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SECTION 1
LAMA ORGANIZATION

I. INTRODUCTION AND MISSION STATEMENT
The Laboratory Animal Management Association (LAMA) was founded on October 29, 1984.
The purpose was to meet the needs of a growing entity within the American Association for
Laboratory Animal Science (AALAS) whose focus was management and supervision. The
objectives of the Association are:





To promote the dissemination of ideas, experience, and knowledge
To encourage continued education
To act as spokesperson
To actively assist in the training of managers.

In the life of any organization certain steps must be taken to ensure that the foundation and
ensuing steps of growth lead to a flourishing and productive influence and the association fulfills
the intent for which it was born. To that end the development of this leadership manual has been
pursued. It is a living document meant to be changed to meet the needs of the leadership and the
organization.
MISSION STATEMENT
This Association is dedicated to enhancing the quality of management and care of laboratory
animals throughout the world. (1984)
The Laboratory Animal Management Association advances the laboratory animal management
profession through education, knowledge exchange, networking and professional development.
Some of the ways we accomplish our mission:







The LAMA E-Review - a quarterly publication dedicated to provide the highest
quality of management information applicable to our field.
LAMA On-Line Web site- is an electronic source of information of what is going on
in the organization posted continuously throughout the year for the membership on
the LAMA website www.lama-online.org.
LAMA Membership Directory - an information resource for LAMA members
providing an opportunity for “networking”.
LAMA Logo - displays LAMA’s involvement in professional venues. First logo was
designed in 1999 and trade marked by the US Patent and Trademark Office on August 23,
2006 (Trademark 78823394). In 2009 LAMA redesigned its logo.
LAMA Educational Programs - seminars, workshops and tour of facilities or
manufacturing plants.

Awards - awarded to LAMA members for:
1.
2.
3.
4.

Outstanding and Exceptional Service to LAMA
Distinguished contributions to LAMA
Scholarships toward educational activities
Managerial publications

II. HISTORY OF LAMA
The beginnings of the Laboratory Animal Management Association trace back to the early
1980’s. Numerous individuals within the career field of Laboratory Animal Science felt a need
for gathering together to focus on issues that affected facility Directors, Managers, and
Supervisors. Accordingly several meetings were arranged over a period of several years and
finally in October 1984 the Association was officially birthed. This event took place at the
annual meeting of AALAS in Cincinnati, Ohio. The first official meeting of the Association
took place in April of 1985 in conjunction with the CONMED meeting.
The first publication of LAMA was the LAMA Lines. It was put out shortly after the Cincinnati
meeting and by January 1986 it was published monthly. Its primary focus was and continues to
be to publish items of interest to the membership of the Association. Printed six times a year for
many years, in 2003, LAMA launched an electronic website. In January of 1989 the official
journal of the Association, the LAMA Review, began publication. The journal is dedicated to
providing the highest quality management information to the membership. In 2010 the Board of
Directors decided, based upon membership feedback, to abandon the printed version and opted
for a greener solution: e-publication.
The Association meets twice yearly. The first meeting, which is now known as the LAMA /
ATA (in partnership with the Allied Trade Associations: ATA) Annual Meeting, is held in the
spring. The Fall Meeting meets in conjunction with the Annual AALAS meeting.
From its small beginnings of a few people with a big vision LAMA has grown to over 800
members that reside in such geographical locations as North America, South America, Asia,
Australia and Europe. The membership continues an active role as an affiliate of AALAS and
the career field by providing leadership to numerous committees and organizations on the
Branch, District, and the National level.

III. CONSTITUTION AND BY-LAWS
CONSTITUTION
Article I - Name
This organization shall be known as the Laboratory Animal Management Association (LAMA).
Article II - Incorporation
The Laboratory Animal Management Association shall be incorporated under the laws of the
State of Illinois as a non-profit educational organization.
Article III - Officers
The officers of the Association shall be a President, Vice-President, Immediate Past-President,
Secretary-Treasurer, and such other officers the By-laws may from time to time specify.
Article IV - Board of Directors
The Board of Directors shall be the policy making and legislative body of the Association.
Article V - Member Branches and Affiliate Organizations
The Association may establish member branches and affiliate organizations.
Article VI - Amendments
The Constitution may be amended by a two-thirds affirmative vote by the entire membership;
this shall be two-thirds of those voting.
BY-LAWS
Article I - Membership
Section 1. The membership of the Association shall consist of individual members (domestic
and international), Institutional members, life members, honorary members, and corporate
partners at the gold, silver, or bronze levels.
Section 2. Applications for membership shall be made upon an official form prescribed and
furnished by the Association.
Section 3. Individual Member. An Individual Member shall enjoy all of the rights and privileges
of the Association, including participation in meetings, voting and holding office as provided in
the Constitution and By-laws.

Section 4. Institutional Members. An Institutional member shall appoint a correspondent with
whom all business shall be transacted. The Institutional member shall be entitled to name up to
four employees as Individual Members. Institutional/Commercial Members are to receive a
plaque.
Section 5. Life Member. Any Individual Member that has been a continuous member in good
standing for twenty years may be considered for life membership in the Association with all
rights and privileges, including registration without fee at the LAMA Annual Meeting.
Section 6. Honorary Member. Any member may be nominated as an Honorary Member who
has made a significant contribution to the advancement of the Association. The Board of
Directors must approve nominees. The following benefits will be granted to the Honorary
Member: (1) Free membership with voting privileges for as long as the member wishes to
participate, (2) Free registration to the LAMA Annual Meeting, and (3) A plaque awarding the
Honorary Member.
Section 7. A member may be expelled for actions considered contrary to the objectives of the
Association. Charges of adverse actions must be submitted in writing. A member so charged
shall be entitled to a due process hearing before the Board of Directors for final disposition.
Article II - Officers
Section 1. The officers of the Association shall be the President, Vice-President, Immediate
Past-President, and Secretary-Treasurer. Responsibilities of these offices shall include
attendance at all meetings of the Board of Directors. These officers shall not hold any other
office in this Association while holding these offices. This group of five individuals may also be
known as the Executive Committee of the Association. Leadership changes will occur during
the Annual Meeting.
Section 2. A Vice-President shall be elected by the entire membership. Membership in good
standing shall be required for eligibility for election to this office. On completion of their
respective predecessor’s one-year term of office, the Vice-President shall become President, ,
and the President shall become Immediate Past-President. The Vice President shall be charged
with assisting in recruiting committee members and maintaining a master list of committee
members. Vice-President will also be responsible for recruiting a minimum of 5 new committee
members during their term of office.
Section 3. The Secretary-Treasurer shall be elected by the entire membership for a term of three
years. Membership in good standing shall be required for eligibility for election to this office.
This individual may be elected and serve for two consecutive terms and may not hold any other
office of the Association. The Board of Directors may extend the number of terms by a majority
vote. The Secretary-Treasurer shall be a voting member of the Board of Directors. The
Secretary-Treasurer shall have the responsibility for oversight of the Association’s financial
affairs and shall prepare a draft budget for submission to the Board of Directors.

Section 4. A nominating committee chaired by the Vice President shall nominate candidates for
the offices of Vice-President and Secretary-Treasurer. A petition signed by twenty Individual
Members of the Association may nominate additional candidates for the position of VicePresident. Nominating petitions must be submitted to the President by January 15th and shall be
distributed to the membership by February 1st.
Section 5. At the direction of the President, the Executive Director shall distribute ballots for the
office of Vice-President and Secretary-Treasurer by February 1st in sufficient time to complete
the return and counting of the ballots prior to the opening of the Annual Meeting.
Section 6. The President shall preside over all meetings of the Association. The Vice-President
shall assist the President. In case the President is unable to perform the duties and functions of
the Office of President, these responsibilities shall pass to the Vice-President. The President
shall be the Association’s liaison with affiliate organizations.
Article III - Board of Directors
Section 1. The Board of Directors shall consist of four Individual Members elected from the
overall membership, in addition to the President, Vice President, Immediate Past-President and
Secretary-Treasurer. In addition, the ATA shall make an annual appointment of an ATA Liaison
to the Board. It will be a non-voting position.
Section 2. An Individual Member of the Board of Directors shall be elected for three years. In
order to be eligible, a candidate must have served a minimum of one year on a LAMA committee
or two years on an affiliate committee. Two Individual Members shall be elected every other
year. An Individual Member may be elected for an additional term but may not serve more than
two consecutive terms without a three-year period in between terms of office. The Board of
Directors may extend the number of terms an individual Member may serve by a majority vote.
The Director’s term shall commence at the close of the Annual Meeting of the Association after
the individual’s election.
Section 3. Responsibilities of the Board shall include attendance at all meetings of the Board of
Directors and to conduct the business affairs of the Association.
Section 4. A Director’s term may automatically terminate if the individual is unable to meet the
responsibilities described in Section 3.
Section 5. The Board of Directors shall meet in person twice yearly in conjunction with the
LAMA Annual Meeting and the Fall Meeting. Teleconferences will be scheduled on a monthly
to every-other-month frequency. Additional meetings may be called by the President, but only
with the concurrence of a majority of the Board of Directors. The Board itself may also call
additional meetings, but only if approved by a three-fourths majority.
Section 6. The Board of Directors may act upon matters presented by mail or electronic means
according to the policies outlined in Section 2, II, D of this manual.

Section 7. Notice of all meetings of the Board shall be directed in writing to the current
electronic address of each Board of Director on file with the Association, and such notice shall
be issued at least fourteen (14) days prior to the stated time of the meeting.
Section 8. The Board of Directors may act upon matters presented by mail or electronic means
without the thirty-day notice requirement in this Article, if a majority of the Board waives the
notice requirement.
Section 9. Questionnaires or surveys of the Association membership shall only be conducted
with the approval of the Board of Directors.
Section 10. The Board of Directors may employ and dismiss an Executive Director.
Section 11. The Board of Directors should review the dues structure on an annual basis.
Section 12. Outgoing BOD members are recognized annually.
Article IV - Meetings
Section 1. The Fall Meeting of the Board of Directors shall be held in conjunction with the
Annual Meeting of the American Association for Laboratory Animal Science (AALAS).
Training workshops or seminars may be held and registration and other fees may be charged.
Section 2. The LAMA Annual Meeting shall be held within the first half of the calendar year at
a time and place designated by the Board of Directors. A registration fee and other fees may be
charged.
Article V - Committees and Boards
Section 1. This Association shall have such committees or boards specified by the Board of
Directors.
Section 2. The Vice-President, with the advice and consent of the Board of Directors, shall
appoint vice-chairs for each standing committee with the exception of the CMAR Committee.
The vice-chairs will assume the chair position the following year. The chairs so appointed shall
take office during the Annual Meeting of the Board of Directors at a time designated by the
Board. The chairs shall recommend Individual Members for their committees or boards for
approval by the President. Any committee or board member may be removed or replaced by the
President, with the advice and consent of a simple majority of the Board of Directors, when the
President considers such to be in the best interest of the Association.

Article VI - Dues
Section 1. The Board of Directors shall establish dues, fees, and assessments.
Section 2. Dues invoices will be sent to all members by November 1st. Members renewing will
be sent confirmation of payment and a membership card. Members not renewing by April 1st
will be removed from membership. Individuals joining LAMA after October 1st will remain a
member in good standing until December 31st of the following year.
Article VII - Procedures
Procedure and other items not specified by the Constitution and By-laws or by action of the
Board of Directors shall be in accordance with the Standard of Code of Parliamentary Procedures
by Alice Sturgis.
Article VIII - Mission Statement
The Laboratory Animal Management Association advances the laboratory animal management
profession through education, knowledge exchange and professional development. (2004
Strategic Plan)
Article IX - Amendments
The Board of Directors may amend these By-laws by a two-thirds vote at any meeting at which a
quorum is present. A quorum is a simple majority of the Board.

SECTION 2
ASSOCIATION POLICIES

I. GENERAL POLICIES
The Laboratory Animal Management Association (LAMA) shall abide by the policies and
procedures outlined below so as to protect its officers from litigation or other punitive
procedures.
A. Insurance: The Association will have appropriate levels of officers and Board members
general liability insurance protection as determined by legal counsel and officers.
B. Legal Counsel: The Officers and Board members will retain legal counsel for the
Association to advise on legal aspects of business and policy.
C. Conflict of Interest: Individuals who serve elective or appointive offices or positions
will do so in a representative or fiduciary capacity that requires loyalty to the
Association.
D. LAMA Mailing List: LAMA will not make available a mailing list other than for
purposes of mailing Association notices, newsletters, and/or publications.
E. Directory: LAMA will make available a membership directory for its members, upon
request.
F. Reimbursements: The Laboratory Animal Management Association shall reimburse,
with prior approval of the Board of Directors, individuals for real cost of Association
business.
G. Reports and Request for Action: Only reports received by the appropriate deadline
shall be put into the agenda book for the Officers and Board Member's discussion and
action during their Annual and Fall meetings.
H. Review of Committee Reports: A semi-annual review of Committee reports is
conducted by the Executive Committee. If needed, recommendations for improvements
and additional assistance are provided by the Executive committee.
I. LAMA Fiscal Year/Membership: The LAMA fiscal year and membership year shall be
the same as the calendar year. Individuals joining LAMA after October 1st will remain a
member in good standing until December 31st of the following year.
J. Annual Formal Executive Director Performance Appraisals: will be conducted
during the LAMA annual meeting and informal appraisals during the Fall meeting.
Evaluation forms may be sent out January 20th to the BOD and returned to the President
by March 1st. The results will be utilized to support the performance appraisal with the
Executive committee during the annual meeting.

K. Policies and Procedures for Partnership, Sponsorship and Charitable
Organizations.
1. Partnerships: LAMA may enter into both long-term and short-term partnership
relationships/agreements with other non-profit organizations (501©3, 501©4 or 501©6)
including the LAMA Foundation, whose missions are in alignment with our
organization’s mission and focus, i.e. pro-biomedical research, management, and
supervisory training organizations. Prior to entering into a partnership relationship,
written background information on the organization, a written agreement providing both
an estimate of our financial commitment and the requirement for an open audit trail our
financial involvement (profit –sharing or losses) must be stated and an action resolution
must be brought before the entire Board for deliberation.
In situations, where events/meetings/training programs are being held, all promotional
materials must include the LAMA name/trademark clearly promoting our organization’s
involvement with this professional activity and reported to the IRS. An evaluation report
must be submitted to the Board prior to the next semi-annual Board Meeting following
the event/meeting/training program, including the financial statements. The Board will
review the report and deliberate on the future of the partnership.
A budget line will be included in our annual budget for partnership agreements.
2. Sponsorships: LAMA is a non-profit organization and as a general rule, the
organization will not enter into sponsorship (paying for expenses of another organization,
typically in return for advertising exposure) relationships that maybe viewed as
competition with our Allied Trades Vendor Members for sponsorship
activities/events/training programs.
3. Charitable Organizations: LAMA may make one-time and continuing donations to
charitable organizations (501©3, 501©4, or 501©6). A budget line will be included in
our annual budget for these charitable activities. The proposal to make a donation to a
charitable organization must be brought before the entire Board for deliberation.
Additionally, members can contribute their personal and/or business funds to be included
in our charitable donations
An example of a donation, LAMA may make a donation to a local charitable
organization in the regional area where we hold our annual meeting, as a sign of
generosity for the community that hosted our meeting.
Full disclosure of all of our charitable donations will be made to LAMA members and the
IRS.

II. PROCEDURES
A. Reimbursements:
1. Costs are for a project approved and budgeted for by the Officers.
2. Reimbursement requests must be fully documented with all appropriate receipts of
expense.
3. The President is allocated a budget line item of $5000 per year to cover travel to
represent the organization at professional meetings. It is expected that the President’s
institution cover the travel and lodging costs of the LAMA Annual Meeting and the
fall meeting.
4. The Secretary-Treasurer of the Association shall have the authority to pay requests
for reimbursements or refunds up to $150.00 with appropriate expense
documentation.
5. Request for reimbursement between $150.00 and $500.00 must have approval of the
Secretary-Treasurer and at least one other Officer. Request for reimbursement for
amounts in excess of $500.00 must have approval of the Secretary-Treasurer and two
other Officers.
B. Reimbursements/Refunds:
1. All cancellations of conference registration received by the LAMA Headquarters 14 days
prior to the event will be honored and processed within 30 working days. Each conference
registration cancellation will be assessed a $75 (USD) processing fee, and the amount
refunded will reflect that fee. Cancellations received within 14 days of the event, will be
refunded at the discretion of LAMA, less any expenses incurred by LAMA. Refunds will not
be granted for no-shows. Delegates assume responsibility for notification to and verification
of receipt by the LAMA headquarters.

2. Refunds fees for special events, transportation, and meals cannot be guaranteed and
will be handled on a case by case basis through written request to the SecretaryTreasurer.
3. An appeal for review of refund decisions may be made to the Officers if there are
extenuating circumstances.
C. LAMA Foundation:
In 2004, the LAMA Foundation became a separate entity from LAMA with its own
governance to conduct and oversee a grant/scholarship program to benefit individuals in
the laboratory animal science field. The LAMA Foundation Bylaws are in Section 9.

D. Electronic Media Meetings and Voting Procedures:
1. All business conducted via electronic technologies must be equated to that of
meetings in person following all established policies and procedures set forth in the
organization's By-Laws.
2. Policy
a. Time sensitive issues may be presented to the Board of Directors via electronic
media by any of the LAMA Board of Directors.
b. Issues presented requiring a vote require a motion and a second.
c. The motion and any relevant background information are distributed to the Board
of Directors. Once distributed, there will be a three business day discussion period
to clarify any issues.
d. The Executive Director will assure communications have reached all members of
the Board and will maintain all associated records and documentation as per
meeting minutes.
e. After three business days, the President will call for a vote. The voting period
shall be three business days.
f. Just as with a regular ballot or meeting, a quorum is required.
3. Standard Operating Procedure
a. Proposing a Motion
(1) Any member of the Board of Directors may request that a time-sensitive issue
be brought before the BOD.
(2) Distribute the motion using the "Proposed Motion for E-mail Ballot" template
to all Board Members.
(3) The Executive Director assures that all Board members received the
communication.
b. Opening the Discussion
(1) The Executive Director will distribute the motion to all Board members
requesting a second to the motion.
(2) The motion must be seconded within 72 hours before discussion commences.
If not, the motion is withdrawn and the meeting is terminated.

(3) Board members enter the discussion by replying.
(4) Maintain the current thread of discussion by:
(a) Maintaining the subject line
(b) Responding with history (after your response)
(5) The time for discussion will be three business days.
(6) Amendments to the motion should only be offered if directly related to the
issue discussed. Amendments must be made within the first three business
days after the second. The amendment must be seconded within 72 hours
before further discussion can take place.
c. Ballot
1. Upon completion of the discussion, the Executive Director will issue the Call
to Question.
2. Votes are cast by submitting the Proposed Motion for E-Mail Ballot with your
choice of Approve, Disapprove or Abstain to the Executive Director (reply
only to the ED rather).
3. The time for voting will be three business days.
4. Ballots are cast by replying electronically to the Executive Director (not the
entire BOD).
d. Ballot Results
(1) Ballot results will be tabulated and votes identified on the Ballot Results
Template and distributed by the Executive Director.
(2) As with any other meeting, a quorum of responses must be present for the
motion to pass.

PROPOSED MOTION FOR E-MAIL BALLOT
The following motion was made and now requires a second. Once seconded the motion is open
for discussion for 3 business days, ending on (insert date). Once discussion has ended, the
question is called and Board members will have 3 business days to register their vote, ending on
(insert date). Your vote will be to: Approve, Disapprove or Abstain.
PLEASE MARK IN THE LINES BELOW AND SEND YOUR RESPONSE TO:
jrmanke@associationsolutionsinc.com

Approve the motion
Disapprove the motion
Abstain from voting
Please mark the lines above ("X" or "yes" or “your initials”) to indicate your agreement with each statement.

******************************************************************************
MOTION BACKGROUND:
MOTION:
Proposed by:
****************************************************************************************************

III. GUIDELINES FOR PROGRAM COMMITTEE
The Laboratory Animal Management Association shall conduct an annual meeting event in the
spring (Article IV of the By-laws). The exact time and place is selected by the Board of
Directors.
The Program Committee may wish to survey the LAMA membership for topics, convenient
meeting locations, and for volunteers to present or arrange for the various activities planned.
Careful advance planning and active publicity of the program are needed to ensure good
attendance and enthusiastic participation. The sequence for preparing a LAMA meeting involves
the Program, Education and Training Committee, forming a budget, preparing the program, and
publicizing the event. Planning for overnight accommodations, travel arrangements, and social
activities should begin at least a year in advance.
A. Index
Selecting the Date
Financial Matters
Program
Transportation

Publicity
Registration
Lodging
LAMA Site Selection Criteria

B. Selecting the Date
1. The LAMA Annual Meeting:
The LAMA Annual Meeting is usually held in the late spring to early summer time
frame. The meeting is usually scheduled as a 2.5 day session. Early selection of the
dates is important to avoid conflicts with the meetings scheduled by other
professional and social groups, as well as conflicts with holidays and vacations.
A call for speakers and/or a list of possible speakers should be generated and these
individuals should be contacted with an invitation to speak. Confirmation of exact
dates should be made after acceptance.
C. Financial Matters
1. LAMA Annual Meeting and Fall Meeting:
In order to establish registration fees, the Executive Director establishes a budget of
expenses for the meeting. The Executive Director researches, accounts for the
meeting set up, procedures for processing income and disbursing funds established,
and responsibility for preparing and submitting a final financial report to the
Executive Committee. The responsibility for negotiating prices and for site visitation
falls to the Executive Director and Executive committee.

The registration fee for non-members should be higher than the registration fee for
members by an amount equal to annual LAMA dues.
D. Program
1. The LAMA Annual Meeting:
The program format should consist of educational session(s) as described below.
2. General Program Information:
Possible program formats include seminars, multiple papers on different management
topics, and workshops.
3. Security Policy:
It is the Executive Director’s responsibility to coordinate w/ venue security and local
law enforcement to ensure adequate safety and security is provided for all program
attendees. A formal plan of action should be provided to the Executive Committee
and BOD at least one month in advance of the Annual Meeting for review and
approval.
E. Publicity
1. LAMA Annual Meeting:
Publicizing meetings is the best way to ensure good attendance. Plenty of advance
notice, with announcements in professional newsletters, bulletins, and journals, help
promote the meeting. Brochures, registration applications, and preliminary program
information may be made available at previous LAMA meetings, if available.
Prepare a plan of distribution for all relevant printed materials. Different publications
will have different criteria. As soon as dates and places are known, contact the
Editors of publications, to determine deadlines for submission of copy and format
requirements. In addition, affiliated organizations such as AALAS, CALAS,
LAWTE, and ASLAP should be provided meeting information so that they may
publish as appropriate. Information about the meeting is posted on the LAMA web
site.
2. Programs:
A program will be made available upon arrival at the meeting (printed, electronic,
App, etc). The program should include, at a minimum, the event, time, and location
of all scheduled activities. Other information that may be included in the program
are: maps and floor plans of the meeting site; roster of LAMA Officers and Board of
Directors; assistants and volunteers; recognition of hosts and sponsors; bio-sketches
of speakers; sites of past and future meetings; time, location, and agenda for business

meetings and other related events; and information relating to emergency
communications, recording/camera policy, and smoking policy. A directory of
attendees is produced.
Post-meeting publicity should be sent to the LAMA Web site Editor for publication
and distribution.
F. Registration
1. LAMA Annual Meeting:
Executive Director is responsible for preparing forms, distribution of registration
materials, and processing registration.
A location should be available at the meeting site for on-site registration as well as
pre-registered attendees.

Attachment I

LABORATORY ANIMAL MANAGEMENT ASSOCIATION
ESTIMATED EXPENSES
LAMA ANNUAL MEETING
Local Expenses
Honoraria

$ ____________________________________

Transportation

$ ____________________________________

Hotel/Convention Bureau

$ ____________________________________

Snacks, Refreshments

$ ____________________________________

Dinner/Lunch

$ ____________________________________

Entertainment

$ ____________________________________

Postage

$ ____________________________________

Communications

$ ____________________________________

Audio Visual

$ ____________________________________

Registration Supplies

$ ____________________________________

LAMA Booth Expenses

$ ____________________________________

LAMA Expenses (To be completed by the LAMA Secretary-Treasurer)
Plaques/Awards

$ ____________________________________

Board Expenses

$ ____________________________________

Total:

$ ____________________________________

Submitted by:
Send to: LAMA Secretary-Treasurer

Attachment II

LAMA/ATA ANNUAL MEETING
Call for Speakers, Facilitators, Recorders, and Moderators
Thanks for volunteering at the Annual LAMA-ATA Meeting!!!
Please fill out this form and return to the LAMA headquarters by
_______________________________
DATE
LAMA
15490 101st Ave N #100
Maple Grove, MN 55369
Attn: Jim Manke
Phone: 763-235-6465 - Fax: 763-235-6461
Email: jrmanke@associationsolutionsinc.com
Category of program participation:
Speaker at Plenary Session:
Facilitator for a break out group:
Recorder for a break out group:
Moderator:
Topic suggestion:
Brief Summary:
Name:
Name or nickname preferred printed on the program badge:
Title and Company:
Email:
Street Address:
City/State/Zip:
Phone:
Fax:
Power Point is the Audio Visual format for this meeting.
Please send your PowerPoint presentation to Jim Manke (address and email address listed above)
Arrival Date:
Departure Date:
NOTE: LAMA or ATA are unable to provide travel costs or waive registration for program
speakers, facilitators, recorders, and moderators.

IV.

CONDUCTING AN AUCTION

A. Request for Items
1. At other times or as part of the Annual LAMA meeting program, an auction is held to
raise funds for the LAMA Foundation. Members are asked to donate items for the
auction within their registration packets. A request is sent to members a minimum of 30
days prior to the meeting.
2. A list of the donation and donor information is recorded and submitted to the LAMA
Secretary-Treasurer or designee.
B. Pre-Auction Display of Items
1. During other times or at the LAMA Annual meeting reception, auction items are
displayed and the corresponding bid sheets are available for the members to record their
bids.
C. Silent Auction
1. Bidding process: Each bid sheet identifies the item, suggests an opening bid and may
include a minimum increment bid at which time the bidding process begins.
2. At the closing of the Silent Auction period, the items are covered and no more bidding is
allowed.
3. All sales are final. No refunds are issued.
D. Regular/Live Auction
1. The LAMA Foundation Board may choose items of special value for use in a regular/live
auction. These items are proximately displayed for viewing prior to the auction during the
reception and the Silent auction.
E. Payment/Pickup of Items
1. Successfully bid items are picked up by the winner. Payment is made at the end of the
auction or the bidder forfeits that item. Payments made in cash, check and/or by credit
card (VISA/MC/AMEX/DISCOVER) are accepted. Checks are payable to the LAMA
Foundation. Payment in full is mandatory.

F. Handling of Funds
1. LAMA Representatives collect funds and issue receipts upon request.
2. The funds are counted by two LAMA Representatives and forwarded to the LAMA
Secretary-Treasurer within 10 days of the auction.
V. Forms
The Association will utilize the forms found on the following pages to conduct the business
discussed in this section.

A. Reimbursements
CLAIM FOR REIMBURSEMENT
LABORATORY ANIMAL MANAGEMENT ASSOCIATION, INC.
DATE: __________________
NAME:

_______________________________

ADDRESS:

_______________________________
_______________________________
_______________________________
_______________________________

PHONE:

_______________________________

AMOUNT TO BE REIMBURSED: $ _____________________________________

REASON FOR REIMBURSEMENT: _____________________________________
_____________________________________________________________________
_____________________________________________________________________
RECEIPTS MUST BE ATTACHED FOR REIMBURSEMENT
PAID ________________ CHECK NO. ________________ APPROVED _________
_________
_________

B. Call for Mid-Year Reports

CALL FOR MID-YEAR REPORTS

MAIL/EMAIL THIS FORM TO:
LAMA
15490 101st Ave N #100
Maple Grove, MN 55369
Attn: Jim Manke
Email: jrmanke@associationsolutionsinc.com
THIS REPORT IS DUE:

(Fill in date/month/year)

COMMITTEE:

(Fill in Committee name)

THIS REPORT IS SUBMITTED BY:

(Fill in name)

ACTIVITIES:

C. Call for Final Reports

CALL FOR FINAL REPORTS

MAIL/EMAIL THIS FORM TO:
LAMA
15490 101st Ave N #100
Maple Grove, MN 55369
Attn: Jim Manke
Email: jrmanke@associationsolutionsinc.com
THIS REPORT IS DUE:

(Fill in date/month/year)

COMMITTEE:

(Fill in Committee name)

THIS REPORT IS SUBMITTED BY:

(Fill in name)

ACTIVITIES:

D. Action Resolution
Agenda _______________________
Laboratory Animal Management Association
ACTION RESOLUTION

Prepared by __________________________________________
(Committee/Officer/Individual)
Proposed Resolution/Recommendation:
Background Information:
Rationale:
Resources:
Personnel:
Financial:
Long Range Objective:

Reviewed by:
President: __________________________________ Date: ___________________
Action Taken: ________________________________________________________
Adopted

Adopted with amendments

Referred to: ____________________

Rejected

E. Instructions for Action Resolution
Agenda ___________________
Laboratory Animal Management Association
INSTRUCTIONS FOR COMPLETING ACTION RESOLUTION

Prepared by _______________________________________________
(Committee/Officer/Individual)
Proposed Resolution/Recommendation: Clearly state the desired action.
Background: Describe the conditions that make this resolution necessary. What needs does this
resolution address? Why is this action needed now?
Rationale: What is the purpose of this resolution? Why would it be in the best interest of
LAMA as an Association, the Committee, and the membership to adopt this resolution?
Resources:
Personnel: Identify the volunteers needed to carry out this project. Briefly describe their roles
and the amount of time each will be expected to contribute.
Financial: Attach a list of all projected expenses for this project, which estimates all direct costs
for the project, for volunteers.
Long Range Plan Objective: State the appropriate Long-Range Plan Objective befitting the
action.

Section 3
Association Officers

I. President
A. Responsibilities: The President has two responsibilities as outlined by the by-laws of the
constitution:
1. Preside over all meetings of the Association.
2. Administer the affairs of the Association in accordance with the Constitution, bylaws, and the policies approved by the Board of Directors.
B. To fulfill these duties the President should carry out the following:
1. Appoint Committee chairs and develop the committee charges for the year.
2. Appoint Editors of LAMA Review.
3. Appoint individual Board members to act as liaison to committees to monitor their
progress and assist in resolving issues.
4. Act as the official representative for the Association dealing with the public regarding
the field of laboratory management.
5. Write a President’s column for the LAMA E-Review to keep the membership
informed of the ongoing progress of the Association.
6. Attend all official meetings of the Association.
7. Review all minutes of the Board meetings for correctness and ensure distribution to
the Board.
8. Serve as a mentor to the Vice-President.
9. Appoint committee chairs to fill vacancies.
10. Travel to meetings that are in the interests of the Association as approved by the
Board. The President is allocated a budget line item of $5,000 per year to cover
travel to professional conferences. It is expected that the President’s institution cover
the travel and lodging costs of the LAMA Annual Meeting. It is important to have
the President or Vice-President attend these meetings to promote LAMA and the
LAMA Annual Meeting.
11. Prepare the annual report of the Association’s activities for submission to the
American Association for Laboratory Animal Science on our status as an affiliate
organization.

II. Vice-President
A. Responsibilities: According to the by-laws the Vice-President has the following duties:
1. Assume the Presidency at the termination of the predecessor’s term or in the case that
the President is unable to fulfill the duties of the office.
2. Perform the duties of President in the absence of the President.
B. To fulfill these duties the Vice-President will carry out the following:
1. Attend all meetings of the Association as well as all Board and Executive committee
meetings.
2. Prepare committee vice-chair appointments for approval by the Board by the Annual
Meeting.
3. Serve as the LAMA liaison to any other organization or organizations.
III. Immediate Past-President
A. Responsibilities: As outlined by the by-laws:
1. Act as the retiring President.
2. Act as the President in the event that the , Vice-President, or President cannot assume
their duties, until they can resume them, or until the next election.
B. To carry out these duties, the Past-President should:
1. Attend all meetings of the Board of Directors and the Association.
2. Oversee all aspects of the conduct of the program for all meetings of the Association.
3. Act as mentor to the President and Vice-President.
4. Provide newly elected officers with information, materials, and training to prepare
them to assume their leadership roles in the Association.
5. Ensure that LAMA’s Strategic Long Range Plan is representative of the direction of
the organization and is up to date.
V. Secretary-Treasurer
A. Responsibilities include:
1. Maintain the financial records of the Association.

2. Act as custodian of all Association assets and be responsible to deposit and/or transfer
Association funds in or out of a federally insured bank.
3. Pay all debts incurred by the Association from funds of the Association, as directed
by the Executive Committee and the Board.
4. Maintain for a period of not less than seven years all vouchers, invoices, and other
records of financial transactions of the Association.
5. Present a report of the Association’s current fiscal status and a report of the salient
activities of the Office at all business meetings or whenever requested by the
Executive Committee.
6. Be bonded at the discretion of the Executive Committee and at the Association’s
expense.
7. Upon the expiration of the term of office transfer all funds, properties, and records to
the successor.
B. To carry out the duties of the office the Secretary-Treasurer should:
1. Reconcile all financial statements and bank records and communicates to the
President.
2. Provide a financial statement for inclusion in the agenda book for the Board of
Directors meetings.
3. Prepare the annual budget for the Association with input from the Officers and
committee chairs for approval at the Fall meeting.
4. Maintain an official record of all documents of the office so as to provide integrity
and accountability at the time of transfer of archives to the office’s successor.
VI. Executive Director
A. Responsibilities: As stated in the by-laws:
1. Maintain the general correspondence of the Association.
2. Attend all business meetings, Board, and Executive Committee Meetings; make
records of the attendance and the business that was transacted.
3. Maintain all original records of all business meetings and other sessions until
approved by the Association for disposal.
4. Distribute to the membership all notices, records, or other official communications.

5. Supervise tabulation of the ballots for the elections.
6. Perform tasks as assigned by the Executive Committee and Board of Directors.
B. To carry out these duties the Executive Director should:
1. Maintain the official stationary of the Association and make recommendations to the
Officers and Board for changes as requested or needed.
2.
Contact the Officers and Board as often as necessary, to obtain all official
correspondence which is kept in the official records of the Association.
3.
Provide draft of the minutes of all meetings to the President for review within one
month after the conclusion of those meetings. After approval, all final documents are
distributed to the attendees and if necessary to the membership within one month.
4. Ensure that an updated list of the membership is being used to mail official
Association correspondence.
5. Maintain a record of all official documents that will accompany the files so as to
provide integrity and accountability for the Association’s archives and to expedite
transfer to all newly elected officers.
6. Responsible for making all the arrangements to have the LAMA Booth displayed at
the National AALAS Meeting. The ED also works with the Marketing committee to
arrange for the booth to be present at other professional meetings where LAMA is
promoted.
7. Prepare an agenda for all meetings of the Board and distribute one month prior to the
meeting.
8. Prepare an Association calendar with dates and milestones for distribution to the
Association leadership to assist in the management of the Association affairs.
9. Update the LAMA informational brochure as needed.
10. Conduct business as described in the current signed contract.
11. Identify and solicit suggestions on education and training activities whose topics
relate to current interests of managers/supervisors in the field of laboratory animal
care and use.

12. Process membership applications/renewals in a timely manner to ensure that the
members are entered into the database and receive the LAMA Review and access to
the LAMA Website.
13. Review the membership rosters as often as necessary to maintain current membership
lists for the accurate conduct of Association business.
14. Coordinate the LAMA Booth activities and materials in conjunction with membership
chair and Executive Director.

Section 4
Board of Directors and Executive Committee

I. Board of Directors
The Board is the legislative body of the Association.
A. Responsibilities include the following:
1. Initiate and implement policies in accordance with the wishes of the Association, as
the Constitution and By-laws permit and require.
2. Approve an annual budget presented by the Executive Committee.
3. Determine annual dues.
4. Assist with the program as directed by the Association By-laws.
5. Review and approve the President’s nominations for committee chairpersons.
6. Act as the nominating committee for Association officers with the Vice-President
Elect serving as Chair.
7. Review all cases involving member discipline or expulsion as directed by the Bylaws.
8. Is responsible for keeping current the LAMA Leadership Manual by incorporating
any changes made by the BOD. The Manual is intended as a “living” document to
enhance the effectiveness of the administrative affairs of the Association. Each
committee chair is responsible for updating their portion of the LAMA Leadership
Manual. Suggested changes/additions/deletions should be brought to the BOD for
approval and if approved, will be incorporated in the next Manual update. This should
occur every three (3) years unless circumstances call for earlier review.
B. To carry out these duties the Board should:
1. Maintain contact with the membership frequently by means of telephone, personal
visits, Association publications, and other means to assure that concerns of the
membership are heard and that the membership is kept abreast of decisions and
activities of the Board.
2. Contact committee chairpersons to assist in the development of goals and time frames
based on committee charges. Check with chairpersons quarterly to determine progress
and inform the President in a timely manner of the progress.
3. Assist the committee chairpersons as needed in the preparation of the committee’s
annual budget and ensure that the information is provided to the Association
Secretary-Treasurer in a timely fashion for inclusion in the Association’s annual
budget.

4. Review the contents of the agenda book at least two weeks prior to a scheduled
meeting and come prepared to discuss the Association’s issues.
5. Provide an end of year report to the President on the performance of the committee
chair for which the Board member was liaison.
6. Provide input as requested by the President for the report of the Board’s activities to
the membership at each meeting of the Association.
7. Interact with other organizations to enhance the image of the Association and to
communicate our abilities to serve the career field of Laboratory Animal Science.
II. Executive Committee
The Executive committee is the administrative body of the Association consisting of the
President, the Vice-President, the Immediate Past-President, and the Secretary-Treasurer.
A. Responsibilities include:
1. Meet immediately preceding any scheduled meeting of the Board.
2. Attend all meetings of the Association.
3. Spend funds as approved by the Board of Directors.
4. Administer the Association according to the By Laws, Constitution and the wishes of
the membership.
B. To carry out these duties the committee should:
1. Review all financial statements prepared by the Association Secretary-Treasurer and
compare the adherence to the projected annual budget.
2. Conduct the auditing of the Association financial records as directed by the By-laws.
3. Review the administrative operations and management annually to ensure efficient
and effective procedures as to the conduct of the Association business. Develop
benchmarks to enable this process to be highly effective.
4. Review all committee action resolutions for potential action by the Board.
5. Review all performance documents of committee chairpersons.
6. Review all actions that involve the removal or discipline of an Association member
before the Board hears the case.

Section 5
Association Committees

I. Committee Operations
Committees within LAMA will consist of at least two members delegated to consider,
investigate, take action on, or whose function are to provide an ongoing service to the
Association and its mission. Guidance on LAMA standing committees is defined in the
Constitution and By-laws. An Ad-Hoc committee is formed when a specific, temporary, shortterm need is identified. Ad-Hoc committees are dissolved after fulfilling their purpose.
A. Terminology:
1. Chairperson: The individual appointed by the President to oversee the operation of the
committee and the carrying out committee charges.
2. Vice-Chair: The individual appointed by the Vice-President at Annual Meeting for all
standing committees. The Vice-Chair will assume the Chair the following year with
approval of the BOD.
3. Charges: The task(s) assigned by the President to the committee which should be
accomplished by the established date. These tasks should support the association Long
Range Strategic Plan.
4. Goals: These are the specific targets for the association that assist the committee in
accomplishing its charges.
5. Reports: The chair prepares a document twice annually to inform the President, Board,
and membership of the progress of the committee in completing its charges and also to
communicate any needs that the committee has identified in the carrying out of its
charges.
B. Function:
1. Membership: The President with the approval of the Board appoints the chair of all
committees. It is the responsibility of the chairperson with the approval of the President
to appoint the members of the committee. All committee members must be members in
good standing of LAMA. The term of office may be for one year or as determined by the
BOD.
2. Direction: The President will determine the charges of each committee with the
assistance of the Association’s Long Range Strategic Plan and the leadership. The
charges will be communicated to the incoming chairperson and agreed upon by all. The
chairperson will then develop goals and time tables based upon these charges. These will
be communicated back to the President for approval.
3. Liaison: The President will appoint a Board member to oversee each committee. The
purpose of the liaison is to act as an ex-officio non-voting member of the committee and
to serve as a channel of communication between the committee and the Association

leadership. The liaison will also provide the Board with the assessment of the
committee’s performance and effectiveness at the conclusion of his/her term.
4. Finances: Once the committee charges are communicated, the chair will develop the
work plan and determine if financial support is needed in the carrying out of the
committee’s business. The chair will prepare a document detailing the committee’s
needs and present it to the Board for approval. No expenditures of funds for committee
business will be allowed without the approval of the Board.
5. Accountability: The committee is accountable to the President for the effective
completion of the charges. The liaison provides a means to this end as well as the
preparation of the reports that are called for semi-annually. The report should detail the
committee membership, charges, actions taken, and any action resolutions that the
committee wishes the Board to act upon. Additionally actions and progress of the
committee may be published in the LAMA Web Site.
6. Meetings: The committees will meet throughout the year to facilitate the work of their
charges. The frequency of these meetings is at the discretion of the chairperson.
Meetings can take the form of computer link or conference calls,. Committees should
meet at the time of the Annual Meeting. Any funds for meetings must be in accordance
with the procedures described in the section on committee finances. Each meeting should
have an agenda and a set of minutes. These should be circulated to all members
following the meeting and a courtesy copy provided to the President.
C. Responsibilities:
1. Chair: The chairperson is responsible to provide leadership to the committee in the
effective completion of the charges. He/she is also responsible for keeping the President
informed of any problems that may hinder the committee’s work or issues that may need
the attention of the Board. The chair will review his/her applicable portion of the
Leadership Manual annually and make recommendations to the Association leadership
for any changes that need to be made. The chair will review the work of the committee
members and provide input back to the President as required.
2. Committee members: The members are responsible for carrying out the goals and work
as delegated by the chairperson. They are also responsible to communicate any problems
or obstacles that may hinder their effectiveness.

II. Standing Committees
The Vice-President with the consent and advice of the Board of Directors shall appoint standing
committees. At the current time the following standing committees with their overall
responsibility are:
A. Education and Training (to include CMAR)
1. Purpose: To serve the Association by developing and supervising learning
opportunities for the membership.
2. Standing Charges:
a. Review Association programs and materials for effectiveness and make
recommendations to the Association leadership as needed.
b. Solicit and submit to AALAS one workshop, seminar, and roundtable idea for the
Annual Meeting of AALAS.
c. Review on an annual basis quality control criteria for evaluating educational
materials and opportunities to maintain the membership at the cutting edge.
3. Responsibilities: The responsibilities of the committee are to:
a. Review and make available to the membership current literature and materials
that will assist them in their positions.
b. Keep abreast of membership specialties and facilitate training opportunities as
requested.
c. Solicit from membership education and training ideas for the Annual AALAS
Meeting. Decide topics and submit to the Program committee for approval.
d. Communicate with the editors of LAMA E-Review and the LAMA Website as
necessary.
e. Coordinate with other Committee chairs as necessary (i.e., Marketing, Program &
Awards.)
CMAR Committee: is a standing committee of AALAS and LAMA and is composed of six
members of which at least 1/3 must be LAMA members, three members from each organization.
One LAMA member is appointed by the LAMA President each year to serve a 3-yr term. Each
appointee serves the first year of the 3-yr term as a junior member of the committee. The second
year this individual serves as the Vice Co-Chair of the committee. . This rotation ensures the
continued balance of the associations and the three-year terms of members are staggered so no
more than one member from LAMA rotates off in any one year. In addition to the three

members from each organization, this standing committee of national AALAS also includes an
AALAS Representative to the Institute for Certified Professional Managers (ICPM), an AALAS
BOT liaison, and an AALAS staff liaison. LAMA appointees to this committee must be national
AALAS members. Appointments take effect after the national AALAS meeting.
LAMA, AALAS and ICPM entered into a Strategic Alliance for the purpose of developing and
sustaining a specialty certification for Laboratory Animal Managers. The specialty certification
requires candidates to pass the three exams for the Certified Manager designation and the Animal
Resources (AR) exam specifically related to laboratory animal management. The exams may be
taken in any order. ICPM is the entity that conducts the CMAR program with the assistance of
LAMA and AALAS. The collaborative relationship between LAMA and AALAS enables them
to best utilize the resources and strengths of each in sponsoring a certification program for
laboratory animal managers. ICPM offers three tests for CM certification; the AR test is under
the auspices of LAMA and AALAS. Successful completion of all exams provides the CMAR
designation.
A. Committee charges:
1. Recommend policies and procedures of the CMAR Committee Program to the
AALAS BOT, including prerequisites for certification of members, as well as methods of
examination and other policies and procedures as might be advisable.
2. Develop and review questions used in the exam.
3. Evaluate statistical analysis of examinations and data on individuals taking the
examination.
4. Update once annually the Resource Materials list and publish the updated list.
B. Certification:
Individuals obtaining their CMAR certification are automatically certified for a two-year
period. CEU requirements must be documented and submitted to the AALAS National
Office.
1. Management Registry and CEU Tracking -- Certified Manager Animal Resources
(CMAR) program: This Committee is the result of a combined effort between AALAS
and LAMA to create a Manager/Administrator Certification program. This group has
been charged with completing the details of the program for the benefit of LAMA.
2. Criteria for participating in this program include:
a. A bachelor's degree from an accredited college or university (BA or BS)
b. Five years of laboratory animal-specific experience
c. Three years of management experience

3. Appeals process: Requests for exceptions to any of the policies of the Certified
Manager of Animal Resources Program should be addressed in writing to the CMAR cochairs (in care of the AALAS National Office). Additional information may be found in
the CMAR Handbook and the AALAS website: www.aalas.org
LAMA entered into a Teaming Agreement with AALAS for joint participation and management
of the CMAR Program.

B. Program & Awards Committee
Purpose: To arrange the annual meeting and recognize outstanding contributions to the field of
laboratory animal management.
1. Standing Charges:
a. Oversee the conduct of the LAMA Annual Meeting.
b. Conduct an evaluation of the programs on an annual basis.
c. Examine and evaluate all nomination packets submitted for LAMA awards.
d. Review and recommend changes to criteria for evaluating nomination packages as
directed.
e. Submit names of outstanding members chosen for recognition to the Executive
Committee.
f. Notify person who nominated each award winner and ask that person to notify the
recipient’s family and professional staff of the award presentation.
2. Responsibilities:
a. Solicit ideas for topics for the general meeting, choose the topic(s) and make
arrangements for speakers.
b. Appoint local arrangements committee, select site, and assist local arrangements
in conducting the general meeting.
c. Prepare budget for the general meeting and submit to the Association SecretaryTreasurer for approval.
d. Provide the necessary documents for groups interested in hosting a LAMA
Annual Meeting. (Section 2, III of this manual).
e. Assist local arrangements committee of the LAMA Annual Meeting as needed.
f. Publish award information and time frames in appropriate journals and
magazines.
g. Coordinate the preparation of plaques and cash awards for presentation to
awardees at the Annual Meeting.
h. Recognize outgoing directors annually.

1. Awards Information:
a. The Charles River Medallion: The Charles River Medallion, consisting of an
inscribed medallion and $ 1,500, will be given annually in “recognition of
distinguished contributions to the field of laboratory animal management by an
administrator/manager who is a current member of the Laboratory Animal
Management Association and is currently engaged in Laboratory Animal
Management” (engaged is defined as active employment as an administrator/manager
in an animal research facility.)
(1) The nomination packet shall consist of:
(a) Name, mailing address, and education information.
(b) Nature of professional managerial activity.
(c) Membership in professional and/or scientific organizations.
(d) Honors and awards.
(e) Bibliography (attach reprints if possible).
(f) Brief sketch of nominee’s professional background and a statement pertaining
to his/her qualifications for the award (only one nomination letter per nominee
will be accepted as part of the nomination package.)
(g) Supporting nomination letters (2 each) from either nominee’s subordinates
and/or other organizational entities (business & finance, physical plant,
purchasing, etc.)
(h) The deadline for submission is February 1st. The packet is mailed to:
LAMA c/o Jim Manke, CAE
15490 101st Ave N #100
Maple Grove, MN 55369
Phone: 763-235-6465 Fax: 763-235-6461
E-Mail: jrmanke@associationsolutionsinc.com

(i) Executive Director submits the packets to the Awards committee chairperson.
b. U. Kristina Stephens Award: The U. Kristina Stephens Award is given for
“outstanding and exceptional service to the Laboratory Animal Management
Association (LAMA).” The award consists of a freestanding plaque and $500. This
award is not to be considered as a standing annual award.
(1) The nomination packet shall consist of:

(a) A nomination letter addressed to the awards committee chairperson detailing
the individual’s contributions to the organization and to the field of laboratory
animal management.
(b) Supporting letters may be attached but are not necessary.
(c) The deadline for submission of nominations is February 1st.
c. LAMA Special Service Awards: LAMA has always prided itself on recognizing
members who contribute to the success of the Association. These awards are
normally given at the discretion of the current president. The chairperson will solicit
nominations from the members of the Board and evaluate them for appropriateness.
After consideration the chair will contact the President for final approval. These
awards are given both at the LAMA Annual Meeting and the Fall Event.
d. William O. Umiker Memorial Award: The William O. Umiker Memorial Award
consisting of a free-standing eagle plaque and $500 is given for “distinguished
meritorious service in the field of laboratory animal management teaching and
education”. Dr. Umiker’s life was given to the education of supervisors and
managers in the medical field as well as the laboratory animal management field in
the writing of numerous articles, books, seminars, and workshops. He was a longtime friend of and contributor to the LAMA Review from its beginning with his wellrecognized column called the Manager’s Forum. The recipient of this award must be
a current or life-time member in good standing of the International Laboratory
Animal Management Association and have demonstrated commitment to the field of
laboratory animal management education by contributions to the Association’s
publication, published articles, books, and presentations such as seminars and
workshops.
(1) The nomination packet shall consist of:
(a) Name, mailing address, and educational information.
(b) Nature of educational activities.
(c) Membership in professional and/or scientific organizations.
(d) Bibliography (attached reprints if possible.)
(e) Brief sketch of nominee’s professional background and a statement as to the
qualifications of the nominee for the award. Only one nomination letter per
nominee will be accepted per nomination packet.
(f) OPTIONAL – Supporting nomination letters (2 each) from a member of the
nominee’s institution or a member in good standing within the Association
may be submitted along with the nomination packet.

(g) The deadline for submission is February 1st.
(h) The packet is mailed to the LAMA Executive Director who will submit it to
the Awards committee chairperson.
e. Ron Orta Memorial Award: In memory of Ron Orta, LAMA will
present an annual award to an individual actively employed in lab animal
vivarium operations, management or administration that presents a
professional/managerial presentation at our LAMA/ATA Annual Meeting.
The criteria for the award require that nominees submit an abstract to the LAMA
Program Committee and have the abstract accepted for presentation at the
LAMA/ATA Meeting. The award selection process will occur during the
LAMA/ATA Annual Meeting. The selection group includes the Awards
Committee chair and up to 3 additional LAMA members selected by the
committee chair. The award winner will be presented with an award and
honorarium near the conclusion of the LAMA/ATA Annual Meeting each year.
An award winner can only win the award once during their professional career.
Allentown, Inc. is the sponsor for the award and will be responsible for the award
presentation and honorarium. Allentown, Inc. will also have the rights to publicize
the award winner.
C. Marketing
Purpose: To make information available to current and future membership and the general
public about the Association, management issues, and the field of laboratory animal care and
use.
1. Standing Charges:
a. Conduct membership recruitment drives.
b. Appointing members throughout the membership area to act as point persons for
membership recruitment.
c. Serve as the focal point for information on the Association.
d. To assist the BOD and the Executive Director in a review of committee materials
and documents before release to the general public.
2. Responsibilities:
a. The Committee may budget to acquire publications and/or materials to be used in the
booth.

NOTE: E- Publications
1. Standing Charges:
a.

Evaluate the Association publications to assure quality and relevancy.

b. Publish and distribute the Association’s magazine in accordance with approved
schedules
c. Evaluate the committee’s structure and determine needed changes if any to maintain
operational effectiveness.
2. Responsibilities:
a. Review annually the ability of the Association’s membership to access the LAMA
Website.
b. Publish the LAMA Review quarterly.
c. Post information to the LAMA Website as requested.
d. Coordinate with other committees as needed to conduct the business of the
committee.
e. Review and update committee policies and procedures annually to assure relevancy.
3. Position Descriptions:
a.

Editor-in-Chief, LAMA Review

The Editor-in-Chief is responsible for the content, publishing of the quarterly LAMA
publication known as the LAMA Review, world-wide distribution, and the management
of the volunteer staff who oversee its publication. The position is responsible for but is
not limited to the following:
1. Preparation and submission of the annual budget to support the publication of the
Review.
2. Work with paid staff and Association leadership to assure financial support for the
Review.
3. Supervise Managing and Copy Editors to assure the timely publication of the Review.
4. Review and choose materials to be published in each edition of the Review.
5. Author relevant articles as time permits and recruit authors for the publication.

6. Publication of the Review quarterly in accordance with approved deadlines.
7. Appointment of column editors (Training, Regulatory Compliance, Physical Plant,
Human Relations, and Miscellaneous).
8. Review and update the publication so as to maintain relevancy and fulfill the vision of
the Association.
9. Interfacing with paid staff that carries out public relations activities with career field
vendors.
10. Communication with the officers and leadership of the Association to assure that the
publication meets the expectation of the membership.
Qualifications: The Editor-in-Chief must be a member in good standing of LAMA.
He/she must have published and reviewed articles in at least one or two peer-reviewed
publications within the career field of Laboratory Animal Science and Management. In
addition he/she must have been a member of the Editorial Board of the Review for not
less two years and have contributed to a minimum of 5 articles.
b. Associate Editor-in-Chief, LAMA Review
The Associate Editor-in-Chief assists the Editor-in-Chief in the day-to-day operation of the
publication of the LAMA Review and fulfills his/her duties as Editor-in-Chief as needed.
This position has the following tasks:
1. Assist the Editor-in-Chief with preparation of the annual budget.
2. Author material for the Review as determined by the Editor-in-Chief.
3. Assist the Editor-in-Chief in assuring timely publication of the Review.
4. Assist the Editor-in-Chief in recruitment of column editors for the Review.
5. Assist the Editor-in-Chief in maintaining relevancy and vision for the Review.
6. Work with paid staff in matters of presentation so that the publication
maintains effective readability.
Qualifications: The Associate Editor of the Review must be a member in good standing of
LAMA. He/she must have successfully published in 2 – 3 publications within the career
field of Laboratory Animal Science and Management. In addition he/she must have served
on the Editorial Board of the Review for a minimum of one year and have contributed
articles regularly for editions of the Review.

D. Financial Oversight Committee
This standing committee will consist of five members. The Chair is selected for a two-year
term. The Vice-President and are members of this committee (not serving as Chair).
1. Policies:
a. Checks
(1) The Executive Director, Secretary-Treasurer and the Financial Oversight
Committee Chair are the only people allowed to sign checks.
(2) All checks in excess of $300 must be signed by at least two of the above.
(3) A $35 fee will be placed on all returned checks. Privileges of LAMA
membership will be suspended until replacement of funds is received in the
LAMA account.
b. Budget
(1) All Committee Chairs will submit at least 10 days prior to the Fall BOD Meeting
a budget request for the upcoming year for the respective committees.
(2) Each year after the Committee Chairs have submitted their budget requests during
the Fall BOD Meeting; the Financial Oversight Committee, the SecretaryTreasurer, and the Executive Director will prepare a budget for presentation to the
Executive Committee and the BOD.
(3) The Executive Committee reviews the budget. The Secretary-Treasurer, the
Executive Director, and the Financial Oversight Committee will revise the budget
per the recommendations of the Executive Committee and present the budget for
final approval to the BOD.
(4) All funding requests in excess of the budget allotment will be forwarded on to the
BOD for their approval.
(5) Budget expenses approved by the BOD will be paid out of the Association
operating account.
(6) Note that the approved budget is dependent on meeting income requirements
(membership, advertising, etc.). If there is a shortfall, expenses will need to be
cut. Therefore, committees must seek approval prior to spending funds even if
the proposed budget was approved.

c. Reimbursement of Expenses

(1) The Association shall reimburse the LAMA President for all BOD approved
expenses incurred while performing duties as President of the Association.
(2) For unusual “hardship” circumstances in which an Officer or BOD member
Trustee cannot find funds to support attendance at the Annual Meeting, that
individual may ask the BOD for support.
d. Investment Policy
(1) Introduction
(a) A statement of Investment Policy should be adopted by the Board of Directors
of LAMA to provide guidelines for the investment of funds held by the
Association. This policy should not include LAMA Foundation funds, which
should be covered under a separate policy.
(b) For the purposes of managing investment risk and to optimize investment
returns within acceptable risk parameters, the funds held will be divided into
two separate investment pools. The process for determining the dollar amount
in each pool is set forth in the “Procedures” section of this document. The two
investment pools shall be called the “Operating Funds” and the “Reserve
Fund.”
(2) Definitions: For clarity and purposes of this document, the following definitions
are provided:
(a) Operating Fund -- Those funds expected to be available for investment for one
year or less.
(b) Reserve Fund -- A contingency fund established to meet the financial goals
and objectives of the association’s Long Range Strategic Plan (LRSP). The
stated goal of the reserve fund is a ready cash balance equivalent to one year’s
fully loaded expenses.
(c) One Year’s Fully Loaded Expenses -- The amount of one year’s fully loaded
expenses is currently $200,000 (2013 budget). This amount will be reviewed
every three years and adjusted accordingly.
(3) Procedures
(a) The following procedures will be followed to ensure the investment policy
statement is consistent with the current mission of LAMA and accurately
reflects the current financial condition.
i. The Financial Oversight Committee for any necessary revisions shall
review this investment policy annually.

ii Recommendations for any revisions or modifications will be made by the
Financial Oversight Committee to the BOD for approval.
(b) The following procedures will be used to determine the dollar amounts to be
placed in the Operating Fund and the Reserve Fund. Dollars not specifically
designated for Reserve Fund will be restricted to investments designated in
the “Investment Guidelines” for the Operating Fund.
i. In addition to annual budgeted contributions already approved by the
BOD, as excess funds become available, the Executive Committee will
periodically recommend additional dollar amounts to be placed in the
Reserve Fund.
ii. The BOD will have final approval of the dollar amounts placed in specific
funds.
(4) LAMA Operating Fund
(a) Purpose: The purpose of the Operating Fund is to provide sufficient monies
to meet the financial obligations of LAMA.
(b) Investment Objectives: The investment objectives of the Operating Fund are:
i. Preservation of Capital
ii. Liquidity
iii. Optimization of the investment return within the constraints of the policy.
e. Investment Guidelines
(1) Allowable Investments: The Secretary-Treasurer, in cooperation with the
Executive Director and Financial Oversight Committee, shall be authorized to
invest LAMA Operating Funds as follows:
(a) Federally Insured Certificates of Deposit not to exceed $100,000 per
institution.
(b) Interest bearing checking accounts in federally insured banks and savings and
loans not to exceed federally insured amounts.
(c) Direct Obligations of the U.S. Government, its Agencies and
instrumentalities; and

(d) Repurchase agreements in conjunction with bank sweep accounts and
collateralized by U.S. Government obligations.
(2) Maturity: The maturities on investments for the Operating Fund shall be limited
to one year or less.
(3) Reporting: The Secretary-Treasurer, in cooperation with the Executive Director
and Financial Oversight Committee shall prepare the following reports for
presentation on an annual basis to the BOD.
(a) Schedule of investments
(b) Interest income year to date
(c) Current yield
f. LAMA Reserve Fund
(1) Purpose: The purpose of the LAMA Reserve Fund is to enhance the purchasing
power of funds held for future expenditure, and to maintain the financial stability
of the Association in accordance with the LAMA Long Range Strategic Plan goal
of having one complete year’s expenses held in reserve.
(2) Investment Objectives
(a) The objectives of the Reserve Fund portfolio represent a long-term goal of
maximizing returns without exposure to undue risk while maintaining a high
liquidity of funds.
(b) It is understood that fluctuating rates of return are characteristic of the
securities markets. The primary concern should be long-term appreciation of
the assets and consistency of total return on the portfolio.
(c) Recognizing that short-term market fluctuations may cause variations in the
account performance, the portfolio is expected to achieve the following
objectives over a three year moving time period.
i. Enhance portfolio value through management of association assets.
ii. Provide opportunities for the growth of assets through capital appreciation.
iii. Provide opportunities for a high level of income through fixed income
investments.
iv. Reduce volatility in the portfolio through fixed income investments.

(3) Investment Guidelines
(a) The LAMA Reserve Fund will maintain a high liquidity position until such
time that a minimum of 75% of the SLRP goal of “One Year’s expenses” is
met. Current Reserve Funds are to be invested as follows: 60% in fixed lowrisk investments with high liquidity; 40% in Mutual Funds or other acceptable
growth investments.
(b) The process for selecting Mutual Funds investments is as follows:
i. The Secretary-Treasurer, in conjunction with the Executive Director and
Financial Oversight Committee will arrange for an appropriate investment
professional to present a prospectus of selected Mutual Funds, Money
Market Funds or other acceptable growth investments to the BOD at the
LAMA Annual Meeting.
ii. The Financial Oversight Committee will select Mutual Funds and the
BOD authorizes their purchase.
iii. The BOD may also reject the selection of Mutual Funds offered.
(c) Investments in fixed-income securities shall be of the following types of
issuers:
i. Federally Insured Certificates of Deposit not to exceed $100,000 per
institution.
ii. The U.S. Government or its various agencies.
iii. Repurchase agreements in conjunction with bank sweep accounts and
collateralized by U.S. Government obligations.
iv. Investment grade (Baa/BBB or higher) corporate debt with maturities not
to exceed five years.
v. A “qualified” manager professionally manages the Mutual Funds, which
conform to an agreed upon asset allocation.
(4) Performance Reporting
(a) The reserve Fund will be evaluated annually on a total return basis and
monitored as to management changes. It is expected that total return will
fluctuate with market conditions and that this fund has a time horizon of three
to five years.

(b) Comparisons will be prepared on the fixed portion of the portfolio compared
with the Treasury Bill Index and the general Treasury Curve as a whole. The
equity portion of the portfolio will be compared to the S&P 500 index and/or
the Russell 2000 index.
(c) Comparisons will show results for year-to-year and since inception. The
report will be prepared by the Secretary-Treasurer and Financial Oversight
Committee and will be presented to the BOD.
E. Strategic Long Range Planning Committee
This committee meets at two year intervals (even numbered years) to review the current plan
and make recommendations for the next five years to the BOD. The Immediate Past
President shall serve as chair.

Section 6
Strategic Plans

Strategic Plan (2017-18)
Goal 1: LAMA Leadership
A. Objective: Attract & develop dynamic accountable leaders to ensure a
robust successful futuristic organization.
Committee Assignment: Executive Committee
B. Objective: Refine LAMA Committee structure.
Committee Assignment: Board (Mostly completed)
C. Objective: Enhance liaison to Committee exchange.
Committee Assignment: Board and Committee Chairs
Goal 2: Membership ROI / Marketing the LAMA Brand
A. Objective: Develop vehicle for increased networking opportunities for
members.
Committee Assignment: Marketing Committee
B. Objective: Develop semi-annual webinars and / or virtual tours.
Committee Assignment: Education & Training Committee
C. Objective: Develop a vision for the organization and update our mission to
ensure it is current, relevant and represents the membership.
Committee Assignment: Board
D. Objective: Develop opportunities for ATA and LAMA to showcase
partnership.
Committee Assignment: Program Committee
Goal 3: Financial Sustainability
A. Objective: Increase the transparency of the LAMA Foundation’s ability to
provide financial support for continuing education.
Committee Assignment: Foundation Board and Marketing Committee
B. Objective: Explore opportunities for paid advertisements on LAMA’s
website, blog.
Committee Assignment: Marketing Committee
Goal 4: Professional Development
A. Objective: Evaluate Annual Meeting.
Committee Assignment: Program Committee
B. Objective: Determine future direction of Leadership Bootcamp.
Committee Assignment: Education & Training Committee

Section 7
LAMA Foundation Bylaws

Article I - Name and Offices
Section 1.

Section 2.

Name - The name of the organization, a Minnesota not-for-profit corporation, is the
Laboratory Animal Management Association (LAMA) Foundation (sometimes
hereinafter referred to as the “Foundation”).
Offices - The Foundation shall maintain a registered office in the State of
Minnesota and a registered agent at such office. The principal Foundation business
office shall be contiguous with the National Office of the Laboratory Animal
Management Association (the "Association").
Article II - Purposes

Section 1.
Section 2.

Purpose - The purpose of the Foundation shall be as set forth in its Articles of
Incorporation.
Charitable Organization - A related purpose of the Foundation, as also set forth in
its Articles of Incorporation, is to be and remain a tax exempt charitable
organization under Section 501(c)(3) of the Internal Revenue Code, as amended (or
any corresponding provision of any future United States Internal Revenue Law).
Therefore, the following rules shall conclusively bind the Foundation and all
persons acting for or in behalf of it in pursuing its purposes:
a. No part of the net earnings of the Foundation shall inure to the benefit of, or be
distributable to its directors, officers, or other private persons, except that the
Foundation shall be authorized and empowered to pay reasonable compensation
for services rendered and to make payments and distributions in furtherance of
its purposes.
b. No substantial part of the activities of the Foundation shall be the carrying on of
propaganda, or otherwise attempting to influence legislation, and the
Foundation shall not participate in, or intervene in (including the publishing or
distribution of statements) any political campaign on behalf of (or in opposition
to) any candidate for public office.
c. The Foundation shall not carry on any activities not permitted to be carried on
(1) by a corporation exempt from Federal income tax under Section 501(c)(3) of
the Internal Revenue Code of 1986 (or the corresponding provision of any
future United States Internal Revenue law) or (2) by a corporation, contributions
to which are deductible under Section 170(c)(2) of the Internal Revenue Code
of 1986 (or the corresponding provision of any future United States Internal
Revenue law).
d. Upon the dissolution of the Foundation, the Board of Directors shall, after
paying or making provision for the payment of all of the liabilities of the
Foundation, dispose of all the assets of the Foundation exclusively for the
purposes of the Foundation in such manner, or to such organization or
organizations organized and operated exclusively for charitable, educational, or
scientific purposes as shall at the time qualify as an exempt organization or
organizations under Section 501(c)(3) of the Internal Revenue Code of 1986 (or
the corresponding provision of any future United States Internal Revenue law),
as the Board of Directors shall determine.

e. The Foundation shall not adopt any practice, policy or procedure which would
result in discrimination on the basis of race, religion, gender or national origin.
f. The Foundation’s educational activities shall be conducted consistent with
objective scientific facts, avoiding the use of inflammatory language or
unsupported conclusions on the basis of emotional feelings.
g. Awards shall be granted on a non-discriminatory basis to selected individuals
working in the field of Laboratory Animal Science.
h. Grants awarded shall provide that research results be made available in a
practical manner on a non-discriminatory basis, so as not to inure to the benefit
of any private person or entity.
Article III - Members
Section 1.

Classes of Members - The Foundation shall have no members.
Article IV - Board of Directors

Section 1.
Section 2.
Section 3.

Section 4.

Section 5.

Section 6.
Section 7.

Section 8.

Section 9.

General Powers - The affairs of the Foundation shall be managed by its Board of
Directors.
Number - The number of directors shall be a total of five (5) individuals.
Membership of the Board of Directors - The Foundation Board of Directors shall be
made up of five (5) voting members elected by the Board of Directors of the
Association. The President-elect and Treasurer of the Association shall have
automatic seats on the Board. The other three (3) directors shall at all times be filled
by current members of the Association.
Election and Appointment – Directors shall be elected by the Board of Directors of
the Association at its Annual Meeting or as soon thereafter as conveniently
possible.
Tenure - The Foundation Directors shall be elected for terms of three years (from
the end of an Association Annual Meeting to end of the Annual Meeting three years
hence), which terms shall be staggered so that two or three of the terms of the
directors expire annually. The terms of the President-Elect and Secretary-Treasurer
shall be concurrent with their tenure on the Association Board of Directors. Each
director shall hold office until a successor is duly elected (or appointed in the case
of ex officio members), or until death, resignation or removal.
Qualifications - Directors need not be residents of Minnesota. All Directors of the
Association shall be members of the Association.
Annual Meeting - An annual meeting of the Board of Directors shall be held,
without notice other than these Bylaws, in conjunction with the Annual Meeting of
the Board of Directors of the Association at the Association National Meeting.
Other Regular Meetings - The Board of Directors may provide by resolution the
time and place for the holding of additional regular meetings of the Board without
notice other than such resolution.
Special Meetings - Special meetings of the Board of Directors may be called by the
Chair of the Board. Special meetings of the Board shall be held via teleconference

Section 10.

Section 11.

Section 12.

Section 13.

Section 14.

Section 15.

Section 16.

Section 17.

or electronic media.
Notice - The notice or waiver of notice of any meeting of the Board need not
specify the business to be transacted at, nor the purpose of, such meeting unless
specifically required by law or these Bylaws. Notice of any special meeting of the
Board of Directors shall be given at least five days in advance by written notice to
each director.
Quorum - At all meetings of the Board of Directors, a majority of the total number
of voting directors then in office (three of five if there are no vacancies) shall
constitute a quorum for the transaction of business. If less than such a majority of
the directors is present at any meeting, a majority of the directors present may
adjourn the meeting to another time without further notice. Withdrawal of directors
from any meeting shall not cause failure of a duly constituted quorum at that
meeting.
Manner of Action - The act of a majority of the directors present at a meeting at
which a quorum is present shall be the act of the Board of Directors, unless the act
of a greater number is required by the Articles of Incorporation or these Bylaws.
Action Without Meeting - The Board of Directors may take any action which it
could take at a meeting of directors without meeting if a consent in writing, setting
forth the action to be taken, is signed by all the directors entitled to vote on the
subject thereof.
Attendance of Meetings - Directors may participate in any meeting through the use
of a conference telephone, email or similar communications equipment by means of
which all persons participating in the meeting can hear each other. Such
participation shall constitute presence in person at the meeting.
Vacancies - Any vacancy occurring in the Board of Directors or any directorship to
be filled by reason of an increase in the number of directors shall be filled by an
appointment by the Association Board of Directors. A director so appointed to fill a
vacancy shall be appointed to serve for the unexpired term of the predecessor, and
until a successor is duly elected and qualified or until death, resignation or removal.
Compensation - Directors shall not receive any compensation for their services as
directors, but by resolution of the Board of Directors, directors may be reimbursed
for expenses incurred in attending any regular or special meeting of the Board. A
director may serve the Foundation in any other capacity for reasonable
compensation.
Removal - A Foundation Director may be removed for cause by two-thirds (2/3)
vote of the Foundation Board of Directors, provided, however, that the Association
Board of Directors shall have the right to override any such removal by two-thirds
(2/3) vote. The Association Board of Directors shall also have the right, to remove a
Foundation Director with or without cause by two-thirds (2/3) vote. The vote by the
Association Directors on such matters may be at any regularly scheduled meeting,
telephone conference call mail or electronic mail ballot, providing a quorum of the
Directors is present or participating.

Article V - Officers
Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

Section 6.

Section 7.

Officers - The elective officers of the Foundation shall be a Chair of the Board and
a Secretary/Treasurer. The Board of Directors may also elect such other officers as
it deems appropriate. Officers whose authority and duties are not prescribed in these
Bylaws shall have the authority and perform the duties prescribed, from time to
time, by the Board of Directors. Any two or more offices may be held by the same
person, except the offices of Chair of the Board and Secretary/Treasurer.
Term of Office - Each elective officer of the Foundation shall be elected at the
annual meeting of the Board of Directors and shall hold office for a term of one
year (or until the next annual meeting) and until the officer's successor is elected
and qualified or until the officer's death, resignation or removal. Vacancies may be
filled or new offices created and filled at any meeting of the Board of Directors or
Association Board. Election of an officer shall not of itself create contract rights.
Chair of the Board - The Chair of the Board shall be the principal elective officer of
the Foundation. Subject to the direction and control of the Board of Directors, the
Chair shall preside at meetings of the Board of Directors. The Chair shall also, at
such times as the Chair deems proper, communicate to the Association Board of
Directors such matters and make such suggestions as the Chair believes will
promote the welfare and increase the usefulness of the Foundation, and shall
perform such other duties as prescribed by the Foundation's Board from time to
time.
Secretary - As Secretary, the Secretary shall certify the Bylaws, the resolutions of
the Board of Directors and any committees, and other documents of the Foundation
as true and correct copies thereof, and shall have such other duties as prescribed by
the Chair of the Board or the Board of Directors from time to time.
Treasurer - As Treasurer, the Treasurer shall remain fully advised as to the financial
condition of the Foundation and shall regularly report to the Board of Directors on
the financial conditions of the Foundation and the adequacy of the accounting
records of the Foundation. The Treasurer shall have such other duties as prescribed
by the Chair or the Board of Directors from time to time.
Executive Director - The Board of Directors may employ or retain a person to serve
as the chief executive officer of the Foundation, who shall be responsible for the
administration and management of the Foundation. This person shall have the title
of Executive Director or such other title as the Board of Directors shall from time to
time designate, and the Executive Director may also act as Secretary of the
Foundation, as directed by either the Chair of the Board or the Secretary/Treasurer.
Subject to the approval of the Board of Directors, the Executive Director shall
employ and may terminate the employment of staff as necessary to carry on the
work of the Foundation. The Executive Director shall manage and direct all
functions and activities of the Foundation and perform such other duties as the
Board of Directors may prescribe from time to time.
Removal - Any officer elected by the Board of Directors may be removed by the
Board whenever in its judgment the best interests of the Foundation would be
served thereby. Such removal shall be without prejudice to the contract rights, if
any, of the person removed.

Article VI - Committees
Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

Section 6.

Section 7.

Section 8.

Creation of Committees - The Board of Directors may, by resolution adopted by a
majority of the directors in office, designate such standing or special committees as
it deems appropriate. Each committee shall consist of such persons as the Board
shall appoint.
Quorum - Unless the presence of greater number is required in the resolution
designating the committee, a majority of the whole committee shall constitute a
quorum.
Manner of Acting - Unless the act of a greater number is required in the resolution
designating a committee, the act of a majority of the members present at a meeting
at which a quorum is present shall be the act of the committee.
Meetings - Unless otherwise provided in the resolution designating a committee,
such committee may, by majority vote, select its chair, fix the time and place of its
meetings, specify what notice of meetings, if any, shall be given, and fix its rules of
procedure consistent with these Bylaws, rules adopted by the Board of Directors.
Term of Office - Each member of a committee shall continue as such until that
member's successor is appointed, unless the committee is terminated sooner, or
unless such member is removed from the committee, resigns, or otherwise ceases to
qualify as a member thereof.
Vacancies - Vacancies in the membership of any committee may be filled by
appointments made in the same manner as provided in the case of the original
appointments.
Action without Meeting - Any action which may be taken at a meeting of a
committee may be taken without a meeting if a consent in writing, setting forth the
action so taken, is signed by all of the members of the committee entitled to vote
with respect to the subject matter thereof.
Attendance by Telephone - Members of a committee may participate in any
meeting through the use of a conference telephone or similar communications
equipment by means of which all persons participating in the meeting can hear each
other. Such participation in a meeting shall constitute presence in person at the
meeting.
Article VII - General Provisions

Section 1.

Section 2.

Contracts - The Board of Directors may authorize any officer or officers or agent or
agents of the Foundation to enter into any contract or execute and deliver any
instrument in the name of and on behalf of the Foundation and such authority may
be general or confined to specific instances.
Checks, Drafts, Etc. - All funds of the Foundation shall be deposited from time to
time to the credit of the Foundation in such banks, trust companies or other
depositories as the Board of Directors may select. All checks, drafts or other orders
for the payment of money, notes or other evidences of indebtedness issued in the
name of the Foundation shall be signed by such officer or officers or agent or agents
of the Foundation and in such manner as shall, from time to time, be determined by
resolution of the Board of Directors. In absence of such determination by the Board

Section 3.

Section 4.
Section 5.

Section 6.

Section 7.

Section 8.

of Directors, such instruments shall be signed by the Secretary/Treasurer or
Association liaison and countersigned by the Chair of the Foundation.
Fiscal Year - The fiscal year of the Foundation shall be as determined by the Board
of Directors, and in absence of any such determination, the Foundation's fiscal year
shall be the same as the Association's fiscal year.
Seal - On the corporate seal shall be inscribed the name of the Foundation and the
words "Corporate Seal" and "Minnesota.”
Delivery of Notice - Any notice required to be given by statute, the Articles of
Incorporation or these Bylaws, shall be deemed to be delivered according to the
following rules: upon personal delivery; if by mail, when deposited in the U.S. mail
in a sealed envelope, proper postage prepaid and properly addressed; if by
facsimile, when the facsimile is sent via the facsimile number shown for the
director on the records of the Foundation; if by telegram, when the telegram is
deposited with the telegraph company; and if by overnight mail, when deposited
with the shipping company in a sealed envelope, properly addressed with shipping
charges prepaid or billed to the sender's account.
Waiver of Notice - A written waiver of any notice required to be given by statute,
the Articles of Incorporation or these Bylaws, signed by the person or persons
entitled to such notice whether before or after the time stated therein, shall be
deemed equivalent to the giving of such notice. Attendance at a meeting shall
constitute a waiver of notice of such meeting, except where a person attends a
meeting for the express purpose of objecting to the holding of the meeting because
proper notice was not given.
Bonding - The Board of Directors may require any officer, director, employee, or
agent of the Foundation, to furnish at the expense of the Foundation, a fidelity bond,
in such a sum as the Board shall prescribe.
Procedure - All proceedings and meetings of the Foundation shall be governed by
parliamentary law as set forth in the Third Edition of Sturgis, Standard Code of
Parliamentary Procedure, when such is not inconsistent with law or these Bylaws.
Article VIII - Liability, Indemnification and Insurance

Section 1.

Section 2.

Section 3.

Section 4.

Limitation of Liability - No director or officer of the Foundation shall be liable for
damages resulting from the exercise of judgment or discretion in connection with
the duties of responsibilities of such director or officer except to the extent dictated
by Minnesota law.
Indemnification - The Foundation shall indemnify any person or entity to the extent
required by law, and may otherwise indemnify any person or entity to the extent
permitted by law.
Advance Payments - Expenses incurred in defending an action, suit or proceeding
may be paid by the Foundation in advance of the final disposition of such action,
suit or proceeding, to the extent permitted by law.
Non-exclusivity - The indemnification permitted by this Article VIII shall not be
deemed exclusive of any other rights by which those seeking indemnification may
be entitled by law.

Section 5.

Section 6.

Insurance - The Foundation may purchase and maintain insurance on behalf of any
person to the extent permitted by law, whether or not the Foundation would have
the power to indemnify such person against such liability under the provisions of
this Article VIII.
Reports - If the Foundation has paid indemnity or has advanced expenses under this
Article VIII to a director, officer, employee or agent, the Foundation shall
immediately report the indemnification or advance in writing to the Board of
Trustees of the Association.
Article IX - Amendments

Amendments to these Bylaws - The power to alter, amend, or repeal the Foundation’s Articles
of Incorporation or Bylaws or adopt new bylaws shall be vested in the Board of Directors of the
Foundation, provided, however, that no such action or amendment shall take effect until
approved by two-thirds (2/3) of the Association Board of Directors. The Foundation may seek to
alter, amend or repeal the Articles of Incorporation or Bylaws at a regular or special meeting of
the Foundation Board for which appropriate notice has been given. Provided, however, that no
amendment of these Bylaws may contain any provisions for the regulation and management of
the affairs of the Foundation inconsistent with law or the Articles of Incorporation.

Appendix A
Foundation Application Instructions

THE LABORATORY ANIMAL MANAGEMENT ASSOCIATION
FOUNDATION
APPLICATION INSTRUCTIONS

1. An application packet consists of a completed application form provided by the Trustees, a
Letter of Request, curriculum vitae, and three letters of recommendation.
2. Application packets are sent to the LAMA Executive Director.
3. The completed application packet must be received prior to the indicated deadline.

Attachment I
Foundation Application
THE
LABORATORY ANIMAL MANAGEMENT ASSOCIATION
FOUNDATION APPLICATION
Date: ___________________
1.

APPLICANT INFORMATION

Full Name ______________________________________________________________
First
M.I.
Last
Work Telephone ________________________ FAX # __________________________
Home Telephone _________________________
Address: _______________________________________________________________
Street
City
State
2.

Zip

EMPLOYER INFORMATION

Company or Institution Name ______________________________________________
Address ________________________________________________________________
Street

City

State

Zip

Name of Supervisor/Manager _______________________________________________
3.

LETTER OF REQUEST

A letter of request must accompany this application. The letter should state the reason that the applicant is
requesting financial assistance, the amount that is being requested, the purpose for which the funds will be used
(tuition/fees, transportation, room/board, etc.) and any information which the applicant would like to have
considered by the Committee. If application is for a course, information such as the name of the course, the dates
that the course if offered, the sponsoring institution or organization, a copy of the course outline, the fee or tuition
amount, etc. should be submitted. If an internship or visit to another facility, information such as the length of the
program, the institution or organization being visited, the individual responsible for organizing the agenda, the
information or experiences being sought, etc. should be submitted. Other types of educational opportunities should
be comparably explained.
4.

CURRICULUM VITAE

A curriculum vitae must accompany each application. The curriculum vitae should include, but need not be limited
to, an employment history, listing of formal education, additional education, publications/presentations, professional
and civic activities, and affiliations.
5.

REFERENCES

Three (3) letters of recommendation should be submitted with each application.

Attachment II
Foundation Application Critique
THE
LABORATORY ANIMAL MANAGEMENT ASSOCIATION FOUNDATION
APPLICATION CRITIQUE
Full Name _______________________________________________________________
First
M.I.
Last
Amount Requested:

$ _____________________

Brief Description of Request: _______________________________________________
_______________________________________________________________________
Demonstrated Leadership Skills:

Score: ___________

Comments: _____________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

Commitment to the Laboratory Animal Profession:

Score: ___________

Comments: _____________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

Technical Proficiency:

Score: ___________

Comments: _____________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
Administrative Proficiency:

Score: ___________

Comments: _____________________________________________________________
_______________________________________________________________________
_______________________________________________________________________

APPENDIX B
ILAM Scholarship Application Instructions

INSTITUTE FOR LABORATORY ANIMAL MANAGEMENT
SCHOLARSHIP
(Funded by the LAMA Foundation)

INSTITUTE FOR LABORATORY ANIMAL MANAGEMENT (ILAM)
*
Two-Phase Program (5 days each year)
*
Unique Senior-Level College Course
*
Held Annually in the Spring
*
This award was established to assist the recipient in attending the ILAM program by
providing a stipend to help defray the tuition cost to attend the program. The amount of the
stipend will cover the cost of registration and course material.

Application Deadline – A Minimum of Two
Months Prior to the Registration Deadline for
Potential ILAM Candidates
Selection of the scholarship recipient is based on merit.
Selection criteria include, but not limited to:
Job Performance
Academic Achievement
Professional Involvement and Contribution
Supervisory Experience in Laboratory Animal Sciences
Advancement Potential
Financial Need
*Applications will be evaluated and a selection made by the LAMA Foundation at the next
scheduled meeting following receipt of the application(s).
Send application materials to:
LAMA Foundation
C/O Jim Manke, CAE
15490 101st Ave N #100
Maple Grove, MN 55369
Phone: 763-235-6465
Fax: 763-235-6461

E-Mail: jrmanke@associationsolutionsinc.com

Attachment I
ILAM Scholarship Application
ILAM SCHOLARSHIP APPLICATION FORM
(Funded by the LAMA Foundation)
GENERAL INFORMATION

Please Print or type

Date: _______________

Full Name: ____________________________________________
Position Title: __________________________________________
Department: ___________________________________________ Full-Time? Yes: ___ No: ___
Organization/Institution: _________________________________________________________
Business Address: ________________________________________________________________
________________________________________________________________________________
City__________________________________________ State_________ Zip_________________
Phone: ______________________________________Fax: _______________________________
E-mail: _______________________
Home Address: ___________________________________________________________________
City__________________________________________ State_________ Zip__________________
Home or Cell Phone: ___________________________
Number of employees under your direct supervision: _____________________________________
Annual operating budget under your supervision: _______________________________________
Total annual operating budget of your department: ______________________________________
Name and Title of your immediate supervisor: _______________________________________

Attachment I
Page 2
REFERENCES
I have requested that the three persons listed below (none of whom is my supervisor) submit
confidential letters of support for this application directly to the Chair: LAMA Foundation
Committee.
Name: __________________________________________________
Position Title: ____________________________________________
Work Phone: ___________________________
Address: _______________________________________________________________
City___________________________
State_________________________ Zip________________
Name: __________________________________________________
Position Title: ____________________________________________
Work Phone: ___________________________
Address: _______________________________________________________________
City___________________________
State_________________________ Zip________________
Name: __________________________________________________
Position Title: ____________________________________________
Work Phone: ___________________________
Address: _______________________________________________________________
City___________________________
State_________________________ Zip________________

Letter of Request: The letter should state why you would like to attend the ILAM program. This
should include your goals and objectives you wish to achieve, and justification for requesting
financial assistance.
Curriculum Vitae: Please include your most recent curriculum vitae.
I have made arrangements with my current employer so that I may attend Year ILAM program.
________________________________________________
Signature of Applicant

_________________
Date

Deadline for application and all supporting documentation is a minimum of two months
prior to ILAM registration deadline for candidates.
Send to:
LAMA Foundation
C/O Jim Manke, CAE
15490 101st Ave N #100
Maple Grove, MN 55369
Phone: 763-235-6465
Fax: 763-235-6461
E-Mail: jrmanke@associationsolutionsinc.com

