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ACA Regions Operating Guide 

 

Part I – REGION LEADERS OFFICERS AND RESPONSIBILITIES 

Role of Leaders:  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. 

Chair:  The Chair shall abide by the ACA Region Operating Guide.  In addition, the Chair 

is expected to perform the following duties: 

1. Attend the ACA Institute for Leadership Training, ACA Region Meetings, and the 

Regional meetings at the ACA Conference. 

2. Attend other ACA Branch meetings, committee meetings, and other appropriate 

meetings when financially feasible. 

3. Prepare the agenda for all Regional Branch Assembly meetings. 

4. Arrange the dissemination of reports from all committees and/or officers. 

5. Keep an accurate file of all correspondence, reports, etc. received and pass such 

files to the incoming chair at the end of the term of office. 

6. Serve as spokesperson to ACA pertaining to concerns and issues of interest to 

the Region. 

7. Provide a status report at Regional Branch Assembly meetings.  Copies of the 

report shall be made available. 

8. Arrange for a time and place for the Regional Branch Assembly to meet at the 

ACA Conference. 

9. Cooperate with the other three Region Chairs in the conduct of leadership 

development activities at the ACA Conference. 

10. Invite, after election, the Chair-elect to attend all business sessions of the 

Regional Branch Assembly. 

11. Appoint a parliamentarian to serve at all business meetings. 

12. Appoint an alternate to the ACA Governing Council meetings. 

13. Send to ACA a copy of newly elected officers and representatives, highlights of 

the Institute for Leadership Training, and minutes. 

14. Promote correspondence and exchange of programs among the other Regions of 

ACA. 
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15. Serve as a member of the Institute for Leadership Training Committee. 

16. Procure serve plaques and/or certificates as appropriate. 

 

Chair-elect:  The Chair-elect shall abide by the ACA Region Operating Guide.  In 

addition, the Chair-elect is expected to perform the following duties: 

1. Attend the ACA Institute for Leadership Training and the Regional meetings at 

the ACA Conference. 

2. Solicit input from Branch President-elect regarding the subsequent year’s annual 

ACA Institute for Leadership Training. 

3. Submit a copy of all Regional correspondence related to the Region to the Chair. 

 

Treasurer:  The Treasurer shall abide by the ACA Region Operating Guide.  In addition, 

the Treasurer is expected to perform the following duties: 

1. Attend the ACA Institute for Leadership Training and the Regional meetings at 

the ACA Conference. 

2. Submit a copy of all treasury related correspondence to the Region Chair. 

3. Keep accurate records of all monies received and disbursed. 

4. Maintain a monthly accounting system that provides for an accurate accounting 

between the Region and ACA.  

5. Approve no disbursements, other than approved budget items verified by a vote 

of the Executive Board. 

6. Collaborate with the Chair-elect in the preparation of the subsequent year’s 

budget. 

7. Provide vouchers to individuals seeking reimbursements for expenditures 

incurred on behalf of the Region.  Follow ACA reimbursement procedures. 

8. Attend the ACA-sponsored treasurers’ workshop at the ACA Conference. 

9. Sign all vouchers. 

10. Follow-up on all vouchers submitted to ACA that have not been paid within thirty 

(30) days of submission at the request of the person to be reimbursed. 

11. Submit reports of the status of the Treasury at Regional Branch Assembly 

meetings and at other times as requested by the Chair. 

12. Distribute copies of the budget (or revised budget) at the Regional Branch 

Assembly meetings. 
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13. Deposit regional-generated funds into the Regional account. 

14. Bill Branches for any Regional assessments during the month of July if authorized 

in the budget or upon an emergency vote of the Regional Branch Assembly. 

 

Secretary:  The Secretary shall abide by the ACA Region Operating Guide.  Regions may 

choose to have the Secretary position combined with the Treasurer, Chair-elect, or Past 

Chair positions as necessary.  In addition, the Secretary is expected to perform the 

following duties: 

1. Attend the ACA Institute for Leadership Training and the Regional meetings at 

the ACA Conference. 

2. Record and maintain minutes of Regional Branch Assembly meetings and 

Regional Executive Board meetings. 

3. Be responsible for roll call, establishing a quorum, and determining the correct 

number of voting delegates during business meetings. 

4. Verify credentials of voting delegates. 

5. Disseminate copies of the minutes to all Branch Presidents and the Executive 

Board no later than thirty (30) days after the date of the meeting and submit 

copies to ACA.  Forward all records to incoming Secretary by July 1 (minutes, 

correspondence, reports, etc.) 

6. Submit a copy of all correspondence related to the Region to Chair. 

 

Immediate Past Chair:  The Immediate Past Chair shall abide by the ACA Region 

Operating Guide.  In addition, the Immediate Past Chair is expected to perform the 

following duties: 

1. Attend the ACA Institute for Leadership Training and the Regional meetings at 

the ACA Conference. 

2. Carry out nominations and elections procedures according to the ACA and 

Regional Operating Procedures. 

3. Prepare a voting form which will be distributed prior to voting.  Voting shall be 

done by secret ballot and may be conducted electronically as needed. 

4. Instruct Nominations and Elections Committee members to count and record 

votes on a tally sheet.  The Nominations and Elections Committee will certify the 

votes. 



6 
 

5. Announce the winners of the election for Chair-elect, Secretary, and Treasurer 

and the nominees for the position of Regional Representative to the ACA 

Governing Council. 

6. Submit a copy of all correspondence involving the Region to the Chair. 

7. Submit a written report of all actions at the request of the Chair. 

8. Serve as Chair of Regional Committees at the discretion of the Chair. 

9. Prepare and distribute copies of the Regional Leadership Handbook to the 

Executive Board, Branch Presidents, and President-elects, Branch Executive 

Directors, and ACA Liaison. 

 

Representative to the ACA Governing Council:  The Regional Representative to the 

ACA Governing Council shall abide by the ACA Region Operating Guide.  In addition, the 

Representative is expected to perform the following duties: 

1. Attend (ex officio, without vote) all Regional Branch Assembly meetings at the 

ACA Institute for Leadership Training, the Regional meetings at the ACA 

Conference, and Regional Executive Board meetings. 

2. Report at each Regional Branch Assembly meeting and each Regional Executive 

Board meeting on events/issues before the ACA Governing Council. 

3. Seek input from Branch leaders regarding recommendations, resolutions, etc. for 

ACA Governing Council consideration/action. 

4. Be available, when financially supported by the Branch, to discuss ACA issues at 

Branch meetings. 

5. Provide the Regional Chair information on all ACA Governing Council business 

related to the Region or Branches. 

6. Maintain regular contact with the Region Chair. 

 

Parliamentarian:  The Parliamentarian shall abide by the ACA Region Operating Guide.  

In addition, the Parliamentarian is expected to perform the following duties: 

1. Serve a one year term of office upon appointment by the Regional Chair. 

2. Assist the Chair during meetings of the Regional Branch Assembly to assure that 

Robert’s Rules of Order are applied. 
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PART II – REGIONS OF THE ASSOCIATION 

Section 1.  Composition. 

A. Geographical Regions of the American Council Association shall be established 

by Governing Council.  Membership in the Region shall be open to any chartered 

Branch or Chapter state-wide of ACA which lives in the geographical designation 

of the Region.  

B. Region meetings shall be held bi-annually to conduct the business of the Region 

and to elect its officers.  Meetings are held at the ACA Institute for Leadership 

Training and the ACA Conference. 

Section 2.  Function. 

A. Coordinating an annual leadership workshop in which the regional annual 

conference is to be held shall be the responsibility of the principal elected officer 

of the Region. 

B. Region officers shall be responsible for the coordination and implementation of 

strategic planning concepts of the Region. 

 

Section 3.  Reports. 

Each Region shall transmit to the ACA President the names of directors and officer 

promptly following their election and appointment.  Each Region shall transmit a semi-

annual and an annual written report to the ACA President who shall distribute the report 

to the Governing Council. 

 

PART III – REGION BRANCH ASSEMBLIES 

Section 1.  Composition. 

A. The Assembly shall be composed of one voting delegate from each Branch in the 

Region.  Delegates shall be appointed by the Branch and certified by Branch 

President. 
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Section 2.  Powers and Functions 

A. To established policies to policies to govern the affairs of the Region. 

B. To act on recommendations for the Region Branch Council, Branches, Regional 

Committees, ACA, and ACA Governing Council. 

C. To adopt and amend Operation Procedures. 

D. To exercise other powers and functions as may be necessary or desirable in the 

best interest of the Region that are not in conflict with the Operating Procedures. 

E. Branch Development.   

 

Section 3.  Meetings of the Region Branch Assembly. 

A. All regular meetings scheduled by the ACA Regions must be held in sites 

previously approved by the Governing Council as part of the Strategic Plan for 

the Region.  As rational, preliminary program and budget for the selection of a 

specific site consistent with ACA Strategic Plan and the charge to Regions as 

specified in the Bylaws, Article VI, Section 3, must be included in the Strategic 

Plan. 

B. The Chairperson of the Region shall preside at the meetings of the Region Branch 

Assembly.  Each Branch shall have one vote to be cast by the President or Branch 

delegate. 

C. A majority of all Branches within the Region shall constitute a quorum.   

D. At each meeting and at any other time when so requested in writing, each Branch 

and committee shall make a written report to the Region Branch Assembly, 

through the Chairperson, regarding the state of its affairs, its activities, and its 

responsibilities. 

 

PART IV – REGION EXECUTIVE COUNCIL 

Section 1.  Composition. 

A. The Region Executive Council shall be composed of the following members 

nominated and elected by the Region Branch Assembly: Chair, Chair-elect, Past 

Chair, Secretary, and Treasurer. 
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Section 2.  Powers and Functions of Region Executive Council. 

A. The Region Executive Council shall convene at and during the meeting of the 

National Association.  Additional meetings of the Region Executive Council may 

be called by a majority vote or petition of the members of the Region Executive 

Council and/or upon the call of the Chairperson.  The time and place of such 

additional meetings shall be fixed by the Chairperson.  Notice thereof shall be 

given to all members of the Region Executive Council. 

B. The Chairperson of the Region Executive Council shall preside at the meetings of 

the Regional Executive Council. 

C. Each member of the Regional Executive Council shall have one vote.  A majority 

of the voting members of the Region Executive Council shall constitute a quorum. 

D. At each meeting, when requested in writing, each Branch, Chairperson of the 

Region and each committee shall make a written report of its activities and 

responsibilities. 

 

PART V – COMMITTEES 

Section 1.  Standing Committees 

A. Standing committees of the Region shall be the Nominations and Elections 

Committee and the Executive Council Committee.  The Chair shall name 

Committees that align with the priorities for the Region subject to the approval of 

the Region Branch Assembly. 

 

Section 2.  Nominations and Election Committee 

A. There shall be established a Nominations and Election Committee consisting of 

the Immediate Past Chair of the Region as committee chair and two other 

persons appointed by the present Regional Chair.  The purpose of the 

Nominations and Election Committee is to provide for the nomination and 

election of the Regional Officers and the Regional Representative to the ACA 

Governing Council. 

B. Nominations of Regional Chair-elect, Secretary, and Treasurer. 

1. No later than fifty (50) days prior to the election of the Regional Chair-

elect and/or the Regional Secretary or Treasurer, the Nominations and 
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Election Committee shall solicit from each member Branch no more than 

one eligible nomination for each vacant office. 

2. Nominees must be active members of any Branch and also members of 

ACA. 

3. The Nominations and Election Committee shall not accept more than one 

nominee for each vacant office from any Branch.  Branch nominations shall 

include the nominee’s name and a two page maximum leadership résumé 

for each candidate; the Branch is responsible for securing the consent of 

the nominee(s) prior to nomination. 

4. In the event that Branches fails to nominate an individual(s) to fill the 

vacant offices, the Regional Executive Council shall name at least one 

nominee, upon receiving consent of the person(s) nominated. 

5. The total number of nominated persons for each office constitutes the 

slate for that office. 

6. The Nominations and Election Committee shall present the slate of 

candidates for all vacant office to the Regional Branch Assembly at the 

ACA Conference. 

7. Floor nominations of eligible candidates shall be in order.  Résumés for 

these individuals shall be made available (verbally or printed) at the time 

of the election. 

C. Election of Chair-elect, Secretary, and Treasurer 

1. The election of Chair-elect, Secretary, and Treasurer shall occur during the 

ACA Conference. 

2. For each vacant position the Nominations and Election Committee shall 

announce, in a communications to the member Branches, the names, and 

résumé of candidates whose nomination materials were received at least 

thirty (30) days prior to the elections.  This communication must be sent to 

Branches no later than twenty (20) days prior to the election.  The 

publication shall also contain a description of the election procedures as 

specified in the following subsection.  

3. The Nominations and Election Committee shall conduct all elections for 

officers by secret ballot. 

D. Nomination of the Regional Representative to the ACA Governing Council. 

1. During the second year of the term of the current Regional Representative 

to the ACA Governing Council, the Nominations and Election Committee 
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shall solicit from each member Branch no more than one eligible 

nomination for that position no later than fifty (50) day prior to the 

Regional Business meeting at the annual ACA Conference.  Nominees 

must be current or past presidents of member Branches, current Branch 

members, and current ACA members. 

2. The Nominations and Election Committee shall not accept more than one 

nominee for representative to Governing Council from any Branch.  Branch 

nominations shall include the nominee’s name and a two page maximum 

leadership résumé for each candidate; the Branch is responsible for 

securing the consent of the nominee prior to nomination. 

3. Floor nominations of eligible candidates at the Regional business meeting 

immediately prior to the ACA conference shall be in order.  Verbal or 

printed résumé for these individuals shall be made available at the time of 

election. 

4. From the nominees for Regional Representative to the ACA Governing 

Council, the Region will select a final slate of up to two candidates for the 

position at it business meeting at the annual ACA Conference.  This shall 

occur during the middle year of the term of the current Regional 

Representative to the Governing Council. 

E. Election of Representative to the ACA Governing Council. 

1. The Regional Nominations and Election Committee shall provide, in a 

publication to the member Branches, the names of eligible ACA Governing 

Council nominees whose materials were received at least thirty (30) days 

prior to the meeting of the Region at the ACA conference.  This 

information must be sent to Branches no later than twenty (20) days prior 

to the selection of a final slate for the election.  The publication shall also 

contain a description of the election procedures as specified in the 

following subsection. 

2. The name(s) of the final candidate(s) selected by the Region at the ACA 

conference will be given to the ACA Nominations and Election Committee 

for the official ACA election ballot. 

F. Nomination for the position of ACA President-elect. 

1. Nominations must be submitted to ACA no later than March 1 or date 

selected and published by ACA for that given year.  The region will 

consider the nomination of persons from outside the region in the event 
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that there are no candidates who have been nominated.  The procedures 

shall be as follows: 

i. Be a member in good standing of the Association for a minimum of 

ten (10) years. 

ii. Have had no ethical violations for the past ten (10) consecutive 

years immediately prior to nomination. 

iii. Have served at least two of the three following roles: a) President of 

a national Division, b) Region Chair, or c) Governing Council 

Representative. 

iv. Must be a member of the Branch located in the jurisdiction in which 

they reside or work, if such exists. 

v. Cannot be a candidate for president-elect of a Division or 

Organizational Affiliate or Chair-Elect of a Region at the same time 

they are a candidate for ACA President-elect. 

2. For candidates from the Region: 

i. The candidate(s) must submit an email requesting the nomination 

to the Region Chair prior to January 15th of the year. 

ii. Candidate(s) must be a member of the Branch of their state of 

residence or employment. 

iii. Candidate(s) must submit a vitae/data sheet (1-2 pages) prior to 

January 15th that will be distributed to the Region Branch 

Associations. 

iv. Candidate(s) must submit a statement (no more than one page) 

regarding their desires or plans as ACA president. 

v. The Regional Assembly may choose not to nominate a candidate, 

(which will be noted on the ballot by words “no nomination”). 

vi. Voting will be done by online balloting with the one Branch-one 

vote principal prevailing.  A majority vote will be required for 

nomination. 

vii. The Chair or his/her designee will be responsible for coordinating 

the distribution of candidate information, setting up the online 

voting, and tabulate the ballots. 

viii. Results of the voting should be communicated to ACA and those 

seeking nomination by the ACA deadline. 
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3.  For candidates from outside the Region: 

i. The candidate(s) must submit an email requesting the nomination 

to the Chair prior to January 15th of the year. 

ii. Candidate(s) must be a member of the Branch in their state of 

residence or employment. 

iii. The candidate(s) must submit a vitae/data sheet (1-2 pages) prior to 

January 15th that will be distributed to the Region Branch 

associations. 

iv. The candidate(s) must submit a statement (no more than one page) 

regarding their desires or plans as ACA president. 

v. The Regional Assembly may choose not to nominate a candidate, 

(which will be noted on the ballot by words “no nomination”). 

vi. Voting will be done by online balloting with the one Branch – one 

vote principal prevailing.  A majority vote will be required for 

nomination. 

vii. The Chair or his/her designee will be responsible for coordinating 

the distribution of candidate information, setting up the online 

voting, and tabulate the ballots. 

viii. Results of the voting should be communicated to ACA and those 

seeking nomination by the ACA deadline. 

G. Vacancies 

1. Any vacancy that should occur due to resignation, death or other 

circumstances concerning an elected officer of the Region shall be filled, 

on an interim basis, by appointment by the Chair of the Executive Council 

subject to approval by the entire Council until the next meeting of the 

Regional Branch Assembly, at which time, the remainder of the term shall 

be filled by election of the Assembly. 

 

PART VI – RULES OF ORDER 

Section 1.  Robert’s Rules 

A. Robert’s Rule of Order, Newly Revised, (edited by Henry M. Robert III and William 

J. Evans, and published by Perseus-HarperCollins) shall govern the proceedings of 

all bodies of the Region’s Branch Associations except where otherwise specified 

in these Operating Procedures. 
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ACA Leadership Handbook 

 

INTRODUCTION 

This handbook is designed to assist you in your Region 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 Services 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 

1. Re-engineering Governance Completed 

2. Improving member services and benefits to address 21st century needs 

3. Balancing practice with academia 

4. Advocating for the profession 

5. Strengthening the organization 

mailto:hclubb@counseling.org
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Bylaws and Governance Structure 

 ACA Membership  

Branches (56)  Divisions (20) 

 Regions (4)  

Committees  Governing Council  Interest Networks 

 Executive Committee & President  

 Executive Director  

 Headquarters Staff  

 

 Corporate Partners 

 ACA Foundation 

 CACREP 

 

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 Operating 

Handbooks. 
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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    Ohio 

Indiana   Missouri    Oklahoma 

Iowa (reforming)  Nebraska    South Dakota 

Kansas   North Dakota   Wisconsin 

Michigan  

 

NORTH ATLANTIC REGION 

Connecticut   Massachusetts   Puerto Rico 

Delaware (inactive)  New Hampshire (inactive)  Rhode Island  

District of Columbia  New Jersey    Vermont (inactive) 

Europe   New York    Virgin Islands 

Maine    Pennsylvania      

 

 

SOUTHERN REGION 

Alabama   Latin America (inactive)  South Carolina 

Arkansas   Louisiana    Tennessee 

Florida   Maryland    Texas 

Georgia (inactive)  Mississippi    Virginia 

Kentucky   North Carolina   West Virginia 

 

WESTERN REGION 

Alaska    Idaho     Philippines  

Arizona   Montana     Utah (reforming) 

California   Nevada (reforming)   Washington  

Colorado   New Mexico    Wyoming 

Hawaii    Oregon 

  



17 
 

DIVISIONS 

  Name of Division      Date Chartered 

 

AADA Association for Adult Development and Aging  1986 
 

AARC Association for Assessment and Research in Counseling  1965 

 

ACAC Association for Child and Adolescent Counseling  2010 

 

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 
  

ARCA American Rehabilitation Counseling Association  1958 
  

ASCA American School Counselor Association  1953 
  
ASERVIC Association for Spiritual, Ethical, and Religious Values     
 in Counseling  1974 

ASGW  Association for Specialists in Group Work   1973 
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CSJ   Counselors for Social Justice     1999  

IAAOC  International Association of Addictions and  

   Offender Counselors      1974 

IAMFC  International Association of Marriage and Family  

   Counselors         1989  

NCDA  National Career Development Association   1952 

NECA   National Employment Counseling Association  1966 
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COMMITTEES, TASK FORCES, AND SPECIAL INTEREST NETWORKS 

 

Committees: 

 Audit Committee 

 Awards Committee 

 Branch Development Committee 

 Bylaws and Policies Committee 

 Compensation 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 2013-2014: 

 Cyber-counseling Task Force  

 Ethics Revision Task Force   

 Leadership Development Task Force   

 Leadership Recruitment Task Force 

 National Institute for Counseling Research Task Force  

 School Counseling Task Force   
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Special Interest Networks: 

 ACA Ethic Interest Network (approved October 2010) 

 International Counseling Interest Network (approved June 2012) 

 ACA Interest Network for Professional Counselors in Schools (approved October 

2008) 

 Animal Assisted Therapy in Mental Health Interest Network (approved November 

2009) 

 Children’s Counseling Interest Network (approved March 2002) 

 Counseling Veterans Interest Network (approved June 2012) 

 Forensic Counseling Interest Network (approved October 2008) 

 Grief and Bereavement Interest Network (approved October 2007) 

 Historical Issues in Counseling Network (approved November 2006) 

 Interest Network for Advances in Therapeutic Humor (September 2002) 

 Interest Network for Integrated Care (approved March 2013) 

 Multiracial/Multiethnic Counseling Concerns Interest Network (approved March 

2002) 

 Network for Jewish Interests (approved March 2002) 

 Sexual Wellness in Counseling (approved March 2013) 

 Sports Counseling Interest Network (approved March 2006) 

 Traumatology Interest Network (approved March 2003) 

 Wellness Interest Network (approved October 2008) 

 Women’s Interest Network (approved March 2002) 
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CORPORATE PARTNERS 

 

 

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 are 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. 
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COMMUNICATIONS 

 

ACA Communities 

On July 1, 2013 we will be transitioning the Region Listserv from its existing software 

platform to a new and improved community platform: the ACA Region Community.  As 

with the old listserv, the Region Community will include ACA Region Chairs, Chair-elects, 

Past Chairs, ACA President, ACA President-elect, and select ACA Staff. 

 

Here’s a quick overview of some of the new features you can expect in the ACA 

Communities: 

 

 Enhanced discussion capabilities.  Now you will receive emails that are more 

structured and easier to read than a traditional listserv. 

 Granular privacy controls.  You can have complete control over what information 

you share with members of the community and your contacts. 

 Centralized subscription management.  You can manage your subscriptions to all 

discussions in one place.  Choose to receive daily digests or real-time emails by 

group.  

 Resource sharing.  All attachments posted to discussions are archived in a 

dedicated Resource Library.  You can also add documents to share anytime you 

want. 

 

We encourage you to take 10 minutes and visit the ACA Region Community now.  To 

login to the new community, use your normal ACA username and password.  

 

Once you log in, please follow these four quick steps to get started in the ACA Region 

Community: 

 

1. Visit your profile page (link at top right of the screen) and take a few moments to 

complete as much of the information as possible.  You’ll be able to add a photo 

and bio, as well as specify your Professional Associations, Job History, and 

Educational background.  Tip: if you have a Linkedin profile you can easily import 

the information there, as well as your photo, by using the “Update your 

information from Linkedin” feature. 

2. Adjust your privacy setting and customize your contact preferences by clicking 

“My Privacy Settings” from the menu on the left of the profile page.   

3. Customize how you would like to receive updates on the discussions of which 

you are a part in “My Subscriptions”, located on the menu on the left of the 
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Discussions page.  You can opt to receive messages via email in real time (each 

message as it is posted), as a daily digest, or no emails.  If you prefer to receive 

messages in a listserv format, which allows you to respond to messages directly 

via email rather than through the online community, you can do so by selecting 

“Legacy.”  

4. Visit the ACA Region Community to which you have already been subscribed, by 

clicking “Discussions” from the main menu of the page.  The Community also 

includes a library feature that allows you to share resources with other members, 

including documents, videos, and audio files.  

 

Other Communities which Region Chairs will be included: 

 

 ACA Branch Presidents Community 

 ACA Branch President-elects Community 

 ACA Branch Development Committee 

 Individual Region Leadership Community:  Midwest Region Leaders; North 

Atlantic Region Leaders, Southern Region Leaders, and Western Region Leaders.  

Members of these Communities will include the Region Officers and the Branch 

Officers from the Branches within their Region; and other individuals as requested 

by the Region Chair. 

 

Please contact Holly Clubb at hclubb@counseling.org if you have any questions 

regarding the Communities. 

 

 

 

mailto:hclubb@counseling.org
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AMERICAN COUNSELING ASSOCIATION 

Staff Telephone and Email List 

 

EXECUTIVE OFFICE  

Richard Yep   x231 ryep@counseling.org 

Paul Nelson   x342 pnelson@counseling.org 

Stacy Shaver   x350 sshaver@counseling.org 

 

Public Policy & Legislation  

Scott Barstow  x234   sbarstow@counseling.org 

Jessica Eagle   x202 jeagle@counseling.org 

Art Terrazas   x242 aterrazas@counseling.org 

Guila Todd   x354 gtodd@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 

Maria Salve Mibale  x315 mmibale@counseling.org 

Carmen Sicilia   x340 csicilia@counseling.org 

 

Database Management 

Mary Griffith   x334 mgriffith@counseling.org 

Brad Cady   x332 bcady@counseling.org 

 

Internet Development  

Don Kenneally  x328 dkenneally@counseling.org 

 

Internal Audit 

Amy Smith   x295 asmith@counseling.org 

 

HUMAN RESOURCES AND OFFICE SERVICES 

Cindy Welch   x319 cwelch@counseling.org 

Jenn Kukorlo   x233 jkukorlo@counseling.org 

 

  

mailto:jdemaio@counseling.org
mailto:csicilia@counseling.org
mailto:mgriffith@counseling.org
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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 

Heather Rosso   x307 hrosso@counseling.org 

Lynne Shallcross  x320 lshallcross@counseling.org 

 

Graphics 

Martha Woolsey  x333 mwoolsey@counseling.org 

Carlos Soto   x377 csoto@counseling.org 

 

Leadership Services 

Holly Clubb   x212 hclubb@counseling.org 

 

Marketing & Communications 

Amber McLaughlin  x282 amclaughlin@counseling.org 

 

Media Sales 

Kathy Maguire  x207 kmaguire@counseling.org 

 

Member Programs 

Denise Brown  x303 dbrown@counseling.org 

Cheryl Belle   x222 cbelle@counseling.org 

Althea Burm   x346 abrum@counseling.org 

Rae Ann Sites  x217 rsites@counseling.org 
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Member Services 

Paula Pinkney   x235 ppinkney@counseling.org 

Angela Brown  x222 abrown@counseling.org 

Sherry Edwards  x222 sedwards@counseling.org 

Vicki Linton   x222 vlinton@counseling.org 

 

Receptionist 

Donna Nugent   x200 dnugent@counseling.org 

 

Publications 

Carolyn Baker  x356 cbaker@counseling.org 

Mary Bonwich  x357 mbonwich@counseling.org 

Catherine Brumley  x330 cbrumley@counseling.org 

Elaine Dunn   x360 edunn@counseling.org 

Marilyn Ellison-Pounsel  x363 mpounsel@counseling.org 

Jennifer Fela   x355 jfela@counseling.org 

Bonny Gaston  x353 bgaston@counseling.org 

Brendon MacBryde  x361 bmacbryde@counseling.org 

 

PROFESSIONAL AFFAIRS   

David Kaplan   x397  dkaplan@counseling.org 

Christina Cooke   x390 ccooke@counseling.org 

 

Center for Counseling Practice Policy and Research 

Will Stroble   x324 wstroble@counseling.org 

 

Ethics and Professional Standards  

Erin Martz   X314 emartz@counseling.org 

 

Professional Information/Library 

Vikki Cooper   x281 vcooper@counseling.org 

 

Professional Learning 

Debbie Beales  x306 dbeales@counseling.org 

Crystal Turner  x229 cturner@counseling.org 

 

Professional Projects/Career Center 

Rebecca Daniel-Burke x230 rdanielburke@counseling.org 

Danielle Irving  x211 dirving@counseling.org 

Debbie Johnson  x315 djohnson@counseling.org 

mailto:ppinkney@counseling.org
mailto:mpounsel@counseling.org
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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 
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Institute for Leadership Training Dates 

2013 – 2016 

2013 Institute for Leadership Training – July 24 – 27, 2013 

2014 Institute for Leadership Training – July 23 – 26, 2014 

2015 Institute for Leadership Training – July 22 – 25, 2015 

2016 Institute for Leadership Training – July 27 – 30, 2016 

 

ACA Annual Conference Dates 

2014 – 2016 

2014 

ACA Conference – March 26-20 

Honolulu, HI 

 

2015 

ACA Conference – March 11-15 

Orlando FL 

 

2016 

ACA Conference – March 30 – April 3 

Montreal, Canada 

 

2013 – 2016 Governing Council Meetings and Deadlines 

 

Meeting Date        March 25-26, 2014 

Deadline for Submitting Bylaws for Review    December 17, 2013 

Deadline for Agenda Items/Submitting Motions    January 31, 2014 
 
 

Meeting Date        March 10-11, 2015 

Deadline for Submitting Bylaws for Review    December 2, 2014 

Deadline for Agenda Items/Submitting Motions    January 30, 2015 

 

 

Meeting Date        March 29-30, 2016 

Deadline for Submitting Bylaws for Review    December 28, 2015 

Deadline for Agenda Items/Submitting Motions    February 1, 2016 
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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 Institute for Leadership Training. 

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 31st 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.   
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Financial – Helpful Hints for Leaders 

Budgeting: 

The Budgeting process for Regions will take place in October and November each 

year. 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.  It is a plan.  It is 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 cannot. 

 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 understanding of the organizations financial health and 

condition. 
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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 we 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? 
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 Where do you think we will finish the fiscal year? 

 Are there any other concerns that we should be aware of? 

 

 

Travel, Meeting and Conference Expense Reimbursements: 

 

A. 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. 

 

B. 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. 

 

C. 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. 

 

D. 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. 

 

E. 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. 
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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. 

 

F. 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. 

 

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. 
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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 

 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. 
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REGION BOOTHS AT ACA CONFERENCE 
 
ACA will offer Booths to the Regions at the ACA Conference for free of charge.  

However, each Region must submit a Request for Booth Form to the Director of 

Leadership Services by December 1 of each year. 

 

Information requested on this form includes: 

 

 Plans for the Booth 

 

 Staffing of the Booth 

 

 Requirements from ACA (materials, signs, etc.) 

 

 Description for the Program Guide 

 

 

 


