
APPNA Council Standard Operating 
Procedures (SOPs) 

General Guidelines 
• All	Council	members	must	familiarize	themselves	with	nonprofit	regulations,	APPNA	

Bylaws,	and	Robert’s	Rules	of	Order.	
• All	Council	members	must	sign	the	Code	of	Conduct	before	the	first	Council	meeting.	
• The	President	of	APPNA	serves	as	the	Council	President.	The	President-Elect	and	

Secretary	of	APPNA	are	non-voting	Council	members.	

Quorum Rules 
• A	quorum	is	constituted	by	50%	of	voting	members	if	the	President	is	in	attendance.	
• If	the	President	is	not	present,	a	quorum	requires	two-thirds	of	voting	Council	members.	
• The	attendance	of	the	President	or	President-Elect	is	mandatory	for	the	Council	

meeting.	
• If	a	President	of	a	Chapter/Alumni	cannot	attend,	they	must	request	their	President-

Elect	to	attend	in	their	place.	That	President-Elect’s	vote	shall	count	as	the	chapter’s	
vote	for	that	meeting.	

• If	a	President	fails	to	attend	70%			of	Council	meetings	in	a	year,	they	will	be	ineligible	
for	any	Chair/Co-Chair	position	of	any	committees	the	following	year.	

• If	a	President/President-Elect	of	a	Chapter/Alumni	misses	two	consecutive	meetings,	
that	Chapter/Alumni		the	Secretary	shall	notify	the	Executive	Committee	of	that	
member’s	Component	Society	to	determine	the	reason	for	absences.	

• If	a	quorum	is	not	achieved	to	pass	a	motion,	the	President	may	call	up	to	two	additional	
meetings,	each	with	a	72-hour	interval,	to	establish	quorum.	

Meetings 
• The	Council	shall	hold	a	minimum	of	three	meetings	per	year.	
• Regular	Council	meetings	require	15	business	days’	notice	along	with	the	agenda.	
• A	special	Council	meeting	may	be	called	by	the	President	or	one-third	of	the	Council	

members.	It	requires	7	days’	notice	and	may	only	discuss	pre-specified	agenda	items.	
• All	items	requiring	Council	action	must	be	listed	in	an	agenda	distributed	at	least	96	

hours	prior	to	the	meeting.	
• Resolutions	may	not	be	passed	unless	circulated	in	writing	to	all	Council	members	at	

least	48	hours	before	the	meeting.	



• If	a	Council	member	misses	two	consecutive	meetings,	the	Secretary	shall	notify	the	
Executive	Committee	of	that	member’s	Component	Society	to	determine	the	reason	for	
absences.	

• The	regular	Council	meetings	shall	take	place	on	Saturday	for	minimum	of	two	hours;	
there	shouldn’t	be	any	parallel	sessions	during	Council	meeting.	

• We	encourage	the	Award	committee	to	consider	the	attendance	of	component	society	to	
the	Council	meeting	when	they	are	selecting	for	the	best	Chapter/	Alumni	award.		
	

• During	Council	meetings,	the	reports	from	Council	appointed	committees	and	Q/A	
sessions	shall	be	given	priority.	
	
	

Voting 
• Each	eligible	Council	member	has	one	vote.	
• Proxy	voting	is	strictly	prohibited.	
• If	a	council	member	holds	two	positions	as	president	of	a	chapter	as	well	as	their	

alumni,	they	will	be	counted	as	two	positions	for	the	quorum,	but	their	vote	will	count	
as	one.		

Subcommittees & Standing Committees 
• The	EGC,	FCC,	and	NEC	are	appointed	by	and	report	to	the	Council.	
• APNNA	Council	shall	select	a	nomination	subcommittee	of	three	(3)	members	at	its	

Summer	Meeting.		
• The	President	will	select	one	member	(The	experienced	member	who	has	sound	

knowledge	of	APPNA	bylaws)	as	Lead	of	the	subcommittee.	
• This	subcommittee	will	seek	nominations	and	conduct	elections	for:	Ethics	and	

Grievance	Committee	(EGC),	Financial	Compliance	Committee	(FCC),	Nominations	and	
Election	Committee	(NEC).	

• This	subcommittee	shall	ask	for	nominations	for	the	council	appointed	committee	and	
oversee	the	election	process.	

• The	subcommittee	should	make	a	clear	process	and	code	of	conduct	for	the	council	
appointed	committees	before	the	Fall	meeting	and	get	the	Coc	approved	from	Council.		

• The	code	of	conduct	should	address	process,	timing	of	the	election,	campaigning	,	
eligibility	criteria,	and	voting	methods.		

• For	an	open	position	in	the	Council	appointed	committees,	council	will	fill	the	position	
within		30	days	of	the	vacancy.		

FCC Transition Plan (Bylaws Amendment – Appendix D): 
	



• Members	elected	in	2024	will	serve	a	three-year	term.	
• In	2025,	two	members	will	be	elected	for	three-year	terms,	and	one	member	for	a	two-

year	term.	

Appeals 
• If	the	Council	cannot	decide	on	an	appeal	against	an	EGC	decision	in	two	consecutive	

Council	meetings,	the	EGC	decision	will	be	upheld.	

Communication on Council forum 
	

Council	forums	(	Eithers	WhatsApp	/	Email	or	other	forums	)	should	be	strictly	used	for	the	
communication	just	related	to	Council	matters.		Council	members	may	share	pertinent	
component	society	news.	Religious	and	political	posts	shall	not	be	allowed.		

Voting on the motions  
	

Once	the	quorum	is	established	the	voting	can	happen	with	the	show	of	hands,	electronic	/	
email	but	the	voting	must	finish	before	the	meeting	is	adjourned.		

Approval of the minutes and routine matters 
	

The	approval	of	the	routine	matters	that	do	not	require	discussion	(e.g.		meeting	minutes	,	
approval	of	SOPs		etc.)	can	happen	through	the	email	voting		as	unanimous	consent			with	
minimum	time	of	48	hours.		

	

Approval of new component societies 
	

All	component	societies	verified	by	the	President-Elect	must	be	approved	by	
the	Council	following	Board	approval.	


