
BYLAWS 
ARMA NEW JERSEY 

APPROVED (1/15/2020) 

ARMA New Jersey Bylaws Revised and adopted January 15, 2020, supersedes July 24, 2013 version 1 | P a g e  
 

 

ARTICLE I. NAME 

The name of the organization shall be ARMA New Jersey (referred to here as “ARMA NJ” or “Chapter”).  ARMA 
NJ is a chapter of ARMA International (referred to here as “ARMA”). ARMA NJ is a New Jersey not for profit 
corporation.  

ARTICLE II. OBJECTIVE  

ARMA’s mission is to empower the community of information professionals to advance their careers, 
organizations, and the profession.  The specific objective of this Chapter in the support of ARMA’s mission is to 
provide educational and networking opportunities to record and information management, information 
governance and other interested professionals to enable them to use their skills and experiences to leverage the 
value of records, information and knowledge as corporate assets and as contributors to organizational success. 

ARTICLE III. MEMBERS 

Section 1. Classes of Membership 

A chapter member’s level of membership is the same as at the International level. A member’s level can 
only be changed at the time of renewal. Membership is valid one (1) year and is renewable annually. 

Classes of membership shall include: 

A. Professional: Any individual with a position or professional interest in records and information 
management shall be eligible for chapter membership. A Professional member receives all the benefits, 
including access to our website and other social media outlets, and can attend meetings at a reduced 
price. 

B. Associate: Any individual with a position or professional interest in records and information 
management shall be eligible for chapter membership. An Associate member receives all the benefits, 
including access to our website and other social media outlets, and can attend meetings at a reduced 
price. 

C. Honorary Member: Honorary Chapter Membership may be granted by the Board of Directors in 
recognition of a member’s overall contributions to the Chapter. An Honorary member receives all the 
benefits, including access to our website and other social media outlets. 

Section 2. Dues  

Membership dues for the Chapter shall be set by the Board in advance of the new fiscal year. The amount 
will be in addition to ARMA International’s fees for professional and associate memberships. 
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Section 3. Requirements  

The requirements for each of the various classes of membership, and the processes for application, in 
addition to those contained in these Bylaws, shall be established and published by ARMA International. 
Membership will not be denied nor abridged based on race, color, religion, sex, age, national origin, 
disability, sexual orientation or choice of life style. 

Section 4. Qualifications 

Any individual holding a position in the field of records and information management or information 
governance, as an educator or student, or someone generally interested in the field of Records and 
Information Management or information governance, shall be eligible for membership. Any individual so 
qualified may not be excluded from nor denied membership in ARMA International or a Chapter thereof, 
subject to the provisions of Section 7 of this Article. 

In order to ensure the Chapter’s success, each member is encouraged to show an interest in the Chapter by 
attending or being represented at Chapter meetings and by participating in other Chapter Activities. 

Section 5. Applications 

Application for membership shall be made in writing on forms furnished by ARMA International and 
available on www.arma.org for this purpose. Applications are to be sent directly to ARMA International.  

Section 6. Good Standing 

A member in good standing is one whose current dues are paid to ARMA and to the Chapter, and who complies 
with the provisions and obligations of the Articles of Incorporation and the Bylaws. 

Section 7. Non-Renewal and Reinstatement 

A. Members whose dues have not reached ARMA International or the Chapter within one calendar 
month following the expiration date of membership shall be considered non-renewed. 

B. A non-renewed member or a former member may apply for membership upon full payment of annual 
ARMA and Chapter dues. 

Section 8. Resignation 

The resignation of any member in good standing shall be forwarded to the Vice President of Membership 
and, upon submission to the Board of Directors, will become effective. Any member severing connection 
with the Chapter by resignation shall, thereby, forfeit all interest in any of the properties or monies 
belonging to or paid into the Chapter. 

Section 9. Censure, Suspension or Expulsion 

A. Any member may be censured, suspended or expelled by a majority vote of the Board of Directors for 
good cause if, according to its findings, a violation of any provision or obligation of the Articles of 
Incorporation, Bylaws, or rules and regulations, has occurred.  
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B. When such action is contemplated, the Board of Directors shall provide written notification to the party 
concerned, and afford an opportunity for a hearing before the Board or a special committee appointed by 
the Board for this purpose. Should revocation result, any dues paid to a date beyond such revocation will 
not be refundable. 

C. Membership may be terminated by the Board of Directors when a member becomes delinquent in 
financial obligation or is otherwise ineligible. Any member terminated shall, thereby, forfeit all interest 
in any of the properties or monies belonging to or paid into the Chapter.  

ARTICLE IV. ORGANIZATION 

Section 1. Board of Directors 

The governing body of the Chapter shall be known as the Board of Directors, and shall consist of the 
Immediate Past President, eight (8) elected offices and three (3) appointed offices. The Board of Directors 
shall assume the entire management and control of the activities of the Chapter. It shall be empowered to 
remove any Board member who is derelict in performance of his or her duties or is absent from three (3) 
Board of Directors’ meetings within a fiscal year (July 1 – June 30). 

Section 2. Qualifications 

All officers shall be Professional members in good standing of ARMA and the Chapter. 

Section 3. Elected Offices 

A. President 
B. Executive Vice President 
C. Vice President – Membership 
D. Vice President – Professional Development 
E. Vice President – Technology and Special Projects 
F. Vice President – Sponsorship  
G. Treasurer 
H. Secretary 

Section 4. Appointed Positions 

Three (3) Directors will be appointed to serve as ex officio members of the Directors with full voting rights.  
Directors shall perform such duties as may be assigned by the President or by the Board of Directors. An 
ARMA NJ Director will serve on at least one Chapter committee.  

Section 5. Terms of Office 

A. Each term of office commences on July 1. 

B. All offices shall be elected or appointed to two (2) year terms.  
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C. No member of the Board may serve more than four (4) consecutive years in any one office position. If a 
position remains available at the end of a fiscal year, the Board of Directors may waive this limitation for 
an additional two (2) years. 

D. No member may serve concurrently in more than one office. 

Section 6. Duties and Responsibilities 

The Officers shall perform the duties provided in this section and such other duties as are prescribed in these 
bylaws, by the board of directors, in the adopted parliamentary authority, in the Chapter’s Leadership 
Handbook or as proscribed by ARMA International. Duties of the members of the Board of Directors are 
summarized below: 

A. President: The President shall be Chief Executive Officer of the Chapter and shall preside at all meetings 
of the members and the Board of Directors. The President shall appoint the chairperson of each standing 
committee where the chairperson is not designated elsewhere in these bylaws, as deemed necessary to 
carry on the activities of the Chapter. The President shall be an ex-officio member with the right to vote 
on all committees; shall sign contracts for the Chapter; shall render an annual report at the Chapter’s 
Annual Business Meeting and shall perform such other duties as are required of the President.  

B. Executive Vice President: Shall perform the duties of the President. In the absence or disability of the 
President; shall assist the President as required; shall serve as a “sounding board” for the chapter 
members, seeking out ideas, hearing complaints, and handling recommendations; shall be an ex-officio 
member with the right to vote, of all non-Board committees (except the Nominating Committee); and, 
shall perform such other duties as shall be delegated by the President.  In and in the event of resignation 
or death of the President, shall immediately succeed to the office of President. 

C. Vice President, Professional Development: The Vice President, Professional Development shall be 
Chairperson of the Professional Development Committee and shall perform other duties as are delegated 
or assigned by the President; In the event of the resignation or permanent disability of the President and 
Executive Vice President, the Vice President – Professional Development shall immediately succeed to the 
vacated office. 

D. Vice President, Membership: The Vice President, Membership shall be chairperson of the Membership 
Committee and shall perform other duties as delegated or assigned by the President. In the event of 
resignation or permanent disability of the President, Executive Vice President and the Vice President – 
Professional Development, the Vice President - Membership shall immediately succeed to the vacated 
office of the President.  

E. VP, Technology & Special Projects:  The VP, Technology & Special Projects shall be responsible for the 
continuing education of the Board of Directors with respect to changing technology and its applications 
as it applies to the Chapter including social networking and other communication channels that provide 
value to the Chapter and its members.  The VP, Technology & Special Projects is responsible for oversight 
of the Chapter Website and all digital communication channels and shall perform such duties delegated 
or assigned by the President. 



ARMA New Jersey Bylaws Revised and adopted January 15, 2020, supersedes July 24, 2013 version 5 | P a g e  
 

F. VP, Sponsorship: The Vice President, Sponsorship shall be Chairperson of the Marketing & Advertising 
Committee and have responsibility for establishing and implementing the yearly Marketing Plan for the 
Chapter; shall establish sponsorship rates for Chapter; shall promote the sponsorship of Chapter events 
and the advertising in on the Chapter website and in Chapter publications by member/non-member 
vendors and shall perform such duties delegated or assigned by the President 

G. Secretary: The Secretary shall maintain the minutes of the Board meetings and of the Annual Business 
Meeting and submit them within ten (10) days of said meeting to the Board members for approval; shall 
maintain, manage and direct the Chapter’s Archives, including all materials related to the history and 
administration of the Chapter; and, shall maintain the business records and other Chapter memorabilia in 
an archive according to approved records management principles. 

H. Treasurer: The Treasurer shall maintain the Chapter’s financial affairs according to approved accounting 
procedures; shall submit a monthly report at the monthly Board meetings itemizing all Chapter revenues 
and expenditures; shall submit all expenditures to the Board for its approval and if an immediate approval 
is required between the monthly Board meetings then the President (and the Executive Vice President in 
the President’s absence) may approve; shall maintain responsibility for all invoices to be produced by the 
Chapter; shall collect and deposit all revenues from membership dues, meeting attendance fees, sale of 
publications, or fees from special events; shall work with the President to create and maintain a budget 
for the fiscal year; shall complete the Form 990 as required by the Federal Government; and, shall submit 
the chapters financial records to the Audit Committee. 

I. Immediate Past President: The Immediate Past President shall serve as Chairperson of the Nominating 
Committee; serve as Chairperson of the Awards Committee; and act in an advisory capacity to the sitting 
Board of Directors.  

J. Directors: Directors assist officers in the performance of their duties, may be asked to assume leadership 
of a committees, for example: 

(1) Marketing  
(2) Technology 
(3) Digital Communication 
(4) Scholarship  
(5) Special Events 
(6) Or other committees as may be designated by the President. 

K. Committees: The Board of Directors may create such standing committees, as it deems necessary, to 
promote the purposes and carry on the work of the Chapter. The term of each chairperson shall be for 
two (2) years or until a successor has been selected. 

Section 7. Removal from Office 

A. Any ARMA NJ Chapter officer whose conduct shall be considered detrimental to the best interest of ARMA 
International or the Chapter or who shall willfully exploit the organization for personal gain or otherwise 
violate these Bylaws or other rules or regulations of ARMA or the Chapter, may be terminated by a 
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majority vote of no confidence due to the failure to meet the obligations of the elected officer’s position 
on the Board.  

B. When such action is contemplated in the case of an officer, they shall be entitled to receive specific 
charges in writing from the Board of Directors and shall, if they express a desire in writing, be afforded an 
opportunity for a hearing before the Board of Directors or a special committee appointed by the Board of 
Directors for this purpose. 

Section 8. Elections 

A. The Immediate Past President will be the chairperson of the Nominating Committee. If the Immediate 
Past President is unable to perform the required duties, the President shall appoint a chairperson who 
shall not be a nominee for elective office.  

B. The Nominating Committee shall submit a slate of nominees for each elected office to be filled for 
approval at the Board’s April meeting. 

C. The list of nominees shall be communicated to the membership following the April Board meeting.  
Additional nominations shall be invited from the membership for submission to the Immediate Past 
President.  Membership shall be given one week (7 days) to submit nominations. 

D. If only one qualified candidate runs for an elected position, then that candidate shall be considered 
voted into office by acclamation and shall assume the office as defined in the Bylaws. When there is 
more than one qualified candidate for an elected position, it is a contested position and balloting and 
voting shall be required. 

E. In the event of a contested position, the Immediate Past President shall prepare and distribute a ballot 
for contested position(s) to the membership and distribute it to the membership within 7 days of the 
close of nomination period. Ballots shall be cast by the membership and returned to the Board Secretary 
prior to May 31.  The Board Secretary shall count the votes and notify the Board. A majority of votes 
shall constitute an election. In the event of a tie, a runoff election will be held.  The runoff election 
notice will be distributed within 7 days of the close of the original election and closed within thirty days 
of the original election.   

Section 9. Vacancies 

A. A vacancy in any office except that of President shall be filled by the President and ratified by the Board 
of Directors for the balance of the unexpired term. An unexpired term of office, regardless of length, 
may be filled without affecting the eligibility of the member to be elected or appointed to that office. 

B. In case of a vacancy in the office of the President, the Executive Vice President shall assume the office 
for the remainder of the term. An unexpired term of office, regardless of length, may be filled without 
affecting the eligibility of the member to be elected or appointed to that office. 
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ARTICLE V. MEETINGS 

Section 1. Membership Meetings 

Regular meetings of the members shall be held during the course of the year. The dates and arrangements for 
these meetings shall be determined annually by the Board of Directors at their first meeting held following July 
1. No business shall be conducted at regular membership meetings of the chapter. In the case of an 
emergency or extremely bad weather, a meeting may be cancelled by the President. 

Section 2. Board of Director Meetings 

A meeting of the Board of Directors shall be held each month of the fiscal year (July through June). The time 
and date shall be agreed upon by the Board of Directors at the first meeting of the year (in July). The last 
meeting of the fiscal year and the first meeting for the new fiscal year (in August) shall be considered the 
Annual Business Meeting and shall be a joint meeting of the outgoing and incoming Boards. 

Section 3. Special Meetings 

Special meetings may be called by the President or by a majority of the Board of Directors. Participants will be 
notified by telephone or e-mail at least 24 hours in advance of the meeting. 

Section 4. Quorum 

A simple majority of the elected members of the Board of Directors shall constitute a quorum to conduct 
business.  

Section 5. Conducting Business 

A simple majority shall decide any issue voted upon. In the event of a tie vote, the President shall be entitled to 
cast the deciding vote, or may refer the issue to a general meeting.   

ARTICLE VI. RULES OF ORDER 

The rules contained in Robert’s Rules of Order(current), shall govern in all cases where they do not conflict with 
the Bylaws of the Chapter. 

ARTICLE VII. RECORDS 

A. At the annual transition meeting (in August), the retiring Officers, Directors and Committee Chairpersons 
shall convey to their respective successor in office all accounts, including monies, record books and 
other papers belonging to the Chapter. The President shall be charged with disposition of all records. 
The Board of Directors shall provide a suitable storage place for permanent records. 

B. The Board of Directors shall establish and monitor a retention schedule for Chapter records, which 
satisfies legal, regulatory, and ARMA International requirements. 
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ARTICLE VIII. AMENDMENT 

Section 1. Revisions 

Any revisions and/or amendments to Chapter Bylaws shall be reviewed by the Region Manager and ARMA 
International Director of Member Services prior to adoption to ensure that the proposed revisions do not 
conflict with ARMA International policy.  

Section 2. Amendments  

Amendments to the Bylaws must be approved by the Bylaw Revision Committee. Upon approval, the 
Secretary shall submit the proposed amendment(s) in writing to the Board of Directors at least one week 
prior to voting at a Board meeting.  

Section 3. Revision and Amendment Approval  

An amendment of the Bylaws must be approved by the Board of Directors members present at a Board 
meeting.  

ARTICLE IX. DISSOLUTION 

In the event of dissolution of the Chapter, all of its assets shall be paid over or transferred to one or more exempt 
organization of the kind described in Section 170(b)(1)(A) of the Internal Revenue code 1954, as amended, and the 
regulations promulgated there under, as both now exist or may hereafter be amended. These assets are to be paid 
over or transferred to ARMA International as prescribed in its Policies.  


