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Chapter President 

This is the top leader position at the local chapter level. A chapter president should be prepared to lead, 
motivate, organize and build NAMA enthusiasm. This individual should focus on NAMA’s Statement of 
Purpose & Values and its Strategic Plan, while delegating and implementing chapter plans and activities. 
The president will schedule and conduct board meetings at regular intervals and will be the 
spokesperson for NAMA in their local area. The chapter president is responsible for conducting regularly 
scheduled program meetings of the membership and serves as the program host for members and 
guests. 

Responsibilities 
• Determine other officers and committee chairs for the new NAMA year which runs from 

April 2014 to March 2015. This is to be completed no later than 6 weeks preceding the 
annual Agri-Marketing Conference. After all positions are filled, the president should create 
a roster or listing of chapter officers and committee chairs. This list should be completed by 
April 1 and sent to the NAMA office, as well as to local board members. 

• Hold a planning meeting in the summer to establish goals for the year and to reiterate 
responsibilities to each individual. The second planning meeting to be scheduled (as 
required) in July or August will be to finalize plans, themes and time lines. 

• Communicate the local chapter’s plan and goals to the membership. This can be 
accomplished via newsletter or website, as well as opening comments during the first 
regular program of the year (typically September). 
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• Set a schedule for and hold regular board meetings to plan and evaluate chapter events and 
activities. Send reminders via mail or email each month to every board member. If an officer 
cannot attend, request a brief written report to be sent to you prior to the meeting so that 
you can share status/progress with the rest of the board. Always have an agenda ready to 
distribute at the beginning of each meeting. Within a few days of the meeting, review 
minutes with the local chapter secretary to make sure all points of discussion and next steps 
are clear. 

• Work on a monthly basis with the treasurer on budgets, cash flow, expenses, etc. 
• Stay on top of all scheduled functions, activities and programs. Prior to an event, check with 

all responsible committee chairs and officers to review all details, issues, budgets, etc. Make 
sure that deadlines are being met with promotional mailings/emails, membership 
recruitment efforts, etc. Refer to the calendar and on the NAMA website for deadlines and 
schedules. 

• Work closely with the professional development chair to ensure that speakers and meeting 
space are secured and an agenda is created for all events. Please keep in mind that chapters 
with 74 or fewer members must have at least one meeting per year to stay an active 
chapter. Chapters with 75 or more members must have at least three meetings per year. 

• Promptly replace officers when needed. If someone is unable to perform duties due to 
workload or other commitments, offer assistance early and replace when duties cease to be 
performed. Inform the NAMA office as soon as possible when replacements are made. 

• You will be asked to submit a report to the NAMA office several times during the year. The 
report should review the chapter’s recent and upcoming activities and any need for help 
from the Executive Committee and/or NAMA Office should be identified. 

• As chapter president, you automatically serve on the National Board of Directors. Review 
the “National Board of Directors” position description. Communicate the activities of the 
National Board of Directors to your chapter officers and board. 

Vice President 
Depending on a chapter’s bylaws, this position will vary in scope and responsibilities. This is the person 
that would step in for the chapter president in the event that the president would be unable to 
complete their leader year. Some chapters have more than one vice president (i.e., first vice 
president/president elect, second vice president, etc.). In this event, responsibilities can be created and 
delegated to meet the specific needs of the chapter.  

Responsibilities  
• Assist the president in filling vacant positions on your chapter’s board 
• Attend all board and chapter meetings. In the event the chapter president cannot attend a 

meeting or function, you would step in and take charge. 
• Assist in the planning and goal-making process for your chapter. 
• Assist in the planning and goal-making process for your chapter. 
• This position may also serve as professional development or membership chair. 
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• Attend the Chapter Leader Workshop at the annual Agri-Marketing Conference and at Fall 
Conference. This will help you when you move into the position of chapter president. 

• Assist the president and other board members in all scopes and duties whenever possible or 
requested. 

Secretary 
The primary function of this position is to record minutes at chapter and board meetings and maintain a 
permanent file of all reports.   

Responsibilities  
• Keep notes of all board meetings and compile minutes in finished form as close to the 

meeting as possible. Fax or email a copy to the President for review and approval. Distribute 
the minutes to all board members. Have enough copies of minutes at each meeting for 
handouts. 

• Keep an up-to-date notebook of chapter reports, i.e., minutes, treasurer’s reports, 
membership reports, printed communications, etc. 

• Have custody of the chapter charter, bylaws and other legal documents. Update and 
maintain these documents whenever deemed necessary by the board. Distribute revised 
bylaws to all chapter members and to National NAMA. 

• Tally votes from all chapter elections. 
• Send a copy of chapter board minutes to the NAMA office for your permanent chapter file. 

Also, if your chapter revises its bylaws, send a copy for the permanent file. 
• Organize a “check-in” area at all chapter events, (i.e., meetings, seminars, outings, etc.), and 

record all attendees. Make badges for attendees. If your chapter has a visitor or a guest who 
is not a NAMA member, get their name, address, etc., and relay this information to the 
membership chair so a prospect packet can be mailed. This name should also be added to 
your prospect list. 

• Notify the NAMA office of any officer changes throughout the year and after elections. Also, 
notify the NAMA office if there are changes to an officer’s location, job, etc. 

Treasurer 
The primary function for this elected officer is the financial well-being and operations of the chapter. 
This individual is responsible for the handling of all money transactions. This officer should keep the 
financial books and records for the year as well as comply with all tax laws.  

When Reimbursement Comes From NAMA 
Under normal circumstances, monthly checks are deposited into chapter accounts approximately one 
month after income is received at National NAMA. For example, dues income received in April would be 
deposited into the chapter’s account approximately May 31. There are occasions when this will take 
longer, such as at year end. Chapters can expect reimbursement for Best of NAMA entries by April 1, 
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dependent on receipt and payment of all invoices relevant to Best of NAMA awards banquets. Chapters 
that choose not to take advantage of direct deposit will receive checks on the same timeline and should 
be sure that all checks are cashed/deposited within one month of receipt. 

Note: Chapters that currently receive reimbursement checks can make arrangements for direct deposit 
by contacting Sherry Pfaff at sherryp@nama.org. 

Responsibilities 
• Establish a banking arrangement for checking and savings accounts with appropriate 

signatures on the accounts. Reconcile the statement(s) every month and keep a 
permanent file of cancelled checks and statements. 

• Work with the president on budgets for various chapter activities and set up financial 
ledgers against these budgeted areas. Determine cash flow needs involving chapter 
income (i.e., meeting price, dues, fundraising, etc.) 

• Keep accurate records of all receipts and disbursements, prepare a financial statement 
for each NAMA chapter meeting and provide the Chapter Board of Directors with the 
monthly statement. The ledger should be set up to correspond with information needed 
on IRS Form 990-EZ, and should show income versus expenses by month. It should show 
cumulative income and expenses, detailing excess income or deficit every month to 
provide a comparison to budgeted figures. 

• Collect monthly meeting fees and registration fees at any chapter meeting activity 
incurring a charge. If your chapter allows members to be billed for these activities, send 
out invoices for those members that wish to be billed. 

• Deposit income (checks and cash) on a frequent basis and keep permanent records of all 
deposits. 

• Pay bills promptly and check all expenses to see if they were authorized or part of a 
budgeted expense. Notify the president if a particular committee exceeds its budget. 
Keep a copy of all paid bills in a permanent file. 

• Create a formal approval process to commit funds (i.e., have two officers sign off on the 
commitment if over $500). 

• Transfer as much money to savings as possible. Maintain a separate record showing all 
CD’s, bonds, etc.; maturity dates; amounts/dates of interest accrued or received. 

• Arrange for final external audit (a full CPA audit is probably not necessary). Confer with 
the previous treasurer on details. Contact a controller or accountant from a member 
company once a year to reconcile account balance. 

• NAMA and all affiliated chapters are 501(c)(6) organizations. The IRS (www.irs.gov) 
provides the following information on filing of tax information. “If an organization 
normally has gross receipts of $50,000 or less, it must submit Form 990-N, Electronic 
Notice (e-Postcard) for Tax-Exempt Organizations Not Required to File Form 990 or 990-
EZ, if it chooses not to file Form 990 or Form 990-EZ.” The deadline is the 15th of the 
fifth month following the end of the fiscal year. Visit their site for additional 
information. 
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Ag Day/Special Events 
NAMA has endorsed the Ag Council of America’s program, celebrating National Ag Day/Week. This chair 
has overall responsibility for the chapter’s Ag Day activities and/or other special events. It is logical that 
some of the other chapter chairs should help you make arrangements for these events (i.e., professional 
development, publicity, communications, etc.). (www.agday.org)   

Responsibilities 
• Work with other chapter leaders to determine the direction of your local Ag Day event, 

expand creativity and maximize impact. 
• Research potential partners for your program, especially organizations involved in year-

round ag literacy efforts. This is an opportunity for agricultural leaders to showcase 
state and local efforts that promote excellence in education. 

• Have your professional development chair help to identify the location of the event and 
help to provide on-site management and coordination of the program. 

• Develop a list of potential sponsors, make contact with them and determine their 
interest in funding the event. 

• Have your publicity chair devise a public relations plan and strategy to increase the 
exposure and impact of the event. Your communications chair can work with the NAMA 
office to provide exposure throughout your chapter to increase the participation of 
NAMA members. Make sure you send information about the event to Debbie Brummel 
at debbieb@nama.org in the NAMA office for placement in the NAMA e-News and on 
the NAMA website, and so she can forward the information to your members. 

• Evaluate your Ag Day program soon afterwards. Review the program with others that 
helped plan the event. This will help you recognize improvements and will give you 
some ideas for the next year that you can pass on to next year’s Ag Day/Special Events 
chair. 

Awards 
The chapter awards chair is responsible for the promotion, judging and awards presentation for the 
following awards: Agribusiness Leader of the Year; NAMA Marketer of the Year; and Professional 
Development Awards of Excellence. These awards may be presented at the local level, with the chapter 
winners nominated by the chapter for the national competition.   

Note: Chapter participation in these awards programs is optional, but it’s a great way to recognize fellow 
chapter members and local industry leaders. If you present these awards on the chapter level, they may 
also be nominated for participation on the national level. 

Award Descriptions 
Agribusiness Leader of the Year 
This is NAMA’s highest award presented to an outstanding leader in agribusiness, education, 
government service or another agribusiness related area. Nominees do not need to be NAMA members. 
Nominees may be solicited among company CEO’s and senior management, government officials, 

mailto:debbieb@nama.org
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academic heads, association and other industry leaders. The national award will be presented at the 
annual Agri-Marketing Conference in April. 

NAMA Marketer of the Year 
This award is the highest award presented to a NAMA member. Nominees may be solicited among 
agribusiness and related companies and targets senior management with overall marketing and/or sales 
responsibilities. The national award will also be presented during the annual Agri-Marketing Conference 
in April. 

Professional Development Awards of Excellence 
The Professional Development Awards of Excellence are presented in the four professional development 
areas of (1) Marketing Communications, (2) Product/Species Management, (3) Public Relations, and (4) 
Sales. Nominees must be NAMA members and may be solicited among agribusiness and related 
companies targeting individuals with direct planning and execution responsibilities in the respective PDA 
area. These awards will be presented at the national level during the fall Fall Conference. 

Execution 
• Promote the various awards to your members. These awards can be presented at the 

chapter and national levels. You can use national award forms for your chapter 
nominations. These are available through the NAMA office, on the enclosed CD disc or 
on the website at www.nama.org 

• Once you collect the nominations, line up a panel of judges to look over the nominations 
and choose the winner. Judges can be previous recipients, members, etc. 

• Order a plaque to be presented to the winner. 
• Notify award winners. Hold an awards presentation during a chapter meeting and work 

with the publicity chair to publicize the winner in the local media. 
• Forward the chapter honoree’s nomination to the NAMA office for national 

consideration. Encourage other chapter members to also nominate a deserving 
individual to the national level. 

• For national consideration - Agribusiness Leader of the Year and NAMA Marketer of the 
Year nominations are due by January 18, 2013, and are presented at the annual Agri-
Marketing Conference in April. The Professional Development Awards of Excellence 
nominations are due two months prior to the Fall Conference and are presented there. 

• Keep a file of previous nominations sent or submitted to the NAMA office. Nominations 
that do not win may be resubmitted for up to the following three years. 

Best of NAMA - Chapter or Regional Ceremony 
The Best of NAMA chair is responsible for the management of the chapter’s Best of NAMA Awards 
Program. The first step is to determine if your chapter will conduct a chapter awards ceremony, or 
participate in a regional ceremony. If a regional banquet will be held, the Best of NAMA chair may serve 
on the regional committee, helping plan and execute the event. If the chapter decides on a chapter 
ceremony, the Best of NAMA chair will plan and coordinate the event. The event must be completed 
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before January 31, 2014, as the regional first place and merit winners will be notified by the NAMA 
office by February 1, 2014.   

If you are participating in a Regional Banquet: 
• Work with the communications chair to promote the Best of NAMA competition in all 

chapter communications and at chapter programs in September and early October. 
• Participate in conference calls with the other chapter Best of NAMA chairs in your 

region and your regional directors. Duties include arrangements, awards, invitations, 
audio/visual needs, emcee’s, sponsorships and promotion. 

The Regional Committee will: 
• Develop a theme in October (or tie in with the national theme) for promotions and 

plaques. 
• Finalize the date, time and location of the event by October and decide on emcee and 

a/v needs. 
• Coordinate with the NAMA office to get a list of regional winners and digital pictures of 

the winning entries (if desired) for the awards presentation. 
• Send invitations for Best of NAMA at least 30-45 days prior to the event. Require an 

RSVP to estimate attendance. 
• Coordinate with the communications chair to promote the banquet in November, 

December and January in all chapter communications and at chapter programs, as well 
as in the local media. 

• Coordinate the banquet with the help of the NAMA office. The NAMA staff can assist by 
setting up conference calls, sending invitations, taking registrations for the banquet, 
sending broadcast email reminders to attend the banquet, etc. Please allow 24 hours for 
delivery of requests. 

 If you are planning your own Chapter Banquet: 
Work with the communications chair to promote the Best of NAMA competition in all chapter 
communications and at chapter programs in September and early October. 

• Set up a committee in October to handle the awards presentation. Assign the plaques, 
promotions, emcee’s, a/v needs and arrangements among committee members. 

• Develop a theme in October (or tie in with the national theme) for promotions and 
plaques. 

• Finalize the date, time and location of the event by October and decide on emcee and 
audio/visual needs. 

• In November, coordinate with the NAMA office to get a list of chapter winners and 
digital pictures of the winning entries (if desired) for the awards presentation. 

• Send invitations for Best of NAMA at least 30-45 days prior to the event. Require an 
RSVP to estimate attendance. The NAMA office will send the invitations for you. 
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• Coordinate with publicity and communications chairs to promote the event in 
November, December and January in all chapter communications and at chapter 
programs, as well as in the local media. 

• Coordinate with the communications and publicity chairs to publicize the winners in all 
chapter communications and with the local media immediately after the event. 

• Provide a final expense/income report and submit to the treasurer with a copy to the 
president. Send all invoices for prompt payment to the treasurer. 

Careers 
The careers chair should assist the student chapter officers and faculty advisors while encouraging them 
to achieve excellent business practices in their chapter projects and activities. Should a chapter have 
more than one student NAMA chapter, it is recommended that a careers committee member be 
assigned to each school. At your chapter planning meetings, you will want to work with the board of 
directors to determine the direction for the coming year. 

Student Programs 
So your student chapter may gain the most from your chapter, you may want to implement one or all of 
the programs outlined below. 

Mentor Program 
Students explore career opportunities one-on-one with professionals in agri-marketing 
through a mentor program. This program is typically developed to be launched in 
October and matches students with professionals for interaction throughout the year. 

Professional Interaction 
Professional interaction could be as simple as inviting students to meetings and events. 
Many chapters allow students to help with on-site meeting registration as a way to 
meet professionals. It’s important to make contact with student chapter officers and 
have at least one professional chapter member attend one or more of their student 
chapter meetings throughout the year or even participate as a speaker at one of their 
meetings. 

Marketing Competition 
Your chapter can help students prepare for the annual Marketing Competition by 
inviting them to present their marketing plan prior to the Agri-Marketing Conference in 
April. Constructive criticism on these plans is invaluable to the student chapter, and 
professionals can help oversee that deadlines are met. 

Scholarships 
Develop a scholarship program for your student chapter. Implement a scholarship to 
help send the student chapter to the Agri-Marketing Conference. Or if you choose to 
award an academic scholarship, this can be done through the Agri-Business Educational 
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Foundation (ABEF). Contact Jenny Pickett at 913-491-6500 for details on academic 
scholarships. 

Annual Report 
As part of their accreditation requirements, all student chapters must submit an annual 
report by March 1, 2013. Professionals can assist by critiquing these reports and making 
sure all deadlines are met. 

Other Responsibilities 
Become familiar with the Student Chapter Guidelines mailed to you by the NAMA office in September. 

Make contact with student officers in September to determine plans and year-long goals. Assist the 
student chapter officers and faculty advisors with planning for student chapter meetings. 

Help to meet November 1, 2013, student chapter accreditation deadline. Remind your chapter president 
to submit an accreditation letter by November 1. The chapter will be responsible for submitting this 
letter endorsing the student chapter as part of the student chapter’s November 1accreditation 
requirements. Please submit the letter either electronically or by mail to the NAMA office, attention: 
Debbie Brummel (debbieb@nama.org). 

Communications 
The communications chair is the official publisher of the key communications vehicles. This chair is 
responsible for internal communications within the chapter and organization as a whole. 
Communications efforts include working with the NAMA office to inform members on a timely, ongoing 
basis of the news and activities of the chapter.  

Audiences 
Determine what vehicles you will use to communicate with the following: 

• Current Members  
• Prospects 
• Expired Members 

Once you determine how to communicate with these audiences, put together a written plan to share 
with your board of directors. The NAMA office maintains a current list of your members and you can 
receive mailing labels for your chapter twice a month at no charge. You may also obtain the list 
electronically. The NAMA office maintains a prospect database and a list of expired members as well. 
Check with your membership chair, they may have a prospect list that you would want to use also. 

Funding 
Your chapter may have a budget for communications already. If not, you may want to consider selling 
sponsorships for your efforts. Many times local companies will consider in-kind donations such as 
printing, etc., in exchange for recognition. Check with your board of directors to make certain. 
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Communications Suggestions 
Newsletter 
If you decide to publish a chapter newsletter, determine how many issues you will publish a year and set 
a production schedule and closing dates. Develop a template, style or look and determine who will 
produce it if you are unable to. Idea: Check with your student chapter and see if they would be willing to 
produce your newsletter as a club project. The NAMA office can distribute the newsletter via email to 
your chapter members, on a complimentary basis. 

Website 
If you maintain your own website, be sure to post events and programs and send them to the NAMA 
office to post for you on the main NAMA website. This will often increase your attendance. You can 
email chapter information to Debbie Brummel at debbieb@nama.org. 

E-mail (See Communication Package options.) 
The NAMA office can send out emails to your chapter, free of charge. Due to privacy issues and the fact 
that NAMA’s records are usually the most current, NAMA will send emails on your behalf, free of charge. 
You can email your message, in its native format, to Debbie Brummel at debbieb@nama.org. Please 
allow 24 hours for delivery. 

General Notes 
• Whether you use all the tactics above or only one, be sure to communicate with all the 

other chairs in your chapter to find out what deadlines are approaching and what 
programs are coming up so that you can make the most of your communications efforts. 

• Be sure to use information sent by the NAMA office to communicate to your members 
about national programs such as the Fall Conference, Best of NAMA and the Agri-
Marketing Conference. 

• Be sure the national Executive Committee members, your Regional Directors, chapter 
presidents and the NAMA Manager of Chapter Services & Membership 
(debbieb@nama.org) are on the list to receive all communications pieces. 

Membership 
The key function of the membership committee chair is to keep the chapter vibrant and strong by 
promoting continuous chapter membership. This is done through the recruitment and prospecting of 
new members, as well as the retention and renewal of existing members.  Membership is central to your 
chapter’s success. By developing a plan that spans more than one year, you will focus your chapter’s 
efforts and have the greatest impact on the membership areas that need development. 

There is a national campaign that will provide tools to help make local recruitment more effective. These 
tools will include flyers and other recruitment/retention materials. These tools will be sent to you in 
August and are also available at www.nama.org under “Leader Resources.” 
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Goals 
Goals are a measurable objective that the chapter wants to attain. Goals should not be pie in the sky but 
attainable...by stretching. These can include goals such as: 

• Grow membership by 3% 
• Recruit 20 new members 
• Recruit new members from two businesses that currently do not have NAMA members 
• Maintain 95% of current members 
• Choose your goals carefully. Don’t overload on goals, but look at what will benefit 

membership recruitment and retention within your chapter. Focus your goals where 
they will do the most good. 

Strategies 
Strategies are the tactics you are going to use to attain your goals. For the goal, “Grow Membership by 
3%,” the following could be used: 

• Utilize the national membership incentives to recruit new members 
• Direct mail campaign to a list of prospective members by October 15 
• Cash award of $25.00 to any member bringing a prospective member to the meeting 

After you have the goals and strategies developed: 
• As a member of the chapter board, there is a great deal you can do to strengthen 

membership. These things are not necessarily time-consuming, they just require that 
you make the effort. 

• As a chapter board member, you are a walking example to current and potential 
members of the benefits NAMA membership provides. Don’t be afraid to share how you 
have grown personally and professionally due to your involvement with NAMA. Your 
input does carry clout, don’t discount it. 

• Share with other companies the value of having employees involved with the NAMA 
chapter. NAMA even has a flyer listing some of those benefits. You will have many 
opportunities to share how it has benefited your organization. You are a visible 
connection to the chapter you represent. 

• Involve less active members in chapter work. Involved members realize the greatest 
value and are more apt to continue their membership. 

• As a chapter board member, contact chapter members who have not renewed their 
membership. They are host to a great deal of information. Contacting a member whose 
membership has lapsed allows them the opportunity to share why they have decided 
not to renew. You may change the direction of their decision and improve membership 
for your chapter as a whole. 

• A healthy membership base is an investment in your chapter’s future. This investment 
doesn’t grow overnight with the efforts of only a membership chair. Membership is the 
job of the chapter board, the membership chair and all chapter members. 
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Publicity 
The publicity chair is responsible for all external publicity, promotions, public relations and 
communications for the chapter. This position may be combined with the communications function.   

Responsibilities for Chapter Publicity Chairs 
• At the beginning of the year, send out a press release of the new chapter officers with a 

photo of the chapter president. A template is available on the Leading The Way 
companion CD. 

• Develop an external press release list that can be used to publicize newsworthy NAMA 
events and accomplishments to the media. Include business meeting calendars available 
in many local newspapers. 

• Obtain background information and photos of scheduled speakers from the chapter 
professional development chair. 

• Coordinate with the professional development chair to publicize the meetings in the 
local media. 

• Send information to Debbie Brummel in the NAMA office at debbieb@nama.org to 
ensure your meetings are listed on the NAMA website in addition to the National NAMA 
e-News. Access a template located in “Leader Resources” under “Leaders” to easily 
compile the information. 

• Post the information on Facebook and Twitter, especially if you've set up chapter sites. 
• Send news releases and speaker photos to the media in the area where the meeting will 

take place. 
• Invite editors/broadcasters with area media to cover the meeting. 
• Develop releases on members who deserve special recognition due to retirement, 

special achievements, promotions, etc. Send postcards to those recipients using the 
postcards available in “Leader Resources” under “Leaders.” 

• Work with the Best of NAMA and awards and special events chairs to publicize special 
events such as award winners for Best of NAMA, chapter awards, Ag Day activities, etc. 

• Maintain a clip file of all articles and announcements. Access a template located in 
“Leader Resources” under “Leaders.” Send a copy to the NAMA office to post past 
meetings on their site. Be sure to include pictures! 

Professional Development/Programs 
The function of the professional development chair is to develop and implement programs and topics to 
be covered throughout the year. Some chapters have two people, who are co-chairs, to share the 
responsibilities. Professional development is an integral part of your chapter’s activities. Good program 
content will get your members to meetings and will keep members. A recent NAMA membership survey 
showed that more members are likely to attend chapter meetings than national meetings. 

The first step is to discuss the plan with your board. Many chapters survey their membership at the 
beginning of the program year to ask their members where their interests lie. These surveys can also 
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help chapter leaders determine the most desirable time of day and week to hold chapter meetings. If 
you’d like to conduct a survey, the NAMA office can assist you by sending it out to your members and 
compiling the results. Contact Debbie Brummel at debbieb@nama.org for more details. 

Once you’ve determined what your members are interested in, you can begin brainstorming topics and 
speakers and put them on the calendar. Remember to use the tools below to plan and promote your 
meetings. 

You can obtain a listing of all chapter programs and events from past program years by visiting “Leader 
Resources” on the website. This list contains program names, speakers and contact information. It can 
help you get ideas for your upcoming year. 

Several chapters take advantage of NAMA webinars for chapter meetings. Members are invited to 
gather at a central location to have a “brown bag” lunch while listening to the webinar and, possibly, 
have a discussion afterwards. 

Planning, Promoting & Running a Chapter Meeting 
Chapter members want to attend an efficiently run and informative meeting. That doesn’t mean that 
you have to run the meeting using all the rules and formality of Parliamentary Procedure. It is necessary 
to be in control of the meeting, though, insuring that the business at hand is covered; your members are 
informed; and a program is in place. 

Planning a Chapter Meeting 
The following steps are helpful to insure that your meeting is a success. 

• Choose your program topic. 
• Choose the dates of your programs - the sooner this is done the better chance you have 

of finding the facility you prefer. Keep in mind that hotels are very busy and have some 
meetings scheduled years in advance. You may also want to keep in mind that 
September and October are very busy months for meetings and conventions, and this 
may have an effect on the prices of your meeting room rental, sleeping rooms, etc. 

• Choose a location. 
• Choose a facility. 
• Request a bid from each facility you select. Give them the dates you prefer for your 

meeting and optional dates if possible. 
• Let the facility know if you will be needing sleeping rooms for attendees who may come 

from out of town. (You may not need sleeping rooms.) 
• Give them the size of the meeting room you will be need (about how many attendees 

will be in the room), what times you will be needing the room(s) and how you would like 
the room(s) set (i.e., banquet style, conference style, theater style, classroom style, 
etc.). 

• If you are requesting sleeping rooms, let them know a range of acceptable room rates. 
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• Let the facility know of any food, beverage or audio visual you will be need. If you are 
not sure at the time of requesting the bid, that’s okay, you can add that later. 

• Generally, if you have requested some sleeping rooms and/or food and beverage, there 
will not be a charge for the meeting room rental. Otherwise, expect to pay a nominal 
rental fee. 

• Develop an agenda to insure that you cover the information necessary and important to 
your members. 

• Establish an effective communication process so that all members receive sufficient 
notice of an event. The sooner you promote the event, the better your chances are for a 
good attendance. 

• Determine the fee for attendees. 
• Chapters are welcome to have attendees register through the NAMA registration site. 

Credit card fees are deducted from the next chapter reimbursement. Please allow at 
least 24 business hours to set this up. If interested or if you have questions, contact 
Sherry Pfaff at sherryp@nama.org. 

Promoting Your Chapter Meeting 
Once you have selected your facility, you’ll want to begin promoting your event. For most chapter 
meetings, you will probably want to send an invitation to your members by broadcast email 
(complimentary email services are offered through the NAMA office). Don't forget to post it several 
times on Facebook and Twitter, especially if you've set up a chapter site. Encourage chapter leaders and 
members to post and tweet it, too, both beforehand and during the event. A direct mailing can be done 
as well, but consider the cost of the mailing and the time allowed to mail out a brochure or note. 
(Remember the NAMA office can send you labels of your members to help with the mailing.) If your 
chapter has a website, you will want to post your meeting there. You should also send your meeting 
announcement to Debbie Brummel in the NAMA office at debbieb@nama.org, so the information can 
be posted on the main NAMA website. This can help with attendance, especially for travelers to the 
area. 

Running a Chapter Meeting 
• Utilize the agenda! It will keep the meeting on track, and allow your members to 

anticipate and participate in different aspects of the meeting. 
• Start the meeting on time. 
• Introduce new and prospective members. (Or have the membership chair do it.) 
• Involve the board in various aspects of the meeting. 
• Be confident in your introduction of speakers and express your appreciation. 
• Thank members for attending and close the meeting in a timely manner. 
• Be sure to send a thank you letter to your speaker(s). View the sample chapter meeting 

agenda here and on the enclosed CD. Copy and use for your meeting. 

 

 

http://nama.org/2013/chapteragenda.doc
http://nama.org/2013/chapteragenda.doc
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