
Citizen Advisory Committee to the Pittsburgh 

District Office of Vocational Rehabilitation 
By Laws 

 
Article I: Name 

 
The name of this organization shall be the Citizen Advisory Committee to the 

Pittsburgh District Office of Vocational Rehabilitation, hereinafter referred to 
as the “Citizen Advisory Committee” or “the Committee”. 

 
Article II: Mission Statement 

 
The mission of the Citizen Advisory Committee is to promote excellence in 

the provision of vocational rehabilitation services in the Pittsburgh District 
Office service area in order to maximize the employment of people with 

disabilities. 

 
Article III: Function 

 
The Citizen Advisory Committee shall act in an advisory capacity. It shall 

inform and advise the Pittsburgh District Office of Vocational Rehabilitation, 
through consultation, discussion, the preparation and submission of reports, 

and the making of recommendations, concerning the diverse issues affecting 
vocational rehabilitation and the provision of vocational rehabilitation 

services to consumers of those services in the Pittsburgh District Office 
service area. The Citizen Advisory Committee will enlist the full cooperation 

of the District Administrator of the Pittsburgh District Office to assist the 
officers and members of the Committee to carry out its responsibilities. 

 
Article IV: Membership 

 

Section 1.  Composition of the Committee: 
Membership on the Citizen Advisory Committee shall consist of not more 

than 21 persons,  at least half of whom are persons with disabilities who are 
current or former consumers of  vocational rehabilitation services, or, as 

appropriate, their parents, spouses or guardians.  Other members may be 
from private agencies serving people with disabilities, from disability 

advocacy groups, providers of vocational rehabilitation services, or other 
persons with a demonstrated interest in improving vocational rehabilitation 

services in the Pittsburgh area. The District Administrator of the Pittsburgh 
District Office of Vocational Rehabilitation, or a designee of the District 

Administrator, shall serve on the Committee in an unofficial capacity.  The 
composition of the Committee shall conform to Title IX of the Civil Rights Act 



and all other applicable laws and regulations to ensure broad representation 

of the population eligible for rehabilitation services. 
 

Section 2.  Application for and Approval of Membership 
The Chairperson of the Citizen Advisory Committee shall receive membership 

applications for the Committee from interested persons who are qualified for 
membership pursuant to these by laws and, when one or more membership 

positions become vacant due to resignation, termination of membership or 
expiration of membership, shall make recommendations for membership to 

the Committee. Additionally, the chairperson shall recruit new applicants for 
Committee membership. At the next regular meeting of the Committee a 

sufficient number of membership application(s) shall be reviewed by the 
members and separately voted upon to fill all membership vacancies. 

Membership on the Committee shall be confirmed by a majority vote of 
members present. 

 

Section 3.  Term of Membership 
The members of the Citizen Advisory Committee shall serve for a term of 

three years.  There is no limit to the number of terms a member may serve. 
Renewal of membership for individual members whose terms of membership 

have expired shall be voted upon at the last regular meeting before that 
member’s term expires. Membership shall be renewed by a majority vote of 

members present. 
 

Section 4.  Termination of Membership 
Any member of the Committee who fails to attend three consecutive regular 

meetings without providing a reasonably serious written or verbal excuse to 
the Chairperson explaining his/her absence will, in the discretion of the 

Chairperson, cause his/her continued membership to be put to a vote of the 
members. Termination of membership will require a two thirds vote of 

members present. Explained absences for medical reasons will be considered 

reasonably serious. 
 

Section 5.  Resignation 
A member may resign his/her membership on the Committee at any time by 

submitting a written resignation statement to the Chairperson of the 
Committee. 

 
Article V:  Officers 

 
Section 1.  Officers 

The officers of the Citizen Advisory Committee shall be the Chairperson, the 
Vice-Chairperson and the Secretary. 

 



Section 2.  Election and Terms of Office 

An election for the purpose of electing officers of the Citizen Advisory 
Committee shall be held at the first regular meeting after the adoption of the 

by laws of the Committee occurs, and every two years thereafter at the last 
regular meeting of the Committee for that year.  The officers shall serve 

terms of office of two years, and shall commence their duties at the first 
regular meeting of the Committee following their election. The Chairperson 

and Vice-Chairperson in office at the time of adoption of the by laws shall 
serve until re-elected, or until newly elected officers commence their duties. 

An officer may serve up to three consecutive terms in office. Election of 
officers shall be by a majority vote of Committee members present. 

 
Section 3.  Duties and responsibilities 

The duties of the Chairperson shall be to schedule and preside at regular 
meetings of the Citizen Advisory Committee, to sign, or to authorize 

signature upon, all reports, letters or other communications made in the 

name of the Committee, to be responsible for directing and coordinating the 
affairs of the Committee, and to receive and review Committee membership 

applications. 
 

The duties of the Vice-Chairperson shall be, in the absence of the 
Chairperson, to substitute for and to have all of the powers and duties of the 

Chairperson. In addition, the Vice-Chairperson shall assist the Chairperson in 
coordinating the activities of the Committee and shall have additional duties 

and responsibilities as may be assigned by the Chairperson. 
 

The duties of the Secretary shall be to record and to maintain the minutes 
and other records of the Committee, to communicate the minutes of 

meetings of the Committee to the Chairperson, to the members, and to 
others as requested by the Chairperson, and to perform such other record 

keeping and communicating duties on behalf of the Committee as may be 

assigned by the Chairperson. 
 

Section 4.  Removal of Officers 
An officer of the Citizen Advisory Committee may be removed from office 

when, in the judgment of two thirds of the members of the Committee 
present at a regular meeting, the best interests of the Committee are not 

being served by that officer. A vote on the issue of removal of an officer or 
officers may be originated at a regular meeting by a two thirds vote of the 

members present. 
 

 
 

 



Section 5.  Resignation 

An officer may resign his/her officer position on the Committee at any time 
by submitting a written resignation statement to the Secretary. In the case 

of resignation of the Secretary, the resignation statement shall be submitted 
to the Chairperson. 

 
Section 6.  Vacancy 

A vacancy in any office shall be filled for the unexpired portion of the term of 
that office by an election to be held at the next regular meeting of the 

Committee following the occurrence of the vacancy. Election of an officer to 
fill a vacancy shall be by a majority vote of Committee members present. 

 
Article VI:  Meetings 

 
Section 1.  Regular Meetings 

The Citizen Advisory Committee shall meet at least four (4) times annually, 

with one regular meeting being held each calendar quarter. 
 

Section 2.  Special Meetings 
Special meetings of the Citizen Advisory Committee are permitted under the 

by laws and must be called by the Chairperson. Ten days advance notice to 
all members must be given prior to a special meeting, unless emergency 

circumstances require a lesser period.   No votes relating to changes in by 
laws, membership or officers may occur at special meetings. 

 
Section 3.  Place of Meetings 

The Citizen Advisory Committee shall hold all meetings at a location which is 
architecturally barrier-free in parking, meeting and rest facilities, which is 

conveniently located for all members, and is within the service area of the 
Pittsburgh District Office. 

 

Section 4.  Rescheduling of Meetings 
In the event of severe weather or other unforeseen circumstance, regular or 

special meetings may be rescheduled by the Chairperson. Notice to 
members of the rescheduling of a meeting may be by any reasonable 

method. 
 

Article VII: Procedures 
 

Section 1.  Notice of Meetings 
The Chairperson, or the Chairperson’s designee, shall notify all members of 

the Citizen Advisory Committee, and the District Administrator of the 
Pittsburgh Office of Vocational Rehabilitation, of all regular meetings at least 

15 days prior to the meeting date, or of special meetings at least 10 days 



prior to the meeting date, unless circumstances require a lesser time.   

Notice may be given by email, voice mail or regular mail. 
 

Section 2.  Agenda and Minutes of Previous Meeting 
All regular meeting agenda items and minutes of the previous meeting of the 

Citizen Advisory Committee, reviewed by the Chairperson, shall be provided 
to all members of the Committee at least 10 days prior to the next regular 

meeting date. The agenda and minutes may be distributed by email or 
regular mail. 

 
Section 3.  Quorum 

No official business of the Citizen Advisory Committee shall be conducted 
without a quorum of members present.  Five members shall constitute a 

quorum. 
 

Section 4.  Minutes 

Minutes shall be taken by the Secretary, or by a member designated by the 
Chairperson, at all regular and special meetings of the Citizen Advisory 

Committee.   Minutes shall be a fair and accurate summary of matters 
occurring at each meeting.  A copy of minutes of each meeting shall be kept 

and maintained by the Secretary, and the Secretary shall provide to the 
Chairperson a copy of the minutes of each meeting no later than 10 days 

after such meeting has been held.  Minutes may be taken, recorded and 
transmitted electronically, or may be written and mailed. 

 
Section 5.  Conduct of Meetings 

All regular and special meetings of the Citizen Advisory Committee shall be 
conducted according to Robert’s Rules of Order, Revised Edition. 

 
Section 6.  Decisions 

Except as otherwise set forth in these by laws, all ordinary business 

decisions of the Citizen Advisory Committee shall be by a majority vote of 
members present. 

 
Section 7.  Committees 

Both standing committees and special committees are authorized under 
these by laws, and such committees shall be created or dissolved by a 

majority vote of members present at a regular meeting. 
 

Section 8.  Compensation 
Members and Officers of the Citizen Advisory Committee shall serve without 

compensation. 
 

 



Section 9.  Effective date of By Laws and Amendments to By Laws 

These by laws of the Citizen Advisory Committee shall become effective 
upon approval by a vote of two thirds of members present at a regular 

meeting of the members of the Committee.   Amendments to the by laws of 
the Committee may be proposed by a member, and suggested changes 

introduced, at any regular meeting of the Committee.   Each suggested 
amendment shall require a vote in favor of the amendment by two thirds of 

members present.  Amendments to the by laws shall become effective at the 
next regular meeting of the Committee after the amendment has been 

approved. 
 

These By Laws of the Citizen Advisory Committee to the Pittsburgh District 
Office of Vocational Rehabilitation, first adopted January, 2006, were last 

amended March 7, 2013. 
 

_________________________________________ 

Chairperson  
 

 
 


