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PART I 

INTRODUCTION 
  



 

About NACE 

 

Overview and Purpose 
NACE is the oldest and largest professional association that addresses all aspects of the catering industry. 
Through the collective efforts of members, local chapters, committees and the Foundation of NACE, NACE 
is at the forefront of the issues that directly affect you and your business. 
 
From practical tips that you can use to provide better service to your clients, to recognition and marketing 
programs that enhance the credibility and professionalism of the field, NACE is on the cutting edge. From 
educational programs to standards, to ethics, NACE leads the way.  
 
Through Chapter involvement, members will have an opportunity to work on community service projects and 
voice their opinion about issues that affect them locally and nationally.   

 

Mission 
NACE’s mission is: 
 

To advance the catering and events industry and its professionals. 

 
The heartbeat of our association lies within the resounding successes we value in our chapters. The majority 
of NACE members know what NACE is all about, and that experience is enhanced by what is experienced, 
enjoyed and benefited from the local Chapter experience. The role that is played by those individuals who 
choose become chapter leaders and continue with local initiatives throughout the years is of the utmost 
importance. 

 
 

NACE Code of Ethics 

 

 Members shall, at all times, conduct themselves and their professional activities in conformance with the 
laws of the land.  

 Members shall keep the concerns of their clients foremost in mind in the conduct of their business, 
consistent with the objectives of their employers.  

 Members shall continuously work to improve their knowledge and skills to the benefit of their clients, 
themselves, NACE and the organization they represent.  

 Members will have sympathetic understanding of the problems of fellow members. This understanding is 
a unifying and strengthening force.  

 Members shall transact all business on behalf of the association in accordance with the bylaws, policies 
and procedures manual, laws of the land and this code of ethics.  

 Members shall not engage in activities harmful to the purpose of NACE, nor use their position in the 
association to exploit personal views.  

 Members shall devote themselves to giving of their time and talent to the communities in which the live, 
work and play, without regard to rewards there from.  

 Members shall encourage promising persons to enter the profession of catering and to grow therein to 
become the best in their chosen profession.  

 

 

  



History and Overview 

 
The association of NACE (The National Association for Catering and Events), which has become the oldest 
and largest catering association in the world, was founded in 1958 as the Banquet Managers Guild. A look at 

how and why the association was founded is a discovery of the evolution of the catering industry itself. 
 
Mr. Vincent Definis, first national president of NACE relates, "Before World War II, catering was a status 
symbol for the very rich. Most of the catering occurred in hotels where the rich had a home away from home, 
sometimes occupying an entire floor. Many of these were from Europe and so they stayed for long periods of 
time. Most had their own staff when they entertained. The Maitre ' D was a very respected person who 
supervised the staff." 
 
"As the number of people in hotel sales and other executive positions increased, several saw the need to create 
associations. Among those formed were the American Hotel Association, The Hotel Sales and Marketing 
Association and the Food Service Executives Association." 
 
"In the early 1950's, several hotels began to hire sales managers specifically to sell catering, most of these 

individuals reported to the sales and marketing department. As the potential for business continued, several of 
the hotels saw the need to establish a catering department. The Waldorf Astoria in New York City was one of 
the first to create such a department and following their lead, other hotels saw the potential for business. As 
more hotels in New York added catering departments, they recruited from the Waldorf Astoria for Directors 
of Catering to run their departments. In fact it was such a breeding ground that probably the first 15-18 DOCs 
in New York were originally employed at the Waldorf Astoria." 
 
"At this time there were not any chains, so these Directors decided that they should form an organization to 
keep all the business within themselves as well as promote good fellowship and relations. They also felt that 
their positions were not being recognized on the same level as the Directors of Sales and Marketing. They 
could promote their positions through an association. Thus the Banquet Managers Guild was formed. The 
date was June 3, 1958." 
 
For two years, the Banquet Managers Guild existed only in New York City. In 1960 Joe Haney, who had 

previously worked at the Waldorf Astoria, left and took over as General Manager of the Warwick Hotel in 
Philadelphia. He encouraged his catering manager, Vincent Definis, to join the Banquet Managers Guild in 
New York. He went to see Clyde Harris, current president of the guild, saw the potential for the association, 
joined the guild and was member number 12. Travel to New York on a regular basis was difficult for Mr. 
Definis, so he began forming a Philadelphia chapter. 1n 1964 this was accomplished and the Banquet 
Managers Guild became a national association. 
 
In 1965, the first seminar that preceded what we now know as the NACE Experience!, was held at the Belden 
Stratford hotel in Philadelphia with 32 attendees. This was followed by the next year with 50 people in 
attendance in the Wedgewood room of the Waldorf Astoria. From this beginning, the conference became an 
annual event. 
 
The Banquet Managers Guild continued to expand. Chapters were soon added in Atlantic City, Washington 
D.C., Boston, St. Louis, Miami, Chicago and Atlanta. The name was changed to The National Association 
of Catering Executives: NACE, in 1980. According to Helen Roberts, first women on the NACE Board of 
Governors: "It was felt that The Banquet Managers Guild was not a descriptive name for the association 
anymore. Many of our members were Directors of Catering and Catering Managers and if we were to 
continue to raise the level of professional recognition, the name change was necessary. The new name also 
enabled the association to attract members who were off-premise caterers, which is a sizable part of our 
industry." 
 
NACE continued to grow and in 1985 surpassed 1000 members. It became necessary to hire a management 
company to handle the day to day operation of the association. In 1985, the association strengthened its focus 
on education with the creation of the NACE Foundation.  
 



In 1986, the Certified Catering Executive (CCE) designation was also created and the first exam for this 
purpose was given. In keeping with this need to focus on educating our members, the annual convention 
became the annual educational conference in 1989. In 1994, the CCE designation was upgraded to the 
Certified Professional Catering Executive (CPCE). Also in 1994 the Foundation of NACE, who had 

previously given grants to universities for catering related programs, created the Catering Research Institute at 
the University of Houston. 
 
Looking to the future in 1995, NACE undertook the process of planning for the future where a strategic plan 
was made. This has resulted in the refocusing of association issues coming from the membership instead of 
the board of directors as it was in the past. This resulted in the creation of the Chapter President's Council. 
 
In 1999, NACE became a self-managed organization and established offices in Columbia, Maryland. A full 
time Executive Director and staff were hired and all operations are now handled directly, with the Executive 
Director reporting to the NACE Board of Directors. 
 
NACE has become an association of over 4,000 members with more than 46 chapters across the United 
States. In July 2012, in a continuing effort to reflect the needs of the industry, NACE members once again 

voted to change the name of the organization – National Association for Catering and Events (NACE).  
 
As NACE evolves each year, its purpose, to promote the professionalism of the catering industry, remains 
much the same as it was in 1958. It is interesting to see how the evolution of NACE parallels the evolution of 
the catering industry itself. The association has become a significant voice in the hospitality industry; a voice 
that will continue to become more prominent as the industry and the association evolves. 
 
 
  



National Association for Catering and Events 

Who to Call – Leadership Contacts 

 

NACE National Board of Directors 
The NACE National Board is the governing body of the association and is comprised of 11 members. The 
board meets a minimum of four times per year to review strategic objectives, review progress on initiatives, 
and renew their vision of the future. 
 
The NACE national board of directors is comprised of the following positions: 
President  
1st Vice President  
2nd Vice President 
Secretary/Treasurer 
Event Professional  
Immediate Past President  
CPC Chair  
Foundation of NACE President  

At-Large – 3 positions 
Executive Director – Bonnie Fedchock 
 
** Full and current contact information can be found on the NACE National website, www.nace.net under 
the “About Us” tab. 

 

Chapter Presidents’ Council 
All chapter presidents are members of the Chapter Presidents' Council (CPC). The purpose of the CPC is to 
provide a forum to discuss chapter issues, share ideas, and find solutions. This forum generates 
recommendations to the national board of directors. The CPC members are represented by these leaders, 
whom they elect each year. NACE chapters are separated into four districts based on geographic location – 
Northeast, Southeast, Northwest and Southwest. Each CPC representative is assigned a district to work with 
throughout the year. 
 

The CPC is comprised of the following positions: 
Chair  
Vice Chair Catering Professional  
Vice Chair Event Professional 
Secretary  
 
** Full and current contact information can be found on the NACE National website, www.nace.net under 
the “About Us” tab. 
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National Association for Catering and Events 

Who to Call 
 

NACE National Headquarters 
9891 Broken Land Parkway, Suite 301 

Columbia, MD 21046 

Telephone: 410-290-5410 

Fax: 410-290-5460 

General emails: info@nace.net 

membership@nace.net 

Website: www.nace.net 

 

 

Administrative Assistant 

Sylvia Buell 

Email: sbuell@nace.net 

Telephone Ext: 221/222 

Role: Sylvia serves as the first point of contact for office guests and phone calls. Provides overall assistance with member 

correspondences, bulk mailings and staff travel.  

 

Manager, Membership and Chapter Relations 

Alicia Crosby 

Email: acrosby@nace.net 

Telephone Ext: 231 

Role: Alicia serves as first point of contact for chapter leaders and members regarding their membership needs. Her 

primary responsibilities include: chapter operation support and training; resources and materials for chapter leaders; 

administers leadership training through Leadership Summits; chapter reports & rebates; membership administration; 

new chapter development; general questions and needs. 

 

Executive Director 
Bonnie Fedchock 

Email: bfedchock@nace.net 

Telephone Ext: 224 

Role: Oversees all association operations in addition to her responsibilities for the governance, strategic planning, vision 

and long term goals of the association. Also serves as the primary liaison with the Board of Directors and manages the 

NACE Foundation. 

 

Business Development Manager 

Jill Hunt 

Email: jhunt@nace.net 

Telephone Ext: 232 

Role: Coordinates national business partner program; implements business development initiatives that include 

increasing brand awareness and managing tradeshows; identify and develop strategic relationships with partners and 

potential customers while managing sponsorship marketing and sales. 

 

Chief Operating Officer 

Leslie Jones 

Email: ljones@nace.net 

Telephone Ext: 223 

Role: Leslie is responsible for the day-to-day operations of NACE and monitoring the working of each department. 

Leslie handles all HR and managing of staff, including overseeing staff projects, technology, and major projects. 

 

Manager, Communications and Social Media 

Joanne Kim 

Email: jkim@nace.net 

Telephone Ext: 228  

Role: Joanne takes the lead on coordinating all of the communication efforts sent from the national office, including 

design, print pieces, e-mail blasts, education promotions and newsletters. In addition, she is the administrator for all of 

NACE’s social networking outlets and website updates. 

 

 



Member Services Coordinator 
Danielle Richards 

Email: drichards@nace.net 

Telephone Ext: 221 

Role: Danielle works directly with members by updating membership information including new members, renewals, 

membership packets, and invoicing. Contact Danielle for the following: membership invoices, member benefits, general 

questions and needs. 

 

 

Manager, Education and Certification 
Kristen Reilly 

Email: kreilly@nace.net 

Telephone Ext. 240 

Coordinates everything education and certification related. Contact Kristen with questions regarding Experience! 

conferences, CPCE, educational webinars, regional seminars and other education related matters. Kristen provides 

primary support for the education, certification and conference functions for NACE. She coordinates the speaker process 

and provides additional logistical support for the annual conference. In addition, Kristen provides logistical support for 

the Leadership Summits. 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

Part II 

Governance 
 

  



NACE Governance Procedures 

 

Chapter Affiliation Agreement 
All chapters are required to sign a Chapter Affiliation Agreement in order to be recognized as an official 

affiliated chapter/subsidiary of NACE and to authorize chapters to legally use the name National Association 
for Catering and Events. 
 

Chapter Bylaws 
Each chapter must adopt bylaws that act as the governing documents of the chapter and outline all 
requirements set forth from NACE national to chapters. Chapters must follow all requirements found in the 
bylaws and refer to document when making governance decisions. 

 Updated bylaws should be adopted by each chapter  

 Signed original of chapter bylaws should be kept on file by the chapter secretary 

 Signed copy of chapter bylaws should be sent to NACE National headquarters 

 Bylaws should be reviewed annually at board retreat, and as needed to answer any governance 

questions that arise throughout the year 

 Any update/change to chapter bylaws require motion/vote of the board.  

o Copy of updated bylaws must be kept on file by chapter secretary. 

o Copy of updated bylaws must be sent to NACE National headquarters. 

 Chapter bylaws, along with all other chapter governance documents, must be handed over to new 

secretary each year and kept on file with chapter board. 

 

Conflict of Interest/Confidentiality Statements (COI) 

 Each board member is required to read and sign off on the COI policy at the beginning of each year, 

whether they are newly elected or continuing in position 

 Signed COI forms are required to be kept on file by the chapter secretary. 

 Each board member should have a copy of the COI form for reference. 

 Signed copies of COI forms should be sent to NACE National headquarters each year. 

 

 

RESOURCES ATTACHED 

 Chapter Affiliation Agreement 

 Chapter Bylaws 

 Conflict of Interest/Confidentiality Agreement  



National Association for Catering and Events, Inc.  Chapter Affiliation Agreement 
 

THIS AFFILIATION AGREEMENT (the “Agreement”), is made this _____ day of ________, 20____, by and between 

National Association for Catering and Events, Inc. (“NATIONAL”), a New York nonprofit corporation, with its 

principal place of business at 9891 Broken Land Parkway, #301, Columbia, Maryland 21046, and 

___________________________ (“CHAPTER”), a ________________ nonprofit [corporation/ unincorporated 

association], with its principal place of business at________________________________________________. 

 

NOW THEREFORE, in consideration of the premises set forth above and the promises set forth below, the sufficiency 

and receipt of which are hereby acknowledged, the parties hereby agree as follows: 

 

I.  Grant of Charter to CHAPTER. 

 

A.  Charter.  NATIONAL hereby grants to CHAPTER a non-exclusive charter to be a chapter of NATIONAL.  In 

accordance therewith, CHAPTER is authorized to use the name “National Association for Catering and Events, Inc.,” 

acronym “ NACE,”  and logo of NATIONAL in or in connection with CHAPTER’s name, acronym and logo, with the 

authority to use such marks in connection with CHAPTER’s activities authorized under this Agreement, subject to the 

terms and conditions of this Agreement and any written guidelines attached hereto, otherwise incorporated herein, or 

subsequently provided to CHAPTER by NATIONAL. 

 

B.  Term and Termination.  The Term of this Agreement shall commence on the effective date set forth above and shall 

continue until revoked by NATIONAL or surrendered by CHAPTER, pursuant to the terms of this Agreement for 

revocation and surrender. 

 

C.  Territory.  CHAPTER shall represent NATIONAL as NATIONAL’s chapter in __________________________ (the 

“Territory”), pursuant to and in accordance with NATIONAL’s mission and purposes as set forth in NATIONAL’s 

Articles of Incorporation and Bylaws or as otherwise established by NATIONAL’s Board of Directors.  CHAPTER 

acknowledges that this designation is non-exclusive in the Territory and that NATIONAL may, in its sole discretion, 

designate other affiliates in the Territory or may sponsor or conduct programs and perform other activities within the 

Territory. 

 

D.  Authorized Activities.  NATIONAL specifically authorizes CHAPTER to conduct the following activities within the 

Territory:   education, networking, fundraising, collaboration with industry partners, and such other activities as may be 

consistent with the mission and purposes of NATIONAL and in which NATIONAL may from to time to time authorize 

CHAPTER to engage. 

 

II.  Obligations of NATIONAL. 

 

NATIONAL’s obligations under this Agreement shall include: 

 

A. NATIONAL shall maintain its tax-exempt status under Section 501(c)(6) of the Internal Revenue Code of 1986 

(“Code”) and shall make appropriate reporting to the Internal Revenue Service (“IRS”) such that the IRS shall be 

notified of CHAPTER’s existence as a subordinate organization qualifying tax-exempt status under NATIONAL’s 

group exemption. 

 

III.  Obligations of CHAPTER. CHAPTER’s obligations under this Agreement shall include: 

 

A.  Corporate and Tax Status.  CHAPTER warrants that it is an unincorporated association in good standing, and that it 

shall remain in good standing during the term of this Agreement.  

 

B. Bylaws and Other Requirements. 

As a condition of receipt of its charter as a chapter of NATIONAL, CHAPTER heretofore provided to NATIONAL, 

and NATIONAL provided its approval to, the Bylaws of CHAPTER.  Such CHAPTER Bylaws are, and shall remain, 

consistent in all material respects with the Model Bylaws attached hereto as Exhibit A and incorporated by reference 

herein.  Any amendments to CHAPTER’s Bylaws must first be submitted to, and approved by, NATIONAL. 

CHAPTER shall have as its purposes those set forth in the Model Bylaws attached hereto, shall conduct its activities at 

all times in strict accordance with such Bylaws, and shall comply at all times with all of the requirements set forth in 

NATIONAL’s Bylaws and all other chapter-related policies, procedures, handbooks, or other written guidance 

heretofore or hereafter promulgated by NATIONAL (all of which are incorporated by reference herein). 

 



C.  Compliance with Laws.  CHAPTER warrants that it is in full compliance with all applicable laws, regulations and 

other legal standards that may affect its performance under this Agreement, and shall remain in full compliance with, 

and otherwise conduct its activities at all times in accordance with, all applicable law, regulations and other legal 

standards.  Further, CHAPTER warrants that it shall maintain at all times all permits, licenses and other governmental 

approvals that may be required in the Territory in connection with its performance under this Agreement.  Furthermore, 

CHAPTER warrants that it shall make all required filings, such as annual corporate reports and tax filings that may 

affect its corporate or tax status. 

 

D.  Recordkeeping, Reporting and Inspection.  CHAPTER shall maintain all records related to its corporate status and 

shall forward to NATIONAL copies of its Bylaws, and any amendments thereto, as well as any adverse notices or other 

correspondence received from any governmental agency (e.g., Internal Revenue Service, state Secretary of State or 

corresponding agency).  CHAPTER shall maintain reasonable records related to all of its programs, activities and 

operations.  CHAPTER shall submit regular written reports, no less than once per year, to NATIONAL summarizing its 

programs, activities and operations, including but not limited to budget and financial statements.  Upon the written 

request of NATIONAL, CHAPTER shall permit NATIONAL or NATIONAL’s designated agent to review appropriate 

records of CHAPTER pertaining to its programs, activities and operations. Alternatively, CHAPTER shall send to 

NATIONAL copies of such records. 

 

E.  Programs and Activities.  CHAPTER shall endeavor to sponsor and conduct programs and activities that further the 

purposes and objectives of NATIONAL, and shall use its best efforts to ensure that such programs and activities are of 

the highest quality with respect to content, materials, logistical preparation, and otherwise.  CHAPTER shall endeavor 

to use, to the extent possible, materials available through NATIONAL in support of such programs and activities.  

CHAPTER shall send to NATIONAL on a regular basis a schedule of upcoming programs and activities that 

CHAPTER intends to sponsor or conduct.  NATIONAL may, at its sole discretion, send representatives to observe such 

programs and activities.  

 

IV. Intellectual Property and Confidential Information. 

 

A.  Limited License.  In accordance with NATIONAL’s non-exclusive grant to CHAPTER to be a chapter of 

NATIONAL in the Territory, CHAPTER is hereby granted a limited, revocable, non-exclusive license to use (i) the 

“National Association of Catering Executives.,” acronym “ NACE,”  logo of NATIONAL, and other NATIONAL 

trademarks, service marks, trade names, and logos (hereinafter collectively referred to as the “Marks”), (ii) 

NATIONAL’s mailing, telephone, and mail lists with respect to past, current or prospective members to NATIONAL 

located within the Territory (hereinafter collectively referred to as the “Mailing List”), and (iii) all copyrighted or 

proprietary information and materials provided by NATIONAL to CHAPTER during the Term of this Agreement 

(hereinafter referred to as the “Proprietary Information”) (the Marks, Mailing List, and Proprietary Information are 

hereinafter collectively referred to as the “Intellectual Property”) in or in connection with CHAPTER’s name, acronym 

and logo and for other official CHAPTER-related purposes, with the limited authority to use the Intellectual Property 

solely in connection with the activities authorized under this Agreement, subject to the terms and conditions of this 

Agreement and any written guidelines attached hereto, otherwise incorporated herein, or subsequently provided to 

CHAPTER by NATIONAL. 

 

1.  The Intellectual Property is and shall remain at all times the sole and exclusive property of NATIONAL. The 

Intellectual Property may be used by CHAPTER if and only if such use is made pursuant to the terms and conditions of 

this limited and revocable license.  Any failure by CHAPTER to comply with the terms and conditions contained herein, 

whether willful or negligent, may result in the immediate suspension or revocation of this license, in whole or in part, by 

NATIONAL. Failure to comply, whether willful or negligent, also may result in the suspension or revocation of the 

charter of CHAPTER by NATIONAL. The interpretation and enforcement (or lack thereof) of these terms and 

conditions, and compliance therewith, shall be made by NATIONAL in its sole discretion.  

 

2.  NATIONAL’s logo may not be revised or altered in any way, and must be displayed in the same form as produced by 

NATIONAL.  The Marks may not be used in conjunction with any other trademark, service mark, or other mark 

without the express prior written approval of NATIONAL.  

  

3.  The Intellectual Property must be used by CHAPTER in a professional manner and solely for official CHAPTER-

related purposes.  CHAPTER shall not permit any third party to use the Intellectual Property without NATIONAL’s 

express prior written approval.  CHAPTER shall not sell or trade the Intellectual Property without NATIONAL’s 

express prior written approval.  Notwithstanding the foregoing, the Intellectual Property may not be used for individual 

personal or professional gain or other private benefit, and the Intellectual Property may not be used in any manner that, 

in the sole discretion of NATIONAL, discredits NATIONAL or tarnishes its reputation and goodwill; is false or 

misleading; violates the rights of others; violates any law, regulation or other public policy; or mischaracterizes the 



relationship between NATIONAL and CHAPTER, including but not limited to the fact that CHAPTER is a separate 

and distinct legal entity from NATIONAL.  

 

4. CHAPTER shall maintain the confidentiality of the Mailing List and shall not sell, trade, transmit, or otherwise 

disseminate the Mailing List, in whole or in part, to any third party without the express prior written approval of 

NATIONAL. 

 

5. In any authorized use by CHAPTER of the Intellectual Property, CHAPTER shall ensure that the applicable 

trademark and copyright notices are used pursuant to the requirements of United States law, the laws of the 

Territory, and any other guidelines that NATIONAL may prescribe. 

 

6.  NATIONAL shall have the right, from time to time, to request samples of use of the Intellectual Property from 

which it may determine compliance with these terms and conditions.  NATIONAL reserves the right to prohibit use 

of any of the Intellectual Property, as well as to impose other sanctions, if it determines, in its sole discretion, that 

CHAPTER’s usage thereof is not in strict accordance with the terms and conditions of this limited and revocable 

license. 

 

7. Use of the Intellectual Property shall create no rights for CHAPTER in or to the Intellectual Property or its use 

beyond the terms and conditions of this limited and revocable license.  All rights of usage of the Intellectual Property 

by CHAPTER shall terminate immediately upon the revocation, surrender or other termination of this Agreement.  

CHAPTER’s obligations to protect the Intellectual Property shall survive the revocation, surrender or other 

termination of this Agreement. 

 

B.  Confidential Information.  The parties shall maintain the confidentiality of all of the confidential and proprietary 

information and data (“Confidential Information”) of the other party.  The parties also shall take all reasonable steps to 

ensure that no use, by themselves or by any third parties, shall be made of the other party’s Confidential Information 

without such other party’s consent.   Each party’s Confidential Information shall remain the property of that party and 

shall be considered to be furnished in confidence to the other party when necessary under the terms of this Agreement.  

Upon any revocation, surrender or other termination of this Agreement, each party shall:  (i) deliver immediately to the 

other party all Confidential Information of the other party, including but not limited to all written and electronic 

documentation of all Confidential Information, and all copies thereof; (ii) make no further use of it; and (iii) make 

reasonable efforts to ensure that no further use of it is made by either that party or its officers, directors, employees, 

agents, contractors, or any other person or third party.  Each party’s confidentiality obligations under this Section shall 

survive any revocation, surrender or other termination of this Agreement.   

 

VI. Relationship of Parties. 

The relationship of NATIONAL and CHAPTER to each other is that of independent contractors.  Nothing herein shall 

create any association, joint venture, partnership, or agency relationship of any kind between the parties.  Unless 

expressly agreed to in writing by the parties, neither party is authorized to incur any liability, obligation or expense on 

behalf of the other, to use the other’s monetary credit in conducting any activities under this Agreement, or to represent 

to any third party that CHAPTER is an agent of NATIONAL. 

 

VII.  Indemnification. 

CHAPTER shall indemnify, save and hold harmless NATIONAL, its subsidiaries, affiliates, related entities, partners, 

agents, officers, directors, employees, shareholders, attorneys, heirs, successors, and assigns, and each of them, from and 

against any and all claims, actions, suits, demands, losses, damages, judgments, settlements, costs and expenses 

(including reasonable attorneys’ fees and expenses), and liabilities of every kind and character whatsoever (a “Claim”), 

which may arise by reason of (i) any act or omission by CHAPTER or any of its subsidiaries, affiliates, related entities, 

partners, officers, directors, employees, shareholders or agents, or (ii) the inaccuracy or breach of any of the covenants, 

representations and warranties made by CHAPTER in this Agreement.  This indemnity shall require CHAPTER to 

provide payment to NATIONAL of costs and expenses as they occur.  CHAPTER shall promptly notify NATIONAL 

upon receipt of any Claim and shall grant to NATIONAL the sole conduct of the defense to any Claim.  The provisions 

of this Section shall survive any revocation, surrender or other termination of this Agreement. 

 

VIII. Revocation or Surrender of Charter. 

 

A.  Revocation of Charter.  The charter granted by NATIONAL to CHAPTER hereunder shall remain in full force and 

effect unless and until revoked by NATIONAL or surrendered by CHAPTER in accordance with the provisions of this 

Agreement.  NATIONAL, through its Board of Directors, shall have the authority to revoke the charter of CHAPTER if 

the Board of Directors determines that the conduct of CHAPTER is in breach of any provision of this Agreement.  Any 



decision by NATIONAL to revoke CHAPTER’s charter shall be initiated by sending written notice to CHAPTER 

specifying the grounds upon which the revocation is based; provided, however, that NATIONAL shall provide 

CHAPTER with ninety (90) days from the date of such notice to cure any alleged breach of this Agreement.  In the event 

that NATIONAL determines, in its sole discretion, that CHAPTER has not corrected the condition leading to 

NATIONAL’s decision to revoke CHAPTER’s charter, NATIONAL shall so notify CHAPTER in writing. 

NATIONAL’s decision shall become final unless, within thirty (30) days of its receipt of written notice from 

NATIONAL, CHAPTER delivers to NATIONAL a written notice to appeal such determination.  Upon the filing of 

such an appeal notice, CHAPTER shall have the opportunity to present its case, by written communication or in person, 

to the Board of Directors of NATIONAL pursuant to the applicable rules or procedures prescribed by NATIONAL’s 

Board of Directors.  The decision of NATIONAL’s Board of Directors upon such appeal shall be final and not subject to 

further appeal. 

 

B. Surrender of Charter.  CHAPTER may surrender its charter by delivering to NATIONAL written notice of its 

intention to do so no less than ninety (90) days prior to the effective date of such surrender. 

 

IX. Miscellaneous. 

 

A.  Entire Agreement.  This Agreement:  (i) constitutes the entire agreement between the parties hereto with respect to 

the subject matter hereof; (ii) supersedes and replaces all prior agreements, oral and written, between the parties relating 

to the subject matter hereof; and (iii) may be amended only by a written instrument clearly setting forth the 

amendment(s) and executed by both parties. 

 

B. Warranties.  Each party covenants, warrants and represents that it shall comply with all laws, regulations and other 

legal standards applicable to this Agreement, and that it shall exercise due care and act in good faith at all times in the 

performance of its obligations under this Agreement.  The provisions of this Section shall survive any revocation, 

surrender or other termination of this Agreement. 

 

C.  Waiver.  Either party’s waiver of, or failure to exercise, any right provided for in this Agreement shall not be deemed 

a waiver of any further or future right under this Agreement. 

 

D.  Arbitration.  Any and all disputes arising under this Agreement shall be subject to mandatory and binding 

arbitration.  Said arbitration shall take place in the State of New York.  Neither party shall have any right to bring an 

action relating to this Agreement in a court of law, except insofar as to either enforce or appeal the results of any such 

arbitration.  In any such arbitration, and subsequent court action, the prevailing party shall be entitled to collect its fees 

and costs associated therewith from the non-prevailing party.  

 

E.  Governing Law.  All questions with respect to the construction of this Agreement or the rights and liabilities of the 

parties hereunder shall be determined in accordance with the laws of the State of New York Any legal action taken or to 

be taken by either party regarding this Agreement or the rights and liabilities of parties hereunder shall be brought only 

before a federal, state or local court of competent jurisdiction located within the State of Maryland.  Each party hereby 

consents to the jurisdiction of the federal, state and local courts located within the State of Maryland. 

F.  Assignment.  This Agreement may not be assigned, or the rights granted hereunder transferred or sub-licensed, by 

either party without the express prior written consent of the other party. 

 

G.  Heirs, Successors and Assigns.  This Agreement shall be binding upon and inure to the benefit of each party, its 

subsidiaries, affiliates, related entities, partners, agents, officers, directors, employees, heirs, successors, and assigns, 

without regard to whether it is expressly acknowledged in any instrument of succession or assignment. 

 

H.  Headings.  The headings of the various paragraphs hereof are intended solely for the convenience of reference and 

are not intended for any purpose whatsoever to explain, modify or place any construction upon any of the provisions of 

this Agreement. 

 

I.  Counterparts.  This Agreement may be executed in one (1) or more counterparts, each of which shall be deemed an 

original and all of which taken together shall constitute one and the same instrument. 

 

J.  Severability.  All provisions of this Agreement are severable.  If any provision or portion hereof is determined to be 

unenforceable in arbitration or by a court of competent jurisdiction, then the remaining portion of the Agreement shall 

remain in full effect. 

 

K.  Force Majeure.  Neither party shall be liable for failure to perform its obligations under this Agreement due to events 

beyond its reasonable control, including, but not limited to, strikes, riots, wars, fire, acts of God, and acts in compliance 

with any applicable law, regulation or order (whether valid or invalid) of any governmental body. 



  

L.  Notice.  All notices and demands of any kind or nature that either party may be required or may desire to serve upon 

the other in connection with this Agreement shall be in writing and may be served personally, by facsimile, by certified 

mail, or by overnight courier, with constructive receipt deemed to have occurred on the date of the mailing, sending or 

faxing of such notice, to the following addresses or facsimile numbers: 

 

 

If to NATIONAL: 9891 Broken Land Parkway 

   Suite 301 

   Columbia, MD 21046 

   Attn.:  Alicia Crosby, Manager of Membership and Chapter Relations 

   Fax:  (410) 290-5460 

 

If to CHAPTER: 

___________________________________ 

   ___________________________________ 

   ___________________________________ 

   Attn.:  ______________, _______________ 

   Fax:  (___) ______-___________ 

  

IN WITNESS WHEREOF, the parties hereto have caused duplicate originals of this Agreement to be executed by their 

respective duly authorized representatives as of the date and year first above written. 

 

NATIONAL ASSOCIATION FOR CATERING AND EVENTS, INC. 

 

By:  ____________________________ 

Name:  _________________________ 

Title:  ___________________________ 

 

[Name of Chapter] 

 

By:  ____________________________ 

Name:  _________________________ 

Title:  ___________________________ 

 

 

 

 

 

 

 

 

  



Bylaws Of [CHAPTER NAME]1 

Chapter of 

The National Association for Catering and Events [DATE] 

 

ARTICLE 1 – GENERAL 
1.1   Name and Mission. The name of this organization is [CHAPTER NAME] (“Chapter”).  The Chapter 

functions as a local division of the National Association for Catering and Events ("NACE"), a New 
York not-for-profit corporation recognized as exempt from federal income tax under Section 501(c)(6) 
of the Internal Revenue Code of 1986, as amended (the "Code"). 
The mission of the Chapter is to advance the catering and events industry and its professionals. 

 

ARTICLE 2 – PURPOSE AND LIMITATIONS  
2.1  Purposes.  The Chapter shall assist caterers, event planners and event professionals in achieving career 

success by raising the level of education and professionalism in the catering industry, and to carry out 
such other activities as are permissible for corporations exempt from federal income tax under section 
501(c)(6) of the Code, in accordance with NACE's objectives. Further, the Chapter will support and 
adhere to the objectives, code of ethics, and other standards established by NACE. 

 
2.2.  Limitations. The Chapter shall not engage in any activities or exercise any powers that are not in 

furtherance of its purposes or that are inconsistent with the federal tax exemption requirements 
applicable to NACE, including but not limited to the requirement that the Chapter shall not be 
organized for profit and no part of its net earnings shall inure to the benefit of any private individual. 
The Chapter shall not carry on activities not permitted by a corporation exempt from federal income 
tax under section 501(c)(6) of the Code or the corresponding provisions of any future United States 
internal revenue law.  The Chapter shall adhere to all applicable federal, state and local antitrust, trade 
regulation or other requirements. 

 

ARTICLE 3 – MEMBERSHIP 
3.1.1 Membership Classes, Qualifications, Rights and Privileges. Membership in the Chapter shall be 

composed of individuals in the catering, events and hospitality industries who agree to comply with 
NACE’s Code of Ethics.    

(a)  Membership in the Chapter is limited to NACE members who are in good standing, who are in 
compliance with NACE’s rules and regulations, and who have paid membership dues to the Chapter, 
in the amounts determined by the National Board of Directors.   
(b)  Membership classes, qualifications, rights and privileges in the Chapter shall be the same as those 
set forth in the NACE bylaws.  All current members in good standing (except Student members) may 
vote, hold office, or serve on the Board of Directors of the Chapter.  Chapter committee membership 
is open to all membership classes. 

 
3.1.2 Suspension or Termination of Chapter Membership. Chapter membership may be suspended pending 

review or terminated with or without cause, such as a violation of these Bylaws, the bylaws of NACE, 

the NACE code of ethics, or for conduct prejudicial to the best interest of the Chapter and/or NACE, 
according to a procedure established by the Board of Directors. Suspension or termination shall be by 
a two-thirds (2/3) vote of the Board of Directors in office and entitled to vote, such vote to be taken 

after the defaulting member against whom such action is proposed has received notice of the reasons 
for the proposed suspension or termination and such member has had a reasonable opportunity to be 
heard by the Board of Directors.  The Chapter shall notify NACE of each member who has been 
suspended or terminated.  Upon such vote of the Board of Directors, all Chapter membership rights, 
privileges, and benefits shall be terminated. Membership may be reinstated after a suspension where 
the suspended member satisfies all conditions of reinstatement and the Board of Directors has 
approved reinstatement by a two-thirds (2/3) vote of the Board of Directors in office and entitled to 
vote. All terminations of membership shall be final; provided, however, a terminated member may 
reapply for membership. Termination or suspension of membership by NACE shall automatically 

                                                      
* Prior to executing the Chapter bylaws, the Chapter must ensure that its bylaws conform with the requirements of the 

Chapter's state of incorporation.  



constitute termination or suspension of membership in the Chapter. Note, termination from Chapter 
membership does not automatically constitute termination from NACE.  However, NACE will be 
provided with a list of all individuals who have been terminated or suspended, and it may choose to 
suspend or terminate such member from NACE membership in accordance with its own procedures. 

 
3.1.3 Resignation. Any member may resign at any time by filing a written resignation to the Chapter 

President.  Resignation from membership in NACE shall automatically constitute resignation of 
membership in the Chapter.  Resignation does not relieve a member from liability for the full annual 
dues or other obligations accrued and unpaid as of the date of resignation. 

 
3.1.4 Dissolution or Liquidation.  In accordance with applicable law, all membership and rights, privileges, 

and benefits thereto shall cease upon the dissolution or liquidation of the Chapter or of NACE. 
 

ARTICLE 4 – CHAPTER MEETINGS 
4.1 Annual Meetings. The Board of Directors shall set the time and place for the Annual Meeting of the 

members, which shall be held between September 1 and November 30 of each year, and provide 
notice to such members as set forth in Section 4.4 of these Bylaws.  The members shall elect Officers 

and Directors, and conduct other Chapter business at the Annual Meeting. Membership meetings 
shall be held at least once annually.  The members shall also elect Chapter delegates to vote at the 
NACE national membership meetings in accordance with the terms and procedures set forth in the 
NACE bylaws.    

 
4.2 Special Meetings. The Board of Directors may call special meetings of the Chapter membership for 

any purpose that requires a vote by the membership who has voting rights. Notice for any special 
meeting shall specify the purpose of the meeting and a minimum of fifteen (15) days notice shall be 
necessary. 

 
4.3  Education Programs.  The Chapter shall conduct at least eight (8) education programs per year, at 

times and places determined by the Board of Directors. 
 
4.4  Notice. Notice of educational programs is provided to voting members at least 20 days before any 

such meetings. Written notice shall state the place, date, and hour of the meeting and indicate that the 
notice is being issued by or at the direction of the person or persons calling the meeting. 

 
4.5  Chair. The Chapter President shall preside as Chair at all meetings of the membership.  In the absence 

of the President, the Vice-President or another officer shall serve as temporary Chair.  
 
4.6  Voting. Whenever the members must vote on a matter under these Bylaws, this section will apply. 

Voting at membership meetings may be in person or by proxy with each voting member having a 
single vote. A majority of the members voting in person or by proxy where a quorum is present carries 
an action. Members may vote without a meeting in elections or on any matter presented by the Board 
of Directors where a quorum participates and the votes are submitted in writing by postal or other 
delivery, facsimile, e-mail or any other electronic means. A quorum for membership voting is a simple 
majority of the total chapter membership (excluding student members).  

 

4.7  Order of Business. The order of business for all meetings shall be provided by the Board of Directors. 
Where no order is so provided and when not otherwise expressly provided for in these Bylaws, the 
meeting shall be governed by the latest edition of Robert's Rules of Order Newly Revised.  

 
4.8  Minutes. Full minutes of Chapter meetings shall be recorded by the Secretary, containing the results 

of the deliberations of the membership.   
  

ARTICLE 5 – BOARD OF DIRECTORS 
5.1   General Powers. The affairs of the Chapter shall be managed by its Board of Directors. It shall be the 

Board of Directors’ duty to carry out the objectives and purposes of the Chapter. The duties of the 
Board of Directors shall include the following: 



  
5.1.1 communicate the vision and direction for the Chapter in the furtherance of the Chapter’s 

purposes, mission and objectives; 
 

5.1.2 supervise and direct the affairs and business of the Chapter, its committees and all 
organizational units, and its publications and determine its policies or changes therein; 

 
5.1.3 establish the financial policies of the Chapter and be accountable for the assets of the Chapter, 

including but not limited to the authorization of expenditures; 
 

5.1.4 maintain positive relationships with NACE and other organizations interested in the catering 
and event industries; and  

 
5.1.5 exercise any other authority and powers as may be granted to them in these Bylaws, and fulfill 

all the duties, responsibilities, and obligations prescribed by these Bylaws and applicable laws 
and regulations. 

 

5.2 Composition, Election, Qualifications and Term. The number of Directors shall be no more than 
twelve (12), but not fewer than four (4), the certain number to be determined by the Board of Directors 
from time to time. All elections should be held in the fall and newly elected positions must start office 
by January 1. The Board of Directors shall consist of the Officers of the Chapter and any additional 
Directors elected by the membership.  Each Director, other than Directors who are also Officers, shall 
hold office for a [two (2) year term]; provided, however, that no Director may serve on the Board of 
Directors for more than a total of ten (10) consecutive years, and each Director shall serve until their 
successors have been duly elected or appointed and qualified. 

 
5.3 Quorum and Voting. Not less than a majority of the Directors in office and entitled to vote shall 

constitute a quorum. Each director with voting privileges shall be entitled to exercise one vote; there 
shall be no voting by proxy. The vote of a majority of the Directors present and able to act at a meeting 
where a quorum is present shall be the act of the Board of Directors, unless a two-thirds or other than 
simple majority is required herein or by law for the act.  

 
5.4 Meetings of the Board. Meetings of the Board of Directors shall be held monthly (at least 10 times a 

year), at such times and places (to include electronic meetings) as determined by the Board of 
Directors. Special meetings of the Board of Directors may be called at any time by the President or by 
written request of a simple majority of the Board of Directors.  

 
5.4.1 Notice of Meetings. Regular meetings may be held without notice if the time and place of such 

meetings is fixed by the Board of Directors.  Special meetings may be held upon notice given to 
all Directors at least twenty-four (24) hours in advance by U.S. mail, electronic mail, facsimile, 
or any other means of electronic transmission. 

5.4.2 Participation by Telephone. The Directors or any committee of the Board of Directors may 
participate in a meeting by means of a conference telephone or similar communications 
equipment allowing all persons participating in the meeting to hear each other at the same time. 
Participation by such means shall constitute presence at a meeting. 

5.4.3 Agenda and Minutes. A meeting agenda will be prepared by the President and distributed to the 
Board of Directors in advance. The minutes of all Board meetings shall be duly recorded by the 
Secretary/Treasurer, whose duty it shall be to distribute to each member of the Board of 
Directors a copy of the minutes of each meeting of the Board within fourteen (14) days after the 
close of such meeting. 
 

5.5 Performance. Unless excused for a personal or business emergency (not a conflict in schedule) by the 
President, Directors shall attend at least seventy-five percent (75%) of the meetings of the Board of 
Directors held per year. Failure of a Director to perform as prescribed may be grounds for removal as 
provided for by law, these Bylaws, and procedures of the Board for same. If a Director is absent from 4 
or more meetings without being excused, the Director shall be asked to resign. 



 
5.6 Resignation or Removal. 

5.6.1 Resignation. Any Director may resign at any time by giving written notice to the President. 
5.6.2 Suspension.  The Board of Directors may suspend for cause immediately the authority of any 

Director to act as a Director. Any suspension of a Director shall take place according to a 
procedure established by the Board of Directors. 

5.6.3 Notice of Removal Proceedings. Elected Directors may be removed for cause only at meetings 
of the membership, and the notice of such meeting must state that one of the purposes of the 
meeting is to vote on the Director’s removal. Directors subject to a removal vote shall be given 
thirty (30) days notice that such a vote will occur. That Director may appear before the Board of 
Directors or submit a written statement during those thirty (30) days, or the Director may 
appear at the meeting at which the removal vote will be held and make a statement prior to that 
vote. 

5.6.4 Removal.  Appointed Directors may be removed for cause by a majority vote of the entire Board 
of Directors or by the appointing committee. Any removal of a Director shall take place 
according to a procedure established by the Board of Directors. 
 

5.7  Vacancies 
5.7.1 For directorships which are filled by action of a particular subset of the Chapter membership, 

vacancies may only be filled by action of the same persons entitled to vote for such Director 
provided. However, if the vacancy remains unfilled for 60 days and the Board of Directors is 
unable to constitute a quorum with the remaining Directors (due to their absence, illness or 
other inability), then a majority of the remaining Directors may appoint a Director to fill the 
vacancy. 

5.7.2 Any other vacancy occurring in the Board of Directors or any directorship to be filled by reason 
of an increase in the number of Directors may be filled by vote of a majority of the entire Board.   

5.7.3 Directors appointed by the Board of Directors to fill vacancies as provided for in these Bylaws 
shall meet the eligibility requirements and qualifications in force at the time of appointment to 
the vacant position for which they are being considered and shall serve only to the remainder of 
the term of the vacancy; upon completion of the remainder of such term, they may be 
nominated for election or considered for appointment, whichever is appropriate to the position 

they have filled. 

 

ARTICLE 6 – OFFICERS 
6.1  Composition, Term, Qualifications and Eligibility. The Officers of the Corporation shall be a President, 

Vice President, Secretary/Treasurer, and Event Professional. All Officers shall be members of the 
Board of Directors.  The Officers of the Corporation shall be elected by the Board of Directors from 
among the current members of the Board by the affirmative vote of a majority of the Board of 
Directors present at any meeting at which a quorum is present.  Each Officer shall hold office for a 
[two (2)-year term]; provided, however, that Officers shall serve until their successors have been duly 
elected or appointed and qualified. ALL Officers may serve a term of [2] years and may serve a 
maximum of 2 such terms per office. The terms of Officers may be staggered, so as to not all expire at 
the same time, to the extent and as determined by the Board of Directors.  To this end, the term(s) of 
one (1) or more Officers may be extended or abbreviated, to the extent and as determined by the 
Board of Directors.  Officers shall be at least (18) years of age and must be a NACE member in good 
standing (except for Student members) with the Chapter and NACE, and meet the following 
additional eligibility requirements. 

 
6.1.1 President. The President shall serve as the Chair of the Board of Directors and preside at all 

meetings of the Board of Directors.  The President shall also be a nonvoting ex-officio member 
on all committees, except the Nominating Committee, if any; attend the NACE annual 
conference (in which the Chapter shall pay for specified expenses incurred); and comment and 
provide suggestions to the Chapter Presidents’ Council on such matters in his or her opinion 
tend to promote the prosperity and welfare and increase the success of NACE.  The President 
shall appoint all committee Chairpersons.  The President may sign any contracts, deeds, 
mortgages, and/or other instruments which the Board of Directors has authorized to be 



executed, except in cases where the signing and execution thereof shall be expressly delegated 
by the Board of Directors or by these Bylaws or by law to some other Officer or agent of the 
Chapter.  The President shall regularly supervise and provide direction to any of the Chapter’s 
employees or paid contractors. The President shall perform all duties incident to the office of 

President and such other duties as may be prescribed by the Board of Directors from time to 
time. The President must: 

    a.) have served as an Officer for at least one year 
   b.)  be a NACE member in good standing (except for a student types)  

6.1.2 Vice President: In the absence of the President or in the event of his or her inability or refusal 
to act, the Vice President shall perform the duties of the President, and when so acting, shall 
have all the powers of and be subject to all the restrictions upon the President. In addition to 
the requirements noted above, a Vice President candidate must have served on the Board of 
Directors or a committee for at least one year in order to be eligible for the position. 

 
6.1.3 Secretary and/or Treasurer: It shall be the duty of the Secretary/Treasurer to give notice of all 

membership and Board meetings and keep a record of all business there transacted, to conduct 
all correspondence and execute all orders, votes and resolutions not otherwise committed. The 

Secretary/Treasurer shall keep an account of all monies received and expended for use by the 
Chapter. He or she shall make a report at each meeting or whenever called upon by the 
President. In addition to the requirements noted above, a Secretary/Treasurer candidate must 
have served on the Board of Directors or a committee for at least one year in order to be 
eligible for the position. 

 
6.1.4 Event Professional: The Event Professional shall act as the Board liaison to the Chapter’s 

Event Professionals. The Event Professional candidate must have served on the Board of 
Directors or a committee for at least one year in order to qualify for the position. 

 
6.2 Removal or Resignation of Officers.  Any Officer may be removed from office at any time by the 

affirmative vote of a majority of the Board of Directors present at a meeting at which a quorum is 
present, whenever in the Board’s judgment the best interests of the Chapter would be served thereby.  
Any Officer may resign at any time by giving written notice to the President, Secretary/Treasurer or 

to the Board of Directors.  Such resignation shall take effect at the time specified in such notice, or, if 
no time is specified, at the time such resignation is tendered. 

 
6.3 Vacancies.  A vacancy in any Officership because of death, resignation, removal, disqualification, or 

otherwise, may be filled at any time by the Board of Directors for the unexpired portion of the term.  
Vacancies may be filled or new offices created and filled at any meeting of the Board of Directors.  
Such action shall be effected by the affirmative vote of a majority of the Board of Directors present at 
a meeting at which a quorum is present. 

 
6.4 Orderly Transition. It shall be the duty and obligation of all elected Officers and committee chairs to 

turn over to their successors all Chapter records and correspondence related to their terms of office 
and such other documents and materials as may pertain to their office. The foregoing obligation shall 
be completed not later than ten (10) days after the new Officers and Directors have taken office. 

 

ARTICLE 7 - COMMITTEES 
7.1  Establishment of Committees. The Board of Directors may establish committees and, appointment 

persons to such committees.  Unless otherwise provided below, the Board of Directors shall establish 
such committees by resolution adopted by a majority of the members of the entire Board. The Board 
shall annually review its need for committees to achieve the objectives of the Chapter, and may 
eliminate existing committees or establish new committees as it deems necessary. Unless otherwise 
provided by resolution of the Board or in these Bylaws, the President shall serve as nonvoting ex-
officio members of all committees, except that the President shall be a voting member of the Executive 
Committee, if any, and shall not serve on the Nominating Committee, if any.  At least one (1) 
member of the Board of Directors shall serve as a liaison to and an ex-officio (nonvoting) member of 
each committee. 



 
7.2  Powers and Authority of Committees.  All Chapter committees created hereunder shall be under the 

direction of the Board of Directors, in that they shall only have the limited powers and authority to act 
as prescribed and delegated to them by the Board, and in accordance with applicable law. The 

designation of and the delegation of authority to any committee shall not operate to relieve the Board 
of Directors or any individual Director of any responsibility imposed upon them by law. 

 

ARTICLE 8 – FINANCE 
8.1 Checks and Drafts.  All checks, drafts or other orders for the payment of money, notes, or other 

evidence of indebtedness issued in the name of the Chapter, shall be signed by either the President or 
the Secretary/Treasurer of the Chapter, provided that any such instrument drawn in excess of [$3,000 
-  this amount can be changed by chapter] shall require two signatures. 

 
8.2 Budget. The Board shall adopt an annual operating budget covering all activities of the Chapter no 

later than January 31st of the year of said budget. 
 
8.3  Books, Records, and Minutes. The Chapter shall keep correct and complete books and records of 

account and shall keep minutes of the proceedings of its Board of Directors. 
 

ARTICLE 9 – CONFLICTS OF INTEREST 
The Board shall adopt and sign a conflict-of-interest policy and annual disclosure that applies to all officers 
and committee chairs of the Chapter. 
 

ARTICLE 10 – LIMITATION OF LIABILITY AND INDEMNIFICATION 
10.1. Limitation of Liability. To the fullest extent permitted by the laws of the State of New York the 

personal liability of the Directors, Officers, committee members, and employees of the Corporation is 
hereby eliminated. 

 
10.2. Indemnification. To the fullest extent permitted by the laws of the State of New York, the Chapter 

shall indemnify its Directors, Officers, committee members, and employees. 
 

ARTICLE 10 – HEADINGS, ENUMERATION, AND FORMATTING 
The headings, enumeration, and formatting of these Bylaws are intended solely for the convenience of 
reference and are not intended for any purpose whatsoever to explain, modify, or place any construction upon 
any of the provisions of these Bylaws. 
 

ARTICLE 11 – SEVERABILITY 
All provisions of these Bylaws are severable. If any provision or portion hereof is determined to be 
unenforceable in arbitration or by a court of competent jurisdiction, then the remainder of these Bylaws shall 
remain in full effect. 
 

ARTICLE 12 – GOVERNING LAW 
All questions with respect to the construction of these Bylaws shall be determined in accordance with the 
applicable provisions of the laws of the State of New York. 
 

ARTICLE 13 – REVOCATION OF CHARTER 
It is the responsibility of the Chapter to adhere all requirements set forth in the chapter bylaws and follow 
chapter charter requirements as stated in the bi-annual CharterWatch. Failure to do so will result in 
probationary status and/or revocation of chapter charter. According to Article 12.3 of the NACE national 
bylaws, the Charter of any chapter may be revoked at any time by the Board of Directors of NACE, and in 
such manner as the Board may deem necessary or advisable in the best interests of NACE.  Upon any such 
revocation, all funds in the treasury of the chapter whose Charter is revoked, and all of its records, shall 
immediately be delivered to NACE and managed at the discretion of the Board; and all fully paid-up 
members of the former chapter shall be considered Members-At-Large as provided by Article 5, with the 
exception of student chapters, in which case Student Members shall be assigned to the local chapter existing 
in the area. 



 

ARTICLE 14 – DISSOLUTION  
In the event of the dissolution of the Chapter, after paying or making provision for the payment of all of the 
liabilities of the Chapter, all assets of the Chapter shall be distributed to NACE or to a charitable organization 

recognized as exempt from federal income taxation under Internal Revenue Code Section 501(c)(6). 

 

ARTICLE 15 – AMENDMENTS  
 
15.1 Authority to Amend Bylaws. Amendments to the Bylaws must be submitted to the NACE offices and 

shall be approved by a representative of NACE. The NACE Board of Directors shall establish 
procedures for submitting and approving amendments to Chapter Bylaws. The NACE representative 
shall review and approve or deny such request for amendments within (30) days. 

 

Adopted by resolution by the (CHAPTER NAME) Board of Directors on _____________ 

(Month/day/year) and certified as such by the  

 

Secretary/Treasurer: ______________________/________________________    

  

 

National Representative           
 
  



POLICY – NACE (CHAPTER NAME) Chapter Board of Directors 
 

Confidentiality Statement 

Conflict Of Interest Policy 
 

Acknowledgment & Disclosure Form 
 

 

POLICY 

 

It shall be the policy and procedure of the (CHAPTER NAME) chapter of the National Association for 

Catering and Events to require on an annual basis each candidate for, and current member of, the Board 

of Directors to 

 

i. acknowledge and maintain their ongoing fiduciary duty of confidentiality, and 

 

ii. disclose any conflicts of interests during their tenure and abide by NACE’s conflict of interest 

policies and procedures. 

 

To assist in the implementation of this policy, an annual acknowledgment and disclosure form shall be 

provided each year for members of the Board to sign. 

 

 
Approved by resolution of the Board of Directors of the (CHAPTER NAME) chapter of NACE on: 

_________________________________ 

 

Signature of Secretary/Treasurer of the Board: __________________________________________ 

 

 

FORM on next page 

  



 

POLICY – NACE (CHAPTER NAME) Chapter Board of Directors 
 

Confidentiality Statement 

Conflict Of Interest Policy 
 

Acknowledgment & Disclosure Form 
 

 
 

The (CHAPTER NAME) of the NATIONAL ASSOCIATION FOR CATERING AND EVENTS 

Board of Directors Confidentiality Statement, and 

Conflict of Interest Policy, and Acknowledgment and Disclosure Form 

 

Confidentiality Statement 
As a member of the Board, I recognize that I owe a fiduciary duty of care to NACE. This includes a duty of 
confidentiality. All information and documentation that I receive from NACE and others in connection with 

my service on the Board will be treated with strict confidentiality.  Neither the contents nor the existence of 
this information or documentation will be shared with anyone other than the officers, directors, employees, 
and attorneys of NACE. I will direct any questions regarding my confidentiality obligations to the NACE 
Executive Director.   
 

Conflicts of Interest Policy 
As a member of the Board, I recognize that I owe a fiduciary duty of loyalty to NACE. This duty requires me 
to avoid conflicts of interest and to act at all times in the best interests of NACE. The purpose of the conflicts 
of interest policy (set forth below) is to help inform the Board about what constitutes a conflict of interest, 
assist the Board in identifying and disclosing actual and potential conflicts, and help ensure the avoidance of 
conflicts of interest where necessary. This policy may be enforced against individual Board members as 
described below: 
 
1.  Board members have a fiduciary duty to conduct themselves without conflict to the interests of NACE. In 

their capacity as Board members, they must subordinate personal, individual business, third-party, and 
other interests to the welfare and best interests of NACE. 

 
2.  A conflict of interest is a transaction or relationship which presents or may present a conflict between a 

Board member’s obligations to NACE and the Board member’s personal, business or other interests. 
 
3.  All conflicts of interest are not necessarily prohibited or harmful to NACE.  However, full disclosure of all 

actual and potential conflicts, and a determination by the disinterested Board (or NACE Executive 
Committee) members – with the interested Board member(s) recused from participating in debates and 
voting on the matter – are required. 

 
4.  All actual and potential conflicts of interests shall be disclosed by Board members to the chapter’s 

Executive Committee through the whenever a conflict arises. The disinterested members of the chapter’s 
Executive Committee shall make a determination as to whether a conflict exists and what subsequent 
action is appropriate (if any). The chapter’s Executive Committee shall inform the Board of such 
determination and action. The Board shall retain the right to modify or reverse such determination and 
action, and shall retain the ultimate enforcement authority with respect to the interpretation and 
application of this policy. 

 
5.  On an annual basis, all current chapter Board members shall be provided with a copy of this policy and 

required to complete and sign the acknowledgment and disclosure form below. All completed forms shall 
be provided to and reviewed by the NACE Executive Committee, as well as all other conflict information, 
if any, provided by Board members. 

 
 



 

 

ACKNOWLEDGMENT AND CONFLICT OF INTEREST DISLOSURE FORM 
I have read the Confidentiality Statement and Conflicts of Interest Policy set forth above and agree to comply 

fully with their terms and conditions at all times during my service as a NACE Board member and thereafter 
as may apply.  I understand that failure to do so shall be cause for my suspension or removal from the Board 
of Directors and result in my exclusion from executive sessions of the Board of Directors, according to 
policies of same established by the Board of Directors per authority of the bylaws of the (CHAPTER NAME) 
chapter of NACE.  If at any time following the submission of this form I become aware of any actual or 
potential conflicts of interest, or if the information provided below becomes inaccurate or incomplete, I will 
promptly notify the chapter president and/or the NACE national headquarters in writing.   
 
Disclosure of Actual or Potential Conflicts of Interest: 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 
___________________________________________________________________________________ 

___________________________________________________________________________________ 
___________________________________________________________________________________ 
 
You acknowledge and agree that your selection for service on the Board and the opportunities made available 
to you by serving on the Board constitute good and valuable consideration for entering into this agreement, 
the receipt and sufficiency of which you hereby acknowledge.   
 
On behalf of your individual capacity: 
 
     Signature: ________________________________________________________________ 
 

     Name (printed): _________________________________________________________________________ 
 

         Title: _________________________________________________________________________ 

 
Chapter: ___________________________________________________________________________ 

 
 Date: ____________________ 

 
 
 
 
 
 
 
 
  



 

 

 

 

 

 

 

 

CHAPTER REPORTING 

AND CHARTERWATCH 

 

 

 

 

  



Monthly Chapter Reporting 
 
Each NACE chapter is required to submit a monthly report to headquarters about meeting activity, 
membership, finances, etc. They are also required to submit a copy of their board meeting minutes and bank 

statement to match the month of reporting. These reports are required to help keep communications open 
between the national office, national board, Chapter Presidents’ Council and chapters so that everyone is 
aware of issues, successes, and other areas for which support can be provided.  
 
Chapter reporting is also part of the fiduciary duties of the chapter leaders to be aware of all chapter business 
and keep accurate public records of board meetings and chapter business. Fiduciary duties were discussed in 
Part II. 
 

 

RESOURCES ATTACHED 
 

 Chapter reporting procedure 

 Monthly chapter report template 

 Wufoo database – Word template 

 CharterWatch Part I and II template 

  



Chapter Reporting Procedure 
 

All Chapter Reports are due by the 20th of each month for the month prior. For example, all chapter reporting 
for November would be due by December 20th. 

 
Chapter reporting should be emailed to Alicia Crosby – hard copies can be faxed to her attention.  
Email: acrosby@nace.net 
Fax: 410-290-5460 

 

Chapter Reporting 

 

 Chapter Report template for reporting month 

 Board meeting minutes for reporting month 
o If your chapter board did not have a formal board meeting with minutes, please indicate that 

on the Chapter Report 

 Bank statement for reporting month 
o A copy of the bank statement from your bank is required. 

o You are more than welcome to send a treasurers report, P&L, etc., but only the actual bank 
statement is required. 

 Program information for reporting month submitted on Wufoo database 
o If your chapter did not have a program, please indicate that on the Chapter Report 
o Programs Chair(s) are responsible for submitting all meeting information onto Wufoo. Word 

document template is attached and link are below – 
 
Link to submit chapter programs 
http://nace.wufoo.com/forms/chapter-programs-form/ 

 
Link to view chapter programs 
http://nace.wufoo.com/reports/nace-program-ideas/ 
 

o Please note – all information must be available at time of submission. The Wufoo database 

does not allow the option to save and edit/add information at a later date. It is recommended 
that all pertinent information is entered into the Word template and then cut and pasted into 
the database. 

 

 

Chapter Reporting Protocol 
The following steps are taken in order to obtain monthly chapter reports. If reports are not submitted in a 
timely manner, chapter rebates will be forfeited by the chapter. The Chapter President is ultimately 
responsible for all chapter reporting items including bank statements and Wufoo submission. 

 

Step 1: E-mail reminders, delivered via e-mail to the president - 1 week prior to when the reports are due 

Step 2: Second reminder to president – 1 day after the reports are due 

Step 3: Third reminder, copied to the chapter board – 1 week after the reports are due. 

Step 4: Certified letter explaining the chapter forfeiture, copied to the chapter board and CPC Chair – 2 weeks 
after the reports are due, giving them 2 weeks to get the reports completed before they forfeit their rebates. 

Step 5: Certified letter to the chapter leaders explaining their rebate forfeiture, copied to the CPC chair and 
chapter members. 
 
  

http://nace.wufoo.com/forms/chapter-programs-form/
http://nace.wufoo.com/reports/nace-program-ideas/


 

Chapter Monthly Report 
 

The contents of this report are for the month of ________________: 
 

Chapter Name: 
Person Reporting: 
Last contact with your national representative (either national staff or CPC chairs) 
If applicable, please comment on discussions and the impact or action items which need to be addressed by as 
a result of the contact. 
 

Chapter Board Activities (please attach meeting minutes as separate documents): 
Chapter Board Meeting Dates: 
 

Chapter Finances (please send bank statements by fax or e-mail) 
 

Chapter Committees: 
For the reporting quarter, the following committees met:  
 

Communications: 
It is important that communications between your chapter and headquarters remain current. To make sure 
this is accomplished, please provide any changes to your chapter’s leadership, i.e. committee chairs, officers, 
board members, etc. below: 
 
Name:    Position:   Previous leader: 
Name:     Position:   Previous leader: 
 

Chapter Program Information: 
The details for all chapter programs must be submitted monthly into the online database, Wufoo. Please confirm below that 
the program has been submitted. If you did not have a chapter program this month, please indicate that as well. 

 
Program Information Uploaded by Programs Chair: YES ___________ DATE: ___________ 

 
Please forward this document, as well the board minutes, bank statements and education program submitted 

on Wufoo to Alicia Crosby at acrosby@nace.net or (fax) 410-290-5460. 
 

 
If you have any questions, concerns, suggestions, new ideas or need assistance, please contact  

Alicia Crosby, Membership and Chapter Relations Manager at or 410-290-5410 x231. 
 

 
Thanks and we look forward to hearing from you next month. 

Keep up the good work! 
 
 

National Association for Catering and Events ● 9891 Broken Land Parkway, Suite 301, Columbia, MD 

21046 
410-290-5410 ● 410-290-5460  

www.nace.net 
  

http://www.nace.net/


Wufoo – Database Template 
 

Chapter Programs Form 

Instructions: Please save all of your information in Word before starting this form, as you cannot save your work 

and come back and finish at a later time. You may upload up to 10MB per file and 20MB total for all file 

attachments. You may want to consider compressing or zipping your files so that you can include more 

attachments. 

 

Event Name 

Event Date 
 

Chapter Goals for the Event 

What was the overall purpose of the event? (Select from drop-down box) 

If you selected “other” please list the purposes here. 

Please describe the new trend/trends incorporated. 

Attach a photo showing the theme of the event. (10 MB max for file; 20 MB max, all files)  

Attach a second photo showing the theme of the event.  (10 MB max for file; 20 MB max, all files) 

List at least three chapter objectives for the meeting 

Attach a meeting handout, if applicable. (10 MB max for file; 20 MB max, all files)  

Attach another meeting handout, if applicable. (10 MB max for file; 20 MB max, all files) 

 

Program Content 

Please list the general timeline of your event. 

What activities, if any, were planned beyond general cocktails for networking?  

How many committee members did you have on this event? 

 

Room Set-up 
What style of room set works best for this event? 

Please list additional props or staging required, if any. 

AV? 

Lighting? 

Décor? 

 

Size of Event 

Did the event take place in more than 1 location? If so, please explain. 

If your event was outdoors, did you require special accommodations? Please explain. 

 

Menu 

Please list the entire menu including receptions menus if utilized. 

Please attach the BEO. (10 MB max for file; 20 MB max, all files) 

Please attach a picture of the food. (10 MB max for file; 20 MB max, all files) 

Please attach another picture of the food, if available. (10 MB max for file; 20 MB max, all files)  

Please list all signature food and drink items for the event. 

 

Entertainment 
Please list the entertainment factor of event and how this played into your theme. 

 

Vendor Information 
Please list all vendor services. 

How did you recognize your vendor? 

 

Speaker Information 
*If you did not have a speaker, please include the contact information for your chapter’s program chair.  

Speaker Name 

Contact Phone 

Contact Email 

Speaker #2 – 4 – contact info 

Presentation Title 

Brief Speaker Bio 

Total Speaker Cost 

Call speaker for pricing – click button if applicable 



Please provide speaker handouts or materials, if any. (10 MB max for file; 20 MB max, all files)  

Provide additional speaker handouts or materials, if any. (10 MB max for file; 20 MB max, all files)  

Please list three major points the speaker covered. 

Did the presentation meet your expectations? If no, please explain. 

Will this speaker travel to deliver topic to other chapters? Yes or No 

 

Adjustment in Execution 

What would you have done differently to make this event more smooth and/or effective?  

On a scale from 1 to 10, please rate your program based on the evaluations your received.  

 

Submitted by – first and last name 

Email 

Chapter 

 

 

  



 

NACE CHARTERWATCH  

MAINTAINING YOUR CHAPTER CHARTER 

 
The NACE National Board and staff are committed to ensuring the longevity and health of your chapter. The critical 

component of your success is fostering leadership, succession planning, presenting quality programs, communicating 

effectively, and maintaining high standards of membership and ethics. The requirements to maintain a NACE Chapter 

Charter provide a “check and balance” that the standards are being maintained. This communication and reporting 

between your chapter, Chapter Presidents’ Council (CPC) and NACE headquarters strengthen and builds these 

relationships. Holding a NACE Chapter Charter is a privilege to be valued and nurtured by everyone involved. All 

documents listed in this CharterWatch can be requested at any point by NACE National (chapter policies, 

statements, etc.). 
 

Procedure: 

1. Each Chapter must be re-certified every year. The traditional CharterWatch checklist has been split into two parts. A 

reminder notice will be sent to all chapter presidents and CPC Chair sixty days prior to the due date of chapter 

materials.  

2. Part I of the CharterWatch application will be due September 30, YEAR and pertain to January through June 

YEAR. Part II of the CharterWatch application will be due February 28, YEAR and pertain to July through 

December YEAR. 

3. The Chapter will submit all required electronic documents (not already on file) and the certification letter to NACE 

headquarters by the posted deadlines to ensure they are complete. NACE headquarters will send CharterWatch 

documents to CPC Chair for review and verification. 

4. The CPC Chair will review the chapter materials and Chapter Statement of Certification. If the CPC Chair cannot 

recommend re-certification for a chapter, then he/she must submit a written letter to NACE headquarters outlining 

the chapter issues and why they cannot recommend them for re-certification.   

5. NACE headquarters staff will review the material and Statement of Certification, and complete a tracking form for 

monthly chapter reports and bank statements. The chapter will receive notification confirming their recertification 

after the completion of both Part I and Part II of the CharterWatch.  

6. Any chapters not receiving a recommendation from the CPC Chair for re-certification will be brought to the 

attention of the NACE National Board of Directors. If a chapter is found in violation of its charter, the Board may 

elect to revoke the charter per the association’s National Bylaws listed below: 
Article X, Section 1.B states:  “Chapter Charters may be revoked by the Board of Directors where the conduct of the Chapter is in 

violation of the Bylaws and/or prejudicial to the best interests of the Association. Notice of charges shall be mailed to the Chapter 

President with copies to the Chapter members of record and any member or members of the Chapter may appear in its defense. Upon 

revocation of the Charter, all fully paid-up members may be considered Members-At-Large as provided by Article IV, Section 2.C. 

 

Requirements: 

The chapter shall maintain official annual chapter records for each year and file all required materials as outlined. All 

documents are required to be electronic and submitted to NACE national headquarters by email, fax or mail.  
Submitting all materials electronically will accomplish the following: 

a) Ensure that all materials are available to incoming officers, making the leadership transition more 

efficient.  

b) Ensure that all materials are available for reference by the CPC Chair and NACE headquarters. 

 

Required Materials:  

Please contact NACE national headquarters to make sure the following has been submitted and is on file. Any 

documents NOT already on file must be sent to NACE national headquarters along with the completed Statement of 

Certification.  
 • Current Chapter Bylaws  

 (see HQ checklist for bylaws on file; if bylaws have been amended, provide updated copy) 

 • Chapter Board Meeting Minutes – 10 per year required 

 • Bank Statement Copy – 12 per year required 

 • Monthly Chapter Programs – 8 per year required 

If these materials are already on file with NACE national you are NOT required to send them in again. 
Hardcopy, mailed to NACE Headquarters – Chapter Statement of Certification, signed by the Chapter president and one 

additional chapter officer.  

  



 

 

 

Chapter Statement of Certification – Part I 
 

We hereby certify the __________________________Chapter of NACE has met the following 

standards for maintaining a NACE Chapter Charter as of January 1 through June 30. (This document 
is required to be reviewed and initialed/signed by the chapter president and one additional chapter officer, and 
then submitted to NACE headquarters.)  

 

 
            Chapter  Chapter 

President   Officer 

Initials  Initials 

 

______  ______ Chapter Board of Directors held annual retreat. Date: ___________________ 

 

______  ______ All chapter officers received a copy of the officer job description upon taking  

    their Office, signed off on description, and chapter secretary has kept signed  

    copies on file. 

 

______  ______ All chapter officers received a copy of the Conflict of Interest/Confidentiality  

    statement, signed the COI, and chapter secretary has kept signed copies on  

    file. 

 

______  ______ Chapter has maintained a minimum of 15 Professional members throughout  

    the first half of the year.  

 

______  ______ Chapter has held ____________ (out of the required 8 annual) monthly  

    chapter membership meetings/programs during the first half of the year.  

 

______  ______ Chapter has held ____________ (out of the required 10 annual) monthly  

    chapter board meetings during the first half of the year.  

 

______  ______ Chapter financial records/bank accounts are up-to-date, valid signature cards  

    are on-file, and all financial information necessary to substantiate revenue and  

    expense are organized and available; all passwords were changed at beginning  

    of year. Send names of all chapter representatives with access to financial  

    accounts/information to NACE. 

 

______  ______ Chapter has conducted at least one internal audit of financial records  

    (banking, check book, budget, etc.), or monthly treasurer’s report to board  is  

    very detailed.  

 

______  ______ Applicable tax returns are being handled in accordance with state and federal  

    law; copy of completed 990 tax forms kept by chapter secretary; copy of  

    completed 990 tax forms sent to NACE National headquarters.  

    Date filed: ____________________ 

 

______  ______ The chapter has been represented by their president or other approved officer  

    at the annual Leadership Summit. Summit location(s): __________________ 

    

______  ______ The chapter is sending out proper communication (meeting notices, chapter 

newsletters, etc) to the membership in an effective and timely manner and is 

keeping its membership apprised, aware and informed about national policies, 

activities and initiatives.  

 



 
 

Chapter Statement of Certification, page 2 

 
______  ______ The chapter’s website has been reviewed by the chapter president on a regular 

     basis and is current with: 

____ membership application  ____ link to NACE National  

   website 

____ display of NACE logo  ____ NACE Mission Statement 

____ current chapter meeting information  ____ local board of directors  

 calendar of events on homepage  contact list 

          

______  ______ The chapter has adopted and approved the following national and chapter  

    policies: 

____ website privacy/use   ____ social networking use (for  

____ use of NACE logo       chapter Facebook/Twitter/etc. sites) 

____ NACE Foundation donation ____ chapter banking policy  

____ scholarship/chapter fund dispersal policy 

 

______  ______ The chapter is actively identifying and grooming appropriate members as  

    future leaders as part of succession planning. Attach full list of identified and  

    interested candidates. 

 

______  ______ The chapter’s overall activities and operations are performed in a professional 

     manner, and the NACE Mission Statement and Code of Ethics are a priority  

    of the chapter.  
 

Sign below and submit this form along with all required paperwork to NACE National Headquarters, 9891 

Broken Land Parkway, Ste 301, Columbia, MD  21046. 

 

 

____________________________________________ ______________________________________ 

Chapter President   date  Chapter Officer       date 

 

 

____________________________________________ ______________________________________ 

Print Name      Print Name and Position Held 

 
 

 

Reviewed and Approved for Re-certification by NACE Staff: 

 

 

__________________________________________________________________________________________ 

Signature/Title          date 

 
 

Final step - Reviewed/Approved by CPC Chair: 

Note to CPC Chair: if you are unable to recommend this chapter for recertification, please attach letter of 

explanation. 
 

 

__________________________________________________________________________________________ 

Name           date 

 

 

_____________________________________________ 

Print Name 

 

  



 

 

 

 

Chapter Statement of Certification – Part II 

 

We hereby certify the __________________________Chapter of NACE has met the following standards for 

maintaining a NACE Chapter Charter as of July 1 through December 31. (This document is required to be reviewed 

and initialed/signed by the chapter president and one additional chapter officer, and then submitted to NACE HQ.)  

 

 

              Chapter  Chapter 

President   Officer 

Initials  Initials 

 

 

______  ______  Chapter held annual Board of Directors elections. Date: __________________ 

    If elections are held bi-annually, please indicate here: ____________________ 

 

______  ______  All incoming chapter officers are current members in good standing and are  

    eligible for their elected position. 

 

______  ______  Chapter has maintained a minimum of 15 Professional members throughout  

    the second half of the year.  

 

______  ______  Chapter has held ____________ (out of the required 8 annual) monthly  

    chapter membership meetings/programs.  

 

______  ______  Chapter has held ____________ (out of the required 10 annual) monthly  

    chapter board meetings.  

 
______  ______  Chapter has conducted at least one internal audit of financial records (banking,  

    check book, budget, etc.), or monthly treasurer’s report to board  is very  

    detailed.  

 

______  ______  The chapter has been represented by their president or other approved officer  

    at the CPC meeting held during Experience!  

 

______  ______  The chapter is sending out proper communication (meeting notices, chapter 

newsletters, etc) to the membership in an effective and timely manner and is 

keeping its membership apprised, aware and informed about national policies, 

activities and initiatives.  

 

______  ______  The chapter’s website has been reviewed by the chapter president on a regular 

     basis and is current with: 

____ membership application        ____ link to NACE National website 

____ display of NACE logo  ____ NACE Mission Statement 

    ____ current chapter meeting information/  ____ local board of directors 

calendar of events on homepage contact list 

          

______  ______  The chapter’s overall activities and operations are performed in a professional 

     manner, and the NACE Mission Statement and Code of Ethics are a priority  

    of the chapter.  



Chapter Statement of Certification, page 2 

 

 

 

Sign below and submit this form along with all required paperwork to NACE National headquarters, 9891 

Broken Land Parkway, Ste 301, Columbia, MD  21046. 
 

 

____________________________________________ ______________________________________ 

Chapter President   date  Chapter Officer       date 

 

 

____________________________________________ ______________________________________ 

Print Name      Print Name and Position Held 

 
 

 

Reviewed and Approved for Re-certification by NACE Staff: 

 

 

__________________________________________________________________________________________ 

Signature/Title          date 

 
 

Final Step: Reviewed/Approved by CPC Chair: 

Note to CPC Chair: if you are unable to recommend this chapter for recertification, please attach letter of 

explanation. 
 

 

__________________________________________________________________________________________ 

Name           date 

 

 

_____________________________________________ 

Print Name 

 
 

 

 

 

 
 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

CHAPTER ELECTIONS 
 

 

 

 

  



NACE Best Practices 

The number of Directors shall be no more than twelve (12), but not fewer than four (4), the certain number to 
be determined by the Board of Directors from time to time. All elections should be held in the fall and newly 

elected positions must start office by January 1. The Board of Directors shall consist of the officers of the 

chapter and any additional directors elected by the membership.   

Succession Planning 
Succession planning is a year-round process. The key to successful succession planning is to be reflective of 
chapter membership. The chapter board should be comprised equally of all member categories: catering 
professionals, event planners and event professionals. 
 
Nominations Chair 

 Usually chapter IPP 

 Must be a board member but a non-electable position so there is no conflict of interest 

Nominations Committee 

 Nominations chair should form a committee early in the year to identify and vet appropriate future 

leaders 

 The key is to put the right people in the right positions 

 

Elections Process 
There are several steps that chapters are required to follow when holding elections: 
 
Step 1: Calendar of communication 

 Design calendar for all elections correspondence  

 Allow for plenty of time for members to volunteer to lead and to vote 

 If chapter bylaws state board terms as (1) year, elections must be held every fall; if chapter bylaws state 

(2) year terms, elections may be held every other year. 

 
Step 2: Elections letter/Intent to Run form 

 Mail and email letter to all current members in good standing clearly explaining the chapter elections 

process 

o Should be sent to members 2-3 months before elections 

 Include Intent to Run form with clearly stated deadline for call for nominations 

 Include sample job descriptions for all electing positions. Recommendation – include realistic time 

commitment for each position. 

 
Step 3: Candidate Review 

 Review Intent to Run forms 

o Make sure all candidates meet eligibility requirements for position 

o President and Vice President positions require at least (1) year prior term on board and should 

be a catering professional 

o Event Professional Representative should not be held by a catering professional 

o Students cannot run for a board position – the student chapter president serves on professional 

chapter board automatically 

 Once nominations deadline has passed and all candidates are confirmed, send slate to all members 

with candidate bios 

  
Step 4: Elections 

 Meet the Candidates 

o Set up a time for members to meet all candidate running for election 

o All positions, even uncontested races, are required to give speeches 



o Meet the candidates can be done at a separate meeting from elections meeting, but must take 

place before elections 

 Voting 

o Design ballot for elections 

o Make ballots available before elections for absentee voters – all members should be given the 

chance to vote even if they are unable to attend in person 

o Members should also have the option to submit a proxy form before the election so another 

member may vote in their place 

o Ballots should be given only to members at the meeting where elections will take place 

o Votes/elections may NOT be electronic or handled via email 

o Absentee ballots may be faxed with signature, but all other voting must be handled in person 

o Ballots should be collected immediately after voting and tallied by at least 3 people (usually 

members of nominations committee) 

 

 Announcing the winners 

o Once all ballots are tallied – in person and absentee – the new board of directors can be 

announced 

o This can happen at the same meeting the elections take place – easier with uncontested races 

o New board is usually announced in newsletter and announced again at inductions program 

 

Board Installation and Recognition 
Each time there is a change of officers, directors and committee members, it is important to recognize and 
thank each person for their contribution to the chapter. Thank you gifts or board plaques are recommended. 
Your board and committee may receive the same item of recognition or you may choose to give your 
executive board something different. Plan on giving your outgoing president an additional gift or something a 
little extra special. The presentation of certificates, plaques and gifts are usually part of the new board 
induction ceremony. 

 

 

RESOURCES ATTACHED 

 Sample elections letter and intent to run form (I – Baltimore) 

 Sample elections letter and intent to run form (II – Dallas/Ft Worth chapter) 

 Sample election ballots 

 Sample proxy form 

 Sample board installation ceremony script  



Sample Elections Letter and Intent to Run form – Baltimore chapter 
 

NACE CHAPTER LOGO 
 

DATE 
 
Dear NACE Member, 
 
Elections for the CHAPTER Board of Directors will be held on DATE at our monthly meeting. Currently, we 
are seeking members-in-good-standing who are interested in assuming a leadership role and being part of the 
growth of the chapter. The term is twelve months beginning January 1, YEAR and commencing December 
31, YEAR. 
 
Why should I invest my time in getting involved on the board you may ask yourself?  Here are a few great 
reasons why: 

1) You can make a difference and be part of something great 
2) Develop your leadership abilities and management skills 

3) Tremendous personal development opportunities 
4) Develop great business relationships 
5) Looks great on your resume 
6) You can make a difference and be part of something great 
7) Gain respect and become better known in the business community 
8) Make new friends 
9) Build relationships with leaders across the country 
10) Additional scholarship points for educational conference 

 
  Following are the current positions on the CHAPTER Board of Directors: 

President 
Vice President  
Secretary 
Treasurer 

Event Professional Rep 
Director of Membership 
Director of Education & Meetings  
Director of Community Service 
Director of Mktg. & Public Relations   
Hospitality Chair 

 
It is necessary to outline the responsibilities of each officer.  The Board of Directors meets monthly for 
approximately one hour to discuss issues impacting the Chapter and make decisions affecting the future of the 
chapter and membership.  In addition to attending these governing meetings, it is also expected that board 
members actively participate in and attend monthly chapter meetings.  Brief descriptions of each position are 
enclosed so you may have a better understanding of the different roles that are available.  A full description 
will be forwarded to those who express interest in a particular office. 
 

I urge you to volunteer your time and knowledge to our organization.  The rewards are many.  Our chapter 
has made great strides during the past years but in order to keep the positive momentum, the chapter needs 
your involvement.  If you are unable to attend November’s meeting, please request an absentee ballot by 
DATE.  If you require additional information on any position or on the process, please feel free to contact 
me. Thanks! 
 
Warmly, 
 
 

NAME/Elections Chair 
NACE CHAPTER  



 

 

INTENT TO RUN FORM 

CHAPTER NACE Board of Directors 

 

I,                  hereby declare my intent to run for the position of: 

Please consider me a candidate for the following position (check one): 
 
 ____ President (may only be held by member with at least 2 yrs of board experience) 

____ Vice President (may only be held by member with at least 1 yr of board experience) 

 ____ Secretary 
 ____ Treasurer 
 ____ Event Professional Representative (may only be held by an event professional member) 

 ____ Director of Membership 

 ____ Director of Education & Meetings/Programs 
 ____ Director of Community Service 
 ____ Director of Marketing  
 ____ Hospitality 
 
I am unable to participate on the Board-level; however, I would like to be a member of the following 
Committee: 
 
____ Community Service ____ Marketing  ____ Membership 
____ Hospitality  ____ Programs  ____ Fundraising 
 
 

Absentee Ballot Request 
____ I will be unable to attend November’s meeting.  Please send me an absentee ballot. 

 Name & fax/email: ____________________________________________________ 
 

 

 

NOTE: A call will be made confirming receipt of each form.  This form is required to be placed on the ballot.   
If you do not receive a call by the next business day, please call  

NAME/PHONE NUMBER or re-send your nomination form.   

Elections will occur at the Chapter’s monthly meeting held DATE. 
 

 

Please fax this form to NAME, Elections Chair by the end of business DATE 

Fax to NUMBER 

 

 

Please note: Student members are not permitted to run for an elected office or vote in professional chapter elections. 
Student members are, however, permitted and encouraged to serve on a professional chapter committee.  



NACE CHAPTER - BOARD OF DIRECTORS 
 

Eligibility for Elected Office 
The President must have previous chapter leadership experience of at least one term as an elected or 

appointed member of the Board of Directors.  Only Event Professional members may be candidates for, or 
serve as, Event Professional Representative.  Either Catering Professional, Event Planners or Event 
Professional members may be candidates for or serve as any other position on the Board. 
 

Chapter President: 
Promotes and stimulates the professional image of NACE. The President shall be the principal executive 
officer of the Chapter; shall in general supervise and control all of the affairs of the Chapter; and shall preside 
at all meetings of the Board of Directors. The President may appoint, with the consent of the Board, standing 
committees, ad-hoc committees, and their respective chairs, and shall be ex-officio member of all committees 
of the Chapter without the right to vote. The President shall perform all duties incident to the office of 
President and any such other duties as may be prescribed from time to time by the Board of Directors. The 
Chapter President is a member of the Chapter Presidents Council and must attend the Joint Chapter 
Presidents Council and National Board of Directors Meeting held at the annual Experience! Conference. The 

chapter will cover expenses to include, airfare, hotel accommodations (based on double occupancy) and 
registration for the mandatory meeting; incidental expenses are the responsibility of the individual. If the 
president is unable to attend, a representative from the board is required to attend. 
 

Vice President: 
Promotes and stimulates the professional image of NACE. In the absence of the President or in the event of 
his/her inability or refusal to act, the Vice President shall perform the duties of the President, and when so 
acting, shall have all the powers and be subject to all the restrictions upon the President. The Vice President 
shall perform such other acts as from time to time may be assigned by the President or by the Board of 
Directors. Should the President not be able to attend the Chapter Presidents Council Meeting at the 
Experience!, the Vice President should fill in with expenses covered as outlined above. The Vice President 
should only assume this role with the intent of becoming the next Chapter President. 
 

Secretary: 
Promotes and stimulates the professional image of NACE. The Secretary shall keep the minutes of the 
meetings of the Board of Directors; shall see that all notices are duly given in accordance with the provisions 
of the by-laws or as required by law; shall be custodian of the Chapter records, documents and archival 
material; shall maintain monthly information for the Chapter scrapbook; be responsible for all thank you 
letters and certificates; and in general, shall perform all duties incident to the office of Secretary. Assist all 
board members with necessary chapter mailings. 
 

Treasurer: 
Promotes and stimulates the professional image of NACE. The Treasurer shall have charge and custody of, 
and be responsible for, all funds and securities of the Chapter; shall receive and give receipts for all moneys 
due and payable to the Chapter from any sources whatsoever, and shall deposit all such moneys in the name 
of the Chapter in such banks, trust companies, or other depositories as shall be selected by the Board of 
Directors; shall submit written financial reports at each meeting of the Board; will prepare an annual budget 
and provide updates monthly to the Board; and in general, shall perform the duties incident to the office of 
Treasurer. All records, accounts and funds are subject to auditing by the local board or by the national 
headquarters as deemed necessary. Coordinates the registration desk through self and volunteers to operate 
the registration desk at monthly meetings.   
 

Event Professional Representative: 
Promotes and stimulates the professional image of NACE. Acts as liaison between Event Professional 
members and the Board of Directors; provides methods of recognition of and support to all Event 
Professional members; suggests ideas for programs that would be of direct interest to Event Professional 
members; promotes membership to Event Professional candidates into the NACE Chapter; seeks and 
promotes Event Professional support to NACE events including arranging the vendor support necessary for 
the success of the monthly program; writes article for each monthly Chapter newsletter. 



NACE CHAPTER Board of Directors 
Page Two 

 

Director of Membership: 
Promotes and stimulates the professional image of NACE. Responsible for developing and implementing 
ongoing membership retention and recruitment campaign; provides programming ideas to support and 
enhance the Chapter; maintains all membership records and provides a written report presented at each 
monthly Board meeting; responsible for maintaining the Chapter database and ensuring its accuracy; 
communicates directly with National Headquarters on a monthly basis to ensure proper tracking of 
membership activity; coordinates the introduction of new and prospective members and guests to current 
members at monthly Chapter meetings; coordinates and supports membership campaigns from NACE 
National; facilitates the new member orientations prior to each monthly Chapter meeting or as scheduled; 
writes article pertaining to membership for each Chapter newsletter; works with the Director of Marketing in 
attracting new members. 
 

Director of Education and Meetings (Co-Chair positions):  
Promotes and stimulates the professional image of NACE. Responsible for developing committee to secure 

host site for monthly meetings (10 per year) and communicates all logistical requirements with host site. 
Responsible for creating, acquiring and organizing educational and informative programs including speakers, 
panelists, etc. Responsible for theme and creation of monthly Chapter meetings and developing menus in 
conjunction with host site and then communicating final guarantees. Coordinates with Event Professional 
Representative all vendor participation and donations for the success of the chapter meeting. Writes article for 
each Chapter newsletter.  
 

Director of Community Service: 
Promotes and stimulates the professional image of NACE. Responsible for coordinating and overseeing the 
community service efforts of the chapter, including clothing drives, toy drives, etc. held at monthly meetings 
as well as annual events. Also, responsible for obtaining items for monthly raffle as well as coordinating sales 
of raffle tickets.  Writes article for each Chapter newsletter detailing efforts and accomplishments.   
 

Director of Marketing and Public Relations: 
Promotes and stimulates the professional image of NACE. Responsible for the overall marketing and public 
relations efforts of the chapter. Coordinates the design, printing and circulation of meeting notices, press 
releases, and any other marketing materials for all chapter matters. Coordinates marketing efforts to attract 
more members in conjunction with the Director of Membership. Develops press/media relations and issues 
press releases in conjunction with Director of Community Services. Extends an invitation to press for 
appropriate Chapter events. Writes program recap/article for each Chapter newsletter. 
 

Hospitality Chair: 
Promotes and stimulates the professional image of NACE. Responsible for maintaining NACE hotline and 
receiving all rsvps for programs through the hotline and website. Prepares name tags for each program. Works 
with treasurer in checking in members and guests in each meeting. Coordinates new attendees with 
membership chair before and after each program. 

 

 

  



Chapter Elections Timeline – Dallas/Ft Worth chapter 

 

National Association of Catering Executives 
Chapter Election Calendar & Procedures 

 

August  2 Nominating Committee appointed by Chapter President. Chair designated by Chapter 

President. Each member of the Committee must complete and sign the Committee 

Acceptance Form (exhibit 1). 

 
August 16 Chapter President disseminates all election forms, calendar, and fully reviews election process 

with the Nominating Committee. 
 
August 23 Deadline for Nominating Committee Appointment (exhibit 2) and Acceptance Forms (exhibit 

1) faxed/mailed by Nominating Committee Chair. 

 

August 30 Nominations open. Committee sends election mailing to all members (except students). The 

mailing should include: 1. letter from the Nominations Committee with election guidelines 

(exhibit 3) 2. This Election Calendar 3. Basic Volunteer Responsibilities for Chapter 

Leadership Positions and Nominations/Application Form (exhibit 4). At this time, 

Nominating Committee should discuss if they will be conducting a slate or a ballot election. 
 
September 19 Deadline for receipt of Nominations/Application Form (exhibit 4) to Chapter Nominating 

Committee. 
 
September 26 Deadline for Chapter Nominating Committee to contact all nominees informing them of their 

nomination and send/fax Nomination Acceptance Forms (exhibit 5).  

 
September 29 Deadline for the Chapter Nominating Committee to receive a signed Nomination Acceptance 

Form (exhibit 5) for every nominated candidate to Nominating Committee Chair for 

verification that the nominee is current member in good standing.   
. 
October 5 Nomination ballots given by the Chapter Nominating Committee to membership (except 

student members) at October Chapter Meeting (exhibit 6). 
 

October 10 Election results announced, chapter sends results to NACE headquarters.   
 

November 2 New NACE Chapter Officers take office (exhibit 7). 

 



Sample Elections Letter and Intent to Run form – Dallas/Ft Worth chapter 

 

To:  NACE Dallas/Fort Worth Chapter Members 

 

From:  <NAME>, Nominating Committee Chair 

  <NAME>, Nominating Committee 

  <NAME>, CSEP, Nominating Committee 

     

Re:  Call for Nominations/Application 
 
It is time to begin the election process to choose those leaders who will guide and direct the NACE 
Dallas/Fort Worth Chapter for the next 12 months, beginning on <DATE>.  In accordance with our Bylaws 
and election guidelines, the Nominating Committee sends this “Call for Nominations” and Application to 
you to encourage you to nominate for consideration any individual who you feel would be an asset to the 
Dallas/Fort Worth Chapter in a leadership position.  
 

Please review the nomination election guidelines.  We urge you to respond on the form that follows.  The 

deadline for nominations is <DATE>.  Please take advantage of this opportunity to give input to the 
Nominating Committee.  
 

Please return the Call for Nominations form to <NAME> via email at <EMAIL> or via fax <FAX 

NUMBER>                     

 

DEADLINE FOR RETURN:  <DATE> 

       
 

NATIONAL ASSOCIATION OF CATERING EXECUTIVES 

<DATE> Elections 

NOMINATION/ELECTION GUIDELINES 

 
1. Any voting member of NACE, whose dues are current, may place into nomination the name(s) of any 

member in good standing, including him/herself, to serve as an elected Officer or Director of the 
Chapter. Student members are not eligible. 

 
2. Each Officer and Director is elected for a one-year term. 
 
3. Members of the Board of Directors and Officers must attend chapter meetings and Board meetings. 
 
4. The Officer positions being elected for the one-year term beginning in <DATE> are:  President, 1st 

Vice President, 2nd Vice President, Secretary, Treasurer and Event Professional. 

 
5. In addition, the Directors positions being elected for the one-year term beginning <DATE> are:  

Director of Programs, Director of Fundraising, Director of Community Service, Director of 
Membership, Director of Marketing and Communications and Director of Education. 

 

6. To place a member’s name into nomination, please complete the enclosed Nomination/Application 
Form and return it to <NAME> via fax at <FAX NUMBER> or via email at <EMAIL>. 

 
  



BASIC VOLUNTEER RESPONSIBILITIES & 

NOMINATION/APPLICATION FORM FOR A NACE CHAPTER 
 

BASIC VOLUNTEER RESPONSIBILITIES FOR CHAPTER LEADERSHIP POSITIONS 
 

President 

The President shall perform the duties usually assigned to this office. He/she shall preside at all meetings, or in his/her absence 

the First Vice President, or in his/her absence the Second Vice President. He/she shall appoint all committees with the approval 

of the Board of Directors and shall be an ex-officio member of all committees except the Nominating Committee. The Chapter 

President is required to attend the Leadership Conference normally held in January and the Experience! Education Conference 

in July. He/she shall also serve as the liaison between the chapter and NACE Headquarters via the CPC Committee. The 

President shall abide by the NACE Principles of Professional Conduct and Ethics and abide by the NACE Bylaws. 

Eligibility:  Must have completed two (2) years on the chapter board and must be a Primary Member in good standing. 

Other duties include: Follows up with committee chairpersons to ensure that goals are being accomplished; creates agendas for 

Board meetings; presides over Board meeting and monthly membership meetings; serves as the official spokesperson for the 

Chapter; works in conjunction with the Chapter Board of Directors to produce goals/plan of work for the year; writes 

President’s Message for chapter newsletter and/or website; attends as many NACE functions as possible; completes and returns 

Monthly Chapter Reports to NACE Headquarters by the 15th of the following month; set up passing of the gavel night. 

Reports directly to: CPC Committee, NACE National office and Chapter Board of Directors 

 
1st Vice President 

The 1st Vice President shall, in the absence of the President, have all powers and perform all duties of the President 

except where precluded by law. The 1st Vice President shall abide by the NACE Principles of Professional Conduct and 

Ethics and abide by the NACE Bylaws. 

Eligibility:  Must have completed two (2) years on the chapter board and must be a Primary Member in good standing. 

Other duties include: Assists President in his/her capacity of ex-officio member on each committee; takes on special 

projects as assigned by the President; serves as coordinator for the annual Leadership and Education Conferences; is a 

resource for and oversees the areas of membership, administration, retention, recruitment and member services. 

Reports directly to: Chapter President and Chapter Board of Directors 

 

Secretary 
The Secretary shall be responsible for recording the minutes of all meetings of the Chapter’s Board of Directors. He/she 

will be responsible for the distribution of these minutes to the Chapter President who will distribute to NACE 

Headquarters monthly; issue notices of all meetings of the Board of Directors; write official letters as the Chapter may 

designate; maintain and preserve a record of the proceedings and history of the Chapter.  The Secretary shall abide by the 

NACE Principles of Professional Conduct and Ethics and abide by the NACE Bylaws 

Eligibility:  Must have completed one (1) year as a Director or Committee Chairperson and a Member in good standing. 

Other duties include:  Serve as Historian for the Chapter; is a resource for and oversees the areas of education. 

Reports directly to:  Chapter President and Chapter Board of Directors.      

 

Treasurer 

The Treasurer shall receive and deposit all Chapter funds in the name of the Chapter in a bank or trust company as 

approved by the Board of Directors. He/she shall be responsible for preparation of the Chapter budget for submission to 

the Board of Directors for approval, and make monthly financial reports to the Board of Directors at their meetings, to be 

incorporated in the permanent record of the chapter. He/she shall also be responsible for submitting monthly and year-

end financial reports to NACE Headquarters as required. The Treasurer shall abide by the NACE Principles of 

Professional Conduct and Ethics and abide by the NACE Bylaws. 

All funds withdrawn from the Chapter accounts must require the signature of the President and Treasurer.  

Eligibility:  Must have completed one (1) year as a Director or Committee Chairperson and a Member in good standing. 

Other duties include:  The Treasurer shall deliver to his/her successor in office all funds, books, documents, vouchers 

and other property of the Chapter, which he/she may have in his/her possession and/or for which he/she is 

accountable;  is a resource for and oversees the areas of fundraising, community service and ways and means. 

Reports directly to: Chapter President and Chapter Board of Directors. 

 

Event Professional 
The Event Professional shall serve as a liaison between the Board of Directors and the Event Professional Membership 

and as a liaison between the Board of Directors and his/her committees.  He/she will also serve as a liaison between the 

National Event Professional Representative and the D/FW Chapter Event Professional membership.  The Event 

Professional shall abide by the NACE Principles of Professional Conduct and Ethics and abide by the NACE Bylaws. 

Eligibility:  Must be a Member in good standing. 



Other duties include:  Select the monthly “Event Professional Spotlight” for the membership meetings; submit to the 

Director of Communications an “Event Professional Spotlight” article for the chapter newsletter and/or website; 

produce one event professional project during the year. 

Reports directly to : Chapter President and Chapter Board of Directors. 

      

Director of Programs 
Shall oversee all educational activity, all program activity for the Chapter’s regular meeting and be responsible for all and 

any committee activity pertaining to education in the Chapter. This includes hospitality and site selection. Also 

responsible for seeing that attendance at all Chapter programs are recorded via appropriate form for the certification 

program (CPCE), and that forms are forwarded to NACE Headquarters in a timely fashion with a copy of the meeting 

notice attached. The Director of Programs shall abide by the NACE Principles of Professional Conduct and Ethics and 

abide by the NACE Bylaws. 

Eligibility:  Must be a member in good standing. 

Other duties include: Chairs the local Programs Committee; oversees special educational endeavors of the Chapter;  

selects appropriate topics and speakers; takes meeting reservations; coordinates any special activities to be conducted at 

Chapter meetings; responds to NACE Headquarters in Woofoo on monthly basis; communicates with other NACE 

Chapters for ideas regarding programming. 

Reports directly to: Chapter President and Chapter Board of Directors 

***Nominations for a co-position will be considered*** 

 

Director of Community Service 
Shall be responsible for the managing all chapter annual and monthly community service activities.  The Director of 

Community Service shall abide by the NACE Principles of Professional Conduct and Ethics and abide by the NACE 

Bylaws. 

Eligibility:  Must be a member in good standing. 

Other duties include:  Shall oversee and coordinate all activities of committee chairs to and present community service 

project proposals to the Board of Directors for approval.  He/she will communicate with other NACE Chapters for ideas 

regarding chapter community service projects. 

Reports directly to: Chapter President and Chapter Board of Directors. 

 
Director of Membership 

Shall oversee all membership activity and be responsible for any and all committee activity pertaining to membership in 

the Chapter. He/she shall also be responsible for recording and maintaining the list of members and the 

addresses/emails of members and shall be responsible for promulgating changes and amendments. The Director of 

Membership shall abide by the NACE Principles of Professional Conduct and Ethics and abide by the NACE Bylaws. 

Eligibility:  Must be a member in good standing 

Other duties include: Keeps the Chapter stocked with appropriate membership materials from NACE Headquarters and 

takes them to all Chapter programs; keeps a current list of prospective members for recruitment/marketing efforts; chairs 

the local membership committee; sends local correspondence to welcome new members; contacts members who have 

not renewed their membership; reports in local newsletter or website regarding membership promotions, etc; surveys the 

membership regarding opinions and attitudes of the Chapter and Headquarters. 

Reports directly to: Chapter President and Chapter Board of Directors. 

 

Director of Fundraising 
Shall be responsible for the managing all chapter annual and monthly fundraising projects.  The Director of Fundraising 

shall abide by the NACE Principles of Professional Conduct and Ethics and abide by the NACE Bylaws. 

Eligibility:  Must be a member in good standing. 

Other duties include:  Shall oversee and coordinate all activities of committee chairs to and present fundraising 

proposals to the Board of Directors for approval.  He/she shall work with the Ways and Means Committee Chairperson 

to attain raffle items and sell raffle tickets at all D/FW Chapter meetings; communicates with other NACE Chapters for 

ideas regarding chapter fundraising projects. 

Reports directly to: Chapter President and Chapter Board of Directors. 

 

Director of Marketing and Communications 

Shall oversee all communication activities for the Chapter. The Director of Communications shall abide by the NACE 

Principles of Professional Conduct and Ethics and abide by the NACE Bylaws 

Eligibility:  Must be a member in good standing. 

Other duties include: Distributes Board and Chapter meeting notices, newsletters, coordinates web site materials and 

updates; prepares promotional materials for programs and mailing to membership in a timely fashion; submits 

information regarding meetings for press releases; communicates with other NACE Chapters for ideas regarding chapter 

communication. 



 Reports directly to: Chapter President and Chapter Board of Directors. 

 

Director of Education 
Shall oversee the promotion of continuing education for the local chapter members, facilitating relationships with local 

community colleges and working toward industry wide education.  The Director of Education shall abide by the NACE 

Principles of Professional Conduct and Ethics and abide by the NACE Bylaws 

Eligibility:  Must be a member in good standing. 

Other duties include:  Responsible for promoting continuing education for the local chapter members through the 

CPCE study program; promoting continuing education for the local hospitality community and promoting the 

hospitality industry continuing education programs with local community colleges. 

Reports directly to: Chapter President and Chapter Board of Directors. 

 

  



NOMINATION/APPLICATION FORM 
Nominee Data (Please Type or Print)     Section I 

 

PLEASE COMPLETE THIS FORM FOR EACH NOMINATION YOU ARE MAKING 

 
Nomination for the Position of:   
Chapter: 
Last Name:     First Name:  
Company:     Title: 
Mailing Address:      Dept: 
City:       State:   Zip: 
Phone No:     Fax No: 
Email:      Member ID Number: 
 
Signature: __________________________________________________ 

 

Are you nominating yourself?   Yes          No      

 

If yes please proceed to Section III below. If no, fill out Section II and then please forward the application 

to the prospective nominee for completion. 
 

Nominator Data (Please Type or Print)      Section II 
 
Last Name:     First Name:  
Company:     Title: 
Mailing Address:      Dept: 
City:       ST:   Zip: 
Phone No:      Fax No: 
Email:     

 

                Section III 
Member since ___________ 

 

Chapter office(s) held 
Office _______________________ Year(s) ___________ 
 
Office _______________________ Year(s) ___________ 
 
Office _______________________ Year(s) ___________ 
 
Office _______________________ Year(s) ___________ 
 
Please list the Chapter Committees on which you have served. (i.e. Membership, Education, etc) 

____________________________________________ Position ____________________ 
 
____________________________________________ Position ____________________ 
 
___________________________________________ Position ____________________ 

 

International offices held 
Office ____________________________ Year(s) _____________ 
 
Office ____________________________ Year(s) _____________ 
 



Please list the International Committees or task forces on which you have served. (i.e. Membership, 
Education, etc.) 
 
____________________________________________ Position ____________________ 

 
____________________________________________ Position ____________________ 
 
____________________________________________ Position ____________________ 
 

Candidate Statement and Questions           Section 1V 

 

Explain in less than fifty words why you are running for office. (Your candidate statement will be included 
on the ballot sent to the membership.) 
 

 

 

What is your greatest strength that you bring to NACE? 

 

 

What area do you consider to be your weakest?  How do you plan to compensate? 

 

 

Additional Comments: 
 

What three areas do you feel are the most important to address for the Chapter during your NACE 

tenure? 

 

 

What is your vision of your NACE Chapter for the next two years? 

 

 
 

Time Commitment Statement (All nominees must read and sign.)        Section V 
 

The National Association of Catering Executives strongly recommends that all nominees consult with their 
supervisors, business partners, etc. and discuss the time commitment required for service to the Association, 
and seek their support. 
 
The time commitment to serve as a Chapter Leader will include, at a minimum, one meeting per month of 
about two hours each, plus individual and task force assignments which must be conducted on your own time 
and attendance at Chapter functions. 
 

Please sign the following statement 
I understand the time requirements needed to carry out the duties as a Chapter Leader of NACE. I feel that I 

am able to carry out both the duties of my current employment and the duties of a NACE office. 
 
Signature: ____________________________________________________ 

 

 

 

Please return the Call for Nominations form to <NAME> via email at <EMAIL> or via fax at <FAX 

NUMBER> 

DEADLINE FOR RETURN:  <DATE> 
 

 



 

 

 

 

 

 

 

 

 

 

 

 

SAMPLE BALLOTS 
  



 

 

 

 

  

<CHAPTER NAME> NACE Board Elections 

Ballot 
 

Vote for ONE candidate for each of the following Board of Directors positions: 
 

President  
 <NAME> 
  

Vice President  
 <NAME> 

 

Secretary  
 <NAME> 
 

Treasurer 
 <NAME> 
 

Event Professional Representative 
 <NAME> 
 

Director of Membership  
 <NAME> 
 

Director of Marketing & Communications  
 <NAME> 

 

Community Service Representative  
 <NAME> 
Or 
 <NAME> 
Or 
 <NAME> 
 

Hospitality  
 <NAME> 
Or 
 <NAME> 

 

Vote for TWO candidates for the following Board of Directors position: 
 

Co-Director of Education & Meetings/Programs  
 <NAME> 
 
 <NAME> 
 
 <NAME> 

  



 

 

 

 

<CHAPTER NAME> NACE Board Elections 

Absentee Ballot 
 

Vote for ONE candidate for each of the following Board of Directors positions: 

President  
 <NAME> 
  

Vice President  
 <NAME> 

 

Secretary  
 <NAME> 

 

Treasurer 
 <NAME> 
 

Event Professional Representative 
 <NAME> 
 

Director of Membership  
 <NAME> 
 

Director of Marketing & Communications  
 <NAME> 

 

Community Service Representative  
 <NAME> 
Or 
 <NAME> 
 

Hospitality  
 <NAME> 
Or 
 <NAME> 

 

Vote for TWO candidates for the following Board of Directors position: 
 

Co-Director of Education & Meetings/Programs  
 <NAME> 

 
 <NAME> 
 
 <NAME> 

 
 
Member name (printed): _________________________________________________________________ 
Signature: _____________________________________________________________________________ 
Date: _______________________ 
Please return this completed and signed ballot by <DATE> to: NAME 
       ADDRESS 
       FAX NUMBER 



Ballot - NACE Dallas/Ft. Worth Chapter 

 

Official Election Ballot 
The Dallas/Ft. Worth Chapter is now electing its <YEAR> Officers and Directors. The following names 
represent the nominees as presented to you by the Nominating Committee, comprised of <NAMES>. 
 
According to the Bylaws of the Society, Chapter Officers and Directors serve one-year terms. 
 
Please vote for one candidate for each position.  Write in candidates will need to appear on the majority of 
ballots received in order to participate in a run off election. 

 

OFFICERS   NOMINEES   VOTE        WRITE-IN CANDIDATE 
One Year Term 
President   Wendy Timson, CMP, CPCE _____        ______________________ 
 
1st Vice President  Jessica Cates   _____        ______________________ 

     
Secretary   Erin Guinan-Ollendike  _____       ______________________ 
 
Treasurer   Brooke Evans   _____       ______________________ 
 
Event Professional  Angela Dupont, CPCE _____        ______________________ 

 

Leigh Stem, CSEP  _____        ______________________        

 

DIRECTORS    NOMINEES   VOTE        WRITE-IN CANDIDATE 

One Year Term 

 
Director of Programs  Michael Carroll/Matthew Crowe _____       ______________________ 
 
    Lauren Schmidt   _____        ______________________ 
 
Director of Membership Dionicia McCallum-Lucia _____       _______________________         
 
Director of Communications Tommy Evans   _____       ____________________ 
 
Director of Fundraising Jennifer Burns   _____       ____________________ 
 
Director of Community Service  Rachel Tamez  _____       ____________________ 
 

Director of Education  Natalie Storrs, CPCE  _____       ____________________ 
     

 

Member Signature: ____________________________________________________________ 

 
Print Name: __________________________________________________________________ 

  



 

 

 

 

NACE Delegate Proxy Form 

 

 
Chapter Name:           Date:    
  
 
 
1. Member Name – Please Print:           
 
 
2. Proxy Member Name – Please Print:          
  

 

Please return this form to: 

NAME 

ADDRESS/FAX 

 

 

 
IN ACCORDANCE WITH NACE BYLAWS FOR NATIONAL ELECTIONS: 
1. If for any reason a member is unable to exercise his or her vote at the Chapter elections meeting, the 

member may assign that vote by proxy to any current and paid NACE member eligible to serve as a proxy. 
2. No proxy shall be accepted or acknowledged unless the Chapter shall have submitted a signed, written 

certification of such proxy to the Board Elections Chair. 
3. Proxy votes not registered with the Chapter Board by the deadline will not be accepted. 
 

 
 
 
               
Member Signature      Proxy Member Signature 
 
 
               
Board Member’s Name (Please print)    Board Member’s Name (Please print) 
 
 
 
               

Board Member’s Signature     Board Member’s Signature 
 
*Two current Chapter board members must sign this form. 

 
 
 

  



Sample Installation Ceremony  

 
Installing chapter officers into their board positions is one of the most rewarding occasions I will enjoy as 
POSITION. The strength of our association is due to the infrastructure of our local chapters. These local leaders  

have a great deal on their shoulders. 
 

They need strategies that work in your own marketplace and also work effectively with our national initiatives.  
Our association, founded in 1958, is the oldest and largest professional association for catering and event 
professionals.  We will continue to look to these local leaders to provide the networking and career educational 
demands of the NACE member.  

************************* 
 Now, will the following individuals please present themselves: 
 

<NAME> – President 
 
<NAME>  – Vice President 
 

<NAME>  – Secretary   
 
<NAME>  – Treasurer    
 
<NAME>  – Hospitality Chair  
 
<NAME>  – Director of Membership  
 
<NAME>  – Co-Director of Programs 
 
<NAME>  – Co-Directors of Programs 
 
<NAME>  – Event Professional Representative 
 

<NAME>  – Community Service Representative 
 
<NAME>  – Director of Marketing 
 
<NAME>  – Immediate Past President 

 
Raising your right hand, please stand to take the Oath of Office.   Do you, on behalf of the <NAME> Chapter  

of the National Association for Catering and Events solemnly swear to:  

 Perform your respective duties with diligence, dedication and professionalism;  

 Work together as a governing team with sincerity and good-humor,  

 And uphold the by-laws, chapter mission statement, code of ethics and the strategic plan of this association  
with vision and commitment to the best of your ability?  

 
If so, please answer  I WILL. 

  
 AND NOW TO YOU, our members & guests present here this evening:  your elected officers have made a  

commitment to fulfill their responsibilities, however their goals cannot be met single-handedly.  They need each of  
you! And by your attendance and enthusiastic support of NACE both locally and nationally, your leaders can achieve 
success on your behalf at its highest level.  

 
LADIES AND GENTLEMEN, please join me in a warm round of applause greeting your new Board of Directors.  
I will now turn the meeting over to your new Chapter President, <NAME>.  
 

  



 

 

 

 

 

 

 

 

 

 

 

 

CHAPTER LEADER  

JOB DESCRIPTIONS 
  



Board Structure 

 

Executive Committee – These positions are required for a chapter to maintain charter. These positions 
should be elected by the chapter membership. 

 President 

 Vice President 

 Secretary 

 Treasurer 

 Event Professional Representative 
 

IPP – The following position is not elected and automatically appointed to most recent chapter president after 
term ends. This position generally serves as part of Executive Committee, when available. 
 

Quorum/Board Voting – Only elected positions vote in all chapter board motions. A board quorum consists 
of 50% of the elected body of the board. Example – if you have (6) elected board members and (5) appointed 
chairs, the quorum necessary to vote on motions would be (4) elected board members (regardless of how 
many appointed chairs are in attendance). 

 

Committees – The following position may also be elected positions or appointed committee chairs: 

 Membership 

 Programs 

 Marketing/Communications 

 Fundraising 

 Community Service 

 Hospitality 

 Student Chapter Liaison 

 Historian 

 At Large 
 
Chair appointments are made either by the chapter president or by review/vote of the Executive Committee 
of the chapter board. Refer to your bylaws for the specific appointment protocol your chapter set up. 
 
Committee chairs may appoint their own committee members. All committee chairs and members are 
required to sign the Conflict of Interest/Confidentiality Statement each year, but only committee chairs are 
required to sign a job description. It is recommended that committee members receive a basic job description 
created by that committee chair. 

 

Job Descriptions 

 Each board member is required to read and sign off on their job description at the beginning of each 

year, whether they are newly elected or continuing in position 

 Signed job descriptions are required to be kept on file by the chapter secretary. 

 Each board member should have a copy of their own job description, as well as copies of all other 

board job descriptions.  

 Signed copies of job descriptions should be sent to NACE National headquarters each year. 

 

  



RESOURCES ATTACHED 

 

 Job descriptions for the following positions: 

 
o President 
o Vice President 
o Secretary/Treasurer – position held by one person 
o Secretary – Treasurer – when positions are held by two people 
o Immediate Past President 
o Event Professional Representative 
o Director of Membership/Membership Chair 
o Director of Programs/Programs Chair 
o Director of Fundraising/Fundraising Chair 
o Director of Community Service/Community Service Chair 
o Webmaster 
o Director of Marketing-Communications/Marketing-Communications Chair 
o Hospitality Chair 

o Student Chapter Liaison/Representative 
o Historian 



Chapter President 
 

Charge of Objectives 
To direct the activities of the chapter 

 

Method of Election 

Election at MONTH NACE Chapter Meeting 
 

Eligibility 
Must have completed two (2) years on the chapter board of directors. 
Must be a Member in good standing. 
 

Term of Office 
One (1) year.  Can only hold one elected office at a time. 
 

Responsibilities: 
 

 Attend all meetings of the Board of Directors (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Complete all required monthly chapter reporting and submit to NACE headquarters. 

 Attend annual NACE Experience! governance day meetings and Leadership Summit. If unavailable to 
attend, must send another leader as chapter representative. 

 Receive national communications and forward to chapter’s board of directors and members. 

 Oversee the direction, financial stability, image and unity of the local chapter. 

 Network and maintain public relations efforts relating to special events, industry affiliated organizations 
and the needs of the local membership. 

 Serve as official spokesperson to all media contacts. 

 Chair Board of Directors meetings. 

 Act as chair of monthly meetings to include updating membership on recently developed chapter news. 

 Serve as liaison between the local chapter, NACE National and CPC. 

 Contract on behalf of the chapter. 

 Submits a President’s Message for the e-newsletter. 

 Serve as official representative of the chapter to allied organizations, unless a representative is appointed. 

 Serve as an ex-officio member without vote on all committees except the nominating. 

 Appoint committee chairs, if a vacancy occurs, with approval of the board. 

 Complete annual CharterWatch documentation and submit to national for approval. 

 Assist the immediate past president with the preparation of award submissions, with further assistance 
from the board. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 
I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and 

agree that the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential 

function of each position is carried out. 

 

_______________________________  _____________ 

Chapter President    Date



Chapter Vice President 
 

Charge of Objectives 
Second in command after the President and is a voting member of the Board of Directors.  Serves as a liaison 

between the Board of Directors and his/her committees. 
 

Method of Election 

Election at MONTH NACE Chapter Meeting 
 

Eligibility 
Must have completed one (1) year on chapter board 
Must be a Member in good standing 
 

Term of Office 
One (1) year.  Can only hold one elected office at a time. 
 

Responsibilities: 
 

 Attend all meetings of the Board of Directors (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Serve as a coordinator for the annual Leadership Summit and Experience! conferences. Coordinate registration 
and travel plans for those attending the conferences.  

 Coordinate chapter scholarship applications for annual Experience! conference. 

 In case of death or absence of the President or of his/her inability for any cause to act, the Vice President shall 
perform the duties of the President. 

 Attend all Chapter Presidents Council meetings at the Experience! conference to represent the local chapter (in 
addition to chapter president and when available). 

 Promote CPCE certification and organize study groups for those interested. 

 Serve as Board of directors liaison to any committee(s) assigned to ensure that the committee(s) are properly 
performing their duties and responsibilities. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 
 

I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree that 

the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function of each 

position is carried out. 

 

 

_______________________________  _____________ 

Chapter Vice President    Date



Chapter Secretary/Treasurer 
(this position may be occupied by one or two people) 

Charge of Objectives 
Responsible for maintaining the records of the chapter.  Serves as a liaison between the Board of Directors and his 

/her committees. 
 

Method of Election 

Election at MONTH NACE Chapter Meeting 
 

Eligibility 
Must be a member in good standing 
 

Term of Office 
One (1) year.  Can only hold one elected office at a time. 
 

Responsibilities: 

 Attend all meetings of the board of directors (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Record minutes at all board of directors meetings. 

 Record minutes at any official chapter meeting where recorded minutes are deemed necessary as decided by a 
vote of the board of directors. 

 Distribute a typed record of the minutes within a two-week period to the board of directors. 

 Maintain a diary of past meeting minutes for reference.  This diary should be brought to all official meetings of 
the chapter. 

 Keep all governance documents and bring to all meetings – including bylaws, signed job descriptions, etc. 

 In the case of emergency meetings/cancellations, notify members of the board of directors by telephone or e-
mail. 

 Send thank you letters to all parties involved in coordinating each meeting and prepare thank you cards for 
speakers and honorees -- both general membership meetings and board meetings. 

 Maintain and update chapter scrapbook including all meeting notices, photographs, etc. 

 Maintain overall financial stability of local chapter of NACE to include establishment of an annual budget with 
the President, and analysis of ad hoc projects for cost effectiveness and profitability. 

 Monitor budget and subsequent expense approvals by the board of directors. 

 Act as one of two signatures on the chapter checking account. 

 Provide monthly financial statements to President’s monthly report to NACE national. 

 Research and collect returned checks and unpaid invoices. 

 Maintain meeting attendance records by working with Hospitality chair. 

 Help collect moneys if needed at the monthly meetings and collect any outstanding receivables. 

 Prepare quarterly report for the Board of directors on budget vs. actual numbers. 

 Maintain $100 bank to be used at registration table at monthly meetings. 

 Deposit all moneys collected into the chapter bank account and prepare a monthly bank reconciliation to be 
distributed at the monthly Board of Directors meeting. 

 Maintain files for bank statements, deposits and all accounting receivables & payables. 

 Carry out the duties of this position as decided by the President with the advice and consent of the board of 
directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 
I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree that 

the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function of each 

position is carried out. 

 

_______________________________  _____________ 

Chapter Secretary/Treasurer   Date 



Chapter Secretary 
 

Charge of Objectives 
Responsible for maintaining the records of the chapter.  Serves as a liaison between the Board of Directors and his 

/her committees. 
 

Method of Election 
Election at November NACE Chapter Meeting 
 

Eligibility 
Must be a member in good standing 
 

Term of Office 
One (1) year.  Can only hold one elected office at a time. 
 

Responsibilities: 
 

 Attend all meetings of the board of directors (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Record minutes at all board of directors meetings. 

 Record minutes at any official NACE chapter meeting where recorded minutes are deemed necessary as decided 
by a vote of the board of directors. 

 Distribute a typed record of the minutes within a two-week period to the board of directors. 

 Keep all governance documents and bring to all meetings – including bylaws, signed job descriptions, etc. 

 Maintain a diary of past meeting minutes for reference.  This diary should be brought to all official meetings of 
the chapter. 

 In the case of emergency meetings, notify members of the board of directors by telephone or e-mail. 

 Send thank you letters to all parties involved in coordinating each meeting and prepare thank you cards for 
speakers and honorees -- both general membership meetings and board meetings. 

 Submit and adhere to an annual budget. 

 Serve as board of directors liaison to any committee(s) assigned to ensure that the committee(s) are properly 
performing their duties and responsibilities. 

 Carry out the duties of this position as decided by the President with the advice and consent of the board of 
directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 
I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree that 

the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function of each 

position is carried out. 

 

 

_______________________________  _____________ 

Chapter Secretary    Date 



Chapter Treasurer 
 

Charge of Objectives 
Responsible for the financial stability of the chapter and the maintenance of complete and accurate financial records 

of the chapter.  Serves as a liaison between the Board of Directors and his /her committees. 
 

Method of Election 
Election at November NACE Chapter Meeting 
 

Eligibility 
Must be a member in good standing 
 

Term of Office 
One (1) year.  Can only hold one elected office at a time. 
 

Responsibilities: 

 Attend all meetings of the board of directors (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Maintain overall financial stability of local chapter of NACE to include establishment of an annual budget with 
the President, and analysis of ad hoc projects for cost effectiveness and profitability. 

 Monitor budget and subsequent expense approvals by the board of directors. 

 Act as one of two signatures on the chapter checking account. 

 Provide monthly financial statements to President’s monthly report to NACE national. 

 Research and collect returned checks and unpaid invoices. 

 Maintain meeting attendance records by working with Hospitality chair. 

 Help collect moneys if needed at the monthly meetings and collect any outstanding receivables. 

 Prepare quarterly report for the Board of directors on budget vs. actual numbers. 

 Maintain $100 bank to be used at registration table at monthly meetings. 

 Deposit all moneys collected into the chapter bank account and prepare a monthly bank reconciliation to be 
distributed at the monthly Board of Directors meeting. 

 Work closely with Membership chair to ensure follow-up on delinquent rebates and to audit activities of NACE 
office. 

 Maintain files for bank statements, deposits and all accounting receivables & payables. 

 Serve as an Board of directors liaison to any committee(s) assigned to ensure that the committee(s) are properly 
performing their duties and responsibilities. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board of 
directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 
I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree that 

the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function of each 

position is carried out. 

 

_______________________________  _____________ 

Chapter Treasurer    Date



Chapter Immediate Past President 
 

Charge of Objectives 
Provide experience and guidance and is a voting member of the Board of Directors.  Serves as a liaison between the 

Board of Directors and his / her committees. 
 

Method of Election 
Becomes Immediate Past President at the end of his / her term of office as President. 
 

Eligibility 
Must have served as President. 
Must be a Member in good standing 
 

Term of Office 
One (1) year or more if current President is reelected.  Can only hold one elected office at a time. 
 

Responsibilities: 
 

 Attend all meetings of the Board of Directors (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Provide experience and guidance to the decision making process of the Board of directors. 

 Prepare and oversee completion of NACE chapter awards.  Gather pertinent information from appropriate 
board members for awards criteria. Submit all completed awards to NACE national by deadline. 

 Oversee succession planning throughout year and identify appropriate candidates for fall elections. 

 Prepare and oversee mailing of annual call for nomination form to all current members and coordinate return 
responses. 

 Oversee and coordinate annual board elections – once elections letter is sent and Intent to Run forms are 
returned, confirm all nominees, put slate of candidates together, create elections ballot, and handle all 
elections/ballot collection/vote tallying and announcing of new leaders. 

 Serves as Nomination Chair and coordinates the installation of new officers after elections. 

 Serve as Board of directors liaison to any committee(s) assigned to ensure that the committee(s) are properly 
performing their duties and responsibilities. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board of 
directors.  

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 
 
 

I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree that 

the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function of each 

position is carried out. 

 

 

_______________________________  _____________ 

Chapter Past President    Date



Chapter Event Professional 
 

Charge of Objectives 
Serves as a liaison between the Board of Directors and the event professional membership.  Serves as a liaison 

between the Board of Directors and his /her committees. 
 

Method of Election 

Election at MONTH NACE Chapter Meeting 
 

Eligibility 
Must be an Event Professional Member in good standing 
 

Term of Office 
One (1) year.  Can only hold one elected office at a time. 
 

Responsibilities: 
 

 Attend all meetings of the Board of Directors (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Submit ‘Event Professional Spotlight’ article for the chapter e-newsletter. 

 Work with Director of Programs to secure entertainment, décor, linens, photographer and any other donations 
for the success of the monthly programs. 

 Contact each event professional member to inquire about donation of programs, giving each member an equal 
opportunity to donate. 

 Arrive at monthly programs 1 hour prior of start of event to ensure all event professional donations are set. 

 Promote NACE membership to business contacts in the area. 

 Keep in contact with event professional membership of chapter and personally welcome new event professional 
members. 

 With the support of the Director of Membership, track the event professionals that donate and prepare 
spreadsheet to present to the board of directors on a quarterly basis. 

 Attend all New Member Orientation sessions to assist new event professional members. 

 Serve as Board of directors liaison to any committee(s) assigned to ensure that the committee(s) are properly 
performing their duties and responsibilities. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board of 
directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 

I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree that 

the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function of each 

position is carried out. 

 

_______________________________  _____________ 

Chapter Event Professional Representative  Date



Director of Membership 

 

Charge of Objectives 
Responsible for maintaining all chapter membership activities including maintaining member information, retention 

and recruitment campaigns and member services. 
 

Method of Election 

Election at MONTH NACE Chapter Meeting (can also be appointed) 
 

Eligibility 
Must be a member in good standing 
 

Term of Office 
One (1) year.  Can only hold one office at a time. 
 

Responsibilities: 

 Attends all Board of Directors meetings submitting a written report of activities (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Review the monthly list of members whose membership is up for renewal within the next three months, the 
monthly list of dropped members, a the monthly list of new members and provide a write report at each Board 
meeting as to the status of these members. 

 Responsible for confirmations of attendance of all members and guests for monthly programs. 

 Develop and recruit a committee to assist with call to inactive and prospective members. 

 Execute and promote membership promotions designed by NACE headquarters. 

 See that each committee member meets objectives and stays within submitted budgets. 

 Submits a Membership article for each chapter newsletter that includes all new members and members on 
move, changed positions or companies. 

 Send membership applications when requested to all prospective members attending monthly programs.  Send 
any completed membership applications and checks directly to NACE National. 

 Import chapter roster from NACE national database into chapter website weekly for membership directory is 

always up-to-date. 

 Attend and facilitate each new member orientation. 

 Develop a welcome information kit to be sent to all new chapter members. 

 Provide updated chapter roster to Hospitality chair for use at monthly meetings. 

 Communicate all changes of member information (address, company, etc.) to NACE national in a timely 
manner. 

 Submit and adhere to an annual budget. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board of 
directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 

I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree that 

the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function of each 

position is carried out. 

 

_______________________________  _____________ 

Chapter Director of Membership  Date 

 



Director of Programs 

Charge of Objectives 
Responsible for managing the programs committees in selecting venues, developing themes and coordinating all 

logistical requirements for all NACE meetings. 

 

Method of Election 

Election at MONTH NACE Chapter Meeting (can also be appointed) 
 

Eligibility 
Must be a member in good standing 
 

Term of Office 
One (1) year.  Can only hold one office at a time. 
 
Responsibilities: 

 Attends all Board of Directors meetings submitting a written report of activities (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Confirm sites for all chapter NACE monthly programs using NACE member facilities in the area, documenting all meeting 

specifics to facilities and caterers. 

 Send and receive confirmation with each property / facility to confirm date and meeting location three (3) months in 

advance. 

 Appoints and recruits committee members to assist in planning of programs. 

 Work with Director of Membership to ascertain that facilities, caterers and other pertinent parties being considered for each 

monthly program are members in good standing of the chapter of NACE.  

 Work with committee to arrange host sites and themes for each monthly membership meeting and maintain all costs within 

approved budget. 

 Approve menu with facility or caterer and forward appropriate information and billing to Treasurer. 

 Coordinate and manage all logistical aspects of the monthly meetings developing a scripted agenda to document details for 

all parties involved. 

 Coordinate with Event Professional Representative entertainment, linens, décor and photography for monthly chapter 

programs and ensure policy guidelines are enforced with utilizing event professional member services at each meeting 

 Arrive 1 hour prior  to each chapter program to review event setup, including timing with the catering manager or banquet 

captain making certain that there will be no disruptions (clearing of dishes, service, etc.) during the featured speaker or 

program. 

 Provide program information to Director of Marketing and Webmaster for the website. 

 Responsible for obtaining reservations for meeting attendance and communicating this to host venue a minimum of 72 

hours in advance before meetings and continue to update as appropriate. 

 Greet speaker upon arrival and review presentation content and introduction prior to the start of the meeting. 

 Determine and confirm program content (speaker, entertainment, panel discussion, etc.) for all chapter monthly meeting, 

documenting specifics to all speakers involved.. 

 Approves cost of any speakers prior to commitment in conjunction with the budget and the President. 

 Submit and adhere to the annual budget. 

 Provide newsletter chair with written recap of each monthly chapter meeting for the local newsletter, providing all details 

from previous months meeting.  Also, provide future meeting and program information for inclusion in upcoming chapter 

newsletters. 

 Provide the Secretary with the names of all persons to be presented with thank you certificates at monthly meetings. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board of directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 

 
I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree that 

the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function of each 

position is carried out. 

 

_______________________________  _____________ 

Chapter Director of Programs   Date 



Director of Fundraising 
 

Charge of Objectives 
Responsible for managing all chapter annual and monthly fundraising projects. Serves as a liaison between the 

Board of Directors and his /her committees. 

 

Method of Election 

Election at MONTH NACE Chapter Meeting (can also be appointed) 
 

Eligibility 
Must be a member in good standing 
 

Term of Office 
One (1) year.  Can only hold one office at a time. 
 

Responsibilities: 

 Attends all Board of Directors meetings  (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Attends all chapter board of directors meetings submitting a written report of activities for fundraising efforts. 

 Responsible for planning an annual fundraiser project and appoint necessary subcommittee chairs to execute 
scheduled events. 

 Hold committee meetings to discuss and confirm current and upcoming committee projects. 

 Contact a minimum of three (3) not-for-profit organizations for the application process of becoming a NACE 
designated charity.  

 Compile information for the NACE Board of directors concerning the applicants for the designated charity and 
distribute information at the final board meeting for the Board of Directors to vote on the three finalists. 

 Act as liaison between the designated charity and chapter concerning the annual fundraising project.  Meet with 
the designated charity at the beginning of the year to assess needs and expectations and solicit NACE members 
to assist with any additional fundraising projects for the designated charity throughout the calendar year. 

 Design and print programs and tickets for fundraisers and coordinate invites and distribution of them. 

 Submit and adhere to the annual budget. 

 Collect all monies for fundraising efforts and prepare financial reports with Treasurer. 

 Work with Director of Marketing to promote all fundraising efforts. 

 Communicate with Event Professional Representative for all donations for fundraising. 

 Report all donations to secretary for thank-you recognition and Director of Membership for tracking. 

 Prepare articles for each chapter newsletter. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board of 
directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 
 
I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree that 

the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function of each 

position is carried out. 

 

__________________________________________  _____________ 

Chapter Director of Fundraising    Date



Director of Community Service  
 

 

Charge of Objectives 
To maintain a high level of involvement in the area regarding community service projects by actively involving the 
Chapter of NACE with various charities throughout the year.  

 

Method of Election 

Election at MONTH NACE Chapter Meeting (can also be appointed) 
 

Eligibility 
Must be a member in good standing 
 

Term of Office 
One (1) year.  Can only hold one office at a time. 
 

Responsibilities: 

 Attends all Board of Directors meetings submitting a written report of activities (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Contact various charitable organizations throughout area to schedule community service projects involving 
NACE membership. 

 Coordinate a monthly community service event for each program, coordinating project with theme of program 
when possible. 

 Responsible for obtaining items for monthly raffle as well as coordinating sales of tickets. 

 Prepare written information concerning the designated charity for the monthly newsletter and prepare email to 
be sent 2 weeks prior to each monthly program with the designated charities and donations. 

 Submit and adhere to an annual budget. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board of 
directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 

 
 
I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree that 

the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function of each 

position is carried out. 

 

__________________________________________  _____________ 

Chapter Director of Community Service   Date



Webmaster 
 
 

Charge of Objectives 
Responsible for managing all updates on chapter website and coordinating all efforts of monthly newsletter. 

 

Method of Election 

Election at MONTH NACE Chapter Meeting (can also be appointed) 
 

Eligibility 
Must be a member in good standing 
 

Term of Office 
One (1) year.  Can only hold one office at a time. 
 

Responsibilities: 
 

 Attends all Board of Directors meetings submitting a written report of activities (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Recruit committee members to solicit advertising and photographs for the newsletter. 

 Submit proposed advertising rates for a board vote and gather bids for layout, design and printing of the 
newsletter and submit them for a board vote. 

 Direct the efforts of obtaining information for the chapter newsletter.  

 Execute the distribution of the newsletter – posted on website and emailed to all members and prospects. 

 Submit newsletter final proof copy to the Chapter President for final approval before going to print. 

 Maintain the Chapter’s web site and responsible for continued development of the web site. 

 Distribute evaluation forms after every monthly meeting. 

 Compile evaluations from each program and present to board at each board of directors meeting. 

 Maintain spreadsheet of evaluation responses from each program.   

 Work with chapter Treasurer to ensure proper invoicing and recap of revenues generated. 

 Submit and adhere to an annual budget. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board of 
directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 
 
I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree 

that the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function 

of each position is carried out. 

 

__________________________________________  _____________ 

Chapter Webmaster      Date 

 

 

 

 

 



Director of Marketing 
 
 

Charge of Objectives 
Responsible for managing all chapter communications to include all public relations and other marketing efforts. 

 

Method of Election 

Election at MONTH NACE Chapter Meeting (can also be appointed) 
 

Eligibility 
Must be a member in good standing 
 

Term of Office 
One (1) year.  Can only hold one office at a time. 
 

Responsibilities: 
 

 Attend all meetings of the Board of Directors (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Recruit committee members to assist in any necessary assignments. 

 Submit proposed advertising rates for a board vote and gather bids for layout, design and printing of all 
marketing efforts. 

 Design and print programs for each monthly program for distribution. 

 Coordinate the design, printing and circulation of meeting notices and invitations.   

 Develop press/media relations and issue press releases and notices for all noteworthy NACE happenings. 

 Extend invitations to press for appropriate Chapter events. 

 Submit and adhere to an annual budget. 

 Gather any newspaper or media coverage of NACE or NACE events as well as copies of chapter newsletter 
any other memorabilia pertaining to the chapter and submit to Secretary. 

 Submit an article for each Chapter newsletter with upcoming calendar of events. 

 Provide mailing labels for local meeting notices, newsletters and other approved chapter business. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board of 
directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 
 
I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree 

that the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function 

of each position is carried out. 

 

__________________________________________  _____________ 

Chapter Director of Marketing     Date 

 
 
 
 
 
 



 Hospitality Chair 
 

Charge of Objectives 

Responsible for managing the reservations and registration areas for all chapter NACE meetings. 

 

Method of Election 

Election at MONTH NACE Chapter Meeting (can also be appointed) 
 

Eligibility 
Must be a member in good standing 
 

Term of Office 
One (1) year.  Can only hold one office at a time. 
 

Responsibilities: 

 Attends all Board of Directors meetings submitting a written report of activities (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Enter all comps into website registration (including speaker).  Event Professional Representative to provide 
names of sponsors that are to be comped. 

 Maintain supplies for names tags, including ribbons. 

 Arrive early to each chapter program and have name tags and registration forms ready for Treasurer a half 
hour prior to start time. 

 Work registration table for all chapter programs to assist chapter Treasurer with check in. 

 Responsible for keeping member nametags and making new ones for guests and speakers for monthly 
programs. 

 Responsible for total reservations for meeting attendance and communicating this to Program chairs to 
communicate to host caterer by Thursday prior to the event with daily updates. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board of 
directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 

 
 
I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree 

that the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function 

of each position is carried out. 

 

_______________________________  _____________ 

Hospitality Chair    Date 

 
 
  



Student Chapter Liaison/Representative 
 
 

Charge of Objectives 

Responsible for acting as liaison between professional chapter and student chapter boards of directors. 

 

Method of Election 
Appointed position by Executive Board of Professional chapter. 
 

Eligibility 
Must be a member in good standing 
 

Term of Office 
One (1) year.  Can only hold one office at a time. 
 

Responsibilities: 

 Attends all Professional Board of Directors meetings submitting a written report of student chapter activities 

(maximum of 2 absences). 

 Attends all Student Board of Directors meetings. 

 Position may or may not be held by the student chapter faculty advisor. 

 Serves as liaison between the student chapter and the professional chapter by working closely with the 
student chapter President to meet requirements and goals. 

 Serves as a confidant for all student chapter members and board members with questions or concerns 
regarding the local chapter. 

 Assists with recruiting student committee members to serve on chapter committees. 

 Assists with requests for student volunteer opportunities and intern request from general membership. 

 Assists with coordinating monthly meeting for the students. 

 Attend college/university organizational fairs as NACE representative. 

 Attend semester planning retreat with student chapter board. 

 Work with professional chapter president and IPP/nominations chair on national award submission for 

Student Member of the Year. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board of 
directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 
 
I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree 

that the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function 

of each position is carried out. 

 

_______________________________  _____________ 

Student Chapter Liaison   Date 

 



Historian 
 

Charge of Objectives 

Responsible for collecting and archiving all chapter documents, program materials and awards. 

 

Method of Election 

Election at MONTH NACE Chapter Meeting (can also be appointed) 
 

Eligibility 
Must be a member in good standing 
 

Term of Office 
One (1) year.  Can only hold one office at a time. 
 

Responsibilities: 

 Attends all Board of Directors meetings submitting a written report of activities (maximum of 2 absences). 

 Attend all chapter membership programs (maximum of 2 absences). 

 Responsible for keeping collecting one sample of all materials at each program. 

 Responsible for keeping all chapter awards (national) received and bring to each chapter program for display. 

 Responsible for creation of chapter scrapbook. 

 Carry out the duties of this position as decided by the President with the advice and consent of the Board of 
directors. 

 Represent NACE in a professional and ethical manner as prescribed by the Code of Ethics. 
 
 
I have read the job description for my position and understand and agree to the responsibilities outlined herein.  I will 

perform the duties of my position to the best of my ability.  If I am unable to perform my duties, I understand and agree 

that the best interests of the Chapter will prevail in all decisions made by the Board to ensure that the essential function 

of each position is carried out. 

 

_______________________________  _____________ 

Historian     Date 

 
 
 

  



Outgoing Officer Evaluation – Sample Form 

 

Name of outgoing officer:  

Position held:  

Date:  

 

List three things during your term in office that were considered most important:  
1.  
 
2.  
 
3.  
 

 

List three things you wish you had done during your term in office:  
1.  

 
2. 
 
3.  

 

 

List three important pieces of advice for the incoming officer: 
1.  
 
2. 
 
3.  

 

 

List any outstanding items that still need completion prior to leaving office:  

 

 

 

 

 

 

 

 

 

As outgoing __________________ (officer title), I promise to assist the newly elected officer in any way I can. 

 

 

________________________________________________________     ____________________________ 

Outgoing Officer Signature           Date 

 

 

  



Incoming Officer Evaluation 

 

Name of incoming officer:  

Position:  

Date:  

 

List three things that made you want to run for office and why: 
1.  
 
2.  
 
3.  
 

 

List three new ideas that you would like to implement for your office this year:  
1.  

 
2. 
 
3.  

 

 

List three important foreseeable problems in your office: 
1.  
 
2. 
 
3.  

 

List possible solutions to the above three problems:  

 

 

 

 

 

 

 

 

As incoming __________________ (officer title), I promise to ask the assistance of the outgoing officer or 

president when I need help. 

 

 

 

_________________________________________________________    ____________________________ 

Incoming Officer Signature                Date 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

NATIONAL ELECTIONS 
  



The NACE national board of directors is elected every two years by the NACE general membership. The 
national nominations committee conducts a search for eligible nominees, vets each candidate, and then 
announces the full slate of candidates to the NACE membership. Several meet-the-candidates webinars are 
hosted, welcome to all members and delegates, leading up to the elections. Elections are held on-site during the 

annual Experience! conference and expo. 
 
National board members must be elected by a percentage of the membership, represented by delegates. There is 
one delegate per twenty-five members. Chapters elect their delegates, and At Large member delegates are 
appointed. The number of delegates needed for each chapter is based on membership as of May 15 of election 
year. 
 
The following national board positions are elected every two years – 
 

 President 

 1
st
 Vice President 

 2
nd

 Vice President 

 Secretary/Treasurer 

 Event Professional Representative 
 
The following national board positions are not elected by the general membership but do serve on the board – 
 

 Immediate Past President – automatic position held by previous national president 

 Executive Director – automatic position help by NACE ED 

 At Large Board Members – appointed by elected board 

 CPC Chair – elected by members of Chapter Presidents’ Council (all presidents) during governance 

day meetings and automatically sits on board as liaison between chapters and national leaders 
 
 
The delegate and elections process are detailed in the following attachments: 

 

 Special elections of delegates – letter from chapter to its membership 

 Delegate intent to run form – must be completed by each delegate candidate 

 Delegate letter and form – sent from NACE national to chapter in May of election year outlining 

campaign protocol and exact number of delegates required. 

 Delegate sample ballot – to use by chapter in special election. All delegates MUST be elected by 

chapter members to be official carriers of their vote in the national election. 

 Delegate proxy form – to use in event that elected delegate is unable to attend Experience! 

conference to vote in person. Delegate may assign their vote to a proxy member – either another 

delegate or a chapter member attending conference. 
  



Sample Special Elections Letter – Chapter Delegates 

 

NACE Chapter Logo 

 

 

TO:  NACE <Chapter> Members  

 

FROM: NAME – Chapter Nominations Chair 

 

DATE:  

 

RE:  Special Election – Chapter Delegates 
 
Elections for the NACE National Board will be held on DATE during the Experience! Conference and Expo in 

CITY/STATE. Each chapter must ELECT Delegates to represent their chapter and participate in the voting 

process. Each chapter may ELECT one delegate for every 25 members (excluding student members) or portion 
thereof as of May 15th each year. 

 

The <NAME> Chapter is required to elect <NUMBER> delegates. We will be holding a special election of 

chapter delegates during our <MONTH> program. If you are interested in being a chapter delegate, please 
review the attached position description and send the completed Intent to Run form to <NAME>, <Chapter> 
Nominations Chair, by <DATE>. 
 
In this document you will find: 
 

 Candidate Intent To Run Form 
 Position Description and Requirements of Delegates at the National Conference 

 

In order to be considered as a candidate, you must complete and submit all forms no later than 5:00PM on 

<DATE> via electronic means to <your Chapter’s nominations committee chair>. Candidates who do not meet 

the qualifications will be notified before the special election. 
 

Please note: In fairness to all candidates, no deadline exceptions of any kind will be made.  If your submission is not 

received by this date and time, your candidacy cannot be considered for this election.   

 

Once all information is received and approved by the Chapter/at-large nominations committee, the Chapter 
membership will be provided with an overview of all candidates, including a brief biography, photograph. 
 

If you have any questions, you can contact <NAME> with any questions that may arise at <PHONE> or by e-

mail:  <EMAIL> 
 
Please accept our personal appreciation for your interest and willingness to serve NACE for the next year. It is 
YOUR dedication that makes us great!  Thank you again for participating in this exciting and important 

association leadership process. 

  



 
 

 

 

Chapter Voting Delegate  

Intent to Run Form 
 
I,               hereby declare my intent to run for 
the position of: 
 
Chapter Delegate for the <NAME> Chapter/At-Large 
 

Please Print: 
Name:                
 
E-Mail:               
 

Telephone:         Fax:        
 

 

Please e-mail or fax this form to <CHAPTER NOMINATIONS COMMITTEE CHAIR OR CONTACT> 

By <DATE> 

E-Mail: <EMAIL ADDRESS> 

Fax: <FAX NUMBER> 

 

 

Chapter Delegate Candidate – Job Responsibility  

(Article 5.5.4. of the NACE national Bylaws)  

Authority of Certified Voting Delegates to Act. Any member duly certified to act as a delegate shall have and 
may exercise all of the powers, rights, and privileges of members at national membership meetings of NACE, 
and shall act for their Chapter and its members in the affairs of NACE, including the holding of office or offices 
therein. Each delegate shall have one vote to cast. 
 

Requirements of Delegates at the Educational Conference 

The definition of “Representation” can be found in article 5.5.1. of the NACE national Bylaws 

Representation. The Professional Members of each Chapter for whom that Chapter is their primary Chapter 
shall elect one Professional Member delegate for every 25 Professional Members in good standing or portion 
thereof to vote on their behalf at national membership meetings of NACE. Said delegates must be NACE 
Professional members in good standing and not subject to suspension or removal proceedings at time of election 
and at time of meeting. NACE membership records as of May 15 of each year will determine Chapter member 
numbers. 

 

Voting: Voting takes place immediately following the “meet the candidates” session. If there are more than two 
candidates for a particular position, the possibility of a run-off exists. If one candidate does not get a majority of 

the vote (50 percent plus one), then another round of balloting must occur. In this case, the candidates will be 
notified prior to the announcement of the next round of balloting.  The winners of the election will be announced 
at the Experience! Conference and Expo. 
 
Following this explanation are excerpts from Article 5 in the NACE national Bylaws. It explains the method in which you are to elect your 

delegates. Please note that these are excerpts pertaining to voting. For a complete reading on Article 5, please visit www.nace.net, click on 

the membership tab and “Code of Ethics/Bylaws.” 

 

 

 

 

 

http://www.nace.net/


Excerpts from Article 5 of the NACE national Bylaws 
 

5.5.  Voting Delegates.  Voting delegates shall be elected by the members with voting rights to vote on their 

behalf. Every member who has been assigned a chapter (designated their primary chapter) and who holds 

membership with voting rights is entitled to vote in that chapter’s election of delegates.   

 5.5.1. Representation.  The Professional Members of each chapter for whom that chapter is their 
primary chapter shall elect one Professional Member delegate for every 25 Professional Members 
in good standing or portion thereof to vote on their behalf at national membership meetings of 
NACE.  Said delegates must be NACE Professional members in good standing and not subject to 
suspension or removal proceedings at time of election and at time of meeting. NACE 

membership records as of May 15 of each year will determine chapter member numbers.  

 5.5.2. Representation for Members-at-Large.  Members-at-Large with voting rights may, by a process to 
be established by the Board of Directors, elect one delegate for every 25 Members-at-Large or 
portion thereof to vote on their behalf at national meetings of NACE.  Said delegates must be 
NACE Professional members in good standing and not subject to suspension or removal 
proceedings at time of election and at time of meetings. NACE membership records as of May 15 

of each year will determine chapter member numbers. 

5.5.3. Process of Certifying Voting Delegates.  Chapters and the Coordinator for the Members-At-Large 
shall forward, by written letter and at least thirty (30) days in advance of an Annual Meeting, a 
list of their elected delegates.  The Executive Director shall then verify that the delegates meet the 

qualifications of membership. 

5.5.4. Authority of Certified Voting Delegates to Act.  Any member duly certified to act as a delegate 
shall have and may exercise all of the powers, rights, and privileges of members at national 
membership meetings of NACE, and shall act for their chapter and its members in the affairs of 
NACE, including the holding of office or offices therein.  Each delegate shall have one vote to 
cast. 

5.5.5. Delegate term of service.  Voting delegates shall be elected annually at least thirty (30) days prior 

to the Annual Meeting of NACE and shall serve until the next election of delegates. 

5.9.  Proxy Voting.  If for any reason a delegate is unable to exercise his or her vote at the Annual Meeting, 
the chapter may assign that vote by proxy to any current and paid NACE member eligible to serve as a 
delegate, and who is of the same membership category as the delegate from whom proxy is being 

assigned.   

5.9.1. Certification of Proxy.  No proxy shall be accepted or acknowledged unless the chapter shall have 
submitted a signed, written certification of such proxy to the Secretary/Treasurer of NACE and 

the Executive Director has verified that the member meets the qualifications of membership.   

5.9.2. Limitations on Proxy Voting.  A member may only hold a proxy for one chapter other than his or 

her own.  A proxy certification statement is valid for only sixty (60) days.   

5.10. List of Certified Voting Delegates and Proxies. A list of delegates and individuals holding a proxy shall 
be produced at any meeting of members upon the request of any member who has given written notice to 
NACE at least ten days (10) prior to such meeting.  If the right to vote at any meeting is challenged, the 
chairman shall require such list to be produced.  All persons who appear on such list may vote at such 

meeting. 

  



Chapter Delegate – Brief Description for Elections Letter 

 

** The following can/should be included in your general elections letter if you elect chapter delegates during 

your regular fall chapter elections. 

 

NON-Board Position – Chapter Delegate Candidate (XXX positions) 

Authority of Certified Voting Delegates to Act. Any member duly certified to act as a delegate shall have and 
may exercise all of the powers, rights, and privileges of members at national membership meetings of NACE, 
and shall act for their chapter and its members in the affairs of NACE, including the holding of office or offices 
therein. Each delegate shall have one vote to cast. 

Representation. The Professional Members of each chapter for whom that chapter is their primary chapter shall 
elect one Professional Member delegate for every (25) Professional Members in good standing or portion thereof 
to vote on their behalf at national membership meetings of NACE. Said delegates must be NACE Professional 
members in good standing and not subject to suspension or removal proceedings at time of election and at time 

of meeting. The Chapter of NACE must elect (XXX) Delegates to represent the Chapter. 

Delegate Voting: Voting takes place following the “meet the candidates” session in the afternoon. If there are 
more than two candidates for a particular position, the possibility of a run-off exists. If one candidate does not 
get a majority of the vote (50 percent plus one), then another round of balloting must occur. In this case, the 
candidates will be notified prior to the announcement of the next round of balloting.  The winners of the election 

will be announced at the 2008 Annual Conference; the exact event to be determined. 

Qualifications: You must be a member of the Chapter for at least (1) year to qualify as a Delegate. The Chapter 

must be Qualifications: You must be a member of the Chapter for at least (1) year to qualify as a Delegate. The 
chapter must be your primary chapter – you cannot be a secondary Chapter member and be a Delegate. You 
must plan to continue your membership throughout the Delegate term year. You must also intend to attend the 
annual NACE National Experience! conference, where Delegate voting occurs. Please note – the Chapter is not 

responsible for any monetary reimbursement for membership or conference expenses. 

 

  



 

 

 

 

 

NACE National Board of Director Elections 
 
 
Elections for the NACE National Board will be held on <DATE> during Experience! Conference and Expo in 

<CITY/STATE>. Each chapter must ELECT Delegates to represent their chapter and participate in the voting 
process. The chapter delegate form is attached below. 
 

Each chapter may ELECT one delegate for every 25 members (excluding student members) or portion thereof as 
of May 15th each year. Candidate biographies and campaign statements will be sent to chapter delegates in spring 
<ELECTION YEAR>. 
 

All Chapter Delegates must attend the “Meet the NACE National Board of Director Candidates” session during 
Experience! and will be required to sign-in. Voting will take place on-site immediately following the session.  
 

Proxy Voting: In the event that an elected chapter delegate cannot attend Experience!, or not enough members 
can attend to fulfill the delegate count, the NACE Policies and Procedures manual provides a proxy voting 
procedure in section 5.9, National Board of Directors, National Bylaws. A proxy form is attached. If you have 
questions, please contact NACE Headquarters.  
 

Campaign Protocol: It is important to remember that the delegates who vote at the election are vote carriers, not 

actual voters. It is the policy of NACE that delegates are informed by their Chapters whom to vote for. Some 
Chapters may allow delegates to make their decision on-site.  
 
For questions about the NACE National elections and/or delegate voting process, please contact: 

Membership & Chapter Relations Manager 
National Association of Catering Executives 
Tel: 410-290-5410 x231 
Email: TBD 

 
 

The attached Delegate Form MUST BE RETURNED to NACE Headquarters no later than <DATE>, or 

risk losing your votes.  
 
 
 

  



 

 

 

 

 

Chapter Delegate Form – DUE <DATE>  

 

NACE National Board of Director Elections 
 
 

Chapter Name___________________________________________________ 
 

Number of Delegates from chart included in this document:_____________ 
 
 
Delegate #1 Name_________________________________________________ 
 

Delegate #2 Name_________________________________________________ 
 
Delegate #3 Name_________________________________________________ 
 
Delegate #4 Name_________________________________________________ 
 
Delegate #5 Name_________________________________________________ 
 
Delegate #6 Name_________________________________________________ 
 
Delegate #7 Name_________________________________________________ 
 
Delegate #8 Name_________________________________________________ 
 

Delegate #9 Name_________________________________________________ 
 
 
 
 

 

FAX this form to NACE Headquarters at (410) 290-5460 on or before <DATE>!!  

Chapters not responding by this deadline risk losing their votes!  

 

  



 

 

 

 

 

 

NACE Delegate Proxy Form 

 

 

Chapter Name ____________________________________ Date      

 

 

Elected Delegate Name            

 

 

Proxy Delegate Name – Please Print        ______ 

 

Please return this form by <DATE> to: 

National Association for Catering and Events 

9891 Broken Land Parkway, Suite 301 Columbia, MD  21046 

Or Fax:  410/290-5460 

 

IN ACCORDANCE WITH NACE BYLAWS FOR NATIONAL ELECTIONS: 

 If for any reason a delegate is unable to exercise his or her vote, the chapter may assign that 

vote by proxy to any current and paid NACE member eligible to serve as a delegate, and who is 

of the same membership category as the delegate from whom proxy is being assigned. 

 

 No proxy shall be accepted or acknowledged unless the chapter shall have submitted a signed, 

written certification of such proxy to the Secretary/Treasurer of NACE and the Executive 

Director has verified that the member meets the qualifications of membership. 

 

 Proxy votes not registered with the national office, by the deadline will not be accepted. 

 

 Each delegate can only vote one proxy. This proxy is valid for sixty (60) days from the date 

shown above. 
 

 

 

             

Delegate Signature     Proxy Signature 

 

 

             

Board Member’s Name (Please print)   Board Member’s Name (Please print) 

 

 

 

             

Board Member’s Signature    Board Member’s Signature 
*Two current chapter board members must sign this form. 

 

  



 
 

 

 

 

 

NACE Chapter Delegate Elections 
 
The following is a list of Delegates who will represent the <NAME> Chapter in NACE National Elections this 
summer at Experience! Conference and Expo. The Chapter needs to elect (XXX) Delegates total.  
 
Please indicate at the bottom of the ballot that you have voted for all listed Delegate candidates. 
 
 

 <NAME> 

 
 <NAME> 

 
 <NAME> 
 
 <NAME> 
 
 <NAME> 
 
 <NAME> 
 
 <NAME> 
 
 <NAME> 

 
 

 
Yes, I vote for the above listed Chapter Delegates: _________________ 
 
 
Member initials: ________________ 

  



 

 

 

 

 

 

 

 

 

 

 

 

MEETINGS 
 

 

 

 

 

 

 

  



Monthly Board Meetings 
Chapter are required to hold at least (10) board meetings per year, to take place once per month. This meeting 
should last approximately one hour. You should plan to have the board meetings on the same day every month, 
i.e. the second Tuesday of the month. You should have your board meeting dates for the year planned out in 

advance and include those dates in your ChaterWatch documentation. The president and secretary should 
finalize the agenda for each month, and all leaders should submit their report in writing prior to the meeting. 
Sample board meeting agenda attached. 
 

Board Retreat 
Board retreats provide opportunities to focus strategic planning on the highest level – the board. Dynamic board 
retreats have the potential to trigger positive change and set the tone for the success of your chapter. Board 
retreats should take place at least once per year and are best done within a few months of the new incoming 
officers and committee being elected. Sample board retreat agenda attached. 

 Every Chapter board must have at least one retreat annually.  

 The primary goals of a retreat: 

o Team-building 

o Calendar & budget setting 

o Goal-setting for individual board members and overall board/chapter 

 

Membership Meetings 
Chapters are required to hold at least (8) monthly educational membership meetings per year. See chapter 
programming for full details. 
 

Special Meetings 
The Board of Directors may call special meetings of the Chapter membership for any purpose that requires a vote 
by the membership who has voting rights. Notice for any special meeting shall specify the purpose of the meeting 
and a minimum of fifteen (15) days notice shall be necessary. 

 

Meeting Minutes 
Each chapter is required to take and provide minutes of their board meetings. These minutes are public record 

and are to be made available to any member in good standing up request. Minutes should only document actions 
taken by the board, i.e., motions presented and passed, treasurer’s reports and the like. The most effective tool is 
to create an action item or task list to accompany the board meeting minutes so that each leader understands 
their responsibility for the next meeting. 

 

 

The following resources are attached: 

 Sample board meeting agenda 

 Sample board retreat agenda 

 Sample committee reports 

 Sample meeting minutes 

 Robert’s Rules of Order FAQ 

 Fiduciary Duties of chapter leaders 

 Antitrust information 

 Basics of conflict management 

 How to remove a leader or member 
  



SAMPLE BOARD MEETING AGENDA 

<CHAPTER> NACE February Board Meeting 

DATE 

TIME 

LOCATION 

I. Meeting Called to Order        4:00 pm 

a. Approve January minutes 

 

II. President’s Report        4:05 pm 
  a Chapter vision 
 

III.  Treasurer’s Report        4:15 pm 
a. Current Balance/Accounts Payable and Receiveable 

b. Budget update  

IV. Membership         4:25 pm 

a. Current members/expired members 
b. Upcoming member value promotion (national) 
c. Questions/updates/motions 

 

V. Programs         4:35 pm 
a. This month – board member duties 
b. Questions/updates/motions 

 

VI. Fundraising         4:40 pm  

a. Questions/updates/motions 

 

VII. Community Service        4:45 pm 
a. Questions/updates/motions 

 

VIII. Event Professional Representative      4:50 pm 
a. Questions/updates/motions 

 

IX. Vice-President Report        4:55 pm 
   

X. New Business         5:00 pm 

Next Board meeting: Date/Time/Location 

 

  



SAMPLE BOARD RETREAT AGENDA 

<CHAPTER> NACE Board Retreat 

<DATE> 

<TIME FRAME> 

 

I. Breakfast         9:00 am 

 

II.  Meeting Called to Order       9:30 am 

a. Introductions 
b. Approval of December Minutes 

   

III. President’s Report        9:30 am 
a. Job Description – sign-off 
b. Current Board Roster – Welcome new members  
c. Catersource opportunity 

 

IV.   Review Last Year’s Goals       9:35 am 

a. Last Year’s Goals 
b. Accomplishments and Challenges 
c. Chapter and Board Strengths and Weaknesses 

 

V. Treasurer’s Report/Webmaster      10:15 am 

a. Job Description – sign-off 
b. Current Balance, Accounts Payable and Accounts Receivables 
c. 2009 Year End Report 
d. 2010 Budget Projection – Vote for Approval 
e. Procedures for Expenditures and Reimbursements (include budget allocation) 
f. New Website information 
g. Change administrative password for Website     

 

AM Break          11:00 am 

 

VI. Membership         11:15 am  

a. Job Description – sign-off 
b. Current and Past Membership Numbers 
c. Member Prospects  
d. Ideas for 2010 for retention and new members 
e. New Member Orientation/Handbook 
f. New/current member recognition 
g. Brainstorming Ideas 

 

VII. Hospitality         11:30 am 

  a. Job Description – sign-off 
  b. Setup training for website 

 

VIII. Secretary         11:35 am 
a. Job Description –  sign-off 



IX. Vice President’s Report       11:40 am 

a. Job Description –  sign-off 
b. Newsletter 
c. Educational Conference 

d. CPCE – Goal & Dates 
 

X. Fundraising         12:00 noon 
a. Job Description – sign-off 
b. 2010 Goals & details (date, location, etc.) 
c. Timeline 

 

Break for Lunch         12:15 pm 

 

XI. Programs         1:00 pm 
c. Co-Directors of Programs Job Description – sign-off 
d. 2010 Meeting Calendar, Location & Topics 
e. Introductions at meetings 

f. List Board members with email addresses on programs 
 

XII. Event Professional Contributions      1 :30 pm 
  a.  Job Description – sign-off 

b. Event professional members – list of possible donors for 2010 
  c. Recognition 
 

XIII. Community Service        1:45 pm 
a. Job Description – sign-off 
b. Ideas for 2010 

 

XIV. Marketing         2:00 pm   
a. Job Description – sign-off 
b. Press Releases 

 

PM Break          2:15 pm 

 

XV. Immediate Past President’s Report      2:30 pm 
a. Job Description – sign-off 
b. Chapter Awards for Experience! 
c. Secession Planning 
d. Insurance 

 

XVI. Set Goals for 2010        2:45 pm 
a. Top 3 goals for each position 
b. Top 3 goals overall for Board 
c. Action Plan 

XVII. New Business         3:30 pm 

a. Board Meetings – Meeting days/times, etc. 

 

XVIII. Team Building         4:00 pm 

 

XIX. Dinner          6:00 pm 
 
 

  



Sample Board Meeting Minutes 

 

<CHAPTER> NACE Board Meeting 

DATE 

LOCATION 
 

Present:  NAMES OF BOARD MEMBERS IN ATTENDANCE 
Absent:   NAMES OF BOARD MEMBERS ABSENT (IF ANY) 

 
 

Meeting called to order - <TIME>  
 

Approval of minutes – NOTE ANY CHANGES/ADDENDUM TO MINUTES IF DISCUSSED; <NAME> 
motioned to approve and <NAME> seconded to approve the January minutes. Motion passes. 

 

I. President’s Report - <NAME> 
Points of discussion –  

Chapter business – 
 

II. Treasurer’s Report - <NAME> 
Current bank balance: 
Budget update: 
Motion(s) – 

                                     

III. Marketing Report - <NAME> 
Questions/clarifications from report? 
Motion(s) – 

 

IV. Membership - <NAME>  
Current membership –  
Past due/expiring members – 

Questions/clarifications from report?  
Motion(s) – 

 

V.  Programs - <NAME>  
Questions/clarifications from report? 
Next meeting – duties of board? 
Motion(s) –  

 

VI. Fundraising - <NAME> 
Questions/clarifications from report? 
Motion(s) –  

 

VII. Community Service -<NAME>  
Questions/clarifications from report? 
Motion(s) –  

 

VIII. Event Professional Representative - <NAME> 
Questions/clarifications from report? 
Motion(s) –  

 

IX. Hospitality Representative - <NAME> 
Questions/clarifications from report? 
Motion(s) –  

 
 



X. Immediate Past President - <NAME>  
Questions/clarifications from report? 
Motion(s) –  

 

XI. Vice President’s Report - <NAME> 
Questions/clarifications from report? 
Motion(s) –  

 

XII. New Business 
 

Meeting adjourned - <TIME> 
 
 

ACTION ITEMS 
  

 NAME        ACTION 
 

 John         Check bylaws for proxy votes 
 
 Jane         Follow up with Sally Sue about joining 
         Print out updated member roster for each program 
 
 Mary        Send email out – call for fundraiser committee members 
  



Robert’s Rules of Order – FAQ 

 

What is parliamentary procedure and what can it do for your chapter? 
Parliamentary procedure is simply a system of conducting business when working in a group. In other words, an 

organized system that allows a group of people to come together and make a decision. Parliamentary procedure 
helps boards to stay focused, make better, more logical decisions and have the advantage having many minds 
working together to use a systematic approach to problem-solving.  
 

What is a quorum? 
Per the NACE chapter bylaws, “not less than a majority of the directors in office shall constitute a quorum.” 
This is important as a quorum is necessary to conduct a board meeting where conversations and decisions are 
made. If you are in a meeting where no quorum is present, the business discussed, motions and voting are 
invalid. 
 

Who’s in charge of running the board meeting? 
Per the bylaws, “the President shall serve as the Chair of the Board of Directors and preside at all meetings of the 
Board of Directors.” In the event the president is unable to attend the meeting, the duty falls to the first vice 

president. 

   

What is the standard order of business for a board meeting? 
Chapters may have different ways of conducting their board meetings but at minimum, the order of business at a 
board meeting should cover: 

 Reading and Approval of the Minutes of the Previous Meeting  

 Reports of Officers, Boards, and Standing Committees  

 Reports of Special (Select or Ad Hoc) Committees  

 Special Orders  

 Unfinished Business and General Orders*  

 New Business  

 

What should we NOT include in our meeting minutes? 
Minutes are the written record of the proceedings of the board’s deliberations. They are a record of what was 
done, not what was discussed. Once minutes are accepted by the membership, they become the official record of 
the meeting. Items that should not be included in the meetings minutes: 

 The opinion or interpretation of the secretary/treasurer. 

 Judgmental phrases such as “heated debate” or “valuable comment.” 

 Discussion. Remember the minutes are a record of what was done (motions, amendments, action items, 
etc.) and not what was said at the meeting. 

 Motions that were withdrawn 

 Name of person who second a motion 

 Flowery language 

 Reports in detail 

 

What is a motion, how do I make a motion? 
A motion is a proposal on which a group takes a special action or stand. There are several types of motions to 
help boards complete their work. The following is simplistic version of how a motion plays out. 

 A member seeks recognition for the floor  

 Chairman recognizes the member (member obtains the floor)  

 Member makes a motion  

 Another member seconds the motion  

 Chairman states the question  

 Debate (amendment and secondary motions)  

 Chairman puts the question to a vote  

 Chairman announces the result of the vote  
 



Things to remember: 

 The board room is to be used as a forum to conduct the business of the chapter. Committee work should 
be conducted with the committee. Board members should recognize when committee work is being 
discussed and request the conversation cease. 

 The board room is where chapter leaders discuss the business of the chapter. Personal 
business/relationships should not be a subject of discussion during board meetings. 

 If you are unable to attend the board meeting (with an excused absence) you are still responsible for 
proving a report for the board meeting. 

 

Suggested reading: 
Every chapter should invest in a copy of Robert’s Rules to have on hand as reference. Here are two affordable 
and easy to read versions – 
 
The Complete Idiot’s Guide to Robert’s Rules 2nd edition, Nancy Sylvester ISBN: 978-1615640348 
Robert’s Rules in Plain English, Doris P. Zimmerman ISBN: 978-0060787790 
 

  



WHAT ARE THE DUTIES OF BOARDS OF DIRECTORS? 
In carrying out their responsibilities, members of a board of directors must fulfill fiduciary duties to the 
organization and the public it serves. Those primary legal duties include the duties of care, loyalty and obedience.  

 

Duty of Care 
The duty of care requires a director to be familiar with the organization's finances and activities and to participate 

regularly in its governance. In carrying out this duty, directors must act in "good faith" using the "degree of 
diligence, care and skill" which prudent people would use in similar positions and under similar circumstances. 
In exercising the duty of care, responsible board members should, among other things, do the following: 

 Attend all board and committee meetings and actively participate in discussions and decision making 
such as setting of policies. Carefully read the material prepared for board and committee meetings prior 
to the meetings and note any questions they raise. Allow time to meet without senior management 
present. 

 

 Read the minutes of prior meetings and all reports provided. Make sure her or his votes against a 
particular proposal are completely and accurately recorded. Do not hesitate to suggest corrections, 
clarification and additions to the minutes or other formal documents. 

 

 Make sure to get copies of the minutes of any missed committee or board meeting and read them timely, 
suggesting any changes that may be appropriate. 

 

 Read any literature produced as part of the organization's programs. 
 

 Encourage diversity among board members. Diversity will help insure a board committed to serve the 
organization's mission with a range of appropriate skills and interests. 

 

Duty of Loyalty 
Directors and officers are charged with the duty to act in the interest of the chapter. This duty of loyalty requires 
that any conflict of interest, real or possible, always be disclosed in advance of joining a board and when they 
arise. Board members should avoid transactions in which they or their family members and/or friends benefit 
personally. If such transactions are unavoidable, disclose them fully and completely to the board. 
 
In order to exercise this duty of loyalty directors must be careful to examine transactions that involve board 

members or officers. The board must not approve any transaction that is not fair and reasonable, and a conflicted 
board member may not participate in the board vote. There should be an established code of ethics in place that 
is updated annually as well. Transactions involving conflicts should be fully documented in the board’s minutes, 
and conflicts policies and disclosure statements should be discussed and recognized by all board members. 
 

Duty of Obedience 
A board has a duty of obedience to insure that the organization complies with applicable laws and regulations and 

its internal governance documents and policies, including: 

 Dedicating the organization's resources to its mission and insuring that the organization carries out its 
purposes and does not engage in unauthorized activities. 

 

 Complying with all appropriate laws, complying with registration and reporting laws and other 
applicable laws of all states in which it conducts activities and\or solicits contributions, filing required 
financial reports with, the State Department of Taxation and Finance and the Internal Revenue Service, 
paying all taxes such as, income tax withholding (federal, state and local) and any unrelated business 
income tax. Board members may be personally liable for failing to pay employees’ wages and benefits 
and withholding taxes on employees' wages. 

 

 Providing copies of its applications for tax-exempt status (IRS Form 1023), federal reports (IRS forms 
990, 990 PF, 990 EZ) and its financial reports filed with the government to members of the public who 
request them. 

  



Antitrust Information 

 

Membership 
It’s important not to unreasonably restrict membership. Because belonging to an association is beneficial, 

competitors of the association’s members may be at an unfair disadvantage if they are not allowed access to 
association information or products and services.  
 
Associations can restrict membership on the basis of trade, profession, and geographic area. Other qualifications 
may or may not be acceptable including sales requirements, number of employees, production requirements, 
number of years in business or in the profession, educational background, certification, accreditation, etc. It is 
best to consult with an attorney specializing in antitrust before restricting membership. 
 
Non members should also be permitted to purchase the association’s products and services. These products and 
services need not be advertised or promoted to nonmembers and nonmembers may be charged more for the 
association’s products (although the difference in price should not be as high as to compel membership). An 
association may have members only benefits or services, but they should not give members a competitive or 
economic benefit.  

 
Care should be taken with involuntary termination of membership. Nonpayment of dues, loss of required 
governmental licensing, or failure to comply with other reasonable association rules that are unrelated to 
competition are legitimate reasons for expulsion. Antitrust concerns can be raised if the expulsion is due to 
failure to comply with professional codes or ethics requirements. To avoid expelling members arbitrarily, it is 
best to set up procedures and safeguards.  

 

Meetings 
Certain discussions at meetings may raise antitrust concerns including (but not limited to): discussions to raise, 
lower or stabilize prices or fees; regulate production levels or schedules; affect the availability of products or 
services; encourage boycotts; exclude or limit anyone from manufacture, sale, or practice; etc. Because violation 
of antitrust law can be slight and the penalties strong, associations should seek expert legal advice on the 
appropriateness of meeting discussions when questions are raises.  
 
The American Society of Association Executives lists the following topics of discussion that must be avoided at 
association meetings: 

 Current or future prices  

 What constitutes a fair profit or 
margin level  

 Possible increases or decreases in 
prices  

 Standardization or stabilization of 
prices  

 Pricing procedures  

 Cash discounts  

 Credit terms  

 Control of sales  

 Allocation of markets  

 Refusal to deal with a firm because 
of its pricing distribution practices  

 Whether or not the pricing practices 
of any industry member are 
unethical or constitute an unfair 
trade practice.  



Hydrolevel Case 
Hydrolevel is legal case where an association, for the first time, was held liable for treble damages under the 
Sherman Act due to antitrust violations.  
 

In this case, the U.S. Supreme Court held an association liable when its agents appeared to be acting under the 
authority of the association. This is called, apparent authority. It is important to note that the association’s volunteer 
and executive leadership were unaware of the activity. The court determined that an association is liable when it 
fails to prevent antitrust violation through the misuse of the association’s reputation by its agents (including lower 
level staff and unpaid volunteers).  Because of this case, an antitrust program is essential for all associations.  

 

Antitrust Compliance  
An association can help minimize its exposure to antitrust violations by implementing an antitrust compliance 
program for staff and volunteers. To do this, an association must have a formal, written policy. The policy should be 
writing in clear language so it is easily understood and contain details that might be of special consideration for the 
association and/or its members.  
 
One written, the policy should be reviewed and approved by the association’s governing body and then circulated to 

association staff, volunteers, and membership. The latter part is vital because the policy will not be of any use unless 
all who deal with the association are informed and educated about potential antitrust dangers and know when to 
identify those dangers when they arise. It is also a good idea for an association to have experienced legal council 
readily available in case of a suspected antitrust violation.  

 

More Antitrust Concerns 
Other areas where associations must be diligent in avoiding antitrust violations include (but are not limited to): 

Joint research with other entities  
Credit reporting  
Professional Credentialing  
Business Professional Codes  
 

 

  



Basics of Conflict Management 

 

Clarifying Confusion About Conflict 

Conflict is when two or more values, perspectives and opinions are contradictory in nature and haven't been aligned 
or agreed about yet, including: 
1. Within yourself when you're not living according to your values; 
2. When your values and perspectives are threatened; or 
3. Discomfort from fear of the unknown or from lack of fulfillment. 
 
Conflict is inevitable and often good, for example, good teams always go through a "form, storm, norm and 
perform" period. Getting the most out of diversity means often-contradictory values, perspectives and opinions. 
 

Conflict is often needed. It:  
1. Helps to raise and address problems. 
2. Energizes work to be on the most appropriate issues. 
3. Helps people "be real", for example, it motivates them to participate.  
4. Helps people learn how to recognize and benefit from their differences. 
 
Conflict is not the same as discomfort. The conflict isn't the problem - it is when conflict is poorly managed that is 

the problem.  

Conflict is a problem when it:  
1. Hampers productivity. 
2. Lowers morale. 
3. Causes more and continued conflicts. 
4. Causes inappropriate behaviors. 

 

Qualities that Cause Conflicts:  

1. Poor communications  
2. Conflicting personalities 

3. Leadership problems, including inconsistent, missing, too-strong or uninformed leadership (at any level in the 
organization) 

 

Ways People Deal With Conflict 

There is no one best way to deal with conflict. It depends on the current situation. Here are the major ways that 
people use to deal with conflict.  
1. Avoid it. Pretend it is not there or ignore it. Usually this approach tends to worsen the conflict over time.  
2. Accommodate it. Give in to others, sometimes to the extent that you compromise yourself. 
3. Competing. Work to get your way, rather than clarifying and addressing the issue. Competitors love 
accommodators. 
4. Compromising. Mutual give-and-take. Use when the goal is to get past the issue and move on. 
5. Collaborating. Focus on working together. Use when the goal is to meet as many current needs as possible by 
using mutual resources. This approach sometimes raises new mutual needs. Use when the goal is to cultivate 

ownership and commitment. 

 

  



How to Remove a Leader/Member 
 

Who can remove an elected leader? 
Can the chapter president or board remove an elected chapter leader? NO.  

If a chapter leader is elected by the membership, the membership is the only entity that can legally remove that 
leader from office. In these cases, it is important that there be a just and serious cause for removal. In this event, a 
special meeting of the membership must be held, evidence presented to the members and the leader must then be 
voted out by ballot (just as they were voted into office). 
 
All appropriate notice should be given, however, if an elected leader is to be removed. Issues with performance 
should be clearly communicated to that leader, notes should be made about any and all communications, and action 
plans should be created. If the leader’s performance still does improve, removal can be taken to the membership. 
This process is very daunting and embarrassing and situations rarely come to this step – the leader will either 
improve or resign first. 
 
Can anyone remove an elected national leader? NO. 
If the board member is elected, only the delegates who elected the national board member may remove that leader. 

A special notice will be sent to the entire membership, with details about the situation and leader in question, and 
delegates will be called to vote for the removal of the elected board member. If the board member is appointed by 
the national board (ie: At Large director), only the board may remove that leader. If there is an issue with the CPC 
Chair, or any CPC representative, only the members of the Chapter Presidents’ Council (all chapter presidents) may 
elect to remove the representative. 
 

Who can remove an appointed leader? 
Can anyone on the board remove an appointed leader? NO. 
An appointed chapter leader can only be removed by the person or persons who appointed that leader. Refer to your 
chapter bylaws for the appropriate protocol. Usually, appointed board/chair positions are appointed either directly 
by the chapter president or by a vote of the chapter executive committee. 
 
All appropriate notice should be given, however, if an appointed leader is to be removed. Issues with performance 
should be clearly communicated to that leader, notes should be made about any and all communications, and action 

plans should be created. If the leader’s performance still does improve, he or she may be removed from that 
appointed office. 
 

Who can remove a member? 
Can a chapter leader remove a member? NO.  
The only cause for revocation of a membership is if a member violates the NACE Code of Ethics, and there must be 
clear evidence of the violation. In cases like this, a formal complaint must be made to the NACE National Ethics 
Committee, in writing, for review. This committee is the only entity that can authorize removal/revocation of a 
membership. 
 

Who can remove a NACE staff member? 
The NACE national board of directors is the only body empowered to remove the NACE Executive Director. The 
national board cannot remove any other national staff member. Only the Executive Director can remove any 

member of the headquarters staff. 
 
If a NACE member has issues with any NACE staff, that complaint should be filed with Bonnie Fedchock, NACE 
Executive Director (bfedchock@nace.net). If a NACE member has issues with the NACE Executive Director, a 
complaint should be filed directly to the national board president (current contact found on www.nace.net).  
 
  

mailto:bfedchock@nace.net
http://www.nace.net/


 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

PART III 

FINANCES AND TAXES 

  



NACE Chapters are 501(c)6 Entities 

(1/3/09) 
As defined by the IRS, Section 501(c)(6) of the Internal Revenue Code provides for the exemption of business leagues, chambers 
of commerce, real estate boards, boards of trade, and professional football leagues, which are not organized for profit and no part of 

the net earnings of which inures to the benefit of any private shareholder or individual. A business league is an association of 
persons having some common business interest, the purpose of which is to promote such common interest and not to engage in a 
regular business of a kind ordinarily carried on for profit. Trade associations and professional associations are business leagues. To 
be exempt, a business league's activities must be devoted to improving business conditions of one or more lines of business as 
distinguished from performing particular services for individual persons. No part of a business league's net earnings may inure to 
the benefit of any private shareholder or individual and it may not be organized for profit to engage in an activity ordinarily 
carried on for profit (even if the business is operated on a cooperative basis or produces only enough income to be self-

sustaining).  The term “line of business” generally refers either to an entire industry or to all components of an industry within a 
geographic area. It does not include a group composed of businesses that market a particular brand within an industry. 

 

What is the Difference Between a 501c(6) and 501(c)3? 
The main difference between the a 501(c)6 and 501(c)3 is contributions made to a 501(c)3, such as the Foundation 
of NACE, are tax exempt and individuals donating to the foundation can deduct, for federal income tax purposes, 
their contributions, minus any value received in returned, i.e., some spends $150 on a ticket for a charitable event 
and the meal itself actually cost $40, the actual deduction would be $110.  

 

Donations: 

Contributions made to your chapter are not tax deductible as a charitable expense. However, you can let the donor 
know that they can deduct the donation from their taxes as an expense of doing business. Donations to a 501(c)(6) 
organization are not required to be disclosed.  
 

How Do I Make Donations to the Foundation of NACE? 
The best way to make donations to the Foundation of NACE is to make them directly to the national office. 
Donations can be made by check or credit card (MasterCard, Visa or American Express). Single donations and 
pledges (multiple payments) are accepted. 

 Foundation of NACE donation  

o If Chapter donates money to the Foundation of NACE each year, how the amount donated is 

determined should be an official Chapter policy and put in writing. 

o For example, if the Chapter Board of Directors agrees to donate 25% of net proceeds from annual 

fundraiser to Foundation of NACE, that needs to be a written policy. 

 

Chapter EIN 
NACE chapters are considered subsidiaries of NACE and are registered with the IRS under the umbrella of NACE 
National. All NACE chapters are required to contact the IRS and apply for their own individual tax identification 
number (EIN). All that is needed to obtain an EIN is a chapter name, principal officer contact name and address 
(chapter president), and type of corporation (501(c)6 non-profit corporation). Once the chapter is assigned the EIN 
and receives the letter from the IRS, they must send a copy to NACE National and keep a copy on file with their 
chapter governance documents. Chapters can obtain a tax ID number by calling the IRS at 800-829-4933. 
 

Chapter Taxes 
All chapters are required to file taxes annually. 501(c)6 organizations are rarely required to pay taxes, but if no tax 
returns are filed the non-profit status will be revoked by the IRS. 
 

 What is a 990?  
IRS Form 990 is what nonprofit organizations file each year with the IRS. There are three versions of this 
"informational" form: 990, 990-EZ, and 990N. The 990 allows the IRS and the public to evaluate nonprofits and 
how they operate. Since nonprofits are not required to file annual reports or even to have financial audits by 
independent accountants, the 990 is a critical disclosure. Nonprofits that file the 990 do not pay federal taxes on 
income that is related to their missions. Many private foundations, however, do pay an excise tax that is based on 

investment income. The full 990 is the long-form that large non-profit organizations must file. NACE chapters are 

required to file either the 990EZ or the 990N e-postcard. 



 Who Has to File?  
IRS electronic notification requirement for small nonprofits begins in 2008. Nonprofits with gross receipts of 
$50,000 or less (formerly exempt from notification) will be required to file the 990N e-postcard. Chapters should be 
able to access this simple, web-based process for submitting the e-Postcard (there will not be a paper form). It will 
ask for basic identifying information such as the organization’s legal name, name under which it operates, address, 
employer identification number, and the name and address of its principal officer (chapter president). Chapters with 
gross receipts of $50,000 or more will be required to file a 990EZ. All chapters are required to file taxes and must 
have at least 3 consecutive years on file with the IRS in order to maintain non-profit status. 
 

 Which Form Do We File?  
Chapters with gross receipts of less than $50,000 are required to file the 990-N annually. Chapters with gross 
receipts more than $50,000 are required to file the 990EZ annually. The deadline for filing either 990 form is May 15 
each year for the prior tax year (January 1 thru December 31). Updated forms are available at the IRS website, 
www.irs.gov 

 

 

  

http://www.irs.gov/


NACE Treasury Procedures 

 

Chapter Bank Accounts 

 

 Every chartered NACE chapter is required to have an active bank account – checking account. 

 Chapters are permitted to have savings accounts – same rules and policies apply. 

 Signatures required – Three to four signers on file with the bank. 

o The bank/check signers should be updated each year 

o More than one person should have access to bank account – more than one administrator should be 

listed as authorized to make changes 

 At least two authorized signers should be required to make any substantive changes to 

account 

o Online banking should have more than one person listed as administrator on account 

o All passwords should be changed each year 

 Each authorized signer is required to sign a Chapter Banking Policy sheet 

 All policies and procedures regarding chapter banking should be strictly enforced and followed in order to 

protect not only the chapter but individual volunteer leaders from any misconduct or unlawful action. 

 ATM cards – ATM cards are not recommended for chapters.  

o If chapter does use ATM cards, clear policies must be in place regarding appropriate use 

o Each chapter leader authorized to use ATM card is required to sign a Chapter Banking Policy sheet. 

 Deposits – two signatures should be required for all manual deposits into chapter account (checks/cash). 

o At least two people should count and sign off on all cash & check income before deposited 

o Deposit breakdown sheet should be filed by treasurer along with corresponding bank deposit receipt 

 Reimbursements – two signatures should be required for all check/reimbursement requests 

o Chapter check request form is required 

o Original receipts are required, attached to check request form 

o Board member making request for reimbursement should keep copy of check request and receipts 

o Check request must be signed by requestor and approved by chapter president (signature required). If 

the leader requesting reimbursement is the chapter president, the chapter vice president must 

approve check request. 

o The treasurer is the final signature on all reimbursement requests. 

o Treasurer keeps all completed check requests and original receipts on file with all 

accounting/treasury paperwork for the year. 

 Bank statements 

o A copy of a full bank statement must be filed with NACE national monthly. This is part of required 

chapter reporting/CharterWatch.  

 

Credit Card Processing 

 

 If your chapter will be accepting credit card transactions for monthly programs, donations, annual 

fundraiser, auction items, etc., you use your chapter bank account to accept funds or set up a PayPal 

account for online transactions. 

 If all transactions will be run through your chapter website, check with the host which credit card processing 

company they are affiliated with (Gateway, Authorize.net, PayPal, etc.). 

 You can also research credit card processing companies through your bank. 

 Be sure to use a company that is compatible with your chapter website, online registration sites you may be 

using (Cvent) and your bank. 

 



Budget and Auditing 

 

 Annual chapter budget should be created by chapter treasurer, president and vice president 

 Projected budget for the year should be presented to the board for review and approval. This should be done 

in the beginning of the fiscal year at the retreat 

 Once approved, the budget is set for the year. Changes to any line item – no matter how big or small – must 

be motioned and approved by the board.  

 Approved budgets should be sent to NACE National headquarters as part of board meeting/retreat minutes 

where approved. 

 The annual budget and all chapter accounts should be audited quarterly.  

o Audits should be conducted by at least three board members – treasurer, vice president and IPP are 

recommended. 

o Bank statements should be reviewed for any inaccuracies – check deposits and withdrawals against 

checkbook and deposit forms. 

o Review budget to make sure all income and expenses listed are attached to appropriate line item 

 

 

The following resources are attached: 

 Chapter banking policy 

 Chapter ATM card policy 

 Leadership summit policy – how chapter funds are dispersed 

 Experience! conference policy – sample scholarship form 

 Sample budget 

 Sample check request 

 Sample deposit sheet 

 Sample raffle collections  



NACE Chapter Banking Policy – NAME Chapter 
 
I, _________________________________, as an authorized representative of the NAME Chapter, agree to the 

following  

 (Print Name) 

terms: 

Please initial each line below 

_______ I agree to always act in the best interest of the Chapter. 

 

_______ I agree to access to the bank account solely for authorized Chapter use. 

 

_______ I agree to provide all receipts for ATM transactions to the Executive Board monthly for review. 

 

_______ I agree to keep all Chapter banking information, including account numbers and passwords, confidential. 

 

_______ I agree to only discuss Chapter financial information with NACE members elected by the general 

membership to a Chapter leader position and NACE National Headquarters staff. This does not include any NACE 

member not elected to a leader position and any non-NACE member. 

 

_______ I agree to always act in accordance with Chapter bylaws. 

 

_______ I agree to always act in accordance with all State and Federal laws. 

 

_______ I agree to always represent NACE in a professional and ethical manner as prescribed by the Code of 

Ethics. 

 

Failure to adhere to the above guidelines can result in termination from my leadership position in NAME Chapter, 

and in extreme cases can result in legal action. 

 
Signature: ____________________________________________________________________________ 

Name (printed): _______________________________________________________________________ 

 Title: _______________________________________________________________________________ 

Chapter: _____________________________________________________________________________ 

 Date: _________________________ 

  



NACE Chapter ATM Policy – NAME Chapter 
 
Chapter ATM card will have the following authorized users: 

Name: __________________________________________________________________________ 

Signature: _______________________________________________________________________ 

 

Name: __________________________________________________________________________ 

Signature: _______________________________________________________________________ 

 

Name: __________________________________________________________________________ 

Signature: _______________________________________________________________________ 

 

Name: __________________________________________________________________________ 

Signature: _______________________________________________________________________ 

 

Any use of Chapter ATM card must be pre-authorized by the Chapter President. If the card is to be used by the 

Chapter President, any pending transactions must be pre-approved by the Chapter Treasurer and Chapter Vice 

President. This approval should happen in writing. 

A receipt is required for all ATM transactions. 

All original receipts are to be turned in monthly for board review.  

Chapter ATM card will ONLY be used for chapter-related business. Appropriate use of Chapter ATM card – any 

chapter related expenses, including but not limited to, monthly chapter membership program, board meetings, 

annual retreat, and chapter supplies.  

 

Misuse of Chapter ATM card: 

Any person who uses the Chapter ATM card for non-chapter related transactions will immediately be investigated. 

The following steps will be followed – 

 ATM card will be confiscated and all Chapter banking privileges will be revoked. 

 All non-NACE related charges will be totaled and invoiced to the member in question. 

 Repayment within 2 weeks of invoice is required. 

 If repayment does not occur within 2 weeks of invoice, or if refused, NACE National will be contacted and 

legal action will be taken. 

 Board member in question will resign from Chapter leader position. All details regarding matter will remain 

confidential unless legal action is required. 

 

  



Raffle Procedure 
Consider the following suggestions and put into place guidelines for your chapter raffles. Once the guidelines are in 
place, it is very easy to run a monthly raffle and the additional income can be quite large.   



NACE Leadership Summit Policy – Sample 

Chapter President 
The Chapter President is required to attend (1) Leadership Summit.  

Appropriate expenses to be paid by the Chapter – 

 Summit full registration 

 Summit hotel  for (2) nights stay 

 Flight/travel to Summit location, round trip 

Other Board 

XXXXX amount is budgeted to cover additional Board members to attend one of the Leadership Summits. 

Priority is given to the Vice President and all new members to the Board. Any Board member is permitted and 
encouraged to attend a Leadership Summit. Reimbursement of expenses is based on the total amount budgeted 

divided by how many register and attend a Summit. 

Appropriate expenses reimbursed by the Chapter – 

 Summit full registration 

 Summit hotel for (2) nights stay, based on double-occupancy where applicable 

 Flight/travel to Summit location, round trip 

** The above policy can be revised for the annual Experience conference as well, regarding any chapter funds 

dispersed to members in the form of a scholarship. 

 

Experience Conference Scholarship – Sample from Baltimore Chapter 

See EXCEL SPREADSHEET attachment 

 

  



 

 

 

CHECK REQUEST 

 
 

Pay To: ___________________________________________________ 
 
   ___________________________________________________ 
 
   ___________________________________________________ 
 

Date Description Amount 

For 

Treasurer’s 

Use 

    

 

  

    

 

  

    

 

  

    

 

  

    

 

  

 TOTAL 

 

  
 

 
Requested By: _________________________________________ Date: _____________ 

 
Approved By: _________________________________________ Date: _____________ 

 
Rendered By: _________________________________________ Date: _____________ 

 
Check Number: _____________ 

 

 

  



 

 

DEPOSIT BREAKDOWN 

 

Date Description Amount 

For 

Treasurer’s 

Use 

    

 

  

    

 

  

    

 

  

    

 

  

    

 

  

 TOTAL 

 

  

 

 

Received By: _________________________________________ Date: _____________ 
 

Counted By: _________________________________________ Date: _____________ 
 

Deposited By: _________________________________________ Date: _____________ 

 
Deposit Date: _____________ 

 

 

  



 
 

“NACE” Chapter 
 

Raffle Collection 

 
 Meeting Date:  

 _____________________________ 

 

 Amount:

 ______________________________ 

 

 Collected By:

 ______________________________ 

 

 Deposited By:

 ______________________________ 

    
 
 
 
 
   

 
“NACE” Chapter 

 

Raffle Collection 

 
 Meeting Date:  

 _____________________________ 

 

 Amount:

 ______________________________ 

 

 Collected By:

 ______________________________ 

 

 Deposited By:

 ______________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

Part IV 

Training and Support 

  



Virtual Training: Leadership Webinars 
Leadership Webinars were created to offer chapter leaders tools and resources throughout the year, as well as the 
opportunity to exchange ideas between chapters. The webinars mix specific training with open forums for each 
leader position – president, vice president, secretary/treasurer, membership, programs, community service, 

marketing & communications, etc. The webinar series is designed to promote more peer-to-peer communication 
throughout the year and offers an opportunity for leaders to exchange ideas and solutions.  
 
Is attendance required? 

All chapters leaders are expected to attend and participate in the webinars. Attendance is not currently required; 
however, there are important training and resources communicated to leaders during these webinars. Also, this is 
the only opportunity for chapter leaders to virtually meet and communicate with each other throughout the year 
between the Leadership Summits and annual Experience conference. 
 

Leadership Summit/Conference 
The Leadership Summits are comprehensive and interactive training programs that provide answers to NACE 
leaders' most pressing questions, supply tools and resources for leaders at all levels and help chapters develop their 
long-term goals to reach the pinnacle of success. Some years will host multiple Leadership Summits (2-3 per year) in 

different locations/dates, and some years will host one large Leadership Conference. When multiple Summits are 
hosted, the program at each location will deliver the same content, so leaders can attend any location.  
 
What to expect: 

The Summit/Conference is an intensive two-day training session designed specifically for chapter leaders. 
Attendees will leave with a better understanding of best practices, chapter operations, leader responsibilities and the 
specific duties of their position. Attendees will also be able to meet and talk to other chapter leaders from across the 
country in an intimate, open forum setting. 
 
Is attendance required? 

All chapters are required to send at least one representative to a Leadership Summit/Conference each year in order 
to maintain the chapter charter. The representative is not required to be the chapter president but must be a board 
member. It is recommended, in the interest of orderly transition, that different chapter leaders attend Leadership 
each year and priority be assigned to new board members. Chapters are required to set aside the appropriate funding 
in their annual budget to cover costs of the required chapter representative to attend (conference registration, 
flight/transportation and hotel). 
 

Experience!™ Conference 
The NACE Experience! conference is a revolutionary educational conference that attracts professionals from every 
segment of the market, from caterers (on- and off-premise), event planners and designers, to photographers, florists 
and entertainers, to name a few. The conference combines world class education relevant to your career and 
business, premium networking, cutting edge recipes, design trends and nationally renowned experts. Additional 
events include the opening reception, usually showcasing an off-site venue in the area, a fundraiser hosted by the 
Foundation of NACE, and the NACE Awards Gala Dinner and After Party.  
 
What to expect: 

Chapter leaders should always plan on arriving the Saturday before conference so they are on-site for the Sunday 
governance day meetings. These meetings will give leaders a better understanding of NACE national news and 

initiatives, and the role of the chapter in the organization.  
 
Is attendance required? 

Chapter presidents are required to attend the governance day meetings – joint Board/CPC and CPC meetings – that 
take place the Sunday before the conference begins. If the chapter president is not available to attend, another board 
member may be sent to representative the chapter. Attendance is a chapter charter requirement. Chapters are 
required to set aside the appropriate funding in their annual budget to cover costs of the required chapter 
representative to attend (conference registration, flight/transportation and hotel). Chapter representatives are not 
required to attend the full conference if funds are not available, but they are required to at least attend the 
governance day meetings. 
 



Leadership Mentors 
There are several NACE National committees designed to mentor chapter leaders and give them the tools and 
resources necessary to make their volunteer jobs easier.  

 The Leadership Development Committee was formed to ensure current leaders have the training they need 

to be effective and make sure past and prospective leaders continue to be integrated into chapters. 

 The Chapter Presidents’ Council is the largest national committee – comprised of all chapter presidents – 

and is designed to provide a forum to discuss chapter issues, share ideas, and find solutions. This forum 

generates recommendations to the national board of directors. The CPC members are represented by four 

leaders – chair, vice chair catering professional, vice chair event professional and secretary – whom they 

elect each year. 

 

  



 

 

 

 

 

 

 

 

Part V 

Chapter Programming 
 

  



Chapter Programs 
The most important benefit of NACE membership is the educational and networking opportunities that are made 
available through the chapter’s monthly programming. Please provide your schedule of the ten monthly programs 
that are required as part of your chapter charter materials. A program outline is enclosed in your sample materials. 

 

 As part of CharterWatch reporting requirements, program information for reporting month must be 
submitted to the Wufoo database 

o If chapter did not have a program, it must be indicated on that month’s Chapter Report 
o Programs Chair(s) is responsible for submitting all meeting information onto Wufoo. Word 

document template is attached and link are below – 
 
Link to submit chapter programs – no password is required to submit 
http://nace.wufoo.com/forms/chapter-programs-form/ 

 
Link to view chapter programs 
http://nace.wufoo.com/reports/nace-program-ideas/ 
 

o Please note – all information must be available at time of submission. The Wufoo database does not 
allow the option to save and edit/add information at a later date. It is recommended that all 
pertinent information is entered into the Word template and then cut and pasted into the database. 

 

Wufoo – Database Template 
 
Chapter Programs Form 
Instructions: Please save all of your information in Word before starting this form, as you cannot save your 
work and come back and finish at a later time. You may upload up to 10MB per file and 20MB total for all file 
attachments. You may want to consider compressing or zipping your files so that you can include more 

attachments. 

 

Event Name 

Event Date 
 

Chapter Goals for the Event 
What was the overall purpose of the event? (Select from drop-down box) 
If you selected “other” please list the purposes here. 
Please describe the new trend/trends incorporated. 
Attach a photo showing the theme of the event. (10 MB max for file; 20 MB max, all files) 
Attach a second photo showing the theme of the event.  (10 MB max for file; 20 MB max, all files) 
List at least three chapter objectives for the meeting 
Attach a meeting handout, if applicable. (10 MB max for file; 20 MB max, all files) 
Attach another meeting handout, if applicable. (10 MB max for file; 20 MB max, all files) 
 

Program Content 
Please list the general timeline of your event. 
What activities, if any, were planned beyond general cocktails for networking? 
How many committee members did you have on this event? 
 

Room Set-up 
What style of room set works best for this event? 
Please list additional props or staging required, if any. 
AV? 
Lighting? 
Décor? 
 

Size of Event 
Did the event take place in more than 1 location? If so, please explain. 

http://nace.wufoo.com/forms/chapter-programs-form/
http://nace.wufoo.com/reports/nace-program-ideas/


If your event was outdoors, did you require special accommodations? Please explain. 
 

Menu 
Please list the entire menu including receptions menus if utilized. 

Please attach the BEO. (10 MB max for file; 20 MB max, all files) 
Please attach a picture of the food. (10 MB max for file; 20 MB max, all files) 
Please attach another picture of the food, if available. (10 MB max for file; 20 MB max, all files) 
Please list all signature food and drink items for the event. 
 

Entertainment 
Please list the entertainment factor of event and how this played into your theme. 
 

Vendor Information 
Please list all vendor services. 
How did you recognize your vendor? 
 

Speaker Information 
*If you did not have a speaker, please include the contact information for your chapter’s program chair.  
Speaker Name 
Contact Phone 
Contact Email 
Speaker #2 – 4 – contact info 
Presentation Title 
Brief Speaker Bio 
Total Speaker Cost 
Call speaker for pricing – click button if applicable 
Please provide speaker handouts or materials, if any. (10 MB max for file; 20 MB max, all files) 
Provide additional speaker handouts or materials, if any. (10 MB max for file; 20 MB max, all files) 
Please list three major points the speaker covered. 
Did the presentation meet your expectations? If no, please explain. 
Will this speaker travel to deliver topic to other chapters? Yes or No 

 

Adjustment in Execution 
What would you have done differently to make this event more smooth and/or effective? 
On a scale from 1 to 10, please rate your program based on the evaluations your received. 
 
Submitted by – first and last name 
Email 
Chapter 
 
 
 
 

  



Director of Programs 
 

 

Responsibilities: 

 Plan all aspects of monthly chapter meetings: 
o Venue & caterer 
o Menu - Approve menu with facility or caterer and forward appropriate information and billing to 

Treasurer. 
o Theme 
o Program – speaker, panel, topics/presentation, etc. 
o Greet speaker upon arrival and review presentation content and introduction prior to the start of the 

meeting. 
 Adheres to approved budget for any speaker, speaker/panel gifts, additional expenses, etc. 

o Event Professionals – linen, floral, rentals, photographer, videographer, entertainment, etc. Work 
directly with Event Professional Representative to secure sponsors and coordinate details for 
program. 

o Designs and prints program for each meeting with the following information –  

 Meeting date, time & venue 
 Full list of all meeting sponsors 
 Agenda for meeting 
 Speaker bio/panel information 
 Menu 
 Community Service project details (if applicable) 
 Upcoming calendar of meetings 
 Confirm venue/caterer for upcoming programs at least (4) months prior to meeting. 

 Draw up contract with all venues/caterers for each program 
o Detail date, time & location 
o Give base guarantee guest count with clear date for final confirmation 
o Outline any fees paid and specific services required for program 

 Recruits committee members to assist in planning of monthly programs. 

 Arrive early to each chapter program to review event setup, including timing with the catering manager or 

banquet captain making certain that there will be no disruptions (clearing of dishes, service, etc.) during the 
featured speaker or program. 

 Provide program information to board (see attached template) at monthly board meeting. 

 Writes (2) articles for monthly newsletter: 
o Recap of prior month’s meeting 
o Future meeting/program information 

 Provide the Secretary with full contact information for all sponsors so thank you notes can be sent in timely 
fashion.  

 Provide Value Card information for each monthly program, outlining the cost of food, beverage, audio 
visual, speakers and any special decor or setup costs involved in producing monthly meetings.  This value 
card should be present at every monthly chapter meeting for members and guests to view. (This is optional 
but valuable to chapters and members) 



Programs Timeline 
 
Monthly   Programs committee meetings  

 Programs chair(s) 

 Event Professional Representative 

 Committee members 

3 months out  Secure venue for program  

 Secure date and sign contract/agreement – 3 months out 

 Review and confirm menu – 1 month out 

 Schedule walk-thru w/ venue and sponsors – 3 weeks out 

 Confirm floor plan and equipment requirements – 2 weeks out 

   Post description on website (at least save the date and venue)  
 
2 months out  Secure speaker/panel/topic for program  

Open registration  
Design program evite and/or hard copy invitation  

 Content due – 2 months out 

 Email to members – 1 month out; 2 weeks prior; last chance to register day of 

registration cut-off 

 Mail hard copy to members – 3 weeks out 

 
1 month out  Secure program sponsors/event professionals  

Provide content for chapter newsletter  
 
1 day out  Provide day-of program timeline and agenda to board  
 
Day of    Arrive at venue at least 1 hour prior to program 
   Confirm floor plan and sponsors 
   Set up program handouts, A/V presentation, etc. 

Provide agenda with times for all involved in meeting and all board members (for reference) 
 
1 week after  Write program recap for newsletter 
 

2 weeks after  Submit program on Wufoo  

 Or by 20th of following month   

 Make sure have all details and attachments (BEO, photos, handouts, etc.) 

before logging onto Wufoo 

 
1 week prior  Provide programs report to board 
  to board meeting 
 

 
  



Speaker Standards 
 
Confirm in writing 

 If the speaker does not have a standard contract, make sure you create a contract that can be signed by the 
chapter programs chair and speaker. 

 Make sure contract addresses the following – 
o Program topic 
o Arrival time 
o Length of speaking time 
o A/V requirements/availability 
o Timing of presentation – before, during or after dinner.  

 Be sure to discuss protocol with speaker but keep in mind their preference. 
o Speaker fee, if applicable.  

 If there is no fee or fee is waived, be sure to get that in writing. 
o Expenses that chapter will be responsible for – hotel, travel, meals, transportation, etc. 

 Make sure the goal and audience of the program are made clear to the speaker before the contract is signed. 
 
Before the speaker’s arrival 

 Obtain speaker’s bio in advance to rehearse introduction 

 Preview the speaker’s presentation to make sure the content is appropriate for the audience. 

 Double check all set-up requirements and test A/V 

 Make sure you know the correct pronouncement of the speaker’s name! 
 
Out of town speaker 

 Arrange for hotel at chapter expense if that is contracted 

 Facilitate transportation to/from airport, if needed. 

 Arrange for thank you gift. 

 Prepare and send thank you note to speaker after program. 
 
During the meeting 

 Introduce the speaker to members and guests during the cocktail networking time. Make sure the speaker 
feels welcome and is not left unattended. 

 Reserve a seat at a table for the speaker with board/key members for dinner. 

 Provide an agenda of the meeting for the speaker – confirm when they will be speaking and how the 
introduction will be handled. 

 After speaker has finished, present with certificate or gift of appreciation.  
o Many times a speaker is working towards accreditation and an acknowledgement with a certificate 

or formal letter can be used towards reaching this goal or as a reference for future engagements. 
  



Meeting Policies 

 
There are some situations that will require an official chapter policy. For example, excessive drinking, solicitation, 
etc. Here are some steps to follow –  

 

 Discuss situation with board and create policy  
o Write, discuss and motion to adopt 
o If you use any specific names or examples in your discussion go into executive board session and do 

not take minutes 

 Once policy is written and adopted, announce it to the members/guests at following program 
o It is important that everyone knows what the chapter policy is so they can follow it. 

 Sample steps to follow for excessive drinking/guest intoxication policy – 
o Include requirement in contracts with venue/caterer that bartenders are also responsible (by law) for 

not serving anyone who appears intoxicated, so make sure they follow this procedure 
 Since both the host venue and chapter are legally responsible, you both have an obligation to 

stop serving  
o If an attendee – member or guest – appears intoxicated – upon arrival or during program – make 

sure not served any additional alcohol by bartenders 
o Make sure to find an alternate way home for intoxicated person – cab, friend, etc. – and take keys 

away 
o Be very careful when addressing situation with intoxicated attendee 

 Do not cause a scene 
 Do not use accusatory language – could be construed as slanderous 
 Separate attendee from group for private conversation 
 Say “You appear intoxicated so we need to take your keys and find you a ride home.” 

o Last option – call police if attendee become belligerent, violent, or refuses to hand over keys 
o Remember, the chapter is ultimately responsible for the welfare of all members and guests who 

attend a program, so it is the duty of the chapter to protect members and serve the greater good. 

 Sample steps to follow for solicitation policy –  
o Create guidelines – who can display marketing materials at chapter meetings? 

 Members only? 

 Program sponsors only? 
 No vendor table at meetings? 

o Limitations  
 What materials can be displayed/handed out? 
 Can members announce business to group? 

 
 

Meeting Logistics 

 
Contracts and agreements  

o Have them for all involved – venue/caterer and event professionals sponsoring meeting 
Registration table 

o Create standard protocol – who works registration for each meeting 

Floor plans 
o Need to confirm early for event professionals 

Registration lists/name badge 
o Which board member is responsible for these items? 

Run of show  
o Provide agenda with times for all involved in meeting and all board members (for reference) 
o Programs chair should always have copy of the event order, contracts, communications with event 

professionals, i.e., DJs, photographers, etc. on-site for meeting 
 
 
 
 



Sample Speaker Agreement 

 

Event Name 

Event Dates 

Event Location 

Speaker Agreement and Information Form 
 

Please mark requested changes directly on this form. Initial each page, as well as any changes.  Then, please sign the 
last page of the agreement.  Return all pages of the signed and initialed agreement via email, fax or mail to (insert 

contractor business) no later than date 
 

This agreement for professional speaking services is made and entered into this date by and between Speaker name, in this 

agreement “Speaker” and (insert contractor business), in this agreement, “COMPANY.”   
 

1.  Parties  
1.1 Speaker Name 
(as it will appear in promotional materials) 

 

  
Institution / Organization  
Title  

Address  

  
Work Phone Number  
  
Cell Phone Number (for on-site use)  
  
E-mail Address  
  
Twitter URL  
  

Facebook URL  
  
1.2  COMPANY Contact (Insert contact information) 

  

2.  Function and Dates  Event name 

Event date 

Event location 
Event address 

2.1 Speaker is scheduled for the following presentation(s): 
 Session Title:  

Session Date:  

Session Time:  

 

 
  

 

3. Speaker Registration, Expenses, Reimbursement and Sponsorship 
  
3.1   Hotel Accommodations 
 

COMPANY will offer Speaker (insert number of nights) at the 

(insert hotel).  COMPANY will make Speaker’s hotel 

reservation.  Speaker will be asked to complete a hotel and 
travel information form to confirm hotel reservation dates. 

  
3.2  Airfare/Ground Transportation COMPANY will reimburse Speaker up to (insert amount) for 



airfare. COMPANY will reimburse (insert amount) for ground 

transportation expenses.  
  

Speaker Initials _____ 
3.3  Meals COMPANY will reimburse (insert amount) for meal expenses.   

  
3.4  Other Expense Items Any expense items not specified in this Agreement are expressly 

excluded. 
  

4. Audio Reproduction of Presentation COMPANY and its designated agent are expressly authorized 
and granted the right to audiotape Speaker’s presentation(s) and 
is granted a perpetual license to reproduce and sell such, as it 
sees fit, without paying any compensation or remuneration to 
Speaker. 

  

5. Video Reproduction of Presentation COMPANY and its designated agent are expressly authorized 
and granted the right to videotape Speaker’s presentation(s) and 
is granted a perpetual license to reproduce and sell such, as it 
sees fit, without paying any compensation or remuneration to 
Speaker. 

  

6.  Transcription and Publication of      

Presentation 

COMPANY is expressly authorized and granted the perpetual 
right to transcribe and publish Speaker’s presentation(s) on the 
COMPANY web site, or any other COMPANY publication or 
educational product as it sees fit, without paying any 
compensation or remuneration to Speaker. Minor editing 
changes may be made; Speaker reserves the right of final 
approval of the manuscript or educational product before 
publication or release by COMPANY.  Any such article will 
carry Speaker’s name as author. 

 

In connection with Sections 4-6 above, Speaker agrees that 
COMPANY, its successors, assigns and designees are the sole 
owners throughout the universe and in perpetuity of any and all 
rights in and to the above described video and/or audio tapes 
and/or written materials and Speaker will have no rights or 
interest in any of them, whatsoever.   

  

7. Biography and Headshot 
7.1  Biography 
 
 

If not already submitted with proposal, Speaker will provide 

COMPANY with a current biography (100 words maximum) 

no later than date. COMPANY is authorized to use Speaker’s 
name and biography in printed materials, publicity, promotion 

and advertising in connection with the event. COMPANY may 

use Speaker’s name and biographical material during the 
conference to advertise and publicize the Conference as well as 
subsequently in order to promote or publicize any audio, video, 
written products related to Speaker’s presentation.  Speaker will 
be given the opportunity to review and approve any subsequent 
uses, although such approval shall not be unreasonably 
withheld.  

  

7.2  Speaker Headshot Speaker will provide COMPANY with a high-resolution 
current color headshot for use in print and/or online 

publications in .jpeg format no later than date.  COMPANY is 
authorized to use Speaker’s name and photo in printed 



materials, publicity, promotion and advertising in connection 

with the event. 

  

Speaker Initials _____ 

8.   Handouts & Outline  

8.1  Handouts The COMPANY will be providing electronic handouts, 
including Speaker PowerPoint presentations, in PDF format on 
the COMPANY web site.  Speaker must submit a draft of 

presentation and any handout(s) to email for review by date. A 
PowerPoint template will be provided for Speaker to utilize for 
the presentation. COMPANY will review Speaker’s drafted 
presentation handouts and contact Speaker to request any 
necessary revisions.   
 

Speaker’s final presentation handouts must be sent to email no 

later than date.  In order to maintain a high quality conference, 
presentations will be reviewed for typographical errors, 

accuracy, and adherence to COMPANY standards.   
 
In addition to the eHandouts on the web site, printed copies 

and/or electronic copies in PDF format may be made available 

at the event and/or subsequent to the event.   
 

COMPANY and its designated agent are expressly authorized 
and granted the right to publish Speaker’s handouts for the 
purposes of reproduction and sale.  Reproduction of handouts in 
electronic format may include, but is not limited to CD-ROM, 
DVD, and USB drive. 

  
8.2 Outline Speaker(s) must submit an outline of the presentation to 

COMPANY via email to email  by date.  The outline should 
describe how Speaker(s) will achieve the learning objectives 
expressed in the session description.  More information about 
the outline will be sent prior to the deadline. 

  

9. Timely Performance Timely performance of the terms, conditions, and duties in this 
agreement is the essence of the agreement.  No failure or 
repeated failure on the part of either party to enforce or to 
require strict and literal compliance with one or more of the 
agreements in this agreement shall be deemed a waiver of it. 

   

10. Commercialism/Marketing COMPANY sessions are noncommercial forums.  Speaker 
should refrain from the use of brand names and specific product 
endorsement. Under no circumstances should the session 
podium be used as a place for promotion of Speaker’s product, 
service, or for self-interest, nor for promotion of a product or 
service offered by Speaker’s employer or client. 
 
In addition, Speaker agrees that content presented by Speaker 
shall not infringe or violate any copyright, trademark, patent or 
intellectual property rights of any person or entity. 
 
Presenters from any session podium must refrain from overt 
statements or pointed humor that disparages the rightful dignity 
and social equity of any individual or group.   
 

 



 
 

Speaker Initials _____ 
Failure to adhere to these guidelines may result in Speaker not 

being asked to speak at future COMPANY educational 
opportunities. 

  

11. Failure to Perform In the event of failure or refusal of Speaker to perform Speaker's 
obligations under this Agreement, all costs, charges and 
expenses COMPANY incurs shall be part of the damages to be 
paid by Speaker to COMPANY as a result of such failure or 
refusal to perform, including but not limited to attorney's fees 
and expenses and travel fees.  
 

Speaker is also expected to recommend a relevant substitute to 
present on a similar topic. COMPANY will make the final 
decision on whether the substitute is accepted to present for the 
scheduled webinar.  
 

If actual presentation given is shorter than the amount of time 
Speaker agrees to by signing this contract (as indicated in 
Paragraph 2.1), this will be considered a failure to perform. 

  

12. Warranty and Indemnification Speaker warrants that all materials contained in the handouts 
and in Speaker’s presentation were created by and are owned by 
Speaker.  Any materials not owned by Speaker are the subject of 
valid permissions from the copyright owners.   Any such 
permissions include an acknowledgement that the materials will 
be reproduced and distributed by Speaker and/or COMPANY. 

 

Speaker shall indemnify and hold harmless COMPANY from 

any claim, demand, loss, liability, damage or expense arising in 
any way from the Speaker’s performance of services. 
 

13.  Notices All notices shall be made in writing sent by electronic mail, 
regular mail, certified mail or facsimile transmission by one 
party to the other at the addresses provided in Paragraph 1 of 
this agreement. 

  

14.  Modification of Agreement Any change to this agreement must be made in writing and 
agreed to by both parties. 

  

15.  Signatures  

Speaker:  
 
________________________________          Date:_______________________ 
Speaker Name 
 

Title, COMPANY: 
 
 ________________________________  Date: _______________________ 
 Contactor Name 

 

  

 



Sample Program Contract – Philadelphia Chapter 

 
NAME          DATE 
JOB TITLE  

Direct:  
FAX :  
ADDRESS: 
 
 
 
Dear NAME, 
 

We are delighted that the LOCATION has agreed to be the host property/caterer for the Tuesday, August 13 2013 
networking reception, educational program and dinner (the “Event”) for the Greater Philadelphia, South Jersey and 
Delaware Chapter of the National Association of Catering and Events. This letter (the “Agreement”) is intended to 
clarify the mutually agreed upon terms of the “Event”. Currently, our planned educational program will be the 
Philadelphia/South Jersey/Delaware Chapter of NACE Bridal Panel; should the program change as we continue 
our planning, we will keep you informed and updated. 

 
As you know, our group is comprised of caterers and event professionals (which include entertainment companies, 
photographers, meeting planners, florists, décor specialists, etc.) who gather together on the second Tuesday of each 
month in the spirit of learning more about our business. The primary goal of NACE is the education and 
advancement of its members through the presentation and discussion of relevant topics in an environment that 
promotes business networking. We invite you to attend a meeting prior to the one you are hosting as a guest of the 
Philadelphia/South Jersey/Delaware Chapter of NACE Board of Directors.  

 
Benefits as a Host Property/Caterer: 

 Your property’s name will appear in all advertising and email invitations associated with this event, 
including social media. 

 Your property will be prominently featured on our website.  

 After the event you will receive a list of the event attendees and their emails addresses for your use for 
follow-up.  

 Your products, services and offerings are showcased to industry professionals who come into contact with 
many customers, and are always looking to refer business to fellow members of NACE and their clients.  

 The opportunity to provide a take-a-way for all of the attendees. 
 
Previous host properties/caterers have expressed the positive impact NACE involvement has had on their business 
and the return on investment of hosting an event– it is an unparalleled showcase opportunity for your venue and 
services! 
 
Sample Event Agenda: 
 
6:00pm – 7:00pm Networking Reception  
 

We do not require a full bar, but do require host venues, caterers and hotels to provide beer, 
wine and soft drinks and showcase at least one specialty drink at their discretion (though not 
a requirement). If you would like to provide a full bar, that is perfectly fine and please feel 
free to do so. Food service should be either butler passed hor de oeuvres and/or food/action 
stations and/or displays. 

 
 NACE requires (1) 6’ registration table with (2) chairs, (2) easels, electricity and wireless 

internet access, as well as (1) additional 6’ table for nametags and sponsor displays. 
 

7:00pm – 7:20pm President’s Welcome, Chapter Business, Special Announcements, Host and Sponsor 
Presentations 

 



7:20pm – 8:35pm Program and dinner (plated, buffet or stations) 
  *Audio Visual needs to be determined* 

 
8:35pm – 9:00pm Dessert and coffee (either served as part of the program or set as a buffet/station following 

the program) 
 
Our average attendance is 80 to 100 attendees per meeting, depending on the program and location. Our normal set 

up for the networking hour is reception/cabaret style and the dinner set will be determined by the 
program and final menu concept. We will create and share with you a customized, detailed agenda 
as we plan the event together. 

 
Budget and Payment Terms 

 NACE agrees to pay the host $25.00 per person, inclusive of all taxes and any service charges. 

 The $25.00 is to be divided among the caterer and the host, if they are not one and the same. 

 Total amount due will be paid via check by NACE the evening of the “Event”, and will be based on the 
final guaranteed number of attendees. 

 First guarantee is given on Friday, XXXX, 2013 and final guarantee is given on Monday, XXXX, 2013 by 

noon. 
 
Expectations of our Hosts 

 Host site/caterer agrees to provide a creative, well-rounded, substantial food and beverage menu, to be 
reviewed and approved by the Philadelphia/South Jersey/Delaware Chapter of NACE Board of Directors.  
Please remember, this event is considered a dinner for our attendees. 

 Host site/caterer also agrees to provide a beer and wine bar, assorted sodas, optional specialty cocktail or 
full open bar, all tables, chairs, basic linens, votive candles, flatware, china, glassware and any Audio Visual 
equipment required for the program.  

 The host property is entitled to include a few attendees from their property/company; those guests will be 
registered for name tag purposes, but will not be included in the final guarantee count provided by the 
Philadelphia/South Jersey/Delaware Chapter of NACE and will not be paid for by the Philadelphia/South 
Jersey/Delaware Chapter of NACE.  Please provide their names (3) business days in advance and count 

them into the final numbers for food and beverage service and room set. 
 
Cancelation of Event 
Nether party, the Philadelphia/South Jersey/Delaware Chapter of NACE nor the host property can cancel the 
“Event” within 6 months of the date of the “Event” without mutual consent of both parties. If a cancellation is 
required and agreed upon, the host property shall suggest an alternative date or set of dates and a mutually 
acceptable date must be agreed to by both parties to reschedule the “Event”. The Philadelphia/South 
Jersey/Delaware Chapter of NACE schedules its’ programs up to a year out, therefore it may be difficult to 
reschedule the “Event” within a year. 
 
Indemnify and Hold Harmless 

The host venue/caterer agrees that it will indemnify and hold the Philadelphia/South Jersey/Delaware 
Chapter of NACE and its Board of Directors harmless, against all liabilities, including, without 
limitation, claims, demands, causes of action, suits, damages, loss, expenses, and costs, together with 

reasonable attorney's fees and disbursements arising out of a breach of this Agreement. The 
Philadelphia/South Jersey/Delaware Chapter of NACE agrees that it will indemnify and hold the host 
venue/caterer harmless against all liability including claims, demands, debts, or obligations, together 
with reasonable attorney’s fees and disbursements, arising from the sole negligence of the 
Philadelphia/South Jersey/Delaware Chapter of NACE.   

 
Force Majeure   
If the host property/caterer or all or any other part of host venue property/caterer is rendered unusable by fire or 
other casualty, or by reason of power interruptions, labor disputes or strikes, civil disorder, government action, acts 
of God or any reason beyond the control of the host property/caterer or the Philadelphia/South Jersey/Delaware 
Chapter of NACE, the Philadelphia/South Jersey/Delaware Chapter of NACE shall have the right to terminate 
this Agreement by delivery of notice to the host property/caterer.  The Philadelphia/South Jersey/Delaware 



Chapter of NACE shall not be liable for any loss or damage suffered by the host property/caterer if this Agreement 
is terminated pursuant to this provision.  Any delay or failure by the host property/caterer to perform hereunder as a 
result of force majeure will not constitute a breach of this Agreement. 
 

 
Thank you again for your support of the Greater Philadelphia/South Jersey/Delaware Chapter of NACE. 

 
Above scope and terms agreed to by: 
 
 
 
 
___________________________________     __________________________________ 
NAME        NAME 
JOB TITLE       NACE CHAPTER President 
LOCATION       DATE 
 

 
DATE 
Cc:  PROGRAMS CHAIR(S) 
 EVENT PROFESSIONAL REP 
  
 

  



Sample Event Professional Agreement 
 

Vendor name: 
Contact name: 

Address: 
Phone: 
Email: 
 
 

Thank you so much for agreeing to partner with the <CHAPTER> NACE chapter to contribute to the <MONTH> 
membership program on <DATE>.  
 
This chapter program is the ideal marketing opportunity for showcasing your products and services to area industry 
professionals – both NACE members and non-members. 
 
You have agreed to donate: 

<ITEM DESCRIPTION & QUANTITY> 
 

Estimated Retail Price of Donation: <VALUE> 
 
Logistics: 
 Delivery/set-up time: 
 Pick-up time: 
 Loading instructions: 
 Parking: 
 <IN THIS SECTION, bullet point any specifics you need to clarify depending on the vendor. For instance, 

 Florists:  
o Will the arrangements be in disposable/take away containers?  
o Can attendees take arrangements?  
o Will all flowers & containers be required to be returned to vendor? 

 Photographers:  
o Take photos of the following – food/buffet displays; sponsored beverage; venue/room set-up w/ 

and w/o guests; table linen; centerpieces; décor; furniture; etc. 
o A disk with 100 best images from program will be due to chapter secretary within 2 weeks of 

meeting 
 
For your donation, you will receive the following: 

<DESCRIBE RECOGNITION – logo on website, program listing, shout out at meeting, newsletter article, 
etc.> 

 
Please indicate your donation agreement by signing below and returning this letter to NACE via email to 
<EMAIL> or fax to <NUMBER>. 
 

Thank you, 
 

<NAME OF EVENT PROFESSIONAL REPRESENTATIVE> 
Event Professional Representative, <NAME> NACE Chapter 
 

Agreed and Accepted:  
 
Signature_________________________________________________________________________________ 
 
Print Name________________________________________________________________________________ 
 
Date__________________________________ 

 

 



Sample Event Professional Agreement – Houston Chapter 
 
Sponsoring Company name: 
Contact name: 

Address: 
Phone: 
Email: 
 
Thank you so much for agreeing to partner with the NAME NACE chapter to contribute to the _______ program 
on ________, 2012.  This chapter program is the ideal marketing opportunity for showcasing your products and 
services to area industry professionals – both NACE members and non-members. 
 
You have agreed to donate: 
       ____Audio/Visual, Emcee, DJ Services  
       ____Floral/Rental Items/Lighting 
       ____Linens/Chairs/Tables 
       ____Food/Alcohol 

       ____Paper Products/Give-A-Ways 
       ____Photography/Videography 
       ____Other Planning or Event Service 
 
Please list details if available:_____________________________________________ 
 
Estimated Retail Price of Donation:  $________________ 
 
Logistics: 
 Delivery/set-up time: TBD 
 Pick-up time: 9:00PM TBD 
 Loading instructions:  
 Parking: 
  

For your donation, you will receive the following: 
Logo on website, Blogs and FaceBook postings, program listing, verbal recognition at meeting, marketing 
table display, etc. You will also have the opportunity to take advantage of our sponsor rate of $20 for one 
representative to attend the meeting. We will provide you with a coupon code when you are ready to 
register. 

 
How would you like your company name and information listed on the website and marketing material. 
(include name of company, contact, web address and contact information) 
_____________________________________________________________________________________________ 
 
To secure arrangements, please sign this agreement and return to our NACE Event Professional via email to 
jill@elegantbeginningsinc.com or fax to 281-812-5422.  Please include your logo along with this agreement is 
signed, to ensure you receive adequate recognition. 
 

Thank you, 
NAME 
Event Professional Representative, NAME NACE Chapter 
 

Agreed and Accepted:  
 
Signature_________________________________________________________________________________ 
 
Print Name________________________________________________________________________________ 
 
Date__________________________________ 



Sample Event Professional Agreement – New England Chapter 

 

EVENT SPONSORSHIP AND IN-KIND DONATIONS SERVICES AGREEMENT 

 

COMPANY  

CONTACT NAME  

ADDRESS  

CITY, STATE AND ZIP 

CODE 

 

PHONE NUMBER  

EMAIL  

 

Name of Event  

Date of Event  

Location of Event  

Coordinator of 

Donation/Services 
 

Brief Description of 

donation or services to be 

provided 

 

 

*NOTE TO VENUES: Student members will be attending this event and IDs must be provided for the service of alcohol. 

 

     

Company Contact Signature **  
** Typed name will serve as signature 

 Program Chair Signature ** 
** Typed name will serve as signature  

 Date 

 
 

LIMITATION OF LIABILITY – In no event shall NACE New England, its officers, employees, 

subsidiaries, chapters, affiliates and assigns or its licensors, suppliers or any other party involved in 
the creation, production or delivery of this event be liable for any incidental, consequential, indirect, 
reliance, special or punitive damages arising out of or relating to the Event, including without 
limitation damagers for harm to business, lost profits, lost savings or lost revenues.  By signing this, 
the company agrees that they will not bill NACE, New England Chapter for the mentioned items 
listed above and that these items are given as an in kind donation. 
 

Thank you for your generosity during this event and your continued support of NACE New 

England. 

 
 
Please Note the persons who will be in attendance at the event, these tickets are a one time, complimentary token of 
our appreciation for your contribution. 
 
 

 

COMPLIMENTARY #1: 

 

 

 

COMPLIMENTARY #2: 

 

 

 
 
 
 



IN PROGRESS – ATTACH THE FOLLOWING SAMPLE DOCUMENTS: 

MEETING ANNOUNCEMENT (email) 

INVITES (hard copy) 

EVALUATIONS 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

Part VI 

Membership 
  



Types of Membership 
All NACE memberships are INDIVIDUAL and include membership to the National association plus (1) local 
chapter. Additional chapters can be added to a membership for $50/each. This applies to ALL membership types. 
 

Professional Members 
These members are currently employed or self-employed in, or who supply the catering, event, or hospitality 
industries. Professors and teachers of accredited, college level courses relating to the catering, special events and 
hospitality industries may also join. Professional members may vote in chapter and NACE national elections, hold 
any office in which they meet the required criteria and serve on committees. Professional members will be assigned 
to a chapter in their geographic area or, if no chapter exists in their location, the member will be considered a 
member—at-large. 

 New member – $395  (1st year) 
o Includes $50 initiation fee 

 Renewing member - $345  

 Additional chapters - $50/each 

 Additional fees - $50 reinstatement fee if lapsed for more than 3 months 
 

Payment Plans 
NACE does offer a payment plan option for membership dues to both new and renewing members. The payment 
plan consists of (3) consecutive monthly payments and must be paid by credit card. For more information and for 
special new and renewal payment plan applications, contact NACE national. 
 

Other Member Types 
Student –  

This membership is available to individuals enrolled as a full-time student in an accredited college or university 
hospitality undergraduate or graduate program. Student Members may serve on committees, but they may not vote, 
hold office, or serve on the Board of Directors. This membership is available for no more than five (5) years in an 
undergraduate academic program and no more than three (3) in a graduate program, as long as the member 
provides annual proof of the full-time enrollment qualification. Students must be taking at least 12 credits currently 
at an accredited college or university, hospitality program and attach proof of full-time status with application. 

 $50/year (new or renewing) 

 Must be full-time student (at least 12 credits per semester) 

 Proof of enrollment required with application/renewal 
 

Young Professionals –  

This membership is limited to those individuals under 25 years of age who are employed or self-employed in or who 
supply the catering, event, or hospitality industries and who have paid any fees or dues required for this 
membership. They may vote in chapter elections, may hold any office for which they are eligible, and serve on 
committees. 

 $195/year (new or renewing) 

 Must be 25 years of age or younger 
 
Legacy Member – 

This membership is limited to those individuals over 60 years of age, who are current members in good standing 
and have been members of NACE for 15 years or longer (consecutive or cumulative). Only members who meet 
these requirements are eligible to apply for this special annual rate. They may vote in chapter elections, may hold 

any office for which they are eligible, and serve on committees. 

 $195 per year (renewal only) 

 Must be 60 years of age or older 

 Must be current member in good standing for at least 15 years 

 
Multi-Member – 

This membership category is made available to businesses with three or more people at the same company and same 
location. A discount is provided for multiple members at a location. The company must maintain at least three 
members at all times. 



 1st and 2nd member are $395 each first year/$345 each upon renewal 

 3rd member and beyond are $320 each first year/$270 each renewal 

 Must have at least (3) members join from SAME  company/SAME location 
 
Corporate Member –  

This membership category is made available to businesses with four or more people at the same company and 
different locations. A discount is provided for multiple members from the same organization. The company must 
maintain at least four members at all times. 

 1st member (primary) - $395/year (new or renewing) 

 2nd member and beyond - $260/year/each (new and renewing) 

 Must have at least (4) members join from SAME company/ANY location (can be different) 

 As always, all NACE memberships are individual and held specifically in the name of the member. 
Memberships can be transferred if an employee leaves and the company paid for the original 
membership, but there is no such thing as a “company” membership where any employee of that 
company is considered a member 

 
Business Partners – 

 Rates vary – begin at $5,000/year for partnership 

 All BP members pay $195/year/each (new and renewing) for company members 

 Contact Jill Hunt, Business Development Manager, for details (jhunt@nace.net)  
 
Transitional Membership – 

 The transitional membership is provided as a courtesy to the membership owner at no cost. The owner 
retains the rights to the membership and follows the regular renewal fee guidelines. For example, 

o If an individual pays for their own membership and then changes jobs, the individual keeps the 
membership and takes it with them 

o If a company pays for an individual’s membership and the member leaves that company, the 
company maintains the membership and can replace with another employee. The original member 
keeps their ID and up to 90 days to renew on their own or through their new employer. 

 Membership fees must be current in order to qualify for this membership and is available to 
professional members in good standing. In the event the membership is company-owned, the replacement 
member must be at the same company and location of the previous transitional member. 

 Transitional members are granted a 90-day grace period in which they still have access to membership 
benefits and are encouraged to reapply for membership during that time.  

o At the conclusion of the 90-day period, the transitional member will be deemed a cancelled member 
if they do not renew.  

o Members who renew within the 90-day grace period will keep their original join date. 
 

 

  

mailto:jhunt@nace.net


 

 

NACE Membership Talking Points 
 

The Mission of NACE 
To advance the catering and events industry and its professionals. 

 
NACE members are among the best the catering and events industry has to offer. NACE offers members top-notch 
education, professional tools and resources, industry standards and trends, and relationship building opportunities. 
 
NACE is the place for top-notch, cutting edge EDUCATION in the catering and events industry. NACE focuses on 
personal and professional development for people in this industry and work towards evolving the industry as a 
whole. 

 National annual Experience!™ conference and expo 

 National educational webinar series 

 CPCE certification 

 Monthly chapter programs 

 
NACE is an INDUSTRY LEADER and expert and offers the tools and resources necessary to create better, 
stronger professionals. 

 National surveys and industry data 

 Career Center – job postings and career development resources 

 Industry publications/newsletters focusing on trends and industry news 

 Endorsed business solutions and affinity benefits 

 Consultant center and national partners 

 
NACE is a COMMUNITY and all about building relationships. It’s not just “networking” but it’s about working 
closely with the best catering and events industry professionals, creating relationships and increasing business and 
income through those connections. 

 Relationship building with industry professionals, both local and national 

 Membership – more than 4,000 members globally representing all aspects of the catering and 

events industry 

 Chapters – 46 chapters and growing, offering monthly education and local networking 

opportunities 

 Student members – learn from the best in the industry! Professional members can find a qualified 

intern or your next star hire! 

 Building connections and a sense of community among NACE members and industry 

professionals through global networks 

 

 

 

  



 

 

How to make the most of your NACE membership 
 
 
 

It’s been said before and with good reason – you get out what you put in, so make the most of your NACE 
membership! It’s an investment in your future. Here are some tips that will help you make your membership more 
successful – 

 

Tip #1 – Get involved! 

 Attend chapter programs: work the room, meet new people, soak in the education – don’t be a wallflower! 

 Sign up for idea swaps: these members-only open forums are held monthly and cover a variety of industry 

topics. Not only will you meet other NACE members from across the country, but you’ll learn about the 

hottest trends outside of your area! 

 Volunteer for a committee: there are plenty of opportunities on both the chapter and national level. We want to 

hear your amazing ideas! 

 Branch out: national conferences and educational webinars, local chapter events, member directories, 

leadership training – these and more offer our members the chance to network with colleagues, experts and 

professionals from their own and related industries. 

 

Tip #2 – Get educated! 

 NACE webinar series: sign up for educational webinars throughout the year! 

 Experience!: NACE’s annual educational conference, offering three full days of top-notch education and the 

latest trends If you haven’t “experienced Experience!” you have no idea what you’re missing! 

 CPCE: get certified! The CPCE certification is the best in its class and members achieving this level are 

consistently recognized as the best in the industry! 

 Speak up: give us your feedback. What education are you looking for, both on a local and national level?  We 

are always looking for new and exciting topics to explore! 

 Industry news: stay up-to-date on the latest NACE events and industry news with a variety of weekly and 

monthly services featuring educational opportunities and industry news and events. 

 Career development: our career center (http://careers.nace.net/) offers tools and resources for advancing your 

career and finding the best new hire!  

 

Tip #3 – Give back! 

 Join the board: volunteer leadership not only strengthens a chapter but also allows for invaluable personal and 

professional development! 

 Community service: does your chapter partner with local charities? Help out by donating time or supplies! 

 Foundation of NACE: did you know that the Foundation of NACE is the charitable arm of NACE? The 

Foundation offers scholarships to hospitality students and curriculum to colleges and universities. Have you 

thought about donating? 

 

 
 

  

http://careers.nace.net/


NACE Affinity Benefits 
 
 
NACE offers a variety of exclusive members-only benefits. Here is a summary below – keep in mind we’re always 
adding more! 
 

 AchieveLinks – free online purchasing portal, exclusive to NACE members, which rewards Links (points) 

for every purchase.  

 AFR Event Furnishings – members receive 15% off all orders. AFR is also a NACE national partner. 

 Assurance Association Benefit Solution (AABS) – customized, co-branded website designed for FREE 

insurance quotes in all 50 states. Representing all carriers of health, dental, vision, life and pet insurance 

(home and auto carriers coming fall 2012, more services added in 2013). FREE benefit discount card 

automatic to all NACE members – this card offers discounts on various prescriptions, vision services, lab 

tests, etc.  

 Citrix – offers members discounts (1 month free and 15% discount on subscription) on Citrix Online 

services – including GoToMyPC, GoToMeeting, and GoToWebinar.   

 CORT Event Furnishings – members receive 20% discount off all orders. CORT is also a NACE national 

partner. 

 Creative Coverings – members receive 10% off specialty linen orders (some exclusions apply).  

 Cvent – members receive 10% off Cvent online registration services. 

 FedEx – members save up to 26% on FedEx shipping.  

 Hertz Rental Cars – members receive various discounts on car rental. 

 Printing for Less – members save $25 on first order with this code. 

 Staples Business Advantage – members receive discounted pricing on thousands of office supplies.  

 TSYS – offers members discounted credit/debit/purchasing card processing services. Discounted processing 

rates range from 1.59% to 2.16% depending on transaction type.  

 

 

SEE ATTACHMENT: MEMBER ORIENTATION SAMPLES 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

Part VII 

Marketing/Communications 
  



NACE Operations Procedures 

Communication Calendar 

 All chapters should have an annual schedule for communications to ensure members do not receive too 
much correspondence. 

 Calendar should include all hard-copy and email correspondence from Chapter to members. 

 Email correspondence should include, but is not limited to, program invitations, community service 
projects, Chapter newsletter, special event invitations, elections correspondence, etc.  

 

Chapter Website 

 Chapter website should have the following information: 

o NACE membership details, rates, application 

o Chapter calendar of events/program information 

o Clear instructions on how to attend/register for chapter meeting 

o Chapter Board of Directors with contact information 

o Chapter membership directory 

o Chapter newsletter 

o NACE mission statement 

o Link to NACE National website 

 Chapter website should be updated on a regular basis  

o Calendar/monthly programs (monthly) 

o Membership directory synced with NACE National member database (weekly) 

o Chapter contact information (as needed) 

o Chapter Board of Directors (annually) 

o Chapter newsletter (monthly/quarterly) 

 Chapter website content should be review and approved by at least two Board members before posted. 

 Chapter website should have clear policies posted regarding Terms of Use and Privacy (sample attached) 

 

Chapter Newsletter 

 Chapter newsletter should be produced monthly or quarterly – whichever works best for Chapter. 

 Newsletter should be posted on chapter website and/or linked to on website if pdf. 

 Newsletter should be emailed to chapter members as produced (monthly/quarterly). 

 Newsletter content should be reviewed and approved by at least two Board members before posted. 

 

Social Media 

 Chapters with a social networking site – Facebook, Twitter, Linked In, etc. – should have clear policies in 

place regarding permitted use & content. 

 Anything posted on social networking site should be reviewed and approved by at least two Board members 

before posted. 

 Social networking site should be routinely monitored for outside postings by friends/fans/followers. Clear 

guidelines should be posted on social networking site regarding appropriate postings permitted. 

 
  



TIPS FOR GENERATING PRESS FOR YOUR CHAPTER 

#1. Get to know the media in your market 

 Assign someone on the chapter to be a PR chair, if you already haven’t 

 Complete the excel media list chart by contacting the daily newspaper, business journal, catering 
magazines and television stations in your market for the names of reporters who cover food, events and 
catering and obtaining contact information 

 Maintain an accurate notes file, “heads up,” on reporters who have been friendly to the chapter in the 
past 

 Establish a relationship with reporters who are interested in NACE by inviting to lunch, individual 
phone calls, etc. Find out what topics they are interested in and, again,  keep media list notes file 
updated 
 

#2.  Choose programs that have generated press in other markets 

 Network with other chapters to see the types of events that have been successful 

 Contact NACE national for suggestions 

 Share your success stories with national and other chapters 

 Keep programming visual – think of television cameras and what they would capture 

 “Big” news is something that affects many people? Do you your events affect people beyond your 
chapter? Are you giving away a wedding or making an investment in your community? 

 

#3. Get the word out on announcements and events 

 Use the attached word files to generate press releases about chapter activities and events. Some great 

examples of reasons to generate releases are new board elections, chapter events, chapter awards, 

member awards. 

 Create an email and attach the document, also copy the text of your announcement directly into the 
body of the email 

 Send to yourself as a test and double check for formatting errors 

 Highlight the email address column from the media list and copy into your email program in the “BCC” 
line. Or, if time allows, send each email one at a time individually to the contacts on your list 

 For events, send out the release 4-6 weeks ahead of time 

 If media want to attend, they should not be charged a fee, this is standard 

 Follow up one to two weeks before an event by phone  
 

#4. Keep records 

 Keep copies of all articles that appear for your chapter clips file. Share them with national, too. We want 
to see them! If TV stations recorded an event, national can help track down a copy, but let us know 
ASAP 

 

  



SOCIAL MEDIA TIPS 

 
Facebook 101 
The Official NACE National Fan Page (http://www.facebook.com/NACENatl) 
 Chapters should consider creating Like (Fan) pages under the category of Non-Profit Organization 

 A minimum of two current chapter leaders should be admin for the page at all times 

 Leaders should moderate and maintain the NACE Code of Ethics on their profiles and pages 

 Chapters should “like” the NACENatl (The Official NACE National Fan Page) 

 Feel free to share with NACENatl any local industry news, announcements, meeting photos, videos 

 When tagging, posting images and comments always position NACE in a positive light.  

 Avoid political, religious and posts that are controversial. 

 

 

Twitter 101  
 @NACENational (http://twitter.com/NACENational) 

 Chapters should consider creating @NACEChapter profiles 

 A minimum of two current chapter leaders should be admin for the profile at all times 

 Feel free to shout out to @NACENational 

 NACENational has created official hashtags:  

o #NACENatl = Anything that ties to NACE 

o #NACEIdeaSwap = monthly members only idea swap 

o #NACEWebinar = NACE Webinar Series  

o #CPCE  = Certification, exam, fast track, contact hours 

o #NACEEXP13 = NACE Experience Conference & Expo in Chicago 

 When referring to your chapter event, please add #NACENatl to the end of your tweet 

 Please favorite and retweet @NACENational’s posts.  

 Avoid political, religious and posts that are controversial. 

 Ideas on what to tweet: 

o Short quotes by a speaker 

o Poll questions – ask followers to select from the options 

o Cool tools, resources, book titles, software names, colors, buzz words used in an event 

o Pictures from an event or trend 

 

  

http://www.facebook.com/NACENatl
http://twitter.com/NACENational


Policy/Agreement for Use of NACE Logo 

 
NACE restricts the use of their logo as stated in the following policy: 

 
The Association’s logo is a trademark and the property of NACE. However, NACE grants a license to use the 
NACE logo to its members in good standing. Only members who have maintained their paid membership in the 
Association can use the NACE member logo. Members are not authorized to use any other logo or trademark that 
is the property of NACE.  
 
Members in good standing are authorized to use the NACE logo for the purpose of identifying their membership in 
NACE. The NACE logo may not be used in any manner to imply that a member is in any way an agent of NACE 
or that NACE in any way warrants, approves, or endorses any product or service provided by the member. 
 
The NACE logo can be used on member’s business cards, member websites letterhead, and promotional materials. 
Any other use of the NACE logo not specifically enumerated must be approved by NACE. Individual members are 
prohibited from allowing their employer to use the NACE logo on the employer’s letterhead or promotional 
materials. Any employer who does so will be subject to trademark infringement liability. 
 
The NACE logo should be printed using the following PMS colors: PMS 296, PMS 291,PMS 542, on a colored 
background. The right to use the NACE logo shall terminate and be revoked upon the member’s failure to remain in 
good standing, in the event of misuse by the member as determined by NACE, or any other breach of this Policy for 
Use. Upon such termination and/or revocation, the member will eliminate the use of the NACE logo from all 
materials, products, and services, regardless of whether such materials, products, and services are preprinted or pre-
existing at that time. 
 
Legal action will be taken against anyone who uses the NACE logo in violation of the above policy. 
 
 

I have read the Policy for Use of the NACE Member Logo and agree to abide by the policy. 
 
 
_______________________________________   __________________________ 
NAME       DATE 
 
 
_______________________________________   __________________________ 
ORGANIZATION      NACE Member Number 
 

MAIL OR FAX FORM TO: 

NACE 

Attention: Member Services 

9891 Broken Land Pkwy Ste 301 

Columbia , MD 21046 

Fax 410.290.5460 

 

  



NACE Chapter Website Policies 
Terms of Use 
<CHAPTER> NACE, affiliate or related company. <CHAPTER> NACE reserves the right to change, add, delete, 

or otherwise modify content on the Site and these Terms of Use periodically without prior notice. 
 
PLEASE READ BEFORE USING THIS SITE 
The materials on this website (the "Site") are provided by <CHAPTER> NACE as a service to its customers and 
may be used for informational purposes only. Single copies may be downloaded subject to the provisions below. By 
downloading any materials from this site, you agree to these terms. If you do not agree to them, do not use the site 
or download any materials from it. 
 
PAYMENT POLICY 
All sales are final. Refunds must be requested 5 days prior to an event in writing or by email. Credits may be issued 
to be used for future event registrations. 
 
US GOVERNMENT RESTRICTIONS 
The materials are provided with "RESTRICTED RIGHTS." Use, duplication, or disclosure by the Government is 

subject to restrictions as set forth in FAR52.227-14 and DFAR252.227-7013 et seq. or its successor. Use of the 
Materials by the Government constitutes acknowledgment of <CHAPTER> NACE proprietary rights in them. 
 
USER MATERIAL 
Any material, information or other communication you transmit or post to this Site will be considered non-
confidential and non-proprietary ("Communications"). <CHAPTER> NACE will have no obligations with respect 
to the Communications. <CHAPTER> NACE and its designees will be free to copy, disclose, distribute, 
incorporate and otherwise use the Communications and all data, images, sounds, text and other things embodied 
therein for any and all commercial or non-commercial purposes. You are prohibited from posting or transmitting to 
or from this Site any unlawful, threatening, libelous, defamatory, obscene, pornographic, or other material that 
would violate any law. 
 
DISCLAIMER 
The materials are provided "as is" without any express or implied warranty of any kind including warranties of 

merchantability, non-infringement of intellectual property, or fitness for any particular purpose. In no event shall 
<CHAPTER> NACE or its suppliers be liable for any damages whatsoever (including, without limitation, damage 
for loss of profits, business interruption, loss of information) arising out of the use of or inability to use the materials, 
even if <CHAPTER> NACE has been advised on the possibility of such damages. Because some jurisdictions 
prohibit the exclusion or limitation of liability for consequential or incidental damages, the above limitation may not 
apply to you. <CHAPTER> NACE and its suppliers further do not warrant the accuracy or completeness of the 
information, text, graphics, links or other items contained within these materials. <CHAPTER> NACE may make 
changes to these materials or to the products described therein, at any time without notice. <CHAPTER> 
NACE makes no commitment to update the Materials. 
 
LINKS 
The linked sites are not under the control of <CHAPTER> NACE and <CHAPTER> NACE is not responsible for 
the content of any linked site or any link contained in a linked site. <CHAPTER> NACE reserves the right to 

terminate any link or linking program at any time. <CHAPTER> NACE does not endorse companies or products 
to which it links and reserves the right to note as such on its web pages. If you decide to access any of the third party 
sites linked to this Site, you do this entirely at your own risk. 
 
APPLICABLE LAWS 
This Site is controlled by <CHAPTER> NACE from its offices within the United States of America. <CHAPTER> 
NACE makes no representation that Materials in the Site are appropriate or available for use in other locations, and 
access to them from territories where their content is illegal is prohibited. Those who choose to access this Site from 
other locations do so on their own initiative and are responsible for compliance with applicable local laws. You may 
not use or export the Materials in violation of U.S. export laws and regulations. Any claim relating to the Materials 
shall be governed by the internal substantive laws of the STATE. 
 



GENERAL RESTRICTIONS 
<CHAPTER> NACE may revise these Terms at any time by updating this posting. You should visit this page from 
time-to-time to review the then-current Terms because they are binding on you. Certain provisions of these Terms 
may be superseded by expressly designated legal notices or terms located on particular pages at this Site. 

 
TERMS AND CONDITIONS 
<CHAPTER> NACE, at our discretion, may provide you with services including, but not restricted to, news and 
information services. You agree to comply with the conditions imposed on your use of the services, as set out in 
these Terms and Conditions of Access and elsewhere on our services. These services may be outside our control or 
provided by a third party in which case we cannot and do not take responsibility for their content, or for any delays, 
interruptions or errors in the provisions of these additional services. You are on notice of this fact and use these 
services at your own risk. Certain data accessible on our services is the intellectual property of the relevant news and 
information services provider or third parties that provide such data to the relevant service provider, or us. The data 
is protected by copyright and other intellectual laws and all ownership rights remain with the information service 
provider or the third party or us, as the case may be. You may only use the data retrieved from our services for your 
own personal and non-commercial purposes while accessing our services. Such use will be in accordance with these 
Terms and Conditions of Access and the requirements set out elsewhere on our services. You may not copy, 

distribute or redistribute the data, including by caching, framing or similar means or sell, resell, re-transmit or 
otherwise make the data retrieved from our services available in any manner to any third party. The data is provided 
"as is." We or any third party shall not be liable to you or any third party for any loss or damage, direct, indirect or 
consequential, arising from (i) any inaccuracy or incompleteness in, or delays, interruptions, errors or omissions in 
the delivery of the data or any other information supplied to you through our services or (ii) any decision made or 
action taken by you or any third party in reliance upon the data. Neither any third party nor we shall be liable for 
loss of business revenues, lost profits or any punitive, indirect, consequential, special or similar damages 
whatsoever, whether in contract, tort or otherwise, even if advised of the possibility of such damages incurred by 
you or any third party. Where the information consists of pricing or performance data, the data contained therein 
has been obtained from sources believed reliable. Data computations are not guaranteed by any information service 
provider, third party or us or any affiliates and may not be complete. Neither any information service provider, third 
party or us give any warranties, as to the accuracy, adequacy, quality or fitness, timeless, non-infringement, title, of 
any information for a particular purpose or use and all such warranties are expressly excluded to the fullest extent 
that such warranties may be excluded by law. You bear all risk from any use or results of using any information. 

You are responsible for validating the integrity of any information received over the Internet. Transmission may be 
subject to arbitrary delays beyond our control, which may delay the provision of our services and the execution of 
your orders. You acknowledge that neither <CHAPTER> NACE Inc., any information service provider nor third 
party will be liable to you or any third party for any losses arising from such delay. In no event will any information 
provider, third party or we, be liable for any consequential loss including but not limited to special, incidental, direct 
or indirect damages resulting from delay or loss of use of our services. We are not responsible for any damage to 
your computer, software, modem, telephone or other property resulting from your use of our services. 

 

Privacy Statement 

You don't want your personal information to fall into the wrong hands. Neither does <CHAPTER> NACE. When 
you visit the <CHAPTER> NACE web site, we may collect and store information about your visit on an 
anonymous, aggregate basis. This information may include the time and length of your visit, the pages you look at 
on our site, and the site you visited just before coming to ours. We may also record the name of your Internet 

service provider. We use this information only to measure site activity and to develop ideas for improving our site. 
 
There are also several opportunities on our web site for you to provide us with information about you and your 
interests, such as your name, mailing address and e-mail address. If you choose to share any personal information 
with us, we may store it and use it for marketing research and other marketing purposes, which may include sharing 
it* with other companies in the <CHAPTER> NACE family and our business partners. We will never sell your 
information to any other company. 
 
Some of our web site may make use of "cookie" technology to measure site activity and to customize information to 
your personal tastes. A cookie is an element of data that a Web site can send to your browser, which may then store 
the cookie on your hard drive. So, when you come back to visit us again, we can tailor information to suit your 
individual preferences. The goal is to save you time and provide you with a more meaningful visit. 



 
You take online privacy seriously, and so does <CHAPTER> NACE. It's our way of sustaining your trust in 
<CHAPTER> NACE and our services. 
 

<CHAPTER> NACE reserves the right to alter our privacy principles as business needs require. Any alterations to 
these principles will be posted on our web site in a timely manner. 
 
* Unless you have told <CHAPTER> NACE not to share certain information according to our privacy notice titled 
“Important Information About Your Privacy”. 
 

Terms of Use/Privacy Statement provided by StarChapter 

 

 

Use of Membership Directory – To be posted on chapter website 
The membership directory found on the <CHAPTER> NACE website is public and solely for networking and 
marketing purposes. Inappropriate use of member contact information is not permitted. Inappropriate use includes 
but is not limited to any unlawful, threatening, libelous, defamatory, obscene, pornographic, or other material or 

mass mailings (electronic or otherwise) that would violate any law. 
 

 

Social Media Appropriate Use Policy – To be posted on social networking site: 
<CHAPTER> NACE monitors all public postings on this site and reserves the right to delete any material deemed 
inappropriate by the site Administrator. You are prohibited from posting or transmitting to or from this Site any 
unlawful, threatening, libelous, defamatory, obscene, pornographic, or other material that would violate any law. 
 
 

  



NACE Social Media Policy 

 

Chapter: ________________________________________________________________________________ 

Social Media site: (circle below; use separate form for each site) 

 Facebook  

 Twitter   

 LinkedIn  

 Chapter Blog  

 Other (specify) 

 
Name of site administrator: __________________________________________________________________ 
 
Name(s) of authorized site users: ______________________________________________________________ 
 
Administrator password: _____________________________________________________________________ 
 

Type of content: (circle all that apply) 

 Chapter calendar of events 

 Chapter program details 

 Chapter community service 

 Chapter fundraiser 

 Chapter special events/news 

 Member spotlight 

 President’s letter 

 Membership information – details, rates, special discounts/campaigns 

 Photos from NACE Chapter programs/events  

o Must be properly credited to photographer 

o Must be captioned 

o Must receive approval from NACE member before “tagging” 

 NACE National news 

 Other (specify) 

 
Site administrator is responsible for compiling and posting all approved content on a daily/weekly/monthly (circle 

one) basis. 

 
Site administrator is responsible for monitoring site for any inappropriate posting, link, messaging, etc. on a 
daily/weekly/monthly (circle one) basis.  

 
Inappropriate material includes: 
 

 

 

  



NACE Partnership Policy 

 
The _______________________________ Chapter agrees to partner with local media and/or other area associations 

under the following conditions: 
 

 The majority of the board agrees that the partnership is mutually beneficial to NACE chapter. 

 NACE chapter     WILL/WILL NOT     make exclusive partnerships with media. 

 NACE chapter will enter into media partnership for no more than     1     year at a time. 

 NACE chapter will not directly share member list with any other organization – all outside communication 

must be sent through a 3rd party administrator. 

 Type and amount of communication must be pre-determined and in writing before agreement will be made 

with any other organization. 

 All NACE chapter members will be notified of partnership so they are aware of the types of 

communications they will receive. 

 NACE chapter will display partner logo on appropriate correspondence and on website. 

 NACE chapter will promote partner in appropriate manner and at no expense to chapter. 

 NACE chapter will limit communication to members from partner to – 

o _______ (#) emails/year 

o _______ (#) printed mailings/year 

 NACE chapter     WILL/WILL NOT    permit phone solicitation to members by partner. 

 Any advertising designed by the chapter will adhere to NACE National branding guidelines. 

 Chapter will notify NACE National before entering into any regional or national partnership (for example, 

Biz Bash tradeshow, The Knot.com, etc.). 

 Financial considerations - when partnering with another association for a program, NACE chapter: 

o      WILL/WILL NOT     handle all attendee registration 

o Will keep _________% of joint program income 

o Will market & promote joint program in the following ways: ______________________________ 

 NACE chapter will not entered into any agreement with another organization that does not represent the 

best interest of NACE and/or defies the NACE Code of Ethics. 

 
This policy was reviewed and adopted by _________________________ Chapter on ______________________ 
(date) 
 
 

President (printed) 
 
 
 

President (signature) 

 
 
 

Chapter representative (printed) 
 
 
 

Chapter representative (signature)     

  



 

 

 

 

 

 

 

 

 

Part VIII 

Fundraising/Community Service 

 
ATTACH –  

Overview of why have chapter fundraiser 

Description of various types of partnership/event 

Sample charity RFP 
 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

Part IX 

Awards 

 
 

  



NACE National Awards Program 

Each July, catering and event professionals from around the country gather to turn their attention to one night of 
enormous anticipation at the NACE Experience Awards Gala. The NACE Awards, better known as the Oscars of the 

catering world, rewards the previous year's greatest catering and event achievements as determined by some of the 

world's most accomplished hospitality professionals. 

The only way to take home an award for the highest honors in the catering and event industry is to put your name 
in the competition. NACE membership includes eligibility for the annual NACE Awards program. Let your 

inspiration, vision, and imagination be recognized and honored by your peers. 

NACE Award categories cover the spectrum from Best Event Production to Chapter Community Service Award, 

from Chapter Program of the Year to Best Buffet Table — guaranteeing a place for your achievements to shine. 

What does you proud? A challenging wedding design, beautifully executed? A spectacular event on a shoestring 
budget? Setting up a successful community service program in your chapter? Wherever you’ve channeled your 
inspiration, your vision, and your imagination, the NACE Awards are your chance to be honored for your 

creativity and achievements. 

Submissions are based on the calendar year (January through December) before the awards gala (for example, 
awards for events held in 2011 are submitted and awarded in 2012). Submission opens January of the following 
year, with a deadline in the spring. All entries are judged by fellow members and industry peers, and all submissions 

that receive at least the minimum score will become eligible nominees. 

The categories and criteria are subject to change each year. The information in this section is based on the criteria 

for the 2012 NACE Awards. 

 

  



NACE Chapter Awards 

Chapter Awards recognize chapters with outstanding achievements in chapter growth, retention, education, 
fundraising and community service. 

 

2012 Chapter of the Year 

The NACE "Chapter of the Year" award recognizes NACE chapters that exemplify outstanding achievement in 
chapter planning and management, member activity, merit of educational programs and membership growth and 
retention. Entry will be judged on how well the chapter achieved their overall goals and objectives for: membership, 
educational programs, fundraising, special activities, communication and chapter outreach. Entry will be judged on 
member activity in attending the programs, special activities and chapter outreach as well as member activity in 
committees.  

Section 1: Elements Statement (max. 10 points): 500 to 1,000 words.  

 Summary that demonstrates the ways in which the chapter exemplifies outstanding achievement in chapter 
planning and management, member activity in programs and on committees, merit of educational 
programs, and membership growth and retention.  

 Be sure to include what different, unique or creative qualities elevated the chapter to this level.  

Section 2: Chapter Planning & Management (max. 15 points) 500 to 1,000 words 

 List the goals set forth by the chapter board for the 2011 year, whether or not each goal was achieved and 
indicate any obstacles you faced or overcame with your goals - up to 10 points  

 Communications statement and schedule - describe all marketing and communication techniques used to 
relay information to chapter members (1,000 word max.). Indicate types used: Newsletter (print or 
electronic); Flyer; Web site; e-mail; postcard; Invitation (print or electronic); telephone hotline (give the 
number); personal phone calls; New member orientation; one-on-one visit; other, etc. In addition, include 
time and/or frequency to each communication (1,000 word max.) - up to 5 points  

 Attach 1 item - marketing example (newsletter, invitation, press release, etc.) - up to 20 MB upload limit, 
can be .jpg, .doc, or .pdf  

Section 3: Member Activity in Monthly meetings (max. 15 points): up to 500 words.  

 Average percentage of membership that attends each monthly meeting - up to 20%= 0 points, 21-30%=1 
point, 31-40%= 2 points, 41-50%= 3 points, 51% and up = 5 points  

 Average number of guests that attend each monthly meeting - up to 10 = 1 point, 11 or more = 2 points  
 Examples of your top three programs, discuss attendance and why you feel they were a bigger draw for your 

membership and/or non-members. List the total number of attendees for each program, include number of 
members that attended and the number of guests that attended. Up to 500 words; up to 8 points  

Section 4: Member Activity in Committees & on the Board (max. 10 points): up to 500 words. 

 Percentage of members who are actively involved in a committee or serving on your local NACE board 

(provide a list for verification) - up to 7 points  

 Percentage of members who are actively involved in a committee on the NACE National level or attend 

NACE Leadership Summits or Experience Conference (provide a list for verification) - up to 3 points  

Section 5: Educational Programs (max. 20 points): top 3 programs, 1,500 to 3,000 words  

 List program title, speaker's name, topics or themes used in monthly education program - up to 5 points  

 Explain the educational and member benefits for each program - up to 10 points  



 Supporting materials, including invites, photos, etc. (up to 3 attachments) - up to 5 points .jpg, or .pdf (one-

page collage preferred) 20 MB upload limit  

Section 6: Special Activities (max. 10 points) 1,000 to 2,000 words  

 Special Activities Statement - Describe two activities outside the scope of a regular chapter meeting, such as 
special education programs, fundraisers, community service projects, etc. (up to 1,000 words per activity) - 
up to 10 points  

 Up to 2 attachments (pictures, invitations, menu cards, etc.) - up to 5 points .jpg or .pdf (one-page collage 

preferred) 20 MB upload limit  

Section 7: Membership (max. 15 points): NACE staff will complete this portion 

 Net Gain of New Members for 2011 - up to 5 points  

 Retention Percentage - up to 10 points: Up to 60% = 0 points, 61 - 65% = 2 points, 66 - 70% = 4 points, 71 - 

75% = 6 points, 76 - 80% = 8 points, 81% & up = 10 points  

 

 

  



2012 Chapter Program of the Year 

The NACE "Chapter Program of the Year" award recognizes planning, production and execution of a chapter 
program which demonstrates superior achievement in educational content, theme, and presentation. 

Section 1: Elements Statement (max. 10 points). 500 to 1,000 word summary 

 Describe the event and how it met the program purpose, theme, goals and objectives set forth by the chapter 
- up to 5 points  

 Describe different, unique or creative qualities which elevated the program content, theme and presentation 
to an award-winning level - up to 5 points  

Section 2: Program Execution (max. 35 points)  

 Event planning timeline and event timeline (250 to 1,000 words) - up to 5 points  

 Description of speaker, panel, or presentation (250 to 1,000 words) - up to 5 points  

 Décor, special effects, lighting, or staging used to support the event theme (250 to 1,000 words) - up to 5 

points  

 Venue/Event Site - include location, description of venue, unusual/unique challenges presented by the site 
(250 to 1,000 words) - up to 5 points  

 Relationship of catering, food and beverage design, and menu to event theme (250 to 1,000 words) - up to 5 
points  

 Photos of the program (up to 5 attachments) - up to 10 points .doc, .jpg or .pdf (one-page collages preferred) 
20 MB upload limit  

Section 3: Sponsorship (max. 25 points) 

 Budget, actual revenue and expenses (250 to 1,000 words) - up to 10 points  

 List event sponsors (250 to 1,000 words) product or services and whether donations were made in cash or in-
kind (please identify NACE members) - up to 10 points  

 List of paid services (please identify NACE members) - up to 5 points  

Section 4: Marketing & Promotion of Program (max. 20 points) up to 1,000 words 

 Strategy Description - describe marketing/promotion strategies and items used to promote the program, and 
how these contributed to the program success by increased contributions or attendance (250 to 500 words) - 
up to 5 points  

 Ways chapter provided maximum impact (i.e. leveraged resources, worked with other industry 
organizations, charities, etc.) (250 to 500 words) - up to 5 points  

 Materials (up to 5 samples) i.e. invitations, programs, press releases, media exposure, nametags, menu 
cards, event surveys, etc. - up to 10 points .doc, .jpg or .pdf (one-page collages preferred) 20 MB upload limit  

Section 5: Chapter Participation (max. 10 points). Up to 1,000 words. 

 Overall participation - discuss board/committee involvement, total number of attendees, and number of 
members versus number of guests who attended - up to 5 points  

 Percentage of members attending - up to 5 points  

o 20-30 % members 1 point  
o 30-50 % members 3 points   50+% members 5 points  

  



2012 Chapter Education Program of the Year 

The "Chapter Education Program of the Year" award recognizes planning, production and execution of a chapter 
program which demonstrates superior achievement in educational content. 

Section 1: Elements Statement (max. 10 points). 500 to 1,000 words summary 

 Describe the program and how it met the educational purpose and objectives set forth by the chapter - up to 5 
points  

 Describe different, unique or creative qualities which elevated the program content to an award-winning 
level - up to 5 points  

Section 2: Content Development (max. 40 points) 

 Education content Statement (250 to 1,000 words) - description of the education program as it was defined 
by the board and why it would benefit the chapter’s membership (include overall education goals and how 
this program fits into the sponsorship solicitation letters, etc.) - up to 10 points  

 Description of speaker, panel, or presentation (250 to 1,000 words) - up to 10 points  

 Describe how the education program fit into the overall chapter program theme (250 to 1,000 words) - up to 
10 points  

 Photos of program and files of powerpoints/handouts (file requirements: 20 MB upload limit, .doc, .jpg, 
.pdf) - up to 10 points  

Section 3: Program Execution (max. 20 points)  

 Event planning timeline and event timeline (250 to 1,000 words) - up to 5 points  

 Budget and actual revenue and expenses (250 to 1,000 words) - up to 5 points 

 Catering and Venue- include location, description of venue, unusual/unique challenges presented by the site 
and relationship between the program content and catering to support the program (250 to 1,000 words)- up 
to 10 points  

Section 4: Marketing & Promotion of Program (max. 20 points) up to 1,000 words 

 Strategy Description (250 to 500 words) - describe marketing/promotion strategies and items used to 
promote the program, and how these contributed to the program success by increased contributions or 
attendance - up to 5 points  

 Ways chapter provided maximum impact (i.e. leveraged resources, worked with other industry 
organizations, charities, etc.) (250 to 500 words) - up to 5 points  

 Materials (up to 5 samples) i.e. invitations, programs, press releases, media exposure, etc. (file requirements: 
20 MB upload limit, .doc, .jpg, .pdf) - up to 10 points  

Section 5: Chapter Participation (max. 10 points). Up to 2,000 words. 

 Overall participation - discuss board/committee involvement, total number of attendees, and number of 
members versus number of guests who attended - up to 5 points  

 Percentage of members attending - up to 5 points  

o 20-30 % members 1 point  
o 30-50 % members 3 points  
o 50+% members 5 points  

  



2012 Fundraising Event of the Year 
The NACE "Chapter Fundraising Event of the Year" award recognizes success in planning, production, and 
execution of a single fundraising event for the chapter that exemplify outstanding efforts and abilities of the chapter 
and its members. 
Please note: NOTE: Proceeds from the entered event may benefit other charitable organizations; not less than 33% of the proceeds 
must be retained for the chapter treasury. 

 

Section 1: Elements Statement (max. 20 points). 500 to 1,000 word text only summary: 
 Description of the chapter's fundraising event, description of the charity(s) benefiting, description of the 

educational components, event goals and objectives, and why the chapter chose the project(s). - up to 10 
points  

 Describe the different, unique or creative qualities that elevated the program to this level - up to 10 points  

 

Section 2: Event Execution (max. 25 points): 
 Event planning timeline, event timeline and description of program (speaker, MC, panel, etc.) (250 to 1,000 

words) - up to 5 points  

 Décor, special effects, entertainment, lighting or staging used to support the event theme (250 to 1,000 

words) - up to 5 points  

 Venue/Event site - location, description of venue, unusual/unique challenges presented by the site (250 to 
1,000 words) - up to 5 points  

 Relationship of catering, food and beverage design, and menu to event theme (250 to 1,000 words) - up to 5 
points  

 Up to three attachments - photos of event - up to 5 points file requirements: .doc, .jpg or .pdf (one-page 

collage preferred) 20 MB upload limit  

 

Section 3: Marketing and Promotion of Event (max. 20 points): 
 Summary of marketing/promotion strategies and items used to promote the project and why these 

contributed to the success of the project (250 to 1,000 words) (e.g. increased contributions/attendance, 
contributions/attendance beyond expectation) (500 word max.) - up to 15 points  

 Photos or files of marketing and promotional material - up to 3 attachments (such as programs, invitations, 
press releases, nametags, menu cards, event surveys, etc.) - up to 5 points file requirements: .doc, .jpg or .pdf 

(one-page collage preferred) 20 MB upload limit  

 

Section 4: Chapter Participation (max. 15 points). 250 to 1,000 words: 
 Overall participation - discuss board/committee involvement, total number of attendees, and number of 

members versus number of guests who attended (up to 500 words) - up to 10 points  

 Ways chapter was able to provide maximum impact (e.g. leveraging resources, going beyond what was 
expected, breakthrough thinking that helped members approach community service in a new or more 
impactful way) (up to 500 words)- up to 5 points  

 

Section 5: Budget/Sponsorship (max. 20 points). Text and other materials describing: 
Sponsorship Statement: description of event sponsors, list cash donation or in-kind donation. Provide description 
and estimated value of all in-kind donations, particularly for materials that might otherwise have increased the cost 
of the activity (please identify NACE members). (1,000 word max.) - up to 10 points 

 Budget and actual revenue and expense, list of all paid services from NACE members, include amount of 
funds donated to charity (up to 500 words) - up to 5 points  

 Supporting Collateral: Up to 3 files of materials that demonstrate the sponsorship or donations (auction item 
solicitation, photo of donated service, letter from charity, etc.) - up to 5 points file requirements: .doc, .jpg or 

.pdf (one-page collage preferred) 20 MB upload limit  

 

 

 

  



Chapter Community Service of the Year 

The NACE "Chapter Community Service of the Year" award recognizes outstanding work benefiting a charitable or 
non-profit organization, by means of an event or series of events, outreach activity or fundraising. This category 

may include one or more community service efforts benefiting one or more charitable or nonprofit entities. The 
chapter's overall community impact will be judged, whether through one event or multiple events. 

Section 1: Elements Statement (max 10 points). 500 to 1,000 words 

 Summary of the chapter's annual community service program(s) and why the chapter chose the project(s) 
(e.g. fit of needs & skills, unique opportunity, desire to push the chapter to a higher level of service to the 
community, etc.) - up to 10 points  

Section 2: Community Service Project(s) (max. 25 points): Up to 2,000 words 

 Description of what different, unique or creative qualities elevated the project(s) to this level - be sure to 
include a description of each of these items in your summary. - up to 10 points.  

 Discuss the impact of the service work on the community and response of the community to the project - up 
to 10 points  

 List of beneficiaries and the monetary funds donated - up to 5 points  

Section 3: Marketing and Promotion of Project(s) (max. 25 points): 250 to 1,000 words  

 Summary of marketing/promotion strategies and items used to promote the project - up to 5 points  

 Why these contributed to the success of the project (e.g. increased contributions/attendance, 
contributions/attendance beyond expectation, increased capacity of beneficiary(ies) to serve others or 
enhanced awareness of their service, etc. - up to 10 points  

 Up to three attachments - photos or PDF files of marketing and promotional material such as programs, 
invitations, press releases, menu cards, event surveys, etc. - up to 10 points .jpg photos (one-page collage 

preferred) or files (file requirements: 20 MB upload limit, .doc or .pdf)  

Section 4: Chapter Participation (max. 15 points). Text summary of EACH PROJECT, 500 to 2,000 words, 

regarding chapter and member participation including: 

 Planning structure (e.g. small committee or chapter wide) - up to 5 points  

 membership involvement in planning project, attending/volunteering, and donating - up to 5 points  

 Ways chapter was able to provide maximum impact (e.g. leveraging resources, going beyond what was 
expected, breakthrough thinking that helped members approach community service in a new or more 
impactful way) - up to 5 points  

Section 5: Sponsorship & Donations (max. 250 points). up to 1,000 words  

 Sponsorship Statement: description of program sponsors brought on board by the NACE chapter (indicate 

which are NACE members). - up to 5 points  

 Provide a description and estimated value of all in-kind donations, particularly for materials that might 
otherwise have increased the cost of the project. - up to 5 points  

 List of all paid services from NACE members - up to 5 points  

 Up to three attachments of supporting collateral - materials that demonstrate the sponsorship or donations. - 
up to 10 points .jpg photos (one-page collage preferred) or files (file requirements: 20 MB upload limit, .doc or 

.pdf)  

 

  



NACE Individual Awards 

Individual Awards recognize NACE members who exemplify the goals and values of NACE and with outstanding 
participation and contributions at the local, national, and humanitarian levels. 

 

2012 Caterer Member of the Year 

The “Caterer Member of the Year” recognizes catering professional members whose local and national association 
participation, contributions and involvement have made a significant impact on NACE. 
 

 One NACE catering professional member in good standing may be nominated by their chapter.  
 At-large members may self-nominate or be nominated by a member in good standing.  
 Members of the NACE national board are not eligible to win this award.  
 Corporate and Business Partners as a company are not eligible to win this award; however, employeers of 

corporate and business partner companies are eligible provided they are members of a specific chapter and 

are nominated by their chapter.  

Award description: These comments are for informational purposes only. This information is required. - up to 50 words. 

 Should this person win this award, please provide us with comments you would like to share with the 
audience about this person.  

 Please provide us with the full name and designation for nominee.  
 Photo of the nominee (in a .jpg format, 20 MB upload limit)  

Section 1: Elements Statement (max. 60 points). Text only summary of: 
 
The nominee’s involvement in the catering and event industry, career experience, and overall participation, 
contributions and involvement with NACE and why they should receive this award (up to 2,500 words). 

 

Section 2: Supporting Material (max. 40 points). Up to 16 items (File requirements: 20 MB upload limit, .jpg, 

.doc, .ppt, or .pdf) including: 

 Local NACE Chapter participation (.doc or .pdf) in bullet point format: offices held, overall participation, 
contributions and involvement - up to 15 points  

 National NACE participation (.doc or .pdf) in bullet point format: offices held, national committees served 
on, overall participation, contributions and involvement - up to 10 points  

 Other honors or Awards the nominee has received (.doc or .pdf) in bullet point format - up to 5 points  
 Information supporting the nominee’s actions (e.g. letters of recommendation, letters from the beneficiary or 

related parties, photos, any public press coverage including NACE newsletters, etc. (scan and upload 
information) up to 10 points  

 Scoring consideration of supporting material will be based on quality over quantity; however, a zero point 
score is awarded if this material is not included  

 

  



2012 Event Professional Member of the Year 

The "Event Professional Member of the Year" recognizes individual event professional members whose local and 
national association participation, contributions and involvement have made a significant impact on NACE. 

 One NACE event professional member in good standing may be nominated by their chapter.  
 At-large members may self-nominate or be nominated by a member in good standing.  
 Members of the NACE national board are not eligible to win this award.  
 Corporate and Business Partners as a company are not eligible to win this award; however, employees of 

Corporate and Business Partner companies are eligible provided they are members of a specific chapter and 
are nominated by their chapter.  

Award description These comments are for informational purposes only. This information is required. - up to 50 words. 

 Should this person win this award, please provide us with comments you would like to share with the 
audience about this person.  

 Please provide us with full name and designation for nominee.  

 Photo of the nominee (in a .jpeg format, 20 MB upload limit)  

Section 1: Elements Statement (max. 60 points). Text only summary of: 

The nominee's involvement in the catering and event industry, career experience, and overall participation, 
contributions and involvement with NACE and why they should receive this award including the following (up to 
2,500 words). 

Section 2: Supporting Material (max. 40 points). Up to 16 items (File requirements: 20 MB upload limit, .jpg, 

.doc, .ppt, or .pdf) including: 

 Local NACE Chapter participation (.doc or .pdf) in bullet point format: offices held, overall participation, 
contributions and involvement - up to 15 points  

 National NACE participation (.doc or .pdf) in bullet point format: offices held, national committees served 
on, overall participation, contributions and involvement - up to 10 points  

 Other honors or Awards the nominee has received (.doc or .pdf) in bullet point format - up to 5 points  
 Information supporting the nominee's actions (e.g. letters of recommendation, letters from the beneficiary or 

related parties, photos, any public press coverage including NACE newsletters, etc. (scan and upload 
information) up to 10 points  

 Scoring consideration of supporting material will be based on quality over quantity; however, a zero point 
score is awarded if this material is not included.  

 

  



2012 Student Member of the Year 

The “Student Member of the Year” recognizes student members whose local chapter and professional chapter 
participation, contributions and involvement have paved the way for fellow and future students and increased the 

chapter’s involvement in the academic community.  

 One NACE student member in good standing may be recommended by their student chapter and 
nominated by their affiliated professional chapter.  

 Student members not affiliated with a student chapter may be nominated by a professional member in good 
standing.  

Award description: These comments are for informational purposes only. This information is required. - up to 50 words. 

 Should this person win this award, please provide us with comments you would like to share with the 
audience about this person. 

 Please provide us with full name of nominee.  
 Photo of the nominee (in a .jpg format, 20 MB upload limit) 

Section 1: Elements Statement (max. 60 points). Text only summary of: 
 
The nominee’s overall participation, contributions and involvement with NACE – both with the student chapter 
and the professional chapter – and why they should receive this award (up to 1,500 words). 

 

Section 2: Supporting Material (max. 40 points). Up to 10 items (File requirements: 20 MB upload limit, .jpg, 

.doc, .ppt, or .pdf) including: 

 Local Student NACE Chapter participation (.doc or .pdf) in bullet point format: offices held, overall 
participation, contributions and involvement - up to 15 points  

 Affiliated Professional NACE participation (.doc or .pdf) in bullet point format: offices held, overall 

participation, Leadership Summits/Experience! conferences attended, contributions and involvement - up to 
10 points  

 Other honors or Awards the nominee has received, activities, volunteer experience, school clubs, etc. (.doc 
or .pdf) in bullet point format - up to 10 points  

 Information supporting the nominee’s actions (e.g. letters of recommendation, letters from the beneficiary or 
related parties, photos, any public press coverage including NACE newsletters, etc. (scan and upload 
information) – up to 5 points  

 Scoring consideration of supporting material will be based on quality over quantity; however, a zero point 
score is awarded if this material is not included.  

 

 

  



2012 George Zell Spirit of NACE Award 
The George Zell Spirit of NACE award recognizes NACE members whose commitment and compassion towards 
humanitarianism makes a profound and recognizable impact. These individuals represent the "Spirit of NACE". 
This award is named in memory of NACE member George Zell, who passed away in 2000. George was the 

quintessential NACE member, dedicated to his chapter and the national organization through leadership. 
 Serving local and/or national boards and/or committees  
 Lifetime volunteerism and humanitarianism in their community (industry and/or personal)  
 Mentoring and passion for the catering profession  

 

Number of awards 
Minimum points required to be considered will be 85. A score of 85 does not guarantee an award, but does 
guarantee close consideration of the outstanding qualities of the submission. Due to the vast number of deserving 
members, should there be more than one outstanding entry, up to 3 awards may be given out in a particular year. 
Where points and quality submissions are lacking, no awards will be presented. Please note - there must be a 
collaboration between the nominating chapter and the nominee when writing this submission. 

 

Who is eligible? 
 Only NACE members in good standing. Minimum of 5 years membership required.  
 Candidates who are current NACE national board members in the year that the award is presented are not 

eligible. *Anyone serving as a NACE national board member during the submission process is not eligible.  
 Chapter has to nominate this person, not a self-nominating award.  
 Previous George Zell award recipients are not eligible.  

 

Award description These comments are for informational purposes only. This information is required. - Up to 50 words. 

 Should this person win this award, please provide us with comments you would like to share with the 
audience about this person.  

 Please provide us with full name and designation(s) of this nominee.  
 A photo of the nominee (in a .jpeg format, up to 20 MB limit). Awards submitted without a photo will not 

be judged.  

 

Section 1: Elements Statement (maximum 70 points). Up to 5,000 words (text only) description of the nominee's 

involvement, volunteerism and humanitarianism in relation to: 

 Years of membership up to 5 points (drop down box)  

 Serving local NACE chapter and NACE national boards and committees 30 points, as detailed.  
o Local Board committee chairs held, 1 point per year; maximum 10 points  
o Local Elected Offices held, 1 point per year; maximum 105 points.  
o National Committee or Sub-Committee member: 1 point per position, per year, maximum 5 points.  
o National Board Member or Elected CPC Term: 1 point per year, maximum 5 points. Note: CPC 

Chair gets credit for only one of the two, since service to the board is a function of that position  

 Chapter Impact: A statement describing what way(s) the nominee has had significant impact on chapter 
success, in ways unrelated to holding office or committee positions. 5 points maximum  

 National Impact: A statement describing what way(s) the nominee has had significant impact on chapter 
success and/or NACE national success, in ways unrelated to holding national office or committee positions. 
5 points maximum  

 Speaker or Presenter at Leadership Conferences/Summits and/or NACE National Conferences. 1 point 
per instance; maximum 5 points.  

 Lifetime volunteerism and humanitarianism in nominee's community (industry and/or personal 
contributions) 10 points  

 Demonstrated mentoring and passion for the catering and events profession (speaking at non-NACE 
conferences, teaching classes, articles written, etc.) 15 points  

 

Section 2: Supporting Material (maximum 30 points, as detailed below). Up to 20 attachments. File 

requirements: 20 MB upload limit, can be .jpg, .doc, .ppt, or .pdf: 

 Major local or national honors or awards received by the nominee: May be business, industry or 
community service 2 points per instance; maximum of 10 points  



 Public press coverage including NACE newsletters, etc. (scanned and uploaded) 1 point per item; 
maximum 10 points  

 Information supporting the nominee's activities, letters of recommendation from industry professionals, 
letters from the beneficiary or related parties, photos (collages preferred), 2 points per item; 10 points 

maximum  

 Scoring consideration of supporting material will be based on quality or quantity; however, a zero point 
score is awarded if this material is not included.  

 

  



NACE Industry Awards 

Industry Awards recognize superior achievement in on- and off-premise event execution, food and beverage 
presentation, overall wedding design, and guest table or buffet design. 

 

2012 Best Design/Décor of the Year - Best Buffet Table Presentation of the Year 

The NACE "Best Buffet Table Presentation" award recognizes outstanding buffet table design and décor where 
food and beverage was served. Caterers, chefs, restaurants, facility operators, clubs, hotels, institutions, event 
production companies, special event designers, linen companies, florists, balloon artists, ice artists and other 
members who have created buffet for events (weddings, fundraisers, private or corporate parties and other memory 
creating events) may enter. 

 NACE members in good standing who produced the event are eligible  
 Members of the NACE National Board of Directors are not eligible  
 NACE-sponsored or NACE-related events ARE not eligible  
 Team entries are allowed to be entered in this category when joint efforts were required to produce the 

event. Teams may include other NACE members in good standing or non-NACE members, but must be 
entered by the NACE Member who produced the event. When a team wins an award, the Award will be 
given to the NACE Member entering the event. Additional duplicate awards can be ordered through NACE 
Headquarters (at the individual's expense) if desired.  

Note that events entered in the "Best Buffet Presentation" event category may also be entered in the "Team Award" 
category as a separate entry if desired.  

Section 1: Elements statement (max. 15 points). 300 to 1,000 words. 

 Summary of the buffet table presentation, including the catered event's theme, goals, objectives and number 
of attendees. Entry will be judged on how well the event met the theme, goals and objectives of the client, 

and the different, unique or creative qualities which elevated the program to this level.  

Section 2: Buffet Table concept and planning (max. 20 points).  

 Overall planning process timeline and day of set up timeline (up to 1,000 words) - up to 10 points 
 Venue/Event Site - include location, description of venue, unusual/unique challenges presented by the site 

(up to 1,000 words) - up to 5 points 
 Overall room diagram to include placement of tables (.pdf or .jpg attachment) - up to 5 points  

Section 3: Table Theme and Presentation (max. 45 points) 

 Describe how the buffet table elements (colors, textures, fabrics, dinnerware, glassware, silverware, etc.) 
supported the guest tables and overall theme of the event (up to 2,000 words). - up to 15 points  

 Describe equipment, décor, tabletop designs, floral, ice sculpture, balloons on the buffet table presentation 
and how they were used to realize the guest table theme and presentation (up to 2,000 words) - up to 15 
points  

 Describe any technical support required, special effects and/or lighting, installation and the program agenda 
(up to 1,000 words) - up to 5 points  

 List the event menu (up to 1,000 words) - up to 10 points  

Section 4: Supporting Material (20 points). Up to 15 files (file requirements: 20 MB upload limit, .doc, .pdf, 

one-page collage preferred) including: 

 Photos and/or PDF files (one-page collage preferred) of the event, "wow" factors, various angles of table 
ready for service, food displays and/or tables, print materials, invitations, marketing materials, etc.  



2012 Best Design/Décor of the Year - Best Conceptual Table Presentation of the Year 

The NACE "Best Conceptual Table Presentation" award recognizes outstanding creativity in table design and 
décor. A conceptual table would be considered a “best of show” display piece where several elements of a table 

theme would be included to showcase all products. For example, those tables as seen at bridal shows and industry 
table-top competitions. Caterers, chefs, restaurants, facility operators, clubs, hotels, institutions, event production 
companies, special event designers, linen companies, florists, balloon artists, ice artists and other members who 
have created a conceptual table for any type of event may enter. 

 NACE members in good standing who produced the event are eligible.  
 Members of the NACE National Board of Directors are not eligible  

 NACE-sponsored or NACE-related events ARE eligible.  
 Team entries are allowed to be entered in this category when joint efforts were required to produce the 

event. Teams may include other NACE members in good standing or non-NACE members, but must be 
entered by the NACE Member who produced the event. When a team wins an award, the Award will be 
given to the NACE Member entering the event. Additional duplicate awards can be ordered through NACE 
Headquarters (at the individual's expense) if desired.  

Note that events entered in the "Best Conceptual Table Presentation" event category may also be entered in the 
"Team Award" category as a separate entry if desired. 

Section 1: Elements Statement (max. 15 points). 300 to 1,000 words. 

Summary of the table presentation; including the event's theme, goals, objectives and number of attendees. Entry 
will be judged on how well the table design met the theme, goals and objectives of the client/event, and the 
different, unique or creative qualities which elevated the conceptual table to this outstanding level. 

Section 2: Table Concept and Planning (max. 20 points).  

 Overall planning process timeline and day of set up timeline (up to 1,000 words) - up to 10 points 

 Venue/Event Site - include location, description of venue, unusual/unique challenges presented by the site 
(up to 1,000 words) - up to 5 points 

 Overall room diagram to include placement of tables (.pdf or .jpg attachment) - up to 5 points 

Section 3: Table Theme and Presentation (max. 45 points) 

 Describe how the table elements (colors, textures, fabrics, dinnerware, glassware, silverware, etc.) supported 
the theme of the event (up to 2,000 words) - up to 15 points  

 Describe equipment, décor, tabletop designs, props, floral, ice sculpture, balloons and how they were used to 
realize the table theme and presentation (up to 2,000 words) - up to 15 points  

 Discuss any challenges presented by the table design in relation to seating, venue, etc. (up to 500 words) - up 
to 10 points  

 Describe any technical support required, other special effects and/or lighting, installation and the program 
agenda (up to 1,000 words) - up to 5 points  

Section 4: Supporting Material (20 points). Up to 15 files (file requirements: 20 MB upload limit, .doc, .pdf, 

one-page collage preferred) including: 

 Photos and/or PDF files (one-page collage preferred) of the event, "wow" factors, various angles of the table 
ready for service, food displays and/or tables, print materials, invitations, marketing materials, etc.  

 

 



2012 Best Design/Décor of the Year - Best Guest Table Presentation of the Year 

The NACE "Best Guest Table Presentation" award recognizes outstanding seated guest table design and décor 
where food and beverage was served. Caterers, chefs, restaurants, facility operators, clubs, hotels, institutions, event 

production companies, special event designers, linen companies, florists, balloon artists, ice artists and other 
members who have created seated guest table design for social events (weddings, fundraisers, private or corporate 
parties and other memory creating events) may enter. 

Note that guest tables entered in the "Best Guest Table Presentation" event category may also be entered in the 
"Team Award” category as a separate entry if desired. 

 NACE members in good standing who produced the event are eligible.  
 Members of the NACE National Board of Directors are not eligible  
 NACE-sponsored or NACE-related events ARE not eligible.  
 Team entries are allowed to be entered in this category when joint efforts were required to produce the 

event. Teams may include other NACE members in good standing or non-NACE members, but must be 
entered by the NACE Member who produced the event. When a team wins an award, the Award will be 
given to the NACE Member entering the event. Additional duplicate awards can be ordered through NACE 
Headquarters (at the individual's expense) if desired.  

Note that events entered in the "Best Guest Table Presentation" event category may also be entered in the "Team 
Award" category as a separate entry if desired. 

Section 1: Elements Statement (max. 15 points). 300 to 1,000 words. 

Summary of the table presentation; including the catered event's theme, goals, objectives and number of attendees. 
Entry will be judged on how well the event met the theme, goals and objectives of the client, and the different, 
unique or creative qualities which elevated the guest tables to this outstanding level. 

Section 2: Table Concept and Planning (max. 20 points).  

 Overall planning process timeline and day of set up timeline (up to 1,000 words) - up to 10 points  
 Venue/Event Site - include location, description of venue, unusual/unique challenges presented by the site 

(up to 1,000 words) - up to 5 points  
 Overall room diagram to include placement of tables (.pdf or .jpg attachment) - up to 5 points  

Section 3: Table Theme and Presentation (max. 45 points) 

 Describe how the guest table elements (colors, textures, fabrics, dinnerware, glassware, silverware, etc.) 
supported the theme of the event (up to 2,000 words). - up to 15 points  

 Describe equipment, décor, tabletop designs, floral, ice sculpture, balloons and how they were used to 
realize the guest table theme and presentation (up to 2,000 words) - up to 15 points  

 Describe any technical support required, other special effects and/or lighting, installation and the program 

agenda (up to 1,000 words) - up to 10 points  
 List the event menu (up to 1,000 words) - up to 5 points  

Section 4: Supporting Material (20 points). Up to 15 files (file requirements: 20 MB upload limit, .doc, .pdf, 

one-page collage preferred) including: 

 Photos and/or PDF files (one-page collage preferred) of the event, "wow" factors, various angles of table 
ready for service, food displays and/or tables, print materials, invitations, marketing materials, etc. 

 

 



2012 Best Event Production of the Year 

The "Best Event Production of the Year" award recognizes outstanding achievement in the overall event planning 
and production of a catered event by on and off-premise caterers, event planners, facility venue managers, 
institutions (charitable, cultural and educational) producing such events as parties, banquets, award ceremonies, 
fundraisers, festivals, sporting events, conventions and expositions. 

 

Award Category Definitions & Eligibility Award Categories by Budget: less than $25,000, $25,000 - $75.000, 
more than $75,000 

 NACE members in good standing who produced the event are eligible.  
 Team entries are allowed to be entered in this category when joint efforts were required to produce the 

event. Teams may include other NACE members in good standing or non-NACE members, but must be 
entered by the NACE Member who produced the event. When a team wins an award, the Award will be 
given to the NACE Member entering the event. Additional duplicate awards can be ordered through NACE 
Headquarters (at the individual's expense) if desired.  

 Members of the NACE National Board of Directors are not eligible  
 NACE-sponsored or NACE-related events are not eligible.  

Note that events entered in the "Best Event Production" event category may also be entered in the "Team Award" 

category as a separate entry if desired.  

 

Section 1: Elements Statement (max. 15 points). 300 to 1,000 words  
Summary of the catered event including theme, goals, objectives and number of attendees. Entry will be judged on 
how well the event met the purpose, theme, goals and objectives of the client, and the different, unique or creative 
qualities which elevated the event to this level. 

 

Section 2: Event Planning & Venue (max. 25 points).  
 Overall event planning timeline (up to 2,000 words) - up to 10 points  
 Day of event timeline (up to 500 words) - up to 5 points  
 Budget and actual revenue and expense - what the client actually spent with your company, for the part of 

the event for which you were contracted, plus the dollar value of any donated in-kind goods or services (up 
to 1,000 words) - up to 5 points  

 Venue/Event Site - include location, description of venue, unusual/unique challenges presented by the site 

(up to 1,000 words) - up to 5 points  

 

Section 3: Food & Beverage Service (max. 20 points) 
 List Menu and describe food and beverage in terms of color, texture, flavor, and presentation and how these 

elements coordinated with/supported/enhanced the event production (up to 2,000 words) - up to 10 points  
 Describe the service design, food station design, and any staff costumes, interactive participation, or other 

unique service features that contributed to or were impacted by the event production (up to 2,000 words) - 
up to 10 points  

 

Section 4: Event Theme Execution (max. 25 points).  
 Event theme goals (up to 1,000 words) up to 10 points 
 How the theme was supported by floral décor, linens, props, balloons, printed materials, etc. (up to 1,000 

words) up to 5 points 

 Special effects, tenting, lighting, or staging was used to support program theme. Describe any unique 
support elements (up to 1,000 words) up to 5 points 

 Describe any unique aspects of entertainment used to support the program theme (up to 1,000 words) up to 
5 points 

 

Section 5: Supporting Material (15 points). Up to 15 attachments including: 
 Photos and files of the event, "wow" factors, food displays and/or tables, print materials, invitations, 

marketing materials, etc. (file requirements: 20 MB upload limit, .doc, .pdf, .jpg, one-page collage 
preferred).  

 

 



2012 Best Team Event of the Year 
The "Best Team Event of the Year" award recognizes outstanding achievement in the seamless team effort to 
execute the total event planning and production of a catered event by a group of on and off-premise caterers, event 
planners, facility venue managers, institutions, (charitable, cultural and educational), production companies, special 

event designers, linen companies, florists, balloon artists, ice artists, entertainment companies, photographers, 
videographers and other members producing such events as parties, banquets, award ceremonies, fundraisers, 
festivals, sporting events, conventions and expositions while working together as a seamless team. 

 

Award Category Definitions & Eligibility Award Categories by Budget: less than $25,000, $25,000 - $75.000, 
more than $75,000 

 Eligibility - A minimum of three professionals have to have worked together and participating in the award 
entry process. At least one NACE member in good standing who catered the event qualifies the team as 
eligible.  

 Members of the NACE National Board of Directors are not eligible  
 NACE-sponsored or NACE-related events are not eligible.  
 Each team member participant must complete and sign the "Best Team Event of the Year" participant form 

and remit their separate entry fee. (In other words, if 4 people are submitting for this award, all four have to complete 
the form and each person must remit the $95 fee).  

 Each team member who submits an entry in this category will recieve a trophy, should this entry win.  

 

Section 1: Elements Statement (max. 10 points). 300 to 1,000 words 
Summary of the catered event including theme, goals, objectives, and a list of the different types of businesses 
represented by the team. Entry will be judged on how well the event met the purpose, theme, goals and objectives of 
the client, and the different, unique or creative qualities the team brought together which elevated the event to this 
outstanding level.  

 

Section 2: Event Planning & Venue (max. 25 points) 
 Overall event plan timeline and day of event timeline (up to 1,000 words) - up to 5 points  
 Budget and actual revenue and expense - what the client actually spent with each company entering, for the 

part of the event for which you were contracted, plus the dollar value of any donated in-kind goods or 
services (up to 1,000 words) - up to 5 points  

 Venue/Event Site - include location, description of venue, unusual/unique challenges presented by the site 
(up to 1,000 words) - up to 5 points  

 Décor Elements - describe how the theme was supported by floral décor, linens, props, balloons, printed 
materials, etc. (up to 1,000 words) - up to 10 points  

 

Section 3: Food & Beverage Presentation & Staffing (max. 20 points):  
 List Menu and describe food and beverage in terms of color, texture, flavor, and presentation in support of 

theme (up to 2,000 words) - up to 10 points  
 Describe the service design, food station design, and any staff costumes, interactive participation, or other 

unique features of the service element – (up to 2,000 words) up to 10 points  

 

Section 4: Entertainment & Technical Support (20 points). 
 Technical Elements - description of unique technical support elements and how special effects, tenting, 

lighting, or staging was used to support program theme (up to 1,500 words) - up to 10 points  
 Entertainment Elements - description of unique aspects of entertainment, and whether it supported/relied 

on the special effects, lighting, staging and theme of the event (up to 1,500 words) - up to 10 points  

 

Section 5: Supporting Material (max. 15 points). Up to 15 attachments including: 
 Photos and/or files of food displays and/or tables, print materials, invitations, marketing materials, client-

authored thank you letters, etc. (file requirements: 20 MB upload limit, .doc, .pdf, .jpg, one-page collage 
preferred).  

 

Section 6: Involvement (max. 10 points)  
 Each member entering for this award must provide a 1 page synopsis of their contributions to the event, and 

how the team worked together - file requirements: 20 MB upload limit, Word .doc  



2012 Catered Event of the Year 
The "Catered Event of the Year" recognizes outstanding planning and execution for on-premise, off-premise and 
wedding reception events. 

Award Category Definitions & Eligibility Award Categories by Budget: less than $25,000, $25,000 - $75.000, 
more than $75,000 

 On-Premise Catered Event -- Any event, excluding wedding reception events, produced by hotels on-
property, 
restaurants with in-house facilities, and other venues with "in-house" caterers.  

 Off-Premise Catered Event -- Any event, excluding wedding reception events, catered through the transport 
of food and beverage to an event site, even if food finishing and plating occurs at the venue.  

 Best Wedding Reception -- The catered reception occurring after a wedding ceremony held at either an on- 
or off-premise site as defined above. A Wedding Reception must be entered in this category -- it cannot be 
entered as either an On-premise or Off-premise event. Guest Tables from the Wedding Reception event 
entered in this category may also be entered in the "Best Guest Table" category as a separate entry, if 
desired.  

 NACE members in good standing who catered the event are eligible.  
 Members of the NACE National Board of Directors are not eligible  

 NACE-sponsored or NACE-related events are not eligible.  
 Team entries are allowed to be entered in this category when joint efforts were required to produce the 

event. Teams may include other NACE members in good standing or non-NACE members, but must be 
entered by the NACE Member who catered the event.  

 

Section 1: Elements Statement (max. 10 points). 300 to 1,000 words.  
 Summary of the catered event including theme, goals, objectives and number of attendees. Entry will be 

judged on how well the event met the purpose, theme, goals and objectives of the client, and the different, 
unique or creative qualities which elevated the program to this level.  

 

Section 2: Event Planning & Venue (max. 20 points).  
 Overall event plan timeline and day of timeline (up to 1,000 words) - up to 10 points  
 Budget and actual revenue and expense - what the client actually spent with your company, for the part of 

the event for which you were contracted, plus the dollar value of any donated in-kind goods or services (up 

to 1,000 words) - up to 5 points  
 Venue/Event Site - include location, description of venue, unusual/unique challenges presented by the site 

(up to 1,000 words) - up to 5 points  

 

Section 3: Food & Beverage Presentation & Staffing (max. 25 points):  
 List Menu & explain how the menu coordinated with the event theme. Describe food and beverage in terms 

of color, texture, flavor, and presentation in support of theme (up to 2,500 words) - up to 10 points  
 Provide Food and Beverage cost breakdown (up to 2,000 words) - up to 5 points  
 Describe the service design, food station design, and any staff costumes, interactive participation, or other 

unique features of the service element (up to 2,000 words) - up to 10 points  

 

Section 4: Event Execution (max. 15 points). 
 Event goals (up to 1,000 words) - up to 5 points  

 Décor Elements - describe how the event was supported by floral décor, linens, props, balloons, printed 
materials, etc. (up to 2,000 words) - up to 10 points  

 

Section 5: Entertainment & Technical Support (15 points) 
 Technical and Entertainment Elements - description of unique aspects of entertainment and technical 

support elements and how special effects, tenting, lighting, or staging was used to support program theme 
(up to 1,500 words) - up to 15 points  

 

Section 6: Supporting Material (max. 15 points) up to 15 attachments including: 
 Photos or files of food displays and/or tables, floor plan/room diagrams, print materials, invitations, 

marketing materials, client-authored thank you letters, etc. (file requirements: 20 MB upload limit, .doc, 
.pdf, .jpg, one-page collage preferred).  



2012 Planner of the Year 

Planner of the Year – Wedding/Meeting/Special Event 

The “Planner of the Year” recognizes wedding and event planners for outstanding achievement in the overall 
planning and production of events and whose contributions and involvement have made a significant impact on the 
catering and events industry. This award is based on a planner’s overall work in 2012, not based solely on one event 
produced. 

 NACE members in good standing who are wedding or event planners are eligible.  
 Non-members of NACE who are wedding or event planners are eligible.  
 Members of the NACE National Board of Directors, who served on the board at any time during the award 

year (2012), are not eligible.  

Section 1: Elements Statement (max. 40 points). Text only summary of: 

The nominee’s involvement in the catering and event industry, career experience, and overall participation, 

contributions and involvement with catering and events associations, and why they should receive this award (up to 
2,500 words). 

Section 2: Supporting Material (max. 30 points). Up to 15 items (File requirements: 20 MB upload limit, .jpg, 

.doc, or .pdf) including: 

 Information supporting the nominee's actions (e.g. letters of recommendation, letters from the clients, etc. 
(scan and upload information) – 5 attachments; 2 points each, up to 10 points  

 Association involvement (1 attachment; .doc or .pdf) in bullet point format: years of membership in 
catering and events industry associations, such as NACE, ISES, MPI, ABC, etc.; overall participation, 
contributions and involvement – up to 5 points  

 Honors or Awards the nominee has received (1 attachment; .doc or .pdf) in bullet point format; may be 
business, industry or community service - up to 5 points  

 Demonstrated mentoring and passion for the catering and events profession – speaking at industry meetings 
and conferences, teaching classes, articles written, etc. (1 attachment, .doc or .pdf) in bullet point format; up 
to 5 points  

 Public press coverage including NACE newsletters, etc. (scanned and uploaded) 5 attachments; 1 point 
per item, up to 5 points  

Section 3: Photographs of Events Produced (max. 30 points). Up to 10 items (File requirements: 20 MB upload 

limit, .jpg, .doc, or .pdf) including: 

 Photos of events planned and produced in 2012; include variety of pictures and events to show full scope of 
work – 3 points for each attachment; up to 30 points. 

 Scoring consideration of supporting material will be based on quality over quantity; however, a zero point 
score is awarded if this material is not included.  

 

  



 

 

 

 

 

 

 

 

 

Part X 

Student Chapters 

 

  



Student Chapter Reporting Procedure 
 

Student chapter reporting runs on a school year basis, August through July. All Chapter Reports are due quarterly 
by the 20th of month for the prior period. The schedule is as follows: 

November Reporting for August, September & October 
February Reporting for November, December & January 
May  Reporting for February, March & April 
August  Reporting for May, June & July  
 
Chapter reporting should be emailed to Alicia Crosby – hard copies can be faxed to her attention.  
Email: acrosby@nace.net 
Fax: 410-290-5460 

 

 

Chapter Reporting 

 

 Chapter Report template for reporting period 
o Attach current student chapter member roster, note chapter board members 
o Include full current contact information and tentative graduation dates for all members 

 Letter of compliance from faculty advisor – signed statement verifying chapter activities 

 Board meeting minutes for reporting period 
o If your chapter board did not have a formal board meeting with minutes one month, please indicate 

that on the Chapter Report 

 Bank statement for reporting period – this item must be submitted to NACE headquarters MONTHLY 
o A copy of the bank statement from your bank is required. 
o If bank account is run through the school and you are unable to obtain a formal statement, please 

submit treasury records 

 Program information for reporting month submitted on Wufoo database – student chapters are required to 

host at least FOUR programs per year 
o If your chapter did not have a program, please indicate that on the Chapter Report 

o Word document template is attached and links are below. 
 
Link to submit chapter programs 
http://nace.wufoo.com/forms/chapter-programs-form/ 

 
Link to view chapter programs 
http://nace.wufoo.com/reports/nace-program-ideas/ 
 

o Please note – all information must be available at time of submission. The Wufoo database does not 
allow the option to save and edit/add information at a later date. It is recommended that all 
pertinent information is entered into the Word template and then cut and pasted into the database. 

 

 

Chapter Reporting Protocol 
The following steps are taken in order to obtain quarterly chapter reports. If reports are not submitted in a timely 
manner, delinquency could lead to chapter charter revocation. The Chapter President is ultimately responsible for 
all chapter reporting items including financial documents and Wufoo submission. 

 

Step 1: E-mail reminders, delivered via e-mail to the president - 1 week prior to when the reports are due 

Step 2: Second reminder to president and faculty advisor – 1 week after the reports are due 

Step 3: Third reminder, copied to the chapter board – 2 weeks after the reports are due, giving them 2 weeks to get 
the reports completed 

Step 4: Certified letter to the chapter president, copied to chapter leaders, faculty advisor, student chapter liaison 
and student chapter members. 
 
 

http://nace.wufoo.com/forms/chapter-programs-form/
http://nace.wufoo.com/reports/nace-program-ideas/


 
Student Chapter Quarterly Report 

 
The contents of this report are for the following period: 
_____ August through October 
_____ November through January 
_____ February through April 
_____ May through July 
 

Chapter Name: 
Person Reporting: 
Last contact with your national representative (either national staff or CPC chairs) 
If applicable, please comment on discussions and the impact or action items which need to be addressed by as a 
result of the contact. 
 

Chapter Board Activities (please attach meeting minutes as separate documents): 
Chapter Board Meeting Dates: 
 

Faculty advisor verification (please attach letter of compliance from advisor) 
 

Chapter Finances (please send bank statements by fax or e-mail) 

 School activity account       Bank account (not associated with school) 

 

** PLEASE NOTE: Chapter account/bank statements must be sent to NACE headquarters MONTHLY 

 

Chapter Committees: 
For the reporting quarter, the following committees met:  
 

Communications: 
It is important that communications between your chapter and headquarters remain current.  

 Attach current student chapter member roster, note chapter board members 

 Include full current contact information and tentative graduation dates 
 

Chapter Program Information: 
We would like to post your program information on the NACE national web site to serve as a resource for other chapters, so please 
be as detailed as possible. 

 
Program Information Uploaded by Programs Chair: YES ___________ DATE: ___________ 

 
 

Please forward this document as well all other required reporting to Alicia Crosby at acrosby@nace.net and  

410-290-5460 (fax). 
 

If you have any questions, concerns, suggestions, new ideas or need assistance, please contact Alicia Crosby, 
Membership and Chapter Relations Manager at acrosby@nace.net or 410-290-5410 x231. 

 
Thanks and we look forward to hearing from you next quarter. 

Keep up the good work! 
 
 

National Association for Catering and Events ● 9891 Broken Land Parkway, Suite 301, Columbia, MD 21046 

P: 410-290-5410 ● F: 410-290-5460   www.nace.net 

 

mailto:acrosby@nace.net
http://www.nace.net/


NACE Student Chapter 

Financial Statement Instructions 
 
All NACE student chapters are required to submit quarterly reporting to National Headquarters in order to 

maintain official chapter charter status. We understand student chapters work differently than professional chapters, 
especially where financial accounts are concerned.  
 
Below are specific instructions regarding student chapter financial record reporting – 
 

 For all student chapters, we require at least (2) contact names of people who have access to the chapter 

finances. 

 

 If your student chapter has opened a bank account with a 3rd party, national banking institution (not a 

school account), you are required to submit bank statements to NACE national MONTHLY. These 

statements can be faxed or scanned/emailed, but must be copies of the official monthly bank statements 

received. Screen shots of online account balances are not acceptable. 

 

 If your student chapter account is administrated by the college or university student activities/governance 

board, you are required to submit the following explanation with quarterly student reporting – 

o Letter of explanation of account, to include: 

 Who has access to monies in account? 

 What is chapter policy on determining access? 

 How often is access changed/updated as student leaders transition? 

 How are monies accessed?  

 Include procedure for making both withdrawals and deposits. 

 What kinds of monies are typically deposited – donations, profits from raffles/fundraisers, 

meeting fees, etc.? 

 What kinds of monies are typically withdrawn – speaker fees, marketing expenses, etc.? 

 
 

  



 
NACE CHARTERWATCH  

 

MAINTAINING YOUR STUDENT CHAPTER CHARTER 
 

The NACE National Board and staff are committed to ensuring the longevity and health of your student chapter. The critical 

component of your success is fostering leadership, succession planning, presenting quality programs, communicating 

effectively, and maintaining high standards of membership and ethics.  

 

The requirements to maintain a NACE Student Chapter Charter provide a “check and balance” that the standards are being 

maintained. This communication and reporting between your chapter and NACE Headquarters strengthen and builds these 

relationships. Holding a NACE Student Chapter Charter is a privilege to be valued and nurtured by everyone involved. 

 

Procedure: 
7. Each Student Chapters must be re-certified every year. A reminder notice will be sent to all student chapter presidents and 

affiliated professional chapter president sixty days prior to the due date of chapter materials.  

 

8. The Professional Chapter President will review the chapter materials and Chapter Statement of Certification to ensure they 

are complete prior to the Statement of Certification being submitted to NACE Headquarters. If the Professional Chapter 

President cannot recommend re-certification for a chapter, then he/she must submit a written letter to NACE Headquarters 

outlining the chapter issues and why they cannot recommend them for re-certification.   

 

9. The Student Chapter will submit all required electronic documents (not already on file), the certification letter, and the 

Professional Chapter President recommendation letter to NACE Headquarters by March 30, 2013. 

 

10. NACE Headquarters staff will review the material and Statement of Certification, and complete a tracking form for 

quarterly chapter reports and bank statements. The chapter will receive a letter confirming their recertification.  

 

11. Any student chapter not receiving a recommendation from the Professional Chapter President for re-certification will be 

brought to the attention of the NACE National Board of Directors. If a student chapter is found in violation of its charter, 

the Board may elect to revoke the charter per the association’s National Bylaws listed below: 
 

Article X, Section 1.B states:  “Chapter Charters may be revoked by the Board of Directors where the conduct of the Chapter is in violation of 

the Bylaws and/or prejudicial to the best interests of the Association. Notice of charges shall be mailed to the Chapter President with copies to 

the Chapter members of record and any member or members of the Chapter may appear in its defense. Upon revocation of the Charter, all fully 

paid-up members may be considered Members-At-Large as provided by Article IV, Section 2.C. 

 

Requirements: 
The student chapter shall maintain official annual chapter records for each year and file all required materials as outlined. All 

documents are required to be electronic and submitted quarterly to NACE national Headquarters by email. Submitting all 

materials to NACE national will accomplish the following: 

c) Ensure that all materials are available to incoming officers, making the leadership transition more efficient.  

d) Ensure that all materials are available for reference by the Professional chapter leadership, NACE national 

board and NACE headquarters. 

 

Required Materials:  
• Current Chapter Bylaws (contact NACE headquarters for bylaws on file; if bylaws have been amended, please provide 

updated copy) 

• Chapter report – submitted quarterly; 4 per year required 

• Chapter Board Meeting Minutes – at least 4 per year required 

• Bank Statement Copy – 12 per year required (monthly) 

• Monthly Chapter Reports – at least 4 per year required 

 

Hardcopy, mailed to NACE Headquarters 

•Chapter Statement of Certification (attached), signed by the Student Chapter President and one additional chapter 

officer, and reviewed/approved by the Professional Chapter President.  

  



 
 

Chapter Statement of Certification 

 
We hereby certify the ______________________________ Student Chapter of NACE has met the following standards 

for maintaining a NACE Student Chapter Charter for the year ending  December 2012.  

 
            Student    Student 

              Chapter     Chapter 

President   Officer 

Initials  Initials 

 

______  ______ All required student chapter documents are on file with NACE national, including  

    Petition for Affiliation, letter of agreement from school/university and student  

    chapter bylaws.  

 

______  ______ All student chapter officers are current members in good standing.  

 

______  ______ All student chapter officers received a copy of the officer job description upon taking  

    their office and understand their role and responsibilities. All signed job descriptions  

    are on file with student chapter secretary. 

 

______  ______ The student chapter has maintained a minimum of (5) members throughout the year.  

 

______  ______ The student chapter has held a minimum of (4) chapter board meetings throughout  

     the year.  

 

______  ______ The student chapter has held a minimum of (4) member programs throughout the  

     year.  

 

______  ______ Chapter financial records are up-to-date, and all financial information necessary to  

    substantiate revenue and expense are organized and available; filing of any  

    applicable tax returns are being handled in accordance with state and federal law.  

 

______  ______ All required quarterly chapter reporting for year has been submitted to NACE  

    headquarters in a timely manner.  

 

______  ______ The student chapter has participated in sponsoring professional chapter programs.  

    Student chapter has attended ______ professional chapter programs throughout the  

    year. 

 

______  ______ The student chapter is sending out proper communication (meeting notices, chapter 

newsletters, etc) to the membership in an effective and timely manner and is keeping 

its membership apprised, aware and informed about national policies, activities and 

initiatives.  

 

______  ______ The student chapter’s website has been reviewed by the chapter president on a  

    regular basis and is current with: 

____ membership application  ____ link to NACE National Website 

____ local board of directors contact list ____ display of NACE logo 

____ chapter meeting information  ____ NACE Mission Statement 

 

______  ______ The student chapter’s overall activities and operations are performed in a  

    professional manner, and the NACE Mission Statement and Code of Ethics are a  

    priority of the chapter.  



 

Chapter Statement of Certification, page 2 

 

 

 

 

____________________________________________  ______________________________________ 

Chapter President    Date  Chapter Officer      Date 

 

 

 

____________________________________________  ______________________________________ 

Print Name       Print Name and Position Held 

 

Chapter: Please submit this form to your sponsoring Professional Chapter President for review and signature prior to 

sending to NACE Headquarters.  

 

 
 

 

Reviewed/Approved by Professional Chapter President: 

 

I hereby verify that the above Statement of Certification signed by the __________________ student chapter 

representatives is accurate and true. 

 

 

__________________________________________________________________________________________ 

Name         Chapter   

 

 

__________________________________________________________________________________________ 

              Print Name         Date 

 

 
Note to Professional Chapter President: if you are unable to recommend this chapter for recertification, please attach letter of 

explanation. 

 

 

 

Reviewed and Approved for Re-certification by NACE Staff: 

 

 

__________________________________________________________________________________________ 

Signature/Title          Date 

 

 

 
 

 

 

Mail this completed form to: 

NACE Headquarters 

9891 Broken Land Parkway 

Ste. 301 

Columbia, MD 21046 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

National Association for Catering and Events 

Student Chapter Development Manual 
 

 

NACE Student Chapter Mission Statement 
To serve its members by enhancing their knowledge of the catering and events industry and provide access to hands-on 

educational programming. To serve the catering and event industry by helping to develop highly qualified,  
well-prepared professionals 
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I. Purpose of this manual 
 

The Student Chapters Program of the National Association for Catering and Events was formed to introduce students to a 

professional organization and to develop the habit of professional growth achieved through participation in local Chapters. The 

purposes of the Student Chapters Manual are: 

 

 to provide student chapter officers with a resource for answering questions about NACE and the benefits of student 

membership  

 to describe the role and structure of a student chapter,  

 to explain the support and services available from NACE,  

 to offer suggestions for a range of activities possible for a student chapter,  

 to provide a single resource of useful information for the formation and operation of a student chapter.  

 

Each NACE student chapter is issued a copy of the Manual. It is helpful for the faculty sponsor and all chapter officers to be 

familiar with its contents. Following each election, the outgoing chair will pass the Manual, along with other chapter records, to 

the new chair. 

 

II. About NACE 

 

The National Association for Catering and Events, the oldest and largest catering association in the world, encompasses all 

aspects of the catering industry. Dedicated to promoting career success for its members and the professionalism of the industry, 

NACE offers educational programs, professional certification, chapter initiatives, networking opportunities, recognition and 

awards programs, a job bank, community service projects and the industry’s most prestigious annual conference. In helping its 

members enhance their business and careers, NACE helps the industry reach its highest potential. 

 

NACE MISSION STATEMENT 

The mission of NACE is “To provide catering and event professionals superior education, networking and resources to 

enhance career success and deliver excellence to clients.” 

 

III. Why should a student join NACE? 

 
NACE offers student members a number of immediate benefits, including: 

 Hands-on Educational Programming- Industry speakers, workshops, resources and inside tips from industry 

professionals 

 Network with Industry Executives- Meet your future employers up close and personal. Student members have the 

opportunity to attend NACE events, including monthly luncheons and meetings. 

 Experience! Conference - NACE’s premier event, this meeting provides interaction with celebrity chefs and industry 

professionals as well as breakout and hands-on sessions. The ultimate learning Experience! 

 Recognition through chapter Student Awards Program- Get your name on the map by receiving awards through 

NACE chapter participation. 

 Internship Opportunities- Available locally through your designated chapter or nationally by volunteering at 

Experience! 

 Mentorship Program- Participate in a one-on-one program, matching students with mentors from the catering and 

event industry which can offer a broader understanding of the field and a more realistic view of the working world than 

generally available in the classroom. 

 Scholarship Opportunities- The Vincent DeFinis Scholarship is awarded annually to one undergraduate student 

member who is pursuing a degree in hospitality. In addition, chapters may offer scholarship to students to cover their 

expenses to attend the Experience! conference. 

 National Newsletter- Newsletters and publications that update student members on trends and issues 

 Online Membership Directory- Connect with students across the country interested in the catering and event industry 

 

 



IV. NACE Headquarters information 

 

The NACE headquarters, based in Columbia, MD, offers chapters and student chapters in planning and operations by 

providing resources and tools to leaders. 

 

NACE headquarters contact information: 

Name   Title      E-mail 

Sylvia Buell   Administrative Assistant    sbuell@nace.net  

Bonnie Fedchock  Executive Director    bfedchock@nace.net  

Kim Grimm   Director of Membership and Marketing   kgrimm@nace.net  

Leslie Jones   Director of Education and Certification  ljones@nace.net  

Alicia Crosby  Membership and Chapter Relations Manager acrosby@nace.net   

Jill Hunt   Business Development Manager   jhunt@nace.net  

Joanne Kim   Marketing and Communications Coordinator jkim@nace.net  

Kristen Reilly  Education Coordinator    kreilly@nace.net  

Danielle Richards  Membership Services Coordinator  drichards@nace.net  

 

V. Role of student chapters 

 
Now more than ever, we are focusing on the future of NACE and by doing so, making every effort to offer students the 

opportunity to establish college/university chapters. NACE established student chapters to provide an opportunity for students 

to play a more active role in the association and its professional activities. By encouraging organization of student chapters, 

NACE is able to introduce students to the benefits of a professional organization and ensures they are well oriented and 

prepared to assume leadership roles throughout their careers. Finally, students find the various activities of NACE and its 

student chapters both professionally and socially exciting as well as rewarding. 

 

VI. Forming a Student Chapter 
 

Starting a NACE student chapter is a great opportunity for students in your area to develop their knowledge of the industry, 

expand on the education they receive in the classroom and network with fellow students and future employers. Following are 

some steps you may take in considering pursuing a NACE student chapter in your area. 

 

Requirements  

A group of students at any accredited college or university, who have a local NACE sponsoring professional chapter within a 

reasonable distance, may petition for a charter as a student chapter of NACE. Informational materials are available from the 

Membership and Chapter Relations Manager at NACE Headquarters – acrosby@nace.net  

 

Even before these steps are taken, the requirements of the college or university regarding clubs affiliated with larger 

organizations should be investigated. NACE will make every effort to accommodate individual school regulations; the 

Association's bylaws contain a specific reference to potential conflicts, and state that exceptions may be granted in cases of 

conflict with school policy.  

 

If you find specific problems, you should write the proposed bylaws to reflect the school's policy. The Membership and Chapter 

Relations Manager at headquarters will review the materials and will assist in making any necessary revisions. The Manager 

will then forward the materials to NACE’s Student Membership Committee for consideration. Upon approval by the Board, a 

charter will be granted, and a charter certificate will be sent to the chapter's faculty sponsor for presentation to the chapter. 

 

The petition for a student chapter must be signed by 3 or more student members of NACE (some or all of whom may be joining 

NACE when the charter application is submitted), and one voting member of the NACE sponsoring chapter who is willing to 

serve as the liaison for the student chapter. The sponsor (usually a faculty member at the institution), represents both NACE 

and the institution, and cannot be a student chapter officer who represents the students in the chapter. Along with the petition, a 

set of proposed bylaws, which outline the organizational structure of the chapter, must be submitted. Suggested bylaws can be 

found in this manual and may be modeled after this sample. 
 

Materials that should be submitted with your petition include: 

 Minimum of 5 student members 

 Petition for affiliation and adopted and signed chapter bylaws 

 Letter of agreement from faculty advisor 

 Notes from first meeting with faculty advisor (meeting minutes) 
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Organizational meeting 

 

As soon as you are notified that your petition for a student chapter has been approved, a formal meeting should be held to 

adopt the approved bylaws and elect officers according to the following guidelines: 

 Call a meeting of those students who signed the chapter petition. The quorum for this meeting is two-thirds or ten, 

whichever is larger.  

 The meeting is called to order and presided over by the NACE member who signed the petition as sponsor of the 

chapter. The order of business is:  

1. Nomination and election of a president. 

2. Adoption of the approved bylaws. 

3. Nomination and election of the interim officers listed in the chapter petition to fill those offices specified in the 

bylaws, e.g., president, vice president.  

4. New business.  

The interim officers take office immediately upon election. The interim officers should then serve until their successors take 

office following the next annual election meeting. 

 

VII. Organizational structure of a student chapter 

 

Student Faculty Advisor 
A faculty advisor is a required position on the sponsoring chapter board in order for a student chapter to exist. Some local 

chapters provide an ex-officio (non-elected, nonvoting) position on its Board of Directors for the president of the student 

chapter. In addition to the faculty advisor and President of the student chapter, a Vice President, Secretary and Treasurer are 

also required. Participating in the monthly board meetings provides the Student Chapter president direct interaction with the 

governing body of the local chapter and lets the association know what the student chapter is doing. 

 

The Faculty Advisor is the official link between the student chapter and the sponsoring NACE chapter. The Faculty Advisor 

must meet the following requirements: 

1. Be a full-time teacher  

2. Be a member of NACE 

3. Be recognized as the official faculty representative to the NACE student chapter. 

Some responsibilities of the Faculty Advisor include: 

 Represent the chapter in the sponsoring academic department. 

 Explain the objectives of NACE to other faculty members. 

 Obtain the support of faculty and other university officials in decision-making positions on behalf of NACE. 

 Communicate departmental attitudes and messages to members of the student chapter and to the sponsoring NACE 

chapter. 

 Carry on continuing communication with the sponsoring NACE chapter to encourage an active, productive 

relationship between them and the student chapter. 

 Meet with student chapter early in the academic year to establish objectives for the student NACE chapter-sponsoring 

NACE chapter. 

 Set a tone of professionalism for the chapter, its officers and members. 

 Motivate members through his or her example and counsel to be active members of NACE.  

 Stress that NACE is a national organization; it is the world's largest organization of catering and event industry 

professionals. 

 

Student Governing Body 

 

Student Chapter President 

 Preside at all Executive Board and general membership meetings.  

 Appoint heads of committees to carry out the business of the chapter. 

 

Student Chapter Vice President 

 Preside at Executive Board and general membership meetings in the absence of the president.  

 Assist the president in the management of the chapter. 

 Perform all other duties incident to the office. 

 

 

Student Chapter Secretary 

 Record all minutes of the Executive Board and general membership meetings. 



 Responsible for all correspondences and files or correspondences. 

 Perform all other duties incident to the office. 

 

Student Chapter Treasurer 

 Maintain all records of receipts and expenditures for the chapter. 

 Submit financial reports to the Executive Board. 

 Perform all other duties incident to the office. 

 

Student chapter finances 

 

All NACE student chapters are responsible for the collection and disbursement of their own funds with the supervision of the 

faculty advisor. A summary of the responsibilities are as follows:  

1. Any chapter that collects, holds or disburses funds on behalf of NACE or any of its chapters must submit an annual 

accounting of such funds. 

2. All chapters are required to file its own tax return and should provide a copy of the return to the sponsoring chapter. 

3. Failure to submit financial reports is grounds for revocation of charter. 

4. Any chapter desiring to solicit funds of more than $5,000 cash or equivalent goods or services from a single source 

must obtain approval from NACE in advance. Solicitations of donations of small magnitude for a specific goal of a 

specified time do not require presidential approval.  

5. Disbursements of funds for those expenditures necessary for the normal operation of the chapter do not require 

presidential approval. 

6. Upon dissolution of a chapter or revocation of a chapter's charter, all assets of the chapter become the property of 

NACE. The only exception to this rule is in the case of certain student chapters, whose educational institutions require 

that such assets be transferred to them for a purpose within the contemplation of section 501 (c) of the Internal 

Revenue Code of 1954. 

VIII. Student chapter activities 

 

Meetings and Programs (minimum 4 meetings per year) 

The student chapter can often help with many of the activities of the sponsoring NACE chapter. Student chapter members are 

normally invited to attend the monthly meetings and other member activities of the sponsoring chapter. In many instances, this 

involvement is the first step to grooming individuals into becoming members after they graduate. In short, the student members 

should be treated as any other member of the sponsoring chapter. The student chapter is a readily available source of 

peoplepower to assist at major chapter activities such as monthly educational programs, trade shows and community service 

projects. The participation of students can benefit both the local chapter and the students. While students gain valuable 

experience with the operations of the chapter, the chapter gains assistance in accomplishing certain tasks and develops a 

working relationship with the students. 

 
Involvement of the Chapter in Student Activities 
Many Student Chapter activities should be coordinated with the sponsoring chapter. Here’s a sample of what can be done to 

support a student chapter: 

 Suggest potential meeting or classroom speakers. 

 Provide information on what is going on in the industry. 

 Arrange field trips to related industry sites. 

 Invite students to membership meetings and other events. 

 Develop a summer internship program with local industry leaders. 

 Provide scholarships. 

 Sponsor local job fairs. 

 Sponsor attendance to Experience! 

Additionally, student chapters are often invited to use the resources of the sponsoring chapter. Offices, copy machines and 

mailing lists are often provided at little or no cost. 

NACE Student Chapter Meetings 

Chapter meetings should probably not last longer than one hour. Most student chapters meet monthly or bi-monthly to take 

care of their business. 

 

Here's a sample meeting agenda: 

 Call to order 

 Approval of minutes from last meeting 



 Officer reports 

 Committee reports 

 Old Business 

 New Business 

 Announcements 

 Adjournment 

IX. Chapter Reports 

Student chapters are responsible to send in chapter reports to the sponsoring chapter on a monthly basis and NACE national 

headquarters on a quarterly basis. The chapter report should include new member updates, chapter business and finances.  

 

Student Chapter Reporting Procedure 
Student chapter reporting runs on a school year basis, August through July. All Chapter Reports are due quarterly by the 20th of 

month for the prior period. The schedule is as follows: 

November Reporting for August, September & October 

February Reporting for November, December & January 

May  Reporting for February, March & April 

August  Reporting for May, June & July  

 

 Chapter Report template for reporting period 

o Attach current student chapter member roster, note chapter board members 

o Include full current contact information and tentative graduation dates for all members 

 Letter of compliance from faculty advisor – signed statement verifying chapter activities 

 Board meeting minutes for reporting period 

o If your chapter board did not have a formal board meeting with minutes one month, please indicate that on 

the Chapter Report 

 Bank statement for reporting period – this item must be submitted to NACE headquarters MONTHLY 

o A copy of the bank statement from your bank is required. 

o If bank account is run through the school and you are unable to obtain a formal statement, please submit 

treasury records 

 Program information for reporting month submitted – description of program topic, room set-up/venue, 

speaker/panelists, menu, etc. 

 

Chapter Reporting Protocol 

The following steps are taken in order to obtain quarterly chapter reports. If reports are not submitted in a timely manner, 

delinquency could lead to chapter charter revocation.  

Step 1: E-mail reminders, delivered via e-mail to the president - 1 week prior to when the reports are due 

Step 2: Second reminder to president and faculty advisor – 1 week after the reports are due 

Step 3: Third reminder, copied to the chapter board – 2 weeks after the reports are due, giving them 2 weeks to get the reports 

completed 

Step 4: Certified letter to the chapter president, copied to chapter leaders, faculty advisor, student chapter liaison and student 

chapter members. 

 

Questions?  

Contact Alicia Crosby, Membership and Chapter Relations Manager 

Tel. 410-290-5410 ext. 231 Email: acrosby@nace.net  

 

 

 

 

 

 

 

 

mailto:acrosby@nace.net


 

 

 

 

 

 

 

Student Chapter Development Resources 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 
 

BYLAWS of the ______________________ (NAME OF SCHOOL) 

Student Chapter of the National Association for Catering and Events 
 

ARTICLE I: MEMBERSHIP 

Section 1 
Any person who meets the membership requirements may by extended an invitation to join the chapter. 

Section 2 

A member may be censured, suspended, or expelled from the chapter by a two-thirds (2/3) vote of the active membership if 

found to be in the best interest of the chapter, and the member has been afforded a reasonable opportunity to be heard. 

Section 3 

Only those members in good standing may participate in the affairs of the chapter. 

  

 

ARTICLE II: MEETINGS 

Section 1 
Meetings of the chapter shall be held on ___________________ of each month or such other time as may be selected. 

Section 2 

Special meetings of the membership may be called at any time by the president upon reasonable advance notice. 

Section 3 
Meetings shall follow Robert's Rules of Order. 

 

  

ARTICLE III: OFFICERS 

Section 1 

The officers shall have the following duties and responsibilities: 

 President-shall be the chief officer of this chapter and shall preside at its meetings. He/she shall appoint all committees, 

shall be an ex-officio member of all committees, and shall perform all duties usual to such office. 

 Vice President-shall perform the duties assigned to him/her by the president and in the absence of the president, 

perform the duties usual to the office. He/she shall also coordinate all the activities of the committees. 

 Secretary-shall keep a record of all the official proceedings of the chapter, maintain the membership records in 

coordination with the treasurer and be responsible for coordinating the communication between members. 

 Treasurer-shall be responsible to the Association for an accounting of all monies collected and disbursed by the 

chapter. He/she shall be responsible for the collecting, depositing and disbursing all monies. He/she shall render 
periodic records to the chapter during his term of office. 

Section 2 
Only those members in good standing may be elected to office. 

 Any officer who shall fall delinquent in payment of dues during the term of office shall resign from such office. 

Section 3 
Any officer may be removed from office by a two-thirds (2/3) vote of the active membership. 

Section 4 

The officers and faculty advisor shall be elected by a majority vote of the active members. 

  

ARTICLE IV: COMMITTEES 

Section 1 

The standing committees shall be: 

 Executive Committee--shall consist of the president, vice president, secretary and treasurer.  

  ______________________________________  

  

______________________________________  

 ______________________________________  



ARTICLE V: FINANCES 

Section 1 

The dues of this chapter shall be payable annually in advance at the first meeting of the fall term at the rate of $50.00 per 

member. 

Section 2 

Dues for membership in the National Association for Catering and Events shall be paid by this chapter from its treasury at the 

rate fixed and under the terms stated by that association, as may be amended from time to time. 

Section 3 
Members who have sufficiently paid their dues shall be considered in good standing and referred to as "active." 

  

 

ARTICLE VI: VOTING 

Section 1 

At the meeting of the membership, only active members shall have the right to vote. 

Section 2 

A motion shall be carried by a majority vote of the members present, provided a quorum is in attendance, unless otherwise 

provided for by these bylaws. 

Section 3 
A quorum of membership shall consist of not less than one-third (1/3) of the active members. 

Section 4 
Elections shall be conducted under the rules and procedures approved by the membership in advance of the meeting at which 

an election is to be conducted. 

  

 

ARTICLE VII: NOTICES 

Section 1 

Members shall furnish the secretary with their addresses and the mailing of any notice to such address shall be deemed service 

of such notice or notices upon them as of the date of the mailing of the same. 

 

 

ARTICLE VIII: AMENDMENTS 

Section 1 
Any member may propose amendments to these bylaws at any regular meeting. The proposed amendment must be in writing 

and must lay on the table until the next meeting after its first reading. 

Section 2 
Adoption of an amendment must be by an affirmative vote of two-thirds (2/3) of the chapter's active membership. 

Ratification of these bylaws was made on this day _______________________ of 20____. 

 

______________________________________ 

(PRESIDENT) 

 

Attested by: 

______________________________________ 

(SECRETARY) 

______________________________________ 

(DATE) 

 

 
 

  



 
 

 

Petition for Student Chapter 

 

The      chapter requests student affiliation with the National Association for Catering and 

Events. 

 

FACULTY ADVISOR 

Name:                 NACEID:        

 

Title:                 

 

Institution:                

 

Department:                

  

Address:                

 

City:          State/Province:       

  

Zip Code:        Country:         

  

Phone:        Fax:          

  

E-Mail: ____________________________________________________________________________________________________ 

 
Web/social networking link:        ___________________________________ 

 

I agree to serve as the recognized liaison between NACE and this student chapter and maintain an NACE membership. 

 

Signature:         Date:        

 

 

CHAPTER PRESIDENT 

Name:             NACE ID:       

 

Title:                 

  

Chapter:                

 

Address:                

 

City:         State/Province:        

 

Zip Code:        Country:         

  

Phone:        Fax:          

     

E-Mail: __________________________________ Web:           

 

STUDENT CHAPTER HISTORY (mo/dd/yr) 

 

First Meeting with Faculty Advisor:             

 

Original Organizational Meeting:             

 



SUPPORTING DOCUMENTATION 

The following documentation must be submitted with this application. Failure to submit all required documentation will delay 

the processing of this application.  

 

 Letter from faculty advisor consenting to serve as an advisor  

 Notes from first meeting with faculty advisor 

 List of chapter leaders 

 Student chapter bylaws 

 College or university sponsor letter  

 

 

This application was completed and verified by 

 

                

Printed Signature Title 

 

                

Signature Date   

APPLICATION FOR STUDENT CHAPTER AF 

FILIATION 
QUESTIONS? 

Contact Alicia Crosby, Membership and Chapter Relations Manager at acrosby@nace.net or 410-290-5410 x231 

 

Date Received: _____________ Date Verified: _______________Verified By: ______________ 
 

Submit your materials to: 

 

NACE Student Chapters • 9891 Broken Land Parkway, Suite 301 • Columbia, MD 21046  

Fax 410-290-5460 
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About NACE 

 

Overview and Purpose 
NACE is the oldest and largest professional association that addresses all aspects of the catering industry. Through the 

collective efforts of members, local chapters, committees and the Foundation of NACE, NACE is at the forefront of the issues 

that directly affect you and your business. 

 

From practical tips that you can use to provide better service to your clients, to recognition and marketing programs that 

enhance the credibility and professionalism of the field, NACE is on the cutting edge. From educational programs to standards, 

to ethics, NACE leads the way.  

 

Through Chapter involvement, members will have an opportunity to work on community service projects and voice their 

opinion about issues that affect them locally and nationally.   

 

 

Mission 

NACE’s mission is to advance the catering and events industry and its professionals 
 

The heartbeat of our association lies within the resounding successes we value in our chapters. The majority of NACE members 
know what NACE is all about only by what is experienced, enjoyed and benefited from the local Chapter experience. The role 

that is played by those individuals who choose to start a chapter, become chapter leaders and continue with local initiatives 

throughout the years is of the utmost importance. 

 

 

NACE Code of Ethics 

 

 Members shall, at all times, conduct themselves and their professional activities in conformance with the laws of the land.  

 Members shall keep the concerns of their clients foremost in mind in the conduct of their business, consistent with the 

objectives of their employers.  

 Members shall continuously work to improve their knowledge and skills to the benefit of their clients, themselves, NACE 

and the organization they represent.  

 Members will have sympathetic understanding of the problems of fellow members. This understanding is a unifying and 

strengthening force.  

 Members shall transact all business on behalf of the association in accordance with the bylaws, policies and procedures 

manual, laws of the land and this code of ethics.  

 Members shall not engage in activities harmful to the purpose of NACE, nor use their position in the association to exploit 

personal views.  

 Members shall devote themselves to giving of their time and talent to the communities in which the live, work and play, 

without regard to rewards there from.  

 Members shall encourage promising persons to enter the profession of catering and to grow therein to become the best in 

their chosen profession.  

 

 

 

 

 

 

  



CharterWatch 
 

The NACE CharterWatch program was established to allow NACE chapters to get started and maintain their organizational 

charter. The work reflected herein is divided into two parts:   

 

CharterWatch - Part One 

Details what needs to be accomplished in order to become a chartered chapter under the NACE association banner. 

 

ChaterWatch – Part Two 

Details what chapters must do to maintain their charter and re-certify their charters. 

 

 

CharterWatch – Part One 

Requirements 
 

In order to have your chapter chartered as an official NACE Chapter, the following items need to be completed and reviewed 

by Chapter Presidents’ Council Chair and the national board of directors. This process generally takes a year and you will 

receive your charter at the annual Experience! conference in July.  

 

 

Phase I – Initial Steps 

 A tax EIN  

 A mailing address for NACE communications 

 Chapter checking account 

 Establish executive board of directors 

o President 

o Vice President 

o Secretary/Treasurer (can be held by one or two people) 

o Event Professional 

o Membership chair (not required but recommended) 

o Programs chair (not required but recommended) 

 Define board position descriptions 

 Officially meet for first board meeting 

 Plan official chapter launch reception 

o Build initial membership 

o Bring awareness of NACE to community 

 

 

Phase II – Next Steps (to be taken only after Phase I is completed) 

 Adopted and signed governance documents 

o Chapter bylaws 

o Chapter affiliation agreement 

o Chapter mission statement 

o Conflict of Interest/Confidentiality forms signed by board 

 A documented chapter board retreat 

o Set budget for the year  

o Set chapter goals for the year 

o Teambuilding 

o Schedule of monthly board meetings 

o Schedule and topics of at least 10 Monthly Programs 

 A minimum of 15 Professional Members 

  



Chapter Leadership  
 

Governance and Leadership Planning  
The leadership that is established at the start of the chapter will determine the overall success of the chapter. You will need a 

core group of at least six to seven leaders who are interested in starting a NACE chapter. These leaders must become NACE 

members by completing an application as At-Large members.  The following positions are required before a chapter can be 

chartered:  

 President 

 Vice-president 

 Secretary/Treasurer (can be represented by two different people) 

 Event Professional 

 Membership Chair (not required but highly recommended) 

 Programs Chair (not required but highly recommended) 

 

Sample job descriptions for each position are included in this chapter start-up kit. They outline the roles and responsibilities for 

each position and require recognition and acceptance of those items before participants can move forward in the process. 

Descriptions should be tailored to your chapter and be signed and dated by the participant to be documented in your 

CharterWatch requirements. Additional positions such as Hospitality, Marketing/Communications, Webmaster and a 

Fundraising/Community Service Chair may be named at a later date.   

 

Bylaws 
Each chapter is required to adopt a set of bylaws and chapter affiliation agreement. This information will be submitted in the 

chapters chartering documents (templates attached in Part II of kit). 

 

Board Meetings 
Board meetings should take place once per month. These meeting should last approximately one hour. You should plan to have 

the board meetings on the same day every month, i.e. the second Tuesday of the month. You should have your board meeting 

dates for the year planned out in advance and include those dates in your ChaterWatch documentation. Sample board meeting 

and board retreat agendas are attached. 

 

 

Getting Started - Setting Up Shop 
 

Bank Account  
Your chapter president and/or chapter treasurer will need to open and maintain a chapter checking account with valid bank 

signature cards. In order to do so, you may require a tax ID number. You can obtain a tax ID number by calling the IRS at 800-

829-4933. An official NACE tax ID number will be dedicated to your chapter once your chapter is chartered. Once you receive 

notification from the IRS with your tax ID number, you must keep a copy of this letter on file and send a copy of the letter to 

NACE National headquarters so you can be added as a subsidiary chapter. 

 

Set up a system to file canceled checks and bank statements and other financial information necessary to properly administer 

the ethical expenditure of member equity dollars entrusted to the chapter officers by the members. There should always be two 

signatures. Typically the President and the Treasurer signatures are registered with the bank. 

 

Communications 

When you begin your chapter efforts, you will require a mailing address where which all correspondences can be sent. Rent a 

post office box for chapter use that is accessible to the chapter president & board. If this is not possible, be sure the chapter's 

address is at a reputable and responsible business that will insure that chapter mail will reach the chapter officers.  

 

In addition, you will be receiving important information from the national headquarters regarding goings on as well as 

opportunities to communicate with other members of the NACE leadership community. You will need to provide and 

continually update the contact information for all board members. 

 

Chapter Programs 
One of the most important benefits of NACE membership is the educational and networking opportunities that are made 

available through the chapter’s monthly programming. Please provide your schedule of the ten monthly programs that are 

required as part of your chapter charter materials. A program outline is enclosed in your sample materials. 

 

  



National Requirements: 
 

Membership 
All steering committee members must become members of NACE in order to participate. Members can join online at 

www.nace.net. 

 

Code of Ethics 
Each member of NACE is expected to adhere to the code of ethics, of which they agreed when applying for membership. This 

is particularly important for chapter leaders as they are representatives of the national organization for the members of their 

chapter.  

 

Leadership Training  
The chapter board is required to participate in a leadership training program. The Leadership Summit administered by the 

national office is the best way for the entire board to receive the training they need to fulfill their duties as a chapter leader. 

Meeting attendance by the president for this meeting is mandatory. The vice president, secretary/treasurer and event 

professional are encouraged to attend if at all feasible. The president of the chapter is also required to attend the Chapter 

Presidents’ Council meeting which takes place annually at the Experience! conference. In addition, chapter leaders have the 

opportunity to participate in virtual online training administered by the national office on a monthly basis. 

  

Reporting 

Potential chapters are expected to comply with and adhere to the chapter reporting process as required by the national office. 

This will ensure that proper and consistent communication is in place and that the chapter is financially stable. The monthly 

chapter reporting protocol is attached. 

 

 

CharterWatch – Part Two 

Maintaining Your Chapter Charter 

 
The requirements to maintain a NACE Chapter Charter provide a “check and balance” that the standards are being 

maintained. This communication and reporting between your chapter and NACE Headquarters strengthen and builds these 

relationships. Holding a NACE Chapter Charter is a privilege to be valued and nurtured by everyone involved. The 

CharterWatch certification statement will be sent to chapters each year. 

 

Procedure: 

 

12. Each Chapter must be re-certified every year. A reminder notice will be sent to all chapter presidents at least sixty days 

prior to the due date of chapter materials.  

 

13. The national office and CPC officers will review the chapter materials and Chapter Statement of Certification to ensure 

they are complete prior to the Statement of Certification being submitted to NACE Headquarters. If the CPC officers 

cannot recommend re-certification for a chapter, the CPC Chair must submit a written letter to NACE Headquarters 

outlining the chapter issues and why they cannot recommend them for re-certification.   

 
14. NACE Headquarters staff will review all chapter reporting material and Statement of Certification, and complete a tracking 

form for monthly chapter reports and bank statements. The chapter will receive a letter confirming their recertification.  

 

15. Any chapters not receiving a recommendation from the CPC for re-certification will be brought to the attention of the 

NACE National Board of Directors. If a chapter is found in violation of its charter, the board may elect to revoke the 

charter per the association’s National Bylaws listed below: 
 

Article X, Section 1.B states: “Chapter Charters may be revoked by the Board of Directors where the conduct of the Chapter is in violation of 

the Bylaws and/or prejudicial to the best interests of the Association. Notice of charges shall be mailed to the Chapter President with copies to 

the Chapter members of record and any member or members of the Chapter may appear in its defense. Upon revocation of the Charter, all fully 

paid-up members may be considered Members-At-Large as provided by Article IV, Section 2.C. 

 

 
  

http://www.nace.net/


New Chapter Development Funding 

Goal: To provide financial support to a chapter in formation to efficiently and effectively begin operating a chapter and to 

provide the resources to market to new members, host a membership reception and begin monthly programs 

 

Leaders starting a NACE chapter will be provided with seed money on the bases described below, the total of which will be 

$1,000. 

 

National funds will not to be used for any other purpose other than membership development and initial chapter events and 

programs. They cannot be used for travel to and from National events, conferences etc.  

 

Purpose and use of funds: 
To establish a chapter bank account  

To pay for postage, invitations and necessary marketing materials not provided by National to solicit new members 

To pay moderate fees to host facilities for necessary food and beverage that is not donated to produce initial membership event 

and monthly programs 

Level 1 Funding Criteria – Initial $500.00 Payment 

1. New developing chapter must have (15) current paid members located within a 60-mile geographic region of the proposed 

city where the chapter will be located and chartered.  These members can be a combination of professional, corporate and/or 

student members where the new developing chapter will be their primary chapter 

2. This group of members must form a steering committee and elect amongst them, the necessary steering committee leaders to 

include the steering committee President, Vice President, Secretary/ Treasurer, Program Chair and Membership Chair etc 

3. This committee must meet minimum of (3) times and have a planned confirmed date and location for the initial Membership 

Reception and First Monthly Program 

4.Approval of the CPC Chair, National President and Executive Director of NACE or other National staff member designated 

by the Executive Director 

Level 2 Funding Criteria – Second $500.00 Payment 

1. New developing chapter must have maintained (15) current paid members with a full Steering Committee firmly in place 

meeting above criteria 

2. The developing chapter must have met as group a minimum of (3) times within a (4) month period, which can include the 

Membership Reception and (2) Monthly Programs 

4. Approval of the CPC Chair, National president and Executive Director of NACE or other National staff member designated 

by the Executive Director 

New Chapter Membership Rebates 

1.After the 4th official chapter event and (4) months or (120) days from first initial meeting: if chapter is growing in membership 

and in compliance with all chartering requirements up to that point, the new developing chapter will begin receiving chapter 

membership rebates. National Office must receive the required appropriate chapter and financial reporting on a timely basis to 

include monthly President Reports, Treasurer Reports and Bank statements to receive membership rebates 

2. Chapter rebate money shall be used as a financial resource to continue developing the new chapter with operational costs 

necessary to meet all chartering requirements.  These moneys should be used to manage all chapter operation expenses to 

include sending steering committee President or other executive steering committee member to necessary national events to 

include Leadership Summits or Annual Conference 

 

National Headquarters support for developing Chapters to provide Chapter Operational Education and Leadership 

Direction 
Goal: To provide the educational and leadership development support to a new chapter in formation. Provide the necessary 

resources to efficiently and effectively begin operating as a new chapter and educate new board members on policies, 

procedures and overall NACE governance, to acclimate the new chapter into the culture of NACE and attain a fuller 

understanding of all the NACE benefits. 

 

1. National will provide (1) full complimentary registration for a Leadership Summit. All travel including airfare and hotel will 

be the responsibility of the new chapter or individuals attending the summit. 

2. National will provide (1) complimentary registration for The Chapter Presidents’ Council Meeting at the annual Experience! 

conference. This would include a (1) day registration for governance day, to include lunch and breaks. All travel including 

airfare and hotels will be the responsibility of the new chapter or individuals attending the conference. 

  



National Association for Catering and Events 

Who to Call 

 

NACE National Headquarters 
9891 Broken Land Parkway, Suite 301 
Columbia, MD 21046 
Telephone: 410-290-5410 
Fax: 410-290-5460 
General emails: info@nace.net 

membership@nace.net 
Website: www.nace.net 
 

Administrative Assistant 
Sylvia Buell 
Email: sbuell@nace.net 
Telephone Ext: 221/222 

Role: Sylvia serves as the first point of contact for office guests and phone calls. Provides overall assistance with 
member correspondences, bulk mailings and staff travel.  

 

Manager, Membership and Chapter Relations 
Alicia Crosby 
Email: acrosby@nace.net 
Telephone Ext: 231 

Role: Alicia serves as first point of contact for chapter leaders and members regarding their membership needs. Her 
primary responsibilities include: chapter operation support and training; resources and materials for chapter leaders; 
administers leadership training through Leadership Summits; chapter reports & rebates; membership 
administration; new chapter development; general questions and needs. 

 

Executive Director 
Bonnie Fedchock 
Email: bfedchock@nace.net 

Telephone Ext: 224 

Role: Oversees all association operations in addition to her responsibilities for the governance, strategic planning, 
vision and long term goals of the association. Also serves as the primary liaison with the Board of Directors and 
manages the NACE Foundation. 

 

Business Development Manager 
Jill Hunt 
Email: jhunt@nace.net 
Telephone Ext: 232 
Role: Coordinates national business partner program; implements business development initiatives that include 
increasing brand awareness and managing tradeshows; identify and develop strategic relationships with partners 
and potential customers while managing sponsorship marketing and sales. 
 

Chief Operating Officer 
Leslie Jones 
Email: ljones@nace.net 
Telephone Ext: 223 

Role: Leslie is responsible for the day-to-day operations of NACE and monitoring the working of each department. 
Leslie handles all HR and managing of staff, including overseeing staff projects, technology, and major projects. 
 

Manager, Communications and Social Media 
Joanne Kim 
Email: jkim@nace.net 
Telephone Ext: 228  



Role: Joanne takes the lead on coordinating all of the communication efforts sent from the national office, including 
design, print pieces, e-mail blasts, education promotions and newsletters. In addition, she is the administrator for all 
of NACE’s social networking outlets and website updates. 

 

Member Services Coordinator 
Danielle Richards 
Email: drichards@nace.net 
Telephone Ext: 221 

Role: Danielle works directly with members by updating membership information including new members, 
renewals, membership packets, and invoicing. Contact Danielle for the following: membership invoices, member 
benefits, general questions and needs. 

 

Manager, Education and Certification 
Kristen Reilly 
Email: kreilly@nace.net 
Telephone Ext. 240 
Coordinates everything education and certification related. Contact Kristen with questions regarding Experience! 

conferences, CPCE, educational webinars, regional seminars and other education related matters. Kristen provides 
primary support for the education, certification and conference functions for NACE. She coordinates the speaker 
process and provides additional logistical support for the annual conference. In addition, Kristen provides logistical 
support for the Leadership Summits. 
 

  



Chapter Development Kit Part II 
 

Attached Resources 
The following documents and templates will be forwarded after the completion of Phase I. 

 

 Chapter bylaws 

 Chapter affiliation agreement 

 Conflict of Interest/Confidentiality form 

 Sample board job descriptions 

 Sample board meeting agenda 

 Sample board retreat agenda 

 Chapter reporting protocol 

 Sample budget 

 Governance Procedures 
o Sample chapter policies 
o Code of Ethics/Fiduciary Duties 

 Operations Procedures 
o Samples chapter policies 

 Treasury Procedures 
o Samples chapter policies 

 
Available upon request – 

 Sample marketing materials 
o Program invitation 
o Media kit 

 Sample program ideas 
o Speaker’s Bureau 

o Wufoo information 

 

Suggested reading/resource: 
Robert’s Rules of Order – for correct and efficient board meeting procedure 

o Comes in several editions and versions (Robert’s Rules for Dummies, Robert’s Rules in Plain English, 

etc.) 
o Can easily and affordably be ordered on Amazon 

 

 
** All of the above items can be found in various sections of this Chapter Operations Manual. 
 
  



 
 
 
 

 
 
 
 

 

 

 

 

 

 

PART XII 

CPCE CERTIFICATION 

 

  



NACE encourages the professional development of caterers and event planners through voluntary participation in 
its certification program. Achievement of the Certified Professional Catering Executive (CPCE) designation 
demonstrates expertise in catering and events and is earned by taking a comprehensive examination that covers the 
core competencies of the industry: 

 

 Accounting 

 Beverage Management 

 Catering Services 

 Contracts and Agreements 

 Event Management 

 Food Production 

 Human Resources 

 Sales and Marketing 
 
The goals of the CPCE program are to: 
 

 Establish a nationally recognized standard of competence in catering 

 Promote professional commitment to excellence in catering 

 Endorse active participation in educational offerings that support the continued competency of CPCE 

 Aid employers in identifying qualified catering personnel 

 Enhance the professional image of the catering executive 

 Provide a sense of personal achievement for the advancement of one’s career 
 

The process to obtain the CPCE has never been more streamlined 

 

 Apply online (http://www.naceuniversity.org/) or download the CPCE Application Form (in Word or 

PDF formats) at www.nace.net.  

 Complete the application and return with documentation and application fees to NACE. Typed 

applications, documentation and fees are due 30 days prior to your desired exam date 

 Upon your application’s approval, you will receive The Professional Reference Guide for the 

Catering and Event Industry 

 Candidates have one year from their application's acceptance to sit for the exam.  
 
The price of the Reference Guide is included in the application fee, however you may purchase the guide separately 
for $99. All candidates are required to purchase the study guide. In addition to the Reference Guide, candidates must 

purchase the ServSafe Coursebook. NACE also offers various study tools – Fast Track, flash cards, etc. – and study 
groups to help prepare for the exam. 
 
More information about the application process, exam requirements, study tools and FAQs can be found online at 
www.nace.net.  
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PART XIII 

FOUNDATION OF NACE 

 


