Template For Governance Committee Bylaws 

Committees:  Please utilize the following template when creating your bylaws and make sure, at a minimum, to address the specific issues listed under each heading.  Please complete and submit these bylaws to the PAPC for approval within one year of the anticipated approval of this template by the PAPC.  

Committee Bylaws may not contradict the current Governance Structure. 
I. Name: 
II. Purpose: 

III. Membership Distribution List:
IV. Voting: 

A. [Who may vote and who may not (chair?  past chair?)]

B. [Clarify process for proxy voting]

C. [Clarify process for virtual voting]

D. [Align with Governance Timeline]

E. [Clarify procedure for making and justifying PAPC appointment requests] 
V. Election of Officers:

A. [Clarify election procedures for officers including who votes for incoming officers] 

B. [Align elections with Governance Timeline]

C. [Clarify start date and length of officers’ terms] 
VI. Officers:

A. The Chair shall: 

1. [Call regular meetings]

2. [Create agenda using the template provided by the PAPC]

3. [Distribute agenda and draft minutes of previous meeting electronically to all] committee members no less than 7 calendar days prior to each scheduled meeting]
4. [Preside over meetings (clarify who presides if Chair is absent)]

5. [Provide reports to the PAPC in accordance with the Governance Timeline] 
6. [Attend PAPC meetings] 

7. [Provide the appropriate Executive Staff member with reports] 

8. [Verify the committee’s web postings are accurate and up-to-date] 

9. [Report upcoming openings on the committee to the PAPC chair by March 15] 
10. [Hold elections for the committee officers]

11. [Share with the committee motions passed by the PAPC and report comments back to the PAPC chair within the 30-day comment period]

12. [Report membership list and officers for the upcoming year by May 1] 

13. [Other duties; lines can be added as needed]

B. The Secretary shall:

1. [Take accurate minutes (including attendance records) of each committee meeting]

2. [Submit draft of minutes to committee chair no less than 10 days prior to the meetings using the template provided by the PAPC]

3. [Ensure and verify electronic posting of approved minutes] 

4. [Track membership rotation and report to the committee chair before March 15] 

5. [Other duties; lines can be added as needed]
VII. Meetings:

A. [The(committee name)  will meet the ___________________ of every ______________]

B. [Define process for calling special meetings including notification requirements]

C. [Define quorum]

D. [Clarify acceptability and process of virtual meetings including agenda, attendance records and, minutes]
VIII. Attendance:

A. [Define committee’s attendance policy]
IX.  Subcommittees:

A. [Standing Subcommittees]

1. [List the name and purpose of each Standing Committee]

B. [Ad Hoc Committees]
X. Amendments:

A. [Define the process for amending these bylaws]
XI. The  (Committee name) as part of the general function of the TCC Governance Structure

A. [The (Committee name) recognizes that its bylaws must be in accordance with the Governance Structure.]

