August 8th 2012: Please note that the information included in this online Version of the Regional Group manual is currently under review.  This digital copy is for informational purpose and is intended to be a guideline for regional group success. There are sections that have not yet been updated. This will be an ongoing project. Please consult with the BVA National Headquarters or District Director if you require clarification or to confirm accuracy before implementation.  

 LETTER FROM THE PAST EXECUTIVE DIRECTOR

	Since 1945, the BVA has operated on the principle of our founding members at Avon Old Farms Convalescent Home in Avon, Connecticut.  The BVA would be an organization of blinded veterans providing assistance to other blinded veterans.  Over the years, BVA has attempted to provide assistance to blinded veterans in a variety of ways and with a variety of programs.  On the National level, BVA has conducted the National Field Service Program for years assisting veterans in adjusting to blindness, obtaining Federal, State and local benefits to which they are entitled, receiving blind rehabilitation and a host of other obstacles they may be encountering.  Additionally, for many years, BVA operated an Outreach Employment Program assisting veterans seeking employment and educating prospective employers to the abilities of blind veterans and how jobs can be modified to accommodate the blind.

	BVA has also conducted an aggressive Advocacy Program on a national level in an effort to influence and educate the legislative and executive branches of government regarding the special needs of blinded veterans.  Consistent with this objective, BVA has worked closely with organizations of and for the blind as well as other disability groups to enhance the lives of all disabled Americans.  If BVA is to truly maximize its efforts and goal of assisting other blinded veterans, the best place to provide this assistance is at the local level.  This means BVA must have a solid, stable, active network of regional groups.  The regional group is where the bulk of the work can be most effectively accomplished and is closest to the blinded veteran and most keenly aware of his\her needs.  If BVA is to provide more assistance to blinded veterans and positively impact their lives it must occur at the RG level.  

Service can be delivered more efficiently and timely at the RG level and grass root advocacy must occur at the RG local level if BVA National's efforts are to be effective.  Advocacy within the state or states composing a RG must occur at the RG level if meaningful improvements in the lives of blinded veterans are to be affected within the state.

	Recognizing the need for a strong, stable, vital regional group Network, BVA National Board of Directors has directed the production of a RG Manual that can serve as a guide not only for the formation of new RG's but also for existing groups so they can be more effective and attractive to other blinded veterans.  Given our mission to provide assistance to other blinded veterans, RG programs and service activities should be defined by the needs of the blind veterans in their geographic areas.  Therefore, no two RG's are exactly the same nor do the same activities necessarily work for each RG.  The members of the RG must define how and what they do within the context of the BVA National By-Laws. 

	This manual is an attempt to provide guidance on the formation and operation of a RG clearly pointing out what the National By-Laws prescribe and where the RG can use its own discretion.  RG officers should refer frequently to this manual for suggestions and guidance, particularly those who are newly elected and may not have a great deal of experience in BVA.  The RG leaders should never hesitate to contact BVA National Headquarters for clarification of anything contained in this manual.  Regional group officers should understand their respective District Directors (see list in Appendix) are their direct contacts with the  National Board of Directors.  Additionally, BVA professional staff, field Representatives and Washington office staff are always willing to provide assistance or answer questions.

	The bottom line is that the success of any RG is almost entirely dependent upon the desires of the membership and the amount of energy devoted to making it work and the commitment to providing service to other blinded veterans.

	Regional groups must actively pursue ways of involving more blinded veterans into becoming active.  Find ways to encourage attendance at meetings.  Investigate what the membership needs or wants that would attract them to the meetings.  Actively pursue organizational models that would facilitate greater participation such as dividing the group into districts or chapters who could have their own officers and meeting schedule pointing towards annual meetings of the entire group.  RG's are only limited by their own initiative and creativity.

	Your BVA National Board of Directors is committed to revitalizing BVA and is convinced that effort must begin at the RG level.  A first step to meeting this commitment is the production of this manual.  Use this as a guide and where it is lacking let us know if it does not meet your needs.  We welcome your input and Ideas for improvement.  Your Board of Directors is planning other initiatives to provide a greater level of assistance to the RG's such as Leadership Training programs and other ideas.  Clearly the Board is making an investment in the RG, and now it is up to each group to decide for itself how it can best assist in successfully meeting our goal of providing assistance to blinded veterans.

Sincerely,



Thomas H. Miller
Past Executive Director
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CHAPTER I - BVA ORIGINS AND HISTORY 

[bookmark: Overview]Section 1.     Overview

A.	BVA is a non-profit, tax-exempt 501(c)(3) organization founded in 1945 by a group of soldiers blinded in World War II.  BVA was incorporated in 1947 in New York State and was subsequently chartered by the U.S. Congress in 1958 as a veterans' service and membership organization exclusively devoted to assisting blind and severely visually-impaired men and women who served in the United States Armed Forces.

B.	The mission of BVA, as reflected in its charter, is to promote the welfare of blinded veterans so that notwithstanding their disabilities, they may take their rightful place in their communities.

C.	The Blinded Veterans Association is governed by a Board of Directors, conducting business in accordance with the BVA National By-Laws.  Basic authority on all matters concerning the Association is vested in the membership assembled and voting in convention.  BVA maintains a National Headquarters at 477 H Street N.W., Washington, D.C. 20001.

D.	The following information is provided to give regional group officers some background and understanding of BVA's early history and traditions, as well as some of the early concerns and developments that influence the activities of the Association today.

[bookmark: Historical_highlights]Section 2.     Historical Highlights and Early Events

A.	The Blinded Veterans Association was formed over 50 years ago, when blinded soldiers, home from Europe and the Pacific, began personally experiencing the bitter, often intolerable loss of dignity and independence due in large part from the public ignorance and prejudice concerning blindness.

B.	There were real and important reasons for forming BVA.  In addition to the attitudes of the general public, some of the members of that original group remember the lack of rehabilitation, job training, educational programs, and a lack of sensitivity on the part of military and federal officials.  Blinded veterans soon learned that they couldn't rely on others for the help they needed.

C.	One of BVA's founders recalls, "We wanted to get away from having to rely on other veterans organizations, where blinded veterans were put in the position of begging for help.  We were out there with our 'lights out' and the other organizations just couldn't understand this."

D.	Blinded veterans formed BVA from the frustration of being denied the opportunity to prove themselves and make their own contribution to society. BVA was born out of a longing to stay together;  to stick together and support one another in the fight that lay ahead.  

E.	A letter written in 1946 by another BVA founder speaks so well of the emotions, hopes and the determination behind the founding of BVA as follows:

1.	"We must begin to realize the effectiveness of a concentrated attack against our common problem, blindness."

2.	"When this attack is launched by a group of blind people working together with a purpose, the old fears, taboos, and misconceptions which have long made blindness a tragedy, must be defeated."

3.	"This is our own fight.  As a result of the recent war, we find ourselves in a battle against darkness and ignorance which rivals any engagement we have ever experienced."

4.	"This battle has been raging for hundreds of years, but perhaps the most effective tactics have not yet been employed."

5.	"If we stick together, we can spearhead the advance which must be made against public misunderstanding and the voluntary limitations which the sighted and unsighted alike have placed on the capabilities of the blind."

6.	"Let's not sit down and wait for someone to make it easy for us.  If we try that method, the result will be 1,000 blinded and disappointed veterans still waiting with sad glass eyes, and rusty discharge buttons in 1990."

7.	"We cannot expect much help or cooperation in our fight unless we prove worthy of it.  If we do not wish to be considered hopeless, we must begin to produce.  Telling people about our independence and capabilities will not convince them.  We must demonstrate these attributes again and again."


[bookmark: Avon_Convalescent_hospital]Section 3.  Avon 'Old Farms" Convalescent Hospital

A. BVA was organized at the Army Convalescent Hospital in Avon, Connecticut.  'Old Farms', as the site was called, opened in June 1944 under the direction of the Army Surgeon General.  Between one hundred and two hundred war blinded soldiers were in treatment at any given time.  By the time 'Old Farms' closed in June 1947, it had treated almost 900 men.

B. BVA was officially organized on March 28, 1945 during a meeting of about 100 blinded soldiers at 'Old Farms'.  A blinded veteran, Pincus Hoffman, chaired the meeting, and the group approved a constitution that had been carefully worked out at earlier meetings and drafted by Arthur Brothers, a New York City attorney.

C. Nine blinded veterans were chosen to form the Board of Directors.  Baynard Kendrick, a sighted author, editor, writing instructor, and an earnest crusader for blinded veterans, was named Honorary Chairman of the Board, until a blinded veteran could be selected.  Raymond Frey was subsequently elected as BVA's first National President.

D. A temporary BVA office was set up in New York City.  Free office space and secretarial help for one year was provided by the American Foundation for the Blind through  Ms. Kathern Gruber.

E. Ms. Gruber also convinced AFB's Board to donate funds to pay BVA's expenses during the first year.  Letters were sent to blinded veterans encouraging them to join the new BVA, and the first edition of the BVA BULLETIN was prepared.

F. At the time of BVA's founding, Ms. Gruber was the Director of War Blinded Services for the American Foundation for the Blind.  She had visited and guided blinded veterans at Valley Forge Army Hospital since the early days of World War II.  For many years, Ms. Gruber wrote a special column for the BVA BULLETIN, attended Board meetings and national conventions.  Always a true friend to blinded veterans, BVA's Scholarship Program--the Kathern F. Gruber Scholarship--was established in her honor.

G. The name of Father Thomas J. Carroll is another name often heard at BVA meetings and conventions.  Father Carroll was a source of wisdom and inspiration for the young soldiers who formed BVA.  He encouraged and guided blinded veterans through the beginning years of the Association, and gave generously of his time and energy, constantly reminding and urging blinded veterans that they could and should be more.  He felt strongly that BVA could make the world a better place for the blind and the sighted alike.  Each year, a luncheon in Father Carroll's memory is held at the BVA National Convention.


[bookmark: Membership]Section 4.     Membership

A.	The BVA Charter and By-Laws speak of Members, Associate Members, and Honorary Members.  However, membership in the early years consisted solely of war-blinded veterans.  Later, a category of non-voting Associate Members was established to allow blinded veterans who had regained their sight to remain with the Association.  The Associate Member category was later changed to include non-service-connected blinded veterans.

B.	Membership dues in the new Association were set deliberately low - $5.00 per year - so no blinded veteran would be denied a chance to join.

C.	Shortly after BVA was formed, it was decided that blinded Navy and Marine Corps veterans would be encouraged to be members of BVA.  At the time, blinded Marines and Navy personnel were treated at the Philadelphia Naval Hospital.

D.	Another early decision was that BVA would push for uniform blind rehabilitation and training.  The veterans felt that the program at the Philadelphia Naval Hospital was not to the standard being set by the Army at Avon 'Old Farms'.


[bookmark: BVA_Bulletin]Section 5.     The BVA BULLETIN

A.	The blinded veterans who formed BVA faced a serious communications problem - how to keep the organization vital, together, and growing - how to keep in touch with blinded veterans across the nation - how to keep them informed and involved in issues crucial to their needs.  Many blinded veterans had written the new BVA and asked for their own newsletter.

B.	One of the first decisions made by the new BVA was to begin publishing the BVA BULLETIN.  The first edition was released in April 1946, prepared by blinded veterans and sighted volunteers.  Lloyd Greenwood, a blinded veteran, was the first editor.   The membership voted to change the BULLETIN to a quarterly publication.
C.	In the early years, the BVA BULLETIN often served as a personal communications link for blinded veterans who had been discharged from the hospitals, particularly 'Old Farms' and Valley Forge.  Blinded veterans would write in telling what they were doing and how they were solving problems, and often there would be announcements of graduations, new jobs, marriages, and the births of children,  Today, as well as in the early years, BVA uses the BVA BULLETIN to tell of VA programs and services, new equipment and aids, and developments within the Association.


[bookmark: Early_acceptance]Section 6.  Early Acceptance by the VA

A.	In early years, as today, much time and energy was devoted to issues involving the Veterans Administration - struggling with what was felt to be an insensitive bureaucracy and trying to cut through 'red tape' that effectively excluded blinded veterans from VA Programs.


B.	Often, blinded veterans were unfairly denied housing, job training, educational benefits and access to other programs because it was felt they were unsuitable.  At the time, BVA had no official standing or recognition or influence with VA.

C.	However, in May 1946, BVA officers were able to meet with General Omar Bradley, the VA Administrator, and air their grievances; the problems being encountered at VA by blinded veterans.

D.	At the time, there were over 350 new veterans' organizations clamoring for VA attention.  BVA's high goals and standards, as well as its non-political posture, were judged to be reasons for General Bradley's receptivity to the new Association, and helped greatly in BVA's subsequent status as a recognized veterans' service organization.  Again, in 1946, BVA convinced the Veterans Administration to set up an advisory committee on the rehabilitation of blinded veterans.


[bookmark: Formation_RG]Section 7.  Formation of Regional Groups

A.	In forming BVA, blinded veterans realized that when they finally went home, some local BVA structure would be needed where they could meet, bring in new blinded veterans, and provide the 'mutual aid and assistance' spoken to in the BVA constitution.  Just receiving the BVA BULLETIN would not be enough.  Fellowship, sharing, working toward common goals - that could best be done in their own local BVA groups.

B.	Regional groups were formed from this need and later tied to the BVA governing structure by amendments to the National By-Laws.  The first BVA regional group was organized in Baltimore, Maryland in 1946, and other groups followed quickly.   A current list of regional groups can be found on the BVA website: http://www.bva.org/regroup.html

[bookmark: Early_finances]Section 8.  Early Finances

A.	Finding the money needed to operate the new BVA was a major problem.  The Association had no funds when it was organized, and membership dues were too low to provide significant funding for Association activities.  Free office space and volunteer help would work for only a short time.  Moreover, the BVA founders were hesitant to ask for help, and certainly did not want to appear as blind people begging for money.  Perhaps, it was not understood that the American people would help support the goals of BVA and help blinded veterans if they were just asked.  So finding the money to keep BVA in business was a continuing concern.  Often it appeared that BVA could not survive.

B.	Fortunately, on July 15, 1946, just when the situation looked terminal, BVA received a gift of $25,000 from the Women's International Bowling Congress of Louisville, Kentucky.  This gift was followed by others.  It was a real break and BVA was saved, but the critical nature of the problem remained for years.  Finding enough money to do the things BVA must do is a problem that remains with us today.


[bookmark: BVA_Chartered_congress]Section 9.     BVA Chartered by Congress

A.	On August 27, 1958, President Dwight D. Eisenhower signed into law, an act of the 85th Congress formally incorporating and chartering the Blinded Veterans Association.

B.	Congressman T.A. Thompson of Louisiana introduced the bill to incorporate BVA on June 21, 1957, remarking:  "The worthy efforts of the membership of the Blinded Veterans Association deserve no less than recognition by the Congress of the United States."

C.	The Charter placed BVA in a league with other larger and better known veterans' service organizations such as the American Legion, the Disabled American Veterans and the Veterans of Foreign Wars.  The BVA had proven itself, and was now officially recognized as the organization primarily responsible for serving America's blinded veterans.


[bookmark: First_Blind_rehab_Center_opens]Section 10.     First Blind Rehabilitation Center Opens

A.	The first VA Blind Rehabilitation Center was opened on May 20, 1948, at the VA Hospital in Hines, Illinois.  The new Rehabilitation Center had beds for nine blinded veterans.  Though small, it was the realization of one of BVA's most cherished dreams.

B.	An article in the July, 1948 BVA BULLETIN announced the Center's opening:  "A basic and remedial adjustment and training center for veterans with service- connected blindness requiring hospitalization for treatment thereof, or a condition flowing therefrom, is being placed in operation at this time in the VA Hospital, Hines, Illinois."

C.	"The purpose of the training to be given at this center is to prevent the development of further physical or mental disorders which may arise as the result of blindness.  The Center will be open to eligible blinded veterans from any branch area."

D.	The BVA BULLETIN article told of an 18-week course of rehabilitation and training in a new facility equipped with fluorescent lighting, a fine staff of instructors, and orientation and mobility program, shop, woodworking, and metal working programs, occupational therapy, recreational, sports and social activities, instruction on the latest recording devices, and braille and typing classes, too.  Rehabilitation for blinded veterans had finally arrived.


[bookmark: Field_Service_Program]Section 11.     The Field Service Program

A.	The concept of a BVA Field Service Program began with early regional group efforts.  George 'Buck' Gillespie began travelling throughout the Southern California Regional Group area to reach and help blinded veterans.

B.	The BVA National Field Service Program was established in June, 1953.  The program initially concentrated on the large numbers of blinded veterans who were not in training or not employed.  An article in the BVA BULLETIN announced the Program which was to get underway in late 1953.  Limited financial backing for the Program was provided by the Community Chest in 1953 and 1954.

C.	Buck Gillespie was hired as the first BVA Field Representative.  Dr. William Thompson was selected as the first National Field Service Director in 1954.

D.	The Field Service Program has operated at various levels of intensity over the years.  In 1974, BVA entered into a contract with the Veterans Administration to reach and help veterans blinded in the Vietnam War.  The Field Service Program operated under the VA contract through 1987.  The Program is not funded entirely by BVA.


[bookmark: BVA_Aux]Section 12.  BVA Auxiliary

A.	The BVA Auxiliary was organized during the BVA National Convention in New Orleans in 1978.  Over the years, the Auxiliary has served as a forum where spouses of blinded veterans could meet and share common problems and concerns, and as a basis for carrying out projects supporting the overall mission of BVA.  Membership in the BVA Auxiliary is open to spouses, family members, and sighted friends of BVA.


CHAPTER II -- ORGANIZING A REGIONAL GROUP

[bookmark: Organizing_Convening_a_meeting]Section 1.	Organizing/Convening a Meeting

A.	In accordance with the provisions of Section 2 of Article XIV (Regional Groups) of the BVA National Bylaws, five (5) or more eligible Members and/or Associate Members of the BVA, in good standing, may form a new regional group.
1.	An eligible Member is a service-connected blinded veteran BVA member who has paid dues for the current year (dues must be paid before January 1st of each year or the Member is delinquent), or a service-connected blinded veteran BVA member who is a Life Member, or is paying to life membership.

2.	An eligible Associate Member is a non-service-connected blinded veteran, BVA member, whose blindness is non-service connected and who has paid dues for the current year (dues must be paid before January 1st of each year or the Associate Member is delinquent), or a non-service-connected blinded veteran BVA member who is Associate Life Member, or is paying to life membership.

B.	The procedure is to announce by letter or flyer to all interested members in the area in which the group is to be formed, that there will be an organizational meeting at a certain place and time.  At the meeting, temporary officers must be elected, and the group must be named.


[bookmark: Applying_for_RG_Charter]Section 2.	Applying for a Regional Group Charter

A.	Once the organizational meeting has been held, the group named (the regional group must have the geographical name in its title), and temporary officers elected, the Group must submit an application, signed by at least five (5) eligible Members and/or Associate Members in attendance, to the BVA National Headquarters (Attn: Administrative Director) requesting the issuance of a charter.  A sample application for a BVA regional group charter is provided in Appendix A.
1.	An alternative is to send a copy of certified minutes of the organizational meeting at which a motion is adopted requesting the issuance of a charter.  The minutes must list the names of five (5) or more eligible Members and/or Associate Members present and show that they adopted the motion.

2.	If a regional group exists which has jurisdiction of the area in which the new group is being formed, then the consent of that regional group for the formation of the new group must be obtained by the new group being formed.  Such consent must be in the form of a letter, or the minutes of a meeting of that group, stating that the group consents to the formation of the new group (Section 3, Article XIV, BVA National Bylaws refers).

B.	If it is desired that the group have a special name, then that name should be included in the application, or in the minutes of the organizational meeting.  In either case, the boundaries of the desired new group must be specified (state boundaries, names of counties, etc.).

C.	The BVA National Office will submit the written application, or written meeting minutes, whichever the case may be, to the BVA National Board of Directors which will decide whether or not to issue a new charter.

D.	A sample regional group charter is set forth at Appendix B.


[bookmark: Preparing_Submitting_RG_bylaws]Section 3.	Preparing and Submitting Regional Group Bylaws 

A.	Section 10 of Article XIV (Regional Groups) of the BVA National Bylaws requires that "immediately after its organization, each new regional group shall elect a President, Vice-President, Secretary, Treasurer (provided that the group, in its discretion, may combine the offices of Secretary and Treasurer), and other officers from among its Members and/or Associate Members considered necessary for its operation and shall forthwith adopt and forward to the National Headquarters bylaws for its government and control.  Such bylaws shall not be effective unless or until approved by the National Board of Directors."

B.	The newly formed regional group must prepare and submit its bylaws to the National Headquarters in a timely manner for approval by the BVA National Board of Directors.

C.	In accordance with Section 10a(2) of Article XIV (Regional Groups) of the BVA National Bylaws, no bylaws or provisions thereof, not required of all regional groups under the same or similar circumstances, shall be required of any one regional group.

D. 	Sample regional group bylaws are set forth at Appendix C.  It must be emphasized that these are sample bylaws only, and the regional group is not bound to tailor their bylaws exactly to these sample bylaws.

[bookmark: INC_RG]Section 4.	Incorporating a Regional Group

A.	From time to time, the question arises from members of an unincorporated BVA regional group whether the group should incorporate.  There are two main advantages to incorporating as follows:

1.	The first advantage to incorporation is the limitation of liability - that is, only the corporation (and not the members) can be held liable for debts, judgments, etc., of the organization if it is in corporate form.  This is the normal reason for a business to incorporate, because it runs up liabilities as it operates.  But a regional group is not a business and ordinarily does not run up liabilities except on a very minimal scale.

2.	The second major reason for incorporation is to obtain tax-exempt status, normally under Section 501(c)(3) of the Internal Revenue Service (IRS) Code, and to make contributions to the organization deductible for tax purposes, under Section 170(c) of the IRS Code, and this cannot be achieved unless the organization is in corporate form.

2a.	The first part of this - the exemption from taxation - would seem to be of virtually no importance to a BVA regional group since it normally does not generate any taxable income.

2b.	The other part - the tax deduction for contributions - could be important (if a regional group had a prospective donor who wanted to give a substantial sum) because donors practically always want to be assured that their contributions will be tax - deductible, and indeed, some foundations and perhaps other organizations are prohibited from donating to any organization that is not a Section 501(c)(3) entity.  

2b(1)	A pertinent question here is:  What are the chances of a regional group having a really substantial contributor?

2b(2)	The disadvantage of becoming a corporation is that the regional group generally subjects itself to some regulation by the state and by the federal government. This involves filing reports, possibly paying some fees, and perhaps other requirements.  These are generally not substantial but possibly could be; however, they are in most cases a nuisance.

2c.	The decision of whether to incorporate or not is a decision strictly for the regional group leadership.  Any state or federal regulations impacting a regional group as a result of incorporation as well as payment of fees and other requirements are strictly the 	responsibility of the regional group.

B.	Should a regional group consider incorporation, it is strongly recommended that the regional group enlist the services of a lawyer familiar with matters of incorporation to assist the group and/or act as a consultant.


[bookmark: Aquiring_tax_exempt_status]Section 5.	Acquiring Tax Exempt Status

A.	The National Organization of the Blinded Veterans Association is exempt from Federal income tax under Section 501(c)(3) of the Internal Revenue Service (IRS) Code, such exemption having been originally granted on August 5, 1946, and subsequently reaffirmed by the IRS on March 28, 1966. 

1.	On August 11, 1980, the BVA National Board of Directors made a policy decision not to extend the tax-exempt status of the National Organization to BVA regional groups based on the IRS guidelines and codes.  Accordingly, BVA regional groups are not automatically exempt from Federal income taxes.  

2.	Only those regional groups which have independently applied for and received a tax-exemption from the IRS are exempt.  Such groups are directly responsible to the IRS and are subject to filing their own IRS Form 990 (Return of Organization Exempt from Income Tax).

B.	Any BVA regional group which is not currently exempt from Federal income tax may, if they wish, apply for exemption on their own.  Application may be made for exemption as either a "charitable and educational organization" (Section 501(c)(3) of the IRS Code), or as a "war veterans organization" (Section 501(c)(19) of the IRS Code). 

1.	The proper IRS forms are Forms 1023 and 1024 respectively.  In addition, Groups filing for IRS exemption are also required to apply for an "Employer Identification Number" by filing an IRS Form SS-4 (Application for Employer Identification Number).  

2.	The aforementioned IRS forms are available through the regional group's nearest IRS regional office or by calling the IRS toll-free number 1-800-829-3676 (Federal Tax Form Distribution Center, Richmond, Virginia) and requesting the form(s).  

C.	Regional groups filing for exempt status should be aware that an additional requirement exists to file an IRS Form 8718 (User Fee for Exempt Organization Determination Letter Request) together with an appropriate fee when filing for exempt status.  Check with the IRS for the current Fees for filing for exemption status. They range depending on the organization's annual gross receipts and the type of organization.  

1.	In most cases, the fee for a Regional Group filing for exempt status will be $150.00. note: This number needs to be updated to reflect current base fee

2.	IRS Form 8718 is available through the Regional Group's nearest IRS regional office, or by calling the IRS toll-free number 1-800-829-3676 (Federal Tax Form Distribution Center, Richmond, Virginia) and requesting the form(s).

D.	Regional groups should be aware of the merits of applying under the two aforementioned sections of the IRS Code.

1.	Organizations exempt under Section 501(c)(3) will most likely find it easier to obtain contributions since the rules governing many foundations and other organizations place restrictions on donations to organizations which do not fall under the provisions of Section 501(c)(3).

2.	However, Section 501(c)(3) organizations have strict limitations upon the amount of expenditures that they can make for the purpose of influencing legislation (such as lobbying and attempting to influence public opinion).  Groups that engage in an abundance of this type of activity might want to consider applying under Section 501(c)(19) instead.

E.	Regional groups should also be aware of the annual income tax filing requirements that tax-exempt organizations are required to meet.  Depending upon the classification of the group and the annual gross receipts that it receives, it may have to file either IRS Form 990 or 990-PF (Return of a Private Foundation or Section 4947(a)(1) Charitable Trust Treated as a Private Foundation).

F.	As the application process for tax-exemption is complex and will probably vary according to the specific circumstances of each group, interested regional groups are advised to consult their nearest IRS regional office for information relating specifically to them and/or consult a tax attorney.

G.	Additionally, it is strongly recommended that interested regional groups consult IRS Publication 557 (Tax-Exempt Status for Your Organization).  Copies of this publication may be obtained from the nearest IRS office, or by calling the IRS toll-free number listed in the second paragraph on this page.


CHAPTER III - ELECTIONS OF OFFICERS

[bookmark: Notifying_RG_members_meeting_elect]Section 1.	Notifying Regional Group Members of the Meeting to Elect Officers

A.	Election of regional group officers usually occurs annually or bi-annually, depending on the regional group's bylaws, and is one of the most important events to the regional group.   Every effort should be made to facilitate the maximum turnout of the membership for the meeting to elect new regional group officers.

B.	The regional group secretary should notify all of the members of the regional group in good standing in a timely manner of the date, time and location of the meeting to elect new officers.

1.	Such notification should be no less than ten (10) days prior to date of the meeting, and should be by written letter and email.  In accordance with a policy established by the BVA National Board of Directors in August of 1999, address labels from BVA National Headquarters must be used on all such notification letters.  

2.	In accordance with the provisions of Section 11 of Article XIV (Regional Groups) of the BVA National Bylaws, the meeting to elect regional group officers must be held in a location within the regional group's territorial boundaries as set forth in the regional group's charter.

3. 	Upon request, the BVA National Headquarters (Attn: Membership) will provide gummed labels containing the names and addresses of all of the members of the regional group.  This will serve to facilitate the regional group Secretary's mail out of the notice of the meeting to elect new officers.

[bookmark: Notifying_BVA_national_headquarters_elec]Section 2.  Notifying BVA National Headquarters of the Election Results  

A.	The BVA National Headquarters requires up-to-date rosters of all regional group officers to facilitate accurate and correct mailing of BVA business documentation, regional group dues apportionment checks, Life Membership Fund apportionment checks, etc.  Therefore it is necessary that the regional groups provide the BVA National Headquarters with timely officer election results.  

B.	Section 10b of Article XIV (Regional Groups) of the BVA National By-Laws requires that regional groups submit an up-to-date listing of its officers (to include name, office held, address and telephone number) to BVA National Headquarters (Attn: Administrative Director) immediately after its initial organization, and there-after within thirty (30) days after an election of officers or any change of officer(s) for any reason.


[bookmark: Responsibilities_Officers]Section 3.	Responsibilities of Officers  

A.	The following are the general responsibilities of regional group officers.  It should be emphasized that the regional group by-laws should spell out in detail the specific duties of the regional group officers.  In this regard, the responsibilities listed below are general in nature, and not necessarily all-encompassing.

1.	President: The President is the executive head of the regional group, and should have full power to enforce the provisions of the regional group constitution/by-laws as well as the policies adopted by the membership.  He should preside at all meetings of the membership unless ill, disabled or absent, in which case the Vice-President should preside.

2.	Vice-President:  The Vice-President should perform such duties as are assigned him by the President and/or the Regional Group membership, and should act as Acting President during the absence, illness or disability of the President.

3.	Secretary:  The Secretary should keep minutes of all meetings of the membership and the regional group Executive Committee, if one is established, and should furnish a copy of all such minutes to the National Secretary (BVA National Office/Attn: Administrative Director) within two months of the meeting.  The  Secretary should notify all members in good standing and the National Headquarters of all Regional Group meetings, including the purposes for which they are called.  The Secretary should perform such other 	duties as are assigned him/her by the President, Vice-President and/or the membership.

4.	Treasurer:  The Treasurer should be required to maintain accurate and complete books and records of account reflecting all of the income and expenditures of the Regional Group.  The Treasurer should be required to report regularly to the membership on the finances of the group, and to file budgets and financial reports with the National Association as requested/required.

B.	The regional group may, in its discretion, combine the offices of Secretary and Treasurer, and may elect other officers from among its membership considered necessary for its operations.

C.	If other officers are elected, or appointed, the regional group by-laws should spell out what the duties and responsibilities of each additional elected and/or appointed officer are.

CHAPTER IV - ELECTION OF DELEGATE TO THE BVA NATIONAL CONVENTION

[bookmark: Notifying_RG_meeting]Section 1.	Notifying Regional Group Members of Meeting  

A.	In accordance with the provisions of Section 12 of Article XIV (Regional Groups) of the BVA National By-laws, each regional group shall be entitled to elect a delegate from among its members to the National Convention.
		
B.	It should be noted that, in accordance with Section 4 of Article III (Qualifications for Membership, Associate Membership and Honorary Membership) of the BVA National Bylaws, Associate Members shall have all the rights, privileges and responsibilities of Members.  They may vote on National issues and hold and vote for National office and for the position of District Director.  They may serve as a delegate or alternate from the regional group to the National Convention, and may vote for, and instruct, said delegate(s).  They shall be eligible to hold any office in their regional group.

C.	All regional groups must inform their Members and Associate Members of the date of the regional group meeting at which time balloting will take place for the purpose of electing their delegate(s) to the National Convention.

1.	The meeting notice must be sent out no later than forty (40) days prior to the National Convention, nor no later than ten (10) days prior to the regional group meeting.

2.	A copy of the notice of the meeting to elect and instruct delegates must be sent to BVA National Headquarters (Attn: Administrative Director) at the same time it is mailed to the Members and Associate Members.

[bookmark: Instructing_RG_delegate]Section 2.	Instructing Regional Group Delegate

A.	Section 12a of Article XIV (Regional Groups) of the BVA National Bylaws also provides that at the meeting to elect the delegate(s) to represent the Regional Group at the National Convention, such delegate(s) will be instructed as to voting for or against any given subject or subjects, or for or against any particular candidate or candidates for office.

B.	Instructions to the delegate must be in writing, signed by the regional group President, and authenticated by the regional group Secretary.  This is done on the Official BVA Credentials Form which is discussed in Section 3 below.

[bookmark: Submitting_RG_credentials]Section 3.	Submitting Regional Group Credentials

A.	Section 12c of Article XIV (Regional Groups) of the BVA National Bylaws requires that credential forms certifying the election of the regional group delegate, and instructions to him/her shall be written in triplicate and signed by the regional group President and authenticated by the regional group secretary.

1.	Such credentials forms are usually mailed out to the regional groups in April of each year to facilitate those regional groups which hold an early meeting to elect and instruct their delegate to the National Convention.

2.	These forms are sent out in triplicate, with one set sent to each regional group officer (President, Vice-President, Secretary and Treasurer (or Secretary/Treasurer).  The Credentials Forms are printed on different colored paper each year for ease of identification.

B.	The BVA National Headquarters is responsible for producing and distributing the Official BVA Credentials Forms to be used for the BVA National Convention to the regional group in a timely manner.  

1.	One copy of such credentials and instructions is required to be delivered to the delegate by the Regional Group.

2.	One copy of such credentials and instructions is required to be forwarded to the BVA National Headquarters (Attn: Administrative Director) no later than twenty-one days (21) days prior to the National Convention.

3.	One copy of such credentials and instructions is required to be retained in the Regional Group files.


[bookmark: Responsibilities_delegate]Section 4.  Responsibilities of the Delegate  

A.	Section 12d of Article XIV (Regional Groups) of the BVA National Bylaws also requires that when a Regional Group delegate to the BVA National Convention has been instructed, the delegate must vote in accordance with his/her instructions.

B.	If the delegate refuses to do so, then the National Secretary will be required to cast a ballot for the recalcitrant delegate in the name of the regional group issuing such instructions.


CHAPTER V - CONDUCTING REGIONAL GROUP MEETINGS

[bookmark: Annual_meeting_plan]Section 1.	Annual Meeting Plan

A.	Section 13a of Article XIV (Regional Groups) of the BVA National Bylaws states that "in order to be recognized by the Blinded Veterans Association as a regional group in good standing, a regional group shall meet at least once during each Fiscal Year (July 1 - June 30) and submit copies of its minutes to National Headquarters within two (2) months of such meetings...."

B.	Regional group meetings serve multiple purposes.  They serve as a forum for the conduct of regional group business.  Additionally, they provide members with the opportunity to interact with each other and discuss matters of mutual interest concerning blindness/visual impairment.  They also serve as the basis for a support group for the members of the regional group.  Accordingly, the number of meetings a regional group holds during the year is directly proportionate to the benefits to be derived by the members as enunciated above.

C.	Each BVA regional group should make a concerted effort to hold a minimum of two meetings a year, and more if possible.  Some regional groups hold monthly meetings.  For those regional groups whose territorial boundaries encompass a state or several states, it is recommended that three or more meetings be held during the year, with each meeting to be held in a different city or geographical location.


[bookmark: Selecting_meeting_site]Section 2.	Selecting the Meeting Site

A.	Meeting sites for BVA regional group meetings should be selected taking into consideration several factors as follows:

1.	Proximity of site to largest concentration of members.  The meeting site should, in most circumstances, be as close as possible to the largest concentration of the membership.  By so doing, the chances of a large turnout for the meeting will increase.

2.	Lodging accommodations:  There should be adequate lodging accommodations within close proximity of the meeting site to accommodate those members who choose to stay overnight.  

3.	Size of the territorial boundaries of the regional group.

3a.	For those regional groups whose territorial boundaries encompass an entire state or several states, a site should be chosen which is as closely as possible equidistant to all the members of the regional group.  

3b.	Choosing such a site will even out the distance the members will have to travel.

4.	Use of other veterans organizations' facilities or military facilities.  Regional groups are strongly encouraged to coordinate with other veterans service organizations in their respective geographical areas such as the VFW, American Legion, DAV, etc., and use their facilities, where feasible, to hold regional group meetings.  

4a.	Also, if a military base or facility is located in the area of the regional group, efforts should be made to coordinate with the local base commander for the use of the military facility to hold regional group meetings, if possible.  

4b.	By using such facilities, regional groups can substantially reduce costs associated with renting commercial facilities, thereby making monies in the regional group budget available for other expenditures that would normally be used to rent regional group meeting space.


[bookmark: Notifying_members_meeting]Section 3.	Notifying Members of Meetings

A.	Each regional group member should be notified of each regional group meeting in a timely manner.  Such notification should be in the form of a letter or flyer, or may be published in the regional group minutes.  If the date of the meeting is known well enough in advance, such information may be published in the respective District Director's newsletter.  Such notification should be sent out to each member a minimum of 10 days prior to the meeting date, and should include the date, place and purpose of the meeting.  

B.	Upon request, the BVA National Headquarters (Membership) will provide labels for the mailing, to each regional group member, of the meeting notice.  A written or telephonic request will suffice.  Subordinate chapters of regional groups desiring labels for mailings must go through their respective regional group to obtain such labels.


[bookmark: Assuring_Quorum]Section 4.  Assuring a Quorum for Meetings

A.	During its annual meeting held during the period August 8 - 10, 1993 in Tucson, Arizona in conjunction with the 48th BVA National Convention, the BVA National Board of Directors established the policy that the minimum number of members required for a quorum for regional group meetings is five (5) members.

B.	In order to ensure a quorum at regional group meetings, the regional group leadership should attempt to contact its members by phone prior to each meeting to encourage them to attend.  Coordination among the leadership should provide a fairly accurate estimate of the number of members who have provided positive intentions to attend the meeting.


[bookmark: Keeping_minutes_meeting]Section 5.	 Keeping Minutes of the Meeting

A.	Keeping minutes of the regional group meeting is the responsibility of the regional group Secretary (Secretary/Treasurer).  

B.	In order to ensure an accurate and concise transcript of the meeting, it is strongly recommended that the regional group secretary utilize a Recording device to record the proceedings of the regional group meeting as well as take personal notes.  By utilizing a  recording device, the secretary will have an accurate record of the meeting which he/she can utilize to supplement his/her personal notes and ensure that a complete and accurate transcript of the meeting is produced.


[bookmark: Submitting_minutes_BVA_Natl_dist]Section 6.	 Submitting Minutes to BVA National Office and District Director

A.  	Section 13a(2) of Article XIV (Regional Groups) of the BVA National Bylaws requires all BVA regional groups to submit copies of the minutes of each meeting held to the BVA National Headquarters within two (2) months of such meetings.  

B.	Submission of the minutes of each regional group meeting to the BVA National Headquarters in a timely manner is the responsibility of the regional group Secretary (Secretary/Treasurer).

C.	The minutes of each regional group meeting should by typed or prepared on a computer/word processor, should be legible, should be in English, and should be signed by the regional group Secretary (Secretary/Treasurer) and or the regional group President.

D.	It is strongly recommended that the minutes of each regional group meeting be prepared in 14-point type or larger print which will qualify the minutes to be mailed FREE MATTER FOR THE BLIND in accordance with U.S. Postal regulations (Domestic Mail Manual, Section 135.7).

E.	A copy of the minutes of each regional group meeting should be submitted by e-mail and or regular mail to the respective District Director(s) who has (have) cognizance over the Regional Group at the same time as the minutes are submitted to the BVA National Headquarters.


[bookmark: Suggested_format_RG_meeting]Section 7.	 Suggested Format for Regional Group Meeting

A.	Each regional group should adopt a standard format for the conduct of its meetings, and such format should be adhered to by the regional group leadership.

Note the section B below was added 7/8/12 CH Resources for Roberts Rules of Order
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B.	The following is a suggested standard format for the conduct of regional group meetings.  It should be emphasized that this is a suggested format only, and regional groups are at liberty to add, delete or modify this format as they may see fit.

C.	The suggested standard format is as follows:

	I.	INVOCATION
	II.	PLEDGE OF ALLEGIANCE
	III.	INTRODUCTIONS/ROLL CALL
	IV.	READING OF MINUTES
	V.	TREASURER'S REPORT
	VI.	COMMITTEE REPORTS
	VII.	OLD BUSINESS
	VIII.	NEW BUSINESS
	IX.	CLOSING/BENEDICTION


CHAPTER VI - REGIONAL GROUP FINANCIAL RESPONSIBILITIES

[bookmark: Opening_bank_account]Section 1.  Opening a Bank Account

A.	Each regional group must open a bank account into which funds that are accrued by the regional group shall be deposited.  As outlined in the chapter regarding membership and dues:

1.	Each regional group in good standing shall receive 80% of the annual dues collected by BVA National Headquarters for those members who join BVA on an annual basis and reside within the geographic boundaries of the Regional Group. 

2.	The regional group will also receive, on an annual basis, an apportionment from the Life Membership Fund which is 100% of the funds determined available for apportionment in any given year based on the number of life members residing in the geographic boundaries of the regional group.

The formula for calculating the apportionment for each regional group is set forth in the BVA Life Membership Fund By-laws.  Such annual apportionment is usually made in the Fall (October/November). 

B.	Any funds that may be raised during regional group fund-raising activities approved by the BVA National Board of Directors should be deposited in the regional group bank account.

C.	Each regional group should open at least a checking account, preferably interest bearing, so that for any business conducted by the regional group requiring funds checks can be written.  The checking account should have at least two signatories on the account to protect against any one member engaging in unauthorized expenditures of the regional group funds.  Generally, the signatories are the President of the regional group and the Secretary\Treasurer or the Treasurer if the group has both a Secretary and Treasurer.  The regional group may also establish a savings account at its own discretion or invest its funds in IRA's or other investments agreed upon by the membership of the regional group.

D.	Although most regional groups do not have large sums in their account, the group should consider having signatories on the regional group accounts bonded to protect the regional group against any losses due to misappropriation of regional group resources.

[bookmark: annual_financial_report_BVA]Section 2.  Annual Financial Report to BVA National Headquarters 

A.	Article XIV, Section 13a(3) of the BVA National By-Laws requires each regional group to submit annually to BVA National Headquarters (Attn: Administrative Director) a report on its financial status.  Failure to comply with this requirement will result in the regional group being placed in a "Not-In-Good-Standing" category with respect to National BVA and will result in the withholding of the Life Membership Fund and annual dues apportionments.

B.	The BVA National Board of Directors takes its financial responsibilities very seriously and consequently expects each regional group to do the same. There- fore, regional groups should carefully consider these responsibilities when electing their officers, and should elect a Treasurer (Secretary/Treasurer) whom they believe will accept the responsibility of preparing and submitting the necessary financial reports to BVA National in a timely fashion.  A copy of the financial report form may be found in the Appendix.

[bookmark: Appropriate_use_RG_funds]Section 3.  Appropriate Use of Regional Group Funds

A.	How regional groups choose to utilize the funds they have available to them is generally left to the discretion of each regional group.  BVA National does not dictate how each group should allocate these funds, but does expect regional groups to exercise good judgment and keep clearly in mind the purpose and mission of the organization.

B.	BVA was organized as an organization of blinded veterans to provide assistance to other blinded veterans.  If funds available to the regional group are utilized to achieve this end, there should be no problems.

C.	BVA encourages regional groups to establish BVA Volunteer Regional Group Offices in VA facilities to facilitate delivery assistance to other blinded veterans.  Purchasing of supplies, assisting with travel expenses for the volunteers, and staffing these offices is most appropriate.  Establishing service programs for its membership in whatever form that may take is also worthy of regional group funding support.  Some regional groups, either at regular business meetings or special meetings such as Christmas parties, pay to subsidize--in whole or in part-- the expenses for individual members.  Some regional groups subsidize the expenses of their elected Delegates to the BVA National Convention.  Other groups establish funds from which get-well cards, flowers, etc., are purchased for their members.

D.	Clearly, the regional group's uses of its funds should be limited to supporting programs and services for its members.  How that is accomplished is up to each Regional Group.  The BVA Board of Directors feels it is contrary to the organization's mission for regional group funds to be utilized solely for the entertainment of a few members.  Awards in the form of Certificates of Appreciation or plaques for service rendered to blinded veterans is another appropriate use of regional group funds.


CHAPTER VII - BVA MEMBERSHIP
[bookmark: Membership_categories]
Section 1.  Membership Categories

A.	In accordance with Section 1 of Article III (Qualifications for Membership, Associate Membership and Honorary Membership) of the BVA National Bylaws, any person having been, or being, in the Armed Forces of the United States shall be eligible for Membership if he\she has service-connected blindness or has incurred blindness during or after military service.

1.	There shall be three categories of Members:
a.	Member (M)(Annual Paying);
b.	Life Member (LM);
c.	Paying to Life Member (PLM). 

2.	Any Member whose sight improves to such an extent that he\she is no longer eligible for Membership will be retained as an Associate Member if he\she so requests.

B.	Any person having been, or being, in the Armed Forces of the United States shall be eligible for Associate Membership if he\she has incurred blindness but the blindness incurred was not in the line of duty.

1.	There shall be three categories of Associate Members:
a.	Associate Member (AM)(Annual Paying);
b.	Associate Life Member (ALM);
c.	Paying to Associate Life Member (PALM).

2.	Any person who was a member but did not renew their membership shall fall into one of the following two categories:
a.	Former Member (FM);
b.	Former Associate Member (FAM).

3.	Any person having been, or being, in the Armed Forces of the United States and who has incurred blindness, whether in the line of duty or not shall fall into one of the following two categories:
a.	Service- Connected Veteran, Never Member of BVA (NM);
b.	Non-Service-Connected Veteran, Never Member of BVA (NAM).

[bookmark: Dues_structure]Section 2. Dues Structure

A.	Annual Membership dues for veterans meeting the requirements of Article III, Section 1 of the BVA National Bylaws shall be $15.00

B.	Annual Associate Membership dues for veterans meeting the requirements of Article III, Section 4 of the BVA National Bylaws shall be $15.00.

C.	Life Membership dues for veterans meeting the requirements of Article III, Section 1 of the BVA National Bylaws, and Associate Life Membership dues for veterans meeting the requirements of Article III, Section 4 of the BVA National Bylaws, shall be based upon the age of the blinded veteran at the time payment toward Life or Associate Life Membership is initiated and shall be as follows:

Membership Dues: 
Category Age Category 44 or younger dues are $100, 45-54 dues are $88, 55-60 dues are $75, 61-65 dues are $63, 66 or older dues are $50.

D. 	Life Memberships, or Associate Life Memberships may be paid in full or may be initiated with a down payment of $25 or more; the balance shall be paid within two years of the date of initial payment.

1.	If the balance is not paid within the succeeding two year period, the person will be reverted to an annual dues paying status and the amount paid towards Life or Associate Life Membership will be applied against that person's dues at the annual rate commencing with the date of initial payment.

2.	This may result in that person being declared delinquent.

E.	Any Life or Associate Life Member who has died shall have his/her membership continued in memorial unto perpetuity.
1.	If a Member or Associate Member who has been paying towards Life  or Associate Life Membership dies, anyone may pay the balance of the Life or Associate Life Membership and have it placed in memorial unto perpetuity.

2.	A roster of perpetual Life and Associate Life Members shall be maintained at the National Headquarters.

[bookmark: Aportionment_of_dues]Section 3. Apportionment of Dues	
	
A.	Annual Membership and Associate Membership dues shall be paid directly to the National Headquarters.  They are due and payable on October 1 of each year and are delinquent on January 1 of the following year.

1.	The rights and privileges of delinquent Members and Associate Members shall be suspended during the period of their delinquency.

2.	Delinquent Members and Associate Members may be reinstated when they pay their dues.

B.	Should an application for Membership or Associate Membership be rejected, dues or application fees paid by the applicant shall be refunded and his/her application shall not be entertained again for one year.

C.	All annual dues collected by the National Headquarters from Members and Associate Members within the jurisdiction of any regional group shall be divided between the National Association and the regional group concerned on the basis of 80% to the regional group and 20% to the National Association.

[bookmark: Life_membership_apportionment]Section 4.  Life Membership Apportionment

A.	Life and Associate Life Membership dues shall be paid to the National Association and shall be placed in a Life Membership Fund and 100 per cent of income earned in dividends and interest from the Life Membership Fund shall be apportioned among the various Regional Groups in good standing.

B.	The Life Membership Fund shall be administered by a Board of Trustees, consisting of six individuals appointed by the National President with the advice and consent of the National Board of Directors.

1.	At least one trustee shall be on the Administrative Staff of the National Headquarters, and not less than one-half (1\2) of the trustees shall be Members or Associate Members of the Blinded Veterans Association with at least one being on the National Board of Directors.

2.	The terms of office shall be three years, with two trustees appointed three years each year.

3.	The National President shall designate one of the trustees as Chairperson.

4.	The Life Membership Fund Board of Trustees shall elect such other officers it may deem necessary and shall adopt rules of procedure governing the investment of funds, such rules of procedure to be subject to approval by the National Board of Directors. 

5. 	The Board of Trustees shall have the power to buy and sell securities.  In so doing, the Board of Trustees shall have the power to engage a Corporate Investment Manager and to give such Manager discretionary authority to buy and sell securities for the Investment Account of the Life Membership Fund.

C.	Payment of dues for membership in the National Association automatically enrolls a Member, Associate Member, Life Member, or Associate Life Member into the regional group having jurisdiction over the area of his/her residence without payment of additional dues to that regional group.

D. 	A regional group shall not levy any additional assessment upon its Members,, Associate Members, Life Members, or Associate Life Members as a requirement for Membership or Associate Membership.


[bookmark: national_membership_program]Section 5. National Membership Program

A.	The backbone and substance of any organization is its membership.  To be strong and effective, an organization must have a dynamic and energetic membership dedicated to the goals of the organization.  The phrase "there is strength in numbers" is especially true with Veteran Service Organizations (VSOs).  The founding members of the Blinded Veterans Association (BVA) envisioned an organization of blinded veterans providing assistance to other blinded veterans, a principle which has been guiding BVA since 1945.  In order to be true to this founding and guiding principle, it is imperative that BVA have a solid active membership program that will serve to increase the organizations membership and by so doing strengthen its capacity to fulfill its goals and objectives of providing services to blinded veterans and their families.

B.	The BVA membership program must be carried out on two levels, the National level and the regional group (RG) level.  The National membership program consists of three membership mailings per year targeted at dues renewal for the coming year and soliciting former members to rejoin or entice veterans who have never been members to join.  The first mailing of the year is the dues notification which is mailed to arrive at the member's home around October 1st of the year preceding the actual membership year, e.g. October 1, 1999 for 2000 dues year.  This mailing goes to all membership categories for members within those categories who have annual memberships.

C.	The second mailing reaches Former Members (FM), Former Associate Members (FAM),  Non-Members (NM) and Non-Associate Members (NAM) approximately December 1st preceding the new dues year.  These letters are tailored to encourage blinded veterans to either rejoin or join for the first time.  Benefits of membership are explained in hopes of attracting these blinded vets.

D.	The next mailing reaches FM's, FAM's, NM's and NAM's February 1st of the dues year, again soliciting FM's, FAM's NM's and NAM's to join. Letters are also sent to members and Associate Members whose dues have lapsed, reminding them to renew their memberships.

E.	The National Office also sends out separate mailings to those blind vets who are paying to Life or Associate Life Memberships.  This notification reminds them of their outstanding dues to complete payment.  Other mailings may be initiated from time to time to maximize growth and retention.

F.	Since its inception, BVA has sent the BVA Bulletin to all blinded veterans for whom we have an address regardless of membership status.  This has caused some confusion in that blinded veterans believe that because they are receiving the Bulletin, they are members in good standing.  To overcome this problem, a special notice is included in the large-print version of the Bulletin sent to FM's, FAM's, NM's and NAM's advising them they are not members of BVA but are receiving the Bulletin as a courtesy.


[bookmark: RG_membership_program]Section 6. Regional Group Membership Program

A.	If the National Membership Program is to be effective and regional groups are to experience membership growth and retention, each regional group must engage in its own membership program.  Recruiting and retaining members is one of the most time consuming and difficult tasks a regional group has to face each year.  Success in this important area requires organization and tireless effort.  Appointing a membership committee is generally the desired approach to meeting membership goals. This committee can be as active as possible.

B.	BVA National recommends that the minimum regional group membership program consist of doing follow-up mailings to the National Program.  Membership letter mailings should be arranged to arrive during the months following the National mailing, and the letters should be tailored to the regional group activities and the benefits of membership.  Letters are by no means the only way to recruit new members or to get old members to renew.  

C.	BVA National believes one of the most effective methods--one utilized by a number of regional groups--is to undertake a telephone contact.  Personal contact with prospective members seems to be extremely effective.  These calls are most effective when timed to follow closely behind letters sent either by the National or the regional group.  

D.	Other methods that have produced results are to include non-members on the regional group mailing list, insuring that these individuals receive notices of regional group activities and also any newsletters produced by the regional group.  With the assistance of BVA National, the regional group might also consider having Public Service Announcements (PSAs) made that can be played on local radio stations letting blinded veterans in the area know about BVA and how to contact the regional group.

[bookmark: How_to_order_labels_printouts]Section 7. How to Order Labels and Printouts

A.  	The BVA Membership Manager should be contacted at least ten days prior to the date a regional group wishes to receive its labels and printouts.  Please specify the number of sets desired, keeping in mind that BVA National's policy is not to send more than two sets due to the constant updating of the BVA database.  It should be noted that changes of address and notifications of death are received by BVA National on a daily basis.  

1. 	Please specify how you wish the labels and printouts to be sorted, i.e., zip code or alphabetical.  

2.	Identify the exact mailing address to which the labels and printouts are to be sent if someone other than a regional officer is receiving the package.

B.	If a regional group has established Chapters or Districts that may wish to conduct separate mailings to their members, the regional group President must designate to BVA Headquarters the individual within the Chapter or District who is authorized to receive labels.  Additionally, the request for labels should be by zip code in order to provide the specific membership labels required. 

C.	If the BVA National Headquarters 800 toll-free number is utilized, be sure to leave all the above information.  Your request will be processed immediately if the above procedures are followed.  Should you have any questions, please contact the BVA Membership Manager.

*Administrative notes:

1.	The BVA National Headquarters does three membership renewal mailings per year.  If a regional group is planning to do a renewal reminder, check with the National Office (Membership Manager) first.  This will avoid duplicate mailings.

2.	Only regional group officers or designated individuals receiver labels\printouts.  Any unusual label\printout requests must be approved by the Executive Director.  Field Staff should contact the Administrative Assistant to the National Field Service Director for regional printouts following the same procedure.


CHAPTER VIII - REGIONAL GROUP ACTIVITIES

[bookmark: RG_newsletter]Section 1.	Regional Group Newsletter

A.	One of the most effective means of communicating with the members of the regional group is to regularly produce a newsletter.  The newsletter need not be long or too involved, but can provide useful information to your membership on upcoming activities, VA benefits information or updates on legislative activities on both state and national levels.  

B.	The BVA National Office Staff is always available to assist in providing information or ideas for such newsletters and mailing labels can be obtained from National Headquarters.  Be sure to always include a membership application with these newsletters as they can serve as valuable membership recruiting tools.


[bookmark: Public_relations]Section 2.	Public Relations  

A.	Want to get something for nothing? Of course you do. We all do. It's human nature to take advantage of something that's offered to you, FREE. It also makes a lot of common sense. So if getting something for nothing appeals to you, kick your feet back and dive into this section of the Regional Group Manual. In the next few pages, we're going to discuss the one FREE opportunity available to all Regional Groups. 

B.	In the process, we'll lay the ground work for the biggest, most lucrative grassroots effort in the history of the Blinded Veterans Association. Have we piqued your curiosity? Read on...

C.	You're probably asking yourself, “What is this tremendous opportunity?” At least, we hope your asking that.  Well the opportunity, in a nutshell, is your Regional Group's public relations campaign. That's right, public relations. It's quick. It's free.  And, it's easy.  As a matter of fact, it's so easy that after your Regional Group does it once, you'll never really have to work at it again.

D.	Let's start with just a quick overview of public relations.  What is it?  Public relations is the way your regional group interacts with your local community.  For the most part, that will take place through a relationship with your local media outlets.  Just to name a few, that includes newspapers, magazines, television (commercial and cable access), radio stations (AM & FM) and radio reading services.  Those outlets are your FREE link to communicating within your regional group, publicizing your efforts within your community and, most importantly, reaching the blinded veterans who don't know about BVA or the benefits they've earned. 

E.	It all boils down to a concept called “name recognition.”  That's how you measure your success. The Association's public relations goal is to have the initials “BVA” just as recognizable as “VA”, “VFW” or “IRS.” That's your regional group goal as well.  We know that's pretty ambitious.  Just remember each and every time you have information recorded, announced or printed about your regional group, you've moved us one small step closer to our goal. And, you're potentially reaching the men and women who need our help. 

F.	How do you get started? Here's your first step. Look around your regional group for a volunteer with a public relations background or someone who's interested in doing the job.  That's important.  You have to like what your doing to stick with it and do it professionally.  Once you find that person, your biggest obstacle is behind you.

G.	Now, it's time to build a list of media contacts.  Open the phone book and start calling media outlets within the boundary of your regional group.  Ask them if they are interested in your press releases and public service announcements.  If so, ask who you should mail them to.   Keep a very detailed list.  Make certain you note the name and position of your contact.  Your chance of having a press release or public service announcement used greatly increases when you can address it to an actual person as opposed to a section or department. 

H.	If you have problems building your list of media contacts, you can always go to the public library.  They have yearly listings of print and broadcast outlets throughout the United States. 

I.	If you still need help, get in touch with another area Veterans Service Organization (VSO) and ask for a copy of their media mailing list.  Or, call BVA National Headquarters and talk to the Communications Coordinator.

J.	Now that you have a person to handle the job and a list of contacts to mail your release to, you're ready to publicize your regional group. But, what events are actually big enough for the media to use? There is no real answer to this question. What's important to you may not be important to the editor of a local newspaper. Or even if it is important enough to print, there may not be room for it.  The same holds for radio and television.  The general rule of thumb is to write and mail anything you feel is important.  Then, you at least present your information and have a chance to get it published.  You definitely won't find your information in print or on-the-air if you neglect to write or mail it. 

K.	As a general rule of thumb, make sure you write about the following: 1)  Regional Group meetings; 2) regional group activities and accomplishments;  3) achievements of regional group members; and 4) periodically the goals and mission of the Blinded Veterans Association.

L.	The writing of your press release might just be the easiest part of your task. It's basically formula writing. Find a format your comfortable with and stick with it. Just change the information that's different from the last release. But, don't worry about retooling and rewriting it. You'll just be making more work for yourself in the long run. Believe me, your media contact doesn't mind at all. He or she just wants your information.

M.	Feel free to use the following as examples for your public service announcements and press releases. Remember to follow the format shown here and keep it simple.  You want to make sure that your message is clearly understood by the reader (audience) and by your media contact.

N.	Remember, these are just examples. If you'll notice the last release we included is in a different format than the other five. I did that on purpose. We know the equipment you have varies from regional group to regional group.  But as long as you have a typewriter and a piece of paper (hopefully letterhead), you have all the supplies you need to start writing press releases and public service announcements.

O.	Here's a little tip about the format for press releases.  Always double space the body of the release.  And, always give the name and phone number of a local point of contact for the press release.  You never know when an editor or producer might want additional information about your regional group.

P.	This brief introduction has skipped many details of a public relations program. It's merely a broad overview meant to wet your appetite and get you started down the right path. If at any time you'd like to discuss your regional group's public relations program, give the Communications Coordinator a call at BVA National Headquarters.

Q.	A couple of parting thoughts that might help.  Take advantage of every opportunity you have to push your regional group and your regional group activities.  If a school invites you to guest speak about blindness, go. If you can set up an exhibit at the county or state fair, do it.  Wherever there's a chance to get involved in your community, do it and let the media know you're doing it.  If someone asks you to march in a local parade, buy a BVA flag, practice drill and ceremony, just do it.  And last but not least, share ideas between the individual regional groups.  San Diego work with Northern California.  New York share your ideas with Pennsylvania.  Mid-Atlantic,  find out what Washington is doing and vice versa. Any positive press we get can be duplicated in other regional group areas.  That type of communication, commitment and effort will definitely help us on our way to name recognition.

R.	And last but not least, keep the BVA National Communications Coordinator up to date on your regional group's public relations activities.  Send in your ideas.  Let him/her know about your successes and your failures.  Let's work together to spread all the news generated by the Blinded Veterans Association and our regional groups.
[bookmark: Fundraising]
Section 3. Fund-raising
	
A.	Introduction

1.	This section provides guidelines for regional group fund-raising, supplementing instructions contained in Article XIV, Sections E and F of the BVA National By-Laws.  Materials in this section reflect National Board of Directors and National Headquarters policy, rules and experience in considering and approving regional group fund-raising projects.

2.	Regional groups are encouraged to undertake fund-raising projects with a specific purpose or need in mind.  For example, raising money to help defray extraordinary regional group expenditures, or raising money to collect funds to host a BVA National Convention, or raising funds to assist blinded veterans, VIST Coordinators, etc. are all sound reasons for fund-raising.

3.	However, projects to be conducted for the primary purpose of raising funds to build up a regional group's bank account, particularly when a surplus already exists, or to make investments, or for a purpose not associated with the overall mission of BVA or the regional group will not be approved.

B.  Restrictions

1.	Regional groups must obtain approval for all fund-raising projects as described in BVA National By-Laws (Article XIV, Section 13e).

2.	In carrying out any fund-raising project, regional group officers are responsible for protecting the good name of the Blinded Veterans Association from wrongful use or misrepresentation.

3.	Regional groups may NOT engage in any direct-mail fund-raising projects, i.e., mailing solicitations or appeal letters to the public at large.  A nation-wide direct-mail fund-raising program is conducted by BVA National Headquarters.

4.	Regional groups are asked not to solicit bequests from members or individuals.  Regional groups may accept such gifts as they occur.

5.	Regional groups may apply for grants from local organizations to meet specific needs.  BVA National Headquarters should be provided a copy of the grant application. 
Administrative note:  Please mail or email a copy of to the Executive Director.  National organizations such as Wal-Mart, Home Depot and other major chains often authorize there regional affiliates to support state and local organizations. If you have examples or organizations please email chitchcock@bva.org  and we will compile a list of such entities and attempt to determine the procedure for requesting their support.    

C.	Some Good Reasons for Fund-Raising

1.	Strengthening the Regional Group
1a.	Increasingly, BVA regional groups are using funds to increase attendance at meetings and to support efforts to make the regional group an effective, viable organization.  Regional groups are using funds to help pay travel costs of regional group members, such as renting vans and hiring drivers, and to make sure that blinded veterans can get to meetings. Transportation problems are often the main reason for poor attendance.
1b.	Purchasing equipment for regional group volunteer offices is another good reason for fund-raising.  For many regional groups, volunteer offices at VA Medical Centers are becoming the focal point of regional group activity where day-to-day work is done on regional group programs, and contact is maintained with members.
1c.	Using funds to pay for editing and publication of a regional group newsletter is certainly appropriate, and also an appropriate reason for fund-raising.  A quality, timely newsletter can do much to strengthen the regional group, as well as to bring in new members.

2.	Helping Blinded Veterans
2a.	More and more, regional groups are using funds to directly assist needy blinded veterans.  At times, a blinded veteran may approach the regional group for help, or the group may learn of a blinded veteran in a desperate situation.  For example, some regional groups have paid cab fares so blinded veterans could get to doctors' offices or VA Medical Centers.  Some blinded veterans have been helped with emergency rent and food assistance, and others with clothing needed when attending Blind Rehabilitation.  Many regional groups also buy canteen coupons to distribute to hospitalized blinded veterans.  Projects to raise funds for these purposes find broad appeal and support among members and the public.
2b.	Some regional groups are hosting Christmas parties and other events at Blind Rehabilitation Centers.  Local companies and community groups often are willing to contribute to these projects.

3.	Supporting the VIST Coordinator
3a.	Many regional groups are now making direct grants to VIST Coordinators.  This is an excellent use of regional group funds, since VIST coordinators are constantly approached by non-prosthetics-eligible blinded veterans needing help.
3b.The VIST Coordinator can provide small, relatively inexpensive items and equipment such as white canes, talking watches, and insulin measuring devices, if money for this purpose is available in the VIST Post Fund.  Projects to raise money for this purpose also have broad appeal.

4.	Supporting National Programs
4a.	Regional groups may also raise funds to help support specific National Programs, or to provide special equipment to facilitate National Office operations.  For example, the BVA National Office is often asked to help pay costs of blinded veterans desiring to attend blind sports clinics such as skiing or bowling.  Funds for these purposes are often not immediately available at the National Office.
4b.	Regional groups may also help other regional groups hosting BVA National Conventions.  This is a worthwhile fund-raising purpose in that smaller, newer regional groups may lack the resources and/or experience to conduct a fully adequate convention fund-raising campaign.

D.	Some Suggested Fund-Raising Projects

1.	Regional groups are urged to develop fund raising projects that are creative, yet practical, that is, easily accomplished and involve few or no parties other than the regional group itself.  Regional groups should ask other regional groups for ideas on what types of fund-raising projects have been most successful.

2.	Note too, the types of fund-raising projects that have worked well for other veterans' organizations and community groups, and adopt and tailor good points to the regional group's capabilities.  The following are some fund-raising ideas that have worked well for BVA regional groups:
2a.	Selling raffle tickets at regional group meetings for items donated by members or Auxiliary members.
2b.	Auctions of items donated by regional group members.
2c.	Soliciting the regional group membership for cash and equipment donations to support regional group activities.
2d.	Arranging dances or special holiday celebrations for members and charging admission.
2e.	Conducting talent shows or contests featuring blinded veterans.
2f.	Selling tickets to regional group picnics with food donated by members.
2g.	Yard sales or garage sales of donated items.
2h.	Operating concession stands or tents at fairs and selling food and soft drinks.
2i.	Hosting a special dinner or banquet with special invited guests or celebrities.
2j.	Arranging or sponsoring a local sports event for blind and other disabled individuals, and soliciting community and public support.

E.  	Obtaining Approval For Fund-Raising Projects

1.	The BVA National Office needs to be advised of ALL fund-raising projects undertaken by the regional group.

2.	Fund-raising projects conducted within the regional group, involving no outside group or organization need only the approval of the BVA Executive Director or Administrative Director.  This approval may be obtained by submitting a letter by email or regular mail.

3.	More complex fund-raising projects where the regional group is participating or working jointly with another organization such as a veterans' organization or a local community organization must have prior approval by the BVA National Board of Directors.   Section 13f of Article XIV of the BVA By-Laws requires that regional groups obtain National Board of Directors' approval for fund-raising projects not falling within the fund-raising project type described above.

4.	A question often arises concerning the public--is the public a party other than the regional group?  For example, if a regional group conducts a yard sale, and the public at large is welcome to stop by and purchase items, does this sort of fund-raising project need formal Board of Directors' approval?  In most cases, it would be required.  Regional group officers should discuss the matter with the BVA Executive Director or the BVA Administrative Director for a final determination.
	
5.	The regional group should seek the advice and assistance of the BVA Executive Director or Administrative Director in considering any fund-raising project, as well as in preparing a letter to obtain formal Board of Directors' approval when needed.

6.	Obtaining approval for a fund-raising project is not difficult.  The Regional Group President should send an email or letter to the BVA National President, c/o BVA National Headquarters at least 60 days in advance of the beginning of the proposed project.

7.	The fund-raising project should be described in detail--why the funds are being raised, how the regional group will conduct the project, what resources the regional group is committing, who other than the regional group is involved and what is their role, who is controlling the funds and who is accounting for the funds being raised.  

8.	BVA National Board of Directors' approval of the project will be provided by letter.  Regional group officers planning fund-raising events should also refer to Article XIV, Sections 12e and f of the BVA By-Laws.


[bookmark: RG_support_BVA_legislative_prog]Section 4. Regional Group Support of BVA Legislative Program

A.	One of the most effective ways BVA can provide assistance to blinded veterans is through an active advocacy program.  Like other major national Veteran Service Organizations (VSOs), BVA has been designated by Congressional Charter as the organizational advocate for all blinded veterans before Congress and the Executive Branch of government.  BVA regularly advocates for blinded veterans on Capitol Hill and before the Department of Veterans Affairs.  BVA's advocacy program is based on the concerns and legislative priorities established by the membership in convention assembled each year.  Resolutions introduced each year at the National Convention by regional groups serve as the frame work for BVA's advocacy efforts.

B.	The BVA Governmental Relations Office may periodically send out legislative alerts to all regional groups informing them of pending legislation of importance to blinded veterans and the need for the BVA membership to contact their elected representatives encouraging their support for certain legislation.  

C.	In the Appendix of this Manual are lists of key Congressional Committees and the Congressional Delegation for the state in which the regional group is located.  All elected representatives have offices in their districts as well as in Washington.  This is important because phone calls to the local district offices can be as effective as those to the Washington office.  It is extremely important to note that elected officials are more responsive to those who actually vote for them.  Effective grassroots efforts supporting the BVA national efforts have the greatest impact because they represent votes to these officials.  

D.	In addition to the national program, the regional group can and should have their own legislative activities with respect to benefits and services for the blind and veterans in their state.  The name and address of the State Director of Veterans Affairs is included in the Appendix as well as a list of benefits available in the state for the veterans.  These should be reviewed.  Notification of your membership through your newsletter is another way of keeping your membership informed regarding services and benefits available within the state.

E.	Establishing a legislative committee within the regional group can be useful to monitor legislative issues both at a state and national level. Over the years regional groups have been very effective in influencing state legislation which directly impacts the lives of the blind and veterans.


[bookmark: other_suggested_RG_programs]Section 5. Other Suggested Regional Group Programs and Organizational Activities

A.	The number and source of regional group activities is only limited by the members themselves.  The regional group should be responsive to the needs and wishes of the membership and strive to identify those interests each year.  Those regional groups that have active programs (both social and informational) and work hard to keep the membership well informed seem to be the most successful when it comes to steady growth.

B.	In addition to public relations and legislative efforts some groups have engaged in numerous public service activities ranging from visiting public or private schools to educating children about blindness.  Some have established speaker bureaus for this purpose.  Some have actively supported other charities.  One group holds an annual turkey shoot, and others dinner dances sponsored by other organizations such as the Elks.  A state convention is another means of providing informational seminars and social activities.  Periodic attendance at professional ball games and concerts interests many group members.  Maybe the most basic activity is conducting regular regional group meetings, monthly or quarterly.  

C.	The most successful meetings seem to have a meal function such as dinner or lunch associated with them, as well as an active program with a guest speaker.  This combination of social interaction plus solid useful information works best.

D.	Sponsoring a regional group volunteer office (mentioned elsewhere in this Manual) is an excellent regional group activity.  Regular hospital visitation or involvement with the VA Voluntary Services is another way of being active in a constructive manner.  Providing financial and moral support for blinded veterans who are ill or having other problems can be an important activity.  Basically there is no end to what a regional group can do, and the members only need to put their heads together and determine what would best meet their needs.


CHAPTER IX - REGIONAL GROUP VOLUNTEER PROGRAM

[bookmark: change_volunteer_terminology][bookmark: change_volunteer_offices]Section 1. Change in Volunteer Terminology

*Administrative note:  The term Regional Group Volunteer Service Officer and the abbreviation RGVSO will no longer be used.  The term "Service Officer" implies VA accreditation and the authorization to perform special functions which carry the potential for liability if not properly performed.

A.	Accordingly, the term "Service Officer" will apply only to VA accredited volunteers.  Accredited BVA volunteers are called Volunteer National Service Officers or VNSOs.

B.	Non-accredited volunteers associated with a BVA Regional Group Volunteer Office will be called Regional Group Volunteers or RGVs.  Duties and responsibilities of volunteers are described further in this Manual.


[bookmark: Establising_volunteer_offices]Section 2.  Establishing Volunteer Offices

A.	Regional group officers are urged to work closely with BVA Field Service Representatives in setting up Regional Group Volunteer Offices at VA Medical Centers and Outpatient Clinics.

B.	BVA Field Service Representatives and regional group officers should contact and meet with Directors of VA medical facilities, describe the BVA Volunteer Service Program, and request office space for the volunteers.  Official requests for space will be prepared at BVA National Headquarters as needed.

C.	VA makes office space available to the Blinded Veterans Association on the basis of its Congressional Charter.  Signs on Volunteer Office doors must read Blinded Veterans Association.

D.	Regional group members should be kept informed as volunteer offices are established and urged to serve as volunteers.  Regional group members should also be asked to donate unneeded equipment, such as tape recorders, CCTVs, and braille writers, which could be used at the volunteer offices.

E.	Regional groups are asked to provide financial support, as needed, to help defray volunteer transportation costs and other costs involved in operating the volunteer office.  The BVA National Office will make a one-time grant of $250 for the initial start up of a volunteer office. 


[bookmark: Selecting_training_assigning_volunteers]Section 3.  Selecting, Training and Assigning Volunteers

A.	Regional Group Volunteers (RGVs)

1.	Selection.  Regional group volunteers must be BVA members or BVA Auxiliary members.  No other specific qualifications have been established to be eligible to be a volunteer other than a commitment to the principles of the Blinded Veterans Association, and a desire to help other blinded veterans.

2.	Recommendation.  Regional group Presidents should recommend volunteer candidates to the BVA Field Service Representative or the National Field Service Director.

3.	Training.  Volunteers will be provided a home-study training course by BVA National Headquarters.  Upon completion of training, and with the recommendation of the BVA Field Service Representative, the volunteer will be awarded a Certificate of Training.

4.	Assignment.  Regional group volunteers will be formally assigned to a Regional Group Volunteer Office as offices are established.  Volunteers may be assigned to a Volunteer Office while completing the required training program.

B.  	Volunteer National Service Officers (VNSOs)

1. 	Selection.  Regional group volunteers who have demonstrated the ability and interest to assist blinded veterans in the VA claims process, and to work closely with the BVA Field Service Representative, may be considered for further training and assignment as Volunteer National Service Officers and subsequently recommended for VA accreditation.

1a.	Department of Veterans Affairs (VA) rules allow only accredited volunteers to accept a veteran's power of attorney, review claims folders and medical records, and officially represent blinded veterans at VA hearings.  

1b.	VA rules also require that an accredited volunteer be willing to commit 1,000 hours per year to the volunteer activity.  This time requirement is significant and should be kept in mind by volunteers requesting VA accreditation.  VNSOs who cannot fulfill the greater part of this volunteer time requirement may be asked to withdraw as accredited volunteers.

2. 	Recommendation.  The Regional group President, as well as the designated manager of the volunteer office should recommend VNSO candidates to the BVA Field Service Representative.

3. 	Training.  The VNSO candidate will be required to take additional training on VA benefits and the VA claims process, and receive on-the-job training under the supervision of the BVA Field Service Representative.

4. 	Assignment.  It is the policy of BVA that VNSOs be assigned to a Regional Group Volunteer Office located at a VA Medical facility or at a VA Regional Office.  Exceptions to this rule may be made only by the National Field Service Director.

C.	Other BVA Volunteers

1.	The BVA Volunteer Service Program envisions a volunteer role for any BVA member or BVA Auxiliary member who wants to help.  Accordingly, while the concept of the trained and certified regional group volunteer remains the focus of the Program, BVA regional groups should encourage members, including Auxiliary members, to become active as volunteers at VA medical facilities even though a BVA Volunteer Office is yet to be established.

2.	For many years, blinded veterans have been volunteering at VA Medical Centers and Outpatient Clinics.  This valuable service has often gone unrecognized by BVA and the regional groups.  We point this out to emphasize that volunteer service should be encouraged whether or not the individual elects to participate in the formal Regional Group Volunteer training and certification process described above.

	3.	Blinded veterans serving as volunteers at VA facilities and not associated with a Regional Group Volunteer Office should be registered with VA Voluntary Services at the VA facility where they work.

D.	Supervising Volunteers

1.	Regional Group Volunteer Offices should be supervised by a designated Volunteer Manager appointed by the regional group President with the concurrence of the Field Service Representative.  The designated manager may be a regional group volunteer or a Volunteer National Service Officer.

2.	The designated manager is responsible for scheduling volunteers, maintaining volunteer attendance records, overseeing the work of the office, insuring that a log of daily activities and contacts is maintained, and maintaining contacts with officials of the VA facility.  The designated manager should also seek appointment to the VA Voluntary Service Committee and attend committee meetings.

3.	Regional group officers are urged to make periodic visits to volunteer offices as well as report on volunteer office activities at regional group meetings.  Field Service Representatives will also make periodic visits to volunteer offices.

*Administrative note:  BVA Field Service Representatives are responsible for supervising the work of Volunteer National Service Officers with respect to activities involving the processing of claims for VA benefits and services.

4.	It is extremely important that the BVA Field Service Representative be kept fully informed of all VNSO claims activities in process.  This may be accomplished by monthly reports.

5.	Questions and problems arising in preparing claims for VA benefits and services, as well as difficulties in working with a particular blinded veteran or problems with VA personnel, should be raised immediately with the Field Service Representative or with the National Field Service Director.


[bookmark: Volunteer_duties_responsibilities]Section 4.	Volunteer Duties and Responsibilities

A.	Regional Group Volunteers (RGVs) may perform the following duties:

1.	Advise blinded veterans and family members on services and benefits available from the Department of Veterans Affairs and other organizations and agencies serving the blind and visually-impaired.

2.	Refer blinded veterans to VA service locations, the VA VIST Coordinator, and to community agencies and organizations.

3.	Assist the VA VIST Coordinator as appropriate.  Provide assistance in identifying, contacting and referring blinded veterans to the VIST Coordinator.  Assist the VIST Coordinator, as needed, in arranging blinded veteran support group meetings. Contact blinded veterans and encourage them to attend support group meetings.

4.	Counsel blinded veterans and family members on ways of coping with blindness.  Work to motivate blinded veterans to attend a VA Blind Rehabilitation Program and to take other steps to cope with blindness.

5.	Attend and participate in blinded veteran counseling and support groups, both VIST and BVA-sponsored.  Explain BVA programs and services.

6.	Attend VA and other meetings, appear on radio and TV programs, and represent the Blinded Veterans Association.  Discuss BVA programs and services available to blinded veterans.

7.	Encourage blinded veterans to join the Blinded Veterans Association, become active in the regional group, and become volunteers.

8.	Perform other volunteer duties as required in support of the regional group.

B.	Volunteer National Service Officers (VNSOs) may perform the following duties:

1.	Advise blinded veterans and family members on services and benefits available from the Department of Veterans Affairs and other organizations and agencies serving the blind and visually-impaired.

2.	Refer blinded veterans to VA service locations, the VA VIST Coordinator, and to community agencies and organizations.

3.	Assist blinded veterans in applying for VA services and benefits; accept and register blinded veterans' power-of-attorney, and advise and assist veterans in gathering materials and medical evidence in support of claims for VA benefits or services.

4.	Request and review VA claim folders, medical records, military records, and other materials and records needed to assist blinded veterans in presenting a claim for services or benefits.

5.	Represent BVA and the blinded veteran at VA review boards and appeals hearings.

6.	Assist the VA VIST Coordinator as appropriate.  Offer "Service Officer" assistance to VIST for veterans filing claims for VA benefits and services.  Provide assistance in identifying, contacting, and referring blinded veterans to the VIST Coordinator.  

7.	Assist the VIST Coordinator in arranging blinded veteran support group meetings.  Contact blinded veterans and encourage them to attend support group meetings.

8.	Visit blinded veterans in their homes if necessary.  Coordinate home visits with the BROS.  

9.	Counsel blinded veterans and family members on ways of coping with blindness.  Work to motivate blinded veterans to attend VA Blind Rehabilitation Programs and take other steps to cope with blindness.

10.	Attend and participate in blinded veteran counseling and support groups, both VIST and BVA-sponsored.  Explain BVA programs and services to meeting participants.

11.	Attend VA and other meetings, appear on radio and TV programs, and represent the Blinded Veterans Association.  Discuss BVA programs and services available to blinded veterans.

12.	Encourage blinded veterans to join the Blinded Veterans Association, become active in the Regional Group, and become volunteers.

13.	Perform other volunteer duties as required in support of the Regional Group.

C. 	Reporting Volunteer Activities

1.	The designated manager of the Volunteer Office is responsible for keeping a daily log of activities and submitting a monthly report to the Field Service Representative as enunciated below:

1a.	Daily Log:  The daily log should contain the names of volunteers on duty each day, the names and telephone numbers of blinded veterans calling or coming into the office each day, and an indication of the nature or reason for the contact.  The daily log may be kept on computer, tape, or in print.  It should be maintained as a permanent record.

1b.	Monthly Report:  The monthly report should indicate the number of hours each volunteer has worked, both at the Volunteer Office and at other locations.  The report should include the names and telephone numbers of all blinded veterans assisted, and the nature of the assistance provided.  In addition, VNSOs should provide a brief account of all claims and representation activities undertaken during the month.  The monthly report should also list meetings attended and other volunteer activities of note.  The monthly report may be submitted by telephone or on a report form.

1b(1)	A sample Volunteer Office Monthly Report Form is included in the Appendix to this Manual.

D.	Volunteer Expenses

1.	Regional groups are urged to support volunteer offices to the fullest extent possible and to make support of volunteer offices a primary regional group activity.  Regional groups are urged to provide funds for volunteer transportation, and to purchase Volunteer Office supplies and equipment.  There are no BVA National Office restrictions, other than common sense, on how a regional group may use its funds to support volunteer office activities.

2.	The BVA National Office has budgeted limited funds to support Regional Group Volunteer Offices.   The BVA National Office will pay for business cards for VNSOs only.  VNSOs needing business cards should contact the National Field Service Director.

E.  	Liability Concerns

1.	The issue of liability which may be incurred by BVA due to the actions of a volunteer is a major concern.  A veteran may allege damage or loss should a claim for services or benefits not be handled properly.  Lack of timely or professional action by a BVA volunteer who has presented himself as a "Service Officer" can have serious consequences.

2.	Of equal concern would be violations of Federal rules of confidentiality 	and privacy by discussing a veteran's case outside of the office, or with a non-involved third party.

3.	All Regional Group officers and all volunteer personnel are reminded that only a VA accredited volunteer may accept a veteran's power-of-attorney and thereby commit the BVA to further action in support of the veteran's claim.

4.	Questions on issues covered in this chapter may be directed to the BVA Field Service Representative or the National Field Service Director.

[bookmark: Volunteer_awards]Section 5.	Volunteer Awards

A.	Volunteer recognition and appreciation are important elements of the BVA Volunteer Service Program.  Accordingly, the BVA National Board of Directors has established the David L. Schnair Volunteer Service Award.

B.	David L. Schnair was one of the early members of the Blinded Veterans Association and served as a BVA volunteer for 47 years.  Mr. Schnair also served in the BVA National Office and Regional Group Officer positions and was BVA's Director of District for many years.  Mr. Schnair died in 1993, and in view of his total commitment to BVA and to helping blinded veterans, a volunteer award bearing his name is certainly fitting.

C.	The award may be given to any BVA member or Auxiliary member who has provided at least one year of consistent and outstanding service as a BVA volunteer.  Regional Group Presidents should submit a letter to the BVA Field Service Representative and the National Field Service Director, by letter or email, of volunteers recommended for the award.
	
D.	Award certificates will be prepared at the BVA National Office, signed by the BVA National President, The Awards are issued at the BVA National Convention.  

CHAPTER X - REGIONAL GROUP AUXILIARY.  A Regional Group Auxiliary may be formed by family members and friends of the members of the regional group.  The purpose of these Auxiliaries is to aid the Blinded Veterans Association in whatever fashion possible, to develop a deeper interest in the Blinded Veterans Association by family members and friends, to preserve and to strengthen a spirit of fellowship among Auxiliary members so that they may give mutual aid and assistance to one another, and to support the National Blinded Veterans Association Auxiliary programs and projects.  Below is an example of BVA Auxiliary Bylaws.
[bookmark: membership_X]
Section 1.  Membership

A.	Membership shall consist of families and friends of blinded veterans over 18 years of age.

B.	All membership lists will be restricted to the use of the National Blinded Veterans Association Auxiliary and the specific Regional Group Auxiliary from which it came and will not be released to any outside agency or organization.


[bookmark: meetings]Section 2.  Meetings

A.	At least one, preferably more, meeting(s) should be held during the year.  One of these meetings should be designated as the Annual Meeting, and shall be held to conduct business, elect and install officers and present special interest programs.  

B.	Additional meetings may be held, as required, and called for by the Regional Group Auxiliary President.


[bookmark: officers_Elections]Section 3.  Officers and Elections

A.  	The officers of each Auxiliary Regional Group shall be a President, Vice-President, Secretary, Treasurer and any other officer necessary for the operation of the auxiliary Regional Group.  

B.  	Officers shall be nominated from the floor. 

C.  	If a vacancy occurs, such vacancy shall be filled by appointment by the President.  An exception shall be in the case of a vacancy in the Presidency, then the Vice-President shall automatically move into the Presidency.  The office of Vice-President shall then be filled by an appointment by the President.

[bookmark: Duties_officers]Section 4.  Duties of the Officers

A.	The Regional Auxiliary President shall be chief executive officer of the Auxiliary and shall coordinate all activities of the Auxiliary, preside at all meetings of the Auxiliary, serve as ex-officio member of all committees and have the authority to appoint Standing Committee Chairmen and other Committee chairmen as deemed necessary to conduct the work of the Regional Auxiliary.

B.	The Regional Auxiliary Vice-President shall perform such duties as may be assigned by the Regional Auxiliary President and perform the duties of the Regional Auxiliary President in the President's absence or disability.

C.	The Regional Auxiliary Group Secretary shall keep the minutes of all membership and special meetings, shall handle all correspondence of the Regional Auxiliary, and submit copies of minutes of all meetings to the National Auxiliary President.

D.	The Regional Auxiliary Treasurer shall maintain records, shall maintain true and complete books of account, reflecting all of the income and expenditures of the Regional Auxiliary, shall report regularly to the Regional President and prepare a detailed Treasurer's report for the Annual Regional Meeting.  The books and records shall be available "on demand" at all special meetings.

1. 	All Regional Auxiliary funds shall be deposited in banking institutions approved by the Regional Auxiliary Officers.  The accounts shall be in the name decided upon for the Regional Auxiliary Group.

2. 	Funds of the Regional Auxiliary Group shall be dispensed only by checks drawn by the Treasurer and co-signed by the Treasurer and the President.  The Regional Auxiliary Group Officers shall maintain the proper records of their offices, consistent with the responsibilities of those offices, and, upon termination of their terms, transfer said records to the succeeding officers.

[bookmark: dues]
Section 5.  Dues

A.	Any person residing in a Regional Group's geographic area and who is a member of the National Blinded Veterans Auxiliary shall automatically be a member of the area's Regional Group Auxiliary.  Payment of dues to the National Auxiliary of $10.00 per year shall constitute area specific Regional Group Auxiliary membership. (Individual Regional Groups may charge dues.)

B.	Each Regional Auxiliary member must remain a member in good standing of the National Blinded Veterans Association Auxiliary.  Delinquent members shall have no right to vote, but will be reinstated upon payment of their dues.


[bookmark: finances]Section 6.  Finances

A.	The Regional Group President, Vice-President, Secretary and the Immediate Past President, shall inspect the books, records, and funds of the Treasurer, and report to the membership at the Annual Meeting.

B.	The Regional Group Auxiliary can do NO fund-raising of ANY kind without prior approval of the Board of Directors of the National Blinded Veterans Association Auxiliary.

C.	Each Regional Group Auxiliary may endeavor to establish a treasury through individual member donations.


CHAPTER XI - HOSTING A BVA NATIONAL CONVENTION

[bookmark: introduction]Section 1. Introduction 

A.	A BVA National Convention is more than just a time for old friends to gather for some socializing.  Of course, getting together is definitely a big part of a convention, but a National Convention is essential to the continued existence of the Association.  The National Bylaws call for an annual meeting of the membership to approve actions of the National Board of Directors and to discuss and adopt resolutions to further ensure that all blinded veterans continue to receive the best medical care, rehabilitative training, the necessary prosthetic aids through the Department of Veteran Affairs and other benefits to which they may be entitled.  

B.	The role the regional group plays in a BVA National Convention is vital to the success of the conference.  As the host, a regional group is directly participating in the business of the Association.  
It is the regional group members that know most about the local area and are able to organize local outings and events.  The National Office works in close collaboration with the regional group in all phases of the planning.  

C. 	This chapter is designed to assist a regional group interested in hosting a convention to understand all the requirements.  Although this chapter may have overlooked some aspect of hosting a convention, it is as complete as possible, and hopefully will provide the regional group with an understanding and a plan to follow.

D.	Hosting a BVA National Convention requires much hard work and time because it encompasses so many different facets, but it can also be extremely rewarding.  As an organization, the BVA can only be as good as its parts, and hosting a convention gives the regional group an opportunity to make a significant contribution to the entire membership of the Association.


[bookmark: call_national_conv]Section 2. The Call for a National Convention (Article IX, Sections 1&3). 

A.  	Section 1 of Article IX of the BVA National Bylaws requires the Association to have an annual meeting of the membership for the purpose of doing the business of the Association and to deal with issues relating to the health, welfare, and benefit of blinded veterans.  This annual meeting is known as the BVA "National Convention."

B.	Pursuant to the provisions of Section 3a of Article IX of the National Bylaws, the members are informed of an impending National Convention by the National Convention pre-registration letter mailed from BVA National Office.  The letter serves as the official notice of the annual meeting.  The announcement letter  must be mailed "to each Member and Associate Member in good standing and each BVA Regional Group in good standing no earlier than one hundred (100) days nor later than seventy-five (75) days before the date of the Convention," and "such notice shall contain the name of the city, the address in such city where the Convention shall be held, and the days and dates of the Convention, and shall include instruction for obtaining the Official BVA National Headquarters Proxy Form."

C.	The National Office is also required to give notice of the National Convention notice "in the official publication of the Blinded Veterans Association for at least two (2) issues prior to the date of holding of such Convention."


[bookmark: bidding_national_convention]Section 3. Bidding for a National Convention (Article IX, Sections 7 & 8)

A.	Bids to host future National Conventions are entertained by the Chairman of the second business session meeting of the Convention under the New Business portion of the established regular order of business (Section 7).  The second business session meeting is traditionally held the morning of the last day of the Convention. 

B. 	Any regional group may make a bid to host a future National Convention, but the bid should have been discussed thoroughly among the members at a number of regional group meetings to ensure that the decision is the majority will of the Group.

1.	Procedure for Regional Groups to make a convention bid presentation to host a convention:

1a.BVA National Headquarters has prepared a convention bid package, (approved by the National Board of Directors at the Mid-Winter Board Meeting, March 1998), and includes the following:

Form #1 - Letter format from Regional Group President or Secretary to BVA National Headquarters which states that the Regional Group has discussed, voted on and approved their RG presenting this bid. (Attachment A which is appended to the end of this Chapter).

Form #2 - official "Convention Bid Form" to be given to interested hotel or hotel(s) the Regional Group would like to have the convention.  A copy of this bid form could be given to more than one hotel. The hotel(s) should complete this form in its entirety by the hotel(s) sales office and signed by the Sales Director.  (Attachment B which is appended to the end of this Chapter).

Attached to this "Convention Bid Form" is BVA's specification sheet, by day, including required room block, meeting space, specific ADA requirements.

Form #3 - Hotel checklist for the Regional Group Officer to complete as he/she or a sighted representative does a walk-through.  If this is not possible, and the convention bid is highly probable, the National Convention
Coordinator should complete this form when he/she travels to that city for a site visit. (Attachment C which is appended to the end of this Chapter).

C. 	The earlier the bid is submitted, the greater chance the regional group will get the bid. It is better to offer a tentative bid at least two years before the date in question. 

D. 	When making a bid presentation before the Convention delegates and members, the regional group delegate and/or leaders should explain why the BVA should hold a future convention in their city by extolling its historic, cultural, and economic importance.  Final information about a hotel selection is not necessary when making the initial bid, but an idea of available accommodations will help the convention attendees make a decision on the time and place for the convention. 

E. 	Once the Convention has chosen the time and site for the next convention, the National Board of Directors cannot change it unless "good cause" can be shown.  "Good cause is hereby defined as a catastrophe making it impractical to hold the Convention in the recommended city; the inability of the city to provide adequate housing at reasonable rates; or such other emergencies as the National Board of Directors may deem adequate."

[bookmark: initial_steps_Preparing_natl_conv]Section 4. Initial Steps in Preparing for a National Convention (Article IX, Section 9A, B and C)

A. 	As early as possible, a Convention Chairman (or Co-Chairman) should be named by the regional group.  These name(s) should be forwarded to the National President, who will formally appoint them, with the approval of the Board, to those respective positions by letter.  The appointment of the Convention Chairman makes them officially nonvoting members of the part Board of Directors until the concerned Convention is over.

B. 	The BVA Board of Directors has authorized BVA Headquarters Executive Department has taken over the financial management of the convention. 

1.	A bank account has been set up in the name of BVA National Convention.

2.	All Convention funds must be deposited in this account.

3.	The Convention Manger will be authorized to write checks on the Convention account upon receiving written notice from either the Convention Chairman and/or the Executive Director.

C. 	A Convention budget will be developed and submitted to the Executive Committee of the National Board of Directors for approval.  A sample budget is appended to the end of this chapter for the assistance of Regional Groups and labeled as Attachment D. (Note 8/8/12: Attachment D is not available at this time it is currently under review) 


[bookmark: fundraising_project]Section 5. Fund-Raising Projects (Article XIV, Section 13E & F)

A.  	Although Article XIV, Section 13F of the National Bylaws allows a Regional Group to obtain approval for certain fund-raising projects from the Executive or Administrative Directors, all fund-raising activities for a Convention should be submitted in writing to the National Board of Directors or the Executive Committee acting on its behalf.  The fund-raising request must be approved prior to the event's taking place. 

B. 	There are a number of ways for a regional group to raise money for a Convention, i.e., a bake sale; a raffle within the group or expanded to include the local community; soliciting sponsorship of local business; a regional group- sponsored picnic, dinner/dance, Walkathon, run or bicycle ride; etc.  

C. 	Prohibitions

1.	The regional group shall not contract with a professional fund-raising individual or firm without first submitting the contract or any other arrangement to the National Board of Directors for its review and approval. 

2.	The host regional group shall not conduct a sale of raffle tickets during the Convention.  Over the years it has become tradition that the only raffle during the Convention has been the one conducted by the BVA Auxiliary, which uses the money raised by this raffle to fund its scholarship program and to give a donation to the next year's host regional group.  To ensure that this raffle remains part of the BVA Auxiliary's Convention program, the National Board of Directors has incorporated this activity as part of its official policy.


[bookmark: hotel_negotiations]Section 6. Hotel Negotiations

A.	The National Office and the regional group shall work together in the selection of a hotel.

B.	Any consideration of a Convention hotel should begin with a consultation between the National Office and the regional group for purposes of devising a strategy for the successful completion of this task.

C.	The Conference Coordinator in the National Office will make the initial contact with the local Convention and Visitor's Bureau, informing them of the BVA's proposed Convention in their city.  The local Bureau will notify hotels in the city to determine their interest.  The interested hotels will be told to contact the Conference Coordinator.  Regional group leaders may also contact hotels, asking them to notify the Conference Coordinator of their interest and keeping in mind the procedures entailed above the Convention Bid Package, i.e., Forms 1, 2 and 3. (Note 8/8/12: Form 1 2 and 3 are currently under review and not attached at this time) 

D.	The Conference Coordinator will follow up on the initial contacts with hotels to obtain basic information as to their suitability.  The Regional Group Convention Chairman or Hotel Selection Committee should provide copies of information obtained from hotels to the Conference Coordinator. 

E.	Joint site inspections of the hotel(s) by the Conference Coordinator, the Executive Director, and the Regional Group Convention Chairman will be conducted. 

F.  	Those hotels found suitable and interested in hosting a Convention will be encouraged to submit a contract bid after submitting the appropriate forms included in the convention bid package.

G.	The contract with the hotel should include:

1.	Adequate meeting room, exhibit, and banquet space.

2.	A complimentary suite for the BVA National President.

3.	A complimentary suite to serve as a hospitality area.

4.	Any complimentary suites, rooms, or upgrades of club level rooms at the convention rate, as well as the standard one complimentary room for each 50 guest rooms booked.

5.	Any credits the hotel is willing to give for the President's Reception and/or Awards Banquet, or for providing coffee service during breaks, etc.

H.	Contracts from the various hotels will be reviewed by the National Office.  Once a single hotel has been selected, final negotiations will be conducted by the Executive Director and the Conference Coordinator via phone and/or mail.  The regional group and the National Office should ensure that each receives all correspondence to and from the hotel.

I.	The contract with the hotel will be signed by the Executive Director on behalf of the Association.  

Section 7. Regional Group Responsibilities

A. 	Production of a Convention program booklet is very important.  The National Office can provide the local committee with a sample from a previous Convention.  The program booklet should contain the following information:

1.	A schedule of the Convention events, which is provided by the National Office.

2.	A list of the National Board of Directors, Regional Group officers, Convention officials, and BVA staff.

3. 	Proclamations or letters of welcome from the President, the state Governor, and the Mayor.  Any additional information is left up to the regional group.

4. 	Funding of the program booklet may include sale of half, or full-page ads to other regional groups, individual BVA members, exhibitors, and local businesses.  Special lists of sponsors ($1000) and patrons ($100) may be set up for those individuals and/or businesses who wish to be contributors but who do not want to take out an ad. 

B. 	Provide the staffing and refreshment supplies for the hospitality suite.

1.	One or more regional group members should be assigned to manage the hospitality suite.  Other members should be assigned to secure the beverages, snacks, ice, etc.

2.	Generally, the hospitality suite is open each evening beginning with the Monday before the Convention opens.  It is also usually open after an evening function such as the President's Reception and the Awards Banquet.  The general closing time is around 12 midnight.

3.	The beverages should include various liquors, beer, wine, drink mixes, regular and diet sodas, and possibly some fruit juices.  The regional group member(s) responsible should attempt to get these beverages at a discount.  The beer may be obtained free, or at a substantial discount, through a local distributor, if that dealer's contribution is publicized.

4.	Snacks should not be elaborate.  Items such as nuts, pretzels, chips etc. are sufficient.
	
C.	Publicizing the upcoming Convention (the Communications Coordinator in the National Office is available to assist a regional group in developing a public relations campaign).

1.	BVA brochures and flyers about the convention should be given to the VIST Coordinators and other vision-related departments in the various VA Medical Centers and Regional Offices in the area.

2.	The brochures and flyers announcing the Convention should also be given to the organizations of and for the blind in the area.

3.	Set up personal interviews on the local radio reading service, radio talk shows, and cable TV for the Convention Chairman.

4.	Set up interviews with local newspapers for the Convention Chairman or prepare articles or news releases for the use of the newspaper.

5.	Enlist the support of Regional Group members who are members of Kiwanis, Rotary, Lions, Elks, Moose, Eagles, etc.

D. 	Special on-site or off-site activities or outings.

1.	Provide the necessary tickets to these activities, if needed.

2.	Examples of such outings are riverboat cruises, bus tours to historic sites or national shrines, baseball games, race tracks, wineries, breweries or distilleries, golf events, etc.  

3.	Make sure that transportation to and from the sites and the sites themselves are wheelchair accessible. 

4.	Be sure to have enough sighted volunteers on the buses for assistance.

E.	  Arrange for the printing, addressing and mailing of the invitations to the President's Reception. The regional groups is responsible for the  registration fees of these guests. 

1.	A list of local and state dignitaries should be developed by the Regional Group.

2.	The National Office will provide a list of national figures to invite.

3.	Volunteers (spouses, family members, and/or friends) are to address the invitation envelopes by hand.  Handwriting should be clear and legible.

F.	Prepare any special information on the host city, such as restaurants, sight seeing attractions, etc.  Obtain materials required for the convention packet and provide volunteers to assist National Office staff in preparing the packets.

G.	Provide assistance in welcoming Convention attendees and distributing registration packets to them.


[bookmark: RG_responsibilities_addtl_joint_RG]Section 8. Additional Joint Regional Group and National Office Responsibilities

*Administrative note:	The following responsibilities have generally belonged to the regional group in the past; however, in recent years, the National Office has been providing assistance to the host groups in the fulfillment of these responsibilities.  The level of National Office assistance depends upon the needs of the regional group.

A. 	Organizing and scheduling of workshops, panel discussions, and any other innovative efforts at Convention program planning.

B. 	Arranging for Convention speakers, i.e., keynote speaker for the opening business session, Father Carroll Luncheon, and the Awards Banquet.

C.	Arranging for optional workshops or seminars.

D.	Selecting menus for the food functions, i.e., President's Reception, Father Carroll Memorial Luncheon, and the Awards Banquet.

[bookmark: post_convention_responsibilities]
Section 9. Post-Convention Responsibilities (Article IX, Section 9D & E)

A.	The host regional group is encouraged to balance the income and expenses for the Convention.

B.	If, after all Convention expenses have been met, a balance remains in the Convention account, the first three thousand dollars ($3,000) of such funds may be retained by the host regional group, at the discretion of the National Board of Directors.

C.	Any remaining funds over and above the $3,000 must be sent to the National Office to be placed in the treasury of the National Association.

D.	The intention of the BVA By-Law (above) regarding raising the funds of $1,500 to $3,000 back to the Regional Group, and regarding distribution of any financial gain realized by the National Convention is that the host Regional Group be allocated the portion of that gain that is directly related to its successful fund raising efforts, and again, up to $3,000.  It should be understood that:


1.	All gain should be remitted to the National Office after the books at the Convention are closed.

2.	That any gain to the Regional Group is not an expense item in the convention income statement.

3.	That the Board of Directors of the BVA is obligated to decide how much of the gain, if any, will be remitted to the Regional Group.

4.	That the remittance to the Regional Group will be commensurate with the Regional Group's fund raising efforts.

The host Regional Group is responsible for providing to the Board of Directors, an income statement, clearly indicating the sources of revenue and all expenses.  It should be clearly stated whether the host Regional Group or National was responsible for individual items of revenue.  For example, registration fees, exhibitors solicited by National, and program ads obtained by National should be indicated as funds raised by National.

Examples of funding obtained by the host Regional Group would be hotel room raffles, program ads solicited by the host Regional Group, local exhibitors obtained by the host Regional Group.  Monetary donations solicited by the host and non-monetary donations such as hospitality room supplies to which a value must be attached. 

The Board of Directors will carefully examine the income statement and make every effort to remit funds to the host Regional Group.

E.	Within seven (7) months following the Convention, the National Convention Chairman and the National Convention Treasurer will submit a detailed financial report of the Convention's income and expenses to the National Office.  The Executive Director, the CFO, and the Conference Coordinator will examine the report.  If the financial statement is found to be in satisfactory condition, it will be presented to the National Board of Directors at its next meeting.
[bookmark: National_office_responsibilities]
Section 10. National Office Responsibilities

*Administrative Note:  Although the regional group is not responsible for the following duties, the National Office's responsibilities are listed below to provide a more complete awareness and understanding of the planning necessary to put on a Convention.

A.	Exhibitors

1.	Develop a marketing plan to interest vision-related companies to exhibit at the Convention (sometimes a catchy theme is good).

2.	Send thank you letters to exhibitors for attending the previous Convention.  This letter is usually mailed in the early Fall.

3. 	Send letters notifying exhibitors of the upcoming Convention in the early Spring.

4.	In June and/or July, make personal telephone calls to remind exhibitors of the Convention.


B.	Prepare the pre-registration form, which contains the following information:

1.	Name, address and membership status of the blinded veteran.

2.	The number of family members and/or friends accompanying the blinded veteran.

3.	The total amount of the registration fee (includes the cost of the President's Reception and the Father Carroll Memorial Luncheon).

4.	Ticket prices for special outings or events.

5.	Cost of ground transportation from the airport

6. 	Any other pertinent information.

C.	Mail the pre-registration Letter to the membership in a timely fashion to allow them to make plans for attending the Convention.

D.	Receive and process all returned pre-registration forms and checks, money orders etc.

1. 	Review each completed registration form to ensure that it is properly filled out; if not, the registrant is called to clear up the problem.

2. 	Make follow-up telephone calls on those checks that do not clear an individual's bank.   

3.	Make a computerized list of all pre-registrants for use at the Convention.


E.	The Conference Coordinator (and Executive Director, when necessary) works with the hotel staff in setting up the meeting rooms.

1.	Schedule time and room for meetings of the Executive Committee, National Board of Directors, other Committees appointed by the National President.

2.	Schedule time and room and choose the menu for the Board/staff and luncheon.  Room should be large enough to seat about thirty-five persons.  

3.	Ensure that the meeting room for the general business sessions is set up correctly and open at the right time, e.g., head table on riser with table microphones, seats in theater-style with floor microphone, etc.

4.	Ensure that all other meeting rooms are open and set up correctly.  This includes rooms for meetings such as the BVA Auxiliary, FSP training, Regional Group Officers etc.

F.	The Conference Coordinator sets up and mans the BVA office, acts as liaison to the hotel staff, and oversees and supervises all Convention meetings and functions.

G.	The Conference Coordinator supervises regional group volunteers, coordinates the on‑site registration. 

H.	The Executive Director, with selected BVA staff, will provide training for hotel staff on how to respond appropriately to blind persons.  Training includes videos about the degrees of blindness and tips on assisting the blind.  


CHAPTER XII - AWARDS 

[bookmark: general]Section 1.	General  

A.	Awards are presented by the Blinded Veterans Association from time to time to recognize individuals and/or organizations/agencies who have provided outstanding services or contributed to the welfare of blinded veterans in a noteworthy manner.  

B.	Such awards are designed to recognize the contributions/services the individual or agency has provided, and to enhance the image of the Blinded Veterans Association. 

[bookmark: BVA_3_tiered_system]Section 2.	BVA Three-Tiered System  

A.	The BVA currently has a three-tiered award system.  The three tiers are awards presented by the BVA Regional Groups, National-level gavel awards presented to BVA Regional Groups, and awards presented on the National level.

B.	The awards which may be presented in these three respective tiers are as follows:

1.	Regional Group Awards  

1a.	Regional groups of the BVA may present certificates of appreciation, plaques or other appropriate awards to individuals and/or organizations that have been instrumental in helping the regional group or its members.  

1b.	Such awards should be approved by a majority vote of the regional group membership.  It is the responsibility of the regional group to have such awards produced on the local level.  


2.	National-level Gavel Awards  

2a.	The BVA National organization annually presents Gavel awards to BVA regional groups as incentives for increasing the regional group membership.  These awards, which are rotating awards, are presented at the Awards Banquet of the BVA National Convention.  In accordance with the policy adopted by the BVA National Board of Directors at its annual meeting in August, 1993, Gavel awards may not be presented to the same regional group in the same years.

b.	The National-level Gavel awards are as follows:

2a(1).	Gold Gavel Award.  The Gold Gavel Award is presented to the Regional Group which achieves the largest numerical increase in membership during the past year.  The award consists of a large wooden gavel with a gold band inscribed appropriately.

2a(2)	Silver Gavel Award.  The Silver Gavel Award is presented to the Regional Group which achieves the largest percentage increase in membership during the past year.  The award consists of a large wooden gavel with a silver band inscribed appropriately.

2a(3) Bronze Gavel Award. Beginning in FY 2013 BVA established the Bronze Gavel Award to be presented to the Regional group that gets the largest number of non-members and non-associate members to change their membership status to active membership.

3.	National Awards  

3a.	The National organization of the BVA has several awards which it presents, either annually, or on an as-required basis, to deserving individuals and/or organizations which have been instrumental in assisting the Association.  These awards, and the criteria for presenting them, are listed in the order of precedence as follows:

3a(1)	Major General Melvin J. Mass Achievement Award.  The Major General Melvin J. Maas Achievement Award is the most prestigious award which the BVA presents.  This award is presented annually at the Awards Banquet of the BVA National Convention to the veteran, with service-connected blindness, who has proven himself/herself outstanding in his/her field of employment and in his/her adjustment to daily living.

3a(1)(a)	The Maas Award was initiated by the late Bayard H. Kendrick, the famous mystery writer and author of Lights Out, the story of a World War II blinded veteran.  This award is named in honor of the well-known U.S. Marine General who was an early president of the Blinded Veterans Association and was Chairman 	of the President's Committee on Employment of the Handicapped at the time of his death.

3a(1)(b)	From the beginning, presentation of the Maas Award has contributed to the enhancement of a positive image of blind people and to the elimination of the perception of helplessness.

3a(1)(c)	During the January/February time period of each year, the BVA National Headquarters sends out letters soliciting nominations for the Maas Award, such nominations to be submitted usually by not later than mid-April.  These letters are sent to:

3a(1)(c)1.	Chiefs, Vocational Rehabilitation and Counseling Sections, Department of Veterans Affairs Regional Offices;

3a(1)(c)2	Coordinators, Visual Impairment Services Teams, Department of Veterans Affairs Hospitals and Outpatient Clinics; 	

3a(1)(c)3	Directors, State Agencies for the Blind;

3a(1)(c)4	Presidents and Secretaries of BVA Regional Groups;

3a(1)(c)5	Members of the BVA National Board of Directors.

3a(1)(c) (d)	The winner of the annual Maas Award is chosen by a panel of three judges who are not affiliated with the BVA in any way, and who volunteer their services to do the judging. Every effort is made by the BVA National Headquarters to get judges who are involved in some way with disabilities.

3a(1)(c) (e)	A blinded veteran may win the Maas Award only once.  BVA employees are not eligible for this award.

3a(1)(c) (f)	The Maas Award consists of a framed, calligraphic scroll and a $500.00 stipend.

3a(2)	Irving Diener Award.  The Irving Diener Award is the second most prestigious award which the BVA presents.  Like the Maas Award, this award is also presented at the annual Awards Banquet of the BVA National Convention.  It is presented each year to the Member or Associate Member who has made an outstanding contribution to the growth and development of his or her regional group.

3a(2)(a)	The award, established in 1962, takes its name from the late Irving Diener, a former member of the BVA National Advisory Committee, who demonstrated a keen interest in the BVA over the years.

3a(2)(b)	The Diener Award differs significantly from the Major General Melvin J. Maas Achievement Award in that the former is awarded to the veteran who contributes in an outstanding way to the BVA AS AN ORGANIZATION rather than for personal achievement in rehabilitation and in the field of employment.  The award consists of a framed, calligraphic scroll and a $50.00 stipend.  For the past several years, the $50.00 stipend has been donated by Mrs. Eleanor Diener Metz, the daughter of the late Irving Diener, who resides in Bryans Road, Maryland.

3a(2)(c)	During the January/February time period of each year, the BVA National Headquarters solicits nominations from the regional groups and members of the BVA National Board of Directors for this award. Nominations are due at the National Headquarters usually by not later than mid-April. Judging is traditionally done by the three most recent Immediate Past National Presidents of BVA. 

3a(2)(d)	Like the Maas Award, a veteran may win the Diener Award only once.  BVA employees are not eligible for this award.


(4)	BVA Certificates of Appreciation.  Each year, the National organization of the BVA awards Certificates of Appreciation to those individuals, groups, employers, etc., who have provided outstanding services to blinded veterans and/or to the BVA at the National level. Outstanding services mean those positive services extended to individual blinded veterans, groups of blinded veterans, or the National BVA which creates awareness of blinded veterans, their abilities and their achievements.

(a)	National-level BVA Certificates of Appreciation are normally presented at the BVA National Convention's Father Carroll Memorial Luncheon which is generally held on the Friday of the Convention week.

(b)	During the January/February time period of each year, the BVA National Headquarters solicits nominations for BVA Certificates of Appreciation from the following agencies.  Nominations are due at BVA National Headquarters usually by not later than mid-April.

1	Individual members of the Board of Directors;

2	Executive Director;

3	Director of Governmental Relations;

4	National Field Service Director;	

5	Assistant National Field Service Director;

6	Field Service Representatives;

7	Regional Groups in good standing.

(c)	BVA National-level Certificates of Appreciation consist of a written citation printed on special paper and a calligraphic scroll, both of which are placed in a custom folding document binder with the BVA emblem silhouetted on the front.

(d)	The Executive Committee of the BVA National Board of Directors makes the final selections of the recipients of BVA Certificates of Appreciation based on recommendations from National Headquarters.

(e)	BVA members and their family members are not eligible for BVA National-level Certificates of Appreciation.  No individual may receive more than one BVA National-level Certificate of Appreciation in their lifetime.

(5)	BVA Outstanding Service Award.  The BVA Outstanding Service Award is presented by the BVA National Board of Directors, on an as-required basis, to individuals who have proved themselves outstanding during the course of their careers in helping the cause of blindness, in helping blinded persons generally, and/or in helping the cause of the Blinded Veterans Association.  The award consists of a framed, calligraphic scroll.

4.	Volunteer Awards (see Section 5 of Chapter IX--Regional Group Volunteer Program).


[bookmark: katheryn_Gruber_program]Section 3.	Kathern F. Gruber Scholarship Program and Thomas H Miller Scholarship

A.  	General

1.	Since 1983, the Blinded Veterans Association has had a scholarship program for the purpose of assisting the educational goals of dependent children and spouses of blinded veterans of the U.S. Armed Forces.  Beginning in FY 2012 BVA established the Thomas H Miller Scholarship

2.	The program, known as the Kathern F. Gruber Scholarship Program, is named after Ms. Kathern F. Gruber, a long-time advisor to the Association and its National Board of Directors who passed away on January 1, 1998.  The scholarships are to be used to defray a student's cost of expenses payable directly to the school, to include tuition, books, and other academic fees.

3. 	The program known as the Thomas H Miller Scholarship was created in commemoration of his retirement following many years of dedicated work and leadership on behalf of the organization and his commitment in the support of service for the Blind. 

B.	Number and Amount of Scholarships

1.	The number of scholarships and the amount of money allocated for the BVA Scholarship Funds for the coming year is established each year by the BVA National Board of Directors at its meeting held in conjunction with the annual BVA National Convention.

2.	Currently, six Kathern F. Gruber scholarships, each for $2,000 and one Thomas H Miller Scholarship for $1,000.  Each is awarded by the BVA National Board of Directors.


C.	Eligibility  

1.	The scholarships are open to the dependent children, and grandchildren and spouses of blinded veterans to include active duty blinded service members who served in the Armed Forces of the United States.

2.	The veteran's blindness may be either service-connected or non-service-connected.  The veteran is not required to be a member of the BVA.


D.	Application Procedures

1.	Applications which have been developed by the BVA Scholarship Committee are available through the BVA National Headquarters (Attn: Kathern F. Gruber and Thomas H. Miller Scholarship Programs).  

2.	Applications are normally due at the BVA National Headquarters by not later than mid-April of each year.

3.	A Scholarship Committee consisting of three volunteers not normally associated with BVA reviews the scholarship applications and selects the winners on a "most-highly-qualified" basis utilizing the following criteria:

3a.	Answers to the questions on the application form;

3b.	Transcripts of high school and/or college records (and any other achievements of the applicant);
	
3c.	Three letters of reference; and 

3d.	A three-hundred word essay on the applicant's post-education, lifetime, career goals and aspirations.

4.	Kathern F. Gruber and Thomas H. Miller scholarships are awarded for one year only.  In accordance with the BVA National Board of Directors' policy, the number of scholarships a recipient may receive under each program will be limited to four.

CHAPTER XIII - POLICIES ADOPTED BY BVA NATIONAL BOARD OF DIRECTORS PERTAINING TO REGIONAL GROUPS
[bookmark: general_XIII]
Section 1.	General.  During the course of the past several years, the BVA National Board of Directors has, from time to time, adopted policies that pertain, either directly or indirectly, to BVA regional groups.  Regrettably, such policies have not always been readily available to regional groups.  This inaccessibility has sometimes caused confusion and misunderstandings on the part of regional groups, their officers and members.  Accordingly, in an effort to make such policies more directly accessible to regional groups and to eliminate the aforementioned confusion and potential misunderstandings, the BVA National Board of Directors has elected to publish such policies as a part of this Manual.

[bookmark: Past_policies]Section 2.	Past Policies (from 1965 to present)

A.	The following are policies which have been adopted by the BVA National Board of Directors from 1965 to the present which pertain, either directly or indirectly, to BVA regional groups:

1.	Policy:  That, all current BVA Regional Group Volunteer Service Officers be accredited nationally with the Veterans Administration (DVA).	
 Adopted: BVA National Board of Directors' Meeting, New York, New York, July 14, 1970.

2.	Policy:	That, a person can receive the Major General Melvin J. Maas Achievement Award only once during their lifetime. 	
Adopted: BVA National Board of Directors' Meeting, New Orleans, Louisiana, August 6, 1978.

3.	Policy:	That, a person can receive the Irving Diener Award only once during their lifetime.	
Adopted: BVA National Board of Directors' Meeting, New Orleans, Louisiana, August 6, 1978.

4.	Policy:	That, BVA regional groups be informed that in accordance with an Internal Revenue Service (IRS) ruling, they do not have federal tax-exemption by reason of being part of the National Association.  The National Association will not obtain Federal tax-exemption for the regional groups based on the aforementioned IRS ruling.  However, the regional groups may obtain such Federal tax-exemption separately, if they so desire.	 
Adopted: BVA National Board of Directors' Meeting, Los Angeles, California, August 5, 1979.

5.	Policy:	That, effective for 1982 and future years, the Irving Diener Award will be awarded to the Member or Associate Member who is judged to have made the greatest contribution to his/her regional group, and that BVA employees are ineligible for this award. Adopted: BVA National Board of Directors' Meeting, Arlington, Virginia, August 9, 1981.

6.	Policy:	That, service-connected blinded veteran BVA employees and members of the BVA National Board of Directors are eligible for the Major General Melvin J. Maas Achievement Award. Adopted: BVA National Board of Directors' Meeting, Arlington, Virginia, August 5, 1981.

7.	Policy:	That, seconding letters for nominations for BVA national offices not be published in the BVA BULLETIN. 	
Adopted: BVA Executive Committee Meeting, Washington, D.C., August 22 - 23, 1982.

8.	Policy:  That, 
8a.	Persons wishing to send letters to the BVA membership could do so if they prepared the letters ready for mailing as self-mailers, or in envelopes with the "FREE MATTER" indicia or stamps;
8b.	They would be responsible for the accuracy of the letter's contents;
8c.	The material would be delivered to the BVA National Office for affixing of address labels and mailing;
8d.	A copy of the letter would be provided for the National Office records.
Adopted:	BVA Executive Committee Meeting, Washington, D.C., August 22 - 23, 1982.

9.	Policy:	That, the cut-off date for determining the membership count in the regional groups be as close as possible to the date of the National Convention instead of using the end of the fiscal year (June 30) count as now done for determining which regional groups win the Gavel Awards.
Adopted:	BVA National Board of Directors' Meeting, New Orleans, Louisiana, August 8, 1982.

10.	Policy:	That, commencing as soon as possible, mailing labels are to be sent by the BVA National Headquarters to BVA regional groups requesting same.
Adopted:	BVA Executive Committee Meeting, Washington, D.C., November 11 - 12, 1982.

11.	Policy:	That, the policy concerning members campaigning for District Director elections shall be as follows:

11a.	An individual running for office who desires to send out campaign literature/materials will first prepare a copy of his/her proposed campaign literature/material and forward same to BVA National Headquarters for screening and approval.

11b.	At such time as the proposed campaign literature/material has been screened and approved by the BVA National Headquarters, the candidate will then prepare an appropriate quantity of such literature/material in a timely manner, place it in envelopes and mail same to the BVA National Headquarters where it will be screened for accuracy, labels affixed to the envelopes, and then mailed to members in the appropriate area (District).

11b(1)	Campaign literature/material in 14-point type will have the envelopes stamped/printed FREE MATTER FOR THE BLIND; campaign literature/material in smaller than 14-point 	type will contain sufficient postage for mailing.

11b(2)	One copy of the proposed campaign literature/materials, with envelope flap unsealed, will be provided for the BVA National Headquarters files.

11c.	These guidelines will be distributed to all candidates who are nominated for the appropriate District Director office.

11d.	These guidelines will be placed in a Policy Manual for future use. Adopted:	BVA National Board of Directors' Meeting, Arlington, Virginia, February 24, 1984. 
Amended/Reconfirmed: BVA National Board of Directors' Meeting, Cincinnati, Ohio, August 21 - 23, 1994.

12.	Policy:	That, the purchase of memberships by regional groups is discouraged, and that any memberships purchased by a regional group in order to stimulate future memberships not be counted toward membership awards or be included in the voting strength of the group delegate at the National Convention.
Adopted:	BVA Executive Committee Meeting, Arlington, Virginia, May 26, 1984.

13.	Policy:	That, registration fees for guests invited to BVA National Conventions will be paid as follows:


13a.	For persons receiving awards-BVA National Headquarters pays.

13b.	For persons participating in Convention seminars and other Convention events--the host regional group pays.

13c.	For persons invited to participate in blind rehabilitation workshops, and other non-Convention type activities--BVA National Headquarters pays, if the persons' agencies (such as VA) cannot/will not pay.

13d.	As a general rule: if the invited guests are part of the Convention activities, then the host regional group pays; if they are invited by BVA, then BVA pays.  Also, "pay" means payment for those events the invited person actually attends.
Adopted:	BVA Executive Committee Meeting, Arlington, Virginia, May 26, 1984.

14.	Policy:	That, BVA caps are approved for non-members such as Veterans Administration Voluntary Services (VAVS) persons and honorary members for regional groups provided that the wording on the caps makes it clear what the persons are, and that the caps are the blue, regular member, caps, e.g. IL RG Volunteer; PA RG Honorary Member, etc.
Adopted:	BVA Executive Committee Meeting, Arlington, Virginia, November 12, 1984.

15.	Policy:	That, BVA regional groups, and not the BVA, pay for the travel of the BVA Executive Director to attend regional group meetings. 
Adopted:	BVA Executive Committee Meeting, Arlington, Virginia, November 10, 1985.

16.	Policy:	That, the policy pertaining to members wishing to establish communications with officers and/or members of regional groups other than the group of which they are members is as follows:

16a.	The initial communication will be sent to the BVA National Office prepared for mailing (with such postage as may be required), together with the name/designation of the person to whom it is to be sent.

16b.	The National Office will address the envelope to the person designated by the originator and then mail it.

16c.	Thereafter, it will the decision of the addressee whether or not to establish direct communication with the originator.
Reaffirmed: BVA Executive Committee Meeting, Arlington, Virginia, May 25, 1986 (policy has been in effect for many years).

17.	Policy:	That, a BVA regional group flag should have the name of the regional group on it. 
Adopted:	BVA National Board of Directors, San Juan, Puerto Rico, August 14, 1986.

18.	Policy:	That, the instructions pertaining to the nomination and election of delegates and alternates to the BVA National Convention, contained on the Official BVA Credentials Form, be amended to reflect that if alternate delegates are chosen, they must be elected and specifically named on the form.
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., March 17 - 19, 1990.

19.	Policy:	That, at future BVA National Conventions, the presentation of awards will be limited to BVA National-level awards. Adopted:	BVA National Board of Directors' Meeting, Providence, Rhode Island, August 11, 1990.

20.	Policy:	That, with respect to the procurement of BVA regional group flags, the BVA National Headquarters will provide the specifications, but that the regional group is responsible for having the flag made as well as the cost. Adopted/Reaffirmed:  BVA Executive Committee Meeting, Washington, D.C., November 9 - 10, 1990.

21.	Policy:	That, in the future, citations of those recipients of BVA Certificates of Appreciation who are unable to attend the BVA National Convention will not be read during the Father Carroll Memorial Breakfast (Luncheon). 
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., February 28 - March 2, 1991.
Amended:  BVA National Board of Directors' Meeting, Reno, Nevada, August 17 - 19, 1997 to permit the reading of a citation for a COA recipient who is unable to attend the Convention to receive his/her award, but for which a designated representative will be present to receive the award on behalf of the recipient.  

22.	Policy:	That, any regional group which is delinquent in holding at least one meeting during the fiscal year or submitting the minutes of such meeting(s) during the required time period as specified in Section 13a of Article XIV (Regional Groups) of the BVA National Bylaws or is delinquent in submitting the required financial report(s), pursuant to Section 13b of the same Article, is to be informed in writing that they are no longer in good standing, and that their delegate(s) will not be seated at the annual BVA National Convention, and further, that their annual Life Membership Fund (LMF) interest/dividend and annual dues apportionments will be withheld until such time as the required meeting is held and/or the required minutes/financial report(s) are submitted, whichever the case may be.
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., February 28 - March 2, 1991;
Amended:   BVA National Board of Directors' Meeting, Reno, Nevada, August 18 - 20, 1991; BVA National Board of Directors' Meeting, Washington, D.C., March 17 - 19, 1994.

23.	Policy:	That, BVA members having access to BVA National stationary cannot use same for personal use, and that such persons are to be informed of subject policy by the BVA National Office.
Adopted:	BVA National Board of Directors' Meeting, Nashville, Tennessee, August 15, 1992.

24.	Policy:	That, if a BVA member of the stature of the late Ken Clark of South Carolina passes away, an article paying tribute to that member will be published in the next issue of the BVA BULLETIN.
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., February 25 - 27, 1993.

25.	Policy:	That, henceforth, the Gold and Silver Gavel awards will not be given to the same regional group in the same years.

Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., February 25 - 27, 1993.

26.	Policy:	That, henceforth, a label printout for a particular BVA regional group will include a label for the respective District Director and the Field Service Officers having cognizance over the area in which the subject regional group is located.
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., February 25 - 27, 1993.

27.	Policy:	That, henceforth, biographical sketches of candidates competing in District Director elections will be published unedited.
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., February 25 - 27, 1993.

28.	Policy:	That, henceforth, under the provisions of Section 1 of Article XIV (Regional Groups) of the BVA National Bylaws, the minimum number of members required for a quorum for regional groups will be five (5) members.
Adopted:	BVA National Board of Directors' Meeting, Tucson, Arizona, August 8 - 10, 1993.

29.	Policy:	That, henceforth, no announcements of BVA regional group meetings will be made in the BVA BULLETIN.
Adopted:	BVA Executive Committee Meeting, Washington, D.C., November 12, 1993.

30.	Policy:	That, a previously-adopted policy prohibiting the use of the BVA emblem on regional group plaques is cancelled.
Adopted:	BVA National Board of Directors' meeting, Washington, D.C., March 30 - April 1, 1995.

31.	Policy:	That, because of their positions and the nature of their work, BVA National Office and Field Service staff who are also BVA members are cautioned and required to observe the following guidelines governing their roles and responsibilities in the Association's internal political campaigns, elections, and other political activities.

31a. 	Employees who are BVA members must be nonpartisan and must not participate actively in any election campaign and/or electoral activities for District Directors.

31b.	BVA National Office and Field Service staff who are BVA members will not use their position to:

31b(1)	Obtain address labels and/or printouts of the membership for use by any candidate running for District Director.

31b(2)	Telephone individual BVA members to encourage or ask them to vote for a specific candidate in a District Director election.

31b(3)	Speak on behalf of any candidate in a District Director election before members at a regional group meeting or any other gathering of BVA members outside the BVA National Convention.

31c. 	All employees, who are Members or Associate Members, are encouraged to exercise their right to vote, when eligible, in District Director and National Officer elections.
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., March 30 - April 1, 1995.

32.	Policy:	That, henceforth, all BVA regional groups are prohibited from selling any type of merchandise at any future BVA National Convention without prior Board approval.
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., March 30 - April 1, 1995.

33.	Policy:	That, posthumous nominations for the Major General Melvin J. Maas Award may be submitted for consideration by the panel judging the Maas Award nominations. 
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., March 30 - April 1, 1995.

34.	Policy:	That, commencing with the 50th BVA National Convention, BVA will pay the expenses (travel; two night's lodging) of the Irving Diener Award winner to attend the BVA National Convention for the purpose of receiving subject award. Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., August 19 - 21, 1995.

35.	Policy:	That, commencing with the 50th BVA National Convention, BVA will pay the expenses (travel; two night's lodging) of the Major General Melvin J. Maas Achievement Award winner to attend the BVA National Convention for the purpose of receiving subject award.
Adopted:	 BVA National Board of Directors' Meeting, Washington, D.C., August 19 - 21, 1995.

36.	Policy:	That, henceforth, information concerning wills, planned giving, and bequests may be published in future editions of the BVA Bulletin. 
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., August 19 - 21, 1995.

37.	Policy:	That, henceforth, the BVA Administrative Director may approve regional group bylaws provided that such bylaws are in consonance with the standard (sample) BVA regional group bylaws.
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., August 19 - 21, 1995.

38.	Policy Modification:	Modified the BVA policy concerning the limitation on the number of scholarships available to a recipient under the Kathern F. Gruber Scholarship Program so that commencing with the 1996 - 1997 academic year, the number of scholarships a recipient may receive with be limited to four.
Adopted:	BVA National Board of Directors' Action, November 15, 1995.

39.	Policy:	That, henceforth, the minutes of future BVA National Conventions will be limited by eliminating committee reports and minutes of LMF meetings and Investment Fund meetings (such reports/minutes will be retained on file at BVA National Headquarters, and any members in good standing obtain copies by writing to the National Headquarters, Attn: Administrative Director).  LMF and Investment Fund end-of-the-fiscal-year reports will be included in the Convention Minutes. 
Adopted: BVA Executive Committee Meeting, Washington, D.C., November 10, 1996.

40.	Policy:	That, an investment policy of 50% of BVA cash reserves is hereby established by adopting a moderately conservative portfolio consisting of C.D.'s and U.S. Treasury Bills.
Adopted: BVA National Board of Directors' Meeting, Washington, D.C., March 6 - 8, 1997.

41.	Policy:	That, the third floor conference room of the BVA National Headquarters is to be known hereafter as the "Sumner A. 'Tut' Vale Memorial Conference Room." 
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., March 6 - 8, 1997.

42.	Policy Modification:	Approved a modification of paragraph 3b of the Guidelines for BVA Certificates of Appreciation (COA) to:

42a.	Permit the reading of a citation for a COA recipient who is unable to attend the Convention to receive his/her award, but for which a designated representative will be present to receive the award on behalf of the recipient.

42b.	Establish the written policy that BVA will provide each recipient of a BVA COA a complimentary convention registration, but that such COA recipients will be responsible for their own travel and hotel expenses associated with accepting their respective COA awards at the BVA National Convention.
Adopted:	BVA National Board of Directors' Meeting, Reno, Nevada, August 17 - 19, 1997.

43.	Policy:	That, BVA send congratulatory letters to those BVA members reaching their 100th birthday where the blinded veteran member can be identified in a timely manner.
Adopted:	BVA Executive Committee Meeting, Washington, D.C.,  November 10, 1997.

44.	Policy:	That, a regional group chapter must go through its parent regional group to request labels from National, or the regional group must forward a letter to National (Attn: Membership Manager) designating a chapter officer who is authorized to request labels directly from National.
Adopted:	BVA National Board of Directors' Meeting, Washington,  D.C., February 26 - 28, 1998.

45.	Policy:	That, regulations governing affiliate chapters of BVA regional groups be included as a section within the regional group's bylaws.
Adopted:	BVA National Board of Directors' Meeting, Washington,  D.C., February 26 - 28, 1998.

46.	Policy:	That, bidding by BVA regional groups to host the BVA National Convention will be in accordance with procedures agreed to in principal by the BVA National Board of Directors, such policy to be put into effect for the 53rd BVA National Convention (see Chapter XI (Hosting a BVA National Convention) of this Manual for further amplification of the bidding procedures).
Adopted:	BVA National Board of Directors' Meeting, Washington, D.C., February 26 - 28, 1998.

47.	Policy:	That:

47a.	It is the intention of the BVA Bylaw regarding distribution of any financial gain by the National Convention (Section 9d(2), Article IX (National Convention)) that the host regional group be allocated the portion of that gain that is directly related to its successful fund-raising efforts, up to $3,000.

47b.	It should be understood that:

47b(1)	All gain should be remitted to the National Office after the books at the Convention are closed.

47b(2)	Any gain to the regional group is not an expense item in the Convention income statement.

47b(3)	The Board of Directors of the BVA is obligated to decide how much of the gain, if any, will be remitted to the regional group.

47b(4)	The remittance to the regional group will be commensurate with the regional group's fund-raising efforts.

47c.	The host regional group is responsible for providing to the Board of Directors an income statement clearly indicating the sources of revenue and all expenses.  It should be clearly stated whether the host regional group or National was responsible for individual items of revenue.

47d.	For example, registration fees, exhibitors' solicited by National, National sweepstakes and program ads obtained by National should be indicated as funds raised by National.

47e.	Examples of funding obtained by the host regional group would be hotel room raffles, program ads solicited by the host regional group, local exhibitors obtained by the host regional group, monetary donations solicited by the host regional group, and non-monetary donations such as hospitality room supplies to which a value can be attached.

47f.	The Board of Directors will carefully examine the income statement and make every effort to remit funds to the host regional group.
Adopted:	BVA National Board of Directors Meeting, Itasca, Illinois, August 9 - 11, 1998.

48.	Policy Modification:	The BVA travel/travel reimbursement policy for BVA employees was modified.  Due to the length of subject policy, it will not be enunciated here, but rather may be found in the updated BVA Personnel Policy Manual which will tentatively be published in November, 1999.
Adopted:	BVA National Board of Directors' Meeting, 	Washington, D.C., March 4 - 6 1999.

49.	Policy:	That, BVA National Headquarters establish set per diem rate for each BVA travel site, and that the Board and staff be required to submit receipts for actual expenses up to the set per diem ceiling rate for both travel and lodging.
Adopted:	BVA National Board of Directors' Meeting, 	Washington, D.C., March 4 - 6, 1999.

50.	Policy:	That, members of the BVA National Board of Directors be reimbursed at the same rate as the BVA National Headquarters staff when attending BVA National Conventions and Board meetings.
Adopted:	BVA National Board of Directors' Meeting, 	Washington, D.C., March 4 - 6, 1999.

51.	Policy:	That, fees for security of the exhibitors' area at BVA National Conventions be paid by BVA National Headquarters (proceeds from exhibitors).
Adopted:	BVA National Board of Directors' Meeting, 	Washington, D.C., March 4 - 6, 1999.

52.	Policy:	That, those regional groups which have either established affiliate chapter(s), or are planning to do so in the future, should amend their bylaws to include guidelines for the control and administrative support of such chapter(s).
Adopted:	BVA National Board of Directors' Meeting, 	Washington, D.C., March 4 - 6, 1999.

53.	Policy:	That, with respect to gifts and/or bequests of stock to BVA, the appropriate stock broker will manage the stocks, and, if any such stocks are of low quality, the stock broker will sell the stocks in question and reinvest the monies realized from such sale.  Dividends of managed stocks will be reinvested.
Adopted:	BVA National Board of Directors' Meeting, San Juan, Puerto Rico, August 15 - 17, 1999.

54.	Policy:	Henceforth, BVA regional groups must send out notification letters to all members in good standing at least ten (10) days in advance of any regional group meeting advising of the date, time, location and purpose of each meeting, and further, that address labels from BVA National Headquarters must be used for all such notification mailings.
Adopted:	BVA National Board of Directors' Meeting, San
Juan, Puerto Rico, August 15 - 19, 1999.

55.	Policy Reaffirmation:  Reaffirmed the previously-adopted policy which precludes affiliate chapters of BVA regional groups from opening their own bank accounts.
Reaffirmed:  BVA National Board of Directors' Meeting, San
Juan, Puerto Rico, August 15 - 17, 1999.

56.	Policy:	That, henceforth, telephone conferences be held twice a year between the District Directors and the Executive Director, with flexibility as to the times and dates of such conferences. 
Adopted: BVA National Board of Directors' Meeting, San
Juan, Puerto Rico, August 15 - 17, 1999. 

57.	Policy:	Authorizing Regional Group Officers to request proof of legal blindness if they suspect either a member or applicant for membership does not meet the definition of legal blindness.
Adopted:	August 8, 2004.

58.	Policy: 	When BVA provide a member’s roster to Regional Group Officers, National Officers, or FSP Representatives only the last four of the social security will be provided, the claim number will not be provided. 
Adopted:	August 8, 2004.

59.	Policy:	Annual dues will now be apportioned annually in June and mailed along with LMF Apportionment in November of each year. 
Adopted:	August 13, 2006.

60.	Policy:	Henceforth, any BVA member requesting to transfer his/her membership from one BVA regional group to another BVA regional group will adhere to following guidelines:
Adopted:	August 19, 2006. 


· The member requesting the transfer must be in a good standing 	status with both his/her parent regional group and the National Headquarters. The request for transfer must be in writing 	through the District Director for that region and after review the 	District Director will forward the request to Headquarters with a 	recommendation.

61.	Policy:	Non-host regional groups would need to buy a booth at regular cost if they wish to sell merchandise at conventions.  Only host group has the right to do so.  
Adopted:	August 14, 2007.

62.	All regional groups will be required to obtain their own “EIN” number from IRS.  Several regional groups have used National’s EIN number to open bank accounts, which needs to be changed.  Adopted:	March 6-8, 2008.

63.	Convention schedule will change to the following if it is determined to be cost effective:  Eliminate Thursday day trip and move Friday schedule to Thursday and Saturday schedule to Friday or possibly start convention on Monday.  
Adopted:	August 22-24, 2010.

64.	District Directors will mail in their written reports no later than February 1st for Mid-winter Board meeting and August 1st for summer meeting each year.  
Adopted:	August 22-24, 2010.

65.	BVA’s Vision Statement: Our vision is a world where blinded veterans can participate and contribute fully in society and enjoy quality of life.  
Adopted:	March 16, 2011.

66.	BVA’s Mission Statement:  Our mission is to promote access to services and benefits that blinded veterans need in order to overcome the limitations of their blindness.  
Adopted:	March 16, 2011.

67.	The name, phone number and district of each District Director will be listed on BVA’s web site.  
Adopted:	March 16-18, 2011.

68.	Adopted a Guide Dog Policy.  Policy is available by request.  June 22, 2011.


69.	Adopted a BVA Logo Policy.  Policy is available by request.  August 14-16, 2011.

70.	Policy:	To further amplify the decision made regarding the convention schedule at the August 22-24, 2010 meeting. During the August 20, 2011 meeting the Board approved shortening the convention by one day beginning year 2013.  The convention will remain starting Tuesday but will end on Friday instead of Saturday.

71.	Policy:	To amplify the decision made at its mid- winter meeting in March 2011, the following policy was established unanimously at its meeting on May 24, 2012:

· It is the policy of the Blinded Veterans Association National Board of Directors that BVA Auxiliary Regional Groups will have the same 	boundaries as the Regional Group In which they are located.  A request to 	form a BVA Auxiliary Regional Group which takes parts 	of existing BVA Regional Groups to form the new BVA Auxiliary Regional Group will not be approved. 

72.	Policy:	BVA goes on record as recommending that all employers in the public and private sector pay blinded veterans a wage commensurate with their abilities that doesn’t pay less than minimum wage.
Adopted:	August 23, 2012.

73.	Policy:	Have regional group gavels made at Blind Centers or wood shops in order for regional groups to keep instead of returning to Headquarters the following year in preparation of annual convention.  Being able to keep the gavel gives the group a sense of accomplishment.  The gavel will have the regional group’s name and year won inscribed on it.  
Adopted:	August 23, 2012.

74.	Policy:	BVA Bulletin will provide more exposure with regard to claims processed by Field Service Program.  
Adopted:	August 18-20, 2012.

75.	Policy:	BVA Bulletin is now being distributed using CD’s.  Non-members and non-associate members have been removed from the mailing list and cassettes are no longer being used. 
Adopted:  August 18-20, 2012.

76.	Policy:	Starting in year 2013 a Bronze gavel will be issued to the regional group that gets the largest number of non-members and non-associate members to change their membership status to active members.  
Adopted:	August 18-20, 2012. 

77.	Policy:	Life Membership fees for WWII Veterans will be waived permanently effective in fiscal year 2014.  They will be entitled to life cards and pins. 
Adopted:	 February 21-22, 2013.

78.	Policy:	Board of Directors approved the formation of a new regional group in the state of Montana. June 24, 2013.

79.	Policy:	Regional groups and auxiliaries are required to get approval from National if they want to raise funds either through the regional group or those areas where they have Chapters.  Fundraising done within the regional group can be approved by the Executive Director.  If outside the regional group the Board of Directors would need to approve. 
Adopted:	August 18-19, 2013.

80.	Policy:	Regional group membership at its discretion will set the dollar amount a Chapter should have. The previous $500 maximum limit has been rescinded.  Two signatures will be required on bank accounts.  Review of the bank accounts is the responsibility of the Regional Treasurer. Full copy of Guidelines is available by request. Adopted:	August 18-19, 2013.

81.	Policy:	All WWII Veterans that are certified as such will become Honorary Members of BVA for life.  
Adopted:	August 18-19, 2013.

82.	Policy:	District Directors has requested to begin receiving copies of regional group financial reports and minutes from states within their districts.  Regional groups will be notified of this request.  Adopted:	August 23, 2013.


