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Annual 2020 Fall Section Leaders Orientation
Your Guide for Effective Section Leadership
Tuesday, November 10, 2020 │ 9:00 am - 12:00 pm
Via Zoom | Meeting ID: 983 2275 4736 Passcode: 427616
https://wsba.zoom.us/j/98322754736?pwd=QkNldkw0Z2Z4TkFkWHM2M2FPTVRMUT09
8:30 a.m.

Optional Orientation Social

9:00 a.m.
Timestamp 1:20

Welcome & Introductions

Kevin Plachy, Director of Advancement
Julianne Unite, Member Services and Engagement
Manager

9:15 a.m.
Timestamp 17:17

WSBA Overview & Updates: WSBA Mission,
Structure of the Bar, Strategic Goals, Working
with WSBA Leadership

Terra Nevitt, Interim Executive Director
Kyle Sciuchetti, WSBA President

9:45 a.m.
Timestamp 49:52

Support from the Office of General Counsel:
WSBA Bylaws, GR12, Open Meetings, Records
Retention, Contracts

Julie Shankland, General Counsel

10:15 a.m.
Timestamp
1:18:20

Diversity, Inclusion, and Equity in the Legal
Profession

Diana Singleton, Equity and Justice Manager
Paige Hardy, Equity and Justice Lead

10:30 a.m.

BREAK

10:40 a.m.
Timestamp
01:38:43

Fiscal Policies

Eleen Trang, Sections Program Specialist
Carolyn MacGregor, Sections Program Coordinator

10:50 a.m.
Timestamp
01:44:58

FY21 At-a-Glance

Julianne Unite, Member Services and Engagement
Manager

11:00 a.m.

Breakout Session 1
 WSBA CLE and Sections
 Mini-CLEs
 Event Planning

Kevin Plachy, Shanthi Raghu, Miriam Gordon, Devorah
Signer Hill – CLE Team
Eleen Trang, Carolyn MacGregor – Sections Team
Anne Watanabe, World Peace Through Law Section
Chair

11:30 a.m.

Breakout Session 2
 WSBA CLE and Sections
 Mini-CLEs
 Member Recruitment

Kevin Plachy, Shanthi Raghu, Miriam Gordon, Devorah
Signer Hill – CLE Team
Eleen Trang, Carolyn MacGregor – Sections Team
Jennifer Olegario, Communication Strategies
Manager
Jennifer Ortega, Low Bono Section Chair

12:00 p.m.

Wrap-up/Adjourn

Your commitment as a section leader is valued and appreciated. Thank you for attending!
Photographs or video may be taken at this event and may be later published in online or print materials reporting or promoting
this or other WSBA events. If you do not wish your image in a photo or video to be reused in these ways, you may opt out by
leaving the event or turning off your camera. In accordance with the Governor's orders and COVID-19 guidelines, WSBA events
are currently being held virtually. For general inquiries or more information, email sections@wsba.org.

ANNUAL FALL SECTION LEADERS
ORIENTATION
Your Guide for Effective Section Leadership

Tuesday, November 10, 2020
9:00 a.m. – 12:00 p.m.

WELCOME
KEVIN PLACHY, DIRECTOR OF ADVANCEMENT
JULIANNE UNITE, MEMBER SERVICES AND ENGAGEMENT
MANAGER
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THANK YOU!
Sections are partners in promoting the WSBA’s
mission to serve the public and the members of the
Bar, to ensure the integrity of the legal profession,
and to champion justice.

AGENDA
• Overview & Updates: WSBA Mission, Structure of the Bar, Strategic Goals, Working
with WSBA Leadership
• Support from the Office of General Counsel: WSBA Bylaws, GR12, Open Meetings,
Records Retention, Contracts
• Diversity, Inclusion, and Equity in the Legal Profession
• WSBA Fiscal Policies
• FY21 At-A-Glance
• Breakout Sessions 1 & 2
• Wrap-Up & Adjourn
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Video link - A Volunteer's Introduction to the
Washington State Bar Association

OVERVIEW & UPDATES:
WSBA MISSION, STRUCTURE OF THE
BAR, STRATEGIC GOALS, WORKING
WITH WSBA LEADERSHIP

KYLE SCIUCHETTI, WSBA PRESIDENT
TERRA NEVITT, INTERIM EXECUTIVE DIRECTOR
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WSBA MISSION STATEMENT
The Washington State Bar Association’s mission is to serve
the public and the members of the Bar, to ensure the integrity
of the legal profession, and to champion justice.

STRATEGIC GOAL BRAINSTORMING RESULTS FROM
SEPTEMBER 2020 BOARD RETREAT
Goal 1: Provide resources to help members achieve professional excellence
and success in the practice of law, in service to their clients and public and to
champion justice.
Goal 2: Uphold and elevate the standard of honor, integrity, and public
confidence in the legal profession.
Goal 3: Manage the business of the State Bar Association in a prudent,
efficient and cost-efficient manner.
Goal 4: Promote diversity, equity and inclusion in the legal system of
Washington and the bar.
Goal 6: Promote a culture that will attract and retain employees.
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THE WASHINGTON STATE BAR IS…
33,656 Active WSBA Members (Lawyers, LLLTs, LPOs)

827
Members of standing
committees, councils, boards,
panels, task forces, & section
leaders
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9,806
Section
members

6,803
New & Young Lawyers

WORKING WITH WSBA LEADERSHIP
• Board of Governor Liaisons to Sections
• Bringing Matters to the Board
• Providing Input to Matters Before the Board
Video link - Working Together: The Board of Governors and Volunteers

SUPPORT FROM THE OFFICE OF GENERAL
COUNSEL: WSBA BYLAWS, GR12, OPEN
MEETINGS, RECORDS RETENTION, CONTRACTS
JULIE SHANKLAND, GENERAL COUNSEL

8 of 65

WSBA PUBLIC RECORDS
• General Rule 12.4
 Presumes public access
 Applies to WSBA and its subgroups – including sections

• Not Public Records Act or FOIA
• Previously, public under WSBA Bylaws
• Public Records Officer and records request procedure –
published on WSBA’s website

WHY “PUBLIC RECORDS” MATTERS TO YOU AND YOUR
SECTION

• Section records that are “Bar records” are subject to disclosure
• Email same as other records
• All written communication with WSBA staff (including emails)
and records you give to or store with WSBA (including on
website servers) may be subject to disclosure
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DEFINITION AND SCOPE
Bar Records: “Bar record” means “any writing containing
information relating to the conduct of any Bar function prepared,
owned, used, or retained by the Bar regardless of physical form or
characteristics. Bar records include only those records in the
possession of the WSBA and its staff or stored under Bar
ownership and control in facilities or servers.” GR 12.4(c)(2)
“Writing” means “handwriting, typewriting, printing, photostating,
photographing, and every other means of recording any form of
communication or representation in paper, digital or other format.”

DEFINITIONS AND SCOPE

Yes, it’s a Bar record if:
1. It contains information relating to the conduct of any Bar
function; and
2. It is prepared, owned, used, or retained by the Bar; and
3. It is in the possession of the WSBA and its staff or stored
under Bar ownership and control in facilities or servers.

10 of 65

DEFINITIONS AND SCOPE
No, it’s not a Bar record if:
• It is a record prepared by a member of a section who is not a
WSBA employee, if that record is solely in that person’s
possession, not WSBA’s; or
• It is a record that the Bar would have to create that is not
currently in its possession at the time of a request.

EXEMPTIONS

• Not all “Bar records” are subject to disclosure.
• If an exemption applies WSBA generally will not produce the
record in response to a request.
• Most frequent exemptions:
•

•
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records listed in GR 12.4 (also incorporates by reference exemptions
and confidentiality provisions in, among others, the Rules of
Professional Conduct (RPC), the Admission to Practice Rules (APR),
various General Rules and the state Public Records Act)
records that are made confidential by the Rules for Enforcement of
Lawyer Conduct (ELC).

EMAIL BEST PRACTICES
Be mindful about what you email to WSBA
• Do not mix “business” and “personal” content in a single
email/email thread
• Is email the appropriate medium for your communication?
Beware of public disclosure requirements in your own work setting

EMAIL BEST PRACTICES

• First (or only) WSBA staff person named in “to” line on multirecipient email from outside WSBA is responsible for handling it
within WSBA’s policies, and destroying it when eligible for
destruction – not Section member
• Retention period is determined by content, not by method of
communication
• WSBA sender of email is responsible for correct handling – not
Section member
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GR 12.2- WSBA PURPOSES
(a) Defines the purposes of the WSBA
(b) Specific authorized WSBA activities “in pursuit of these
purposes”:
• Sponsor and maintain committees, sections, and divisions whose
activities further these purposes…
• Maintain a legislative presence to inform members of new and proposed
laws and to inform public officials about bar positions and concerns

GR 12.2

(c) Activities Not Authorized:
• Take positions on issues concerning the politics or social positions of
foreign nations;
• Take positions on political or social issues which do not relate to or affect
the practice of law or the administration of justice;
• Support or oppose, in an election, candidates for public office.
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WSBA COMMENT POLICY - NEW POLICY FOR SECTIONS
Governs section authority to publicly comment on state and
federal court rules and legislation, and clarifies when Sections can
so comment.
“Comment” means to
• take a position (e.g., express support, concerns or opposition) with or
without accompanying statements explaining the position, and
• provide input (e.g., suggested amendments, recommendations or
analysis) without taking a position.

WSBA COMMENT POLICY

Sections are authorized to appear before or otherwise publicly
comment on legislation to the Legislature or Congress, or a
committee of the Legislature or Congress, or to publicly comment
on any state proposed rule change pursuant to Washington
Supreme Court General Rule 9(f), or to publicly comment on any
federal proposed rule change, upon the following conditions:
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BOARD OF GOVERNORS AUTHORIZATION REQUIRED

MUNICIPAL

• City Matters
• County Matters

FEDERAL
•
•
•
•

Court Rules
Legislation
Executive Orders
Admin
Rulemaking
• Int’l Treaties

OPPOSES BOARD
POSITION

• Board Decision
• Board Policy
• Board Leg.
Comm.
• Board GR 12

POSITION ON
BEHALF OF
WSBA

• Require Board
vote at meeting

APPEAR BEFORE OR COMMENT TO LEGISLATURE OR
LEGISLATIVE COMMITTEE

75% Exec. Committee
determine matter
authorized by GR 12
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75% of Exec
Committee agree with
comment

Seek authorization
from Leg. Affairs
Manager and follow
advice

SUPPORT OR OPPOSE LEGISLATION - ADDITIONAL STEPS

24 Hours before
testifying at leg.
Hearing-notify Leg.
Affairs Manager and
wait for response

Notify Legal Affairs
manager and Chair of
Leg Committee of
decisions on pending
leg. with reasons
ASAP

Sections responsible
for keeping Leg Affairs
Manager up to date
and following advice
received

TECHNICAL DRAFTING COMMENTS WITH NOTICE

Sections may point out ambiguities, RCW citation errors, or RCW
or case law conflicts provided the Legislative Affairs Manager is
copied on the communication or advised in a timely manner.
These technical comments do not require a GR 12 analysis.
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OTHER OGC SERVICES
Bylaw amendments –
• Review, assist with drafting
• Guide through BOG approval process if followed Section
bylaws and compliant with WSBA policies
Contract review
Newsletter review
Other services as necessary

WSBA Open Meeting Policy
Article VII. Meetings
 WSBA Bylaws, not Open Public Meetings Act; transparency for members and public.
 “Meeting” = any meeting of a Bar entity at which action is contemplated
 “Action” = transaction of official business “including but not limited to receipt of member
information, deliberations, discussions, considerations, reviews, evaluations, and final
“actions”
 “Open and Public” (unless Executive session) – in person, by videoconference or
teleconference
 Schedules & contact information made reasonably available by the Bar
 Minutes – recorded and open to public inspection; except sub entities – only need if
specifically delegated authority to take final action for the entity
 No secret ballots (generally)
 Executive Session (see Art. VII.B.7.c.) – can’t exclude Bar staff or BOG liaison
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DIVERSITY, INCLUSION, &
EQUITY IN THE LEGAL
PROFESSION
PAIGE HARDY AND DIANA SINGLETON, EQUITY AND JUSTICE TEAM

THE WHY
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General Rule 12.2 (6)
The Washington State Bar Association
strives to promote diversity and equality in
the courts and the legal profession.

General Rule 12.1 (j)
Legal services providers must be regulated in the public
interest. In regulating the practice of law in Washington, the
Washington Supreme Court’s objectives include:
(j) diversity and inclusion among legal services providers
and freedom from discrimination for those receiving legal
services and in the justice system.
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WSBA Strategic Goal:
Commitment to Diversity
Promote equitable conditions for members from
historically marginalized or under-represented
backgrounds to enter, stay, and thrive in the profession.

SNAPSHOT OF UNDERREPRESENTED GROUPS
Group

Wash.
WSBA
State Pop. Members

Lawyers
Nationally

Gonzaga
Law
School

Seattle U UW
Law
Law
School
School

Women

49.9%

29.94%

36%

48%

62%

68%

People of Color

34.6%

10.42%

15%

27%

40%

36%

Black/African American

4.4%

1.56%

5%

Latinx/Hispanic

13%

1.69%

5%

Asian (Central, E, SE, S)

9.6%

8.6%

2%

Native/Indigenous

1.9%

0.6%

1%

Multiracial

4.9%

2.35%

2%

People with Disabilities

8.8%*

2.79%

0.5%

LGBTQ

5.2%

1%

2.86%

* Age 65 and under
Sources: US Census July 2019; 2019 ABA Profile of Legal Profession; Law School Websites on Incoming
Class for 2020-21; WSBA Membership Report September 2020
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REJI is a network of people, communities, and
organizations working together for racial fairness
and justice in the law, legal profession, and justice
systems.
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REJI ACKNOWLEDGMENT
#1

“In America, policies, structures,
and systems exist that deny
individuals and communities of
color what is necessary for a full
and fair life. Since their inception,
these structurally racialized
systems have been marked by
conscious and unconscious racial
bias that pervades our society to
the benefit of white people and to
the disadvantage of Black,
Indigenous, and people of color.”

REJI ACKNOWLEDGMENT
#6

“True justice cannot be achieved
until the legal and justice systems
and all who work in these systems
are conscious of and able to
counter the impact of racialized
systems, racialized structures and
bias. Doing so requires
acknowledging that different
groups are situated differently, and
that targeted, intentional
approaches may be needed to
reach just and equitable
outcomes.”

REJI Commitment #2:

“Change structure, policies, processes, and practices in the law, legal profession, and justice system that
allow harm and disparate outcomes for Black, Indigenous, and communities of color to continue
unabated.”

REJI Commitment #7:

“Ensure our organizations invest in active, ongoing learning that will teach us to see, reveal, and
transform structures that create racialized outcomes and push communities of color outside the circle of
human concern. This commitment requires that we help members of our organizations and communities
to actively and expressly challenge the use of racist language and behaviors, openly listen when we
ourselves are challenged, and learn techniques and tools for reducing and eliminating implicit and
explicit bias.”
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“The legal community must recognize that we all bear responsibility for this ongoing injustice, and that we are capable of taking steps to address it, if only we
have the courage and the will. The injustice still plaguing our country has its
roots in the individual and collective actions of many, and it cannot be
addressed without the individual and collective actions of us all.”

Illustration by
Ada Shen-Jaffe,
JustLead
Washington
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RESOURCES
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EDUCATION OPPORTUNITIES

QUESTIONS, IDEAS,
COMMENTS?
Paige Hardy – paigeh@wsba.org
Diana Singleton – dianas@wsba.org
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WSBA FISCAL POLICIES
ELEEN TRANG AND CAROLYN MACGREGOR, SECTIONS TEAM

EXPENSE POLICY
 As a steward of member funds, WSBA asks for employees and volunteers to help save costs.
 WSBA will reimburse out-of-pocket expenses incurred in connection with WSBA business or meetings that
are: (1) reasonable, (2) necessary, and (3) appropriately documented.
 WSBA will not reimburse expenses that are reimbursed from another source.
 Provide detailed/itemized receipts (no alcohol)  should show who paid.

 Encourage virtual meetings whenever feasible to accomplish […] section work.
 WSBA will reimburse the lesser of coach-economy airfare or auto mileage.
 If travel is by air, please park and shuttle economically.
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Who incurred the expense (individual or firm/organization)

Eleen Trang

Scanned or e-signature

Date expense was incurred
Date for which the expense was incurred
Be as specific as possible

May 6
July 13
Section Annual Meeting and Mini-CLE
Spokane, WA
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Mileage only, not gas.

Purchase flights as early as possible. Preferably at least 2 weeks
before flying. Economy airfare only.
Per diem rates apply if there is no prebooked event catering
determined.
WSBA has negotiated rates with 2 Seattle area hotels.

Supplies, small gifts, etc.
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FY21 AT-A-GLANCE
JULIANNE UNITE, MEMBER SERVICES AND
ENGAGEMENT MANAGER

FY21 AT-A-GLANCE
December 2

Legislative Primer

December 4

2020 Section Annual Reports Due

Dec. – January 2021

Renew Your Section Membership

January 2021

New Membership Year!
Executive Committee Recruitment Begins

February

Election Prep in full swing!

March/April

Executive Committee Applications Due

April/May

Annual Spring Section Leaders Meeting

May – June

Executive Committee Elections

May/June

Annual Budget Process Begins (FY22)

September

Board of Governors Reviews/Approves Budget

September 30

End of Fiscal Year

October 1

New Fiscal Year Begins
New Executive Committee Year

October

FY21 Expenses Due

October/November

Fall Section Leaders Orientation (FY22)

December

2021 Section Annual Reports Due

December 31

End of 2021 Membership Year
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Fiscal Year (FY21):
October 1, 2020 – September 30, 2021
2020 Section Membership Year:
January 1, 2020 – December 31, 2020
2021 Section Membership Year:
January 1, 2021 – December 31, 2021

WSBA BOARD OF GOVERNORS MEETING SCHEDULE AND
PROCESS FOR AGENDA ITEMS
• All Board meetings have agenda and materials deadlines in advance of each meeting.
• The Board is subject to the Open Public Meetings Act (OPMA)
WSBA Board of Governors
2020-2021 Board of Governors Meeting Schedule

BREAKOUT SESSIONS
•

Breakout Session 1
o
WSBA CLE AND SECTIONS
o
MINI-CLES
o
EVENT PLANNING

•

Breakout Session 2
o
WSBA CLE AND SECTIONS
o
MINI-CLES
o
MEMBER RECRUITMENT
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ADDITIONAL RESOURCES

Volunteer Toolbox
This toolbox is a collection of links, documents, and videos with information useful for WSBA committee,
board, and section leaders. You will find resources and best practices for communicating with members;
offering opinions and recommendations on relevant state legislation; promoting diversity, equity, and
inclusion; planning your budget; and running effective meetings, events, and CLE opportunities.

Thank you!
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FISCAL POLICIES
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Fiscal Policies and Procedures Manual
(excerpts relevant to Section Leaders*)
Chapter 6: Expenses ...................................................................................................................... 44
General Expense Reimbursement Policy ......................................................................................... 44
Travel Expenses ............................................................................................................................... 45
Lodging/ Hotel Accommodations ....................................................................................................... 46
Meal Expenses ................................................................................................................................. 46
Purchase of Alcohol for Bar Functions .............................................................................................. 47
Expense Policies: WSBA Officers and Board of Governors ............................................................ 50
Expense Policies: WSBA Executive Director......................................................................................51
CLE Speakers/Program Participants Expenses ................................................................................ 52
WSBA Credit Cards .................................................................................................................... 53
Functional Accounting/Allocation of Indirect Expenses ..................................................................... 53

Chapter 10: Sections.............................................................................................................................. 63
Overview of Section Funds ............................................................................................................... 63
Executive Committees' Fiscal Responsibility ..................................................................................... 64
Section Budgets...................................................................................................................................... 64
Monthly Financial Reports ................................................................................................................. 64
Section Revenue .................................................................................................................................... 64
Interest Earned on Section Fund Balances............................................................................................ 64
WSBA CLE and Programs Presented in Partnership with Sections .......................................................... 64
Per-Member Charge ......................................................................................................................... 65
Expenses in Excess of Annual Budget ......................................................................................................65
Expense Policies for WSBA Sections ............................................................................................... 66

* View the full WSBA Fiscal Policy.

33 of 65

34 of 65

35 of 65

36 of 65

37 of 65

38 of 65

39 of 65

40 of 65

41 of 65

42 of 65

43 of 65

44 of 65

45 of 65

46 of 65

47 of 65

48 of 65

2 0 2 0 E XPE NSE RE PORT

See reverse side for WSBA Expense Policy summary. Please fill out completely and legibly. Reimbursement checks will be payable only to the person/entity
incurring the expense, as documented by itemized receipts. Signed expense reports must be submitted within 60 days of incurring the expense; for
expenses incurred in August and September, all forms must be submitted within 30 days of the WSBA fiscal year end (September 30).

To expedite reimbursement, email one PDF of this form and itemized receipts to your staff liaison at wsba.org.
Otherwise, mail to: Washington State Bar Association, 1325 4th Avenue, Suite 600, Seattle, WA 98101-2539
Make check payable to (print):

Employee
Street Address, including City, State, Zip:

Board
Committee
Council
Taskforce
Other:

CLE
Section
Witness
Panel

Check if new address

E-mail:

Bar #:

Phone:

By my handwritten or typed signature below, I certify that: (1) these expenses comply with the WSBA Expense
Policy; (2) I am the person or entity entitled to receive reimbursement for these expenses; and (3) these expenses
have not been reimbursed by any other source.

Staff Liaison:

X:

Date:

EXPENSE REIMBURSEMENT REQUEST (Itemized receipts required. For handwritten forms use INK only.)
Expense Date:
Event Date:
Event Name:

Meals

Transportation

Event Location:
Auto Mileage Total

Category Totals
miles

miles

miles

miles

miles

($ 0.575/mi )
Ground Transportation,
Parking, Tolls
Airfare
(coach/economy only)

Breakfast (up to $18)
Lunch (up to $19)

Dinner (up to $34)
Lodging (up to $184/night;
$200/night in Seattle; + tax)

Other Expenses (itemize):

Totals
EXPENSE AFFIDAVIT REQUIRED IF DETAILED RECEIPT IS MISSING
(No more than $75 may be reimbursed without itemized receipt)
By my handwritten or typed signature below, I certify that I incurred the following cost(s) and that I am not seeking reimbursement for alcohol:
Name of Vendor:

Date of Purchase:

Item(s) Description:

Amount Paid: $

Brief Description of why there is no itemized receipt:

of 65
Signature of49
Purchaser:

Date:

SUMMARY OF WSBA EXPENSE POLICY
GENERAL PRINCIPLE
WSBA depends upon and values the time and talent of its employees and volunteers. As a steward of member funds, WSBA asks for employees
and volunteers to help save costs. WSBA will reimburse out-of-pocket expenses incurred in connection with WSBA business or meetings that
are: (1) reasonable, (2) necessary, and (3) appropriately documented, as set forth in the WSBA Expense Policy. WSBA will not reimburse
expenses that are reimbursed from another source; and will not reimburse expenses incurred by spouses, domestic partners or guests, except
as otherwise provided by the WSBA Expense Policy.
REIMBURSABLE EXPENSES
In accordance with IRS requirements, any person seeking reimbursement from WSBA must submit a signed, dated WSBA Expense Report,
supported by detailed receipts. In the absence of a detailed receipt, up to $75 may be reimbursed by completing the Expense Affidavit Form
located on the front page of this Expense Report.
Meetings: WSBA encourages virtual meetings whenever feasible to accomplish committee, task force, panel, council and section work.
Reimbursement of travel expenses to board, committee, task force, council, panel, and section members residing out of state to attend their
meetings is limited to the approximate cost of in-state travel.
Transportation: If travel is necessary, WSBA will reimburse the lesser of coach-economy air fare or auto mileage. If you drive, WSBA will not
reimburse for lodging en route, and will only reimburse the lesser cost of coach-economy airfare. Reimbursement for out-of-state meeting
travel is limited to the approximate cost of in-state travel (the cost of traveling from the nearest Washington border).
1.

Auto Mileage will be reimbursed at the IRS Standard Mileage Rate. Carpooling is encouraged.

2.

Rental Cars/Other may be used only when economical compared to other modes of local transportation or if local transportation is
nonexistent. Rental charges should be net of any discounts and will be limited to the rental cost of compact or standard-size cars.
Reimbursement for any other method of travel (e.g., train) will be reimbursed for the cost of the most economical method of travel.

3.

Ground transportation, parking, tolls: If travel is by air, please park and shuttle economically. WSBA will reimburse longer term airport
parking at the lower of actual parking costs or an airport shuttle to/from your home.

4.

Airfare: WSBA will only reimburse coach/economy-class air fares. Please book well in advance to obtain lowest possible fares. WSBA
reserves the right not to fully reimburse for fares booked less than two weeks in advance of travel. WSBA will not reimburse for use
of frequent flyer coupons or air miles. (Receipt must include name of passenger, credit card used for payment, confirmation that flight
was paid in full, date of flight, and departure and destination locations. Credit card statements are not sufficient.)

Lodging: If an overnight stay is necessary (contact your Staff Liaison in advance with any questions), WSBA will reimburse up to the amounts
noted on the front page of this Expense Report. Ask your Staff Liaison about WSBA negotiated rates at area hotels. WSBA will not reimburse
incidental charges such as entertainment, personal phone calls, etc. (Reimbursement receipts must include name/location of hotel, guest
name(s), date(s) of stay, and breakdown of charges for lodging, meals, telephones, and incidentals).
Meals: WSBA will reimburse meal expenses (including gratuity), up to the amounts noted on the front page of this Expense Report. In the event
of lost receipts, WSBA will reimburse the lower of these rates or the federal per diem rate for the location in which the meal expense was
incurred (see www.gsa.gov/perdiem). All-day travelers may reallocate per-meal allowances (e.g., spend more on lunch; less on dinner). Identify
all individuals included in a meal reimbursement request.
Note: Alcohol will not be reimbursed and must be segregated from meal expenses.
Other expenses: WSBA will reimburse necessary out-of-pocket office expenses with receipts (actual copying charges up to 15 cents a page;
faxes up to 25 cents a page, with a $5 maximum). WSBA will not reimburse standard office services (e.g., voice mail, telephone connections),
personnel costs or professional services.
FOR WSBA USE ONLY – DO NOT WRITE BELOW THIS LINE
Submitted by:
Approved by:
ACCOUNT NAME

Date Rec’d in AP
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Date:
Date:
ACCOUNT #

Rush approval:
DEPT.

Vendor #

JOB CODE

Date:
BAR #

AMOUNT

Total:

FY 21 AT-A-GLANCE
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WSBA Sections: A Guide for Section Leader Volunteers
WELCOME to Washington State Bar Association (WSBA) section leadership. This guide is intended to introduce you to the
WSBA’s 29 sections and governance. In addition to this guide, we recommended that new section executive committee
members connect with current and/or out-going executive committee members, read the section’s bylaws and budget
(found online), and review the materials found in the WSBA Volunteer
Toolbox.
WSBA’S 29 SECTIONS

SECTIONS HISTORY/BACKGROUND
First mentioned in the WSBA Bylaws in 1955, but not officially formed until
the 1970s, sections were created as a mechanism to connect more broadly
with the membership and provide opportunities for practice-based
communities to connect with each other. Some of the sections that were
created in the 1970s still exist today.
As sections are entities of the WSBA, the WSBA has fiduciary, legal, and
fiscal responsibility for section activities. Sections do not have independent
legal status and are subject to the policies and procedures applicable to all
WSBA entities.

WHAT ARE WSBA SECTIONS
WSBA Sections Provide:
 A community of legal professionals with shared practice areas,
practice settings, or characteristics
 Legal and practice updates on relevant topics, usually through
newsletters
 Low-cost (sometimes free) CLEs with educational content focused
on relevant topics
 Opportunities to communicate with other professionals and tap
into their knowledge (via webpages, list serves, online
communities, etc.)
 Opportunities to connect and network across the state
 Opportunities to comment on relevant Washington state
legislation
 Leadership opportunities in the WSBA
What Section Members Value:1



1

High quality CLEs with intermediate to advanced content
(discounts to members are always appreciated)
Sharing resources and knowledge with other section members
Updates on law and legislation

Based on direct feedback to staff and past surveys done by individual sections.
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Administrative Law
Alternative Dispute Resolution
Animal Law
Antitrust, Consumer Protection & Unfair
Business Practices
Business Law
Cannabis Law
Civil Rights Law
Construction Law
Corporate Counsel
Creditor Debtor Rights
Criminal Law
Elder Law
Environmental & Land Use Law
Family Law
Health Law
Indian Law
International Practice
Intellectual Property
Juvenile Law
Labor & Employment Law
Legal Assistance to Military Personnel
LGBT Law
Litigation
Low Bono
Real Property, Probate & Trust
Senior Lawyers
Solo & Small Practice
Taxation
World Peace Through Law







Practice tips
Access to list serves
Newsletters
Colleagues’ involvement in legislative process (benefits all practitioners in practice area)
Opportunities to get involved

Benefits for Volunteers Serving in Leadership Roles:









The chance to provide service to other members with shared interests
Camaraderie with other section leaders
Satisfaction in accomplishing the group’s goals
The opportunity to meet/network with established practitioners in their fields
Visibility at WSBA and among peers
The opportunity to establish a statewide professional network
Professional growth/development
Leadership experience

SECTION GOVERNANCE
Each section has its own set of bylaws and is governed by an executive
committee. WSBA Bylaws and policies provide overall direction and
parameters for sections; individual section bylaws outline executive
committee structure, the election cycle, terms of office, voting eligibility,
and membership criteria. While each executive committee has some
discretion in how it operates, each section must have a Chair, Secretary, and
Treasurer (or Secretary/Treasurer). Many sections also find the Chair-Elect
and Immediate Past Chair positions to be helpful in terms of succession
planning and continuity. For more information on individual officer roles
(Chair, Chair-Elect, Treasurer, Secretary, and Immediate Past Chair), see
Executive Committee Officer Roles and Responsibilities.

ELEMENTS OF A SUCCESSFUL SECTION
 Strong Value Proposition for
Members
 Regular Communication with
Members
 Effective Executive Committee
(meets regularly, shares
responsibilities, and makes decisions)
 Good Management and Allocation of
Resources (volunteer time & funds)

LEADERSHIP RESOURCES
Sections Team: The WSBA Sections Team is comprised of two (2) dedicated Sections Program staffers (Sections Program
Specialist and Sections Program Coordinator) and two (2) shared staffers (Member Services and Engagement (MSE)
Manager and MSE Administrative Assistant) responsible for supporting activities across all WSBA sections. The Sections
Program Specialist will attend executive committee meetings when possible and act as a resource for conducting section
business. In general, the Sections Team is responsible for:






Connecting the executive committee to WSBA resources to help meet annual work plan goals
Staying apprised of section activities and decisions and maintaining master files
Acting as a “hub” between sections and other WSBA teams, including Finance, Communications, General
Counsel, and Legislative
Reviewing/routing all contracts and expense reports for proper approvals/signatures
Reviewing/routing all formal communications from executive committee to section members (e.g., mailings, eblasts, surveys)

Board of Governors Liaison:
Each year, members of the WSBA Board of Governors are appointed to serve as liaisons between the Board of
Governors and one or more sections. The function of the Board of Governors liaison is to assist the operation of the
section’s executive committee by acting as an information conduit between the executive committee and the Board of
Governors. The Board of Governors liaison is not a voting member of the executive committee, unless otherwise stated
in a section’s bylaws.
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TYPICAL SECTION GOVERNANCE CYCLE

•Fiscal year begins Oct 1
•Fall Section Leaders
meeting
•Legislative Primer meeting
•Prepare annual report

•Membership Campaign
•Annual Report due
•Membership Year begins
Jan 1

Fall

Winter

Summer

Spring
•Elections begin
•Spring Section Leaders
meeting
•Budget Planning begins

•Budgets due
•Young Lawyer Liaison
appointment process
begins
•Fiscal year ends Sept 30

MORE INFORMATION






WSBA Bylaws, especially Article VII(B) and Article XI
Section Bylaws (see individual section webpage)
Section Budget (see individual section webpage)
Section Annual Report/Info Sheet (see individual section webpage)
Volunteer Toolbox | https://www.wsba.org/connect-serve/volunteer-opportunities/Toolbox
The Volunteer Toolbox is designed to provide many of the tools needed to effectively lead a section. Tools and
resources are added and updated on a regular basis and suggestions for what to include are welcome. Topics
include:
o GR 12 (authorizes and limits WSBA activities, including sections)
o WSBA policies and procedures (including expense form and fiscal policies)
o Marketing and outreach resources (list serves, e-blasts, newsletters, etc.)
o Legislative process information
o CLE seminar timelines and guidelines
o Executive committee best practices

QUESTIONS?
Contact any member of the Sections Team below or email sections@wsba.org.
Julianne Unite
julianneu@wsba.org
Member Services and
Engagement Manager
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Eleen Trang
eleent@wsba.org
Sections Program Specialist

Carolyn MacGregor
carolynm@wsba.org
Sections Program Coordinator

2020-2021
WSBA BOARD OF GOVERNORS MEETING SCHEDULE
MEETING DATE

LOCATION

POTENTIAL ISSUES /
SOCIAL FUNCTION

AGENDA ITEMS
DUE FOR EXEC
COMMITTEE MTG

EXECUTIVE
COMMITTEE MTG
9:00 am–12:00 pm

BOARD BOOK
MATERIALS
DEADLINE

November 13-14, 2020

Hotel Bellwether
Bellingham, WA

BOG Meeting

October 20, 2020

October 26, 2020
10:00 am–12:00 pm

October 28, 2020

January 14-15, 2021

WSBA Conference Center
Seattle, WA

BOG Meeting

December 8, 2020

December 14, 2020

December 30, 2020

March 18-19, 2021

Hotel RL, Olympia, WA

BOG Meeting

March 19, 2021

Temple of Justice

BOG Meeting with Supreme Court

February 23, 2021

March 1, 2021

March 3, 2021

April 16-17, 2021

Davenport Hotel
Spokane, WA

BOG Meeting

March 23, 2021

March 29, 2021

March 31, 2021

May 20-21, 2021

WSBA Conference Center
Seattle, WA

BOG Meeting

April 27, 2021

May 3, 2021

May 5, 2021

June 22, 2021

June 28, 2021

June 30, 2021

July 15, 2021
July 16-17, 2021

Hilton Portland Downtown
Portland, OR

BOG Retreat
BOG Meeting

August 20-21, 2021

TBD
Boise, ID

BOG Meeting

July 27, 2021

August 2, 2021

August 4, 2021

September 23-24, 2021

WSBA Conference Center
Seattle, WA

BOG Meeting

August 24, 2021

August 31, 2021

September 8, 2021

Note – In-person meetings are dependent upon Covid-19 state guidance on in-person gatherings.
The Board Book Material Deadline is the final due date for submission of materials for the respective Board meeting. Please notify the Executive
Director's office in advance of possible late materials. Refer to 1305 BOG Action Procedure on how to bring agenda items to the Board.
This information can be found online at: www.wsba.org/About-WSBA/Governance/Board-Meeting-Schedule-Materials
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BOARD OF GOVERNORS

BOARD OF GOVERNORS POLICY RE: REQUESTS FOR ACTION
Pursuant to the WSBA Bylaws, the Board of Governors (BOG) is the governing body of the Bar that
determines the general policies of the Bar and approves its budget each year.
The BOG adopts this policy to set forth the preferred process for submitting matters to the Board for
action. The goal of this process is to ensure that the Board had sufficient information to make a
decision, including compliance with relevant rules, fiscal impact, and the input of various stakeholders.
This policy does not limit the President’s or any Governor’s authority under the Bylaws to establish the
agenda and order of business for each BOG meeting.
1. Initial Request. Requests for BOG action should be submitted to the President and the Executive
Director. The President and Executive Director, in consultation with WSBA General Counsel will
determine whether the request is appropriately taken up under General Rule 12.2, the WSBA
Bylaws and any other applicable law or order.
2. Review by BOG Committee. If the request is from an individual or a non-WSBA entity, the
President may refer it to the appropriate BOG Committee to determine whether the matter
should be explored further. If there is not a BOG Committee appropriate to the subject matter,
it may be referred to the Executive Committee.
3. Analysis. When a matter has been requested by a WSBA entity or has been approved for further
exploration by a BOG Committee, the Executive Director will ensure that the matter is analyzed,
including fiscal impact, stakeholder analysis and input, rule compliance, and implementation
implications. A reasonable amount of time should be provided for this analysis taking into
account the scope, magnitude, and relative novelty of the request. This information will be
shared, as appropriate, to aid in the Board’s decision-making.
Requests Requiring Amendment to the WSBA Budget
Changes to the WSBA Budget should not be approved without a rigorous review of the pros, cons and
impacts of said change. As such, any request, proposal, change or suggestion that would require a
change to the WSBA budget that arises during a meeting or has not been subject to analysis as
described above, should be tabled until the next BOG meeting in order to provide time for that analysis.
The review will be performed by the Treasurer, CFO, HR Director, WSBA President, and the Executive
lead for the department affected. The review and potential request will be taken to the Budget and
Audit committee for discussion and analysis. The committee’s recommendation(s), are intended to be
completed and delivered to the BOG for approval in its next meeting.
Approved by the Board of Governors on January 17, 2020.
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EVENT PLANNING
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• Purpose
• Type of
event
• Target
audience
• Budget
• Timing

WSBA
Sections

Event Planning
Cycle
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Ideation

• Partners (WSBA & non-WSBA)
• Contracting (venue, food,
entertainment)
• Sponsors, as appropriate
• Communication & marketing
• NEW: Photo release

Planning

Evaluation
• Feedback
• Debrief (Project Review Worksheet)
• Wrap-up

Annual Fall Sections Leaders Orientation
November 10, 2020

Project Review Worksheet
Think of a success or a perhaps a misstep. Remember, even when initiatives ‘miss the mark’, they can still provide
tremendous value, if you examine them carefully and capture the critical lessons.
Section:
Summary: Briefly describe a recent project or activity your section was involved in

What worked well?

What did not work well?

List some things you learned while working on this project?

What direct costs were impacted? What were the internal costs (time, morale)?

What have you learned about the needs of stakeholders or the current market? Was there a change in any
assumptions?

What insights have you gained into future trends? Will/how will you adjust next time?

What have you discovered about the way the section executive committee works together? How effective were the
processes, structure, and culture?
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WSBA CLE AND
SECTIONS
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Cost to Section

Half/Full/Multi-Day

Mini-CLE

$0

Accreditation: $12
Webinar Tool: $100
Venue/Food, etc.: TBD

Net Revenue

Split per fiscal policy

Section retains all revenue

Attendee Options

Live: in person and webcast

Live: in person and/or webinar

On demand

On demand not available

Credits

3 credits or more

2 credits or fewer

Tuition

Half-Day: $159

$35 or less

Full-Day: $275

option for section member pricing

Multi-Day: $399
option for section member pricing
Program logistics

WSBA

Section

Timeline

6 months or more depending on program

6 weeks
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WSBACLE and Programs Presented in Partnership with Sections
Programs Co-sponsored with Sections
The goal of all WSBA CLE programs is to support the mission and strategic goals of the organization.
WSBA Sections are an important partner in these efforts. WSBA retains fiscal reserves (“WSBA CLE
Fund”) to mitigate against changes in the CLE market, sustain and improve important technology
required for the delivery of CLE programs, and protect against unexpected revenue shortfalls.
Net seminar and any associated net on-demand product revenue for all WSBA CLE programs developed
in partnership with Sections (excluding mini-CLEs) will be split between the WSBA CLE Fund and the
partnering Section’s cost center. Beginning with seminars delivered in FY19, net revenues will be split
50-50(%) between the WSBA CLE Fund and the partnering Section’s cost center, up to a total net
revenue of $8,000. Net revenue exceeding $8,000 will be split 65% to WSBA and 35% to the Section.
WSBA will absorb any net losses sustained by individual programs.
In calculating net revenue, WSBA will subtract all direct and indirect costs for the development of the live
program and on-demand product from the gross revenue of the live program and on-demand product
sales. WSBA will keep the Section informed of the program financials in a timely and transparent manner.
Following each fiscal year’s close, the partnering Section will receive its portion of any net revenue earned
in that fiscal year, based on audited financial statements.
Because the CLE market is dynamic, WSBA and the Sections will annually review overall results and
may seek to adjust the revenue sharing terms set forth in this policy to ensure that CLE programming
and WSBA CLE Fund reserves are sustainable.

Mini-CLEs
WSBA CLE also supports Section CLE programming through a “mini-CLE” model. Mini-CLEs are seen as
exclusively member-benefit programs. They do not exceed 2.0 credit hours in length and registration
fees must be $35 or less. For mini-CLEs, WSBA staff provides limited assistance at no charge to the
Section (e.g. program accreditation, reporting and attendance tracking). Sections do much more
of the preparation and production of seminars than regular CLE programming, and are responsible for
working in collaboration with WSBA (e.g. following procedures outlined including timely notice,
providing onsite registration personnel, etc.).
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MINI-CLEs

63 of 65

2020 WSBA Section Webinar Tool Guide
WSBA Sections may use WSBA’s webinar tool (On24 platform), featuring audio and PowerPoint slides,
along with a live chat option, to deliver Mini-CLE* programming remotely from any location to
attendees around the world. Usage of the webinar tool will create additional requirements and
processes to the current Mini-CLE process as outlined below.
IMPORTANT: This Guide is intended to be referred to in conjunction with the Mini CLE Event Form.
Please email minicle@wsba.org for more information or to schedule the use of the webinar tool.
USE OF THE WSBA WEBINAR TOOL FOR DELIVERY OF A MINI-CLE:
Requirements:
 The section must follow the same procedures described in the Mini-CLE event form.
 The section must designate a section member as “Producer” for the webinar. The Producer
is required to schedule and take a free, one-hour training in advance of using the webinar
tool for the first time. Training includes a webinar tool tutorial and review of best practices.
 The section will be charged $100 per use of the WSBA webinar tool, in addition to the $12
accreditation fee.
 Written materials and PowerPoint slides for the webinar must be received at least two (2)
business days in advance by the designated WSBA CLE staff contact.
Scheduling the WSBA Webinar Tool:








The WSBA webinar tool is available to reserve on weekdays between 8 a.m. and 5 p.m.,
subject to calendar availability. The section must include the name of a WSBA-trained
Producer and their contact information in the event form.
The WSBA on-site webinar studio will not be available for the remainder of 2020 due to
public health restrictions.
The event form must be submitted at least six weeks in advance of the program.
A section may schedule up to two webinars per month, subject to calendar availability. Each
section may schedule a total of 12 webinars per fiscal year. WSBA CLE will accept requests
for the webinar tool and to hold a date/time up to six months in advance.
There are up to six Mini-CLE webinar slots available per month.
Registration and marketing process for webinars will follow the established Mini-CLE
protocol.

Limitations:
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Webinars may be scheduled for a maximum of two hours of accredited time plus 30 minutes
prior to allow for attendee log-in.







Webinars will not be available on the WSBA CLE store for purchase as a recorded product.
Upon request from a section Executive Committee member, the WSBA can provide an
unaccredited link to the webinar, which may be shared via WSBA channels (i.e. section
webpage or section list serve). The link would be viewable for 12 months.
Limited WSBA CLE staff technical support is available to the Producer during a webinar.
WSBA CLE staff will monitor the start of the broadcast to address any technical issues
related to the On24 broadcast. The Producer must respond to individual attendee inquiries.
There will be a dedicated WSBA email address for the Producer to communicate any
technical issues.
Sections may use the WSBA webinar tool for accredited educational seminars (CLEs) only.

*A Mini-CLE is a short educational program (no more than 2 CLE credit hours) that is largely organized by
section executive committee members.
Final – Last Revision July 2020.
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