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I.
OFFICERS OF THE NATIONAL-INTERSTATE COUNCIL OF STATE BOARDS

OF COSMETOLOGY, INC.


A.
President ‑ The elected President shall:



1.
Be knowledgeable in parliamentary procedures and Robert's Rules of 
Order, Newly Revised.




2.
Attend all committee meetings when possible.




3.
Be available to all members on a daily basis for consultation.



4.
Advise all Executive Board Members in writing of activities, which will cause absence from the Office of President.



5.
Appoint all committees within 90 days following the annual meeting with the exception that the appointment to the expiring term on the NEC shall be made at the pre-conference meeting of the NEC. (amended 5/22/05).



6.
Create special committees when necessary to achieve objectives of the Council.



7.
Recommend changes, additions or deletions, which will benefit and progress the direction of the Council to all Executive Board Members.



8.
Prepare written activity reports to be delivered at each Executive Board Meeting and to all states at the annual meeting of the Council.




9.
Serve as a member of the Board of Trustee for the Aurie J. Gosnell Scholarship and perform the duties as prescribed in the Procedures Manual under Article V. (Amended 01-10)


B.
Vice‑President ‑ The elected Vice‑President shall:

1.       Be knowledgeable in parliamentary procedures and Robert's Rules of Order

newly revised.



2.
Possess the ability to conduct business meetings of the Council in the President's absence.



3.
Attend all meetings of the Council.



4.
Complete all assignments as directed by the President.



5.
Attend committee meetings when possible or when assigned by the President or in the absence of the President.



6.
Advise all Executive Board Members in writing of activities, which will cause absence from the office of the Vice‑President.



7.
Recommend changes, additions or deletions, which will benefit and progress the direction of the Council to all Executive Board Members.



8.
Prepare written activity reports to be delivered at each Executive Board Meeting and to all states at the annual conference of the Council.

C.
Secretary / Treasurer ‑ The elected Secretary/Treasurer shall:



1.
Possess knowledge of recording minutes of business meetings to include

all motions, seconds and results, as well as condensed discussion.

2.
Prepare written activity reports to be delivered at each Executive Board Meeting and to each state at the annual conference of the Council.

3.
Be responsible to obtain knowledge of the Council's fiscal policies and financial statements.


4.
Complete all assignments as directed by the President.

D.
Region Directors ‑ The elected Region Directors shall:



1.
Conduct one meeting a year within the Region.



2.
Consult immediately with the President in regard to the date and time of the meeting.



3.
Arrange for a location where the most attendance can be projected, considering airline or other transportation availability for members of that Region.



4.
Invite the President to all meetings and send an announcement to all Executive Board Members in the event they wish to attend.



5.
Plan a program for a one-day meeting.  If warranted, the President can authorize a two-day meeting.



6.
Plan an agenda and educational program that will be of interest to the entire Region and that will stimulate the exchange of ideas with input from the states within the Region.  A request may be made that the Coordinator of the National Testing Program be in attendance as part of the program.



7.
Region Director Meeting Expense: The Council will reimburse a region director for expenses incurred in connection with a region meeting upon submission of itemized receipts in an amount not exceeding $500.  A registration fee may be charged for the actual cost of food functions.  All contracts relating to a meeting shall be reviewed and approved by NIC’s legal counsel prior to the execution by the region director.  



8.
Record actions of the region meeting and prepare written reports for the Executive Board and each state at the annual conference of the Council.



9.
Perform the duties as it pertains to the Aurie J. Gosnell Scholarship as prescribed in the Procedures Manual under Article V, Paragraphs 5 and 9. (Amended 01-10)


E.  Board Administrator - The elected Administrator shall perform duties as directed by the President.


F.   Immediate Past President – shall serve as a member of the Board of Trustees for the Aurie J. Gosnell Scholarship and perform the duties as prescribed in the Procedures Manual under Article V. (Amended 01-10)

II.
EMPLOYEES OF THE NATIONAL-INTERSTATE COUNCIL OF STATE BOARDS OF COSMETOLOGY


A.
General Counsel/Administrator of Testing – as a contracted employee you shall:




Perform duties as stated in the bylaws.


B.
Coordinator of Testing ‑ As a contracted employee you shall:

Perform all duties assigned by the Administrator of Testing and Executive Board.


C.
Comptroller ‑ As a contracted employee you shall:



Perform duties as stated in bylaws and perform the duties as it pertains to the Aurie J. Gosnell Scholarship as prescribed in the Procedures Manual under Article V. (amended 01-10)


D.
Executive Director shall:



1.
Perform duties under the direct supervision of the NIC President and the Executive Board and work closely with the National Examination Committee and its Chairman.



2.
Take and type the minutes of the Executive Board Meetings



3.
Perform all duties pursuant to the terms and conditions of the contracted agreement.


E.
Rater Program Director shall:


1.
Work under the direct supervision of the National Examination Committee pursuant to the terms and conditions of the contracted agreement.

III.
COMMITTEES:


A.
General Responsibilities of a Committee Chairman.



1.
Call for meetings of the committee when necessary by notifying all members of the Committee after consulting with the President.



2.
Notify the President of the date, time, location and purpose of the Committee meeting.



3.
Conduct each meeting informally and allow for thorough discussion and debate.



4.
Non‑Committee members may be allowed to offer opinions at the discretion of the chairman.



5.
Prepare a record of each meeting and synopsis of events for reporting purposes.


B.
National Examination Committee ‑ As the Chairman of National Examination  Committee  you shall:

1.
Be knowledgeable in parliamentary procedures and Robert's Rules of order newly revised.



2.
Conduct all meetings of the National Examination Committee.



3.
Establish, direct and control the day to day operations of the examination program.

4.       Be available to the President on a daily basis for consultation.



5.
Advise the President, in writing, monthly of activities, which will cause absence from your office.

6.
Recommend changes, additions or deletions, which will benefit and progress the Council to all Executive Board Members.



7.
Prepare written activity reports to be delivered at each Executive Board Meeting and to each state at the annual meeting.



8.
Complete all assignments as directed by the President or Executive Board.



9.
Approval must be given by the Coordinator or Administrator of the N.I.C. Examination Program before any outside Testing Company or Services can be considered for any type of presentation in a N.I.C. Conference program or functions or Region meetings.




10.
Serve as a member of the Board of Trustees for the Aurie J. Gosnell Scholarship and perform the duties as prescribed in the Procedures Manual under Article V. (Amended 01-10)


C.
Nominating Committee ‑ As the Chairman of the Nominating Committee you shall:



1.
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee.



2.
Require any individual seeking nomination to complete a standardized questionnaire and submit said questionnaire along with a resume (if desired) to the Committee for consideration.



3.
 Select and announce a deadline date to the delegate at the annual conference that all resumes/questionnaires of individuals seeking nomination shall be submitted to the Committee for consideration.



4.
Consider all resumes/questionnaires of qualified individuals seeking nomination that have been submitted to the Committee in proper form.



5.
Recommend to the Council a slate of nominees for offices.



6.
Recommend only one nominee per office.



7.
Maintain the confidentiality of the Committee's decision.


D.
Audit Committee – Members of the Audit Committee will include the Secretary/Treasurer, Comptroller and the NEC Coordinator.  (Amended 09-09)  As the Audit Committee you shall:



1.
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee and involve all Members of the Committee.



2.
Be knowledgeable of basic financial reporting and accounting principles.



3.
Perform a thorough examination of the Council's financial accounts to assure accuracy.



4.
Report the findings of the Committee to the Executive Board and all delegates during the annual conference.



5.
Offer all recommendations of the Committee to the Executive Board and Delegates during the annual conference.


E.
Budget Committee – Members of the Budget Committee will include the Secretary/Treasurer, who will serve as Chairman of the Committee and the Comptroller and NEC Coordinator.  (Amended 09-09)  As the Chairman of the Budget Committee you shall:



1.
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee and involve all members of the Committee.



2.
Be knowledgeable of basic financial reporting and accounting principles.



3.
Perform a thorough review of the Council's estimated income and expenditures.



4.
Present the budget to the Executive Board for approval at the pre-conference executive board meeting. (Amended 09-09)



5.
Provide a copy of the approved budget in the state packet distributed to the delegates at the conference.  (amended 09-09)


F.
Educational Committee ‑ As the Chairman of Educational Committee you shall:



1.
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee.



2.
Conduct inquiries of members as to specific needs or interests pertinent to the profession.



3.
Select educational programs to be scheduled during the annual conference.



4.
Submit recommended programs to the Executive Board for approval.



5.
Secure approved speakers/guests to conduct educational programs.  Follow established guidelines as to compensation for any speaker which must be approved by the Conference Coordinator. (Amended 09-09)



6.
Conduct surveys after the programs to evaluate the program content and guest for future information and submit all surveys to the conference coordinator. (Amended 09-09)



7.
Coordinate all activities with the Conference Coordinator before submitting the program to the Executive Board for approval. (Amended 09-09)


G.
By Laws Committee ‑ As the Chairman of the By Laws Committee you shall:



1.
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee.



2.  
Notify all states, six months prior to the annual conference, of the policies and procedures for submitting proposed changes to the By Laws as set forth in subsection 2(a) and 2(b) of this section.

 
a.
Recommendations for proposed changes to the Bylaws must be submitted in duplicate form; one copy sent to the General Counsel of N.I.C. and one copy sent to the Chairman of the By Laws Committee.





b.
That recommendations submitted in accordance with subsection 2(a) of this Section must be received by the General Counsel and Chairman of the By Laws Committee no later than forty‑five (45) days prior to the annual conference.



3.
Compile recommendations received.



4.
Submit to the General Counsel a compilation of the recommendations received and a request that the General Counsel distribute the proposed By Law Changes to all Council Members not less than 30 days prior to the annual conference.



5.
Present proposed By Law changes to the Council at the annual conference for their consideration.


H.
Legislative Committee ‑ As the Chairman of the Legislative Committee you shall:



1.
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee.



2.
Conduct an inquiry of all Council Members' individual states legislative activities during the year.



3.
Compile the information received.



4.
Report the findings to the Council during the annual conference.


I.
Textbook Committee ‑ As chairman of the Textbook Committee you shall:



1.
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee.



2.
Conduct inquiries of publishers of Cosmetology related texts and materials as to revisions or new material.



3.
Compile the information received.



4.
Report the findings to the Council during the annual conference.


J.
Reciprocity Committee ‑ As chairman of the Reciprocity Committee you shall:



1.
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee.



2.
Conduct an inquiry of all Council Members of individual states Laws, rules and regulations, and philosophies regarding reciprocity.



3.
Compile the information received.



4.
Report the findings to the Council during the annual conference.


K.
Honorary Membership Committee ‑ As chairman of the Honorary Membership Committee you shall:



1.
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee.



2.  
Inform all states of the Council's policies and procedures for honorary membership and request that any recommendations be submitted to the Committee in proper form.



3.  
Consider nominee(s) who have acquired at least 100 points to be awarded as follows:




a.
10 points 
for each year served as an Officer of the Executive Board of N.I.C.




b.
 5 points
for each N.I.C. Committee that one was Chairman. 




c.
 5 points
for attendance at each N.I.C. Annual Conference.




d.
 2 points 
for each N.I.C. Committee that one was a member. 







e.
 2 points
for each year one has served as a member of the Board in their respective State. 




f.
 1 point

for attendance at each N.I.C. Region Meeting.



4.  
Review all recommendations submitted.



5. 
Submit the nominee's name, qualification form, and resume (highlighting the contributions the nominee has made to N.I.C.), to the Executive Board and Committee members thirty (30) days prior to the annual conference.




a. 
Candidate must have contributed to N.I.C. above and beyond the regular duties expected of all members.




b.  
The contributions the nominee has made to N.I.C., not membership or having held office, are of paramount importance.



6.  
Present the nominee's name to the Council at the annual conference for a vote by the delegates.  Notify nominee(s) approved for honorary membership of their status as an honorary member and notify the NIC Bulletin Editor. (Amended 09-09)



7.  
Maintain a current list containing the names and addresses of all Honorary Members, except that the name and address of any honorary member (excluding past presidents) who has missed five consecutive annual conferences will be removed from the current mailing list of Honorary Members.  Honorary Members whose names have been removed from the list will still retain their honorary membership status.


L.
Liaison Committees ‑ As  Chairman of the Liaison Committees you shall:



1.
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee.



2.
Communicate with assigned organization for the purpose of keeping abreast with changes.



3.
Make efforts to develop joint policies on issues pertinent and relevant to both organizations.



4.
Report the Committee's activities to the Executive Board and Council at the annual meeting.


M.
Conference Committee ‑ As Chairman of  the Conference Committee you shall:   unless these duties fall under the contract of a Conference Coordinator.



1.  
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee.



2.  
Secure a cost estimate from several hotels  to include conference rooms, sleeping rooms, food functions and receptions.



3.  
Select hotel and conference dates with approval of the Executive Board or President. 



4.  
Meet with the President at the conference site to finalize hotel arrangements, appoint sub‑committee members, draft agenda, prepare listing of proposed guests and speakers to include a complete listing of honorary members, discuss special functions and review the cost estimates of the conference comparing your estimates with the past three (3) years conference receipts and expenditures reports.



5.  
Send notice of annual conference inviting all state board members, honorary members and administrators to include dates and location of conference.



6.  
Notify all conference committee members appointed by the President of their appointment to the committee and the responsibilities of the committee.



7.  
Secure sponsors for food functions.  This should be done during the preceding annual conference and you should have hotel packets including menus and prices to distribute.  If contact cannot be made during the preceding conference, this must be done immediately upon returning home.



8.  
Secure speakers for conference, first contact by phone, then follow up by letter confirming date, time, location, and topic.



9.  
Prepare for any special arrangements such as buses for transportation, band or orchestra, group passes, etc.



10. 
Contact supply dealers and distributors asking for gift/souvenir contributions.



11. 
Order carriers or brief cases for all gifts/souvenirs and conference reports.

12.
Request pictures and reports from all officers, contracted employees and guest speakers.



13.
Send information regarding the conference periodically.



14.
Send conference agenda, hotel reservation cards and other conference information to all state boards, Executive Board members, honorary members and administrators at least two (2) months prior to the conference date to enable appropriate processing based on the respective state's accounting requirements.  Anyone registering after the final pre‑registration date will be required to pay the prescribed amount set by the conference committee.



15. 
Open an account for depositing registration fees and other receipts.



16. 
Print programs and tickets with loose function tickets available for sponsors and guests.



17. 
Finalize all arrangements with hotel, including meeting rooms, food functions, special functions, coffee breaks, etc.


18.
Prepare name badges, ribbons for badges, certificates (two types), seals for certificates, and state banners.




19. 
Order flowers, to include centerpiece, and corsages for the installation banquet.




20. 
Maintain detailed and accurate records of all expenditures incurred for the conference and all receipts.





a.
In addition to other conference expenses, those expenses which must come from the conference registration fees are the following:






1. 
All physical set up expenses for the conference to include meeting rooms, microphones and other meeting set ups.






2.  
The President's Party and the banquet are the only two (2) meal functions which are a must, and if no sponsor for the events are secured, the conference registration fee must cover the expenses.  Note:  All other functions are optional, and if sponsors are found for luncheons, breaks, breakfasts or other evening functions it reduces the costs for meals of the conference delegates "on their own" expenses.  The sponsors of any function shall receive no more than (2) two registration packets. (Requirement of President’s Party repeal 6-20-03 effective 2005)






3.  
Full complimentary registration packets go to the NIC President, the Administrator of Testing, the Coordinator of testing, and the sponsor(s) of any function, NIC Staff and past presidents.






4.  
The NIC President should be provided with a suite to accommodate committee and other meetings, which must be held throughout the conference.  If the hotel does not provide the suite, the conference registration fees must cover the cost.






5.  
Lodging expenses of speakers or presenters (unless NIC members) for either the evening prior or the evening after their presentation depending on when during the day their presentation is scheduled and where they are traveling from.  (Morning speakers receive lodging the preceding evening; afternoon speakers the evening after.)






In addition to one night lodging, a speaker or presenter will receive partial complimentary function tickets for the evening preceding his/her presentation and the day of the presentation.  (Again this depends on travel arrangements.) Any speaker or presenter wishing to attend the entire conference must purchase any additional function tickets for cost.






6.  
A guest from another organizations giving a welcome will receive a full complimentary registration packet, however, no lodging or travel costs will be paid.  The president shall submit the names of guests he or she wishes to invite, and approve other guests the Conference or Education Committees wish to invite.  All approved guests must be submitted to the Conference Committee no later than 2 months prior to the conference.






7.  
The Conference Committee can set the registration fee as necessary to cover guests and speaker cost with approval of the President.





b.  
Receipts of all monies received by the Conference Committee shall be accounted for as follows:






1.  
All monies received from conference registration, functions, or from sponsors must be accounted for by an individual receipt.  (see recommended receipt).






2.  
Receipts shall be prepared in duplicate, one (1) which will go to the individual(s) submitting the funds and one (1) for the conference records.






3.  
All monies expended must be accounted for by invoice/bill and the date and check number issued in payment.






4. 
Conference pre‑registration fees shall be refunded in full provided the request for such refund is received by the Conference Committee is (7) seven days prior to the opening of the conference.  Note:  Special consideration may be given to individuals member unable to attend the conference due to illness or death.




21.
Prepare a statement, covering the conference, of Income and Expenditures for the Executive Board to be submitted by the Conference Committee for the first scheduled meeting of the Executive Board, following the annual conference.  Note:  this statement must include detailed receipt and expenditure itemized listings.





a. 
Statement of Income and Expenditures shall be prepared in triplicate, one (1) copy shall be forwarded to the Comptroller together with any surplus of funds and all receipts after bills are paid, and this shall become the property of the Comptroller.  One (1) copy shall be forwarded to the Treasurer of the National‑Interstate Council, and one (1) copy shall be submitted to the Executive Board. All copies of this report shall be certified as being completely accurate and complete and shall be signed by the Conference Chairman.





b.  
The Statement of Income and Expenses shall contain a summary statement to include the following items:






1.  
Total Number of Participants to be categorized as follows:







a.
Number of Registered Delegates; 







b.
Number of Delegate Guests registered; 







c.
Number of Complimentary Registration Packets; 







d.
Number of non‑member Speakers; 






e.
Number of Conference Support Staff (Host State); 







f.
Number of Delegate Guests (excluding Guests of Host State Members) who purchased function tickets; 







g.  
Number of Delegate Guests (from Host State) who purchased Function Tickets;






2.  
Guest Room Pick‑up;






3.  
Food and Beverage Consumption at each function:  number guaranteed, number actually served;






4.  
Funds generated (net amount) from :  Pre‑Registration; Late‑Registration; Advertisements; Cash Donations; the sale of items (e.g. T-shirts, etc);






5.  
Expenses Defrayed by Sponsors;






6.  
Expenses Defrayed through Negotiations with Hotel;






7.  
Expenses Defrayed by Donations of the Host State.





22. 
Provide the President with list of all persons registered.




23. 
Communicate freely and frequently with the President to avoid any misunderstandings or unnecessary confusion.




24. 
Recommend individuals to the President who you feel will be capable to serve on Conference Sub‑Committees.  After approval and appointment of the Sub‑Committees by the President, communicate frequently with each member to assure the completion of their assignments.  The following is a list of conference sub‑committees, individual appointments and their duties:





a. 
Conference Reports ‑ Thirty days prior to the conference, write each officer and committee chairman requesting they submit 75 copies of their yearly report, to be compiled and distributed at the conference; one copy to each state board, and one copy to each member of the Executive Board.





b.  
Publicity ‑ Responsible for all publicity relative to the Conference.  Press releases prior to and after conference.





c.  
Open House ‑ Responsible for making arrangements with conference, chairman greeting guests, and over‑all expenditure to have conference start on a warm, friendly note to all attending.





d.  
Installation Banquet ‑ Responsible for installation of officers, submitting seating list to head table committee, type of decoration to decoration committee.  Complete responsibility for installation banquet.





e.  
Special Guest Coordinator ‑ Complete responsibility for all special (invited) guests, at all functions, greeting and securing tickets, package and copies of speeches.  Coordination with head table committee and conference committee.





f.  
Properties ‑ Responsible for setting up all physical facilities for conference, registration desk, public address system, water, glasses, scratch pads, pencils, etc.  Responsible for setting up name cards for each State, grouping delegates by states.





g.  
Souvenirs ‑ Responsible for securing a gift from each state board ($25.00 value) to be used for door prizes.  Secure souvenirs from states.  Responsible for receipt, acknowledgment, coordination relative to drawing and distribution of gifts at luncheons, banquet, and other social functions.





h.  
President's Party ‑ Entire responsibility for President's party, working with conference chairman making hotel arrangements, etc. (repealed 6/20/03 effective 2005)





i.  
Conference Rules ‑ Prepare and submit rules to govern the conference.





j.  
Photography ‑ Responsible for arranging for a photographer, who has been approved by the Executive Board, arranging for pictures to be made during meetings, social events, selling, taking orders, seeing that pictures are displayed for the membership, and at the close of the conference arrangements to be made with the photographer for all pictures to be the property of NIC.





k.  
Welcoming ‑ Responsible for welcoming all delegates, guests, to the conference.





l.  
Decoration ‑ Responsible for decorations and decorating.





m.  
Orientation ‑ Responsible to provide for the orientation of members .





n.  
Resolutions and Certificates ‑ Responsible to prepare resolutions and certificates for the conference.





o.  
Registration and Tickets ‑ Responsible to register members, distribute material and tickets and collect monies appropriately.





p.  
Protocol Officer ‑ Responsible to assure for proper protocol during the conference.

V. Advance payment to the Conference Committee the sum of $5000.00 as soon as such committee has been appointed.  This sum of $5000.00 is advanced to the committee in order that said committee has funds available to start preparation.  Note:  the sum of $5000.00 is strictly a loan to the Conference Committee and the committee must be responsible for its return to the Comptroller, immediately at the close of the conference, from monies received by the committee.



N. 
Conference‑Site Committee ‑ The President will appoint a Conference Site Committee.




1.
The Chairman of the Conference Site Committee will be responsible for overseeing the activities of the Committee and assisting the host‑elect State, during the pre‑conference year, in negotiating the terms of the contract for the conference site under the guidance and supervision of the Executive Board and General Counsel.  As Chairman of the Conference Site Committee you shall:





a. 
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee.





b.  
Contact the Co-Chairman of the Committee, within thirty days after the conference, to collect data from the preceding conference regarding: the number of delegates who attended the conference; the number of guest rooms picked up; food and beverage consumption at each function and any other pertinent information.





c.  
Send a draft agenda to the Host-elect State, within two months after the preceding conference, specifying meeting/function room requirements, estimated guest room pickup and food functions based on the past three conferences.  Advise the Host-elect State to contact possible hotel sites, prior to soliciting formal bids, to determine rack rates and corporate rates during the proposed conference dates.





d.  
Secure from the Host-elect State, within three months after the preceding conference, at least two or more proposals and information packets from hotels that have the facilities to accommodate an N.I.C. Conference.  A letter, from the Host-elect State, must accompany the proposals/packets submitted to the chairman stating its recommendations for the Conference site and reasons therefor.  Proposals/packets should include and/or address:






1.  
Guest Room Rates: guaranteed room‑rates for single, double, triple and quad accommodations; applicable state and local taxes as well as any other add‑on costs; Guest Room block;






2.
Room Reservation Procedures:  (e.g., lead time, releases, cut‑off dates, etc.); charges, if any, for reservation cards;






3.
Check‑In/Check‑Out Procedures;





4.
Complimentary Room policy:  (e.g. Presidential Suite, guest rooms, etc.);






5.
Meeting/Function Rooms: proposed room assignments based on draft agenda; rental charges; room setup charges;






6.
Proposed conference dates.






7.
Miscellaneous items: availability/charges for risers, display tables, water stations, pads, pens, pencils, etc.;






8.
Audio‑Visual Equipment: Inventory/price list of A.V. equipment; availability and charges for lecterns/podiums, microphones; support services, etc.;






9.
Logistics/ground transportation: facility location relative to the major airport; shuttle service or availability of ground transportation;






10.
Meal Functions: current food and beverage price list, guarantees if possible or maximum escalation factor;






11.
Detailed summary of hotel's guest rooms (number and types of accommodations);






12.
Function‑area floor plans that indicate capacities given set‑up configuration; post locations, dividers, access areas, public rooms, corridors, and service areas;






13.  
A list of special features that make the property unique;






14.  
A complete description of the property's restaurants, sports facilities, entertainment areas, and shops;






15.  
Information about special rules or regulations regarding licenses, taxes, beverage control, union contracts, automatic charges, gratuities, or anything else that may be pertinent.





e.
Review proposals, note ambiguities, offer suggestions and make recommendations to the host‑elect State, if warranted (within four months after the preceding conference), with a copy to the Executive Board and General Counsel.





f.
Conduct an on‑site visit with Host-elect State, at the direction of the Executive Board, to determine suitability of proposed hotel sites and to assist the Host-elect State in further negotiations with proposed sites.





g.  
Advise the host‑elect State, within five‑to‑six months after the preceding conference, to: select the most cost‑effective, functionally‑efficient (conference facilities) Hotel Site with due consideration given to the condition of the facility, ambiance, and personnel; submit the final contract proposal to the Executive Board, General Counsel and Chairman of the Committee; request approval of said contract, in writing, by the President, the Executive Board, or the General Counsel.





h.  
Review the final contract proposal and make recommendations to the Executive Board and General Counsel within seven months after the preceding conference.





i.
Advise host‑elect State to prepare a report containing specific information about the conference (dates, hotel rates, location, etc.) and present said report to the Executive Board at its pre‑conference meeting and to the delegates at the annual conference.





j.
Update the Council's conference book containing the historical data from past conferences.  The book should include all conference reports and conference financial reports of the past 3 to 5 conferences.  Said book should be sent to the incoming Conference Site Committee Chairman upon appointment by the President.





k.
Communicate with Committee members on a regular basis and be available to all members of the Committee for consultation.





l.
Prepare and submit an activity report (to include any recommendations of the committee) to be attached to the minutes of the Executive Board and conference minutes. 18





m.  
Advise the President of any activity that may prevent the chairman from performing the above duties and responsibilities.




2.
The Co‑ Chairman of the Conference Site Committee will be responsible for carrying out the duties and responsibilities of the Committee during the bid year for any conference under the guidance and supervision of the Executive Board and Chairman of the Conference Site Committee.  As Co‑Chairman of the Conference Site Committee you shall:





a.  
Conduct a survey of all states, during the month of November, to determine if any state is interested in hosting the annual conference; request that notification of interest be filed in proper form and returned to the Co‑Chairman by February of the ensuing year.





b.  
Inform the Executive Board of all states who responded to the survey.  Request that the President allocate sufficient time on the conference agenda for presentation(s) of conference site bids to the delegates.





c.  
Send an application packet to all states that expressed an interest in hosting the annual conference by April 1.  The packet will contain:






1.  
historical data from the past 3 to 5 conferences (including all Conference reports, Conference financial Reports, etc., during the specified period);






2.  
a copy of the N.I.C. policies and procedures governing the Conference Committee;






3.  
a copy of the N.I.C. policies and procedures governing the Conference Site Selection;






4.  
an application form; (completed application form and hotel information must be returned to the Co- Chairman no later than May 15.)





d.  
Review all proposals and applications to determine compliance with the policies and procedures governing conference sites. Notify Respondents whose applications fail to meet the minimum requirements.  Notification must state the deficiencies, minimum standards, and the final deadline date (July 15) for submitting the deficiencies cited in the notification.





e.  
Make arrangements with the current Conference Chairman, no later than August 1, for any special equipment or other arrangements that will be needed to make the site presentations to the delegates.





f.  
Present to the Executive Board, at the pre‑conference Executive Board Meeting, all applications submitted in proper form.





g.  
Conduct the site presentations made to the delegates; allow each applicant no more than ten (10) minutes to make their presentation; advise the applicant that the presentation must include the following information: proposed conference dates; location of proposed site; proposed hotel room rates; availability & accessibility of air and ground transportation and other pertinent information.





h.  
Report to the President and Committee Chairman on a quarterly basis and advise the President and Chairman of any activity that may prevent the Co‑ Chairman from performing the above duties and responsibilities.




3.
The other members of the Conference Site Committee will be responsible for carrying out the duties and responsibilities of the Committee during the conference year under the guidance and supervision of the Executive Board and Chairman of the Conference Site Committee.





a.
Request a copy of the proposed conference agenda from the current Conference Committee, six months prior to the conference, to assess facility requirements for the conference. Advise Conference Committee to forward a complete set of the tentative function contracts (except sponsors' contracts) prior to final execution.





b.
Upon receipt of the tentative function contracts, review contracts for set‑up configurations, capacities, special equipment requirements, dates, etc.  Consult with the Chairman of the Education Committee to confirm special equipment requirement/set‑ups for the education program.  Make recommendations and suggestions, if warranted, to the Conference Committee. 





c.
Consult with the members of the current Conference Committee.





d.
Advise the Chairman of the Conference Site Committee of any activities that may prevent the Committee Members from performing the above duties.




4.
Minimum Requirements for Conference Site Application:





a.
A minimum of two hotels, with facilities available for four consecutive days during the second or third weekend in August, capable of providing: a guarantee of 110 or more guest rooms; a guarantee of at least 1 suite (Presidential Suite); and function rooms as follows:






1.
General Meeting Room capable of comfortably seating 135 to 150 people in a classroom configuration with a head‑table for a minimum of 10 people.






2.
Room for meal functions (excluding the general meeting room) capable of comfortably seating 135 to 150 people at round tables with a head‑table for 10 to 14 people.






3.
Including the rooms stated in items 1 & 2 a function room capable of comfortably seating 150 to 175 people at round tables with a dance floor and stage.






4.
A minimum of three break‑out rooms (for concurrent sessions), excluding items 1 and 2, capable of comfortably seating 40 to 45 people in a hollow square or "U" shape configuration.






(NOTE:  Sites connected with a convention center that can provide the necessary function rooms will be considered. Rental cost will be a factor and must be provided.)





b.
The Committee will consider the following during the application review process:






1.
Hotel guest room rates for single, double, triple and quad accommodations as well as applicable state and local taxes.






2.
Accessibility of proposed site to arriving state board members.






3.
Adequacy of facility (guest rooms, function rooms, food service capabilities, etc.)





c.
Applications for site consideration must be submitted by the individual from that State who will be primarily responsible for planning and coordinating the respective conference.  There must be reasonable assurance that said individual will still be associated, in an official capacity, with the state board making the bid during the time of the proposed conference dates as stated on the State's Conference Site Application Form.





d.
Only those applications filed in proper form and address all the minimum requirements stated in subsection 4 of Section III‑N will be eligible for consideration.





e.
No hotel‑facility contract shall be signed unless approved by the Executive Board, President or General Counsel.





f.
States who qualify for consideration will be required to make a presentation to the delegates during the annual conference. Presentations are limited to a maximum of ten minutes and must include the following:






1.
proposed conference dates; 






2.
location (City, State) of proposed site; 






3.
proposed hotel rates ; and






4.
availability and accessibility of air and ground (shuttle) transportation.





g.
Selection of conference site will be by vote of the delegates.





h.
The State selected to host the N.I.C. Conference will receive information and instructions regarding hotel negotiations within two months after the preceding conference.



O.
Policies and Procedures Committee ‑ As Chairman of the Policies and Procedures Committee you shall:




1.
Conduct as many meetings of this Committee as is necessary to complete the responsibilities of the Committee.




2.
Send a policies and procedures manual to the Chairman of each Committee upon the appointment of the Chairman by the President.




3.
Review the minutes of the Conference and Executive Board meetings conducted during the year and advise the Executive Board of any action or decision that may warrant changes to the policies and procedures.




4.
Draft proposed amendments to the Policies and Procedures as directed by the President, Executive Board, or Delegates.




5.
Present proposed amendments to the Executive Board for approval.




6.
Present proposed changes to the Policy Committee at the annual conference for their consideration.




7.
Prepare and submit an activity report (to include any recommendations of the committee) to be attached to the minutes of the Executive Board and Conference minutes.


P.
Board Administrators Committee - The President will appoint a Board Administrators Committee.




1.
The Chairman of the Board Administrators Committee shall be responsible to oversee the activities of the Committee towards the goal of planning, coordinating and conducting a meeting of Board Administrators.




2.
As Chairman you shall:





a.
Advise the President of any activity or circumstance that may prevent the Chairman from performing the duties and responsibilities as listed.





b.
Communicate with the Committee members on a regular basis.





c.
Conduct as many meetings of the Committee as is necessary to achieve the primary responsibility of planning, coordinating and conducting an annual meeting for the Board Administrators.  Prepare a record of each meeting (minutes).





d.
Conduct a survey of all Board Administrators to solicit topics of interest to be used as the basis for developing the annual educational program and assess administrators' willingness to assist with the presentation of the topics of interest.





e.
Select topics for presentation based upon the survey conducted and select presenters or lead individuals for each topic.  Select a balanced format for the agenda (formal presentation, panel activity and open discussion) which will encourage Board Administrators to explore current issues and share ideas, problems and experiences.  The agenda for the educational program must reflect the goal of advancing the technical, human and conceptual skills required of Administrators to effectively carry out the directives of their respective board or department.





f.
Set a registration fee to recover the actual expenses of the meeting to include printing, postage, badges, attendance certificates, AV equipment and any meal or refreshment function.  The meeting room shall be excluded from expenses and covered by the Conference Committee.  Observers or guests will not be assessed a registration fee, however, arrangements for food or refreshments will only include registered participants.  The President will receive a complimentary registration packet.  No expenses shall be incurred for presenters.





g.
Coordinate with the Conference Chairman for the meeting room, food or refreshment functions, special equipment, and any other arrangements needed for the meeting.  The meeting room must be capable of comfortably seating 40 to 45 people, preferably in a "U" shape or hollow square configuration with an additional 20 chairs for observers placed around the perimeter of the room.  The meeting room may serve also for the food functions if necessary.  The Conference Committee is responsible to incur the cost of the meeting room if it is not complimentary.





h.
Send at least two notices of the annual meeting to all Board Administrators and each Executive Board member.  The final notice should include a meeting agenda and registration information and must be mailed not later than two months prior to the meeting date.





i.
Maintain records of all expenses incurred for the meeting and all receipts.  Receipts for registration fees shall be prepared in duplicate, one for the participant and one for the Committee records.





j.
Forward all registration fees with a listing of all registered participants to the Conference Chairman for deposit in the Conference Account.





k.
Conduct and facilitate the one-day meeting of Board Administrators as scheduled.  During the annual meeting, the Chairman shall conduct an election to select a candidate for the Board Administrator Office on the Executive Board of the N.I.C.  The Chairman shall submit the name of the elected candidate to the Nominating Committee for inclusion on the slate of nominees for offices that the Nominating Committee recommends to the Council.





l.
Prepare a record of the annual meeting and send the minutes, along with the minutes of all committee meetings, to the incoming Chairman for distribution with the survey to Board Administrators the following year.





m.
Conduct an evaluation at the conclusion of the Board Administrators meeting to provide feedback regarding content, format, and presenters, as well as suggested topics for the following year.  The President shall forward the results to the incoming Chairman after appointment.





n.
Prepare and submit an activity report to be attached to the minutes of the Executive Board and Conference minutes.





o.
Forward a listing of all administrative expenses incurred by the Chairman  (printing, postage, certificates, etc.) with supporting documentation to the Conference Chairman.  Disbursements for the administrative expenses and expenses incurred at the meeting site will be made through the Conference account.  All excess revenue over expenditures will be credited to the Conference account.





p.
Prepare an Income/Expense statement of the meeting and send the report to the incoming Chairman and the Conference Chairman with a request that the statement be included in the Conference final report.



IV.
INDIVIDUAL APPOINTMENTS



A.
Historian ‑ As the Historian you shall:

1.
Store records, minutes of Executive Board meetings, minutes of annual conferences and all reference materials of the Council in a location approved by the Executive Board.

2. Prepare and present a report of your activities to the Council during the annual conference.




3.   Perform such other duties as the President may request.



B.
Parliamentarian ‑ As the Parliamentarian you shall:

V. Be extremely familiar with Robert's Rules of Order newly revised.

VI. Assure that the Council conducts its meetings using proper parliamentary


procedures.

VII. Perform such other duties as the President may request.



C.
Sergeant‑At‑Arms ‑ As a Sergeant‑At‑Arms you shall:



1.
Be available at all times to escort and seat individuals appropriately or remove if necessary.




2.
Guard the doors of the meeting rooms to secure against entry during elections.




3.
Maintain records of attendance at meetings.




4.
Perform such other tasks as requested by the President.



D.
Chaplain ‑ As the Chaplain you shall:




1.
Lead the Council in asking for guidance and blessings at all meetings.




2.
Lead the Council in asking for safe keeping of our membership.




3.
Lead the Council in special requests at the direction of the President.

V. AURIE J. GOSNELL SCHOLARSHIP (created 09-09, amended: 01-10, 03-10)

1. The name of the scholarship shall be the Aurie J. Gosnell Scholarship.


2. The funds contributed and earnings from said funds shall be held and controlled by the comptroller for the National Interstate Council of State Boards of Cosmetology Inc, (NIC).


3. A total of five cents ($.05) per examination sold by NIC, plus any contributions or earnings, shall be used to provide four (4) One Thousand Two Hundred Fifty Dollar ($1,250.00) scholarships.  One recipient shall be chosen from each of the four NIC regions. Disbursement may be made to the cosmetology (or modality chosen) school of choice for each recipient.
 

4. A committee of three (3) from each Region shall be chosen by the NIC President.  Each committee will review the applications and award the scholarship for its assigned region.

Region 1 Committee will review applications from applicants in Region 3.
Region 2 Committee will review applications from applicants in Region 4.
Region 3 Committee will review applications from applicants in Region 1.
Region 4 Committee will review applications from applicants in Region 2.


5. A board of trustees shall be composed of the current Chairman of the NIC National Examination Committee (NEC) and the current President and Immediate Past President of NIC. This board shall be responsible for overseeing the region committees and for assuring that each committee carries out the duties and responsibilities of the committee.  The committees and region directors will report to board of trustees on the applicants and the chosen recipients. Should the board of trustees determine that any committee is not doing its job, the board of trustees will the have authority to dismiss the committee and appoint another one.


6. It will be the responsibility of the President of NIC to lead the efforts of the committees in carrying out their respective duties.


7. The comptroller of NIC will be responsible for financial reporting.
 
8. All applications must be received by the committees, in triplicate, by June 1 of each year and the winners shall be announced at the annual conference.


     9.     It will become the duty of each region director to notify state boards, NIC webmaster, textbook companies, AACS, schools, etc., within their region in a manner which will give the widest possible dissemination of the scholarship criteria. 


10.   A scholarship may only be awarded to an applicant who is currently enrolled or eligible to enroll, under the laws and regulations of the state where the applicant resides, in a program leading to licensure as a cosmetologist, esthetician, barber or nail technologist.


11.  If recipient is not currently enrolled in school in a program leading to licensure as a cosmetologist, esthetician, barber or nail technologist, then award of the scholarship will be null and void if the recipient is not registered as a full-time student in a school within 6 months of the award of the scholarship.  A minimum of 30 hours per week is required to qualify as a full-time student.  


12.  Scholarships shall be awarded by use of the following criteria:


              a. Applicants must submit 3 letters of personal references 
 

b.   Applicants must submit a personal essay of at least 250 words.  The applicant’s essay must address the following:  why the applicant wants to be a licensee in the cosmetology field (barber, cosmetologist, esthetician, or nail technician); how long the applicant has been considering a career in the Cosmetology Industry and what influences have brought the applicant to this conclusion; why the applicant feels he/she deserves a scholarship and how will being in the Cosmetology Industry give back to the applicant’s community; and the applicant’s future professional goals.


   13. 
An applicant may not be receiving any other scholarship.


   14. 
Awarded scholarship shall not exceed the cost of tuition.


   15.  
Payment will be made directly to the school chosen by the recipient upon completion of fifty percent (50%) of the program.


   16.
If the recipient of a scholarship fails to complete the program then the recipient shall be required to pay back the scholarship to NIC.


                 17.      In the event that, due to unforeseen circumstances, this fund cannot support, at a reasonable level, the scholarships provided in paragraph 3 above, then the NIC Executive Board may, in their sole discretion, reduce, either temporarily or permanently, the scholarship. In administering this fund, the NIC Executive Board shall do all things necessary to carry out the purposes and intent of the settlors of this fund. 

VI.
CONFERENCE RULES: (to be ratified by delegates at each annual conference)

A.
All Sessions shall start promptly.



B.
The Presiding Officer shall have the power to rearrange the items of business on


the Agenda to best expedite the business of the Council and accommodate guest


speakers and educational programs.

B.
Each State's Delegation shall be seated together on the convention floor where


 they may counsel or caucus with each other.  Each Delegate may voice an


opinion, but only one vote per state shall be allowed.

C.
Each Delegate who wishes to introduce business must rise and address the

Chairman, be recognized by the Chairman, give his or her name and that of the State before proceeding.  No Delegate shall be recognized while another Delegate has the Floor.

D.
Business may only be introduced in the form of a motion, resolution, or


communication.  Business may only be opened for discussion when a motion has


been properly made, recognized by the Chairman and has been seconded.

E.
When speaking on a motion, one Delegate shall rise, give his or her name and 


name of State and announce whether he or she is speaking for or against the


motion.

F.
Each Delegate shall be allowed three minutes to speak on a motion.  No Delegate

may speak a second time on a motion until all Delegates have had the opportunity to speak.

G.
No Delegate shall be allowed to speak more than twice on a motion unless


permission is given by a majority vote of the Delegates assembled.

H.
All Officers shall be elected by a written ballot which need not bear the name or


the State of the voter.


I. 
Votes shall be tallied by a Judge and two Tellers, appointed by the President.

A. Voting shall conform to the standards as outlined in Article VIII and Article IX of


our By‑Laws.

K. 
There shall be no interruptions during election.

B. Badges shall be worn to all business sessions.  Those persons who do not have



badges shall be admitted upon clearance with Sergeant‑At‑Arms or the



Credentials Chairman.

C. All Delegates, in order to qualify for the Educational Certificates, shall attend all




the Educational Functions, full time, arriving on time.  Their attendance certified




by signing the register at the beginning of each session of the Conference.


N. 
Robert's Rules of Order, Newly Revised, shall prevail at all times.


VII.
ELECTION PROCEDURES: (to be ratified by the delegates at each annual conference)


A.
Sergeant‑At‑Arms will close the door, allowing no one to enter or leave.


B.  
Roll call of states to determine if a quorum is present and the number of votes necessary to be elected.


C.  
General Council or Executive Director certification that all states in attendance have paid their dues.


D.  
The President will appoint two Tellers and one Judge.

E.  
 Chairman of the Nominating Committee presents the suggested slate of candidates.


F.  
The election begins with the election of the President and other officers in descending order.


G.  
Ask for nominations from the floor three (3) times with five (5) seconds pause between each asking.  After a sufficient period of time bring the nominations to a close.


H.  
If only one individual is nominated, there will be no nominating or seconding speech and he or she will be elected by acclamation.


I.  
If there is more than one person nominated for an office, each nominee will be allowed one three‑minute nominating speech and one two‑minute seconding speech.  The nominating and seconding speeches will be given in the order in which the nominees were nominated.


J.
After all nominating and seconding speeches have been concluded, the Tellers will distribute to the voting delegate from each state one ballot.  The voting delegate will stand up to receive the ballot for that state and will be seated and proceed to mark the ballot.


K. 
After the ballots have been marked, the voting delegate will stand up and deliver the ballot to the Tellers for presentation to the Judge.


L. 
Before opening the ballots, the Judge will count them to determine if the same number of ballots were returned as were handed out.


M. 
If there are two nominees for an office, the person receiving the highest number of votes will be elected.  In a contest between two nominees, if there are abstentions cast, the nominee receiving the highest number of votes, even though less than a majority, will be declared the winner.


N. 
If more than two nominees are nominated for an office and one receives a majority, he is declared the winner.


O. 
If more than two nominees are nominated and none receive a majority the two nominees receiving the highest number of votes will be involved in a run‑off.


P. 
If more than two nominees are nominated and the highest vote getter did not receive a majority and the lowest nominees receive the same number of votes, those two will be involved in a run‑off and the winner of that election will then be involved in a run‑off with the nominee receiving the highest number of votes in the first ballot for that office.


Q. 
No outburst of applause during the election procedures.

D. Ask each nominee if he or she will accept the office if elected.

VIII.
ADMINISTRATIVE  PROCEDURES



A.
Accounting and Financial Procedures




1.
An account or accounts into which revenues of the Council is deposited and withdrawn shall be opened only upon authorization of the Executive Board.




2.
The Administrative Services Coordinator shall make deposits into the account or accounts.  The Administrative Services Coordinator shall send a breakdown of the deposit to the Comptroller.




3.
Withdrawals from the account or accounts shall be made only under the following circumstances:





a.
Withdrawals shall be by check, which bears the signature of the Treasurer or the Comptroller.  Cancelled checks and bank statements shall be sent from the financial institution to the Administrative Services Coordinator.  The Administrative Services Coordinator will maintain a copy of bank statements and subsequently forward the cancelled checks and original copies of bank statements to the Comptroller.







b.
Checks shall be issued only upon a properly completed expense voucher, with receipts attached where possible, or invoice.  In the case of checks issued for payment of compensation, stipends, etc., provided for under contract as approved by the Board the contract shall serve as authorization to issue the check.







c.
Expense vouchers relating to the Comptroller’s expenses shall be approved by the Treasurer. All other expense vouchers including those for payment of compensation, stipends, etc., provided for under contract as approved by the Board or invoices for services/goods not pertaining to the Comptroller shall be sent directly to the Comptroller for payment. 







d.
Upon receipt of a properly completed expense voucher or invoice, the Comptroller will prepare a check in the amount of the expense voucher and send the check and one copy of the expense voucher or invoice to the payee.  The Comptroller will send one copy of the check and expense voucher or invoice to the Treasurer.  The Treasurer will review the check & expense voucher and immediately notify the President and/or Executive Board members of any expense voucher or check that the Treasurer does not approve.     






e.
In the cases where the Treasurer approves the Comptroller’s expense voucher, the Comptroller will send the expense voucher with check attached to the Treasurer for review and approval.  If the Treasurer approves the expense voucher, the Treasurer will sign the check and forward the check and approved expense voucher to the Comptroller.  The Treasurer will maintain a copy of the expense voucher and check for the Treasurer’s records.




4.
The Comptroller or a public accountant, as shall be determined by the Executive Board, shall balance the Council's bank statement upon receipt.




5.
Copies of all deposits, bank statements, expense vouchers, invoices and checks shall be kept by the Comptroller and made available for audit by members of the Council at the annual conference and by an independent certified public accountant every year.  The Comptroller shall keep all financial records for a period of eight year. 



6.
The Comptroller shall report to the Executive Board on the financial condition of the Council at each meeting of the Executive Board.



7.
The frequency of audits of the financial records of the Council by an independent certified public accountant shall be determined by the Executive Board.

(Financial policies amended 5/22/05)

B. Travel Policies and Procedures




1.
Reimbursement for travel expenses is limited to reasonable, business expenses incurred while in the performance of official duties on behalf of the Council.  Official duties are defined as those activities that are essential to carry out and promote the objectives of the Council as defined in Article III of the Bylaws.




2.
The President of the Council, with the prior approval of the Executive Board, will be reimbursed for any reasonable travel expenses incurred during the performance of official duties.  The President will submit a travel itinerary at each Executive Board Meeting and request authorization to incur travel expenses for attendance at events that will occur during the interim between Executive Board meetings.  If pre-authorization of travel by the Executive Board is not possible, then the Comptroller and Treasurer may approve travel expenses submitted by the President subject to the ratification or approval of the Executive Board at its next meeting.


3.
Except for the President of the Council, who shall be reimbursed for all actual out-of-pocket travel expenses, each officer shall be entitled to reimbursement by NIC for actual out-of-pocket travel expenses to attend up to two or more meetings of the Executive Board and one region meeting, such amount not to exceed $3,500 in each fiscal year.  If an officer has been authorized to act on behalf of the President in the performance of official duties of the Council, such reimbursement of expenses, in this circumstance shall not count against the $3,500.  Any travel expenses incurred by an officer relating to the testing program and approved by the testing administration shall not count against the $3,500. (Amended: 10/04/2002, 02/10/2003, 08/29/05)

4 
Official Travel and reasonable travel expenses will include, but are not limited to, the following:


a.
Attendance, upon invitation, to annual conferences/conventions of BBSI, AACS, NCA, and Organizational Summit meetings.


b.
Attendance at NIC Region meetings, Executive Board meetings, annual conferences and inspection of the conference site.


c.
Air travel (at most economical rate).  For airport ground transportation a maximum of $40 each way with extenuating circumstances subject to the approval of the President. (amended 01/17/10)


d.
Travel expenses will only be allowed beginning with the day immediately preceding the event (meeting, conference, site visit, etc.) and ending on the day immediately following the event.  Travel expenses for an additional day may be approved in the case where a reduction in the cost of airfare exceeds the expenses that would be incurred for an additional day of travel expenses.  When travel includes mileage expenses, federal guidelines will be used to establish the rate to be reimbursed for mileage.  Traveler will only be reimbursed for the most economical form of travel (airfare versus mileage).  In the event the traveler chooses the more costly form of travel as the mode of transportation (i.e. automobile in lieu of airline) the traveler will only be reimbursed at the lower rate.  In the case where the traveler claims mileage expense the traveler must produce documentation of the airfare, booked 30 days in advance, and submit the documentation with any expense voucher claiming mileage expenses. (Amended 5/1/04 and 5/22/05)

e.
Single-room hotel accommodations.  Executive/Presidential suite accommodations will only be allowed when the Executive Board is scheduled to meet and when a suite is necessary and is the most economical form of accommodations for conducting NIC functions such as Executive Board meetings, committee meetings, etc.


f.
Actual costs of meals not to exceed $50 a day.  The maximum amount allowed for meals will not be approved when meals are included in a registration fee unless the expenses are supported by receipts and the traveler clearly states, in writing, the reasons why the maximum amount was claimed. (Amended 01-17-10)


g.
Actual out-of-pocket expenses for gratuities, tips, etc., not to exceed $15 a day.

5. The traveler is responsible for obtaining receipts to support the items listed on the travel expense reimbursement form and submitting the receipts to the Treasurer/Comptroller with the request for reimbursement.  This applies particularly to expenses for meals, lodging and transportation.


6. A written report regarding the meeting (except Executive Board meetings) must be submitted at the next meeting of the Executive Board.  Further, the written report must be attached to the request for reimbursement of travel expenses.

C. Compensation


1. It is the responsibility of the National Examination Committee to ensure that the testing program is kept current with the state of the art within the industry and to encourage all states to participate in the council’s testing program.  To carry out these duties requires the NEC to preside over test development and examiner training workshops and retain consultants to provide professional services to market the examinations, assist in the development and maintenance of the examinations and train examiners to administer the practical examination.  Services rendered in the foregoing capacities are compensated at a rate to be recommended by the NEC and approved by the Executive Board. (adopted 6/20/03, amended 11/10/03, 01/17/10)


2. The stipend allowed for travel days will be $150 a day for the President, or the President’s designee, NEC members and subject matter experts. (amended 01/17/10).


D. Council Owned Equipment

1.
Any Executive Board Member, NEC Member or NIC Service Provider must sign a letter of intent to return or purchase any equipment supplied by NIC.  Should the party decide to return the equipment, said equipment shall be returned to the Comptroller who will maintain an inventory of all equipment purchased by NIC. (adopted 8/25/06) 


IX.
OFFICIAL FORMS

NOMINATING COMMITTEE QUESTIONNAIRE

TO ONLY BE COMPLETED BY THE INDIVIDUAL SEEKING NOMINATION FOR OFFICE.

PLEASE PRINT:

NAME:                                                                                                                                  

STATE:                                                      
REGION:                                                     

I AM SEEKING NOMINATION FOR THE OFFICE OF:                                                                   

YEARS  SERVED ON YOUR RESPECTIVE STATE BOARD:                                                             

POSITIONS OR OFFICES HELD WITH YOUR RESPECTIVE STATE BOARD (e.g., President - 1 year; Secretary - 2 years):                                                                                                                                       

WHEN DOES YOUR PRESENT TERM AS A BOARD MEMBER EXPIRE? 

DOES STATE LAW PREVENT YOU FROM REAPPOINTMENT AT THE END OF YOUR TERM?           

DOES YOUR PRESENT EMPLOYMENT ALLOW YOU TO BE AWAY TO ATTEND EXECUTIVE BOARD MEETINGS AND REGIONAL MEETINGS FROM SIX TO EIGHT DAYS DURING THE UPCOMING YEAR, IN ADDITION TO THE ANNUAL CONFERENCE?

ARE YOU AWARE THAT THE COUNCIL DOES NOT REIMBURSE YOU FOR ANY EXPENSES INCURRED TO ATTEND EXECUTIVE BOARD, REGIONAL OR ANNUAL MEETINGS (President excluded)?             

WHAT NIC COMMITTEES HAVE YOU SERVED ON WITHIN THE PAST THREE YEARS:                                                                                                               

HOW MANY ANNUAL NIC CONFERENCES HAVE YOU ATTENDED?                                            

HOW MANY REGION MEETINGS HAVE YOU ATTENDED?

HAVE YOU SERVED THE COUNCIL AS AN OFFICER IN THE PAST?                     

IF YES, WHICH OFFICE(S) HAVE YOU HELD?

WHAT OTHER ORGANIZATION(S) ARE YOU ACTIVE IN OR A MEMBER OF AND HOW MANY YEARS?

HAVE YOU HELD AN OFFICE IN ANY OF THE ABOVE LISTED ORGANIZATIONS?

IF YES, WHEN AND WHICH OFFICE(S)?

ARE YOU COMFORTABLE RAISING ISSUES THAT YOU BELIEVE IN, DISCUSSING THOSE ISSUES TO THE FULLEST, YET ACCEPTING THE DECISION OF THE MAJORITY?                                                                                                                                                                   

WHAT TRAINING, EXPERIENCE OR KNOWLEDGE DO YOU FEEL YOU POSSESS THAT WOULD BE AN ASSET TO THE COUNCIL?                                                                                                                                                                                                                                                                                                                                                                                                                                     

THE FOREGOING STATEMENTS ARE TRUE AND ACCURATE TO THE BEST OF MY KNOWLEDGE.

             Signature                
   Date

                      HONORARY MEMBERSHIP QUALIFICATION FORM

To be considered for an Honorary Membership of N.I.C., a candidate must acquire at least 100 points.  Points will be awarded as follows:


a.  10 points 
for each year served as an Officer of the Executive Board of N.I.C. 


b.   5 points 
for each N.I.C. Committee that one was Chairperson . Chairman 


c.   5 points
for attendance at each N.I.C. Annual Conference. 


d.   2 points
for each N.I.C. Committee that one was a member. 


e.   2 points
for each year one has served as a member of the Board in their respective State.


f.   1 point
for attendance at each N.I.C. Region Meeting.

Please complete the form below and return the form with a resume (highlighting the contributions the candidate has made to N.I.C.) to the Chairperson Chairman of the Honorary Membership Committee.

NAME: ________________________________________________________________________________________

ADDRESS:______________________________________________________ STATE__________ ZIP__________

WAS A MEMBER OF THE STATE BOARD OF COSMETOLOGY IN _________________________________

YEARS SERVED AS A MEMBER______________________

OFFICER OF N.I.C.:  YEARS _____________________ TITLES______________________________________

____________________________________________________________________________________________

COMMITTEE Chairperson Chairman: YEARS___________________ COMMITTEES ____________________________________________________________________________________________

COMMITTEE MEMBER: YEARS________________________ COMMITTEES __________________________

N.I.C. ANNUAL CONFERENCES:  # ATTENDED ___________ WHICH CONFERENCES (Years)________

____________________________________________________________________________________________

N.I.C. REGION MEETINGS:     # ATTENDED ___________ WHICH REGION MEETINGS AND WHAT

YEARS______________________________________________________________________________________

____________________________________________

SUBMITTER'S OR CANDIDATE'S SIGNATURE

____________________________________________

DATE

OFFICIAL CONFERENCE RECEIPT

NATIONAL‑INTERSTATE COUNCIL

OF STATE BOARDS OF COSMETOLOGY, INC.

CONFERENCE RECEIPT

Date ___________________

This is to acknowledge receipt of the sum of___________________ dollars from _________________________

______________________________________________________________________________ as payment of the registration fee for attendance at the annual conference of the National‑Interstate Council of State 

Boards of Cosmetology, Inc., to be held in _________________________________________________________ 

on ___________________________, 19____.

_____________________________________









Signature of Conference Committee

NATIONAL‑INTERSTATE COUNCIL OF STATE BOARDS OF COSMETOLOGY, INC.

CONFERENCE SITE SOLICITATION FORM

TO:
N.I.C. Members

FROM:
__________________________________________, Co-Chairperson Chairman                               

               
Conference Site Committee

SUBJECT:  ________ Annual Conference

DATE:     November ______, _____

We are beginning the process of soliciting site selection proposals for the ______ N.I.C. Annual Conference.  If your state is interested in receiving the application packet to host the Annual Conference, please fill out and return the bottom half of this form.

Please return this form by February _____, ____ to:







:
(Insert name, address and telephone number of the Co‑Chairperson Chairman of the Conference Site Committee)

N.I.C.

CONFERENCE HOST INTEREST FORM

NAME:                                                       TITLE:                                                                 

STATE BOARD:                                                                                                                      

ADDRESS:                                                                                                                             

CITY:                                                       STATE:                         ZIP:                                    

CONFERENCE SITE APPLICATION FORM

Please complete this application form and return it to the Co‑Chairperson Chairman of the Conference Site Committee.  The deadline date for submitting the application form is May 15, 199___.  The following items are enclosed:


1.
historical data from the past 3 to 5 conferences; 


2. 
job duties and responsibilities of the Conference Committee; 


3.
minimum requirements for Conference Site Selection.

NAME OF STATE BOARD:                                                                                                      

ADDRESS:                                                                                                                             

CITY:                                   STATE:             ZIP:              PHONE #                                         

Proposed location(s) (City) of Conference Site:
                                                                           

Number of Hotels in the proposed area that are capable of providing the facilities needed for the Conference as specified in the subsection 4 of Section III‑N of the Policies and Procedures:                                             

Proposed Conference Date(s):                                                                                                        

Projected Hotel Guest Room Rates:

   (Hotel proposal(s) enclosed:  Yes          ;  NO         )


SINGLE

DOUBLE
TRIPLE

QUAD

SUITE


$________
$________
$________
$________
$________


$________
$________
$________
$________
$________


Applicable State and Local Taxes (percentage)      ________

Travel time and distance of proposed location relative to the major airport:

Major Airline Carriers that service the State or area proposed:

By signing this application form I certify that:


1.
I have read the job duties and responsibilities of the Conference Committee; 


2.
I have read the minimum requirements for Conference Site Selection; 


3.
To the best of my knowledge I will be associated, in my official capacity, with the Board during the time of the proposed conference dates as recorded above.

SIGNATURE AND TITLE





DATE OF APPLICATION

NICK CIMAGLIA ACHIEVEMENT AWARD BALLOT SHEET

Repealed 05/01/04

Letter:
RE: Council Owned Equipment

Dear :

In an effort to assist officers and board members in the discharge of their responsibilities the Council provides technological equipment.  This letter is to outline the Council’s policies pertaining to the use and potential purchase of that equipment.  Acceptance of these terms is mandatory prior to the Council providing the equipment to the officer or board member and such acceptance will be signified by the officer’s or board members signature on a copy of this letter delivered to the Council at its headquarters.

It is expected that the equipment will be used for the benefit of the Council and discharge of any responsibilities of the officer and/or board member requiring such equipment.  Personal use of the equipment is permitted provided such personal use does not interfere with Council business or benefit and further provided that such personal use is not of a socially sensitive nature.  The equipment shall be maintained in good operating order and all manufacturer conditions for warranty and manufacturer recommendations for maintenance of the equipment shall be adhered to.

Upon termination of the term of office of the officer or board member, it is expected that:

1. Any software programs not associated with the business of or provided and sanctioned by the Council will be removed from the equipment;

2. All personal files and data stored on the equipment shall be erased from the memory of the equipment;

3. With the exception of the purchase conditions listed below, the equipment shall be returned to the Council in good condition, normal wear and tear excepted, and such return shall be at the expense of the officer or board member.

In lieu of return of the equipment to the Council and the conditions enumerated above, the equipment may be purchased by the terminating officer or board member under the following conditions:

1. Notification of intent to purchase is made in writing to the Council and mailed to the Council headquarters at least thirty (30) days prior to the date of termination of the officers or board members term of office;

2. Payment is made to the Council prior to the date of termination of the officer’s or board member’s term of office; and 

3. The purchase price of the equipment is determined by the following schedule, all measured by the original cost of the equipment to the Council:

a. If the effective date of the purchase is within the first year the Council has owned the equipment, the purchase price will be 75% of the Council’s original cost of the equipment;

b. If the effective date of the purchase is within the second year the Council has owned the equipment, the purchase price will be 50% of the Council’s original cost of the equipment;

c. If the effective date of the purchase is within the third year the Council has owned the equipment, the purchase price will be 25% of the Council’s original cost of the equipment;

d. If the effective date of the purchase is after the third year the Council has owned the equipment, the purchase price will be 10% of the Council’s original cost of the equipment.

4. At the time of and concurrent with notification of intent to purchase, all records, data, schedules, letters or any other information related to Council business are transferred to and received by the Council via appropriate storage media.

The equipment supplied by the Council and covered by this letter is:

1. LISTING OF EQUIPMENT


ORIGINAL PURCHASE PRICE

Please signify your acceptance of these terms by signing and returning the enclosed copy of this letter.

Very truly yours,

NAME OF SIGNER OF LETTER

Terms and Conditions are accepted:

___________________________________ 

___________________  

NAME OF PERSON ACCEPTING



DATE

Adopted 8/25/06

AMENDMENTS

ADOPTED REVISED AMENDED:
September 6, 1984

REVISED:






August 8, 1985

AMENDED:
August 21, 1989

REVISED & RATIFIED:




August 19, 1991

AMENDED:






August 19, 1991

AMENDED:






August 23, 1993

AMENDED:






August 22, 1994

AMENDED:






August 28, 1995

AMENDED:






August 11, 1996

AMENDED:






August 17, 1997

AMENDED:






August 17, 1998

REVISED:






October   2001

REVISED:






October 4, 2002

AMENDED:






February 10, 2003

AMENDED:






June 20, 2003

AMENDED:






November 10, 2003

AMENDED:






May 1, 2004

AMENDED:






May 22, 2005

AMENDED:






August 29, 2005

AMENDED:






August 25, 2006

AMENDED:






September 25, 2009

AMENDED:






January 17, 2010 

AMENDED:






March 21, 2010 
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