

Bylaws of the
Name of Local Branch
of the
Commissioned Officers Association of the U.S. Public Health Service


Article One – Name
This organization shall be known as the Name of Local Branch Branch of the Commissioned Officers Association of the United States Public Health Service. The geographic area that this branch will cover is Click or tap here to enter text.. 
Article Two – Mission Statement
The purpose of this Branch includes the furtherance of the mission of the Commissioned Officers Association of the U.S. Public Health Service by extending the National Associations’ activity in the describe location area. 

In addition to cooperating in the furtherance of the mission of the Association, the Branch will carry out functions such as:
· Mentoring
· Career counseling
· Facilitation of discussion and social activities on behalf of its members
· Fostering relations among Active Duty, Ready Reserve, retired, and former officers of the PHS Commissioned Corps
· Protecting the rights and interests of personnel of the PHS, and
· Serving the community and nation. 

Article Three - Membership 
Section One: Classification. 

This Local Branch of COA shall consist of Active Duty, Ready Reserve, retired, and former commissioned officers of the USPHS, as well as life, honorary, student, and associate members of National COA. There shall be no discrimination in membership or participation in the affairs of this Local Branch of National COA by reason of age, disability, race, ethnicity, color, national origin, religion or belief, sex, sexual orientation, or gender identity.  
Section Two: Qualifications and Privileges 
A. Active Membership. Any commissioned officer of the USPHS on active duty is eligible for active membership in this Local Branch with full rights including the holding of office and voting.
B. Retired Membership. Any officer retired from the USPHS is eligible for retired membership in this Local Branch. Individuals in the retired member category shall be entitled to the same rights as active members.
C. Reserve Membership. Any Ready Reserve officer of the USPHS is eligible for reserve membership in this Local Branch. Individuals in the reserve category shall be entitled to the same rights as active members but cannot serve as Branch President.
D. Student Membership. Any student, including members of the Commissioned Officer Student Training and Extern Program (COSTEP), enrolled in a degree-granting program that can lead to a commission in the USPHS, is eligible for this category of Local Branch membership, provided such individual is not otherwise on active duty in the Commissioned Corps of the USPHS. Such members shall not be entitled to vote or hold office.
E. Associate Membership. Any individual who supports the Organization but who is not an active, reserve, former or retired officer of the Commissioned Corps of the USPHS shall be eligible for this category of membership in this Local Branch. Such members shall not be entitled to vote or hold office.
F. Honorary Membership. Officers who have held the office of Surgeon General shall be eligible for honorary membership in this Local Branch. Persons who make a distinguished contribution to the health professions shall also be eligible for honorary membership. Nominations for honorary membership may be made by any Local Branch of the National Association to National COA for election. Honorary members shall not be entitled to vote or hold office and shall not be subject to the payment of annual dues. 
Section Three: Eligibility
All members of the Branch must be members in good standing (National COA and Local Branch dues must be paid) of an authorized membership category as defined in National COA's bylaws. 
Section Four: Membership Year
The period of membership shall be from Enter Date through Enter Date and may be renewed for each annual period by the payment of appropriate dues. Dues paid at later times in the year are not prorated and membership will end at the end of the branch’s operational period (e.g., June 30). Note: Honorary members are not subject to the payment of National or local annual dues. Life members have no National dues having already paid the full amount but are subject to local dues. 
Section Five: Payment of Dues-Suspension
Every member shall pay their annual dues in advance.  Every member in arrears for a period of 90 days after becoming due shall be removed from the active membership roster, and benefits will cease once the member has been marked as lapsed. 
Section Six: Expulsion
Any member may be expelled for cause, including improper conduct or violation of the ethics of their profession, by a 2/3 vote of National COA's Board, after being given an opportunity to be heard. The member will not be eligible for a refund of their dues.
Section Seven: Resignation. 
Resignation of membership shall be in writing to the Executive Director of COA via an email to coamembership@coausphs.org. No refund of dues will be granted.
Article Four - Dues and Assessments 
Section One: Dues Rates
The membership dues for the Name of Local Branch shall be $Enter dollar amount per year. Any change to these dues must be approved by a majority of the Branch members, updated in the bylaws, and communicated to National COA so that it can be reflected in the annual dues billing. Once the modification is complete, the change in dues will be implemented at the start COA's next fiscal year (July 1).

Section Two: Payment Schedule
Branch members will pay their annual Local Branch dues via the COA webpage at the same time they submit their National COA dues. National COA retains the Local Branch dues until funds are requested by the Local Branch Executive Committee.
Section Three: Dues Requirements
All Local Branch Executive Committee members must be current dues-paying members in good standing with both National COA and the Local Branch. Any member of the Executive Committee who is in arrears with their dues will be ineligible to continue serving on the Executive Committee.

Article Five - Governing Body 
Section One: Overview
The governing body of this Branch shall be known as the Executive Committee and shall consist of the President, Vice President or President-Elect, Secretary and Treasurer. All Executive Committee members must be current dues-paying members of National COA and the Local Branch.  All Executive Committee members must currently reside and/or work within the geographic area of the Local Branch as defined in Article One.
Section Two: Duties of the Executive Committee (EC):
The duties of the EC shall be to conduct the business of the Branch in accordance with the policies formulated by the membership. In cases where no established policies exist and immediate action is necessary, the EC is authorized to act but shall immediately notify the membership of its action.
The EC shall also maintain regular contact with National COA by responding to email inquiries and attending the monthly National COA Local Branch Leadership Meetings (at least one EC member shall attend).  Additionally, the EC shall complete all required tasks as assigned by the National COA Local Branch Committee, including but not limited to completing the required online Annual Branch Updates Form. 
The duties of the individual EC officers shall consist of the following:
President - shall preside at meetings, serve as an ex-officio member of all standing committees, and provide strategic guidance and oversight of all Branch operations and objectives, The President must also complete the required annual National COA Branch Update Form.
Vice President or President Elect - shall act for the President in the absence of the President and assist with additional duties as assigned. The President-Elect shall become the next President when the current president's term of service ends. 
Secretary - shall maintain accurate minutes of the meetings and send reports to National COA. The Secretary shall carefully preserve, on file, all reports and papers of every description presented to the Branch and shall be charged with the necessary business and professional correspondence. They will notify every Branch member at least one week in advance of the time and place of each meeting. 
Treasurer - shall manage the funds of the Branch, including requesting the Local Branch dues collected by National COA. The Treasurer will prepare and publish an annual statement of the account of the Branch’s finances to Branch members. The annual statement will be certified by the Executive Committee. 


Section Three: EC Term Length
EC members shall serve a term of enter number (e.g., one) years. Terms begin on enter date (e.g., 01 July) of each year (e.g., “each year” or “odd or even years” if 2 year terms”) and end on enter date (e.g., June 30). 	Comment by Forche, Rachel M (CDC/OD/ORR/DSLR): INSTRUCTIONS FOR LOCAL BRANCHES:  Example: Terms begin on 01 July of each year OR terms begin on 01 July of every even year OR odd year…”  You will tailor this sentence according to your branch’s terms and schedule.

Branches can delete this comment after updating this section.
Section Four: EC Meetings
Regular meetings of the EC shall be held at least once per quarter at a time specified by the Committee. Special meetings may be called by the President. EC Meetings shall require a quorum of at least three members.

Article Six - Committees 
Section One: Overview of Committees
There may be standing and special committees. The creation and dissolution of committees, along with the responsibilities of each committee, will be decided by the EC with input from Branch members. 
Section Two: Membership Committee	Comment by Forche, Rachel M (CDC/OD/ORR/DSLR): INSTRUCTIONS FOR LOCAL BRANCHES:  The committees listed here are merely suggestions. Each local branch has different committees with different roles.  Your branch will need to update this section to reflect your branch’s specific committees and roles.

Branches can delete this comment after updating this section.
The Membership Committee shall be chaired by the Secretary and shall be responsible for maintaining a roster of local membership as supplied by National COA. The committee will follow up with local COA members with expired memberships and encourage continued membership. The committee will also assist in recruiting new members via activities such as reaching out to unaffiliated COA members in the local area and sending a membership welcome letter to new officers. The Secretary may select volunteers to assist with committee activities as needed. If there are not enough members for a committee, membership duties will be carried out by the Secretary.
Section Three: Athletics, Fitness, and Readiness Committee: 
The Athletics, Fitness, and Readiness Committee, shall be chaired by a member and will be responsible for reporting to the membership any changes to fitness and readiness requirements, according to Corps policy. This may include updates to training, medical (including Periodic Health Update) and/or annual physical fitness requirements. The chair is encouraged to organize group physical fitness events, including PHS Athletics Events and APFT opportunities.
Section Four: Community Service and Outreach Committee:
The Community Service and Outreach Committee shall be chaired by a member and will be responsible for organizing community service events for the Local Branch.
Section Five: Social Committee:
The Social Committee will be chaired by a member and will be responsible for organizing social events for the Local Branch. 
Section Six: Education Committee:
The Education Committee will be chaired by a member and will be responsible for developing and presenting educational materials for the Local Branch. Educational materials may include but are not limited to public health presentations, continuing professional education, and Commissioned Corps policy updates. 

Article Seven - Election of Officers 
At least 60 days before the end of the terms of the incumbent officers, the Local Branch will hold elections to appoint the Executive Committee and Committee Chairs for the next operational year.  The Branch will inform Branch members of the upcoming election and allow for nominations of fellow officers and/or self-nominations.  The Branch should ask nominees to submit biographies outlining pertinent experience and shall share the biographies with all Local Branch members during the election process.  The Branch shall allow the following members to vote in the election of the Executive Committee and Committee Chairs:  Active Duty, Retired, and Reserve Members.  Note:  Student, Associate, and Honorary Members are not eligible to vote in branch elections.  
Following elections, the current Executive Committee must provide the names of the newly-elected EC to the National COA Membership Coordinator to ensure the nominated EC officers are dues-paying members of COA. If any newly-elected officer is not a dues-paying member of COA, they must immediately pay dues in order to assume their new position. If they do not pay dues prior to the start of the Operational Year, the nominating committee must identify another officer to occupy that position. Once it is confirmed that all EC officers are dues-paying members, the Branch shall complete the Annual Branch Updates form (submitted to the National COA Local Branch Committee Chairs and the National COA Membership Coordinator) and the newly-elected EC officers may assume their new roles at the start of the operational year.

Article Eight - Meetings 
Section One: Presiding Officer
The Branch President shall serve as meeting Chair and may appoint such other members of the Branch as assistants as necessary for the effective conduct of meetings. 
Section Two:  Meeting Frequency & Purpose
The meetings of the Branch shall be held at least quarterly with such exceptions as the Executive Committee may designate. For conducting the business of the Branch, a quorum of at least twenty-five percent of the members of the Branch or twenty members (whichever is smaller) shall be necessary. The purpose of such meetings shall be to:
· Update the membership on the affairs of the Local Branch of National COA,
· Update the membership of the activities of National COA and COF,
· Provide the membership with reports from the officers and committees,
· Provide a forum for discussion of resolutions in a manner designated by the Executive Committee, and
· To permit such other activities as deemed necessary and appropriate by the Executive Committee for the welfare of the Local Branch of National COA. 
Section Three: Meeting Notification
Notice of all meetings of the Branch shall be provided to the membership through Local Branch’s email listserv and other appropriate means as directed by the Executive Committee. Such notice shall state the general purpose and overall agenda for the meeting. 
Section Four: Additional Discussion Points
In addition to items described in the agenda, members of the Branch may request approval by the President to discuss other matters at any meeting of the Branch. In the interest of time, the President may choose to refer non-urgent matters to the Executive Committee or Committees for consideration.
Section Five:  Meeting Minutes
A general summary of the proceedings of the Branch meeting shall be produced under the direction of the President or Secretary and distributed to the members via email listserv.


Article Nine – Bylaws Amendments 
The bylaws may be amended, repealed, or altered in whole or in part by a two-thirds vote of the members present at any duly organized meeting of the Branch (given a quorum is present as defined in Article Five of these bylaws) provided that a copy of any amendment proposed for consideration has been sent to each member qualified to vote at least 15 days before the meeting. The bylaws shall be reviewed annually and updated by the EC as needed. The National COA Constitution and Bylaws Committee is available to assist local Branches with updating and reviewing their bylaws upon request (coacandbcommittee@gmail.com). When revisions to the bylaws are made, the Secretary shall email the finalized bylaws to the National COA Local Branch Committee Chair (nationalcoalocalbranch@gmail.com) and to the National COA Membership Coordinator (coamembership@coausphs.org). 


Article Ten – Local Branch Dissolution 
In the event of final dissolution of the Local Branch, and after the discharge of all its liabilities, the remaining assets of the Local Branch, including all its various specifically designated funds, shall be returned to National COA. 












This is to certify that these bylaws were approved and adopted at the Name of Local Branch meeting on enter date 

President
Name:
COA Member Number:
Address:
Phone:
Email:

Vice President or President-Elect
Name:
COA Member Number:
Address:
Phone:
Email:


Secretary
Name:
COA Member Number:
Address:
Phone:
Email:


Treasurer
Name:
COA Member Number:
Address:
Phone:
Email:
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