
Bylaws Process 

(Can be done any time of year.  Must be done at least once every 5 years) 

 

1. Parliamentarian and President seek out volunteers for the Bylaws committee.  During an Association meeting, the 
President appoints a Bylaws review committee of 3-5 people. 
 

2. Parliamentarian creates a login with the E-Bylaws system and fills out the Unit Bylaws Worksheet using the current Bylaws. 
 

3. Parliamentarian sends committee members basic information on the process and asks them to consider if the association 
should make any changes to items on the worksheet.  They can also recommend no changes to current selections. 

a. Should we increase/decrease dues? 
b. Should we add a financial secretary? 
c. Should we change how often the Association meets? 
d. Should we meet on a different day/week of the month? 
e. Should we add or remove Vice Presidents?  

 
4. Bylaw Committee schedules a time to meet to decide on changes to propose to the Board.   Highly recommend logging into 

E-bylaws during this meeting so you can go through each section together as some changes impact other items.   
 

5. Committee presents a list of recommended changes (or recommends no changes) at a Board Meeting 
 

6. The Executive Board votes on the suggested changes and it is recorded in the minutes 
 
 

7. The Parliamentarian uses E-bylaws to generate a new Bylaw document with the approved changes 
 

8. The Parliamentarian PRINTS the following and submits to the Council Parliamentarian in a large unsealed envelope: 
a. 3 copies of the Bylaws 
b. 5 additional signature pages 
c. The list of changes recommended  by the bylaw review committee that was approved by the board 

 
9. Wait a couple of months for your packet to travel through council, district, and state parliamentarians for signatures 

 
10. When the packet returns 

a. Select an Association meeting at least 30 days away to hold the adoption vote 
b. Notify members at least 30 days in advance of the vote and the list of changes being made in the bylaws. 

 
11. At the Association Meeting 

a. A two-thirds vote of the association is required to adopt the amendments. 
b. The president and secretary sign and date the master copy of the bylaws and the extra signature pages. 

 
12. Return 2 signed signature pages to the council parliamentarian and district parliamentarian 

 
13. Scan your master signed copy of the new bylaws and distribute to all board members and upload to MYPTEZ. 

 

 


