommendation, one of which must be from the nominating adviser

The completed application form must be to the scholarship committee chair by March 1.  The scholarship will be awarded at the annual FBLA State Business Leadership Conference Awards Session.

[bookmark: _Toc230151786]
THE DR. EUGENE KOSY
[bookmark: _Toc230151787]SCHOLARSHIP APPLICATION FORM

Please type all responses.  You may recreate this application form on a computer to respond to the questions.

	Name




	Applicant’s Home Address



	

	City                                                                                                       WA                                    ZIP


	

	School                                                              


	Advisor                                                              






Please answer the following questions on separate sheet(s) of paper:

1. Statement of Need:  Describe why you are applying for this award and how you plan to use it.

2. Leadership:  Describe activities that demonstrate initiative and provide positive contributions in your school, including leadership, citizenship, and interpersonal skills.

3. Community Service:  Describe your accomplishments in improving or promoting the “quality of life” in your community (activities not related to school functions).

4. Other (Work Experience, etc):  List your occupational work experience, including full- or part-time employment, cooperative education, work study, or experience obtained in the home or family environment.  Include other information such as unique accomplishments, grade point average, or special circumstances not indicated in other sections.


[bookmark: _Toc230151788]
THE DR. EUGENE KOSY
[bookmark: _Toc230151789]SCHOLARSHIP RATING SHEET


	Category
	9
	7
	5
	3
	1

	STATEMENT OF NEED:  Describe why you are applying for this award and how you will use it.
	
	
	
	
	

	LEADERSHIP:  Describe activities that demonstrate initiative and provide positive contributions in your school, including leadership, citizenship, and interpersonal skills.
	
	
	
	
	

	COMMUNITY SERVICE:  Describe your accomplishments in improving or promoting the “quality of live” in your community (activities not related to school functions.)
	
	
	
	
	

	OTHER (Work Experience, Etc.):  List your occupational work experience, including full- or part-time employment.
	
	
	
	
	

	TOTALS
	
	
	
	
	



Ratings Guidelines:

	9
	Answers above and beyond the call -- superior candidate.  Excellent!  

	7
	Exceeds normal expectations -- above average candidate.  

	5
	Meets average expectations -- an average candidate.  

	3
	Does not quite meet expectations -- below average candidate.  

	1
	Does NOT meet expectations -- poor candidate.



[bookmark: _Toc230151790]
DR. F. ROSS BYRD
[bookmark: _Toc230151791]SCHOLARSHIP APPLICATION PROCESS

The Dr. F. Ross Byrd Scholarship is named in honor of Dr. F. Ross Byrd’s significant contribution to business education in Washington State.  We remember his work on behalf of educators in Washington.

To be eligible for the Dr. F. Ross Byrd Scholarship, an applicant must be:

1. a graduate student with a minimum of one quarters or one semesters of graduate classes to complete
2. a graduate student pursuing an advanced degree in business education or a related education field (Career and Technical Education Administration, Business & Marketing, Curriculum, etc.)
3. a current, dues-paying member of WSBEA

It is recommended, but not mandatory, that the candidate also be a member of NBEA/WBEA.

To be considered for the Dr. F. Ross Byrd Scholarship, an applicant must:

1. complete an application form
2. submit at least three letters of recommendation, one of which must be from a member of the student’s graduate advisory committee, another one from a local vocational director/vocational administrator/administrator, and one from a member of WSBEA.


The completed application form must be to the scholarship committee chair on or before May 1.  The scholarship will be acknowledged at the annual WSBEA Annual Conference during the business meeting.

[bookmark: _Toc230151792]
DR. F. ROSS BYRD
[bookmark: _Toc230151793]SCHOLARSHIP APPLICATION FORM


Please type all responses.  You may recreate this application form on a computer to respond to the questions.

	
Name

	

Address

	

City                                                                             ST                                                                       ZIP


	

School



Please answer the following questions on separate sheet(s) of paper:

1. Statement of Need:  Describe why you are applying for this award and how you plan to use it.

2. Leadership:  Describe activities that demonstrate initiative and provide positive contributions in your school/institution, including leadership, citizenship, and interpersonal skills.

3. Other (Work Experience, etc):  List your experience, including full- or part-time employment, honors/achievements, or extra duties/committees.  Include other information such as unique accomplishments, grade point average, or special circumstances not indicated in other sections.

4. In 300 words or less, explain why you want an advanced degree in business education.  You may do this in the form of a letter, report, or narrative, but the preparation must be your own.

[bookmark: _Toc230151794]
THE DR. F ROSS BYRD
[bookmark: _Toc230151795]SCHOLARSHIP RATING SHEET


	Category
	9
	7
	5
	3
	1

	STATEMENT OF NEED:  Describe why you are applying for this award and how you will use it.
	
	
	
	
	

	LEADERSHIP:  Describe activities that demonstrate initiative and provide positive contributions in your school, including leadership, citizenship, and interpersonal skills.
	
	
	
	
	

	COMMUNITY SERVICE:  Describe your accomplishments in improving or promoting the “quality of live” in your community (activities not related to school functions.)
	
	
	
	
	

	OTHER (Work Experience, Etc.):  List your occupational work experience, including full- or part-time employment.
	
	
	
	
	

	TOTALS
	
	
	
	
	



Ratings Guidelines:

	9
	Answers above and beyond the call -- superior candidate for teaching profession.  Excellent!  Would love to have this person be YOUR teacher.

	7
	Exceeds normal expectations -- above average candidate for teaching profession.  Would like to have this person be YOUR teacher.

	5
	Meets average expectations -- an average candidate for teaching profession.  Would be okay as YOUR teacher.

	3
	Does not quite meet expectations -- below average candidate for teaching profession.  May be some questions if YOUR teacher.

	1
	Does NOT meet expectations -- poor candidate for teaching profession.  May be some questions if YOUR teacher.



[bookmark: _Toc230151796]
PROFESSIONAL DEVELOPMENT STIPEND
[bookmark: _Toc230151797]APPLICATION PROCESS

Washington State Business Education Association believes in the promotion of professional development for all business teachers in the state of Washington.  To this end, WSBEA has established several stipends (provided money is available in budget year) to assist members with registration fees to attend the following conferences upon successful completion of an application.

1. Two stipends to assist first-year teachers with attendance at the annual FBLA State Business Leadership Conference in April provided funds are available. 

2. Two stipends for attendance to WA-ACTE Summer Conference in August provided money is available in budget year.

3. Two stipends for attendance to WSBEA Annual Conference (usually in October, unless WBEA conference is hosted by Washington State) provided money is available in budget year.

4. Two stipends for attendance at the WBEA Annual Conference usually held President’s Day weekend, unless the conference is held in Arizona; then it will be held in May.  (Individuals awarded this stipend must agree to attend the WBEA Professional Development Institute and will also be eligible for the WBEA stipend for attending this Institute.) provided money is available in budget year.
5. .

6. Two stipends for attendance at the NBEA Annual Conference, which is held the week before Easter provided money is available in budget year.



To be eligible for a conference stipend, an applicant must be:

1. A current, dues-paying member of WSBEA

2. A current, dues-paying member of the organization he/she wishes a conference scholarship to attend (WBEA/NBEA, WA-ACTE, FBLA)

The completed application form must be submitted to the scholarship committee chair by the deadlines indicated below: (Late applications will not be accepted.)

1. To attend the FBLA State Business Leadership Conference, stipend applications must be received before the early registration deadline.

2. To attend the WA-ACTE Summer Conference, stipend application must be received before the early registration deadline.

3. To attend the WSBEA Annual Conference, stipend application must be received before the early registration deadline.

4. To attend the WBEA Annual Conference, the stipend application must be received by January 15 in the years the conference is held in February, March 10 when the conference is held in Arizona.

5. To attend the NBEA Annual Conference, stipend application must be received before the early registration deadline.


[bookmark: _Toc230151798]
PROFESSIONAL DEVELOPMENT STIPEND
[bookmark: _Toc230151799]APPLICATION FORM



Please type all responses.  You may recreate this application form to respond to the questions.

	
Name

	

Address

	

City                                                                             STATE                                                                  ZIP


	

School

	

Conference you wish to apply for



Please answer the following questions on a separate sheet(s) of paper:

1. Statement of Purpose:  Describe (1) why you are applying for this award and (2) if you are awarded the conference scholarship, how the attendance of this conference will benefit your professional growth.

2. Leadership:  Describe activities that demonstrate initiative and provide positive contributions in your school/institution, including leadership, citizenship, and interpersonal skills.

3. Professional Activity:  Describe how WSBEA will (may) benefit as a result of your attendance and participation in one of the above-mentioned conferences.

[bookmark: _Toc230151800]
PROFESSIONAL DEVELOPMENT STIPEND
[bookmark: _Toc230151801]RATING SHEET

	Category
	9
	7
	5
	3
	1

	Statement of Purpose:  Describe (1) why you are applying for this award and (2) if you are awarded the conference scholarship, how the attendance of this conference will benefit your professional growth.
	
	
	
	
	

	Leadership:  Describe activities that demonstrate initiative and provide positive contributions in your school/institution, including leadership, citizenship, and interpersonal skills.
	
	
	
	
	

	Professional Activity:  Describe how WSBEA will (may) benefit as a result of your attendance and participation in one of the above-mentioned conferences.
	
	
	
	
	

	TOTALS
	
	
	
	
	



Ratings Guidelines:

	
9
	
Answers above and beyond the call -- superior candidate.


	
7
	
Exceeds normal expectations -- above average candidate.


	
5
	
Meets average expectations -- an average candidate.


	
3
	
Does not quite meet expectations -- below average candidate.


	
1
	
Does NOT meet expectations -- poor candidate.





WSBEA MERIT AWARD
[bookmark: _Toc230151802]Outstanding Teacher Nominations

Four-Year University, Post Secondary, High School, and Middle School/Junior High

[bookmark: _Toc230151803]MUST BE WSBEA MEMBER


	Name of Nominee:  ___________________________________________________________

	
School:______________________________________
	
S Phone:  _________________________

	
Address:  ____________________________________
	
H Phone:  _________________________

	
City:  _______________________________________
	
ZIP:  _____________________________

	
Which Award is this person being nominated for:  _________________________________________

	
Name of Person Nominating:  ________________________________________________________

	
Contact Information  (Phone or Email) __________________________________________________




With this form please include the following:  

Need a minimum of THREE (3) letters of support limited to one standard sized (8.5 x 11) page, font size no smaller than 10.  At least one letter must be from a colleague from the nominee’s school.  Two letters must be from former/current students and/or supervisor/administrator from the nominee’s school.

These letters need to address the following:

1. DEGREES - List degrees with major and institution
2. TEACHING EXPERIENCE - Give years of experience teaching business
3. PROFESSIONAL MEMBERSHIPS - 
4. HONORS AND AWARDS


Should this person receive the WSBEA Merit Award, the person will be forwarded to WBEA and NBEA.  If this is done, the following questions will need to be addressed.  At that point I will need five letters of support…

Describe in detail each of the following criteria (use up to one page for each of the six areas)

1. Contributions to business education through direct input to the classroom.  Include information about classroom.  Include information about classroom teaching performance, years of experience, subject areas taught, curriculum changes, and new programs developed; and give evidence of effectiveness.  Supporting documentation from students, administrators, and/or professional colleagues is essential to this criterion.  (Weight 50 points)

2. Participation and offices held in local, STP, regional, and national professional associations.  List any special activities that resulted in needed changes or improvements in the profession.  Describe the impact of such activities. (Weight 10 points)

3. Contributions to business education through conferences activities such as speaking, chairing committees, and or facilitating.   Contributions may also include articles, publications (including flyers), brochures, leaflets, and research activities.  Describe the significance of such activities on the profession.  List - but do not include copies of the materials published by the nominee. (Weight 10 points)

4. Contributions to business education through civic, government, cultural, and private business organizations. (Weight 10 points)

5. Involvement in other activities such as administrative responsibilities or working with student organizations. (Weight 10 points)

6. Contributions to business education through curriculum changes or new programs developed at the nominee’s institution. (Weight 10 points)
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WSBEA MERIT AWARD
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Merit Level:  ______________________________________________________

TEACHING EFFECTIVENESS (0-60 points)

	Teaching methods
	0-15 points
	

	Knowledge of subject
	0-15 points
	

	Student motivation
	0-15 points
	

	Advisorship
	0-15 points
	

		Total possible
	60 points
	



PROFESSIONAL ACTIVITIES (0-30 points)

	Service to area, state, and/or national business education (chair, officer, committee member, representative)
	0-15 points
	

	Professional organization membership 
	0-5 points
	

	Curriculum development and/or research
	0-10 points
	

		Total possible
	30 points
	



COMMUNITY ACTIVITIES (0-10 points)

	Membership and/or leadership in service, social, fraternal, church, political groups, or government groups, etc.

	0-10 points
	

	                         Total possible
	10 points
	



                                                                                      Total Points       ____________
[bookmark: _Toc18731325][bookmark: _Toc230151806]
WSBEA DISTINGUISHED SERVICE AWARD
	
*    *    *    *

In recognition of an INDIVIDUAL who has served and contributed to WSBEA and business education through professional activities that include leadership, service, honors and awards, and state and WSBEA committees. This nominee must be a business educator and a member of WSBEA.
	

Procedure for Submitting Nominations:

1. Any member may submit a nominee for these awards by the deadline, August 31.

2. The WSBEA Distinguished Service Award Nomination forms must be used. The application will be limited to the nomination form, and no other supporting materials should be attached.  Four copies of the nomination are to be submitted.  

3. If a nominee is not selected for the award the first year of nomination, the nomination may be considered the next two years.  Contact the Awards Director to request that the application be considered again.  If editing is desired, a new application must be submitted following the guidelines by the deadline date.

Criteria for Judging the WSBEA Member Nominee

	
	Contributions to WSBEA
	60 points

	Contributions to Washington State Business Education
	20 points

	Professional Contributions
(includes projects, state and WSBEA committees, honors, awards, and professional organizations)
	20 points





[bookmark: _Toc18731326][bookmark: _Toc230151807]DISTINGUISHED SERVICE AWARD NOMINATION FORM for WSBEA MEMBER


WSBEA member submitting nomination ________________________________________________

Address of person submitting nomination ________________________________________________

E-mail ________________________  Phone  ___________  Is this a secret nomination? 	_________

Name of Candidate _________________________________________________________________

Address __________________________________________________________________________

City ____________________________   State _______     Zip_________ Phone ________________

Place of Employment _______________________________________________________________

Position  __________________________________________________________________________

Who should be contacted for more information? __________________________________________

Educational Background


Occupational Background


Statement of Why This Person is Being Nominated
For the following areas, include significant contributions and achievements in furthering the goals of business education in the Washington through leadership, offices held, service, research, and writings.  Keep to one page.  Nominees receiving less than 75 total points will not be considered for the award.

Contributions to WSBEA (60 points)



Contributions to Washington State (include dates and responsibilities) (20 points)



Professional Contributions (20 points) (Include projects, state and WSBEA committees, honors and awards, and other professional organizations.)
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WSBEA DISTINGUISHED SERVICE AWARD
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Nominee:  ______________________________________________________


	Contributions to WSBEA
	60 points
	

	Contributions to Washington State Business Education
	20 points
	

	Professional Contributions
(includes projects, writings and research, honors, awards, and professional organizations)
	20 points
	

	Total Possible Points
	100 points
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WSBEA PARTNERS IN EDUCATION AWARD

For Recognition of Contributions to Business Education 
by a Person or Persons Not in Education and 
Who Has Demonstrated a Commitment to Education.


	Name of Nominee:  _________________________________________________________

	
Business:  __________________________________
	
S Phone:  __________________________

	
Address:  __________________________________
	
H Phone:  ___________________________

	
City:  _____________________________________
	
ZIP:  ________________________________

	
Name of Person Nominating:  _______________________________________________________

	
Contact Information  (Phone or Email) __________________________________________________





With this form please include the following:  

Need a minimum of THREE (3) letters of support limited to one standard sized (8.5 x 11) page, font size no smaller than 10.  At least one letter must be from a person involved full time in business education who has interacted regularly or extensively with the nominee.  At least two letters from people who are directly knowledgeable of the nominee’s contributions to business education.
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WSBEA LIFETIME ACHIEVEMENT AWARD

5. The purpose of the WSBEA Lifetime Achievement Award shall be to honor business educators who have made significant contributions to business education throughout the course of a lifetime.  
6. The chair shall create a form and submit to the Editor of the Educator and the webmasters for publication in the spring edition, so that people may submit the names of teachers who are eligible for this award.  Eligibility includes being a WSBEA member and having a minimum of 20 years of service to business education.
7. Due date for submission of this award is May 31 of the current year.  A committee will be convened to decide whether the nominee is to be submitted to the board.
8. The board of directors will take the nominations from the committee under consideration at the board meeting convened during the summer conference.  A two-thirds majority of the board of directors will be needed in order for this achievement award to be granted.


	Name of Nominee:  _________________________________________________________

	
School:  ___________________________________
	
S Phone:  __________________________

	
Address:  __________________________________
	
H Phone:  ___________________________

	
City:  _____________________________________
	
ZIP:  ________________________________

	
Name of Person Nominating:  _______________________________________________________

	
Contact Information  (Phone or Email) __________________________________________________





With this form please include the following:  

Need a minimum of THREE (3) letters of support limited to one standard sized (8.5 x 11) page, font size no smaller than 10.  At least one letter must be from a person involved full time in business education who has interacted regularly or extensively with the nominee.  At least two letters from people who are directly knowledgeable of the nominee’s contributions to business education.
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