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M3 MEMBERSHIP APPLICATION
1. NEW APPLICANTS:

A. QUALIFICATIONS:  Applicants for M3 Membership shall meet the qualifi cations for membership set forth in 
Article I, Section 1.1 of the Bylaws. Candidates shall be individuals only.  

B. ADDITIONAL QUALIFICATIONS:  These additional qualifi cations shall apply to applicants submitted on or after 
April 1, 2010. Individuals who are M3 Members of WI prior to April 1, 2010 shall be exempt from these additional 
qualifi cations, but shall abide by the WI policies, rules, regulations, and Bylaws on an ongoing basis.
i. References.  The applicant shall provide a minimum of three (3) letters of references from contractors, design 

professionals, and/or owners of projects.
ii. Experience.  The applicant shall have no less than three (3) years direct full-time experience, or equivalent, in 

commercial millwork manufacturing and/or installation within the immediately preceding fi ve (5) years. Said 
statement of experience shall include contact information suffi cient for the Membership Committee to verify said 
experience. 

v. Knowledge.  Individual applicants shall take an open book examination of knowledge of the industry, shop 
drawings, WI policies and programs, and “The WI Approach” document. The applicant shall correctly answer no 
less than 85% of examination questions. Exams may be requested by sending an email to: info@woodinst.com.

C. APPLICATION PROCEDURES:
i. Application Form.  The applicants shall use the Membership Committee’s written application form.
ii. Dues.  The applicant shall pay an entire calendar year of dues, the excess portion of which will be offset by a 

credit towards the following year’s dues on a quarterly basis. For example, if an applicant submits an application 
on June 30th, the applicant shall receive a credit for six months of dues the following year. Dues shall be 
refunded to the applicant within 90 days of fi nal rejection of an application.

a) Annual dues are $75.00.
iii. Examination.  Examination shall be taken by the applicant without assistance from third parties, and submitted 

with the application. Any application received without the examination will be held until such is received.
D. BENEFITS:

i. Use of Institute’s logo with “M3” tag.
ii Free Architectural Woodwork Standards.
iii Details (member newsletter), Archetype (design professional journal), and the Membership Roster.
iv Member listing on the Institute’s website and the annual Membership Roster (subject to print cutoff date).
v Discounts on: Publications, Educational Programs, etc.
vi Existing and Future Member Services and/or Programs.
EXCLUDES: Access to Group Insurance Programs, and access to Vigilant HR Services

2. MEMBERSHIP APPLICATION AND REVIEW PROCEDURES
A. MEMBERSHIP APPLICATION AND CRITERIA.  M3 Member applicants shall provide a complete and executed 

application, a completed examination, and the fi rst years dues.
B. MEMBERSHIP COMMITTEE REVIEW.  The WI Membership Committee shall review each application, and 

shall determine the suitability of the applicant for membership in the association based upon criteria set forth in 
WI policy, including the Bylaws, Code of Ethics, other policies, applicable laws, and regulations. The Membership 
Committee will not consider information or matters not reasonably related to the above-referenced criteria.

C. APPROVAL OR DENIAL OF MEMBERSHIP APPLICATION.  Based upon its review, the Membership Committee 
shall approve or deny each complete membership application. If the application is denied, the decision shall be made 
known to the applicant, and the applicant shall be informed of his/her/its right to a hearing concerning the denial of 
membership application. A notice of request for a hearing shall be included with the notice of decision. An applicant 
may request a hearing concerning a denied membership application within 45 days of the date the notice of denial 
was mailed to the applicant. If no hearing is requested within 45 days, the denial is fi nal, and no longer subject to 
hearing or appeal.



3. HEARING PROCEDURES
A. DUE PROCESS.  In the event that an applicant requests a hearing concerning a denied membership application, 

“due process requirements” are applicable. To satisfy due process requirements there must be: (a) Reasonable 
notice of the reasons for denial of the application, (b) notice of the time and place for the hearing, (c) the right of 
confrontation and cross examination of witnesses, and (d) an opportunity to refute all claims concerning lack of 
eligibility for membership. The applicant shall not be entitled to be represented by legal counsel in the hearing 
portion of this process.

B. REJECTION OF MEMBERSHIP APPLICATION.  Upon hearing and consideration of the facts and evidence 
presented, the Membership Committee shall render a decision. Every decision, whether for approval or denial of 
membership, shall be in writing, and denials shall specify the reasons for the denial. Notice of the decision shall be 
sent by return receipt requested mail to the applicant. The notice of decision must be sent by return receipt requested 
mail, and must be accompanied by a form to request an appeal hearing before the WI Board of Directors, and must 
specifi cally state that any appeal must be fi led with a statement of particulars with the Executive of WI no later than 
sixty (60) days after the mailing of the decision.

4. REVIEW OF DECISION.
A. APPEAL OF REJECTED MEMBERSHIP APPLICATION.  The decision of the Membership Committee, following 

the hearing, shall be subject to review/appeal to the WI Board of Directors, subject to its own rules and procedures.  
Any appeal must be fi led with a statement of particulars with the Executive of WI no later that sixty (60) days after 
the mailing of the decision, or it is forever waived.

B. APPEAL PROCEDURES.  In the event that of appeal, “due process requirements” are applicable. To satisfy due 
process requirements there must be: (a) reasonable notice of the reasons for denial of the application, (b) notice of the 
time and place for the hearing, (c) the right of confrontation and cross examination of witnesses, if any, and (d) an 
opportunity to refute all claims concerning lack of eligibility for membership. The applicant shall be entitled to be 
represented by legal counsel in the appeal portion of this process. The decision of the WI Board of Directors shall be 
fi nal.

5. MAINTENANCE OF M3 MEMBERSHIP.
A. ONGOING COMPLIANCE with WI policies, rules, regulations and Bylaws. Members are subject to WI policies, 

rules, regulations, and Bylaws on an ongoing basis, and shall be subject to discipline, suspension, or expulsion as set 
forth in Bylaws, Article II, Section 2.3.

WI Code of Ethics:
WOODWORK INSTITUTE Members, Member-Licensees, Non-Member-Licensees and their staff, are expected to conduct 
themselves in an ethical and professional manner.
The following Code is intended to serve as a basis for the ethical conduct of the INSTITUTE’S Members, Member-Licensees, 
Non-Member-Licensees and their staff , as such it will also serve as the basis for judging the merit of a formal complaint. 
It is understood that some words and phrases are subject to varying interpretations, and that an ethical principle may 
conflict with another. Questions related to ethical conflicts can best be answered by thoughtful consideration of the 
fundamental principles, rather than reliance on detailed or specific regulations. 
As a WOODWORK INSTITUTE Member, Member-Licensee, Non-Member-Licensee and staff, I will: 
1. Be fair and take action not to discriminate or cause harm to others while respecting the values of equality, tolerance, 

and equal justice.
2. Not do anything which compromises or which is likely to compromise the impartiality of those who work for, or on 

behalf of, the INSTITUTE.
3. Be honest and trustworthy, will not make deliberately false or deceptive claims, be honest about my qualifications 

and circumstances that might lead to conflicts of interest. I will exercise care not to misrepresent the INSTITUTE, or its 
positions and/or policies, nor conduct myself in a manner to bring my position as a member into disrepute.

4. Know, respect, and follow the policies and/or procedures of the INSTITUTE, while acknowledging and supporting 
proper authorized use of the INSTITUTE’S resources.

5. Not use my position improperly to confer on, or secure for myself, an advantage or a disadvantage on another.
6. Not disclose information given to me in confidence, or information acquired which is of a confidential nature, 

without proper consent, or unless required to do so by law.
7. Honor contracts, agreements, and specifications, especially those requiring compliance to the Architectural Woodwork 

Standards and/or Certified or Monitored Compliance. 



8. Strive to achieve the highest quality, effectiveness, dignity, and professional competence, while managing my 
personnel and resources to enhance the quality of our professionalism.

9. Uphold principles of this Code and promote the same to other Members, Member-Licensees, Non-Member-Licensees 
and their staff.

10. Treat violations of this Code as inconsistent with proper Member, Member-Licensee, and Non-Member-Licensee 
behavior, and understand that by engaging in gross misconduct, my membership may be terminated. 

I hereby apply for M3 Membership with the Woodwork Institute:

Name: _________________________________________________________ Contact: _________________________________
Mailing Address:________________________________________City: __________________ State: _______ Zip: __________ 
Street Address:__________________________________________ City: __________________ State: _______ Zip: __________ 
Phone #: _____________________________ Fax #: ____________________________ County: __________________________
Email: __________________________________________________ Website: ________________________________________
I have been in the architectural millwork trade since: ____________________________________________________________

Personal Experience Statement  (25 words or less, for Membership Roster & website listing): 

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

Dues Calculations and Payment: 
Annual Dues                       $75.00

Payment Method: (Payment must accompany the application before it can be processed)

o Check (enclosed) 

o Visa     o Master Card         (For credit card payment, please complete the following)

Credit Card Information and Charge Authorization:
Cardholder Name: ___________________________________________ Card Number: ________________________________

Signature: _______________________________________ Exp. Date: ____________ Billing Address Zip Code: ____________

            Amount to be charged: $________________
 

I hereby attest that I have thoroughly read and agree to the INSTITUTE’S policies and procedures of 
applying for M3 Membership as herein stated. I declare under penalty of perjury that the contents of 
the application are true and correct and I authorize the INSTITUTE to verify its contents. I acknowledge 
and pledge to adhere to the INSTITUTE’S Code of Ethics. I also acknowledge and pledge to adhere to the 
INSTITUTE’S policies, rules, regulations, and bylaws, all applicable laws and regulations, and the reasonable 
decisions of duly constituted committees of WI.

Authorized Signature: ___________________________________________ Title: _____________________________________

Print Name: _________________________________________________________________________ Date: _______________

FOR A LIST OF OUR DIRECTORS OF ARCHITECTURAL SERVICES, PLEASE VISIT:
WWW.WOODWORKINSTITUTE.COM , OR CALL THE WI ADMINISTRATIVE OFFICE, (916) 372-9943

In principle and in practice, the WOODWORK INSTITUTE values and seeks diverse and inclusive participation within the 
architectural millwork industry. The INSTITUTE promotes involvement, access, and leadership opportunities to all members 
regardless of race, ethnicity, gender, religion, age, sexual orientation, nationality, or disability. 


