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INTRODUCTION

This handbook is designed to assist you in your Division/Region/Branch leadership role with the
American Counseling Association.

Please keep this information handy. Many of the questions you will have can be answered by
information contained in the handbook.

Do not hesitate to contact Holly Clubb, Director of Leadership Serves if you need assistance.
You can contact her at hclubb@counseling.org or 800-347-6647 x212.

Best wishes for a successful and rewarding leadership year.

ACA Mission Statement

The mission of the American Counseling Association is to enhance the quality of life in society
by promoting the development of professional counselors, advancing the counseling profession,
and using the profession and practice of counseling to promote respect for human dignity and
diversity.

ACA Vision Statement

The American Counseling Association is the publicly recognized organization to which all
professional counselors belong.

ACA Strategic Priorities

Re-engineering Governance

Improving member services and benefits to address 21* century needs
Balancing practice with academia

Advocating for the profession

Strengthening the organization

arwdpE
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SECTION 1
GENERAL INFORMATION



Bylaws and Governance Structure

ACA Membership

Branches (56) Divisions (19)
Organizational Affiliate (1)
Regions 4
Standing Committees Governing Council Special Interest Networks

& Task Forces

Executive Committee
& President

Executive Director

Headquarters Staff

Corporate Partners

ACA Foundation

ACA Insurance Trust

Council for the Accreditation of
Counseling and Related
Education Programs

The ACA Bylaws set forth the basic governance structure for the administration of Association
affairs. Association leaders, including ACA national, division, region, and branch officers, should
familiarize themselves with the policies and guidelines set forth in the Bylaws, the Policies and
Procedures Manual, and the Operating Handbooks.



REGIONS AND BRANCHES

ACA has 56 branches, including each state, plus the District of Columbia, Europe, Latin

America, Puerto Rico, Virgin Islands and the Philippines. The branches are organized into four

regions: ACA Midwest Region, ACA North Atlantic Region, ACA Southern Region, and ACA

Western Region. A region chair is elected for each region.

MIDWEST REGION

Illinois Minnesota
Indiana Missouri
lowa (inactive) Nebraska
Kansas North Dakota
Michigan

NORTH ATLANTIC REGION

Connecticut Massachusetts (inactive)
Delaware (inactive) New Hampshire (inactive)
District of Columbia New Jersey

Europe New York (inactive)
Maine Pennsylvania

SOUTHERN REGION

Alabama Latin America (inactive)
Arkansas Louisiana

Florida Maryland

Georgia (reforming) Mississippi

Kentucky North Carolina

WESTERN REGION

Alaska Idaho

Arizona Montana (inactive)
California Nevada

Colorado New Mexico

Hawaii Oregon

Ohio
Oklahoma
South Dakota
Wisconsin

Puerto Rico

Rhode Island (inactive)
Vermont (inactive)
Virgin Islands

South Carolina
Tennessee
Texas

Virginia

West Virginia

Philippines (inactive)
Utah (inactive)
Washington State
Wyoming



American Counseling Association

Divisions
Name of Division Date Chartered
AACE Association for Assessment in Counseling and Education 1965
AADA Association for Adult Development and Aging 1986
ACC Association for Creativity in Counseling 2004
ACCA American College Counseling Association 1991
ACEG Association for Counselors and Educators in Government 1984
ACES Association for Counselor Education and Supervision 1952
AHC Association for Humanistic Counseling 1952

ALGBTIC Association for Lesbian, Gay, Bisexual & Transgender

Issues in Counseling 1996
AMCD Association for Multicultural Counseling and Development 1972
AMHCA American Mental Health Counselors 1978

Dr. W. Mark Hamilton, Executive Director
801 North Fairfax Street, Suite 304
Alexandria, Virginia 22314

800/326-2642 or 703/548-6002
703/548-4775 (FAX)
Mhamilton@amhca.org (E-mail)

ARCA American Rehabilitation Counseling Association 1958

ASCA American School Counselor Association 1953
Dr. Richard Wong, Executive Director
1101 King St., Suite 625
Alexandria, Virginia 22308
800/306-4722 or 703/683-2722
703/683-1619 (FAX)
Richard@schoolcounselor.org (E-mail)

ASERVIC Association for Spiritual, Ethical and Religious Values
in Counseling 1974

ASGW Association for Specialists in Group Work 1973

CSJ Counselors for Social Justice 1999



IAAOC

IAMFC

NCDA

NECA

ACAC

Intl Association of Addictions and Offender Counselors

Intl Association of Marriage and Family Counselors
c/o Dr. Robert L. Smith

Texas A & M University — Corpus Christi

Department of Counseling & Education Psychology

224 ECDC

6300 Ocean Drive

Corpus Christi, TX 78412

361/825-2307 (0)

361/825-3301 (f)

Robert.smith@tamucc.edu

National Career Development Association
Deneen Pennington, Executive Director

National Career Development Association

305 North Beech Circle

Broken Arrow, OK 74012

918-663-7060 or Toll-Free - 866-367-6232
918-663-7058 (f)

dpenn@ncda.org

National Employment Counseling Association
John Hakemian, Executive Director

5347 Turkey Point Road (Address from May to October)
North East, MD 21901

609-220-9987 (cell)

38 Ocean Way (Address from October to May)

Ponce Inlet FL 32127

386-322-4512 (0)

386-322-4512 (f)

Organizational Affiliate

Association for Child and Adolescent Counseling

1974

1989

1952

1966

2010


mailto:Robert.smith@tamucc.edu

COMMITTEES, TASK FORCES, AND SPECIAL INTEREST NETWORKS

Committees:

e Audit Committee
Branch Development Committee
Bylaws and Policies Committee
Ethics Committee
Financial Affairs Committee
Graduate Student Committee
Human Rights Committee
International Committee
Nominations and Election Committee
Professional Standards Committee
Public Policy and Legislation Committee
Publications Committee
Research and Knowledge Committee

Task Forces for 2011-2012:
e Crisis Response Planning Task Force
e FEthics Revision Task Force

Special Interest Networks:
e ACA Ethic Interest Network
ACA Interest Network for Professional Counselors in Schools
Children’s Counseling Interest Network
Forensic Counseling Interest Network
Grief and Bereavement Interest Network
Historical Issues in Counseling Network
Interest Network for Advances in Therapeutic Humor
Multiracial/Multiethnic Counseling Concerns Interest Network
Network for Jewish Interests
Sports Counseling Interest Network
Traumatology Interest Network
Wellness Interest Network
Women’s Interest Network



CORPORATE PARTNERS

ACA Insurance Trust, Inc.

ACAIT operates as an independent for-profit corporation in partnership with ACA. The Trust
consists of ten members. Four are appointed by ACA presidents and have counseling
credentials. Two are appointed by an outside independent firm and have insurance industry
experience. The ACA President is also a voting member of the Trust. Ex-officio members
include the ACA President-elect, ACA Executive Director, and the Executive Director of the
Trust.

American Counseling Association Foundation

Created by ACA in 1979, the American Counseling Association Foundation’s (ACAF) purpose is
to enhance excellence in human development through strengthening the counseling profession,
developing human and material resources, supporting innovative research and services, and
fostering collaborative efforts in response to societal needs.

ACAF is supported by gifts from individuals, corporations, and foundations as well as ACA
divisions and branches. As a 501(C) (3) corporation, donations to ACAF is tax deductible.

Council for Accreditation of Counseling and Related Educational Programs

The Council for Accreditation of Counseling and Related Educational Programs (CACREP) is an
independent council, created by ACA in 1981, to accredit the counseling profession’s graduate-
level preparation programs. As a specialized accrediting body recognized by the Council for
Higher Education Accreditation (CHEA), CACREP promotes the development and
implementation of preparation standards; provides for rigorous and objective program review;
and works with other credentialing organizations to ensure quality training in the counseling
profession.



AMERICAN COUNSELING ASSOCIATION
Staff Telephone and Email List

EXECUTIVE OFFICE

Richard Yep x231 ryep@counseling.org
Stacy Shaver x350 sshaver@counseling.org
FINANCE & BUSINESS DEVELOPMENT

Deb Barnes x337 dbarnes@counseling.org
Finance

Carol Salerno x228 csalerno@counseling.org
Carol Adams x380 cadams@-counseling.org
Jackie DeMaio x308 jdemaio@counseling.org
Debbie Johnson x315 djohnson@counseling.org
Carmen Sicilia x340 csicilia@counseling.org

Database Management
Mary Griffith x334 magriffith@counseling.org

Internal Audit
Amy Crank x295 acrank@counseling.org

HUMAN RESOURCES AND OFFICE SERVICES
Cindy Welch x319 cwelch@counseling.org
Jenn Kukorlo x233 jkukorlo@counseling.org

Office Services

Patrick Belle x370 pbelle@counseling.org
Bruce Addison x213 baddison@counseling.org
Jacky Good X365 jgood@counseling.org

MEMBERSHIP AND ASSOCIATION SERVICES

Carol Neiman x288 cneiman@counseling.org

Conference and Meetings

Robin Hayes x296 rhayes@counseling.org
Theresa Holmes X246 tholmes@counseling.org
Trinh Le x204 tle@counseling.org
Counseling Today

Jonathan Rollins x339 jrollins@counseling.org
Lynne Shallcross x320 Ishallcross@counseling.org
Graphics

Martha Woolsey X333 mwoolsey@counseling.org

Carlos Soto x377 csoto@counseling.org


mailto:jdemaio@counseling.org

Leadership Services
Holly Clubb

Marketing
Debra Bass

Internet Development
Don Kenneally

Media Sales
Kathy Maguire

Member Programs
Denise Brown
Rae Ann Sites

Member Services
Jacki Walker

Cheryl Belle

Sherry Edwards
Diane Parker Mullens
Paula Pinkney

Receptionist
Donna Nugent

Publications

Carolyn Baker

Mary Bonwich
Catherine Brumley
Marilyn Ellison-Pounsel
Bonny Gaston

Brendon MacBryde

PROFESSIONAL AFFAIRS

David Kaplan
Jason Wilke

X212

X359

X328

x207

x303
X217

X253
X222
X222
X222
X222

x200

x356
x357
x330
X363
x353
x361

x397
X390

hclubb@counseling.org

bassdd@mindspring.com

dkenneally@counseling.org

kmaguire@counseling.org

dbrown@-counseling.org
rsites@counseling.org

jwalker@counseling.org
cbell@counseling.org
sedwards@counseling.org
dmullens@counseling.org
ppinkney@counseling.org

dnugent@counseling.org

cbaker@counseling.org
mbonwich@counseling.org
cbrumley@counseling.org
mpounsel@counseling.org
bgaston@counseling.org
bmacbryde@counseling.org

dkaplan@counseling.org
jwilke@counseling.org

Ethics and Professional Standards

Erin Martz

Professional Information/Library

X314 emartz@counseling.org

Vikki Cooper

Professional Learning
Debbie Beales
Crystal Turner

x281

X306
X229

vcooper@counseling.org

dbeales@counseling.org
cturner@counseling.org

Professional Projects/Career Center

Rebecca Daniel-Burke

x230

rdanielburke@counseling.org


mailto:jwalker@counseling.org
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Public Policy & Legislation

Scott Barstow x234 sbharstow@counseling.org
Dominic Holt x242 dholt@counseling.org
Christie Lum x354 clum@counseling.org

ACAF (Foundation)
Stacy Shaver x350 sshaver@counseling.org

ACA Fax Number: (703) 823-0252
TDD: (703) 823-6862

ACA Toll-Free Numbers:
ACA: (800) 347-6647
FAX: (800) 473-2329



LISTSERVS

A listserv enable groups to communicate with each other by email without having to put in all of
the addresses each time in order to send a message to the entire group.

Available Listservs:

Division Presidents and Region Chairs:
ACA-PRESIDENTS@LISTSERV.COUNSELING.ORG

Division President-Elects and Region Chair-Elects:
ACA-PRESELECT@LISTSERV.COUNSELING.ORG

Past Division Presidents and Past Region Chairs:
ACA-PASTPRES@LISTSERV.COUNSELING.ORG

Division Presidents and Region Chairs plus Division President-Elects and Region Chair-Elects:
ACA-COPARC@LISTSERV.COUNSELING.ORG

Branch Presidents and Administrators:
ACA-BRANCHPRES@LISTSERV.COUNSELING.ORG

Branch President-Elects and Administrators:
ACA-BRANCHELECT@LISTSERV.COUNSELING.ORG

Email addresses included on the listserv are ones that you have provided and are listed on the
directory. If you have more than one email address, the listserv WILL NOT accept messages
sent from an address that is not on the listserv. If you want to be able to use more than one
email address, you would need to provide ACA with ALL your addresses.

How best to use the listserv:

When you want to send an email message to the entire group use the listserv address provided.
Your message will automatically be sent to the entire group.

When you respond to a message sent to this listserv address, be aware of how you send it. If
you want your message to go to the entire list, you simply hit REPLY.

If you want your message to go only to one of the few members, you should FORWARD it and
address your response to ONLY the person you want to see the message.

Any time you change your email address, please notify Holly Clubb at ACA to have the listserv
updated.

Remember a listserv is:

* A tool to communicate by email quickly and easily.
* Useitto:

— Ask questions.

— Share information or ideas.
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ACA Calendar and Schedules



ACA, DIVISIONS, REGIONS, and BRANCHES CALENDAR
July 1, 2011 — June 30, 2012

July 2011

June 29 — July 2, 2011

2011 NCDA Conference

San Antonio, TX

Information: associationdatabase.com/aws/NCDA/pt/sp/home

July 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for August 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

July 7, 2011
Deadline for Submitting Bylaws for Review
Information: Holly Clubb — hclubb@counseling.org

July 9, 2011

New Mexico Counseling Association Conference
Albuquerque, NM

Information: nmcounselors@gmail.com

July 14-16, 2011

AMHCA Annual Conference
San Francisco, CA
Information: AMHCA.org

July 18-19, 2011
Conference Program Selection Committee meeting
Information: Debbie Beales — dbeales@counseling.org

July 27-30, 2011
ACA Summer Institute for Leadership Training
Information: Denise Brown — dbrown@-counseling.org
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Auqgust 2011

August 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for September 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

Auqust 16, 2011

NECA's Summer Institute, Wellness at Work
Annapolis, MD

Information: www.employmentcounseling.org

August 29, 2011

Deadline for submitting Agenda Items and/or Motions for the October 2011
Governing Council Meeting

Information: Holly Clubb — hclubb@counseling.org

September 2011

September 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for October 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

September 8-10, 2011

AACE National Assessment and Research Conference
Fort Worth, TX

Information: www.theaaceonline.com

September 11-12, 2011

2011 Directors of Guidance Conference
Austin, TX

Information: Kathy Kasper - kathy@txca.org

September 18-20, 2011

Louisiana Counseling Association Annual Conference
Baton Rouge, LA

Information: www.lacounseling.org
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September 21-23, 2011

Nebraska Counseling Association Conference
Kearney, NE

Information: www.nca.promotedignity.org

October 2011

October 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for November 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

October 6-8, 2011

Wyoming Counseling Association Annual conference
Casper, WY

Information: www.wyoca.org

October 11-13, 2011

Kentucky Counseling Association 2011 Annual Conference
Louisville, KY

Information: www.kyca.org

October 13-15, 2011
Governing Council Meeting
Information: Holly Clubb — hclubb@counseling.org

October 13 — 16, 2011

Florida Counseling Association Annual Convention
Orlando, FL

Information: www.flacounseling.org

October 14-16, 2011

Montana Counseling Association Fall Conference
Hot Springs, MT

Information: www.mtcounseling.org
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October 21-23, 2011

Pennsylvania Counseling Association Annual Conference
State College, PA

Information: www.pacounseling.org

October 26-30, 2011

ACES Conference 2011

Nashville, TN

Information: Robin Lee — rlee@mtsu.edu

October 28, 2011
Oklahoma Counseling Association Fall Conference
Information: www.oklahomacounseling.org

November 2011

November 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for December 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

November 2-4, 2011

Mississippi Counseling Association Conference
Biloxi, MS

Information: www.mscounselor.org

November 6-7, 2011

All Michigan Counselor Conference

Kalamazoo, Ml

Information: www.michigancounselingassociation.com

November 7, 2011

Wisconsin Counseling Association Annual Conference
Wisconsin Rapids, WI

Information: www.wicounseling.org
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November 9-12, 2011

2011 Annual Professional Growth Conference
Fort Worth, TX

Information: Jennifer Taylor - jennifer@txca.org

November 10-12, 2011

lllinois Counseling Association Annual Conference
Skokie, IL

Information: www.ilcounseling.org

November 10-12, 2011

Virginia Counseling Association Convention
Portsmouth, VA

Information: www.vcacounselors.org

November 16-18, 2011

Alabama Counseling Association Annual Conference 2011
Birmingham, AL

Information: www.alabamacounseling.org

November 16-18, 2011
66™ Annual Arkansas Fall Conference 2011
Information: www.arcounseling.org

November 18, 2011
Submission deadline for ACA National Awards Nomination
Information: Holly Clubb — hclubb@counseling.org

November 18-22, 2011

Tennessee Counseling Association Annual Conference
Memphis, Tennessee

Information: www.tncounselors.org

December 2011

December 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for January 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org



mailto:jennifer@txca.org
http://www.ilcounseling.org/
http://www.vcacounselors.org/
http://www.alabamacounseling.org/
http://www.arcounseling.org/
mailto:hclubb@counseling.org
http://www.tncounselors.org/
mailto:lschallcross@counseling.org

December 1, 2010
ACA Committee Nominations deadline
Information: Holly Clubb — hclubb@counseling.org

December 13, 2011
Deadline for submitting Bylaws for Review
Information: Holly Clubb — hclubb@counseling.org

January 2012

January 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for February 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

January 25-28, 2012

Idaho Counseling Association Annual Conference
Boise, ID

Information: www.idahocounseling.org

February 2012

February 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for March 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

February 4-6, 2012

North Dakota Counseling Association Annual Conference
Bismarck, ND

Information: www.nodak.edu

February 6, 2012

Deadline for Agenda Items and Motions for the March 2012 Governing
Council Meeting

Information: Holly Clubb — hclubb@counseling.org
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February 9-12, 2012

ASGW 2012 National Convention
Albugquerque, NM

Information: www.asqw.org

February 23-25, 2012

South Carolina Counseling Association Conference
Myrtle Beach, SC

Information: www.sccounselor.org

February 26, 2012

District of Columbia Counseling Association Conference
Washington, DC

Information: www.dcca.club.officelive.com

March 2012

March 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for April 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

March 9-10, 2012
Colorado Counseling Association Conference
Information: www.coloradocounselingassociation.org

March 20-22, 2012

ACA Governing Council Meeting

San Francisco, CA

Information: Holly Clubb — hclubb@counseling.org

March 21-25, 2012

ACA Annual Conference

San Francisco, CA

Information: www.counseling.org/conference
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April 2012

April 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for May 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

April 2-3, 2012

Maine Counseling Association Conference 2012
Rockport, Me

Information: www.maineca.org

April 19-21, 2012

The American Counseling Association of Missouri Conference
Jefferson City, MO

Information: www.counselingmissouri.org

May 2012

May 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for June 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

June 2012

June 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for July 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

To add or change an event, please contact Holly Clubb, Director of
Leadership Services at hclubb@counseling.org.
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ACA Annual Conference Dates
2012 - 2014

2012
ACA Conference — March 21-25
San Francisco, CA

2013
ACA Conference — March 20-24
Cincinnati, OH

2014

ACA Conference — March 26-20
Honolulu, HI

2012 ACA Conference — San Francisco (March 21-25)

Learning Institutes — Wednesday, March 32 — Thursday, March 22, 2012

Education Sessions — Friday, March 23 — Sunday, March 25, 2012

2011 — 2014 Governing Council Meetings and Deadlines

Meeting Date October 13-16, 2011
Deadline for Submitting Bylaws for Review July 7, 2011
Deadline for Agenda Iltems/Submitting Motions August 29, 2011
Meeting Date March 20-22, 2012
Deadline for Submitting Bylaws for Review December 13, 2012
Deadline for Agenda Items/Submitting Motions February 6, 2012
Meeting Date October 11-14, 2012
Deadline for Submitting Bylaws for Review July 5, 2012

Deadline for Agenda Items/Submitting Motions September 27, 2012



Meeting Date
Deadline for Submitting Bylaws for Review

Deadline for Agenda Iltems/Submitting Motions

Meeting Date
Deadline for Submitting Bylaws for Review

Deadline for Agenda Iltems/Submitting Motions
Meeting Date

Deadline for Submitting Bylaws for Review

Deadline for Agenda Iltems/Submitting Motions

Meeting Date
Deadline for Submitting Bylaws for Review

Deadline for Agenda Items/Submitting Motions

March 19-21, 2013
December 11, 2012

February 4, 2013

October 17-20, 2013
July 11, 2013

September 3, 2013
March 25-27, 2014

December 17, 2013

February 10, 2014

October 16-19, 2014
July 10, 2014

September 2, 2014



COUNSELING TODAY

“Division, Region & Branch News” Submission Policies

Divisions, regions, and branches may submit short announcements about their activities,
initiatives, publications, and upcoming workshops/conferences to Counseling Today. The rolling
deadline is the 1st of the month by close of business, EST, for publication in the following
month’s issue. For example, an article submitted on June 1 will appear in the July issue.

Send your news to senior writer Lynne Shallcross (Ishallcross@counseling.org) by the 1st of the
month. Although Counseling Today generally enters the mail stream by the 25th of each month,
some members may not receive their issue until the end of the month or even the beginning of
the following month, so please be sure to time the arrival of dated material accordingly.

Each published submission will be accompanied by the name and e-mail address of the
individual who submitted the news to Counseling Today. If you would prefer to list a
different contact name and e-mail address, please indicate this in your correspondence.
This not only allows readers to contact the correct person for more information, but also
provides CT staff a way of asking questions/verifying information.

Each division, region and branch is allotted up to 350 words (not including the headline and
byline) in this section each month, so be sure to take advantage of this opportunity to
reach your fellow counselors. Some groups choose to allocate all 350 words to one
topic, while others divide the 350 words among several announcements each month.

Pieces that exceed the word count will be returned to the person who submitted the
article and will not appear in the “Division, Region, & Branch News” section unless a new
version that meets the word count is resubmitted by the deadline.

You are also welcome to send one photo per group every three months with a supplied caption
(100-word maximum) in lieu of an article. Please e-mail photos to Ishallcross@counseling.org
as a “jpg” or “tif” file. Images taken with a digital camera (but not a camera phone) are
acceptable if of sufficiently high resolution. Please set your camera to its maximum resolution
and be sure to use the best lighting possible.

Send your articles as an attachment (preferably a Word file) in an e-mail, NOT pasted into the
body of the e-mail itself. Submissions must be in Times font, black type, single-spaced and
justified — no colors, logos, odd fonts, tabs or other elements please.

If you have any questions, contact Jonathan Rollins, editor-in-chief of Counseling Today, at
jrollins@counseling.org or 800-347-6647 ext. 339.



Bulletin Board Submission Guidelines

ACA divisions, regions, and branches are welcome to list their upcoming events, calls for
papers/proposals, editorial board/committee openings and similar announcements in the
Bulletin Board section of Counseling Today. Items for the Bulletin Board must be submitted via
e-mail to senior writer Lynne Shallcross (Ishallcross@counseling.org) with “Bulletin Board” in the
subject line. Entries must be:

Limited to 125 words or less
Attached in a Word document
Single-spaced

Justified

Times font in black

Do not send submissions with tables, tabs, bullet points, logos/letterhead, colors, or uncommon
fonts. Submissions are subject to editing to meet space, grammar and style requirements. Be
sure to include a contact person with an e-mail address or phone number to call for more
information. The rolling deadline is the 1st of every month by close of business for publication
in the following month’s issue (for example, an item submitted by Aug. 1 would appear in the
September issue).

Please note that not all submissions are accepted for publication. Submissions may be
accepted or rejected at the discretion of the editor-in-chief.

Announcements will be published a maximum of three consecutive months, after which an
updated version of the announcement must be resubmitted for inclusion.

If you have any questions, contact Jonathan Rollins, editor-in-chief of Counseling Today, at
jrollins@counseling.org or 800-347-6647 ext. 339.



ACAeNews

ACA E-NEWSLETTERS
ACA publishes 5 different electronic newsletters. All of them are free to ACA members. To
suggest ideas for articles, send an email to Frank Burtnett at fourtnett@counseling.org.

ACAeNews

Published 24 times per year (roughly twice per month, sent on Tuesdays), this enewsletter
includes short blurbs on and links to items of interest such as research studies and news reports
as well as information from the Headquarters office. It is the “go-to” source for the latest news
from ACA on public policy initiatives, new products, and services, conference information,
election updates and much more. The newsletter is for members only. When it was first
introduced, it was available to non-members as well but it eventually became a members-only
benefit. The newsletter includes a Calendar of upcoming seminars and conferences of ACA
Divisions, Regions, and Branches with a link. All calendar items—for events happening only in
the next 8-10 weeks—should be submitted to Denise Brown at DBrown@-counseling.org. This
newsletter is sent to all ACA members for whom we have an email address.

ACA also publishes four Special Focus enewsletters that members can opt-in to receive. Each
title is published three times per year. To opt-in, log-in with your member ID and password.
Click on Manage Membership, then Communications Options and Professional Info, and then
scroll down to Select Subscriptions and check the Special Focus enewsletters you wish to
receive.

ACAeNews for Counselor Educators

ACAeNews for Counseling Students and New Professionals

ACAeNews for School Counselors

ACAeNews for Mental Health, Private Practice and Community Agency Counselors
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ACA National Awards

The Awards Committee of the American Counseling Association will open the nomination process for the
2012 ACA National Awards on August 1, 2011. The Awards will be presented at the ACA 2012 Annual
Conference in San Francisco.

Any ACA member can submit a nomination of one or more ACA members who have made a noteworthy
contribution to the counseling profession at the local or state levels. ACA Divisions/Organizational
Affiliates, Branches, Chapters, Regions, or Committees can also submit nominations. All nominations
must be submitted electronically by November 18, 2011 to hclubb@counseling.org..

Complete information is available in the 2012 National Awards Packet which will be available on the ACA
website starting on August 1. Please contact Holly Clubb at hclubb@counseling.org or 800-347-6647 x
212 for additional information.

ACA National Awards Calendar

August 1, 2011 Nomination process opens
November 18, 2011 Nomination process closes
January 27, 2012 All Nominees and Nominators will be notified of results
March 24, 2012 National Awards Ceremony

APRIL IS COUNSELING AWARENESS MONTH

Although the benefits of counseling are promoted year-round, ACA created Counseling
Awareness Month, which is celebrated every year during the month of April. ACA encourages
members to use the tips provided in the Counseling Awareness Month Celebration Guide (click
on Counselors, scroll down to ACA Downloads, select Public Awareness Ideas, and Strategies
for Professional Counselors) and watch for other ideas, special offers, and more information on
how you can help to raise the awareness of counseling. The Celebration Guide includes
sample language for a proclamation you can send to your mayor, governor, or other local official
requesting recognition of Counseling Awareness Month in your community. And, let us know
what works for you so we can share your success with others.
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ACA Website Information

Membership Renewal — All Division, Region, and Branch Leaders must be a member of the
American Counseling Association.

The green way to renew your commitment to ACA and your Division membership(s) is to log on
to the members-only section of www.counseling.org. Enter your username and password
and proceed to renew. If you do not know your username and password, please

email membership@counseling.org, or contact Member Services at 800-347-6647, x222/703-
823-9800, x222 (M-F, 8 am — 7 pm, ET). Likewise, please use the same contact information if
you wish to sign up for the 3-month payment plan, or have questions regarding your
membership.

Leadership Resources — A new page has been added to the ACA website where all ACA
Leaders can obtain information and resources. To reach Leadership Resources, scroll down to
the bottom of the Home page and click on ABOUT US. Leadership Resources will be listed on
left side.

Information provided on the Leadership Resources Page includes:

o Master Calendar — Calendar of ACA, Division, Region, and Branch events. To include
or update an event please contact Holly Clubb at hclubb@counseling.org.
e MemberClicks link — MemberClicks is an online community for ACA Governing Council,
Committees, and Staff.
e Leadership Resources
0 Resources
= ACA Bylaws
= ACA Manual of Policies and Procedures
= ACA Code of Ethics
= Travel and Expense Reimbursement Form
0 Governing Council — Leadership Training Manual
o Division, Region, and Branch Leadership Handbook
0 ACA Standing Committees — Leadership Manual

ACA Conference — On the website you can find the following information regarding the 2012
ACA Annual Conference in San Francisco:

o Conference Registration (Online and printable registration form)

0 Advance Registration Brochure —to be added when available

0 Learning Institutes — to be added when available

0 Education Sessions — to be added when available

Online Learning — As a professional association, ACA offers online professional development
courses (post-degree for licensure or certification renewal credit). We have a number of
"products” that are designed to assist practitioners in their ethical responsibility of staying
current in the field. Please verify with your licensure board or certification body, prior to
registration, that these ACA credits are accepted. You can visit our website at
www.counseling.org/resources and click on Online Learning to see what is available.
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Free CE of the Month. Each month ACA features a one-hour book chapter or Journal of
Counseling and Development article free to ACA members on our website. ACA members go
online each month and register for the free CE at www.counseling.org/resources and click on
Online Learning. Scroll down past the Categories box and it will be the first item listed.

Public Policy — On the Public Policy and Legislation webpage, find the latest news on federal
issues affecting counselors, learn how to communicate with Congress, and take action by
contacting your Members of Congress on issues important to you.

Also of importance is the resources and reports section which contains statistics on mental
health professions, the student-to-counselor ratio chart for elementary and secondary schools,
the requirements to be certified/licensed as a school counselor, a resource paper on the
effectiveness and need for professional counselors, information on student loan forgiveness
programs for counselors, and several other useful resources and links for counselors.

o Pod Cast http://www.counseling.orgiCounselors/TP/PodcastsHome/CT2.aspx
0 We have recorded podcasts with some very impressive counseling professionals,
including:
Existential Therapy with Jerry Corey
Cyberbullying with Dr. Sheri Bauman
Supervision with Jerry Corey, et al.
Cognitive Behavioral Therapy for Weight Loss with Dr. Judith Beck
Trauma Responders: The Gulf Oil Spill with Dr. Lynn Friedman, et al.
Suicide Assessment, Sharpening Your Clinical Skills with Dr. Jason McGlothlin
Solution Focused Counseling In The School with John Murphy
Reality Therapy/Choice Theory with Robert Wubbolding
Multiculturalism with Courtland Lee
Adlerian Therapy with Jon Carlson
Carl Rogers Work and Life with Howard Kirschenbaum
The Death of Dual Relationships with Rocco Cottone
Micro-skills, Multiculturalism, and the Brain with Allen and Mary Ivey (recording
June 8)
» Plus a dozen more topics!

e Blogs - http://my.counseling.org/
o0 ACA blogs: Written BY counselors FOR counselors.
We now have over 50 bloggers writing on a wide variety of topics including.
= Counselor Education
= DSMS5 Proposed Revisions
= Social Media
Multicultural Issues
Agency Counseling
Doctoral Studies
Masters Studies
Private Practice Issues
School Counseling Issues
Art Therapy
Music Therapy
Animal-Assisted Therapy
Spirituality
Transgender Concerns
= And more!
We even have a blogger who is blogging in both English and Spanish!



http://www.counseling.org/resources
http://www.counseling.org/Counselors/TP/PodcastsHome/CT2.aspx
http://my.counseling.org/

Other Important Information

Information Leaders need to share with ACA:

Leadership Information:

Report to the ACA President the names of the officers or directors promptly following
their election or appointment. Please provide contact information.

Personal Information:

Please contact ACA if you:
¢ Change your name
o Change your address
¢ Change your phone number
¢ Change you email address

Change in Bylaws or Articles of Incorporation:

Proposed amendments to the Articles of Incorporation or Bylaws of any Division or
Branch shall be reported in writing to the ACA President no later than fourteen weeks
prior to the Governing Council meeting at which the change may be considered. The
ACA President shall transmit the written proposed amendments to the ACA Bylaws
Committee which will transmit to the Governing Council such proposed amendments
with or without recommendations regarding each proposed change at least six weeks
before the next regularly scheduled meeting. Any such proposed amendment cannot
take effect until approved by the ACA Governing Council

Information ACA can share with Leaders:

ACA Goodie Boxes:

ACA can provide free ACA membership brochures, catalogs, conference marketing pieces and
other materials to distribute at meetings. Request an ACA Goody Box at least 4 weeks prior to
your event. Use the form on the Divisions, Regions, and Branches page of the ACA website.
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DIVISIONS

Bylaws — March 2011

ARTICLE IV
NATIONAL DIVISION OF THE ASSOCIATION

Section

a)

b)

d)
Section

a)

b)

1. Organization of National Divisions.

The Association shall include Divisions representing specialized areas of interest in
human development, guidance, counseling, or personnel work.

A new Division shall qualify for full Division status and a voting member on the
Governing Council with a minimum number of 500 ACA members. Initially, a group
moving toward Divisional status shall be designated as an Organizational Affiliate until
such time as it qualifies for Division status. An Organizational Affiliate or Division may
achieve Division status with a minimum of 500 ACA members.

An existing Division shall maintain its full Division status and a voting member of the
Governing Council with a minimum number of 400 members or 70% of its members
also be ACA members. The calculation of members of existing Division shall be a
monthly average of qualifying members (joint members of ACA and the Division) for
the preceding fiscal year. If an existing Division fall below the minimum, the Division
has a period of one year to return to that minimum before such Division shall lose its
full Division status and vote.

Divisions may be separately incorporated.

2. Formation of National Divisions.

The Governing Council has have the power to grant charters to National Divisions in
accordance with policies and procedures established by the Governing Council relative
to the formation of new National Divisions. Two-thirds of the votes cast by members of
Governing Council who are present at a meeting where there is a quorum shall be
necessary to grant a charter to a new National Division.

Prior to its chartering a National Division and continuous thereafter, an organization
shall demonstrate the following to the satisfaction of the Governing Council.

1) Itis organized in accordance with the Articles of Incorporation and the Bylaws of
ACA.

2) ltis identified in all documents and written materials as “A Division of the American
Counseling Association.”

3) Its statement of purpose or mission is in accordance with that of ACA.

4) It requires each of its officers and Division governance members to be a member
in good standing of ACA.



c) The Division must maintain viability as a National Division, evidence by demonstrating
financial solvency; holding competitive elections for officers on a regular basis; and
providing all promised member services on a timely bases. Compliance will be
reviewed as needed by the ACA Bylaws and Policies Committee.

Section 3. Autonomy of National Divisions.

a) A National Division of ACA shall be free to conduct its own affairs, but shall do so only
in compliance with the Bylaws of ACA. The Governing Council shall establish such
policies and procedures for National Division operation necessary to insure fiscal
operation.

b) A Division of the Association may adopt its own name, subject to the approval of the
Governing Council.

c) A Division of the Association may set its own membership classes and criteria in
accordance with ACA Bylaws, policies, and procedures.

d) During the first five years of its operations, a National Division shall have provisional
status as a National Division and during such period shall submit to the ACA
Governing Council, prior to each Annual Conference meeting, financial and other
information as described in the policies and procedures established by the Governing
Council.

Section 4. Filing of Budget, Audit, and Bylaws.
Each National Division shall file a proposed annual budget and annual audit with ACA. Each
National Division shall file current Bylaws annually with ACA.

Section 5. Proposed Amendments to Basic Documents.

Proposed amendments to the Articles of Incorporation or the Bylaws of any National Division
shall be reported in writing to the ACA President no later than fourteen weeks prior to the
Governing Council meeting at which the change may be considered. The ACA President shall
transmit the written proposed amendments to the ACA Bylaws and Policies Committee which
will transmit to the Governing Council such proposed amendments with or without a
recommendation regarding each proposed change at least six weeks before the next regularly
scheduled meeting of the Governing Council. No such proposed amendment can take effect
until approved by the Governing Council.

Section 6. Reports.

Each Division shall transmit to the ACA President the names of its directors and officers
following their election or appointment. Each Division shall transmit an annual written report to
the ACA President who shall distribute to report to the Governing Council.

Section 7. Involuntary Revocation of a Charter.
The Governing Council has have the power to revoke the charter of a National Division when it
is deemed in the best interest of ACA to do so.

a) Before final action may be taken with respect to the revocation of the charter of a
Division, a notice of intent to revoke must first be passed by a majority of the
Governing Council members present and voting and the Division in question advised in



writing of the reasons for the proposed action. The Division shall have until the next
national meeting of the Association (but in no case less than nine months) to effect
remedial measures.

b) Two-thirds of the votes cast by the members of the Governing Council who are present
at a meeting where there is a quorum shall be necessary to revoke the charter of a
National Division.

c) A Division agrees that at the end of each year during the period of provisional status,
the Governing Council of the Association shall have the right to revoke the provisional
charter by a two-thirds vote of the Governing Council members who are present at a
meeting where there is a quorum.

Section 8. Voluntary Withdrawal of a National Division.
An organization’s status as a National Division of ACA may be voluntarily withdrawn only in
compliance with ACA Bylaws, policies and procedures adopted by the Governing Council.



Policies & Procedures for Divisions — March 2011

DIVISION OFFICER

Role: The role of an officer of a Division of the American Counseling Association is to provide
leadership to the ACA members who belong to the Division representing areas of specialization
and areas of special interest.

Functions: The functions of an officer of a Division include:

1.

To conduct the affairs of the Division in compliance with the Bylaws of the Division and
the Bylaws of ACA,;

Each of the officers and Division governance members to be a member in good
standing of the American Counseling Association;

To file an annual audit with the Association;

Each Division shall file a proposed annual budget and annual audit with ACA,;
Proposed amendments to the Articles of Incorporation or Bylaws of any Division shall
be reported in writing to the ACA President no later than fourteen weeks prior to the
Governing Council meeting at which the change may be considered. The ACA
President shall transmit the written proposed amendments to the ACA Bylaws
Committee which will transmit to the Governing Council such proposed amendments
with or without recommendations regarding each proposed change at least six weeks
before the next regularly scheduled meeting. Any such proposed amendment cannot
take effect until approved by the ACA Governing Council,

To report to the ACA President the names of the Division directors and officers
promptly following their election or appointment;

To submit an annual written report to the ACA President who shall report salient
developments to the Governing Council;

To collaborate with other Divisions and Regions to facilitate the achievement of the
ACA Strategic Plan;

To attend the meetings of the ACA Council of Presidents and Region Chairs when
serving as President of a Division.

Policy 501.1 ELIGIBILITY

A.

ACA Divisions: An existing Division shall maintain its full Division status and a voting
member of the Governing Council with a minimum number of 400 members or 70% of
its membership also be ACA members. The calculation of members of existing
Divisions shall be a monthly average of qualifying members (joint members of ACA and
the Division) for the preceding fiscal year. If an existing Division falls below the
minimum, the Division has a period of one year to return to that minimum before such
Division shall lose its full Division status and vote.

ACA Organizational Affiliates: ACA Organizational Affiliates that have a minimum of
500 ACA members as determined by official membership figures maintained by ACA
as of June 30 may apply to Governing Council at its next meeting to become an ACA
Division as defined in ACA Bylaws Article IV and Article V.



Policy 501.2 APPLICATION PROCESS

The President of the Organizational Affiliate shall send a letter to the Executive Director
indicating that the Organizational Affiliate is applying for Division status within ACA. A revised
copy of the group’s bylaws or operating rules indicating Division status shall be submitted with
the letter. Once the Executive Director has confirmed that the Organizational Affiliate has met
the minimum membership requirement and that the bylaws or operating rules are in conformity
with the ACA Bylaws, the application shall be forwarded to the Governing Council or Executive
Committee to be considered at its next meeting.

Policy 501.3 AMENDING DOCUMENTS

The President of a newly accepted ACA Division may authorize the ACA Executive Director to
make arrangements for its Articles of Incorporation to be amended, if necessary.

Policy 501.4 DUES CHANGES

ACA Division or Organizational Affiliate dues changes will be implemented July 1 of each year,
provided that the ACA Executive Director or his//her designee is notified of such changes by
one week following the ACA Annual Conference. Because of the publication of promotional
materials and applications that list dues amounts, Division and Organizational Affiliate dues
changes occurring at other times during the year will not be implemented until July 1. Rate
changes not received prior to the deadline may not be implemented unless the entity agrees to
incur any and all costs resulting from this delay.

Policy 501.5 VOLUNTARY WITHDRAWAL OF A NATIONAL DIVISION

An organization’s status as a National Division of the Association may be withdrawn when the
organization deems it is in their best interest to sever the relationship with the American
Counseling Association.

Rules for Withdrawal of a National Division: In order to facilitate an orderly separation, the
following rules have been established in the Bylaws:

1. No Division of ACA may effect its voluntary withdrawal from the Association except
pursuant to and in full compliance with these rules.

2. A Division shall give written notice of its intent to withdraw by registered mail,
addressed to the President of the Association, with a copy to the Executive Director
sent to the Headquarters address, in which an effective date of proposed withdrawal is
specified which is not earlier than a date more than twenty-four (24) calendar months
next following the month in which such written notice is received by the Association.

3. Areferendum shall be conducted jointly by the Division and the Association on the
guestion of the proposed withdrawal. Costs for the referendum will be paid by the
Division. The referendum shall be held at any time not less than sixty (60) days nor
more than one hundred and eighty (180) days next following receipt of the notice of
intention of withdrawing. Each member in good standing of the Division shall, by
written ballot, vote as to whether or not he/she wishes the Division to withdraw from the
Association. All ballots, procedures, and rules for tallying the ballots and ascertaining
the vote shall be jointly approved by the Association and the Division in question. A
positive vote for a Division’s withdrawal from ACA will require that a minimum number
of members cast ballots that include the average percentage of that Division’s



members who cast ballots in the last five presidential elections of that Division. Of
those who cast ballots in the withdrawal question referendum, two-thirds of those
voting must vote in favor of withdrawal. In the event less than the minimum number of
members cast ballots or less than two-thirds of those casting ballots vote in favor of
withdrawal, the referendum shall be declared a decision against withdrawal.

4. A withdrawing Division shall settle payment in full all its outstanding obligations to the
Association or to third parties from whom services or materials have been secured for
the benefit of the Division.

5. All the physical property or inventory of the withdrawing Division, after payment of its
indebtedness or other obligations, if any, of the type described in Section 4, shall be
physically removed from the Association’s property or custody.

6. A withdrawing Division must have paid to the Association the actual sum of money
disbursed by the Association in undertaking any action incident to complying with any
of these conditions precedent.

7. A withdrawing Division, by written formal action of its governing body, must have
transferred to this Association all its right, title and interest in the name of the Division
and must have agreed not to use it thereafter except pursuant to the written consent of
the Governing Council of the Association.

Policy 501.6 INVOLUNTARY REVOCATION OF A DIVISION CHARTER
ACA reserves the right to revoke the charter of any Division.

Removal for Cause: In addition to other good reasons, it will be deemed in the best interest
of ACA to revoke the charter of a Division if either of the following events occurs:

1. A Division has engaged in deficit budgeting or any other financial practices indicating it
is acting in an irresponsible manner fiscally, or otherwise is unable to pay its debts as
they mature; or

2. A Division alters its stated purposes, either formally or in the conduct of its affairs, in
such a manner as the Governing Council shall deem it is not acting in accordance with
the formal purposes of the Association, or is conducting its affairs in any manner
deemed not to be in the best interests of the Association.

Policy 501.7 INFORMATION TO EXECUTIVES

When information from headquarters and ACA leaders is sent to Division presidents, the
Division Executives shall be copied.

Policy 501.8 DIVISION REQUIREMENT

A. Consultation Regarding ACA Activities: ACA will endeavor to consult with Division
presidents with regards to any proposed program, actions, legislation and
expenditures, whose outcome directly affects, enhances, or impinges upon that
Division. Furthermore, ACA must advance such actions and initiatives with a
declaration of that Division’s position in regards to such ACA programs, initiatives, and
expenditures.



Division Interests: Presidents or chairs of ACA entities are to supply in writing to the
ACA President, ACA Executive Director, and ACA Senior Executive Management with
areas of interest about which the entity wishes to be consulted. Areas of interest may
include, but are not limited to, program, actions, legislation, and expenditures. Each
entity is to provide names of those members who may be consulted.

Budget Requirements: Each Division shall file a proposed annual budget by July 30,
and an audit and Form 990 within thirty days of completion.

Policy 501.9 ROTATIONAL SYSTEM FOR DIVISION BYLAW REVISIONS

A.

Review of Division Bylaws: Division bylaws will be reviewed every ten (10) years by
the ACA Bylaws and Policies Committee to determine congruency between the two
sets of bylaws.

Year of Review: Request for submission of a division’s bylaws will be based upon the
rotational schedule established by the ACA Bylaws and Policies Committee.

Notification: The rotational schedule established by ACA will be sent to all divisions
and each division will be reminded one year in advance of the year of review by the
Bylaws and Policies Committee.



Financial Information for Divisions

Budgeting:

Within the next few months, many of you may be faced with the task of approving your
organization’s operating budget. Outlined below are a few concepts of budgeting that may
help in the preparation.

The responsibility of developing the annual operating budget rests with all board
members.
Your budget should be approved by your governing body.

The manner in which a budget is developed could adversely influence planned
programs, benefits, and projects.

A budget is simply a tool. Itis a plan. Itis a quantified set of assumptions that translates
the goals of a strategic plan and converts them into the programs, benefits, and projects
needed to carry out the mission of the organization.

Some budget line items can be predicted with a great deal of certainty while others can
not.

The more conservative a budget the more flexible it can be. Try to budget for some
contingencies.

Budgets based on complete and timely information are generally more accurate.
Barring significant changes, financial performance tends to follow the historical trends of
the organization. It is often helpful to have the financial information from the last 2-3 full

years available to review.

A comparison to the current year activity and projections, if reasonably, accurate, is a
good indicator whether a budget is realistic.

Budget overruns are acceptable. Too many budget overruns or significant budget
overruns could be problematic.

Budgets vary greatly from organization to organization and even within organizations.
There is not a set format that budgets must follow nor are there standard categories that
must be used. Even the method used to calculate and measure costs widely differ.
However, if you exercise due diligence and have a basic understanding of the concepts
presented not only will budgeting be easier but monitoring it will also be easier.



Financial Statements:

As organizational leaders and officers, each of you has a duty to oversee the
finances of your respective organizations. Given this fiduciary responsibility and a
litigious society, it is essential for anyone involved with Associations to have a
general understand the organizations financial health and condition.

An organization’s financial health and position is measured through its financial
statements. Itis very important to understand what basis the organization’s financial
statements are being prepared. Cash basis financial statements record transactions
when cash is received and/or disbursed which can be misleading. Accrual basis
statements record transactions when incurred and are far more accurate. That is
why accrual basis financial statements are required by generally accepted accounting
principles.

Just as a thermometer can be used to take an individual’'s temperature to diagnosis
illness and/or evaluate health, financial statements can be used to measure the
financial health of an organization. However, just as an elevated temperature will not
indicate the specific illness the financial statements will not specifically indicate the
cause of an organization’s performance whether good or bad. Only by understanding
why the financial statements indicate certain information can a manager evaluate a
potential problem or promising trend.

To assess an organization’s financial status a minimum of two reports should be
routinely provided: the Balance Sheet (also called the statement of financial position)
and the Statement of Revenue and Expenses (also called the statement of activities).
When prepared and understood in a complete, accurate, and timely manner these
reports will provide the financial pulse of an organization and answer some of those
questions (below) needed for leaders to carry out their fiduciary responsibility and
make informed decisions.

Where do we stand as of the date of the report?

Are we financially viable?

What is our cash position?

Are bills being paid on time?

Where do we stand with investments?

How did they perform last month? Last year?

Are we doing as anticipated?

Are revenues going to meet the budgeted goal? If not, which ones and why?

What are we doing to address those revenues that may not meet the budgeted goal?
Are expenses going to meet the budgeted goal? If not, which ones and why?

What are we doing to address those expenses that may not meet the budgeted
goal?

What concerns should we be aware of and why?

e Where do you think we will finish the fiscal year?
e Are there any other concerns that we should be aware of?



Understanding the Management Services Agreement:
1) What is the Management Services Agreement?

The Management Services Agreement is a contract between ACA and your organization
in which ACA provides certain administrative services on behalf of your organization.

2) Why should our organization sign a Management Services Agreement?

Many related organizations do not maintain a staff to assume its administrative
responsibilities. Accordingly, these responsibilities fall to the volunteer leaders
who often have a greater expertise in the professional issues of the organization
rather than the administrative. On the other hand, ACA’s staff has an expertise in
most administrative areas while maintaining a familiarity with the organization's
mission. Finally, ACA provides these administrative services on a reimbursement
basis.

3) What services are provided under the Management Services Agreement?

The services offered under the Management Services Agreement are sufficient to
the administrative needs of a tax-exempt organization. In addition, program
services such as journal printing and marketing are also available. A detailed list of
our services is available upon request.

4) How are costs under the Management Services Agreement determined?

There are two alternatives available to an organization electing administrative
services from ACA. The first is the menu option. Under this alternative your
organization can select and customize the services that best fit your organization.
The second alternative is the flat-rate alternative. Under this alternative, the
essential services are packaged and offered on a per member rate.

5) How should we budget for costs under the Management Services Agreement?

The ACA Management Services Agreement is intended to recover those costs of
providing services. Services are invoiced monthly based on the number of new
and renewing members for that month. Each year, the base rate is evaluated and
adjusted, if necessary. These rates are systematically adjusted so rate increases
are kept at a minimum.

ACA provides a membership report to those related organizations for which ACA collects
membership dues. By monitoring these reports, related organizations can reasonably
estimate their annual and monthly membership levels. In addition, each February
proposed MSA rates are forwarded to related organizations. By multiplying an estimate
of your organization’s annual membership levels with the proposed rates you can simply
develop a reasonable budget of next years MSA fees.



6)

7

What is the process, if our organization elects the Management Services Agreement?

Simply contact ACA and indicate your organization is interested in signing a
Management Services Agreement. After the initial year, ACA will forward the
treasurer of the organization a new contract and the proposed rates for the coming
year. These contracts must be received by ACA before August 1st of the fiscal
year covered by the contract; otherwise, the rates are subject to a 5% surcharge.

How is management services invoiced?

On a monthly basis ACA will forward an invoice, along with supporting
documentation for any charge appearing on the invoice, to the treasurer of your
organization. This invoice will clearly indicate the amount owed. Your organization
is required to pay this invoice within 30 days of receipt.

8) What if our organization needs additional services after the Management Services?

9)

Agreement is signed?

The Management Services Agreement allows an organization to add any of the
services offered at anytime during the year. However, these services will be
invoiced in accordance with the menu of services which is an addendum to the
original contract.

How should our organization obtain services not offered through the Management?
Services Agreement?

In the event your organization wishes a service not provided through the
Management Services Agreement simply contact ACA. ACA does provide services
outside the agreement but these are on a case by case basis and negotiated
independent of the Management Services Agreement. If ACA can not provide the
service we can normally provide you a series of alternatives.

Travel, Meeting and Conference Expense Reimbursements:

A.

B.

Reimbursement Authority: ACA provides reimbursement for travel, housing, and per
diem for ACA officers, Governing Council members, Committee Chairs, staff, and other
persons authorized by the ACA President.

Authorizing Signature: The ACA President’s signature or President’s designee(s)
serves as the authorization for reimbursement of official ACA travel expenses for
officers and others traveling on behalf of ACA Governance. The Executive Director’s
signature or Executive Director’s designee(s) serves as the authorization for
reimbursement of official ACA travel expense for ACA staff and non staff.



Implementing Procedures:

1. Authorization: The signature of the authorizing individual must appear on the
expense voucher.

2. Supporting Data: Dates, places, and purpose of the authorized activity or meeting
must be indicated.

Travel Advances: Travel advances must be followed by a Travel and Expense
Reimbursement Form, original receipts, and any applicable reimbursement of unused
funds within thirty (30) days of the event.

. Time Frame for Submitting Vouchers: Travel vouchers must be submitted within thirty
(30) days of the incurring of travel costs. The association reserves the right to not
reimburse any expenses not received within the thirty (30) day time limit.

. Travel by Public Transportation: Round trip travel by air (coach fare), train, and bus will

be provided and will be reimbursed after submission of an official voucher and related
receipts.

Implementing Procedures:

1. Lowest Fare: ACA will reimburse travel at the lowest fare available at the time of
travel unless approved by the ACA President.

2. Travel Restrictions: Whenever possible, no more than two members of the
Executive Management Team should travel on the same flight.

3. Travel Review: Travel expenses for the President will be reviewed and signed off
by the Executive Director and travel expenses for the Executive Director will be
signed off by the President.

Travel by Private Automobile: Travel by automobile will be reimbursed at the rate
approved by the Internal Revenue Service, not to exceed one round trip air coach fare
from the individual’'s place of residence or point of departure to the meeting site.

Automobile Rental: Automobile rental may be reimbursed only if it is specifically
authorized by the ACA President or Executive Director.

Ground Transportation: Airport ground transportation is allowable and should be
reported on the official voucher forms.

Implementing Procedures:

1. Supporting Data: Original receipts, departure point, destination, business purpose,
date, amount of expenditure and name of passenger must be provided.

2. Intra-City Taxi Cab Fares: Other than transportation for meals, intra-city cab fares
are allowed when the official business requires such travel.



I.  Housing Reimbursement: ACA provides housing reimbursement for ACA officers,
Governing Council members, Committee Chairs, staff, and other authorized persons
when they are required or requested to attend meetings.

J. Per Diem Reimbursement: A fifty dollar ($50.00) subsistence allowance will be given
for each day of official business with the pro rata allocation for travel days. The daily
allocation will be as follows: Breakfast - $9.00; Lunch - $11.00; and Dinner - $30.00.

Implementing Procedures:

1. Business Meals: Only those meals that would have been incurred during the time
that an individual was traveling on ACA business are eligible for reimbursement.

2. Reduction of Per Diem: In the event the traveler is provided meals in the course of
association business, the meal allowance shall be reduced on the following basis:

Breakfast - $9.00; Lunch - $11.00; and Dinner - $30.00.

3. Provided Meals: Reimbursement for provided meals may not be claimed
regardless of whether or not the individual partakes.

4. Per Diem Inclusions: Public transportation fares to and from restaurants, taxes
and tips are considered part of the cost of the meal and are not reimbursed.



Reports:

Each Division shall transmit to the ACA President the names of its directors and officers
following their election or appointment. Each Division shall transmit an annual written report to
the ACA President who shall distribute to report to the Governing Council.

Deadline for submitting Reports:

March 20-22, 2012 February 6, 2012

Deadline for Submitting Bylaws for Review:

Meeting Date

October 13-15, 2011
March 20-22, 2012
October 11-13, 2012
March 19-21, 2013
October 17-19, 2013
March 25-27, 2014

October 16-18, 2014

Deadline Date

July 7, 2011
December 13, 2012
July 5, 2012
December 11, 2012
July 11, 2013
December 17, 2013

July 10, 2014

Dues Changes:

ACA Division dues changes will be implemented July 1 of each year, provided that the ACA
Executive Director or his/her designee is notified of such changes by one week following the
ACA Annual Conference. Because of the publication of promotional materials and applications
that list dues amounts, Division and Organizational Affiliate dues changes occurring at other
times during the year will not be implemented until July 1. Rate changes not received prior to
the deadline may not be implemented unless the entity agrees to incur any and all costs
resulting from this delay.

Dues Rate Increases — When and How:

A question that has consistently came up each year, from each leader is “Should we raise
our dues and if so, how much and when?”



Should we increase dues?

Unless membership and/or non-dues revenues increase, costs decrease or some positive
combination of these two situations occurs, an organization’s membership rates typically
will have to increase. This is a necessary evil that most organizations will eventually have
to face. Given increasing costs and/ or declining membership, it's not a matter if they need
to raise dues rates but when and how much they need to be raised. Given this dilemma,
an organization is faced with a philosophical choice to make: that is, whether to be
proactive or reactive.

A proactive organization will plan for these increases and minimize the adverse effects.
These groups typically consider rate increases annually as part of their budgeting process.
Whether needed or not groups will raise dues incrementally and create reserves. This
“saving for a raining day” mentality allows these groups to minimize if not eliminate the
need to ever substantially have a significant rate increase. Consequently, this is the
recommended approach.

Conversely, a reactive organization will increase rates infrequently. These rate increases
tend to be more significant and creates “sticker shock” to some of its members. As a result,
membership tends to decline temporarily if not permanently. Accordingly, any organization
adopting this philosophy should have significant non-dues revenues that could help
minimize the amount of any rate increase.

How much to raise dues?

To minimize rate increases there are three things any membership organization must do
well; be operationally efficient and profitable, retain, renew members, and grow non-dues
revenues sources.

A minimal rate increase (1-5%) draws little attention and few complaints. This makes sense
as most people have an expectation that prices will increase from year to year. On the
other hand, larger rate increases (8 -15%) have resulted in numerous complaints and a
drop in membership of 4-6%. When this happens your problems have now increased
(retention, recruitment, cash flows, etc.).

When to raise dues?

Rate increases should be planned at least twelve months in advance. Dues rate increase
has a more immediate impact on cash flows than on the financial performance of an
organization. Generally accepted accounting principle requires an annual membership to
be pro-rated over twelve months. Since division memberships are based on anniversary
dates rather than fixed date the actual financial impact of most members is realized over
two years. Conversely, cash is received normally in one payment and is immediately
available to an organization. Consequently, planning is particularly important in considering
when to increase membership rates.



Division Functions at the Conference:

As the division president, you will work closely with the ACA Conference & Meetings staff. You
will work with them on your division’s ancillary activities, i.e. business meetings, ticketed meal
functions, and receptions. You will begin the process early in your presidency and it will
continue until the conference.

The ACA Conference & Meetings staff will provided you with a timeline and check list of items
you will need to complete, review, or approve to ensure you have a stress free and successful
experience during the conference. Here is a list of FAQ’s that may help you navigate the
months of planning from the beginning of your presidency until the ACA Annual Conference.

What will | be responsible for?

As the president of a division who will be hosting meetings or events during the ACA Annual
Conference, you will be responsible for reviewing and approving your divisions conference
schedule, approving the dates and times of your events, confirming the approximate number of
attendees for each of your events, as well as selecting any food and beverages or audio visual
equipment that your events will require.

When will | receive my division’s conference schedule?

The ACA Conference & Meetings staff will give you your division’s conference schedule no later
than one month before the summer COPARC meeting takes place as you will be asked to
review and approve your meeting schedule before the summer COPARC meeting convenes. In
reviewing your division schedule you may want to seek the input of your division’s executive
board to ensure their personal conference schedules can accommaodate any important board
meetings, receptions, or meal functions.

Once | have reviewed my division schedule who do | give my approved or edited
conference schedule to?

Your approved or edited conference schedule should be given to the ACA Conference &
Meeting staff before or by the date indicated on your timeline. The ACA Conference & Meeting
staff will make the necessary edits and/or changes and you will be given another opportunity to
review and approve your division’s conference schedule.

How can | get my division a hospitality suite during the conference?

You will be given the opportunity to reserve a suite for your division at a discounted rate
negotiated by ACA. You/your division will be responsible for all charges associated with your
reserved suite. ACA will make your suite reservation provided you submit your reservation
information before or by the date indicated on your timeline.

What can | use a hospitality suite for?

Hospitality suites can be used to host small events such as meetings, receptions, etc. The
parlor of your hospitality suite can even be used as a sleeping room. Please note that suite
sizes and rules & regulations vary from hotel to hotel so it is important to consult with the ACA
Conference and Meeting staff on any events or meetings you wish to host in your suite.




Who orders the food and beverages for my division’s events?

As the division president you will make the decisions as to, if or what food and beverages will be
served at your division events. You will receive a catering menu for the hotel where your events
will be held and with the full support and guidance of the ACA Conference & Meeting staff, you
are responsible for selecting the food and beverages for your events before or by the dated
indicated on your timeline.

Can my division host a ticketed meal?

Yes. Any division can host a ticketed meal. Breakfast meal tickets are sold at $33.00 each,
brunch at $35.00 each and lunch at $40.00 each. Each division will need to confirm whether or
not your division will host a ticketed meal during the conference. You will do this by completing
a TICKETED MEAL AGREEMENT which you will receive with your division schedule. If you
agree to host a ticketed meal, ACA will manage your ticket sales. The number of tickets
available for sale will be determined by your division’s ticket sale history and your input.

Yes, my division will host a ticketed meal, then what?

ACA will manage your ticket sales for you and in early January, you will start to receive weekly
rosters of who has purchased tickets to your meal. At this point, you can determine if your ticket
sales are meeting your expectations and act accordingly. You can contact your board members
and remind them to purchase their tickets, you can contact your membership and remind them
to purchase their tickets, or you can sit back and watch the roster grow until it's time to decide
your ON-SITE TICKET total and your comp ticket total numbers which you will need to submit
before or by the dated indicated on your timeline.

What is an ON-SITE TICKET total?

The ON-SITE TICKET total is the number of tickets you would like to continue selling from mid
February until the conference. This is an important decision as several key components revolve
around this bit of information. For example:

e If you decide that your ON-SITE TICKET total will be 20, this is the number of tickets
that ACA will continue to sell from mid February until the day of your ticketed meal or
until your tickets sell out, whichever comes first.

e If your ON-SITE TICKETS are all sold before the annual conference dates, your
meal will be consider sold out and no tickets will be sold during the conference.

e If you still have ON-SITE TICKETS available for sale when the ACA registration
opens during the conference, ACA will continue to sell your tickets until they sell out.

What is a comp ticket total?

The comp ticket total is the number of meal tickets that you, as division president can request to
give away to your board members, your division members, your ticketed meal speaker, or
award winner(s).

Is a comp ticket free?
YES and NO. YES the comp ticket will provide its recipient with at free meal but NO the comp
ticket is not free for the division as it will have to pay for the recipient’s meal.

When will | receive my requested comp meal tickets?

All requested comp meal tickets can be picked up by the division president at the registration
desk during the conference. We strongly suggest you retrieve your comp tickets as soon as you
possibly can so you that you can make sure the intended recipient(s) receive them before the
meal.



How is the amount of food determined for my ticketed meal?
The amount of food is determined by your division’s total number of tickets. Your total number
of tickets is calculated by adding the number of tickets sold by mid February, the number of ON-
SITE TICKETS requested and the number of comp tickets requested.
Example:

20 tickets sold by mid February

10 ON-SITE TICKETS requested

+10 comp tickets requested
40 is your division’s total number of tickets

Your division will need to order and pay for food for 40 guests.

Who will | work with on all of these details or who can | contact if | have more questions?
You will work with Theresa Holmes from the ACA Conference & Meetings team on all of the
above. She is ready and available to answer any of your questions and assist you in making all
of the decisions you have ahead.

If she has not already been in touch with you, no worries, your phone will be ringing soon!
Theresa Holmes

Senior Meeting Coordinator, Conference & Meeting Services

800-347-6647 x246

tholmes@counseling.org

Division Sponsored Education Sessions or Days of Learning:

Call for Proposals - The Call for Proposals is open to everyone. Division Leaders allowed to
submit proposals if one would like to present at the ACA Annual Conference

Conference Proposal Review - All ACA Divisions and Regions are to supply ACA with a list of
10 or more persons willing to review proposals (email is sent to all Divisions and Regions during
the month of April with information). After the online Call for Proposals close, ACA will randomly
and evenly distribute all proposals received to the group of reviewers.

Divisions’ representation during the Educational Content at Conference - ACA allots a certain
number of Education Sessions for each Division. Each Division has the following options:

1. Filling allotted slots (one 90-minute program, two 60-minute programs, and three 30-minute
poster sessions). These sessions will be scheduled evenly over the three day Conference.

2. Hosting a “Day of Learning” (The number and time format of session slots will be based on
the ACA Education Session schedule for the day, and do not consist of any 30-minute
poster sessions). All sessions will be scheduled on one day and held in the same room.

Division select programs - The process by which Division’s select the presenters and programs
to fill the allotted “sponsored” slots is up to each division. Some Divisions hold their own Call for
Proposals, some have essay competitions, and others simply invite particular speakers or
leaders to present.
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Conference sessions, including the Division Sponsored Sessions, approved for continuing
education credits - Conference Education Sessions are approved by the following:
e American Psychological Association (APA): All Advanced level 90-Minute and 60-Minute
Programs
Association for Play Therapy (APT): Selected Sessions
e California State Board of Behavioral Sciences: All Sessions
e Commission on Rehabilitation Counselor Certification (CRCC): All 90-Minute and 60-
Minute Programs
e NAADAC: The Association for Addiction Professionals: All Sessions
National Board for Certified Counselors (NBCC): All Sessions
e Ohio State Counselor, Social Worker & Marriage and Family Therapist Board: All
Sessions
e Washington State Superintendent of Public Instruction: All Sessions

Can a Division hold an event or session outside of the allotted conference sessions and offer
CE credit to attendees for the educational content? Yes, each ACA Division and State Branch
has a pre-approval number assigned by the NBCC. Each Division and Branch has the ability to
offer CE by following the NBCC Guidelines using their assigned approval number. You can
contact NBCC directly at 336-547-0607 or go to www.nbcc.org.

Can ACA process certificates, mailing, and record keeping of a Division event other than the
allotted conference sessions? Yes, ACA would treat the event as a Co-Sponsorship. A Co-
Sponsorship application and $125 fee will need to be submitted to ACA at least 4-6 weeks
before the event. A $20 processing fee will be charged to each attendee seeking credit.
Contact dbeales@counseling.org for application and additional information.
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DIVISIONS CALENDAR
July 1, 2011 — June 30, 2012

July 2011

June 29 — July 2, 2011

2011 NCDA Conference

San Antonio, TX

Information: associationdatabase.com/aws/NCDA/pt/sp/home

July 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for August 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

July 7, 2011
Deadline for Submitting Bylaws for Review
Information: Holly Clubb — hclubb@counseling.org

July 14-16, 2011

AMHCA Annual Conference
San Francisco, CA
Information: AMHCA.org

July 18-19, 2011
Conference Program Selection Committee meeting
Information: Debbie Beales — dbeales@counseling.org

July 27-30, 2011
ACA Summer Institute for Leadership Training
Information: Denise Brown — dbrown@counseling.org

Auqgust 2011

Auqust 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for September 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org
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Auqust 16, 2011

NECA's Summer Institute, Wellness at Work
Annapolis, MD

Information: www.employmentcounseling.org

August 29, 2011

Deadline for submitting Agenda Items and/or Motions for the October 2011
Governing Council Meeting

Information: Holly Clubb — hclubb@counseling.org

September 2011

September 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for October 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

September 8-10, 2011

AACE National Assessment and Research Conference
Fort Worth, TX

Information: www.theaaceonline.com

October 2011

October 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for November 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

October 13-15, 2011
Governing Council Meeting
Information: Holly Clubb — hclubb@counseling.org
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October 26-30, 2011

ACES Conference 2011

Nashville, TN

Information: Robin Lee — rlee@mtsu.edu

November 2011

November 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for December 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

November 18, 2011
Submission deadline for ACA National Awards Nomination
Information: Holly Clubb — hclubb@counseling.org

December 2011

December 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for January 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

December 1, 2010
ACA Committee Nominations deadline
Information: Holly Clubb — hclubb@counseling.org

December 13, 2011
Deadline for submitting Bylaws for Review
Information: Holly Clubb — hclubb@counseling.org
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January 2012

January 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for February 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

February 2012

February 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for March 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

February 6, 2012
Deadline for Reports to the ACA President and Governing Council
Information: Holly Clubb — hclubb@counseling.org

February 9-12, 2012

ASGW 2012 National Convention
Albuquerque, NM

Information: www.asgqw.org

March 2012

March 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for April 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

March 20-22, 2012

ACA Governing Council Meeting

San Francisco, CA

Information: Holly Clubb — hclubb@counseling.org
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March 21-25, 2012

ACA Annual Conference

San Francisco, CA

Information: www.counseling.org/conference

April 2012

April 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for May 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

May 2012

May 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for June 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

June 2012

June 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for July 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

To add or change an event, please contact Holly Clubb, Director of
Leadership Services at hclubb@counseling.org.
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REGIONS

Bylaws — March 2011

ARTICLE VI
REGIONS OF THE ASSOCIATION

Section 1. Composition.
a) Geographical Regions of the Association shall be established by the Governing Council.

b) Region meetings shall be held annually to conduct the business of the Region and to
elect its officers.

Section 2. Function.

a) Region officers shall be responsible for leadership training, professional development,
and continuing education of Branch members consistent with the strategic plan
adopted by ACA.

b) Coordinating an annual leadership workshop in which the region annual conference is
to be held shall be the responsibility of the principal elected officer of the Region.

c) Region officers shall be responsible for the coordination and implementation of
strategic planning concepts with the Region.

Section 3. Reports.

Each Region shall transmit to the ACA President the names of its directors and officers promptly
following their election and appointment. Each Region shall transmit an annual written report to
the ACA President who shall distribute the report to the Governing Council.



Policies & Procedures for Regions — March 2011
REGION OFFICER

Role: The role of an officer of a Region of the American Counseling Association is to provide
leadership training, professional development, continuing education and public policy and
legislative training to Branch members following the ACA Strategic Plan.

Functions: The functions of an officer of a Region include:

To coordinate a leadership workshop at the ACA annual conference;

To report on activities to the Governing Council,

To coordinate and implement the strategic planning concepts at the Branch level,

To hold an annual Regional meeting to provide leadership training, conduct the
business of the Regions and to elect officers;

Every third year to submit to the ACA Nominations and Election Committee the names
of two candidates who have been Branch Presidents in the Region to be placed on the
ballot to serve as the Governing Council representative for the Region. The
nomination, selection and announcement of the Regional candidates for the Governing
Council representative must take place at the ACA annual conference;

6. To promote and facilitate communication between and among Branches and Regions;
7. To facilitate the articulation of Regional and Branch issues and concerns.
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Policy 701.1 REGION NAMES

The names of the four Regions of ACA shall be: ACA-Midwest Region; ACA-North Atlantic
Region; ACA-Southern Region; and ACA-Western Region.

Policy 701.2 LEADERSHIP TRAINING

The Regions are directed to provide leadership training to the State Branch leaders and
emerging leaders of the Association. The training shall take place annually and may include but
not be limited to the following: (1) Orientation and linkage to ACA; (2) Leadership skills and
styles; (3) Government relations; (4) Member retention and recruitment; (5) Communication,
including state conference and state newsletters; (6) State Executive Director/secretary training;
(7) Ethical, legal issues for leaders; (8) State Branch and Division relationships; (9) Advocacy,
(10) Not-for-Profit tax exempt training, and 11) Multicultural Diversity training. The Regions
shall give Divisions an opportunity to offer training and participate in the Regional leadership
training

Policy 701.3 REGION SUBSIDIES AND FINANCES

A. ANNUAL SUBSIDY: ACA shall provide each of its four Regions an annual subsidy to
be determined by the Financial Affairs Committee and approved by Governing Council
during the annual budgeting process.

B. NOTIFICATION OF SUBSIDY: The amount of this subsidy shall be communicated to
each Region Chair and Chair-Elect, immediately following the adoption of the ACA
budget no later than thirty (30) days prior to the fiscal year.



C. PURPOSE OF SUBSIDY: The purposes of the subsidy are:

1. to assure that financial resources are available for Regional officers to attend ACA
conference and leadership meetings, e.g., Council of Presidents and Region
Chairs, the fall Regional training, and

2. to allow Regional officers to expend the subsidy in the best interest of their Region,
Branches and Plan of Action.

3. to use additional subsidies to support low income Branches sending
representatives to Regional leadership assemblies.

D. ACCESSING FUNDS: The Region shall provide an annual accounting of the funds
received by no later than July 31 following the conclusion of the fiscal year during
which the funds were expended. Once the previous year's accounting report of the
subsidy is approved, the current year's subsidy will be deposited into the Region
checking account. The money is then accessed like any other disbursement.

E. RETURN OF UNUSED SUBSIDY: Any subsidies provided by ACA that are not
expended or encumbered by June 1st of the fiscal year are forfeited by the Region and
returned to ACA’s operating fund.

F. INDEPENDENT FUNDS: Any monies raised by Regions, from any source, must be
deposited into their respective Regional bank accounts maintained by ACA. These
monies belong to each Region and shall not be “at risk” or subject to forfeiture under
any circumstances. Additionally, ACA shall not have the authority to withdraw any
monies from this account without express written authority from the Regional Treasurer
or Chair.

G. CONTRACTS: To facilitate annual region meetings, the Regions shall be permitted to
execute contracts for services. All contracts must be reviewed by ACA PRIOR to being
signed by the Region Chair. It is expected that the region meetings will be self-
supporting.

Policy 701.4 MEETING DATES AND SITES

Dates and sites for Annual Regional meetings must be approved by the Governing Council.

Reports:

Each Region shall transmit to the ACA President the names of its directors and officers promptly
following their election and appointment. Each Region shall transmit an annual written report to
the ACA President who shall distribute the report to the Governing Council.

Deadline for submitting Reports:

March 20-22, 2012 February 6, 2012



Financial — Helpful Hints for Leaders

Budgeting:

Within the next few months, many of you may be faced with the task of approving your
organization’s operating budget. Outlined below are a few concepts of budgeting that may
help in the preparation.

The responsibility of developing the annual operating budget rests with all board
members.
Your budget should be approved by your governing body.

The manner in which a budget is developed could adversely influence planned
programs, benefits, and projects.

A budget is simply a tool. Itis a plan. Itis a quantified set of assumptions that translates
the goals of a strategic plan and converts them into the programs, benefits, and projects
needed to carry out the mission of the organization.

Some budget line items can be predicted with a great deal of certainty while others can
not.

The more conservative a budget the more flexible it can be. Try to budget for some
contingencies.

Budgets based on complete and timely information are generally more accurate.
Barring significant changes, financial performance tends to follow the historical trends of
the organization. It is often helpful to have the financial information from the last 2-3 full

years available to review.

A comparison to the current year activity and projections, if reasonably, accurate, is a
good indicator whether a budget is realistic.

Budget overruns are acceptable. Too many budget overruns or significant budget
overruns could be problematic.

Budgets vary greatly from organization to organization and even within organizations.
There is not a set format that budgets must follow nor are there standard categories that
must be used. Even the method used to calculate and measure costs widely differ.
However, if you exercise due diligence and have a basic understanding of the concepts
presented not only will budgeting be easier but monitoring it will also be easier.



Financial Statements:

As organizational leaders and officers, each of you has a duty to oversee the
finances of your respective organizations. Given this fiduciary responsibility and a
litigious society, it is essential for anyone involved with Associations to have a
general understand the organizations financial health and condition.

An organization’s financial health and position is measured through its financial
statements. Itis very important to understand what basis the organization’s financial
statements are being prepared. Cash basis financial statements record transactions
when cash is received and/or disbursed which can be misleading. Accrual basis
statements record transactions when incurred and are far more accurate. That is
why accrual basis financial statements are required by generally accepted accounting
principles.

Just as a thermometer can be used to take an individual’'s temperature to diagnosis
illness and/or evaluate health, financial statements can be used to measure the
financial health of an organization. However, just as an elevated temperature will not
indicate the specific illness the financial statements will not specifically indicate the
cause of an organization’s performance whether good or bad. Only by understanding
why the financial statements indicate certain information can a manager evaluate a
potential problem or promising trend.

To assess an organization’s financial status a minimum of two reports should be
routinely provided: the Balance Sheet (also called the statement of financial position)
and the Statement of Revenue and Expenses (also called the statement of activities).
When prepared and understood in a complete, accurate, and timely manner these
reports will provide the financial pulse of an organization and answer some of those
questions (below) needed for leaders to carry out their fiduciary responsibility and
make informed decisions.

Where do we stand as of the date of the report?

Are we financially viable?

What is our cash position?

Are bills being paid on time?

Where do we stand with investments?

How did they perform last month? Last year?

Are we doing as anticipated?

Are revenues going to meet the budgeted goal? If not, which ones and why?

What are we doing to address those revenues that may not meet the budgeted goal?
Are expenses going to meet the budgeted goal? If not, which ones and why?

What are we doing to address those expenses that may not meet the budgeted
goal?

What concerns should we be aware of and why?

e Where do you think we will finish the fiscal year?
e Are there any other concerns that we should be aware of?



Travel, Meeting and Conference Expense Reimbursements:

B.

Reimbursement Authority: ACA provides reimbursement for travel, housing, and per
diem for ACA officers, Governing Council members, Committee Chairs, staff, and other
persons authorized by the ACA President.

Authorizing Signature: The ACA President’s signature or President’s designee(s)
serves as the authorization for reimbursement of official ACA travel expenses for
officers and others traveling on behalf of ACA Governance. The Executive Director’s
signature or Executive Director’s designee(s) serves as the authorization for
reimbursement of official ACA travel expense for ACA staff and non staff.

Implementing Procedures:

1. Authorization: The signature of the authorizing individual must appear on the
expense voucher.

2. Supporting Data: Dates, places, and purpose of the authorized activity or meeting
must be indicated.

Travel Advances: Travel advances must be followed by a Travel and Expense
Reimbursement Form, original receipts, and any applicable reimbursement of unused
funds within thirty (30) days of the event.

Time Frame for Submitting Vouchers: Travel vouchers must be submitted within thirty
(30) days of the incurring of travel costs. The association reserves the right to not
reimburse any expenses not received within the thirty (30) day time limit.

Travel by Public Transportation: Round trip travel by air (coach fare), train, and bus will
be provided and will be reimbursed after submission of an official voucher and related
receipts.

Implementing Procedures:

1. Lowest Fare: ACA will reimburse travel at the lowest fare available at the time of
travel unless approved by the ACA President.

3. Travel Restrictions: Whenever possible, no more than two members of the
Executive Management Team should travel on the same flight.

4. Travel Review: Travel expenses for the President will be reviewed and signed off
by the Executive Director and travel expenses for the Executive Director will be
signed off by the President.

Travel by Private Automobile: Travel by automobile will be reimbursed at the rate
approved by the Internal Revenue Service, not to exceed one round trip air coach fare
from the individual’s place of residence or point of departure to the meeting site.



G. Automobile Rental: Automobile rental may be reimbursed only if it is specifically
authorized by the ACA President or Executive Director.

H. Ground Transportation: Airport ground transportation is allowable and should be
reported on the official voucher forms.

Implementing Procedures:

1. Supporting Data: Original receipts, departure point, destination, business purpose,
date, amount of expenditure and name of passenger must be provided.

2. Intra-City Taxi Cab Fares: Other than transportation for meals, intra-city cab fares
are allowed when the official business requires such travel.

J. Housing Reimbursement: ACA provides housing reimbursement for ACA officers,
Governing Council members, Committee Chairs, staff, and other authorized persons
when they are required or requested to attend meetings.

J. Per Diem Reimbursement: A fifty dollar ($50.00) subsistence allowance will be given
for each day of official business with the pro rata allocation for travel days. The daily
allocation will be as follows: Breakfast - $9.00; Lunch - $11.00; and Dinner - $30.00.

Implementing Procedures:

1. Business Meals: Only those meals that would have been incurred during the time
that an individual was traveling on ACA business are eligible for reimbursement.

3. Reduction of Per Diem: In the event the traveler is provided meals in the course of
association business, the meal allowance shall be reduced on the following basis:

Breakfast - $9.00; Lunch - $11.00; and Dinner - $30.00.

3. Provided Meals: Reimbursement for provided meals may not be claimed
regardless of whether or not the individual partakes.

4. Per Diem Inclusions: Public transportation fares to and from restaurants, taxes
and tips are considered part of the cost of the meal and are not reimbursed.



REGIONS CALENDAR
July 1, 2011 — June 30, 2012

July 2011

July 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for August 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

July 7, 2011
Deadline for Submitting Bylaws for Review
Information: Holly Clubb — hclubb@counseling.org

July 9, 2011

New Mexico Counseling Association Conference
Albuquerque, NM

Information: nmcounselors@gmail.com

July 27-30, 2011
ACA Summer Institute for Leadership Training
Information: Denise Brown — dbrown@counseling.org

Auqgust 2011

August 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for September 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

August 29, 2011

Deadline for submitting Agenda Items and/or Motions for the October 2011
Governing Council Meeting

Information: Holly Clubb — hclubb@counseling.org



mailto:lschallcross@counseling.org
mailto:hclubb@counseling.org
mailto:nmcounselors@gmail.com
mailto:dbrown@counseling.org
mailto:lschallcross@counseling.org
mailto:hclubb@counseling.org

September 2011

September 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for October 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

September 11-12, 2011

2011 Directors of Guidance Conference
Austin, TX

Information: Kathy Kasper - kathy@txca.org

September 18-20, 2011

Louisiana Counseling Association Annual Conference
Baton Rouge, LA

Information: www.lacounseling.org

September 21-23, 2011

Nebraska Counseling Association Conference
Kearney, NE

Information: www.nca.promotedignity.org

October 2011

October 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for November 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

October 6-8, 2011

Wyoming Counseling Association Annual conference
Casper, WY

Information: www.wyoca.org

October 11-13, 2011

Kentucky Counseling Association 2011 Annual Conference
Louisville, KY

Information: www.kyca.org



mailto:lschallcross@counseling.org
mailto:kathy@txca.org
http://www.lacounseling.org/
http://www.nca.promotedignity.org/
mailto:lschallcross@counseling.org
http://www.wyoca.org/
http://www.kyca.org/

October 13-15, 2011
Governing Council Meeting
Information: Holly Clubb — hclubb@counseling.org

October 13 — 16, 2011

Florida Counseling Association Annual Convention
Orlando, FL

Information: www.flacounseling.org

October 14-16, 2011

Montana Counseling Association Fall Conference
Hot Springs, MT

Information: www.mtcounseling.org

October 21-23, 2011

Pennsylvania Counseling Association Annual Conference
State College, PA

Information: www.pacounseling.org

October 28, 2011
Oklahoma Counseling Association Fall Conference
Information: www.oklahomacounseling.org

November 2011

November 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for December 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

November 2-4, 2011

Mississippi Counseling Association Conference
Biloxi, MS

Information: www.mscounselor.org

November 6-7, 2011

All Michigan Counselor Conference

Kalamazoo, Ml

Information: www.michigancounselingassociation.com



mailto:hclubb@counseling.org
http://www.flacounseling.org/
http://www.mtcounseling.org/
http://www.pacounseling.org/
http://www.oklahomacounseling.org/
mailto:lschallcross@counseling.org
http://www.mscounselor.org/
http://www.michigancounselingassociation.com/

November 7, 2011

Wisconsin Counseling Association Annual Conference
Wisconsin Rapids, WI

Information: www.wicounseling.org

November 9-12, 2011

2011 Annual Professional Growth Conference
Fort Worth, TX

Information: Jennifer Taylor - jennifer@txca.org

November 10-12, 2011

lllinois Counseling Association Annual Conference
Skokie, IL

Information: www.ilcounseling.org

November 10-12, 2011

Virginia Counseling Association Convention
Portsmouth, VA

Information: www.vcacounselors.org

November 16-18, 2011

Alabama Counseling Association Annual Conference 2011
Birmingham, AL

Information: www.alabamacounseling.org

November 16-18, 2011
66™ Annual Arkansas Fall Conference 2011
Information: www.arcounseling.orqg

November 18, 2011
Submission deadline for ACA National Awards Nomination
Information: Holly Clubb — hclubb@counseling.org

November 18-22, 2011

Tennessee Counseling Association Annual Conference
Memphis, Tennessee

Information: www.tncounselors.org



http://www.wicounseling.org/
mailto:jennifer@txca.org
http://www.ilcounseling.org/
http://www.vcacounselors.org/
http://www.alabamacounseling.org/
http://www.arcounseling.org/
mailto:hclubb@counseling.org
http://www.tncounselors.org/

December 2011

December 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for January 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

December 1, 2010
ACA Committee Nominations deadline
Information: Holly Clubb — hclubb@counseling.org

December 13, 2011
Deadline for submitting Bylaws for Review
Information: Holly Clubb — hclubb@counseling.org

January 2012

January 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for February 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

January 25-28, 2012

Idaho Counseling Association Annual Conference
Boise, ID

Information: www.idahocounseling.org

February 2012

February 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for March 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org



mailto:lschallcross@counseling.org
mailto:hclubb@counseling.org
mailto:hclubb@counseling.org
mailto:lschallcross@counseling.org
http://www.idahocounseling.org/
mailto:lschallcross@counseling.org

February 4-6, 2012

North Dakota Counseling Association Annual Conference
Bismarck, ND

Information: www.nodak.edu

February 6, 2012
Deadline for Reports to the ACA President and Governing Council
Information: Holly Clubb — hclubb@counseling.org

February 23-25, 2012

South Carolina Counseling Association Conference
Myrtle Beach, SC

Information: www.sccounselor.org

February 26, 2012

District of Columbia Counseling Association Conference
Washington, DC

Information: www.dcca.club.officelive.com

March 2012

March 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for April 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

March 9-10, 2012
Colorado Counseling Association Conference
Information: www.coloradocounselingassociation.org

March 20-22, 2012

ACA Governing Council Meeting

San Francisco, CA

Information: Holly Clubb — hclubb@counseling.org

March 21-25, 2012

ACA Annual Conference

San Francisco, CA

Information: www.counseling.org/conference



http://www.nodak.edu/
mailto:hclubb@counseling.org
http://www.sccounselor.org/
http://www.dcca.club.officelive.com/
mailto:lschallcross@counseling.org
http://www.coloradocounselingassociation.org/
mailto:hclubb@counseling.org
http://www.counseling.org/conference

April 2012

April 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for May 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

April 2-3, 2012

Maine Counseling Association Conference 2012
Rockport, Me

Information: www.maineca.org

April 19-21, 2012

The American Counseling Association of Missouri Conference
Jefferson City, MO

Information: www.counselingmissouri.org

May 2012

May 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for June 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

June 2012

June 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for July 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

To add or change an event, please contact Holly Clubb, Director of
Leadership Services at hclubb@counseling.org.



mailto:lschallcross@counseling.org
http://www.maineca.org/
http://www.counselingmissouri.org/
mailto:lschallcross@counseling.org
mailto:lschallcross@counseling.org
mailto:hclubb@counseling.org

Section IV — BRANCHES



BYLAWS FOR BRANCHES

Bylaws — March 2011

Article VIl - Branches of the Association

Section 1. Organization of Branches.

a)

b)

C)

Section

The Association shall include one or more Branches, each of which shall consist of at
least fifty members in good standing in the Association, each whom are residence of
such geographic subdivision. For the purposes of these Bylaws, the District of
Columbia, the Commonwealth of Puerto Rico, U.S. Territories, Foreign Countries, and
such other geopolitical subdivisions, when chartered by Governing Council, shall be
considered to be Branches.

No Branch shall be organization or operated except in accordance with the Article of
Incorporation and Bylaws of ACA.

The purposes of a Branch shall be in accordance with those of ACA.

2. Formation of Branches.

The Governing Council shall have the power to charter Branches, but only one Branch may be
chartered in any State in the United States, the District of Columbia, the Commonwealth of
Puerto Rico, and U.S. Virgin Islands. Two-thirds of the votes cast by members of Governing
Council who are present at a meeting where there is a quorum shall be necessary to grant a
charter to a new Branch.

Section

a)

b)

c)
d)

Section

a)

3. Autonomy of Branches.

A Branch of the Association shall be free to conduct its affairs at the Branch level but
shall do so only in compliance with the Articles of Incorporation and the Bylaws of ACA.
The Governing Council shall establish such policies and procedures for Branch
Operations necessary to ensure responsible fiscal operations.

A Branch shall include on its Governing Body a representative from each chartered
ACA Division in the Branch.

All elected officers of a Branch shall be members of ACA.

A Branch may adopt its own name, but in all instances shall identify itself as “A Branch
of the American Counseling Association.”

4. Branch Divisions, Chapters, and Interest Sections.
A Branch Division must be chartered by the Branch within which it is located and by the

National Division which it represents, consistent with the Bylaws of ACA, the Branch
and the National Division.



b) All officers of a Branch Division shall be members in good standing of ACA, the
Branch, and the corresponding National Division.

¢) A Branch Chapter shall consist of persons who organized on the basis of a local
geographic unit with in the Branch in accordance with the Bylaws and policies of the
Branch.

d) A Branch Interest Section shall consist of persons who organize on either a Brach or
local basis in accordance with the Bylaws and policies of the Branch to promote a
professional interest not otherwise provided for the Divisional structure.

e) Each Branch shall provide for the organization and affiliation with the Branch of such
Branch Divisions, Chapters, and Interest Section as may be established in accordance
with the policies and procedures adopted by the Governing Council.

Section 5. Proposed Amendments to Basic Documents.

Proposed amendments to the Articles of Incorporation or the Bylaws of any Branch shall be
reported in writing to the ACA President no later than fourteen weeks prior to the Governing
Council meeting at which the change may be considered. The ACA President shall transmit the
written proposed amendments to the ACA Bylaws and Policies Committee which will transmit to
the Governing Council such proposed amendments with or without recommendation regarding
each proposed change at least six weeks before the next regularly scheduled meeting of the
Governing Council. Any such proposed amendment cannot take effect until approved by the
ACA Governing Council.

Section 6. Reports.

Each Branch shall transmit to the ACA President the names of its directors and officers promptly
following their election or appointment. Each Branch shall transmit a written annual report to the
ACA President who shall distribute the report to the Governing Council.

Section 7. Involuntary Revocation of a Charter.
The Governing Council shall have the power to revoke the charter of a Branch when it is
deemed in the best interest of ACA to do so.

a) Before final action may be taken with respect to the revocation of the charter of a
Branch, a notice of intent to revoke must first be passed by majority of the members of
Governing Council present and voting and the Branch in question advised in writing of
the reasons for the proposed action. The Branch shall have until the next national
meeting of the Association (but in no case less than nine months) to effect remedial
measures or otherwise bring itself into compliance with the Bylaws of the Association.

b) Two-thirds of the votes cast by the members of the Governing Council who are present
at a meeting where there is a quorum shall be necessary to revoke the charter of a
Branch.

Section 8. Voluntary Withdraw of a Branch.
An organization’s status as a Branch of ACA may be voluntarily withdrawn only in compliance
with ACA Bylaws, policies, and procedures adopted by the ACA Governing Council.



Policies & Procedures for Branches — March 2011

BRANCH OFFICERS

Role: The role of an officer of a Branch of the American Counseling Association is to provide
leadership to Branch members.

Functions: The functions of an officer of a Branch include:

1. To conduct the affairs of the Branch in compliance with the Bylaws of the Branch and
the Bylaws of ACA,;

2. To be a member of the American Counseling Association;

3. Proposed amendments to the Articles of Incorporation or Bylaws of any Branch shall
be reported in writing to the ACA President no later than fourteen weeks prior to the
Governing Council meeting at which the change may be considered. The ACA
President shall transmit the written proposed amendments to the ACA Bylaws
Committee which will transmit to the Governing Council such proposed amendments
with or without recommendations regarding each proposed change at least six weeks
before the next regularly scheduled meeting. Any such proposed amendment cannot
take effect until approved by the ACA Governing Council;

4. To send to the ACA President the names of the directors and officers promptly
following their election or appointment;

5. To submit a written report to the ACA President who shall report salient developments
to the Governing Council;

6. To facilitate the achievement of the Branch and ACA goals;

7. To participate in leadership training;

8. To facilitate the articulation of Branch issues and concerns and relay these concerns
and issues to Regional leaders and other ACA leaders;

9. To attend Region meetings.

Policy 801.1 INFORMATION TO BRANCH EXECUTIVES

When information from headquarters and ACA leaders is sent to Branch Presidents, the Branch
Executives shall be copied.

Policy 801.2 BRANCH INPUT

ACA shall advise the Branch President of ACA activities which are to be presented within that
Branch.

Policy 801.3 ROTATIONAL SYSTEM FOR BYLAWS REVISIONS
A. Bylaws Review: Branch bylaws will be reviewed every ten (10) years by the ACA
Bylaws and Policies Committee to determine congruency between the two sets of

bylaws.

B. Year of Review: Request for submission of a branch’s bylaws will be based upon the
rotational schedule established by the ACA Bylaws and Policies Committee.



C. Notification: The rotational schedule established by ACA will be sent to all branches

and each branch will be reminded one year in advance of the year of review by the
Bylaws and Policies Committee.

Financial — Helpful Hints for Leaders

Budgeting:

Within the next few months, many of you may be faced with the task of approving your
organization’s operating budget. Outlined below are a few concepts of budgeting that may
help in the preparation.

The responsibility of developing the annual operating budget rests with all board
members.
Your budget should be approved by your governing body.

The manner in which a budget is developed could adversely influence planned
programs, benefits, and projects.

A budget is simply a tool. Itis a plan. Itis a quantified set of assumptions that translates
the goals of a strategic plan and converts them into the programs, benefits, and projects
needed to carry out the mission of the organization.

Some budget line items can be predicted with a great deal of certainty while others can
not.

The more conservative a budget the more flexible it can be. Try to budget for some
contingencies.

Budgets based on complete and timely information are generally more accurate.
Barring significant changes, financial performance tends to follow the historical trends of
the organization. It is often helpful to have the financial information from the last 2-3 full

years available to review.

A comparison to the current year activity and projections, if reasonably, accurate, is a
good indicator whether a budget is realistic.

Budget overruns are acceptable. Too many budget overruns or significant budget
overruns could be problematic.

Budgets vary greatly from organization to organization and even within organizations.
There is not a set format that budgets must follow nor are there standard categories that
must be used. Even the method used to calculate and measure costs widely differ.
However, if you exercise due diligence and have a basic understanding of the concepts
presented not only will budgeting be easier but monitoring it will also be easier.



Financial Statements:

As organizational leaders and officers, each of you has a duty to oversee the
finances of your respective organizations. Given this fiduciary responsibility and a
litigious society, it is essential for anyone involved with Associations to have a
general understand the organizations financial health and condition.

An organization’s financial health and position is measured through its financial
statements. It is very important to understand what basis the organization’s financial
statements are being prepared. Cash basis financial statements record transactions
when cash is received and/or disbursed which can be misleading. Accrual basis
statements record transactions when incurred and are far more accurate. That is
why accrual basis financial statements are required by generally accepted accounting
principles.

Just as a thermometer can be used to take an individual’'s temperature to diagnosis
illness and/or evaluate health, financial statements can be used to measure the
financial health of an organization. However, just as an elevated temperature will not
indicate the specific illness the financial statements will not specifically indicate the
cause of an organization’s performance whether good or bad. Only by understanding
why the financial statements indicate certain information can a manager evaluate a
potential problem or promising trend.

To assess an organization’s financial status a minimum of two reports should be
routinely provided: the Balance Sheet (also called the statement of financial position)
and the Statement of Revenue and Expenses (also called the statement of activities).
When prepared and understood in a complete, accurate, and timely manner these
reports will provide the financial pulse of an organization and answer some of those
questions (below) needed for leaders to carry out their fiduciary responsibility and
make informed decisions.

Where do we stand as of the date of the report?

Are we financially viable?

What is our cash position?

Are bills being paid on time?

Where do we stand with investments?

How did they perform last month? Last year?

Are we doing as anticipated?

Are revenues going to meet the budgeted goal? If not, which ones and why?

What are we doing to address those revenues that may not meet the budgeted goal?
Are expenses going to meet the budgeted goal? If not, which ones and why?

What are we doing to address those expenses that may not meet the budgeted
goal?

What concerns should we be aware of and why?

e Where do you think we will finish the fiscal year?
e Are there any other concerns that we should be aware of?



Reports:

Each Branch shall transmit to the ACA President the names of its directors and officers promptly
following their election or appointment. Each Branch shall transmit a written annual report to the
ACA President who shall distribute the report to the Governing Council.

Deadline for submitting Reports:

March 20-22, 2012 February 6, 2012

Deadline for Submitting Bylaws for Review:

Meeting Date

October 13-15, 2011
March 20-22, 2012
October 11-13, 2012
March 19-21, 2013
October 17-19, 2013
March 25-27, 2014

October 16-18, 2014

Deadline Date

July 7, 2011
December 13, 2012
July 5, 2012
December 11, 2012
July 11, 2013
December 17, 2013

July 10, 2014



BRANCHES CALENDAR
July 1, 2011 — June 30, 2012

July 2011

July 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for August 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

July 7, 2011
Deadline for Submitting Bylaws for Review
Information: Holly Clubb — hclubb@counseling.org

July 9, 2011

New Mexico Counseling Association Conference
Albuquerque, NM

Information: nmcounselors@gmail.com

July 27-30, 2011
ACA Summer Institute for Leadership Training
Information: Denise Brown — dbrown@counseling.org

Auqgust 2011

August 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for September 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

August 29, 2011

Deadline for submitting Agenda Items and/or Motions for the October 2011
Governing Council Meeting

Information: Holly Clubb — hclubb@counseling.org



mailto:lschallcross@counseling.org
mailto:hclubb@counseling.org
mailto:nmcounselors@gmail.com
mailto:dbrown@counseling.org
mailto:lschallcross@counseling.org
mailto:hclubb@counseling.org

September 2011

September 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for October 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

September 11-12, 2011

2011 Directors of Guidance Conference
Austin, TX

Information: Kathy Kasper - kathy@txca.org

September 18-20, 2011

Louisiana Counseling Association Annual Conference
Baton Rouge, LA

Information: www.lacounseling.org

September 21-23, 2011

Nebraska Counseling Association Conference
Kearney, NE

Information: www.nca.promotedignity.org

October 2011

October 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for November 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

October 6-8, 2011

Wyoming Counseling Association Annual conference
Casper, WY

Information: www.wyoca.org

October 11-13, 2011

Kentucky Counseling Association 2011 Annual Conference
Louisville, KY

Information: www.kyca.org



mailto:lschallcross@counseling.org
mailto:kathy@txca.org
http://www.lacounseling.org/
http://www.nca.promotedignity.org/
mailto:lschallcross@counseling.org
http://www.wyoca.org/
http://www.kyca.org/

October 13-15, 2011
Governing Council Meeting
Information: Holly Clubb — hclubb@counseling.org

October 13 — 16, 2011

Florida Counseling Association Annual Convention
Orlando, FL

Information: www.flacounseling.org

October 14-16, 2011

Montana Counseling Association Fall Conference
Hot Springs, MT

Information: www.mtcounseling.org

October 21-23, 2011

Pennsylvania Counseling Association Annual Conference
State College, PA

Information: www.pacounseling.org

October 28, 2011
Oklahoma Counseling Association Fall Conference
Information: www.oklahomacounseling.org

November 2011

November 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for December 2011 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

November 2-4, 2011

Mississippi Counseling Association Conference
Biloxi, MS

Information: www.mscounselor.org

November 6-7, 2011

All Michigan Counselor Conference

Kalamazoo, Ml

Information: www.michigancounselingassociation.com
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November 7, 2011

Wisconsin Counseling Association Annual Conference
Wisconsin Rapids, WI

Information: www.wicounseling.org

November 9-12, 2011

2011 Annual Professional Growth Conference
Fort Worth, TX

Information: Jennifer Taylor - jennifer@txca.org

November 10-12, 2011

lllinois Counseling Association Annual Conference
Skokie, IL

Information: www.ilcounseling.org

November 10-12, 2011

Virginia Counseling Association Convention
Portsmouth, VA

Information: www.vcacounselors.org

November 16-18, 2011

Alabama Counseling Association Annual Conference 2011
Birmingham, AL

Information: www.alabamacounseling.org

November 16-18, 2011
66" Annual Arkansas Fall Conference 2011
Information: www.arcounseling.orqg

November 18, 2011
Submission deadline for ACA National Awards Nomination
Information: Holly Clubb — hclubb@counseling.org

November 18-22, 2011

Tennessee Counseling Association Annual Conference
Memphis, Tennessee

Information: www.tncounselors.org
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December 2011

December 1, 2011

Submissions for Divisions, Region & Branch News and Bulletin Board items
for January 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

December 1, 2010
ACA Committee Nominations deadline
Information: Holly Clubb — hclubb@counseling.org

December 13, 2011
Deadline for submitting Bylaws for Review
Information: Holly Clubb — hclubb@counseling.org

January 2012

January 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for February 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

January 25-28, 2012

Idaho Counseling Association Annual Conference
Boise, ID

Information: www.idahocounseling.org

February 2012

February 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for March 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org
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February 4-6, 2012

North Dakota Counseling Association Annual Conference
Bismarck, ND

Information: www.nodak.edu

February 6, 2012
Deadline for Reports to the ACA President and Governing Council
Information: Holly Clubb — hclubb@counseling.org

February 23-25, 2012

South Carolina Counseling Association Conference
Myrtle Beach, SC

Information: www.sccounselor.org

February 26, 2012

District of Columbia Counseling Association Conference
Washington, DC

Information: www.dcca.club.officelive.com

March 2012

March 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for April 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

March 9-10, 2012
Colorado Counseling Association Conference
Information: www.coloradocounselingassociation.org

March 20-22, 2012

ACA Governing Council Meeting

San Francisco, CA

Information: Holly Clubb — hclubb@counseling.org

March 21-25, 2012

ACA Annual Conference

San Francisco, CA

Information: www.counseling.org/conference
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April 2012

April 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for May 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

April 2-3, 2012

Maine Counseling Association Conference 2012
Rockport, Me

Information: www.maineca.org

April 19-21, 2012

The American Counseling Association of Missouri Conference
Jefferson City, MO

Information: www.counselingmissouri.org

May 2012

May 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for June 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

June 2012

June 1, 2012

Submissions for Divisions, Region & Branch News and Bulletin Board items
for July 2012 issue of Counseling Today

Information: Lynne Shallcross — Ischallcross@counseling.org

To add or change an event, please contact Holly Clubb, Director of
Leadership Services at hclubb@counseling.org.
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